How to purchase something at the MBL.

Kelly Holzworth (x7471) can assist you in getting set up with the proper authorization you need for purchasing. Your PI must authorize you for purchasing power – for both paper purchase orders and web requisition accounts. 

Lionel Hall and Lisa Hunt (x7449, x7446) are the purchasing department staff. They are very nice and don’t hesitate to call them or email with questions. You can find them in the basement of Lillie Bldg. 

Before you buy something, it is a good idea to call the company ahead of time to make sure that we have an account with them and to make sure the item you are interested in buying is in stock and to get an accurate price quote. If the item is backordered – sometimes this just means they don’t have it at the closest warehouse, but sometime the company may be able to ship it from somewhere else.

Some vendors offer MBL discounts on products. There currently is no formal list as to which vendors to do this, but when getting a quote, ask if they offer discount. Fisher Scientific gives free shipping to MBL and discounts of most products.

It is possible to get set up with Fisher Sci (and possibly some other companies, ask Purchasing Agents for more information) to order directly online. This allows you to see the discounted price, to just insert the purchase order number, choose the account that it needs to get shipped to. This comes in handy when trying to order while in the field.

There is no preferred way of placing an order. However be aware that if you need a rush shipment and purchasing is very busy, it might be in your best interested to place the order yourself. Many RAs find placing orders at Fisher Sci to be very easy and they tend to do that themselves, rather than have purchasing handle it. Also, placing orders yourself allows you to find out if items are back-ordered, as this information doesn’t always get passed on from purchasing.

THE PURCHASE ORDER (2 options):

1) Fill out a paper purchase order and hand to purchasing staff member

charge to: Your Name and Project

account #: cost center #/expense acct # (expense acct # = type of item you are purchasing: supplies, software, equipment, travel, etc)

req #: phone extension

signature: please sign it

to: Write in Vendor Name (do not need address, just phone # if we already have an account with Vendor)

date of order: date you place order

date required: specify date required or mode of shipping (overnight, 2nd day, etc)

below dates: write in shipattn: Your name and room #

fill in product descriptions: fill ALL fields (if you need more space a supplement to the PO is available)*


*put in $ amt for item or you can get overcharged for product

2) Fill out web requisition form (*preferred method if possible*) http://www.mbl.edu/inside/what/services/financial/index.html
· You must have an account set up to do this with a username and password. Kelly Holzworth (x7471) and Dave Space (x7232) can assist you in getting this.

· When completing online form, not all venders are listed. If the vendor is not available you’ll have to do a paper PO, but talk with purchasing because they may be able to activate the vendor for your online account.

· Non MBL shipping address – if the shipping address is someplace other than MBL please specify where in the Ship-to Contact line and not just on the separate page that comes up after you click on Specify Shipping Address button (This is important if you have purchasing place order).

· Once you have submitted the requisition a PO# will appear. However you can save the requisition, which does not create a PO#. The PO# appears only after you have submitted it.

· You can also save the PO generated on the web as an html or text file and store the electronic copy for future reference.

WHO PLACES ORDER (2 options): 

1) Purchasing can call the order in and handle the actual placement of order – either using paper or online method. 

· When doing this you are at the mercy of the backlog. If they have a lot of orders that day, it might take a while for them to get to your order (especially in summer during busiest time of year). 

· Also, if filling out online form and opting to have purchasing place order, the order will not appear to purchasing dept until the following day. So if it’s a rush order, you should place the order yourself.

2) You can place order yourself, but you need the PO# and MBL account #. This is actually a preferred method by many Ecosystems Center personnel, as it cuts out the middle man and you are able to know exactly what the status of your order is (for example if something is backordered).

· To get a PO# from online form – just chose the place order yourself option at end of form and the PO # will appear on the next screen. The entire # is the PO # for example: WO00008774. You will need this along with the MBL account # to place order (MBL account # appears under the vendor code, after you have selected the vendor. And often times the company can tell you the account#).

· To get PO# from paper form – must go to purchasing and have them issue you one. Then you can call in order.

