FirstPoint User Guide
Ordering from the IT Store on FirstPoint
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[bookmark: _GoBack]This is the process you would use order IT hardware or software, or to request new logins.
After opening FirstPoint, you start by clicking the My IT Store option in the left-hand menu.
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This is where the different items that I can order are displayed. This is quite a long list, so to help you find what you are looking for you can:
Search for the item by typing part of its name in te search box at the top and clicking the Search button.
Use the Category drop-down list to filter the list.
For example, if you are requesting a login for a new starter, you could either select New IT Login from the Category drop-down or search for login. 
Many of the filter categories will have sub-categories to help you narrow down your search further.
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Once you have located what you require, click on the item to display more information.
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Once you have found the item you need, enter the quantity you require and click Order.
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Depending on the items you have ordered, you will now be asked to complete extra information.
Tips
The layout and fields in this form will differ, depending on what you have ordered.
If you order kit for a new starter, add yourself as the recipient for the kit and give the name of the new starter who will be the user of the kit in the additional details field. 
Mandatory fields are indicated by a small red asterisk.
When completing the form, some of the fields will autocomplete as you type (e.g. Recipient Names and Locations).
Others are "free text" fields (e.g. Additional Information) allowing you to enter any information.
Most of the forms extend off the bottom of the visible screen, so take care not to miss fields lower down.
Once you have fully completed the form, click Submit.
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Your order is now complete. You will now get an email confirming details of the order. You will also get emails whenever the order is updated.
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Form{s) For: X Series Laptop

* 1 form(s) o be completed before you can submit your order.

Enter Recipient Names *

Mike Woods x

Kit Location (1t will be posted to this address unless stated
below) *

Barnardo House xQ
Any additionl information (delivery instructions, dates,

‘opening hours, Cl of Laptop if Requesting 3G Access, etc)

2nd Floor, East

Cost Code*
12345

Authorising Manager *

Lisa Johnson xQ

Attach File
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SERVICE ORDER DETAILS

Service Order No 10696

Service Order 16/01/2017
Submitted Date

Service Order Status - Submitted

Tite Quantity
X Series Laptop 1
Order Details
Entity Type EntyNo  Service Action Service Bundle: Completion Status.
B & Reauest 18573 X Series Laptop Pending Order
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192.Com - allows you to search for
people, businesses & places in the UK

Adobe Acrobat Pro X
Let's you edit PDF documents

Quancity 1 ore

Adobe Captivate

ctronic learning tool used by
trainers to create software simulations,
branched scenarios.

Adobe InDesign

Let's you creates posters, flyers
brochures, magazines, newspapers and
books, this s a annual charge.

Adobe Photoshop Elements Adobe Photoshop Extended
Let's you edit photos and Let's you edit photos and videos,

or:
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X SERIES LAPTOP

©

Barnardo's supplies the Lenovo X Series laptop, it's smaller and lighter then the T
Series with a 12.5" display weighing approx. 1.34Kg. This is ideal for people who
are regularly on the move. This is supplied with a laptop bag, mouse & 3m
network cable.

The price listed is an Annual Recharge.

_— . .

Class Unspecified
Type Service Action

Self Service Display Laptops & Deskiops
Category.

Asset Catalog

Parent Service. [T Procurement & Disposal





image6.jpeg
Believe 1n
children

"1l Barnardo’s




