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Spring Vendor Expo 
Recap

Thanks to everyone who attended 
this year’s Spring Vendor Expo. The 
event was a great success with over 
300 attendees on both the Chicago 
and Evanston campuses. We hope 
you enjoyed the Expo and obtained 
valuable information about NU’s 
Preferred Vendors and how their 
services can benefit your department 
or school.

Learn about all of our preferred 
vendors at:
www.northwestern.edu/uservices/purchasing.

Congratulations to all of our raffle 
winners, who won some great prizes:

1. Debra Blade, Norris University 
Center- HP Printer, donated by 
TIG
2. Joan Slavin, University Sexual  
Harassment Prevention–Digital 
Camera
3. Danijela Dokic, Department of 
Pediatrics–Digital Camera

Stay Safe When 
Traveling Abroad

Northwestern recently contracted 
with International SOS to help NU 
travelers stay safe while traveling 
internationally. International SOS 
allows members to obtain 24-hour 
access to timely and pertinent safety, 
health, and travel alerts. The service 
is free to all NU faculty, staff, and 
students.

For more information and to register, 
visit 
www.northwestern.edu/risk/travelSOS.htm. 
Northwestern’s membership code is 
11BCAS000003. 

People Soft and iBuyNU 
Now Live!

For purchasing-related questions, 
concerns, or feedback, contact PRS 
at purchasing@northwestern.edu, or 
847-491-8120.

PeopleSoft and iBuyNU went live 
on December 8, 2008. Thank you 
to everyone for their patience and 
participation in training during this 
transition.  

For information on recent changes 
and enhancements to iBuyNU, please 
visit http://cafe.northwestern.edu.  
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Learn More about 
Transit Options

University Services and the Office 
of Human Resources are hosting a 
transit lunch and learn on May 6th, 
from noon to 1:30 pm at the Norris 
Center, Room 202.  Representatives 
from I-GO, CTA, Pace, Metra, Free 
Enterprise (Intercampus Shuttle), and 
Coach USA (Ryan Field and student 
shuttles) will be available to answer 
questions and distribute information. 
Human Resources will also provide 
details about pre-tax benefits for 
transportation. 
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Take Advantage of NU’s 
Discount with Peapod
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More Transportation News

New Run Added to the 
Intercampus Shuttle Route

An additional morning run was 
recently added to the Intercampus 
Shuttle’s Chicago to Evanston 
Route. The new run leaves the Ward 
Building at 7:20 am and arrives at 

Shuttle Maps Go Google

Now you can find shuttle stops and 
routes with the new Google Map 
feature on our website. Check out 
the various routes at: 
www.shuttle.northwestern.edu.

Save Money with 
Pre-Tax Dollars

The pre-tax allowance was increased 
to $230.00 through the end of 2010 
as part of the new federal stimulus 
package. This allows NU faculty 
and staff to put more pre-tax dollars 

towards transit options and other 
benefits. For more information on 
pre-tax transit benefits, visit:
www.northwestern.edu/hr/payroll/personalinfo.html.

Ryan Field at 8:05 am. View additional 
times at: 
www.shuttle.northwestern.edu.

PRS recently negotiated a contract 
with Peapod that can save your 
department or school time and 
money. When you place a minimum 
order of $75.00, Peapod will deliver 
groceries to your door for a reduced 
delivery fee of only $7.95. Additionally, 
Northwestern Peapod accounts are 
automatically tax exempt.

To open a new account and receive 
$20 off your first order, visit 
www.peapod.com. Your department’s 
P-Card should be used to complete 
the payment information. Use your 
Northwestern email account and 
include invoices@northwestern.edu 
as a “buddy” email address. Enter, 
“NORTHWESTERN” as your 
promotional code.

The establishment of this contract is 
not meant to suggest that departments 
and schools should purchase grocery 
items with University funds. It was 
awarded as a more cost effective 
way for departments and schools to 
purchase these products when there 
is a legitimate and approved need, as 
opposed to someone having to spend 
a considerable amount of time going 
out to a grocery store. All internal 
department/school workflow approvals 
should be obtained prior to ordering. 

Apple Store Opens in 
Norris

Avoid Extra Charges 
from USPS

In November, the United States Postal 
Service implemented the Move Update 
Requirement. Under this new policy, 
addresses that were changed 
more than 18 months ago will not be 
recognized and corrected.

In May, USPS will begin charging fines 
for address files that are not up-to-
date. Your department or school 

Stamp Price Hike
First-class stamp prices will increase 
from 42¢ to 44¢ on May 11th. Other 
mail service prices are increasing as 
well. The chart below details some of 
the new pricing:

First Class Mail Price
Letters – first ounce $0.44

Large envelopes – first ounce $0.88

Parcels – first ounce $1.22

Additional ounces $0.17

Postcard $0.28

First Class Mail 
International

Price

Postcards & Letters – first ounce

Canada $0.75

Mexico $0.79

All other countries $0.98

Standard Mail Price

Standard Mail Nonprofit - letters $ 0.169

Standard Mail Nonprofit – large 
envelopes

$0.424

Standard Mail Regular - letters $0.27

Standard Mail Regular – large 
envelopes

$0.558

can avoid these charges by updating 
your mailing lists as you obtain 
new address information from Mail 
Services, USPS, or other sources. 

Please contact Tom Luczkowiak at 
t-luczkowiak@northwestern.edu or 
1-8411 with any questions.

Apple and the Norris Center recently 
partnered to launch an Apple 
Authorized Campus Store in the Norris 

Center Bookstore. The new addition is 
open during regular bookstore hours 
and sells popular items including iPods 
and laptops, as well as most Apple 
accessories and software. The store 
can place custom configured orders 
to suit your specific requirements. 
Additionally, an Apple authorized 
technician is available for repairs, 
technical issues, and questions for 
either departmental or personal needs. 
The store handles both warranty and 
non-warranty service.

Purchasing Apple products on iBuyNU 
or at the Apple Authorized Campus 
Store ensures that you’ll receive the 
full contract discount for business 
purchases, technical support, and 
proper licensing. University staff 
and faculty also receive better than  
educational discount pricing for most 
items on personal purchases. To learn 
more visit: 
www.northwestern.edu/uservices/purchasing.

For more information on the Apple 
Campus Store, visit 
www.norris.northwestern.edu/apple.php.
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The price for passport photos has 
increased to include Illinois State 

sales tax. The price 
for a set (2 photos) 
of passport photos is 
now $12.00, including 
tax. Additional sets 
purchased at the same 
time are $3.00 each.

Get your passport photo taken at 
either WildCARD office:

	

	

United recently reintroduced Star 
Alliance Upgrade Awards (SAUA) for 
Mileage Plus members. Star Alliance 
Upgrade Awards allow Mileage Plus 
members to redeem the Mileage 
Plus miles they’ve earned for an 
upgrade on participating Star 
Alliance carriers. 

Star Alliance Upgrade Awards are 
currently available on Air China, 
ANA, Asiana, Austrian, LOT Polish 

United Airlines is aligning their seating 
policies with that of other major 
airlines. 

If passengers are unable to fit into 
a single seat and properly buckle 
a single seatbelt extender, and/or 
put the seat’s armrests down when 
seated, they will be discretely re-
accommodated next to an empty seat. 

If there are no empty seats available, 
the passenger can purchase an 
upgrade for the flight, 
buy a second seat 
on the next available 
flight, or receive 
a refund, even if 
their ticket is non-
refundable. 

Find additional information at 
www.united.com under “Services and 
Information,” and click on “Children, 
Pets &  Assistance.”

Compass has waived its service fee 
through August 31, 2009. Plan ahead 
and book trips online now to take 
advantage of this offer: Visit 
www.northwestern.edu/uservices/travel
and click on “Approved Travel Agencies” 
for more information.

Travel Tidbits

Increase in Passport Photo 
Prices

Update on Star Alliance 
Upgrade Awards

United’s Policy on Larger 
Passengers

Four Corners Travel Alert

Four Corners Travel has created a 
relationship with the Travel 100 Group 
(T100G). They will be relocating to 
a Kenilworth office. T100G’s agents 
will be available to make travel 
reservations just as Four Corners has 
done and will continue to do.

Four Corners will use its current phone 
number and e-mail addresses for the 
next few months. Mail and calls will 
be forwarded to T100G so there will 
be no disruption to business, however 
you can contact T100G directly at 847-
256-7570 or 800-245-9335. The new 
business will retain all of your travel 
information and records.

T100G is located at 519 Park Drive in 
Kenilworth, IL.  

You may continue to contact your Four 
Corners travel consultant directly at 
the following numbers:

Kathy Clements:  847-853-3780
Judy Pusch:  847-853-3779
Tina Erler:  847-853-3781

Compass Online Waives 
Service Fee

Please remember to use complete 
Chart String numbers, including 
the Activity code (when applicable) 
for FedEx shipments and on the 
Triangle online ordering site for 
business cards, letterhead and other 

Please use Complete 
Chart Strings

Save Money: Return 
Empty Gas Tanks

Lab Services has signed a new 
contract with Airgas, which includes 
better pricing and reduced rental fees. 
You can also save money by returning 
empty gas tanks in a timely manner. 
Simply fill out our online form at 
http://labservicesorders.com, and 

Airlines, Lufthansa, Shanghai, SWISS, 
TAP Portugal, THAI and Turkish 
Airlines. Additional Star Alliance 
member airlines will be added in the 
future. 

For more details, please visit: 
www.united.com/page/article/0,6722,52927,00.html

Norris University Center
1999 Campus Drive
Underground level 
Phone: 847-467-6843

Abbott Hall, Room 100
710 N. Lake Shore Drive 
Phone: 312-503-0548

stationary items. CUFS numbers are 
no longer accepted and delay invoice 
processing.

Lab Services will pick up your tank 
for free. This also 
ensures that you 
do not continue to 
accrue the monthly 
rental fee for a tank 
you are no longer 
using.
For more 
information on Lab 
Services please 
visit:  
www.northwestern.edu/uservices/labs.



University Services’ 
Website Status

We have been working with University 
Relations to redesign our website. 
Significant improvements have already 
been made to our home page, landing 
pages, Laboratory Supplies, Office 
Supplies & Equipment, Passport & 
Vending, and Transportation & Parking 
pages.  We are moving forward on our 
remaining sections and hope to have 
the entire project completed by spring 
2010. Thank you to everyone who has 
filled out our website surveys along the 
way. We are taking your suggestions 
into consideration.

Some information is now organized 
differently or may have moved to other 
sections. If you are having trouble 
locating anything, please contact us at

Compass’ system automatically sorts by fare and assumes a round-trip 
itinerary. To change this default and expand flight choices, either modify the 
option on the home page before the initial flight search, or click the “search 
by schedule” link once flights are displayed. 

How To’s and FAQs

Vendor maintenance Accounting Services at 
1-5337

System/Technical Issues   Help Desk at 1-HELP

Blankets/Change Orders     Purchasing at 1-8120

Requisition Questions Help Desk at 1-HELP

Hold from Further 
Processing 

Purchasing at 1-8120

Resend Purchase Orders Purchasing at 1-8120

iBuyNU    Help Desk at 1-HELP

Receiving Help Desk at 1-HELP

Vouchers/Invoices and 
payments 

Accounts Payable at 
1-7339

What is University 
Services?

We recently presented an overview 
of University Services to McCormick 
administrators on the variety of 
services we offer. If your school or 
department is interested in a similar 
presentation, we are available to 
speak at your next staff meeting.  

Contact Sarai Shacklett at 7-3771 
or s-shacklett@northwestern.edu 
for more information. If you’d like to 
learn more about a particular service, 
please consult our directory or the 
listing at the end of this newsletter to 
contact the manager responsible for 
that program.

When booking flights through Compass’ website, how 
can I view all the flights available instead of just round 
trips or lowest fares? 

How do I book multiple tickets on 
Compass’ website when a group is 
traveling together?

Who do I contact for purchasing questions?

Sometimes it can be confusing figuring out who to call for what issue. 
Below is a quick guide to frequently used purchasing numbers:

Currently, there isn’t an option to buy several tickets at 
once due to complications it could cause with payment, 
stored preferences for individual passengers, and 
mileage programs. The most efficient way to book 
multiple reservations through Compass is by clicking 
on the option, “duplicate the itinerary” at the end of the 
booking process.  

See www.univsvcs.northwestern.edu/travel/compasshelp.htm for more 
Compass FAQs.
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uservices@northwestern.edu.



Save Time and Money 
with the Equipment 
Maintenance Program

Simplify equipment repairs and 
maintenance with our Equipment 
Maintenance Program. Specialty 
Underwriters, LLC contacts and pays 
the service provider of your choice 
whenever you need equipment 
maintenance.

Benefits of the program:

• Save money – The program bundles 
multiple maintenance agreements 
under a single contract, saving you 
10-30 percent.
• Save time – Specialty Underwriters 
records and maintains all service 
reports, invoices, purchase orders and 
check processing.

The contract with NU provides 
a discount from the most recent 
manufacturers’ and/or third parties’ 
price for maintenance/repair coverage 
for office automation equipment, 
communications/telephone, 
information technology (IT), scientific 
laboratory equipment, mail equipment, 
security and medical equipment.  

For more information, or to sign up, 
visit: 
www.northwestern.edu/uservices/office/equipment
or contact Ellen Barnes at 
e-barnes@northwestern.edu.

Matt Peterson, Motorpool Attendant
Matt has worked in several University 
departments and was recently hired as 
a Motor Pool Attendant. He will also be 
working with the Computer Recycling 
Program. We are pleased to welcome 
Matt to University Services!

Reminders

Several Evanston restaurants offer 
a fixed price menu for Northwestern 
faculty and staff. The price is $65 
per person and includes tax and tip. 
Items on the menus vary, so please 	
call ahead to find out what is on a 
fixed price menu at any given time. 
For more information visit 

Don’t Trash that TV

Save Money at Club 
Quarters

The eCycling program now 
accepts University-owned 
televisions and microwaves.
Simply go to www.northwestern.
edu/uservices/ecycle and 
complete the pick-up form for 	
University-owned electronic 
equipment. We will schedule a 
pick-up and dispose of the 	
item free of charge. 

Did you know that Northwestern’s 
membership at Club Quarters hotel 
can be used for both personal and 

University Services 
Welcomes New 
Employees

Help a Great Cause and 
Win a Cash Prize for 
your Department or 
School

The 2009-2010 
United Way 
Campaign
is just around the 
corner and we
need your help to 
reach this year’s
goal. You can 
support the 
Campaign
by contributing and 

rallying your colleagues to contribute 
(no amount is too small!). Become a 
campaign manager and encourage 
greater participation from your school 

business stays at all its locations? For 
more information and to view rates, 
visit 	
www.northwestern.edu/uservices/travel, and 
click on hotel information.

or department. At the close of the 
Campaign, departments and schools 
with the four highest participation rates 
or most improved participation rate win 
cash prizes.

We’d also like to remind you that 
the United Way campaign became 
an open campaign a few years ago 
in which donors can contribute to any 
government recognized charitable 
organization. The United Way will 
pass on those donations earmarked 
to other charities that are not UW 
beneficiary agencies without taking 
any administrative fee.

If you’d like to volunteer for this
important and rewarding role, please
email Brian Peters, Co-Chair of the
United Way Campaign at
b-peters2@northwestern.edu.
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www.univsvcs.northwestern.edu/travel/fixedmenu.html.

Entertaining for Business?
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   Featured WildCARD Advantage Member:
                   D4 Irish Pub & Cafe 
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Printing, Duplicating, & Copyright Clearance

Tom Luczkowiak 1-8411

FedEx Office Evanston 1-3113

FedEx Office Chicago 3-8995

Purchasing Resource Services

Jim Konrad 1-8121  

iBuyNU, Keith Paddy 7-6963

Brian Peters, Director 1-8420

Chicago 3-8500

Jeff Levin 1-5993 McCormick 1-5424

Chicago Stockroom 3-7520 Ellen Barnes 1-3274

Evanston Stockroom 1-8621

Stockroom Billing, Ellen Barnes 1-3274 Shuttles, Marge Grzeszczuk 3-5445

Alcohol, Gasses & Dry Ice 3-8828 Motorpool, Tom Luczkowiak 1-8411

Calibration Services, Ellen Barnes 1-3274 Chicago Campus Parking 3-1103

Tom Luczkowiak 1-8411 Jeff Levin 1-5993

Sarai Shacklett 7-3771 Art Monge 7-3135

Evanston Campus 7-6843

Chicago Campus 3-8129 Chicago Campus 3-0548

Evanston Campus, Facilities Management 1-5201

Sara Schapmann 7-2491

Copier Mgmt. Program, Tom Luczkowiak 1-8411

Equipment Maintenance Program, Ellen Barnes 1-3274 Ellen Barnes 1-3274

Surplus Property Exchange, Sarai Shacklett 7-3771

Computer Recycling Program, Ellen Barnes 1-3274

University Services Directory

University Services
1801 Maple Ave, Suite 2300
Evanston, IL 60201-3150
Phone: 847.491.7569
Email: uservices@northwestern.edu
www.northwestern.edu/uservices

 Office Supplies & Equipment

 Chicago Campus Fitness & Recreation

 Laboratory Supplies

 Mail & Shipping

 Marketing & Communications

 Moving Services

 Shipping & Receiving

 Trademark Licensing

 Transportation

 Travel Services

 WildCARD

 WildCARD Advantage Program

 Vending

Editor: Sara Schapmann
s-schapmann@northwestern.edu

You don’t have to be Irish to enjoy the 
fare with an Irish flair at D4 Irish Pub 
& Café. The popular tavern, located at 
345 East Ohio Street, opened in the 
heart of Streeterville in November of 
2007 and has since enjoyed a steady 
flow of neighborhood locals, students, 
and corporate clientele. 

According to Brendan McNeill, co-
owner of D4, the most popular dish 
is the fish and chips (praised by the 
Chicago Sun Times and restaurant 
reviewers), and as for the most 
popular drink—Guinness, of course!

Show your WildCARD to get 10% 
off food. Take advantage of their 

special lunch menu from 11-2, or 
their Saturday and Sunday brunch—
which, according to McNeill draws 
quite a crowd in the spring and 
summer months when D4’s outdoor 
seating opens.

D4 also has a daily happy hour from 
4-6 where mini-burgers and pork 
sandwiches are served for just $1 a 
pop. Wash them down with one of 
the 48 beers on draft or tap.

To view a complete listing of 
WildCARD Advantage discounts, visit 
www.wildcardadv.northwestern.edu.




