HOW TO: REQUEST A BPO RENEWAL WITH TDX (TEAM DYNAMIX)

1.
2.

3.

Navigate to the SJECCD SSO webpage. PG2 Single Sign-On (sjeccd.edu)
Select “Team Dynamix”.

Team
Dynamix

Help Desk (1TSS, IESS,
Maint, Cust. & Grounds)

Select “General Services” from the tab menu.
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ITSS Help Desk Schedule Maint. Technical Support District Police Facility&Opns General Services IESS

4. Select “BPO Renewal Request" from the Quick Links menu.

General Services Quick Links

BPO Renewal Request

Change Order Reguest

HECVAT Request

Requisition Approved (Business Services
Use Only)

Non-Employee lliness/Injury Incident
Report

Campus Safety Concerns Report

5. Select “Create Request”

Service Catalog / General Services /| Purchasing / BPO Renewal Request

BPO Renewal Request Create Request
Use this service request to process BPO Renewals for services and supplies. Ensure you have

sufficient budget to suppert your renewal. All supporting documentation must be attached to this

request such as Quoies, Contracts, Insurance, etc. Requests with insufficient documentation will 4 Share

not be processed

Feed (9) % Add to Favorites
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https://sso.sjeccd.edu/sso/default.aspx

6. Enter details for your BPO Renewal Request on the following screen. Ensure all required fields are completed.

ITSS Help Desk Schedule Maint. Technical Support District Police Facility&Opns General Services IESS =

Service Catalog / General Services / Purchasing / BPO Renewal Request

+ ShowHelp = Hide Help

BPO Renewal Request

Use this service request to process BPO Renewals for services and supplies. Ensure you have sufficient budget to suppart your renewal. All
supporting documentation must be attached to this request such as Quotes, Contracts, Insurance, etc. Requests with insufficient
documentation will not be processed.

BPO Renewal Request description: * @
A short description fo explain the nature of the BPO renewal request

Requestor:* © &

Mark Hua | Q %

Date: * ©

Fiscal Year*

Enter fiscal year as 20XX-20XX applicable to this renewal
Location: *

Start typing... v

Department* @

Start typing... Qo ox

Department Manager * @

Start typing... v

Previous BPO Number *

Enter previous BPO or PO Number
Vendor Name: *

Enter Vendor Name
Vendor ID *

Enter Vendor ID

7. Attach supporting documentation as necessary. Select “Submit”.

Attach Supporting Documentation such as Contract, Quote/Proposal, Contract Revision Forms, etc. BPO Renewal requests without
appropriate supporting documentation will be rejected.

e

Browse... Mo file chosen

8. Upon submission of your BPO Renewal Request, it will be routed to the following workflow:
a. Manager Approval
b. Business Services Approval
c. Purchasing for processing of BPO Renewal.

9. For questions, please contact the Purchasing Department. More Purchasing resources are available on the
Purchasing Toolbox.
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https://www.sjeccd.edu/district-services/general-services/purchasing-toolbox

