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Procurement Depa rtlment

http://www.procurement.vt.edu

PROCUREMENT DEPARTMENT

The Purchasing Department is now known as
the Procurement Department.

Virginia Tech (0333)
300 Turner Street NW,
Ste 2100
Blacksburg, VA 24061
Phone: 540-231-6221
www.procurement.vt.edu
Email: hokiemart@vt.edu

NEW CONTRACT LOCATOR WEBSITE

A new website is available to assist in locating
information about contracts that are available
for your use. This website can be accessed
via the Procurement Department website:

http://www.apps.procurement.vt.edu/contracts/

Topics in this Issue:

Contract Corner: Page 4

There are approxi-

etc. Within each

general category is

Click on the contract title and a summary
sheet will appear. Within the summary sheet
is a link that, in most cases, will bringu  p a
scanned copy of the full contract and other
relevant documents. Any contract listed in the
website is available f or your use unless it is
annotated otherwise.

This informational website is intended to
make contracts easier to locate and to inves ti-
gate. Itis a preferred best practice to source
using contracts whenever possible. In gen-
eral, contract pricing is more favorable than
non-contract pricing and supplier service is
more reliable. We welcome your comments
and suggestions.
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WHATS NEW AT PRINTING SERVICES

The Digital Print Centers have been
combined with Printing Services at the South
Main Street location.

HokieMart home page has been updated to
reflect the change. The IPR button is now:

Printing/ Copying
Printing/ Copying Order
copy Order Form
HokieMart will deliver PO button.

The Printing/ Copying Order Form has a new
look!

VT Printing Services Instructions

mﬂVlrglmaTech

' Printing Services

Use this form for Interdepartment Printing Requests.....

Contact Information ?

antact Name

antact Phone

antact Email

ate Needed iz
mm{ddyyyy

istribution [Please select...

ethod

glivery Address (if different then "Ship To" Address)

reet
ddress 1

Printing Instructions
Job Type and Quantity

Please select [please select.. ~
the type of I
order

Order

quantity:

Order Type:  [Piease select...

Printing issued
estimate # (if
applicable)

You are no longer “forced” to attachan IP R
form to the Purchas e Requisition. Now y ou
can attach your document and/or business

card order from.

The new form is now visually based, we
hope it makes it easier to place orders with

Printing Services.
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Self Cover
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St ple-Corner St ple-Two Doy

0 O 0 |

5 ddle Stitch

Note: PO’s to the VT Centralized Mail will still
be processed on the ISR form.

If you have questions about the form, please
contact Catherine Chambers or another P S
staff member at 231-6701 or printing@yvt.edu.

BROWSER RECOMMENDATIONS
UPDATED FOR HOKIEMART

HokieMart (a SciQuest software application)
has updated the recommended and sup-
ported browsers effective July 1, 2013.

If you experience tec hnical issues related to
HokieMart, have your department IT person-
nel contact hokiemart@vt.edu for assistance.

SELECTSITE RECOMMENDATIONS

Browser recommendations for Spend Director, Requisition Manager, Order Manager, Supplies Manager,
Settlemea; anager, and Accounts Payable Director

Platform Recomme: nded Browsers

Windows ntemet Explorer (IE) 7. 8, 8, 10
Chrome - latest version - automatically updated by Google
Firefox — latest version — automatically updated by Mozilla
Opera 10 and higher

Macintosh Safari 4.0 and higher
Firefox — latest version — automatically updated by Mozilla
iPad Safari - embedded browser within the iPad

» Internet Explorer 7.0 will no longer be recommended after July 21, 2013 Fir=fos 2 6 and |E 6 202 not recommen e
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CUSTOM STAMPS ORDER FORM
THROUGH GUY BROWN

In order to avoid delays when ordering ¢ us-
tom stamps through Guy Brown, please be
sure to attach the CUSTOM STAMP ORDER
FORM. The order form is not available
through the punch-out catalog. A copy of the
form is available on page 1057 of the 2013
Guy Brown Catalog.

If you have any issues Guy Brown Customer
Service is available to assist with the process
800-564-8008.

Sample Form:

B Gstampex  Svostomp  AccuesTame
OfficeMax: Custom Stamp Order Form

FOR YOUR CONVENIENCE. PHOTOCOPY THIS ORDER FORM FOR FUTURE USE
Order by Fax or Online
Fax: 800.825.7023 or Visit: officemaxsolutions.com
Questions befere ordering? Please call 800.808.6886
SE ki s nd Logos must be e-m:ed acuul ke o i| |I"'Do1deeﬂ nd must be in black nkuna separate sheet of white

d paper. For signature ‘xders, plea ampies. Signatures and Loges must be malled to
Oﬂidl‘n 1590 1ut Ave, Oﬂm-ll.ﬂﬂoﬂltn C\ulmuﬂﬂ additonal time to sﬂvcwwufde s not subject

necellation

SHIP TU ! wd Fialds

] Account #: Consignes #
Company Emad Address:

Contact Name: PO R

Addeass

Suite, Room, Floor: Cost Center

City, State, Zip Release:

Phone: EXT. Routing

Fax INFORMATION: Orders ship within 5 days. Flease

a8
Pl O5e UNE UNUEH FORM PER ITEM.  Buate Gy

Col
Stamp Rem No. for Reg: acmnw

Replacement Pad 2-Color, 510305 ame
Item Ha. for Replacement P

“Stamp & Pad Ink Color Dater Copy Color Date Golor | 510 97 Sign & Name Badges Type Style Choice
Black Geeen Black Geeen Black Caolor No. Hebvetica Medium  Gothic
Red \iolet Red \iolet Red Optima  FUTURA CAPS
Blue Pink (xstenper y Blue Blue Times New Roman

PRINT YOUR CUSTOMER COPY BELOW: Special Caps  Add Border  Add Border
Uppesilower Centered Bokd Match Sample  Font
Size, pCliasl yped or Flamped et

Motary Stamp Orders: Please indude
certificate !o il notary stamp orders or Totiow m ullahon
requ |||||

TYPE SIZE WILL BE INCREAGED TO FILL IN STAMF SIZE OFDE P IO TYPE STYLE. INK GF FORIAAT 15 CHOSEN. WE WILL
DEFAULT TO HELVETICA CAPS. Nk AN CENTERED FOR STAMPE, FOR S10N OR BADGE. GOTH WITH

NEW SHIP TO ADDRESSES

The new ship to campus addresses became
available in HokieMart on June 10,

2013. Most of these addresses now contain a
street address in addition to the buildin g
name. The current default profile address will
be updated with the “new” address so no ac-
tion will be required by requestors to imple-
ment the new addres ses in HokieMart. We
have worked with our major suppliers to make
sure that the addition of a street address will
not create delivery issues.

If you should incur any delivery issues that
could be the result of the addition of the street
address, pleasec ontact the HokieM art
helpline at 231-2020 or hokiemart@vt.ed u
(please keep example of improper shipping
label).

In addition, Bank of Am erica (p-card) state-
ment addresses have also been updated to
reflect the new campus street address where
applicable. If you have questions about this
update, please contact Debra Reed at
231-8548 or dbales@vt.edu.

NON-TRAVEL REIMBURSEMENTS

Effective immediately, non-travel reimburse-
ments to i ndividuals who are not university

employees or students should be processed
as anon-catalog transacti on in Hokie-

Mart. All travel re imbursements should con-
tinue to be submitted on the travel reimburse-
ment form.

Reimbursements to university employees
or students continue to be processed on
the Reimbursement Request Form.
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The Contract Corner is used to provide
new/additional information on Contract Issues.

AIRGAS

Effective July 1, 2013 Airgas implement a 3%
price increase.

BIOLINE USA

Bioline USA, is now a contract vendor. Any
order made thru HokieMart is now 15% off list
price with FREE SHIPPING.

Contact Dan Golin at dgolin@bioline.com _ or
919-812-0190 for samples, quotes, bulk dis-
counts, new lab start up orders, molecular bi-
ology supplies, PCR and gPCR enzym es,
DNA/RNA isolation kits, DNA ladders, dNTPs,
cloning products, etc.

The Bioline contract may be accessed by do-
ing a contract search (upper right corner of
the HokieMart home/landing page).

ENTERPRISE CAR RENTAL

Virginia Tech has renewed the contract with
Enterprise Car Rental effective August 1,
2013. This contract gives the traveler access
to both Enterprise and National car

rental. For instructions on using this contract,
please refer to the link.

http://www.procurement.vt.edu/Department/
Procedures/carrental.html
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FISHER SCIENTIFIC

Benefit from Fisher S cientifics’ Giant Summer
Savings Event, extended through September
30, 2013. Deep discounts on ov er 300 every-
day lab essentials!

Dharmacon products are now all av ailable
through Fisher Scientific. Products may be
selected in the HokieMart Fisher Scientific
punch-out by clicking on the “RNAi Reagents,
aPCR Assays, Oligo
#‘- Synthese is icon on

RNAi Reagents,
qPCR Assays,
Oligo Synthesis.

. the left hand side of
the punch-out land-

ing page.

If you have questions about ordering and/
pricing, contact Ed Gust at
ed.qust@thermofisher.com or cell: 540-519-
4831.

The Cart is distributed on an “as needed” basis and we appreciate your input. Please send an email to
hokiemart@vt.edu with the subject line: The Cart Suggestions.




