To access your Lenovo purchasing website, go to http://www.lenovo.com/rowan
You will land on the login page shown below. 
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If you have already registered for the website, you may login using your user name and password. 
If you are a first-time user, please click Create Account under the sign in fields.

To create an account, simply fill in the account registration form shown below. (Note: You’ll want to choose Builder as your role.) When you have completed the registration form, your password will be emailed to you immediately. Simply retrieve your password from the Lenovo.com email, and return to the login page to sign in to the website. 
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User name* (this will be your Lenovo ID)
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First name™ Last name*

E-mail address™

Lenovo would like to occasionally send you information about special offerings, products and services.
Flease indicate below whether you would like to receive these updates.

¥ Yes, please have Lenovo send me updates via e-mail.

Enter your address information

Please note: You must call the phone number on the back of your credit card to ensure that
your desired shipping address is part of your credit card profile. This will avoid a delay in
the processing of your order.
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Upon login, you will land on your website homepage. To view your product standards, click on the blue button below each category. 
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Each standards page will show your recommended products and discounted pricing. For more product details, click on the blue product description or on the More Details link under the price. To select the product for purchase, click the green Add to Cart button. 
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In the shopping cart, you have several options: you may print the cart, save it, email the cart, or empty it and start over. You may also proceed to checkout by clicking the green Lenovo Checkout button.
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The checkout process consists of two steps. The first step is entry of shipping and billing address information.  Select a shipping address from the drop down box.  Once an initial address is selected you are able to type over the address information if needed.  Select an address from the billing address drop down box – billing is not editable. When you are finished with this step, simply click the green Continue button at the bottom of the page to move on.
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Checkout page 2 contains an order summary, purchase method selection (credit card or Net 30/PO) and an address summary. Please verify that your order is correct, and select your payment method. If applicable, enter your PO number at this time. 

Next, please verify your billing and shipping address information. Please note – you may change your shipping address by selecting an address, then typing over the address in checkout page one. You may not edit billing addresses, though – those must be chosen from the drop-down list. 

After you verify your order, enter payment information, and confirm your billing and shipping addresses;  select an approver. You may do this by choosing an approver in the “Select an Approver” drop down list. 

Once you have selected your approver, add any comments you wish to include in the Comments field, and click the blue Send for Approval link. 
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See next page for details regarding “Send for approval”. 
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Select an Approver from the drop down box and include any necessary comments in the comments field.   

Click “Send for approval”.  Your order will be routed to procurement for completion and order placement.  
To check the status of your order, log in to your Lenovo website and click on the My Account link at the top/right side of the home page. 
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Click on the blue order number for order details.

To check tracking enter the tracking number found at the top of the order details page and add “1Z” to the beginning of the tracking number.  Use the UPS site http://www.ups.com/us for tracking.
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