HOW TO ORDER (AND RETURN) OFFICE SUPPLIES
EQUIPMENT AND FURNITURE
Here are the on-line company contract sites that GCCD has agreements with that will show the special discounted rate you will be charged.   Please note that these are for browsing only and not for on-line ordering.  You can make a shopping list, save it for your reference, then cut and paste it to your on-line requisition in iProcurement.  Have your supervisor contact Susan Courtey at Ext. 5124 if you need an access code or training in iProcurement.
· PAPER PRODUCTS:  Order by Warehouse Requisition so that we can take advantage of the bulk rate for these items.
· OTHER VENDERS:  Please place your order on iProcurement.  Purchasing will place your order.
· EQUIPMENT AND FURNITURE:  Contact Purchasing for venders and quotes.
· EMERGENCY PURCHASES:  Contact Purchasing directly. You may NOT be reimbursed if you purchase the item your own.
· RETURNS:

Contact Purchasing for any return of merchandise to assure proper credit back to your account.  Please include the P.O. number of the order.  
· SURPLUS ITEMS:

Please return any unneeded items to Purchasing for reallocation or return to the company.  This will help us keep expenses down.
For supplies:  Contact Purchasing at Ext. 5125
For equipment:  Contact Business Services at Ext. 5124
OFFICE DEPOT:  http://bsd.officedepot.com
· Contact Purchasing at Ext. 5124 for access authorization.
· Find your items, and then select "Add to shopping list" at the bottom.  Do not use "Add to cart".  
· Enter your order in iProcurement, listing each item separately.  Have your supervisor contact Susan Courtey at Ext. 5124 if you need an access code or training in iProcurement.
OFFICE MAX:  www.officemaxsolutions.com
· Contact Purchasing at Ext. 5124 for access authorization.

· At the "Manage Orders" screen, you can select “Create New Office Product Order”, “Manage Shopping Lists” (Glendale College Standards lists those items commonly ordered by GCC) or "Browse catalog only".  Call Ext. 5125 if you need help in placing your order.
· Enter your order in iProcurement, listing each item separately.  Have your supervisor contact Susan Courtey at Ext. 5124 if you need an access code or training in iProcurement.
Please check your order as soon as it arrives for any damaged, missing or incorrectly ordered/received item.  Contact Purchasing immediately so that corrections to your account can be made in a timely manner. 
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