DTIS procedure for ordering Microsoft products

Primary Contacts

ASAP Software:
 Tim Downs 

tdowns@asap.com 

(800) 883-8613

Rohn Benbrook 

rbenbrook@asap.com 

(916) 565-7616

Microsoft:

Jeff Jennings 

jefjenni@microsoft.com 
(415) 972-6496




Jim Hill 


jimhil@microsoft.com 

(800) 426-9400 x 11796

CCSF:

Ben Kawamura, OCA
ben.kawamura@sfgov.org
(415) 554-6963

Deadline:  You must submit the requisition and enrollment forms to the Office of Contract Administration by 5 p.m. Friday, June 14.

Enterprise Agreement Enrollment Process

Step 1:  Identifying the correct enrollment form:

a.
You will use one of two enrollment forms.  One is for 250-499 PC’s, the second is for 500+ PC’s.  You’ll be able to identify your form by the PC size indication on Page 2, and by the pdf file’s filename: 

S&L 5.1 EA Enrollment form, 250-499 (Direct) 11-20-00.pdf

S&L 5.1 EA Enrollment form, 500+ (Direct) 11-20-00.pdf

b.
If your department has fewer than 250 PC’s, use the 250-499 form.  ASAP will consolidate your department with other sub-250 PC departments to meet the minimum PC requirement.  ASAP will designate only one sub-250 PC department as the primary account to receive the media, but all participating departments will be recognized individually within ASAP. 

Step 2:  Decide what you want, and get a price quotation from ASAP Software

a.
Check the spreadsheet of Microsoft products (Microsoft products and price list.xls) and decide how many copies of what you want to order.  Write this down on page 4 of the Enrollment form.

b.
Fax the form to Tim Downs of ASAP Software at:  (847) 465-3277, Attn:  Tim.  He will prepare a quotation and send it to you.

Step 3:   How to fill out the form:

Fill out the following pages as indicated:

· Page 1:  Fill out the left side of the table.  The upper-left area is the customer.  The lower-left area (“customer notice”) is for the person who will receive licensing updates from Microsoft.  If this is the same information as the customer information, you may put down “SAME.”

In the “Customer Name” box, enter “CCSF, [your department name].”

In the heading, leave all three boxes blank.  OCA will fill in the “Customer Purchase Order Number,” and ASAP will fill in the “Enrollment Number” and “Enterprise Agreement Number.”

· Page 2:  We need an authorized signature and title.

· Page 3:  License Confirmation Ship-to.  This person will receive the physical Microsoft licensing.  Initial Fulfillment Kit:  This person will receive the Microsoft media kits and any future updates.

· Page 4:  Select the Microsoft media you want.

· Page 7:  Qualified desktops:  How many desktops you will be enrolling?

All of the remaining pages will be filled out by ASAP and by Microsoft.  You will receive one original of the final contract back upon completion by Microsoft. 

Step 4:  Submit forms and transaction to OCA:

a.
Create a requisition in ADPICS for the number of licenses you are ordering, naming ASAP as the recommended vendor and using ASAP’s quotation for pricing information.  ASAP’s vendor number is 42739.  

b.
Complete and sign three originals of the enrollment form.  When you submit the requisition in ADPICS, do a screen print of the requisition screen.  Send the screen print, the ASAP quotation, and the three originals of the enrollment form to OCA.  Make a copy of the enrollment form and keep it for yourself.

Step 5:  After you’re accepted into the program:

a.
You will receive a welcome letter from Microsoft indicating your acceptance.

b.
You will receive a Select Media Welcome Kit within 2-3 weeks.

c.
If you do not receive your media kit, please contact Tim Downs at ASAP.

If you need to cancel due to non-appropriation of funds:

Please see the cancellation procedures in part I of “Amendment Two.pdf.”
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