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Technology Updates
Tonya Hodges



Technology 
Updates

 It’s wise to plan ahead.

Some supply chain disruptions continue to affect 
technology purchases.



HP & Canon OEM 
Ink, Toner, & 
Supplies

 Ink and toner supplies for HP and Canon have been 
awarded to multiple vendors.

HP and Canon each have 5 vendors you can select from. 

See the vendor list for contract 23TH04-5 on the 
Purchasing website under Contracts & Pricing / 
District Contracts.

• https://purchasing.jordandistrict.org/

https://purchasing.jordandistrict.org/wp-content/uploads/sites/16/23TH04-5-HP-Canon-OEM-Ink-Toner-and-Supplies-Vendor-List.pdf


HP Updates

 Chromebooks
 Order now for better pricing
 Basic / ~4 weeks
 Touchscreen / 6-8 weeks
 Touchscreen & Flip / 12+ weeks

 Desktops & Desktop Minis
 Stock models / 4-8 weeks
 Custom models / 8-12 weeks 

 Mounting Brackets & Docking Stations / 6-12 weeks

 Monitors (varies by model)
 P27h / 3-4 weeks
 Other models / may be 4-12 weeks

 Laptops (varies by model) / 4-12 weeks

 Printers / 4-8 weeks (for most printers)



Apple Updates

 iPads / 2-5 weeks
 Varies by model

 MacBook Airs / 2-4 weeks
 M2 Chip 5-packs / 4-6 weeks

 MacBook Pros / 2-4 weeks 
 14-inch 5-packs / 7-9 weeks

 Mac Minis / 2-4 weeks

 iMacs / 2-4 weeks



Receiving 
Ridiculousness

 Inspect all packages upon arrival
• Do you still want it? (Don’t open it if not!)
• Is anything damaged?
• Is the order complete?
• If there is an invoice included, has it been stamped and sent to 

Accounting?

 Contact Purchasing with any issues or questions
• Returns or exchanges (keep all packaging materials)
• Missing or damaged items
• Haven’t received within 4-8 weeks of the PO being approved



Requisition Reminders
Rachel Mariano



Requisition 
Reminders

 Requisition Master
• Description of item/service (useful for finding POs later on)

 Requisition Body
• Description of item/service (mirror the quote)
• Shipping
• Quote number

 Attachments
• Attach all written quotes
• For the rare “For Payment Only” POs, attach the signed invoice

 Notes
• Written record of all verbal quotes 
• Details the Vendor doesn’t need to know (notes to self, notes to Purchasing)



Additional 
Resources

 Training on the Purchasing website (under “Policy & Forms”)
• purchasing.jordandistrict.org/links/training

 Contact Purchasing if you have any questions!



P-Cards & Amazon
Kris Wishart



P-Card 
Prohibitions

Please do not…
 Split orders of any kind
 Purchase Fixed Assets
 Purchase software that’s not on the 

JSD Learning Platform
 Make travel purchases such as hotel, airfare, 

or ride fees from your home to the airport
 Approved travel charges are baggage fees, parking 

fees, and ride fees between airport and destination if 
no rental car/shuttle has been approved.

 Give your P-Card to other employees

https://jordandistrict.app.learnplatform.com/new/public/tools


P-Card 
Prohibitions: 
Fixed Assets



P-Card Limits

Single purchase limit
• Email Kurt Prusse for requests for increase
• Be specific -- what is it for?
• Is it over $5,000?

Monthly credit limit
• Email Kurt Prusse for requests for increase



P-Card 
Reminders

 Check each billing cycle to see if you have any charges

 Submit your P-card statement to Accounting by the 19th

• Must include receipts and signatures

 Reconcile on the US Bank website before the 19th

• Write a detailed description
• You can start reconciling as soon as a transaction posts to your 

account

 Reconciling a Principal’s/Director’s P-card
• Don’t use their login info. 

• Instead, contact Dan Ellis if you already have a P-card of  your 
own, or contact Kris Wishart if not.



Amazon:
Teacher Groups, School Accounts, 
and Finding Orders



Teacher 
Groups

Teacher Groups…
 Save time for the Administrative Assistant
 Give administration control over teacher ordering
 Can include just specific teachers, such as leads



Adding People to a Teacher Group



Adding People to a 
Teacher Group
(1 of 3)



Adding People to a 
Teacher Group
(2 of 3)



Adding People to a 
Teacher Group
(3 of 3)



Adding People to a School Account



Adding People to a 
School 
Account
(1 of 2)



Adding People to a 
School 
Account
(2 of 2)



How to Locate Orders 
Placed in a Teacher Group 
or School Account



Business 
Analytics 
Orders



Business 
Analytics 
Reconciliation



Your Orders



Questions?

 Visit the Purchasing website & review the 
Training under Policy & Forms

 If you can’t find an answer there, please call me:  
Kris Wishart, ext. 88708 (801-567-8708)



Please contact us if you have questions!
purchasing.jordandistrict.org
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