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Email: CHS-Business-Orders@uky.edu
Get forms online: http://bit.ly/chs_forms

How To Place Technology Orders


All orders should flow through the Division’s Staff Support
1. Before placing order, please consult the IT Purchasing Cheat Sheet to see if the Office of Technology needs to be involved in the ordering process and what items are acceptable to purchase:



a. If the IT Office needs to be involved in the purchasing process, send an email to CHS.Helpdesk@uky.edu.  They will help you decide on the best option and get the quotes if needed.
b. If you are seeking to purchase toner, please contact the Technology Office.  We are working on a new system to stream line this process, so stay tuned!
c. If you are seeking to purchase an iPad or another secondary device, complete the justification below and submit it along with the order form to the CHS Helpdesk email.


d. If you are seeking to purchase supplies, the preferred vendors are More Direct and CDW-G (You must see if the items you are purchasing are available through these vendors first.  If they are not, please contact Ruth or Katie in the Business Office for assistance).  
i. To search the catalogues, please go here:
More Direct
https://www.moredirect.com/cbs_order_asp/LoginX.php
Login: uni469
Password: brand
CDW-G
http://www.cdwg.com/shop/custompages/default.aspx? 
	No login or password necessary



2. The Staff Support completes an order form.


a. Check the pre-approval box if you will be placing the order yourself.
a. Include Vendor Name, Address, telephone number and website (if applicable)
b. Include Requestor name, telephone number and ship-to address.
c. Include the business purpose
d. Ensure that all catalog numbers are correct. 
e. Include the cost center (must be the number, not the name of the account)
f. Review Order Form and all attachments to ensure that they are complete and accurate before submitting to the Business Office or IT. 
3. Get appropriate electronic signatures
4. Submit order form electronically to the Business Office email (CHS-Business-Orders@uky.edu) with all necessary attachments.  If a quote is necessary, include with the Order Form.
5. Business Office approves and places order.
6. Please let us know when items have been received by sending submitting a copy of the packing slip (dated and signed by the requestor indicating that the item was received and was satisfactory).  If there is not a packing slip, please send an email indicating that the item was received and was satisfactory.
Any follow-up queries should come from the Staff Support to Ruth or Katie in the Business Office.
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Technology Purchasing Guidelines

Generally Acceptable IT Purchases

The following items may usually be ordered by CHS Faculty or Staff
without consulting the Office of Technology Services.

Regardless of the request, any item over $250 requires consultation
with Office of Technology Services prior to purchase.

Computer Accessories
* (CPU and Monitor Stands
* Keyboard Drawers
* Keyboard Platforms
* Media Cleaning Products
* Media Organizers
*  Monitor Accessories
*  Monitor Arms
* Monitor Risers
* Mouse Pads
*  Mouse Platforms
* PC Cleaning and Maintenance Supplies
* Screen Filters - Glare
* Screen Filters - Privacy
* Speakers
e Stands - Office Machines
e Stands - Printer
e TJool Kits
o \Wrist Rests

Memory and Data Media
* Blu Ray Disc-R Media
* CD-RMedia
* CD-RW Media
* (leaning Kits

o [Diskettes
e DVD-R Media
o DVD-RAM

o DVD-RW Media
e [lash Drives
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Technology Purchasing Guidelines

IT Purchases Requiring Consultation with Office
of Technology Services

The following items may only be ordered after consulting with the
Office of Technology Services. If you need an item from these
categories, please contact OTS.

Cables, Hubs, and Switches
* CATS5 Cabling
* CAT6 Cabling
* (Coaxing Cables
* Fiber Optic Cables
e Firewire
e Serial Cables
e USB Cables
e USB Hubs
e VVGA and DVI Monitor Cables

Computer Components
* RAM

Input Devices
* Digital Pens
* Keyboards
* Mice
* Touchpads
e Trackpalls

Multimedia
e Headsets
*  Microphones

Power Accessories
* Surge Protector
* Uninterruptible Power Supplies (UPS)
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Technology Purchasing Guidelines

IT Purchases Only by Office of Technology
Services

The following items may only be ordered by the Office of Technology
Services. If you need an item from these categories, please contact OTS|

Cables, Hubs, and Switches
o KVM Cables
e KVM Switches
e Parallel Printer Cables
e Router Cables
o SCSICable

Computer Components
*  Motherboard
* Power Supplies
* Processors

* Upgrades
Computers

e AlHN-Ones

* Desktops

* Handheld PCs

* Laptops

e Tablets
Memory

e Hard Drives

Monitors
e Nonitors

Multimedia
* Projector Accessories
* Projectors

Networking
e AcCcess Points
* Adapters
e Anetnnas
e Hubs
Scanners
e Scanners
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iPad Purchase Justification.pdf
iPad Purchase Justification & Quote Request Form

In order to make the best use of university or other funds, it is important for departments to consider all
aspects in regard to purchase, maintenance and replacement of personal use devices including iPads.
This form not only serves to help the university justify the need for these devices, but also helps
departments consider other budget and support implications of the purchase.

Once this justification has been approved by departmental or fund authorities, the CHS Business Office,
and the CHS Office of Technology Services, a purchase order will be processed to purchase the device.

Please list the individual that will receive the iPad being requested along with the type of primary
computer (laptop or desktop) currently provided to this person by the College of Health Sciences.

Name

Position

Department

Division

Primary Computer

Please list the type of iPad requested:

Finish: Silver / White

Model®: iPad 2: Wi-Fi: 16GB: $399

Please provide a detailed justification of the business/academic need for this device/devices and why
these needs cannot be met with an existing laptop or desktop computer. (This should include specific
details on how this device will be utilized to enhance and support student recruitment, retention and
learning; support research; or enhance a business process in your office area.)

' Cell Connectivity: The iPad includes WiFi capabilities. If you need anytime/anywhere access you will
need cell connectivity. This must be purchased with the iPad and adds an est. $130 to the base price.
Please note that the university does not cover cellular plans.

Version 1.0 Revised 1/6/2014





End User Support (The level of technical support and training for these devices on campus is currently
limited. Please describe how users who receive this device will receive training and support.)

Enhanced Model Justification (The 16GB iPad/iPad mini should meet the needs of the majority of users.
If you are requesting a 32GB or 64GB model, please justify the business need for this enhanced storage
capacity.)

Approvals

Division Approval: Date:
Business Office Approval: Date:
OTS Approval: Date:
IBU Approval: Date:

Version 1.0 Revised 1/6/2014





		Name: 

		Position: 

		Department: 

		Division: 

		Primary Computer: 

		Finish: [Silver / White]

		Model: [iPad 2: Wi-Fi: 16GB: $399]

		End User Support: 

		Justification: 

		Enhanced Model Justification: 

		Division Date: 

		Business Office Date: 

		OTS Date: 

		IBU Date: 
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CHS_Order_Form_Final2014.pdf
College of Health Sciences
UK Order Form

UNIVERSITY OF Order Number is for CHS Business Office use only.
KENTUC - Order Number
College of Health Sciences Date
Requestor | Requestor Contact
Vendor Information Shipping Information

Company Name Name
Contact Room/Building
Website Street Address
Street Address City, State, Zip
City, State, Zip Speed Sort
Phone Phone

Catalog Number Item Description Quantity | Cost/Unit Total

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

Total $0.00

G/L and Internal Number are for CHS Business Office use only.
Account Number Amount G/L Internal Number D Pre-Approval
Order will be placed by Requestor.
[JFood Order

A list of attendees must be attached.

Business Purpose for the item(s) requested. (Required)

Special Instructions

Approvals

Division Date Business Office Date

Grant Funding Onl
This statement certifies that the Principal Investigator has verified this order and it is directly related to the scientific aims and/or the research

strategy of this project.

Benefit to the Project (Required)

Principal Investigator Signature (Required) Date






		Special Instructions: 

		Benefit to the Project Required: 

		Requestor: 

		Business Purpose for the items requested Required: 

		Internal numberRow3: 

		GLRow3: 

		AmountRow3: 

		Account NumberRow3: 

		Internal numberRow2: 

		GLRow2: 

		AmountRow2: 

		Account NumberRow2: 

		Internal numberRow1: 

		GLRow1: 

		AmountRow1: 

		Account NumberRow1: 

		TotalRow10: 0

		CostUnitRow10: 

		QuantityRow10: 

		Item DescriptionRow10: 

		Catalog NumberRow10: 

		TotalRow9: 0

		CostUnitRow9: 

		QuantityRow9: 

		Item DescriptionRow9: 

		Catalog NumberRow9: 

		TotalRow8: 0

		CostUnitRow8: 

		QuantityRow8: 

		Item DescriptionRow8: 

		Catalog NumberRow8: 

		TotalRow7: 0

		CostUnitRow7: 

		QuantityRow7: 

		Item DescriptionRow7: 

		Catalog NumberRow7: 

		TotalRow6: 0

		CostUnitRow6: 

		QuantityRow6: 

		Item DescriptionRow6: 

		Catalog NumberRow6: 

		TotalRow5: 0

		CostUnitRow5: 

		QuantityRow5: 

		Item DescriptionRow5: 

		Catalog NumberRow5: 

		TotalRow4: 0

		CostUnitRow4: 

		QuantityRow4: 

		Item DescriptionRow4: 

		Catalog NumberRow4: 

		TotalRow3: 0

		CostUnitRow3: 

		QuantityRow3: 

		Item DescriptionRow3: 

		Catalog NumberRow3: 

		TotalRow2: 0

		CostUnitRow2: 

		QuantityRow2: 

		Item DescriptionRow2: 

		Catalog NumberRow2: 

		TotalRow1: 0

		CostUnitRow1: 

		QuantityRow1: 

		Item DescriptionRow1: 

		Catalog NumberRow1: 

		Requestor Contact: 

		OrderDate: 

		OrderNumber: 

		VendorName: 

		VendorWebsite: 

		VendorAddress: 

		VendorCityStateZip: 

		ShipToName: 

		ShipToRoomBuilding: 

		ShipToAddress: 

		ShipToCityStateZip: 

		ShipToSpeedSort: 

		ShipToPhone: 

		GrandTotal: 0

		DivisionApprovalDate: 

		BusinessOfficeApprovalDate: 

		PrinicipalInvestigatorApprovalDate: 

		Pre-Approval: Off

		VendorPhone: 

		VendorContact: 

		FoodOrder: Off

		TotalValidation: 
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