
Dollars & Sense • Spring 2013

IN THIS ISSUE:

FOCUS ON SUSTAINABILITY  
AT VENDOR EXPOS

1

DON’T GET SCAMMED BY  
TONER PIRATES

2

OFFICEMAX MERGING WITH  
OFFICE DEPOT

2

PERSONAL PURCHASE  
DISCOUNTS AVAILABLE

2

PREFERRED VENDOR UPDATES: 
SHI/Adobe, Peapod, ShredX, Embassy 
Coffee, Apple, Dell, Ricoh, T-Mobile, 
Doubletree Hotel, Clontech, Hearty Boys, 
Sigma-Aldrich, PGI

3-4

ALCOHOL RIDER FORMS  
NOW AVAILABLE ONLINE

4

PRS BIDS & CONTRACTS IN THE WORKS 4

PROCESS & PROCEDURES 5

Spring 2013 Volume 7, Issue 1 Purchasing Resource Services

Annual Vendor Expos
Need new software or printers? Looking  
to save money on office supplies or 
toner? Curious about the products and 
services available to you through the 
University? Stop by to talk to our Pre-
ferred Vendors and learn about their 
cost-effective products and services.

Evanston Campus 
Thursday, March 28
11:00 am – 2:00 pm
Lab Vendors: Pancoe Hall, 
Second Floor
All Other Vendors:  
Norris Center, Louis Room

Chicago Campus 
Tuesday, March 26
11:00 am – 2:00 pm
Lurie Center Atrium

MARCH

26

MARCH

28

Focus on Sustainability at Vendor Expos
The University Services Vendor Expos are your annual opportunity to meet NU  
Preferred Vendors. From furniture to software to lab supplies and more, you’ll find 
it at the Expos. This year’s Expos will be on March 26 in Chicago and March 28 in 
Evanston (see details to the right).

Preferred Vendors are those that have been awarded a contract by Purchasing  
Resource Services on behalf of the entire University, based on the results of a  
formal competitive bid or negotiation. Many of our Preferred Vendors also have  
web-based catalogs in iBuy

transportation, or by the reduction of packaging and waste. On the 
product and services side, this could be through the sales of prod -
ucts that are less harmful to the environment, products that are 

http://www.northwestern.edu/uservices/purchasing/vendors/secure/matrix.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/matrix.html
http://www.northwestern.edu/uservices/purchasing/news.html
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PERSONAL PURCHASE 
DISCOUNTS AVAILABLE
During recent bids, more vendors 
have offered personal purchase 
discounts which are extended to 

http://www.northwestern.edu/uservices/purchasing/vendors/secure/allerton-hotel.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/club-quarters.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/doubletree-hotel.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/hyatt-mag-mile.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/milenorth-hotel.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/omni-chicago-hotel.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/homestead.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/peninsula-chicago.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/ice-mountain.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/ice-mountain.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/ice-mountain.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/matrix.html
mailto:purchasing@northwestern.edu
http://about.officemax.com/html/merger_information.shtml
mailto:s-watkins@northwestern.edu
mailto:t-luczkowiak@northwestern.edu
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SHI/Adobe

Adobe is shifting to a cloud-based 
software as a service model that will 
require a monthly usage fee. Last 
month, they discontinued the availabil-
ity of maintenance on licenses that we 
purchase through SHI. It is anticipated 
that in early April 2013, they will also 
discontinue selling perpetual licenses 
for all of their products. PRS and NUIT 
is hoping to have additional information 
about pricing for the new cloud-based 
model for the campus and depart-
ments. Once we have that information, 
we will be able to decide what will be 
Northwestern’s position on Adobe.

Peapod

Peapod is a cost-effective solution that 
will save time for departments and 
schools who need snacks, cheese trays, 
fruit trays, deli platters, beverages, 
etc. for various events. When you plan 
ahead and place a minimum $75 order, 
you only pay a $7.95 consumer delivery 
fee. Northwestern accounts with Pea-
pod are automatically tax-exempt. Visit 
the Peapod Vendor Profile for details 
about opening an account, and receive 
$20 off your first order. Use of an of-
ficial Northwestern Procurement Card 
is the preferred method of payment at 
this time. (Please note: Peapod should 
only be used when there is a legitimate, 
approved need for their products.)

http://www.northwestern.edu/uservices/purchasing/vendors/secure/peapod.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/cintas-document.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/cintas-document.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/embassy-coffee.html


mailto:william.jepsen@ricoh-usa.com
mailto:tammy_fumusa@clontech.com
mailto:purchasing@northwestern.edu
mailto:purchasing@northwestern.edu
mailto:steven.wille@t-mobile.com
mailto:dmcmahon@doubletreemagmile.com
mailto:charles@heartyboys.com
mailto:melissa.king@sial.com
mailto:northwestern@pgi.com
http://www.northwestern.edu/uservices/purchasing/policies_forms/signature-authority.html
http://www.northwestern.edu/uservices/purchasing/vendors/secure/docs/AlcoholRiders.pdf
http://www.northwestern.edu/uservices/purchasing/buying/bid-process/index.html
mailto:purchasing@northwestern.edu
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Creating Requisitions/Purchase Orders by Dollar Amount
When creating a new requisition in NUFinancials using the special requisition type 
“Receive by Dollar Amount,” remember the following to ensure there are no issues 
with processing invoices or requested changes to your Purchase Order.  

• Price:  Enter an amount equal to the total known or estimated amount of the line. 
• Quantity:  Always enter a quantity of 1.  
• Unit of Measure:  Always enter an amount of Each (EA).

Also note that a “Receive by Dollar Amount” requisition should only be used for the 
following types of transactions:

• Service projects that involve more than one invoice to be paid over the course  
of the project.

• Services where a deposit is required prior to the event, with an additional 
payment(s) due after the event.

• Orders for products (such as office furniture) where the list of products being 
ordered is too lengthy to enter every item into a requisition; therefore, a single 
line item is entered with a copy of the detailed quote attached.

The “Receive by Dollar Amount” box should NOT be checked for every requisition 
entered and this process should NOT be used if only one payment will be made. The 
“Receive by Dollar Amount” process is also NOT to be used to support an open line 
of credit or to pay for informal orders placed outside of NUFinancials.

To learn more about how to create a “Receive by Dollar Amount” requisition, review  
the Project Café Job Aid “Non-Catalog Special Requisition: Receive by Dollar Amount”. 

http://www.cafe.northwestern.edu/documents/training/supplychain/803/NonCatalogSpecialRequisitionReceiveByDollarAmount.pdf
mailto:purchasing@northwestern.edu
mailto:j-konrad@northwestern.edu
mailto:holly.golcher@northwestern.edu
mailto:s-watkins@northwestern.edu
mailto:d-patel3@northwestern.edu
mailto:m-costello@northwestern.edu
mailto:m-marzillo@northwestern.edu
mailto:alexis.karas@northwestern.edu
mailto:k-paddy@northwestern.edu
mailto:d-zohfeld@northwestern.edu
mailto:l-lehnhardt@northwestern.edu
mailto:s-kustra@northwestern.edu
mailto:purchasing@northwestern.edu
http://www.northwestern.edu/uservices/purchasing/index.html

