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buyIT is the ITServices purchasing portal which allows you to browse and 

purchase popular UBC Okanagan supported  technologies including 

computers, software and accessories.   

Please be aware that only purchases that can be allocated to a relevant UBC SpeedChart, account code, PG code and 

department code can be purchased through buyIT.  If you have any queries on this, please contact us at 

itservices.ubco@ubc.ca or call us at 250 807 9000 (x 79000). 

Accessing buyIT 
From your browser, go to https://buyit.ok.ubc.ca/ and login using your standard CWL login and password. 

Once you are logged in, click onto the Catalog link on the menu bar to view the buyIT catalog.  From here, you can 

choose to browse and select from a number of different technology options:

 

  

mailto:itservices.ubco@ubc.ca
https://buyit.ok.ubc.ca/
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Navigating the catalog 
When you choose Shop Now from within a category on the catalog home page, you will be taken to that section of the 

full catalog: 

 

You’re now ready to navigate to the item that you are interested in.  In this example, I am interested in purchasing a 15” 

MacBook Pro Retina Display.   
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Browse to this item and choose Learn More, Add to Quote or Add to Cart to be taken to the full product page.  From 

this page, you will be offered a series of configuration options: 
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When to choose ‘Add to Quote’ 
Choose Add to Quote if you are not ready to purchase just yet.  You may just be putting together some costs for budget 

purposes, or you may not be 100% certain that your selection is correct for your needs.  We would always encourage 

you to use the Add to Quote option if you wish to discuss your selection and requirements with us before committing to 

the purchase.  

When you select Add to Quote, you can navigate to My Quote at any time.  From here, you can enter your comments 

(for instance, you are interested in this product but you’re not sure if it will work with certain software or you would like 

CFI pricing) and submit a Quote Request: 

 

When IT Purchasing receives your quote request, we will get in touch with you to discuss your requirements in more 

detail.  We will then update your shopping cart so that you can make the purchase having been through the consultation 

process with us first: 

When to choose ‘Add to Cart’ 
Choose Add to Cart if you know you will be in a position to make this purchase and you are sure that what you have 

selected will meet your requirements.  If you want to continue shopping, you can easily select that option to be 

returned to the catalog.  You can choose to change the quantity, remove items or clear the shopping cart using the 

options available. You will also be offered a list of additional items which you may be interested in based on your 

selection: 

Ensure qty 

is correct 
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Checkout 
At Checkout, you should click Continue to proceed through the process until you are asked to complete your payment 

information as follows: 

  

Suggested Account Codes 
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The final Checkout screen will appear, confirming your order details, Internal Billing codes and giving you the 

opportunity to Edit Your Cart before choosing Place Order: 

 

You will receive an email from itservices.ubco@ubc.ca which will provide details of your order including billing codes: 

mailto:itservices.ubco@ubc.ca
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An email will also be sent to the Approver to let them know that they have an order to approve.  To do this, they need to 

click on the link in the email and log into buyIT.  They can then choose to Approve or Reject the order: 
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*Note* If you have approval rights on your own SpeedChart, you still need to go through this approval process for 

your own order.   

IT Purchasing do not get notified that you have placed an order until the Approver has been through this process. 

Once your order has been approved, either by yourself or the person you names in the Approver field, you will receive 

an email such as the one below.  If your order is rejected, you will also get an email: 

 

Validating your Purchase – orders less than $3500.00 
Once we receive the approval notification for your purchase, we check FMS to ensure that the financial details you have 

submitted – SpeedChart, Department ID, PG Code and Account - are all correct.  We also check that the person who 

provided the approval has signing authority on the SpeedChart.  Once this has been validated, if your order is less than 

$3500.00, it is ready to be processed*.   

We aim to place your order with the supplier within 48 business hours of receiving notification of approval, and subject 

to all of the financial details being accurate. 

* Please note that some purchases require us to generate a Journal Voucher. In these instances, we will be in touch with 

you and the SpeedChart holder will be required to sign and return the Journal Voucher to us in a timely manner in order 

for us to progress with your order. 



  

10 
 

Validating your Purchase – orders over $3500.00 
If your order is over $3500.00 then we need physical signatures from two people authorized on the selected 

SpeedChart.  Once we receive the approval notification for your purchase, we will contact you with a copy of the form to 

be completed.  Once we receive your completed work order authorization form, we check FMS to ensure that the 

financial details you have submitted – SpeedChart, Department ID, PG Code and Account - are all correct.  We also check 

that both of the people who provided the approval have signing authority on the SpeedChart.  Once this has been 

validated it is ready to be processed**.   

We aim to place your order with the supplier as soon as possible. Timelines are subject to all of the financial details 

being accurate and Purchase Orders being generated. 

** If each of the individual items in the order is less than $3500 then the choice of supplier is at the discretion of IT 

Purchasing.  Unless there is already a preferred supplier agreement in place as a result of a successful RFP / Bid process, 

if the individual item(s) is more than $3500 then IT Purchasing should get two quotes for that item.  If there is a 

considerable price difference between the first and second quote then IT Purchasing should get a third.   

What if you can’t find what you are looking for? 
buyIT contains details of the most popular items that we source for the UBCO campus community.  We are able to assist 

with purchasing other technologies, such as servers, data storage, specialist computers, specialist software and a variety 

of other items which you will not see listed in the catalog.  If you are interested in a quote for an item not listed, or you 

see the item in the catalog but it says ‘Please contact us with your requirements so we can find the best options for 

you’ then please do just that!   

The easiest way to do this is to by searching and selecting Custom Order or Special Request, then choose Add to Quote: 

 

Once you’ve submitted your quote request, you will receive a confirmation email with a link to track your progress.  We 

will then be in touch with you to provide you with options and recommendations, and can create a custom catalog item 

within buyIT for you to select when you are ready to finalizre your purchase. 

Add as much information 

as possible about your 

requirements and choose 

Submit Quote Request 
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How to track your order 
Once your order is being processed by IT Purchasing, we create a HelpDesk ticket on your behalf, with a Work Order 

type of Procurement  Order.  Log in to the IT HelpDesk (https://helpdesk.ok.ubc.ca) and select My Tickets to track 

your order.   

You can also view all of your past, pending and current orders from within buyIT by selecting My Account: 

 

Your MyAccount Dashboard gives you the ability to view a snapshot of your recent activity. You can choose to view all of 

your orders by selecting View All.  If you are interested in the details of a specific order then select View Order: 

 

https://helpdesk.ok.ubc.ca/
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How soon will you receive your order? 
Most items are delivered to us within 2-3 weeks of placing your order.  If your order requires a technician to install it, we 

will schedule the technician based on the estimated delivery time from the vendor.  If you order does not require a 

technician, we will contact you to collect it from us.  

If you are working to a schedule and you are concerned about your order being delivered and installed on time, please 

contact us before you place the order.  We will be able advise you of the realistic timescales for your particular order. 

Custom build, high value or back-ordered items, or items sourced outside of Canada, will almost certainly take longer 

to be received and installed.  Please contact us if this is of concern to you. 

Who can you contact about buyIT? 
If you would like more information, or you have any feedback or suggestions, please contact us at 

itservices.ubco@ubc.ca. 

mailto:itservices.ubco@ubc.ca

