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	To:
	NASA HQ IT POCs.   Please review and distribute ONLY as appropriate.

	Subject:
	Installation of Equipment Purchased from PCMallGov.com

	What is Happening:
	When making a catalog purchase from PCMallGov.com for equipment that requires installation (e.g. printers, scanners, above-core software, etc.), you must also put in an installation service request in the Enterprise Service Request System (ESRS) within the NASA Enterprise Service Desk (ESD). 
The installation service is provided under the ACES contract and an installation fee will be billed appropriately.  

	Requesting Installation Services:
	To request installation services for catalog orders:
1. Access the ESD: https://esd.nasa.gov.
Note: If you are ordering installation service on behalf of another person, click “Request On Behalf Of…”  Another window will appear and you can search for the user’s name.
2. Click “Order Services.”  A new window appears.
3. Under “Computing Seat Services,” click “List Related Services.”
4. Under “Non ACES Peripheral Installation,” click “Request Now”
5. For “Organization Approval Queue,” ensure the correct Org ID is selected.  You can click on the shown Org ID to change it.
6. For “Comments / Business Justification,” include any relevant notes about your order.  Be sure to include your PCMallGov.com order number, location, and if applicable, the ACES machine ID you would like the item installed on.
Example: “Install HP Scanjet 3000 from PCMallGov order 999999 at desk 4E37, on Windows laptop, ACES asset tag 99999999”
7. Click “Submit.”
8. You may check on the status of your order on the ESD Web site: click “Order Services,” then click “Open Requests.”

	Support:
	Enterprise Service Desk (ESD):  
· Web Site: https://esd.nasa.gov
· E-Mail: nasa-esd@mail.nasa.gov
· Phone: 358-HELP (4357) or 1-866-4NASAHQ (462-7247)

	This notice was sent by the HQ Information Technology & Communications Division (ITCD).
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