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FAMIS for 
BEGINNERS
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DCP Client Services �

Agenda

� User ID / Access
� Password Reset
� Menus / Rollovers
� 3 Types of POs

� Contracted e-Catalog
� Contracted non-e-Catalog
� Non-Contracted

� Search By All Commodities
� Search By Specific Commodity

� PO Creations
� Save Project
� Load Project
� Pre-Encumbrance
� Attachment to PO
� Vendor Inquiry
� Purchasing Thresholds & 

Guidelines
� Client Services Contact 

Information
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DCP Client Services �

To Get a FAMIS User ID & Password:
Contact your Application Support Liaison

� MANHATTAN – ISC 1

� Dan Morio – (212) 356-3831
� DMoria@schools.nyc.gov

� Nicole Cheatham – (212) 330-9409
� NCheath@schools.nyc.gov

� Gregory Michealle – (212) 356-3827
� MGregor2@schools.nyc.gov
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DCP Client Services �

To Get a FAMIS User ID & Password:
Contact your Application Support Liaison

� BRONX – ISC 2
� Artie Khan – (718) 741-3051

� AKhan@schools.nyc.gov
� Ruth Luis – (718) 741-5668

� RLuis@schools.nyc.gov
� Germaine Behagen – (718) 741-3085

� GBehage@schools.nyc.gov
� Randall Nerissa – (718) 741-7065

� NRandall@schools.nyc.gov
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DCP Client Services �

To Get a FAMIS User ID & Password:
Contact your Application Support Liaison

� QUEENS – ISC 3
� Raul Chiodo – (718) 391-6860

� RChiodo@schools.nyc.gov
� Adriana Sanchez – (718) 391-6862

� ASanche@schools.nyc.gov
� Teresa Wagner – (718) 391-8170

� TWagner@schools.nyc.gov

� Elton Stafford– (718) 391-6857
� EStafford@schools.nyc.gov

� Abdel Ghrabi – (718) 391-6887
� AGhrabi@schools.nyc.gov
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DCP Client Services �

To Get a FAMIS User ID & Password:
Contact your Application Support Liaison

� BROOKLYN – ISC 4

� Daisy Lind – (718) 935-5882
� DLind@schools.nyc.gov

� Yolanda Danforth – (718) 935-5877
� YDanforth@schools.nyc.gov

� Jorge Ruiz – (718) 935-5880
� JRuiz@schools.nyc.gov

� Theodore Gordon – (718) 935-5922
� TGordon@schools.nyc.gov
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DCP Client Services �

To Get a FAMIS User ID & Password:
Contact your Application Support Liaison

� STATEN ISLAND – ISC 5

� Gwendolyn Anthony – (718) 556-8368
� GAnthon3@schools.nyc.gov

� Annemarie Vardy – (718) 556-8369
� AVardy@schools.nyc.gov

� Ron Kostick – (718) 556-8390
� RKostic@schools.nyc.gov

� Gordon Gilbert – (718) 420-5638
� GGilbert@schools.nyc.gov
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DCP Client Services �

Need Your FAMIS Password Reset?
Was it Revoked?

� Call the NYCDOE IT Service Center at:
� (718) 935-5100

� Option 1
� A Support Specialist will ask you a couple of questions to verify 

your identity, then reset it while they are still on the phone with you.
� Afterwards, sign back into FAMIS using your User ID as the User 

ID AND as your Password.  You’ll be prompted to reset it at that 
time. Remember that your new password is case sensitive, must 
be between 5 and 8 characters long, must include at least 1 
uppercase letter and at least 1 number, e.g., Happy2 or Fun4me
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DCP Client Services �

FAMIS URL:

� https://dfoforms.nycenet.edu/FamisPortal/login.aspx

- or –

� http://schools.nyc.gov

• Offices and Programs (left side)
• C – Contracts & Purchasing - Division of (DCP)
• FAMIS Portal Login (top right hand corner)
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DCP Client Services 	
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DCP Client Services 	�
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DCP Client Services ��



28

DCP Client Services ��



29

DCP Client Services ��
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DCP Client Services ��



49

DCP Client Services ��



50

DCP Client Services �




51

DCP Client Services �	



52

DCP Client Services ��



53

DCP Client Services ��



54

DCP Client Services ��



55

DCP Client Services ��



56

DCP Client Services ��
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DCP Client Services �


PO Creation

� Contracted 
e-Catalog 
PO
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DCP Client Services �	
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DCP Client Services ��
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DCP Client Services �


PO Creation

� Contracted 
Non-
e-Catalog 
PO        
(Non-List)
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92

DCP Client Services ��



93

DCP Client Services ��



94

DCP Client Services ��



95

DCP Client Services ��



96

DCP Client Services ��



97

DCP Client Services ��



98

DCP Client Services ��



99

DCP Client Services ��



100

DCP Client Services 	





101

DCP Client Services 	
	



102

DCP Client Services 	
�



103

DCP Client Services 	
�



104

DCP Client Services 	
�



105

DCP Client Services 	
�

PO Creation

� Non-Contracted 
PO                 
(Sole Vendor)
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DCP Client Services 		�

Pre-Encumbrance

� Non-Contracted POs 
over $10,000

� Certain Vendors with 
City Contract starting 
with “DTC”
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DCP Client Services 	��

Vendor Inquiry
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DCP Client Services 	��

Purchasing 
Guidelines and 

Thresholds
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DCP Client Services 	��

Purchasing Guidelines & Thresholds
~ Professional Services ~

N/A
School or ISC must document sole source or exception,

then enter PO.  No further approval necessary.
Sole Source/ 
Exceptions

$250 -
$25,000

N/A
School must solicit and document three (3) telephone quotes,

then enter 3 Bid PO.  No further approval necessary.
Telephone 

Quotes/3 Bid PO$250 - $5,000

N/ASchool enters No Bid purchase order in FAMIS.  No further approval 
necessary.No Bid PO$0 - $250

5-12 monthsISC must request for DCP to assist in the preparation and processing of 
an RFP

a) Request for 
Proposals (RFP)

2 months
The request must come to DCP.  DCP will either a) conduct an ISR, or b) 

process an exception, depending on the request

a) Informal 
Solicitation 

Request (ISR)$25,000 -
$100,000

TimelineProcessProcurement 
ActionThresholds

2-3 months (from approval 
by Committee)ISC must submit an Exception to the Committee on Contractsb) Exception

>$100,000

1-2 weeksb) Exception 
(Sole Source)

N/A
School or ISC must solicit and document three (3) written quotes,

then enter 3 Bid PO.  No further approval necessary.
Written Quotes/

3 Bid PO
$5,000 -
$25,000

PROFESSIONAL SERVICES – Non-Contracted Services

Up to 5 daysSchool enters PO in FAMIS.  Review and approval by ISC>$25,000

N/ASchool enters PO in FAMIS.  No further approval necessaryPurchase Order 
in FAMIS

$0 - $25,000

TimelineProcessProcurement 
ActionThresholds

PROFESSIONAL SERVICES – Contracted Services
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DCP Client Services 	��

Purchasing Guidelines & Thresholds
~ Commodities ~

None (but can vary based 
on provider response time)

School allocates money to 0998 object code in Galaxy, then requests 
service in FAMIS e-Catalog.  Service Provider approves services 

request via FAMIS.  No further approval is necessary.

Purchase Order in 
FAMIS

TimelineProcessProcurement 
Action

PROFESSIONAL SERVICES – Internal DOE Professional Service Providers

Thresholds

$ No Limit

COMMODITIES – Contracted Items, Non-List, and Listing Applications

TimelineProcessProcurement 
ActionThresholds

N/ASchool enters PO in FAMIS.  No further approval necessary
Purchase Order in 

FAMIS

$0 -
$100,000

Up to 5 daysSchool enters PO in FAMIS.  Review and approval by ISC>$100,000
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DCP Client Services 	��

Purchasing Guidelines & Thresholds
~ Commodities ~

The request must come to DCP, who will conduct a public solicitation 
for the goods

Open Market 
Agreement (OMA)$15,000 -

$100,000

School gets written quotes from three (3) vendors, then enters PO in 
FAMIS.  No further approval necessary.Written Quotes$5,000 -

$15,000

N/A

School gets telephone quotes from three (3) vendors, then enter PO in 
FAMIS.  No further approval necessary.Telephone Quotes

$250 -
$5,000

4-10 months (depending 
on complexity)

School or ISC must request DCP to assist in the preparation and 
processing of an RFB

Request for Bid 
(RFB)

> $100,000

N/A

Sole Source approval by schoolSole Source

2-5 months
Request must come to DCP for approval if determined to comply with 

SOPMSole Source

Sole Source approval by schoolSole Source

ISC, on behalf of the school, must submit an Exception to the 
Committee on Contracts if determined to comply with SOPM

ISC / DCP ResponseProcessProcurement 
ActionThresholds

3-4 months (from approval 
by Committee)Sole Source

N/A
If not an active vendor with the DOE, vendor must register with the 
DOE and receive a vendor number.  School enters No Bid PO in 

FAMIS.  No further approval necessary.

Purchase Order in 
FAMIS$0 - $250

COMMODITIES – Non-Contracted Items
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DCP Client Services 	��

Purchasing Guidelines & Thresholds
~ Procurement Cards / SIPPs~

N/A
School may encumber up to this amount

at any given time on P-Card.
Encumbrance$0 - $15,000

N/A
Following bidding procedures as outlined in SOPM, School 

completes transaction with P-Card.
No further approval necessary

Single 
Transaction with 

P-Card
$0 - $5,000

A SIPP (Small Item Payment Process) and formerly referred to as an IMPREST, is an electronic payment mechanism processed 
through the FAMIS Portal.  SIPPs were originally established to facilitate “over-the-counter” purchase, (e.g., postage), providing for a 
direct payment to the vendor or reimbursement to the purchaser. With the introduction of P-Cards, SIPPs should no longer be used 
for purchases.  Instead, SIPPs should be reserved for reimbursement to the NYC Department of Education employees for business 

related expenses.

SIPPs

P-Cards work essentially like credit cards and may be used to order products from vendors in situations where issuing a Purchase 
Order is not efficient for reasons such as delivery time or contractual ambiguities.  If the payment is for a valid purchase, the banking 
institution issuing the card will approve the purchase and pay the vendor, less a fee, within a few days.  The banking institution then 

sends a monthly billing statement, along with card activity reports, to DFO for payment.

TimelineProcessProcurement 
ActionThresholds

PROCUREMENT CARDS
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DCP Client Services 	��

Purchasing Press
� The Purchasing Press offers tips and techniques 

for FAMIS, as well as useful news and 
information throughout the school year.

� If you currently don’t receive a regular e-mail 
with the Purchasing Press, go to:
https://dfoforms.nycenet.edu/MailList
and add your name and e-mail address to the 
Mailing List.  You’ll be sent a copy of each new 
Purchasing Press as it comes out.
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DCP Client Services 	��

DCP Client Services

� (718) 935-4444

� PurchasingPortal@schools.nyc.gov


