
Helpful Tips for Ordering Software 

Procurement Services strives to make ordering software as user friendly as possible, while 

adhering to universities policies. Please use the following steps to quickly and easily purchase 

software to meet your unit’s needs. 

 

1) Check with ITS Software Licensing and Distribution.  It carries a number of commonly used 

software programs.  The department’s webpage includes a list of software that can be 

purchased with a shortcode.  

 

2) For Adobe and Citrix products, as well as many others, browse the CDWG catalog in M-

marketsite. Some of the software has a wide variety of options (single or volume licenses based 

on the number being purchased, upgrade options, etc.).  We recommend checking with Hansen 

Chennikkara, our CDWG technology rep, regarding which option is appropriate for you. Contact 

and additional information can be found on the CDWG contract page.  

 

3) For software not available through the resources listed above, we recommend first consulting 

with Procurement Services before a purchase is made. We will check for best purchasing 

options, and review the license terms and conditions prior to approval. 

 

4) A significant number of software licenses may only be available as a download purchased with a 

PCard. Procurement Services, however, first needs to review terms and conditions on those 

arrangements.  Please note that software licenses and maintenance are included on the PCard 

Restricted Commodities and Special Approvals list. When employees complete a click-through 

purchase online, they are binding the university to a contract, which they are technically not 

authorized to do. Signature authority is delegated to Procurement Services, which is why we 

need to review terms first.  

 

5) License renewals also need to be reviewed by Procurement Services before paying with a PCard.  

 

Please free to contact the Technology Procurement team at procurement.technology@umich.edu if you 

have any questions or need more information. 

http://www.itcs.umich.edu/sw-info/software-alpha.php
http://www.finance.umich.edu/procurement/howtobuy/universitycontracts/cdwg
http://www.finance.umich.edu/system/files/302.04-01_Restricted_Commodities_and_Special_Approvals_1.pdf
http://www.finance.umich.edu/system/files/302.04-01_Restricted_Commodities_and_Special_Approvals_1.pdf
mailto:procurement.technology@umich.edu

