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Central Stores Ecommerce Application

In completing and mailing this application an account will be set up for you in the SDSU Central Stores/Intelisys requisitioning system.  Through your participation (and that of your supervisor) you will be able to create requisitions directly from supplier hosted electronic catalogs via the web. Elimination of paper-based ordering – reduction in processing costs – and built-in approval features will be the benefits of using the service.  

Please fill out the following information and submit your application via inter-office mail to: Central Stores, Mail Code 8510. Call 594-0950 or 594-8646 for questions regarding this application.
Enter your profile information

First Name:


Middle Name:


Last Name:


Telephone:


Fax:


e-mail:


Delivery Location:
(EX: BS-200L)

Department


If you are a person making purchases through the system, please answer the following questions:

Are you authorized to create requisitions?
  (Circle one)       YES            NO



Are you a budget manager with the ability to approve requisitions with specified dollar limits?
  (Circle one)       YES            NO



If you answered yes to previous question, enter your approval limit per requisition?
$

Please enter your financial limits as a person making purchases (answer all that apply;  this is the amount you are able to spend without having to get budget manager approval): 

Dollar limit per requisition?
$

Dollar limit per month?
$

Dollar limit per year?
$

Billing information: Enter your 35-digit account number (from Oracle) that you normally order Central Stores goods: (Note: you may have separate account numbers for office suppliers, computers, etc.  Include all variations of those numbers, i.e., funds;  Check the “Default” column for the account number you use most.)

Type
Default?
Oracle Account Number

Office Supplies:



Computer/Equipment: (>$5,000)



Computer/Non-equipment: (<$5,000)



Other:



Other:



Your Ecommerce system is equipped with process controls. To that point we require information about your financial approver.  A financial approver is the person who signs the paper Central Stores requisitions today.  Financial Approver Info:

Name:


Telephone:


email:


Is your financial approver required to approve/view all orders?
  (Circle one)       YES            NO

Please call: 594-0950 or 594-8646 for questions regarding this application.

_____________________________
______________

Applicant Signature





Date

_____________________________
______________

Supervisor Signature




Date

_____________________________

Print Supervisor Signature

Submit your application via inter-office mail to: Central Stores, Mail Code  #8510.  
For Internal Department Use Only:

Date Account Activated:


System Administrator
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