Updated:  9/18/07
Authorized Buyers for the Online Ordering System

Those authorized to procure IT hardware under the GSA-wide Hardware Blanket Purchase Agreement using the Intelligent Decisions, Inc., Online Ordering Site, are listed below.  Central Office buyers are listed first, followed by regional buyers.

When placing orders, the authorized buyers will confirm availability of funds, ensure consistency with established capital plans, and follow applicable procurement regulations.  Buyers will need either a credit card or an ACT number.  The online ordering system will confirm credit card limitations with the sponsoring bank and ACT numbers with GSA’s financial system.

Buyers listed below were nominated by their respective Central Office IT organization.  Regional FAS organizations should contact their respective organization’s authorized buyers.  Regional GM&A organizations should contact the regional office that provides their IT support.

Instructions on how authorized buyers access the online ordering system are included below.

Questions may be directed to Debra Anne via e-mail or on 360-536-0652.

	
	Organization
	Last Name
	First Name

	Central Office
	B
	Martin
	John

	
	B
	Sampson
	Larry

	
	B
	Turnau
	Brian

	
	B
	Turner
	Carolyn

	
	C
	Paige
	Cheryl

	
	C
	Wallick
	Jonathan

	
	C
	Washington
	Phyllis

	
	E
	Collman
	Aaron

	
	E
	Ivey
	Elizabeth

	
	E
	Jenkins
	Lucy

	
	E
	Mendoza
	Felipe

	
	E
	Rigas
	Michael

	
	E
	Swann
	Mary

	
	F
	Carr
	Holly

	
	F
	Chapper
	Debra

	
	F
	Folz
	Jonathan

	
	F/FC
	Jones
	Angela

	
	GA
	Rosser
	Richard

	
	I
	Aud
	Maryann

	
	I
	Banks
	Larcenia (MeMe)

	
	I
	Coleman
	Helena

	
	I 
	Dawson 
	Lydia 

	
	I
	Gibbons
	Donald

	
	I
	Gibbs
	Diane

	
	I
	Mallory-Carter
	Terrie

	
	I
	Miller
	Mary

	
	I
	Ollivierre
	Diana

	
	I
	Smith
	Robin

	
	J
	Chang
	Ming

	
	J
	Glenn
	Arlene

	
	M
	Archuleta
	Peter

	
	M
	Jayachandran
	Uma

	
	M
	Morrison
	Adanma

	
	P/PB
	Fossett
	Lajuan (Renee)

	
	P/PH
	Buckley
	Robert

	
	P/PH
	Burwell
	Virginia

	
	P/PH
	Crews
	Regina

	
	P/PH
	Emery
	Donna

	
	P/PH
	Wilkes
	Faye

	
	PC
	Baldwin
	Renee

	
	PC
	Johnson-Stewart
	Andrea

	
	PC
	Simpson-Hopkins
	Charlotte

	
	PC
	Waller
	Anthony

	
	PG
	Diraimo
	Ed

	
	PG
	Schimmel
	Laurie

	
	PI
	Williams
	Patricia

	
	PI
	Yantis
	Greg

	
	PR
	Callahan
	Rodney

	
	PS
	Figuracion
	Catherine

	
	PT
	Jacobs
	Susan

	
	PT
	Sands
	Terry

	
	PX
	Lowery
	Lurena

	
	PX
	Sparkman
	Sandra

	
	T
	Brunotte
	Rebecca

	
	T
	Cyr
	Simone

	
	T
	Dodson
	Eunice

	
	T
	Farrance
	Paul

	
	T
	Farves
	Sherman

	
	T
	Geist
	John

	
	T
	Gilchrist
	Carla

	
	T
	Glover
	Curtis

	
	T
	Kelly
	Stephanie

	
	T
	Lyles
	Phyllis

	
	T
	Morgan
	Jerry

	
	T
	Paisant
	Jean

	
	T
	Proctor
	Michele

	
	T
	Richardson
	Rose

	
	V
	Hughes
	Donna

	
	WP
	Avery-Craft
	Denise

	
	WT
	Bowie
	Kimberly

	
	WT
	Clark
	Robert

	
	WT
	Goodwin
	Brenda

	
	X
	Blanco
	Charlene

	
	X
	Boddie
	Tisha

	
	X
	Gilbert
	Cynthia

	
	X
	Hughes
	Renee

	
	X
	Kellett
	Richard

	
	X
	Lipford
	Antoinette

	Regions
	1P
	Bernard
	Gerard

	
	1P
	LeVerso
	James

	
	2P
	Kaam
	Emily

	
	2P
	O’Brien
	Jenny

	
	2P
	Wong-Chiu
	Yuk

	
	3C
	Notarfrancesco
	Paul

	
	3P
	Baker
	Catherine

	
	3P
	Bryant
	Priscilla

	
	3P
	Desant
	Kimberly

	
	3P
	Lewandowski
	Mark

	
	4 – Glynco
	Beard
	Gary

	
	4A,L,P
	Greenhow
	Karen

	
	4F
	Holland
	Ronald

	
	4P
	Lee
	Deborah

	
	4P
	McCabe
	Jennifer

	
	4T
	Blake
	Sherri

	
	4T
	Debro
	Rosa

	
	5A
	Garcia
	Shirley

	
	5P
	Bantz
	Debbie

	
	5P
	Britten
	Patricia

	
	5P
	Jones
	Lisa Michelle

	
	5P
	Kendall
	Carla

	
	5P
	Molyneaux
	Roseann

	
	5P
	Stroud
	Brenda

	
	5T
	Thomas
	Tawanda

	
	5T
	Vance
	Johnny

	
	5T
	Womack
	Ellen

	
	6A
	Russaw
	Vickie

	
	6B
	Fern III
	Delbert

	
	6B
	Smith
	Cindy

	
	6F
	Freeman
	Tausha

	
	6P
	Akers
	Mitchell

	
	6P
	Arnold
	Cathy

	
	6P
	Atkins
	Harry

	
	6P
	Cobb
	Peggy

	
	6P
	Curtis
	Teresa

	
	6P
	Dalton
	Claudine

	
	6P
	Hancock
	Lisa

	
	6P
	Jewett
	Peggy

	
	6P
	Miles
	Katherine

	
	6P
	Pearce
	Christina

	
	6P
	Perina
	Christopher

	
	6P
	Rifkin
	Kathy

	
	6P
	Sharshel
	Frank

	
	6P
	Stevens
	Mareen

	
	6P
	Wessling
	Raymond

	
	6P
	Wilson
	George

	
	6T
	Byrd
	Gregory

	
	6T
	Cumpton
	Sue

	
	6T
	Jeffres
	Alice

	
	6T
	McConnell
	Michael

	
	6T
	Shead
	Jerry

	
	6T
	Van Hooser
	Jim

	
	7B
	Bertino
	Gerald

	
	7B
	Lassiter
	Nancy

	
	7P
	Campbell
	Bonnie

	
	7P
	Miles
	Linda

	
	7T
	Lacker
	Elaine

	
	7T
	O’Neill
	Bernard

	
	8P
	Chavez
	David

	
	8P
	Hogue
	Richard

	
	8P
	Johnson
	Patricia

	
	8P
	McGrady-Barnes
	Tracy

	
	8P
	Pastrana
	Joseph

	
	8P
	Riordan
	Andy

	
	8P
	Smith
	Maurice

	
	8P
	Tonkinson
	Michael

	
	8P
	Worthy
	Janett

	
	8T
	Bush
	Dan

	
	8T
	Marquez
	Susan

	
	8T
	Scales
	Dan

	
	9P
	Crowell
	Jason

	
	9P
	Navarro
	Ofelia

	
	9P
	Seymore
	Mitchelle

	
	9P
	Shepard
	Robert

	
	9T
	Dyer
	Cecil

	
	9T
	Lew
	Joann

	
	10I
	Powers
	Mark

	
	10P
	Campbell
	Jessica

	
	10P
	Cannon
	Dwayne

	
	10P
	DeLap
	Linda

	
	10P
	Haas
	Susan

	
	10P
	Petorak
	Linda

	
	10P
	Saucier
	Sue

	
	10P
	Tomlinson
	Judy

	
	10P
	White Grover
	Vera

	
	10T
	Blair
	Sharon

	
	10T
	Church
	Sandra

	
	10T
	Evonick
	Carol

	
	10T
	Franklin
	Edwin

	
	10T
	Lee
	Mary

	
	10T
	Perkins
	Gregory

	
	NCR
	Houston
	Paul

	
	NCR
	Ismart
	Gail

	
	NCR
	Jackson
	Candace

	
	NCR
	Kuczkowski
	Patricia

	
	NCR
	Sours
	Karen


Instructions for Accessing the Online Ordering System

Authorized buyers for the IT Hardware BPA have the capability to place orders online using the Online Ordering System.

In order to gain access to the system and change your password, perform the following steps:

1) From InSite, click on the "Desktop Management Hardware BPA" link

2) At the "Desktop Management" web page, click on the "IT Hardware BPA Online Ordering - Intelligent Decisions, Inc." link

3) From the Online Ordering web page, on the left side of the screen is "Register" and a link entitled, "For Authorized Buying and Order Tracking".  Click on this link to register.

4) The next screen requires Username and password information input.  Your user name consists of your first initial, middle initial, and last name, i.e., "edreynolds" (if you do not have a middle initial, your username is first initial and last name) and your password is initially set to "password".  (Your password should be changed after you have successfully logged onto the system.)

5) Click on the "Login" button.

6) This screen consists of two options:  "Order Tracking" and "Edit Registration Information for Ordering Online/Changing Password".

7) Click on the "Edit Registration Information/Changing Password" link.  Check the registration information to ensure that it is accurate.  

8) Scroll toward the bottom of the screen to the password field and delete the asterisks and type a new password consisting of 8 and no more than 30 characters.

9) Re-type your password in the space provided.

10) Click on the "Update" button to confirm changes.  You will return to the "Edit Registration Information" screen.  In addition, you will see a message indicating that you have successfully registered as an Authorized Buyer.

11) At this point, you can choose to “Start Ordering Online” or return to the Online Ordering home page.

To Order Online:

1) Upon clicking the "Start Ordering Online" link, the username/password screen appears.  Enter relevant information and click on “Login”.

2) The next screen has the following options:  “How to Order”, “How to Lease”, and “Go to Online Order”.

3) Click on “Go to Online Order” – you should now be viewing a list of available product categories and associated products.

4) Click on the Desktop, Notebook, or Server product that you wish to order – you will be presented with the product’s description and an “Add to Basket” entry.

5) The “Add to Basket” entry will contain a default quantity of one (1).  At this point you can change the quantity to the actual number of items that you wish to order or you can leave the quantity as one (1).

6) When satisfied that you are ordering the correct item and quantity you can click on “Add to Basket”. – You will move to the contents of your Shopping Basket screen.

7) While viewing the contents of your shopping basket you can perform any of the following actions:

8) Continue shopping by clicking the “Keep shopping” button.

9) Cancel the order by clicking the “Cancel” button and resume at step 2 above or exit the system.

10) Change quantities to be ordered and/or remove order entries (by checking a  “Remove” box. – Note: Any changes made on this screen will not be reflected unless the “Update” button is clicked.

11) Prepare your order by clicking the “Checkout” button – this will provide you with the billing information screen.  All billing information should be entered here.  Note that State and Org. Code are entered through using the pull-down menus.  

12) When you have finished entering billing information click “Continue” – this will provide you with the shipping information screen. All shipping information should be entered here.  Again, State and Org. Code are entered through using the pull-down menus.  

13) When finished entering shipping information click “Continue” – this will provide you with the Current Order screen.  Under the, “Select Payment Method” entry area, use the pull-down menu to indicate if this is a credit card (Visa) order or a standard Purchase Order.  

14) Users are allowed to enter comments in the designated message box.

15) When you have finished with the Current Order screen click “Continue” – this will provide you with an ACT Number screen or a Credit Card Number screen depending on the type of order.  

How to Purchase Online by Credit Card:

· For purchases less than or equal to the credit card limit of $2,500.  (For purchases over this amount, contact your Contracting Office.)

· Enter you Visa Card Number and expiration data then click “Continue”.

An invoice screen will be presented to you.  You may print the invoice for your records then click “return again”.  At this point your order is completed, and then the system will return you to the screen in step 4 above.

How to Purchase Through Your Contracting Office:

· Enter a nine character ACT Number then click “Continue”.

· An invoice screen will be presented to you.  You may print the invoice for your records then click “return again”.  At this point your order is completed, and then the system will return you to the screen in step 4 above.

· An e-mail confirmation will be sent to the buyer indicating receipt of ordered equipment and the expected delivery date of the equipment.

Funding Information

These are the key pieces of information that are needed to certify and obligate funds in the GSA financial system in order to complete the transaction for all orders placed against the GSA Hardware BPA.

         BPA No: GS00T02ACA6002
         Ordering Address:

Intelligent Decisions, Inc.

              21445 Beaumeade Circle

Ashburn, VA 20147 
(703) 554-1600
         Payment Address:

Intelligent Decisions, Inc.
PO Box 791302
Baltimore, MD 21279-1302
              TIN: 

              DUNS: 61-8563720

              Type of Contractor: Small Business (Minority Owned)

Direct questions to HWBPA@gsa.gov. 

