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COMPUTER REQUEST
Procedures and Forms
Instructions for purchasing a computer:

1. The job candidate and VR staff need to complete the Personal Computer Purchase Review Guide.

2. The counselor reviews the Guide with job candidate and agrees or disagrees.  

3. If counselor agrees, then the supervisor reviews and agrees or disagrees.

4. If both supervisor and counselor agree, the Next higher level of management does not need to sign. 

5. If the counselor and/or supervisor disagree with the purchase, the Next higher level of management will review.  
6. Option Available:  Once it is decided to purchase, the Personal Computer Purchase Review Guide can be sent to ITE, IVRS Help Desk to address any specific questions VR staff have or when a quote is needed.  (See below for steps follow when requesting a job candidate equipment quote from the IVRS Help Desk.)  If there are no questions or concerns, and there is full agreement to purchase, there is no need to forward the Personal Computer Purchase Review Guide to I.T. for approval.  
7. Computer is defined as any device that can access the internet.




Requesting a job candidate equipment quote from IVRSIVRSHelp Desk:

As an optional service, the IVRIVRS Help Desk will assist counselors with procuring computer equipment for job candidates in the following ways:

1. Provide a quote for computer equipment

· When requesting a quote for computer equipment, questions 10 thru 21 of the Personal Computer Purchase Review Guide must be completed and emailed to the IVRS Help Desk at IVRS.HelpDesk@iowa.gov. 

· The IVRS Help Desk will review the answers and research equipment that best matches the criteria provided. 

· Upon selecting a “best match”, the IVRS Help Desk will then create a quote using state contract pricing.  Because the state purchases large quantities of computer equipment, vendors such as Hewlett Packard will provide state pricing at a discounted rate. 

· All quotes will include a minimum 3 year warranty and a single license of antivirus software. 
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· The IVRS Help Desk will then email the quote to the requesting counselor.  The quote will contain an itemized list of computer specifications and corresponding price information.

· All quotes provided by the IVRS Help Desk are only recommendations based on the information provided in the Computer Purchase Review Guide. 
· In most cases, manufacture quotes are only valid for 30 days. 

2. Review a quote already created by the counselor, job candidate or a third party

· When counselors submit a quote to the IVRS Help Desk for review, it is presumed the job candidate’s requirements were already factored into the quote.  As a result, the IVRS Help Desk will not scrutinize the specifications in the quote unless requested by the counselor. 

· If the counselor does request the IVRS Help Desk scrutinize the quote specifications, the counselor will need to submit answers to questions 10 thru 21 of the Personal Computer Purchase Review Guide to the IVRS Help Desk at IVRS.HelpDesk@iowa.gov. Based on the answers provided, the IVRS Help Desk may recommend changes to the equipment specifications indicated on the quote.  All suggested changes by the IVRS Help Desk to the original quote are only recommendations based on the information provided in the Computer Purchase Review Guide.  

IVRS  IT will Open an Incident in the IVRS Help Desk Service Desk System.  All notes, documentation and quotes will be attached to the incident. 
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