Microsoft Enrollment Instructions

The Purchasing Division has already signed the Master Select agreement, and your enrollment will allow your organization to order off that Master agreement at the highest level of discount Microsoft offers under the Select program.   The enrollment will call out your agency as its own entity within the State of Nevada and allow you to manage your own Microsoft Volume Agreement via the Microsoft Volume Licensing Site (or MVLS for short).   The MVLS site allows you access to all of your agency’s Software Assurance (SA) benefits, product downloads, and key codes as well as the ability to assign MSDN subscriptions for your agency. 

There are three documents that need to be filled out and returned to Dell.

The 1st Document is the Signature Form; this document is the only document that will need to be signed by your organization.  It indicates what other documents are being submitted with the signature form.   You will only have to sign page one.  Page two is for an outsourcer agreement that is not applicable to this contract.

The 2nd Document is the Enrollment Form; this is the most comprehensive document you will have to fill out.  

· Section A should include the primary contact info.  The person named here will receive access to the MVLS site (mentioned above) as the administrator.  The administrator will have full access to the site and will be able to set up additional users within the organization to have access to all or some of this site, depending on their role.   
· Section B, if different from the primary contact, will be set up as the default MVLS administrator (most of the time this is the same person as in section one, and all you need to do is check the box in the upper left hand corner). 

· Section C is the language that you would like as the default language.  This has been filled in as English and must be changed if you would prefer French, Spanish, etc. 

· Section D is the Microsoft representative assigned to the State of Nevada.  That has also been filled in for you. 

· Section E is a separate form, not included, that would make an outsourcer your primary contact.  This is not a typical scenario for Nevada agencies.  If you have a third party that you work with, the primary contact can grant them access on an as needed basis. 

· Section F is if you are financing your purchased though Microsoft.  This has been checked No since Microsoft is not a State of Nevada financing vendor. 

· Section G is reseller info; this again has been filled out for you.  (ASAP Software is still the LAR name for Microsoft’s billing purposes at this time, even though ASAP Software has been acquired by Dell). 

The last area that you will need to fill out is Software Assurance Membership.   If you elect to be a Software Assurance member you will be required to purchase Software Assurance on all software purchase under that category without exception.    For example if you pick Software Assurance Member on Applications, then all of your Office, Visio, Project, Publisher etc.  will need to be purchased with Software Assurance.   Note: the purchase of Software Assurance requires the approval of the agency’s department approving authority and/or budget analyst. Please contact the Purchasing Division for further information.

If you choose not to be a Software Assurance Member you can still purchase Software Assurance but will not be required to. So for example you can purchase Software Assurance on Office but not on Visio or Publisher.  

For Section 3, if you have Software Assurance to renew at this time you will receive a quote in a follow up email for your organization.  

The last form is the Media Form.  If you wish to receive a set of media shipped from Microsoft every 45-60 days please fill out and return the media form.   If you wish the media to go to another contact within your organization and not the primary contact please fill out that person’s name and address.   If you wish for the media to go to the primary contact, you just need to check the box at the upper left hand corner of that section. 

The media form has been preselected for DVD format, but if you wish to receive the media in CD format you can change that with the drop down.  English has been preselected for all the media; if you wish a different language please check that language on the second page of that sheet. 

If you have any questions you can contact Mairin Ganey at ASAP/Dell (866)235-5880 Mairin_Ganey@dell.com or Marti Marsh, Nevada State Purchasing (775) 684-0180 mmarsh@purchasing.state.nv.us
