Hardware/Software Ordering System

To order hardware or software first please review the guidelines in the IT Purchasing Policy to be familiar
with what is appropriate to purchase through this online system.

When you need to place an order for hardware or software, this new system Information Resources

will replace the green sheets for ordering hardware and the white sheets for s i |
ordering software that you had been using. P St S| b

Log on to MyRedDragon and then enter e

we bapp.cortland.e du/hardwaresoftware in the address bar or go to the Tech | : cossiiome:

Help tab and you will find it at the bottom of the Information Resources e ——
channel. e e gl

Your workspace:

# Dashboard Cortland

& Your Name (2" New Order == Activity

Jick here to configure proxies and other Qick here to aeate a new software or

user settings. hardware order. HEHE TR

® My Queue '™ My Orders

Cick here to view orders in your queue. Qlick here to view all curment and past
orders you have placed.

MNote: These orders are orders that require

action by an approver, (TS, or IR

& Your Name The red action square with your name o

IR . . roxies Cortand
el is Where you would click to assign [ —

fltes s proxies. Proxies are people who can _
approve orders in your stead in the _
hardware/software ordering process.




® My Queue

Click here to view orders in your queue.

Note: These orders are orders that require
action by an approver, TS, or IR.

™ My Orders

Click here to view all current and past
orders you have placed.

(¢ New Order

Click here to create a new softw
hardware order.

In the My Queue action square, you will find orders that require your approval. If you
are not an approver in the hardware/software ordering process, you will not have
orders to act upon in your queue.

The My Orders action box will show you the current and past orders that you have
placed, in the order they were placed. You will be able to filter the orders by their order
number, status or recipient.

Click this box to place a new hardware or software order.

vare or

The Activity box will show the real-time activity, such as status changes or approvals, for any orders you

have submitted:

= Activity

MNow 5 IG

Order status changed to (Approved).

changed to (Deliverad).

changed to (Deliverad).

changed to (Deliverad).

changed to (Approval Pending).



Placing an order for only Hardware or Hardware and software

To enter a new order in the system click on the New Order action square on the home page. The New
Order screen will open:

® New Order G)}tléll’\]\d

‘ 2 Agdd Hardware Recipient

@ [ Add Software Recipient
[iitem Price List

| I
Max oved

Julia Moro
Account #
Appr
0
es

4
E

Not: il
_ —

Note: Please refer to the before placing this crder_

Approval Routing

Begin by typing in the approver’s last name. Once found select the approver.

Search Approver

1

Your Name, Location information and Email will automatically populate the requestor info section of
the new order form. If any of the information is incorrect it can be simply be highlighted and changed.
This information is pulled from the university directory, so if any permanent changes need to be made,
they should be made in the university directory.

The Account # to be charged for the purchase is a required field. 1f an account number is not entered, the
order will not go through.

If you use the Max Approved field, enter the maximum amount you would like to spend for the item
being ordered, otherwise leave it at0. Items in the drop down list have an associated price, but this field
may be useful when ordering custom hardware or software.

Any Notes about the order can be entered in the Notes field. The Notes field will accommodate a
significant amount of text.

2

Next, click Add Hardware Recipient inthe top left corner of your screen.



The Hardware Info (#1) section will open on your screen:

Juliamerog@cortland.edu «

2 Add Hardware Redpient

[ item Price List

Mote: Please refer to the before placing this order.

Hardware Info (#1)

Redpient Name C Number

Hardware Items

Can't find the item you're looking for? | Add Custom Hardware

Approval Routing

Begin by typing in the approver’s last name. Once found select the approver.
Search Approver

9

Enter the Recipient Name and their C Number if known.

@.

In the Add Item section, choose the hardware to be ordered from the dropdown.

Select an item to add...
[All) 19" Flat Panel Monitor - §1

| Wired Keybo
reless Ergonom
reless key

| iPad 16GB -
| iPad 32GB -
) iPad B4GB - §
[Apple) iPad Case - 50.00

[Windows) Dell Desktop System - $435.00
(Windcws) Dell Notebook - $1,031.00
Regular Keyboard -
Regular Mouse - $1
USE Webcam - $80.00

[Windows) Windows External Harddrive - $62.00 v

Cue e s [
Click the Add button




This is the screen you should see:

Hardware Info (#1)

Recipient Name

Hardware Items

% (Windows) Dell Desktop System

ows) Dell Desktop System - $435.00 After yOU CIiCk the Add
button the item will be

{(Wind
Can't find the item you're locking for? | Add Custom Hardware -
added to your order list.

D Add Software

(6}

To change the quantity of the item you can enter a new number in the Quantity field.
@ .

Repeat steps 4 — 6 as many times as necessary.

@

If you need to remove items you can

1. Click the Remove button in the bottom right of the Hardware Info section
To remove the entire Hardware Info (#_) section
2. Startagain from step 2
8]

. Click the red ‘x’ to the left of the added item
2. Startagain from step 4 3] Windows) Dell Desktop System

I'f the hardware being ordered is not in the dropdown list, or if additional Custom Hardware needs to be
ordered, choose the Add Custom Hardware button.

Can't find the item you're looking for? | Add Custom Hardware

Or

=



The Custom Hardware section will open:

Hardware Info (#1)

Redipient Name

Recipient Name

Hardware Items

Select an item to add...

Custom Hardware
Name

8}
In the Custom Hardware section enter the Name of the Hardware, choose the Platform from the drop-
down, then add any relevant details about the purchase request. Then click the Add button.

Your result will look like this:

Hardware Info (#1)

Recipient Name

Recipient Mame

Hardware Items

= (Windows) Hardware not in the Quantity: -
dropdown list

Add Item

v Afteryou click the Add

button the item will be
added to your order list.

Custom Hardware

@.

If software is needed, in addition to the hardware ordered, click the Add software button.

[ Add Software



The Software Items section will open:

Hardware Info (#1)

Recipient Name

Hardware Items

= (Windows) Hardware not in the Quantity: -
dropdown list

Add tem

Select an item to add. r + Add

Custom Hardware
Platform Details

Name
CEEo O e -

Software Items
Campus Technology Services reserves the right to charge academic departments for limited or unsupported software.
Please refer to the for Faculty/Staff.

@ Application Platform

0)
Type in the name of the software Application, click the radio button corresponding to the Platform and
enter the version number or “latest” if the version number is not known but the most recent version of

the software is being ordered. Then click the Add button.

Software ltems
Campus Technology Services reserves the right to charge academic depariments for limited or unsupported software,
Please refer to the for Faculty/Staff.

= Application Name Windows

Version

~N
Bl - After you click the Add
button the item will be

added to your order list.

Application Platform




You can add as many items, for the same recipient, as necessary:

Hardware Info (#1)

Recipient Name

Hardware Items
= (Windows) Hardware not in the
dropdown list
(Windows) Dell Desktop System
(Windows) Regular Keyboard

(Windows) Regular Mouse

(Windows) USB Webcam

Software Items
Campus Technology Services reserves the right to charge academic departments for limited or unsupported software.
Please refer to the for Faculty/Staff.

= Application Name Windows

Platform
© Windows ® Macintosh

®
To remove items from the list click the small red x to
the left of the item name. % (Windows) Dell Deskiop System

To remove the entire order for that recipient click the Remove button in the
lower right corner of the Hardware Info (# _) box.

a
Note Clicking Remove will delete only the entire Hardware Info (#_) box that it is in. Any

I orders for other recipients or other Hardware Info boxes will not be removed.



@
To add hardware items for another recipient (but the same account number) click Add Hardware
Recipient in the upper left corner of your screen.

= Add Hardware Recipient @

[ ttem Price List

Another Hardware Info box will open:

Hardware Info (#2)

Hardware Items

Add hardware and software items in the same way as for the first recipient.

®
When the order is complete, in the Approval Routing box, in the Search Approver field, type the last
name of the departmental approver in the and click the Return key:

Approval Routing

Begin by typing in the approver’s last name. Once found select the approwver.
Search Approver

@

A list will be returned with possible approvers. Choose the person you need from the drop-down list:

Approval Routing

Begin by typing in the approver's last name. Once found select the approver.

Search Approver

Kahlg]

Top Results

Lisa Kahle
Campus Technology Sen'k{b I
\
All Results /

Lisz Kahle
Campus Technology Services




The Approval Routing box will look like this:

Approval Routing

Begin by typing in the approver’s last name. Once found select the approver.

Search Approver After you choose the

e B o rover's name, it will

g st
Campus Technology Services Routing IISt
==(15)

5]
Click the Place Order button to place the order.
i)
The order will now be found in your My Orders queue with an Approval Pending (Chair) tag.
® My Orders Cortland
| Ao | Py | D | e |

B

So that the Approver knows there is an order ready for approval, they will be sentan e-mail with a link to
be able to access the order in their queue.

10



Placing a software order

(£ New Order

Qiick here to create a new software or

Click the New Order action square on the home page, ES&2
and the New Order screen will open:

® New Order Cortlan
£ Add Hardware Redpient <+ BExpand All Oct 29, 2014

5 Add Software Recipient

Dttem Price List Requestor Info

Name
\) Julia Morog Campus Technol

Jjuliz.morog@cortland.edu

Mote: Please refer to the before plading this order.

Approval Routing

Begin by typing in the approver's last name. Once found select the approver.
Search Approver

1
Your Name, Location information and Email will automatically populate the requestor info section of
the new order form. If any of the information is incorrect it can be changed.

The Account # to be charged for the purchase is a required field. 1f an account number is not entered, the
order will not go through.

In the Max Approved field enter the maximum amount you would like to spend for the item being
ordered. This may be an important field to use when ordering custom hardware or software.

Any Notes about the order can be entered in the Notes field. The Notes field will accommodate a
significant amount of text.

2

Next, click Add Software Recipient inthe top left corner of your screen.

11



The Software Info box will open:

Software Info (#1)

SUNY Barcode ID

Recipient Name

Software Items
Campus Technology Services reserves the right to charge academic departments for limited or unsupported software.
Please refer to the for Faculty/Staff.

Application Pla

tform

©

Enter the Recipient Name and their C Number if known. Also enter the SUNY Barcode ID (commonly
known as the ‘Z’ number) of the computer the software will be installed on. This is the asset number on
the barcode assigned to the computer by Campus Technology Services.

©

In the Application section, type in the name of the software application, click the radio button
corresponding to the Platform and enter the version number or “latest” if the most recent version of the
software is to be purchased.

(5
Click the Add
button:

Software Info (#1)

Redpient Name

SUNY Barcode ID

After you click the Add I_
button the item will be
added to your order list. = Items

hnology Services reserves the right to charge academic departments for limited or unsupported software.
ricasc oo to the for Faculty/Staff.

= Office 2013 Windows

Application Platform

’/.

Add as many items as needed for the first recipient by repeating steps 3 thru 5

12



6]

To add software for an additional recipient, click Add Software Recipient in the top left corner of the

page,
C_‘I_Acc Software Recipient _@ )

H Price List
I € LI5St
2 Fric

another Software Info box will open:

Software Info (#2)

SUNY Barcode ID

Software Items
Campus Technology Services reserves the right to charge academic departments for imited or unsupported software.
Please refer to the for Faculty/Staff.

&
Note

If the software is going to be installed on multiple machines, list the asset numbers of all
|  the machines in the SUNY Barcode ID field.

O/.

Repeat steps 3thru 5 for the next recipient as many times as needed.

Enter the Recipient Name and their C Number if known. Also enter the SUNY Barcode ID of the
computer the software will be installed on. This is the Z number on the barcode assigned to the
computer by Campus Technology Services.

In the Application section, type in the name of the software application, click the radio button
corresponding to the Platform and enter the version number.

e 2=
Click the Add button



(7

When the order is complete, in the Approval Routing box, in the Search Approver field, type the last
name of the departmental approver in the and click the Return key:

Approval Routing

Begin by typing in the approver's last name. Once found select the approver.
Search Approver

A list will be returned with possible approvers.
Choose the person you need from the drop-down list:

Approval Routing

Begin by typing in the approver's last name. Once found select the approver.

Search Approver
Kahle|
Top Results
Lisz Kahle \
Campus Technology Senm{b J I
A NS
All Results

Lisa Kahle
Campus Technology Services

2/
The Approval Routing box will look like this:

Approval Routing

Begin by typing in the approver’s last name. Once found select the approver. After yO u ChOOS e th e
Search Approver

= Ppiover s name i wil

be added to the Approval
Lisa Kahle . -
‘ Campus Technology Services ROUtIng IlSt

|
. o)

Click the Place Order button to place the order.

14



15}

The order will now be found in your My Orders queue with an Approval Pending (Chair) tag.

® My Orders @‘tlﬁﬁd
=EmEEn

So that the Approver knows there is an order ready for approval, they will be sent an e-mail with a link to
be able to access the order in their queue.

15



Approving an Order

The Approver (and their Proxy) will receive anemail if an order is placed and needs their approval.
To approve an order follow the link in the e-mail or select the My Queue action [y

square:

Your approval queue will open.

O

Select the order that needs to be approved by clicking on it.

® My Queue

Search:

#121

] St
Request:  Lisa Kahle Request  Julia Morog
Redipients: Recipients:

Liza Kahle Department Member £2

or

#119

Status:
Request Jukia Morog
Recipients:

Jane Doe

1/13/2015

Click here 1o view orders in your queve.

Mote: These orders are orders that require
‘action by an approve, CT5, or IR

Cortland

e T e

Status:
Request  Carol Gridley
Recipients:

carol Costell

The order will open. Be sure to review the order to make sure it is correct.

@ Order (#121)

Status

Max
Approved

Account #

2

Cortland

Order id

Click the Approval-Approve/Decline button at the top left of the page.

16



The Approval screen will open:

@© Order (#121) » Approvals Gﬁ’tlé‘ﬁy

Please note:

(3]

Ifyou are the last approver, click the Approve (or Decline) button. The order will then be send to
Campus Technology Services and to IR for approval.

or

©
If the order needs to be approved by another person after you, search for their name from the
directory in the Search Approver field, and click on it when comes up.

15
Then click the Approve button.
The order will now be sent to the person you chose in the Search Approver field.

© Order (#121) » Approvals @ﬂg’iﬁ'

Order has been approved by Lisa Kahie {1/14/20,5 9:01:20 AM).

Max Approved $2.00

Here you will seethatthe

Here you will see order has been sentto the
next approver.

confirmation that you
approved the order.

17



Adding a Proxy

If an approver knows that they will not be able to approve a specific order or in the general course of
business would like delegate that responsibility to someone else, they can assign a proxy to approve
orders for them.

A proxy is not needed to place orders for someone else, all faculty and staff have access to this online
ordering system, it is only needed to approve orders for someone.

To add a proxy, first select the red action square with your name on it:

The Proxies screen will open:

® Proxies C(—)} tlant
Proxies

You have not added ai

Add Proxy

Search:

o
In the Add Proxy search field enter the last name of the prospective proxy and click Enter to access the
list from the university address book.

Add Proxy

Search:

Kahle

Top Results

& oo 0 @

All Results

Lizz Kahle

Click on the name from the drop-down list.

The name will be added under Proxies:

Proxies

Add Proxy

Search:

18



Tracking your order

Once you have placed your order you will want to be able to find out what stage of the ordering process it
is in in two ways.

# Dashboard Cortland

(£ New Order = Activity

Tiick here to areate a new software or
hardware order.

& Your Name

Jick here to configure proxies and other
user settings.

You have no new activities.

® My Queue

Jick here to view orders in your queue.

'™ My Orders

‘Oick here o view all current and past
orders you have placed.

Note: These onders are orders that require

action by an approver, (TS, or IR

1)

The Activity action square

When an order you have placed has a change is status, this will be noted in the Activity action square.
For example: = Activity

status changed to (Approved).
status changed to (Delivered).

status changed to (Delivered).

status changed to (Delivered).

status changed to (Approval Pending).

19



2)
For more detailed information on an order you have placed, click the My Orders action square on the
home page. You will see all the orders you have placed in this format:

® My Orders Cortland

| Appronc | i Prege | i | i
#46

P
Request

Chriz Poole - = arstal Owmer:  Steven Marmtall

Orders can be filtered by
You can search the orders ; status.

by order #, status,

recipient and requestor. I iﬁlll

o Request
Owner.  Stepnen Bergman Owner:  Stephen Bergman

Cloneed

Click on anorder square to show the details of a hardware order:

® Order (#172) @tlaslﬁv

© Approval Pending

There is an approval pending for Lisa Kahle.

Requestor Info
Order [d 172 Name Julia Morog

Status | Approval Pendiing Room/Bldg.

Max Phone
Approved

Department Campus Technology Services
Account #

Email Jjuliamorog@cortland .edu

MNotes

Order Summary (Jane Smith -)

Hardware

Ttern Options Act. Price Status

¢s) Dell Deskiop $0.00 Pending

(Al 19' Flat Panel Monitor $110.00 Pending

(All) 19' Flat Panel Monitor $110.00 Pending

20



Or a software order:

® Order (#109) C(—)»r“élﬁv

Requestor Info

Order 109 Julia Morog

julia morog@cortland.edu

Order Summary (Julia Morog -)

Software (Bar Code: ZG0624)
Application Platform

Camtasia/Snagit bundle ‘Windows

What the status designations mean:

The order status is found in a colored square and can be seen on the My Orders page or in the Requestor
Info section of an expanded order.

 Approved | in Progres: | Deliversd | Closad |
Approval Pending

e Every order must be approved by the Department Chair, CTS and IR. There will be several
designations for Approval Pending, you will see

and . These will depend on where the order is in the approval
process.
Approved
e When the order has been approved by the Department Chair, CTS and IR it is marked Approved
and sent back to CTS.
In Progress
e Approved orders are either assigned to a member of CTS to work on, these orders are marked as
In Progress
Delivered

e Orders designated Delivered have been delivered to the designated Recipient. The order will be
routed to IR for recharge.

Closed

21



e Closed orders have been completely finalized including recharge.

Additionally, hardware orders will have an item status which can be found on the expanded order, in the

Order Summary section:

QOrder Summary (Jane Smith - )

Hardware
Ttem Status

Pending

(All) 19" Flat Panel Monitor $11000 Pending

(All) 19' Flat Panel Monitor $110.00 Pending

The designations are:

Pending
e Items will usually be Pending until all the Approvals have been completed.

Ordered - Purchasing
e Items have beenapproved and routed to Purchasing for ordering.

Ordered-CTS

e Items that are purchased by CTS will be designated as Ordered-CTS until they are received by
CTS.

On Campus
e Items that have been received but nor yet configured are designated as On Campus.

Ready for Delivery

e Indicates that the item is ready to be delivered and a phone call or e-mail has been made
requesting a time for delivery.

Delivered
e The item has been delivered to the recipient and set up if necessary.

Please be aware that it is possible to have varying orders statuses for different items.
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