Technology Procurement System Quick

Guide

1)
2)
3)

Go to http://www.brockport.edu/its/techreq/

Click “Submit Approval Request Form” and log in using your NetID and password.

From here you can enter the number of desktop or laptop computers to be purchased. If
you have questions about the configurations, an up-to-date list can be found by clicking

“minimum requirements for standard desktops and laptops.”
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Process Instructions (when available)

0 standard desktop PCs

0 standard laptop PCs

minimurm requirements for standard desktops and laptops

Opens new window’

Specific vendor, price and configuration depends on market

conditions.
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4) If you need to order equipment other than what is listed, such as a high-end computer for
video processing or a Macintosh, enter the specifications in the “Mac or other special
technology requests” area provided. Be sure to list all specifications to help shorten approval
time.

5) Enter your requisition number in the area provided. This allows Procurement and Payment
Services to track your request. Note: Each requisition number can only be entered once. If
there are multiple computers on one requisition form, enter them all before clicking Submit
Request.

6) Click Submit Request after verifying all information.

7) 1f you left the “Mac or other special technology requests” area blank, you will be presented
with an approval code to be entered on the bottom of the requisition form. Fill out the
requisition form as shown below.
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Request Approved
The technology request you submitted with Requisition Number 260001
has been approved. Please write the approval code on the requisition
form.
35bb7
Submit Another Request |
You can print this page for your records.
Requisition Number: 260001
Standard Desktop PCs: |3
Standard Laptop PCs: 2
Other request(s):
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PURCHASE REQUISITION

Print Form |

=

PURCHASING USE ONLY P.O.#
State University of New York #96 OOOl]
College at Brockport rea. #20 Suyer
Following to be completed by department P-0. Date
D=
Da NYS Group# el
Discrationary Purchase: 5 ND s
Contraxt #
o P.0. Vendor MBE WBE
2parime
Depariment FED Frod Code . Recyoed ___ Omnbus
Fimotion Discount % Days
00 % __ Dpa
Cnecs ore: ] Supples [ Temp. servee
] Equpmen: Salch Type: IRS Code
ARGE TO:
Craerng Indhidual CHARCETD, »
R Funct= obi.# Amt
idg./Room
T 5= celvered 1)
Name/Phore # of Individual to contact win quastions:
VENDOR:
Snip To:
Tel. 2 Fax =
AUTHCRIZED SIGNATURE: UNSPSC CODE.

NOTE 7O DEFPARTMENTS: Please compete all mformation in upper left-hand secton. Keep 3 copy of this form for your recoras. All

inquiries must refe:
description, and any furthe

ence the Requistion =. Provids complete description of item(s) to be ordered, including catalog # name of article
r information to clearly igentify. Include copy of catalog page  available. Items requiring installaton must be

fully described, including who will install. ltems requinng significant utility connections require pror approva’ from Fac ties & Plannng

ITEM QUANTITY UNIT TOTAL
# DESCRIPTION NO.  UNT PRICE AMOUNT
5y Standard Desktop 3
2. Standard Laptop 2
Technology Procurement System Approval Code:  35bb7

Purchase Requisition for standard configurations

8) Otherwise, the code will be e-mailed to you once I'TS approves the request. If the request is
denied, ITS will contact you to assist with needs assessment before providing an approval
code.
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Request Submitted

The technology request you submitted for Requisition Number 260002 will
be reviewed by ITS staff. You may be contacted for more information.
When approved, you will be sent an e-mail with an approval code for the
requisition form.

Submit Another Request I

You can print this page for your records.

Requisition Number: | 260002
Standard Desktop PCs: 0
Standard Laptop PCs: [0

Other request(s): | need a laptop that has a high end video card,
along with 2gb of memory and at least a 200gb
hard drive if possible. | do a lot of video editing
and the software my department will not run
without those requirements.
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PURCHASE REQUISITION

State University of New York

req. #26 0002

Print Form |

==

PURCHASING USEONLY: P.O.#

College at Brockport Buyer
Following to be completed by department P.0. Date
i =
Da%e NYS Group # PayEe L)
o Discretionary Purchase: o ND s
ntract #
Sk P.0. Vendor — MBE ___ WBE
zpariment
i FED Prod. Code Recycied Omnbus
Function # PR P s
checkore: | Supotes  [] Temp.Sarvice I —_—
] Equpment Zalch Type: IRS Cotle
RGE TO:
Crazrng Indnidual CHARGE TO _
Functs Cchl.® At
Bidg./Room
[t 0= oellvered 10
NameProre # of Indlvidual to contast win quastions:
VENDOR.
Ship To:
Tel = Fax =
AUTHORIZED SIGNATURE: ONSPSC CODE:

NOTE TQ DEFARTMENTS: Please compete all nformation in upper left-hand secton. Keep 3 copy of this form for your records. All
inquiries must reference the Requistion = Provigs complete description of item(s) to be ordered, including catalog # name of article
description, and any further information to clearly ‘aentify. Include copy of catalog page  available. Items requiring installaton must be
fully described, including who will install. ltems requiring significant utility connections require prior approva from Fac ties & Plannng

ITEM
# DESCRIPTION

QUANTITY UNIT
NO. UNIT PRICE

TOTAL
AMOUNT

1y Model: Dell Latitude D820

1

Screen Size: 15.1 XGA

Processor: Pentium M 3.0Ghz

Memory: 2.0GB DDR2 533MHz SDRAM

Hard Drive: 200GB, 7200RPM

Video: 256MB ATl Radeon 9800

Technology Procurement System Approval Code:

29aca

Purchase Requisition for non-standard request



