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Premier Dell Online Configuration/Ordering Instructions 

1. Go to www.dellpremier.com

2. Click on “Sign In”.

http://www.dellpremier.com/�
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3. Enter your email address and password as prompted, and then click
on “Sign In”.
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4. Choose one of the UC Standard Configurations by clicking on “Add to
Cart”, modify a UC Standard Configuration by clicking on
“Customize”, or configure your own system by choosing a desktop,
notebook, workstation, etc. within the “Systems” tab.  You can also
order software and peripherals using the “Software & Peripherals”
tab.
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5. If you choose to “Customize” the system, click on the appropriate 
radio buttons for your order for each option offered. 
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6. Click on “Review Summary” to review a list of your final system 
configurations before placing your order. 

 

 
 
 
7. Click on “Edit” for any specific item(s) if you wish to change it 

(them), otherwise, click on “Add to Cart”.  
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8. Once you’ve added the system to your Cart, click on “Shipping & 
Handling” to enter your shipping information, click on “I DO NOT 
have tax exempt status.  Treat order as taxable.” and choose the 
appropriate delivery option(s).  NOTE: for UC Merced orders, the 
shipping address should generally be: 

 
UC MERCED  
FACILITIES SERVICES BUILDING A 
5200 NORTH LAKE ROAD 
MERCED, CA 953434 
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9. Click on “Estimate Tax and Shipping & Handling”. 
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10. If you receive the following error notice, choose “MERCED (outside 
city limits) from the drop-down box and click again on “Estimate Tax 
and Shipping & Handling”.  This will take you to the Checkout page. 
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11. Make sure to enter the Coupon Number in the appropriate field and 
click on “Apply Coupon”, if any, before clicking on “Checkout”. 
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12. Enter all Contact Information in the appropriate fields. 
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13. Click on “I WILL NOT export this order outside the United 
States.” (NOTE:  Contact Procurement Services if any questions 
on this.)
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14. Click on “Pay with credit terms (purchase order)” to select payment 
method.  NOTE:  Although listed as an option, credit cards should not 
be used to purchase computer systems for UC Merced. 
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15. Enter your release order # (“A” class order) in the Purchase Order #
field followed by the campus-wide BPO# 0000KKB008 on the Payment
page in the following format:  M565AMA000/0000KKB008.  (See
second screen print.)
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16. Click “Continue” to Verify & Submit your final order.

17. Follow additional website instructions if you wish to review your
submitted order.

Important Reminders! 

- DO NOT fax, email, or mail your “A” class release order to Dell!!  Order 
placement must be made online through the Premier Dell website.  (NOTE:  
Configure a system first, save it to your cart, create/post your “A” class 
release order, and then submit your online order.) 

- There are a variety of systemwide strategic sourcing agreements in place for 
UC campuses to use and support (e.g., Dell, HP, Apple, Gateway, etc.).  Dell 
is only one of the computer companies UC Merced does business with.  
Procurement Services does not endorse or recommend one brand over 
the over; we are merely notifying you of the availability of the existing 
agreements (and corresponding “tools”) that you can take advantage of. 

- Our campus I.T. prefers and supports HP systems.  Departments can order 
Dell products but technical support for these systems must be provided by 
Dell, not UC Merced I.T. staff. 

- Departmental buyers are highly encouraged to obtain comparative quotes 
for their LVOs (using same specs, warranty terms, etc.!). 

NOTE:  This can include comparing HP vs. Dell, comparing an HP system 
between 2 or more vendors, comparing a Dell system between 2 or more 
vendors - or even comparing the specials on Dell’s regular website against 
Dell Premier.)  This can save the UC hundreds of dollars on even an 
individual purchase.  This is always important but especially during these 
difficult economic times!! 


