
How to Run & Schedule 

a Licensing Price List

Press the Enter key on your keyboard to move to the next slide.
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Licensing Price List

A license price list is only for your 
organization’s active volume 
license contract(s). It will not 
contain pricing for shrink-wrap 
software, or technical services. If 
you would like real-time pricing for 
all software products, use the 
product search or guided navigation 
at the top of the page.

To get started, use the left 
navigation and click on Licensing 
Price List under Account 
Management.

Use search or navigation to find pricing on any product.

2DELL CONFIDENTIAL



Licensing Price List

From this page you can:

1. Run a Price List. 

a. Run a price list, create a 
template, view online, email 
or download.

2. Schedule a Price List

a. Scheduling a price list will 
save you time. You can set it 
up to automatically receive 
your price list via email on a 
schedule you predetermine.

3. Current Price List Log

a. If your price list is larger than 
1000 lines you will find the file 
to download here.

b. If you had the price list 
emailed, you can still 
download it from here.
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1. Create/Run a price list.

3. Download price lists.

2. Schedule a price list.



Run a Price List

If this is your first time creating a price 
list, you will only have the option “Create 
a New Price List” or possibly an 
“Enterprise Template”.

If you have previously saved a price list 
template, you will have 2-3 options: 

1. You can create a new price list.

2. You can use a previously saved 
Personal Template.

a. The Personal Templates can be 
used “as-is” or you can “Edit 
Details”. 

3. You can use an Enterprise 
Template, which are templates 
created and made viewable to 
everyone.

a. The Enterprise Templates can 
only be edited by the person that 
created them or if you are given 
access to edit them in your user 
profile.

Note: When saving a template, it is 
saving the Price List and any defined 
filtering. Templates are ideal for use when 
you frequently run a Price List or 
schedule a Price List to be sent on a 
regular basis.
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1. Create a new price list

2. Use a Personal Template

3. Use an Enterprise Template

If you selected personal/enterprise 

template, choose a template from the 

drop down and click “Use As-Is” or 

“Edit Details”



Price List for VLA 

Contracts

Listed are all the active Software 
Volume License contracts you have 
with Dell | ASAP Software. 

1. Select one contract for which 
you wish to run a price list.

2. Uncheck the box if you wish to 
apply filters to the price list. 
These can include Mfg Item #, 
Category, Option, etc

For this example, we are going to 
uncheck the box.
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1. Select a contract.

2. Uncheck the box if you want to 

apply filters to the price list.



Filter Price List

This page lets you filter the 
information that is contained in your 
price list. If you do not select any 
filters, all the SKUs will be included 
in the price list. 

1. Click on “Select Filters”

2. In the pop-up box, click on the 
items you want to filter.  To 
select more than one, hold 
down the CTRL key.

3. Press the arrow pointing to the 
right to drop the selected items 
into the filter and click 
Continue.

4. Once you click Continue, you 
will be brought back to the 
main Filter page to either add 
another filter or click Next.

a. If you changed your mind on 
the filters, click on the Clear 
Filter link that will appear at 
the bottom next to Previous 
after making your first filter.
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1. Select the field 
you want to filter.

2 & 3. Select items to filter and 
press right arrow.

4. Add another 
filter or click Next.



Save Your Price List

Saving a price list as a template will 
enable you to easily schedule or 
rerun the list at a later time. 

1. To save a price list as a 
template, enter a name in the 
text field. Then choose the 
template.

a. The first option is to save as a 
Personal Template. This 
template can only be seen 
and used by yourself.

b. The second option, if you are 
given access in your user 
profile, is to save as an 
Enterprise Template. This 
template can be seen by 
other users within your 
organization. But only certain 
users are able to create, edit 
or delete.

2. If you don’t want to save the 
report, select the third option. 
This will just run the price list.
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1. Enter price list name 
here & choose a template.

2. Run price list without saving.



Delivery Options

There are a few ways to view your 
price list.

1. You can view it online in the 
current window or open a new 
window.

2. You can have the price list 
emailed.

a. Specify the file type for the 
report  – XLS, XML, PDF, 
TXT or CSV. 

b. If you did not save the 
template, the price list can 
only be emailed this one time.

c. If you saved the price list as a 
template, you can schedule to 
receive it just this once, daily, 
weekly, monthly, quarterly or 
yearly. 

d. To obtain a file without any 
formatting, select CSV and 
open it in Excel.

3. You can also download the 
price list. 3. This box will come up if you choose to 

download the price list. You must pick a file type 
to download.

1. Choose the option for delivery.
1. View Online
2. Email
3. Download

2. This box will come up if you choose to have the 
price list emailed to you. You must pick a file type 
and the frequency you want the price list 
emailed.
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Delivery Option ð

View Online

When viewing the price list online, 
you still have the option to 
download or email the price list.

You can also filter the price list:

1. To the right of “Choose field” 
click the drop down and 
choose the field name you 
want to filter by.

2. In the text field to the right type 
in the term you want to filter by 
and click “Filter List”

a. Make sure to use the same 
format/spelling that you see in 
the price list. For example, for 
Manufacturer Item #, be sure 
to include the hypen (-) if you 
see it listed in the price list.

3. When you want to go back to 
the original price list, click 
“Clear” to the right of “Filter 
List”.
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Use these links to download 
or email the price list.

Use the fields below to filter 
your price list.



Delivery Option - Email

If you choose to have the price list emailed, picked the file type and schedule, you will receive a 
confirmation page. You can change or disable the schedule by clicking on “View Schedule Price 
Lists” and then edit.

If you choose to have the price list emailed to you “Just this once”, you will receive this confirmation 
screen. On this screen, you can also choose to go to the “Price List Log” to download the price list if 
you don’t want to wait.
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Delivery Option -

Download

If you choose to download the price list and picked the file type, you will receive this confirmation 
screen.

The price list is being processed and you’ll need to go to the Current Price List Log to download.
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Downloading Report

The Current License Price List Log 
is where you can download the 
price list you requested.

To download the price list, click on 
the file type. A window will open 
asking if you want to open it now or 
save it.

We also provide a ZIP version if the 
original price list is to large.

Click here to download your price list.
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Dell_Price_List_-_Jan_30_1302008_86905.xls



Schedule a Price 

List

Scheduling a Price List will help you 
save time in the future. 

1. To create a new schedule, 
select the Schedule A Price 
List button. 

a. From here you will create a 
new price list, just like we did 
in the previous slides.

2. If you want to edit or delete a 
scheduled Price List, then 
select the corresponding link 
under the Action column. 

3. You can sort any of the 
columns by clicking on the 
column header.
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1. Create a new schedule.

2. Edit or delete an existing 
schedule.

3. Sort list by clicking on 
the column headers.



Edit a Schedule

This screen provides a summary of 
your scheduled Price List. 

From this screen you can:

1. Suspend or Delete the Price 
List 

a. If you wish not to receive the 
Price List for a while, click 
Suspend. When you are 
ready to receive the Price List 
again, simply select the 
Restore link.

2. Change the schedule of the 
Price List as needed. Simply 
select the frequency you wish 
to receive and the file type.

3. Either Save Changes or Save 
As New Price List.

a. If you choose Save As New, 
at the top of the page a field 
box will appear. Type in the 
new name and click Save.
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1. Select Suspend or Delete.

2. Change price list schedule 
and file type, if needed.

3. Save changes or save as a new price list.

3a. Type in new name for price list.



Price List Completed

You have completed creating a Price List. Go back to 
the Help Section on Dell | ASAP Software Online to view 
more tutorials.
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