
ITSW1008 

How to Issue a Release 

 

The statewide contracts for ITSW1008 are the “order by description” contracts. There are no specific item 
IDs assigned to these contracts. Below are the screenshots how to issue a release against the contracts. 

Option # A: Issue an e-Pro requisition  

A.1. Select “Special Request” tab, and click on “Special Item” link 

 

A.2. Type specific description of items/services required. For example, if this is for a purchase of product, 
you may state “Sorter - SW-24K SIL OCR In No DRS”, enter a price, quantity and appropriate Unit of 
Measure. For category code, select the magnify glass next to it as shown below. 



 

A.3. On the ‘Look Up Category” page, click on the triangle next to “Browse Category Tree” 

 

A.4. Click the drop down list and select “ITSW1008MAILROOMC”, then select the appropriate 
category code. In this example, “Automatic postal or mailing machine” is selected. 



 

A.5. The category code for automatic postal or mailing machine is entered by the system. 
Complete with the vendor ID. And select “Add Item”. 

 

A.6. Select the step #3: Review and Submit to see a line item or repeat the steps #2-5 to add 
additional items/services as needed. 



 

A.7. Select the “line detail” icon on line #1. 

 

A.8. Change a default buyer to an appropriate buyer. 



 

A.9. Add contract ID. Line number is not required because this is the order by description 
statewide contract. 

 

A.10. Complete the requisition as needed. 



Option # B: Issue a non e-Pro requisition (regular way of requisition/purchase 
order creation). 

B.1. Enter category code (must match one of the category codes assigned to the SW contract), 
description, quantity and preferred unit of measure. Go to “vendor information” tab and enter vendor ID 
and location. Then go to “contract” tab and insert the appropriate contract ID. Line number is not required. 
Complete other information as needed. 

 

 

 



1 44102109 /  
Postage meter rental or purchase of
mailing systems, integrates postal
scales, letter openers, letter folders,
inserters, folder/inserters, envelop
mail labeler, envelope addressing
system, tabbers, or pre-sorting
equipment

1.00          0.00 0.00          0.00

. 
Indicate a specific type, model and description of equipment including the
pricing and any special instructions, if any. 
 
Unit of measure can be changed when issuing a release to reflect actual
unit of measure. 
 
**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.01000 0050EA

2 44102108 /  
Mail room accessories or supplies

1.00          0.00 0.00          0.00

. 
Identify a list of accessories or supplies purchased including the pricing.
This is strictly for accessories and supplies related to Pitney Bowes mail
room products offered in this contract only. 
 
Unit of measure can be changed when issuing a release to reflect actual
unit of measure. 
 
**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.10000 0050EA

3 81112201 /  
Mail room annual maintenance or time and
materials maintenance

1.00          0.00 0.00          0.00

. 
Identify type and description of equipment requiring maintenance. Itemized
costs are needed for time and materials including parts. 
 
Unit of measure can be changed when issuing a release to reflect actual
unit of measure. 
 
**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.01000 0050EA
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4 43233600 /  
Software, license and subcription

1.00          0.00 0.00          0.00

. 
Identify whether a line is for purchase of software or software maintenance
for software license purchased. Most recent release model or version of the
software at the time of order shall be provided by the Contractor unless
the using entity specifically requests a different model or version. 
 
Unit of measure can be changed when issuing a release to reflect actual
unit of measure. 
 
**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.01000 0050EA

5 81111503 /  
Design for production equipment or
installation-assembly-software
integration for production equipment

1.00          0.00 0.00          0.00

. 
Identify whether a line is for design layout services or software
installations for production equipment. Enter the appropriate contracted
hourly rate. 
 
Unit of measure can be changed when issuing a release to reflect actual
unit of measure. 
 
**Contract number is required to be attached with a release. However,
contract line # is not required. The contract number will be used, along
with the category code to obtain contract usages.**

Contract Base Pricing 0.01000 0050A8

6 80161800 /  
Equipment - Lease Option B or C

1.00          0.00 0.00          0.00

. 
Enter equipment for lease. Specify selected option and term. The order to
be sent to Pitney Bowes, Inc, attn: Francie Coffey. Payments made to Pitney
Bowes Glogal Financial Services, LLC.

Contract Base Pricing 0.01000 0050MO

COMMENTS:

. 
The Participating Addendum #ITSW1008 shall be included on all orders.
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