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MICROSOFT

JMU has a Microsoft Campus Agreement in place that provides certain licenses and upgrades free for use on institutionally-owned computers.  For computers installed after October 2006, it is no longer necessary to purchase Microsoft Office licenses for Windows or Macintosh computers, or for Windows operating system upgrades. 

For all other Microsoft licenses, JMU has a Microsoft Select Agreement in place.  Dell Marketing LP is the reseller for JMU.  Licenses are ordered in eVA using the Dell for James Madison University punchout catalog which links to the Dell JMU Premier Page.  This is the only Dell webpage that will contain the JMU Microsoft pricing. The link to the Dell JMU Premier Page is also located at www.jmu.edu/procurement/computers/how_to_order.shtml. 

License and media part numbers are available by selecting the “Microsoft Select Prices for Departmental Use” link at http://www.jmu.edu/computing/software. You will need to enter your e-ID and password to access this Microsoft Price list to obtain the correct part numbers.

The following JMU Select information should appear in the Comment section on the eVA purchase order when ordering Microsoft products: Academic Select 6, Agreement #01A65203, Enrollment #4165030.

Microsoft licenses all have downgrade rights so that an earlier version of the application can be installed (for example – Office XP).  After the license is purchased, installation of the product can be arranged by completing the online form: https://remedy.jmu.edu/DTSServiceRequest.asp or by contacting the HelpDesk. Instructions for ordering are shown below.  

1. Identify what you need.   The Software and Peripherals Specialist at Dell is Matt Lauer. His contact address is Matthew_Lauer@Dell.com, and his phone number is 800.883.8443.  

2. If you want to determine your cost for budgeting purposes, the Microsoft pricelist is posted under the
“Microsoft Select Prices for Departmental Use” link at http://www.jmu.edu/computing/software. You will need to enter your e-ID and password to access the pricelist.

3. Request an official quote from the JMU Dell Sales representative for Software and Peripherals, 
Matthew_Lauer@Dell.com. In your e-mail, include the product name, platform (Windows/Mac), quantity, and the end-user information (name, e-mail and phone number).

4. Once you receive the quote from Dell, use the following procedure: 

	Placing a Dell Order from a Quote Sent by a Dell Representative 

· Log into eVA and create a requisition.  Complete the title page and click NEXT to go to the ADD ITEMS page.
· Select Create Non Catalog Order.
· Enter the Contract Number:  UVA682500
· Select “Dell Marketing LP” as the vendor and “Buffalo Grove” for the contact/address.
· Use the following format in the Item Description field:  

QUOTE: xxxxxxxxx/94264616*. End user: Name, e-mail@jmu.edu, 540-568-xxxx.


*The first number is the quote number / the second number is the JMU customer number. JMU receives a new customer number from Dell about once a year.  A notice is posted on the Procurement website when there is a new customer number.

After the information above is entered, you may enter a brief description to identify the order, for example:

	‘Microsoft Visio 2007 license Qty 1, Microsoft Visio media Qty 1’. 
	
· Enter the quantity and price.  NOTE: the quantity will always be ONE, for one quote, even if you order multiple licenses.  There will only be one line on the purchase order, even if the quote has multiple lines.
· Finish the eVA order as usual. The expenditure code for software is 221800.
· Do not add any attachments.

5.	You can track your order at Dell by clicking on the following link. You will need your purchase order number or your Dell order number and the shipping zip code, which should be “22807.” https://support.dell.com/support/order/status.aspx?c=us&cs=19&l=en&s=dhs&~ck=pn .

After you place your order with Dell, you may receive an e-mail from Dell saying that your order has ‘shipped’. This means the order has been processed to Microsoft and sent to accounting for billing. No paper license is ever received by the end-user.


ADOBE

JMU has a Cumulative Licensing Program (CLP) agreement with Adobe that allows JMU to purchase Adobe products at discounted prices.  Dell Marketing LP is the JMU reseller.  Instructions for ordering are shown below.  

1. Identify what you need.   Product descriptions are available at www.adobe.com.   For help in determining the proper licenses, the Adobe licensing specialist at Dell is Matt Lauer. His contact address is, Matthew_Lauer@Dell.com, and his phone number is 800.883.8443.  Adobe products are platform specific, i.e. you must specify Mac or Windows for the licenses and the media CDs. The information is shown on the pricelist.

2. If you want to determine your cost for budgeting purposes, the Adobe pricelist is posted under the
“Adobe CLP Prices for Departmental Use” link at http://www.jmu.edu/computing/software. You will need to enter your e-ID and password to access the pricelist.

3. Request an official quote from the JMU Dell Sales representative for Software and Peripherals Matthew_Lauer@Dell.com. In your e-mail, include the product name, platform (if required), quantity, Agreement #4400103448, and the end-user information (name, e-mail, phone).


4. Once you receive the quote from Dell, use the following procedure: 

	Placing a Dell Order from a Quote Sent by a Dell Representative 

· Log into eVA and create a requisition.  Complete the title page and click NEXT to go to the ADD ITEMS page.
· Select Create Non Catalog Order.
· Enter the Contract Number:  UVA682500
· Select Dell Marketing LP as the vendor.
· Use the following format in the Item Description field:  

QUOTE:  xxxxxxxxx/94264616*. Adobe CLP Agreement #4400103448. Attn: Shana Hill. End user: Name, e-mail@jmu.edu, 540-568-xxxx.

*The first number is the quote number / the second number is the JMU customer number. JMU receives a new customer number from Dell about once a year.  A notice is posted on the Procurement website when there is a new customer number.

After the information above is entered, you may enter a brief description to identify the order, for example:

	‘Acrobat MAC license Qty 2, Acrobat MAC media Qty 1’. 
	
· Enter the quantity and price.  NOTE: the quantity will always be ONE, for one quote, even if you order multiple licenses.  There will only be one line on the purchase order, even if the quote has multiple lines.
· Finish the eVA order as usual. The expenditure code for software is 221800.
· Do not add any attachments.

5.	You can track your order at Dell by clicking on the following link. You will need your purchase order number or your Dell order number and the shipping zip code, which should be “22807.” https://support.dell.com/support/order/status.aspx?c=us&cs=19&l=en&s=dhs&~ck=pn .

6. You will receive an e-mail from Adobe giving you the web address for the Adobe Licensing website, plus a login and password to retrieve the serial number for your licenses. You will need this number to install the software. The e-mail should arrive within a week after Dell Order Status shows ‘Shipped’. Please watch for it (check Junk Mail also). If you have trouble retrieving your serial number, contact Mark Bentz in Desktop Services at 568-3567.
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