Detailed purchasing procedures for ordering radioactive material from PERKIN ELMER
Last revised May 10, 2010
The Canadian Nuclear Safety Commission has directed the University of Manitoba to ensure that every order of Radioactive Material is pre- approved by the Radiation Safety Officer. The Environmental Health and Safety Office (EHSO) is in the process of implementing a web ordering procedure with Perkin Elmer.  (All other orders of radioactive material must be placed using a Radioisotope Purchase Form, obtaining Radiation Safety approval from EHSO and submitting the form to Purchasing to be processed with a PO (Purchase Order).
PROCEDURE                Do NOT register with the Perkin Elmer website directly.  
To register with Perkin Elmer to allow web ordering, provide the following information to the Environmental Health and Safety Office (email to radsafe@umanitoba.ca)

a. Name:
b. Phone number:
c. Email address:
d. Permit Holder's name that you place orders for:
e. Shipping location (street number and street name) that you normally use 
for Perkin Elmer orders:
With this information EHSO will request to have your account with Perkin Elmer set up for web ordering.  This may take a day or so.  You will be notified by Perkin Elmer with your user name (full email address) and password.

To place an order: 
1. Get a UofM Systems Contract Number (use this when asked for a PO number).  Radioactive materials can NOT be ordered using Visa. The six digit systems contract number from the University of Manitoba, Purchasing Department web site at: 

http://umanitoba.ca/admin/financial_services/secure/systems_contract.php
2. Go to the Perkin Elmer website:  http://las.perkinelmer.ca/en-CA/My+Account/SimpleLogin.htm
a. Use your new Perkin Elmer id and password to login.  
b. Select “order by product number”.  

c. Enter product number and the quantity.  Select ‘add to cart’.
d. On the product description page you can schedule your shipping date.
i. Click the “Show” by shipping date requests and instructions
ii. Schedule the shipping of the product by typing in the requested shipping date.  HINT: if you click on the “calendar icon” the “fresh lot dates” for this product will be displayed.
e. Select “proceed”.

f. On the shipping information page:
i. In the “Attention/ Recipient” line, enter the name of the recipient and the building name and room number where the item is to be sent.
ii. Under “Special Shipping Instruction” YOU MUST indicate: 

1. The Internal Radioisotope Permit number associated with the whole order:  all eight characters in the format B-2-###, B-3-### or F-2-####

2. The six digit systems contract number from the University of Manitoba , Purchasing Department web site: 

http://umanitoba.ca/admin/financial_services/secure/systems_contract.php
3. The FAOP number (22 digits)

4. You may re-enter the Systems Contract Number in the PO number space.
5. Check the box indicating that you agree to the terms and conditions.
6. Select “proceed” 

g. Perkin Elmer will send an email to EHSO to provide RSO approval for 
the order.  You will be notified by email that your order has been received and is awaiting University Radiation Safety approval.
h. Once approved the University Radiation Safety Office, the order is placed and Perkin Elmer will email you a notification. 

In order to allow for University Radiation Safety Approval, be aware that orders placed on the Perkin Elmer web site will be normally be reviewed by EHSO within two University business days.  If you would like to request an expedited approval, call 789-3654 or 789-3359 or789-3613 or 474-6633. 

Perkin Elmer cut-offs (Manitoba time) 
P-32 nucleotides is 13:00hr or 1:00 PM. 
For some S-35, I-125 and other P-32 product the cut-off is 10:30 AM. The shipping-delivery schedule is as follows:
Shipping          Delivery
Monday             Wednesday

Tuesday            Thursday

Wednesday       Friday

Friday               Monday

All orders received (and Approved by University Radiation Safety) before the cut-off time on the indicated days, will be shipped the same day, if not, they will be postponed for the next available shipping day.  Please note there is no shipping on Thursday for any product throughout Canada.

