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recertified and refurbished), Peripherals, Software, A/V 
Equipment, Accessories and Service 
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General Information

• Member may obtain Mohave contract prices by requesting a log in to our 
catalog site.

• Include MESC Contract 20F-STER-1003 on the purchase order. 
• Orders may be placed online through the online Catalog or directly 

through our sales team at Sterling ( see the Sterling Ordering guide) 
• Purchases are made directly with Sterling Computers Corporation using 

the ordering methodologies outlined in this user guide.  Orders are not sent 
to Mohave for review.

• Sterling Computers Corporation submits contract activity monthly to 
Mohave.

• Mohave reviews selected member orders on Sterling Computers 
Corporation’s submitted Reconciliation Report.



Ordering Overview (Direct On-Line Order)

• Member logs on to Sterling Computers Corporation’s website using the 
username and password for the Mohave contract.  If using a purchase 
order:
• Member creates purchase order for products and/or services.
• Include MESC Contract # 20F-STER-1003 on the purchase order. 

• Member creates order or on-line quote for products.  
• Orders will be shipped to the specified location. 
• Member will address order concerns (missing items, damaged items, 

returns, substitutions, etc.) with Erin Dalcourt/ erin.dalcourt@sterling.com   
605-242-4049

• Member may use Pcards. 
• Mohave’s 1% admin fee is included in contract prices.
• Sterling Computers Corporation will remit admin fees to Mohave.

mailto:erin.dalcourt@sterling


Getting Started
LOG- I N USING YOUR CREDENTIALS SENT TO YOU BY

ecommerce.support@sterlingcomputers.com.

DON’T HAVE THESE O R CAN’T FIND THE EMAIL?

F I L L OUT THE FORM AT shop.sterlingcomputers.com/loginrequest
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Shopping BasicsS
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1.NAVIGATE THROUGH THE S ITE BY USING

THE PRODUCT TREE, O R SEARCHING F O R A SPECIFIC TERM.

2.ADD ITEMS T O YOUR CART AS YOU SHOP.

3.WHEN YOU ARE READY T O CHECKOUT, CLICK THE AR ROW NEXT T O

THE CART SUMMARY, AND REVIEW YOUR ORDER.

(YOU’LL BE ABLE TO REVIEW ONE LA S T TIME BEFORE THE ORDER IS PLACED)
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Purchase
1.ADD SHIPPING INFORMATION .

2.ENTER IN PAYMENT INFORMATION AND CLICK ‘PLACE ORDER’.  YOU

CAN PURCHASE BY CREDIT CARD OR PURCHASE ORDER.   CREDIT

CARDS W I L L BE RAN W ITHIN 24 HOURS.

3.WHEN COMPLETE, AN AUTO GENERATED EMAIL W I L L BE SENT TO CONFIRM

YOUR PURCHASE. YOU WI L L ALSO RECEIVE NOTIFICATIONS WHEN ITEMS SHIP AND

BE ABLE TO VIEW TRACKING INFORMATION.
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View Account History
4
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n THE ‘MY ACCOUNT FUNCTIONALITY’ LETS YOU:

1 . SAVE YOUR PAST PURCHASES, SO YOU CAN EASILY MAKE  REPEAT

PURCHASES.
2 . SEARCH AND REVIEW YOUR PAST OR D ER HISTORY.

a . ACTIVITY TAB: SEE THE STATUS OF CURRENT ORDERS  
AND SORT BY KEY ORDER INFORMATION.

b. ITEMS ORDERED TAB: REVIEW COMPLETED ORDERS AND
n VIEW TRENDS IN MOST POPULAR ITEMS PURCHASED BY  

YOUR ORGANIZATION.
C. REPORTS TAB: ANALYZE INFORMATION IN A GIVEN DATE

RANGE OR   BY ORDER TYPE.
ON A L L TABS, USERS CAN EXPORT THE RESULTS OF YOUR SEARCH

TO A TXT, CSV  OR PDF FILE, FOR ADDITIONAL VISIBILITY AND TO
SHARE WITH OTHERS .
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Blanket Purchase Orders (if applicable)

• Members may use blanket purchase orders under the contract.
• Each blanket purchase order should specify...

• The period it can be used
• The product or products to be purchased
• Any excluded products or services
• The maximum amount available to be spent
• The authorized user or users

• Members must monitor blanket purchase order expenditures to avoid 
exceeding the maximum purchase amount.



Questions

• For Mohave questions, contact Michael Nentwig, CPPB at mike@mec.org
or (928) 718-3203

• For Sterling Computers Corporation questions related to Quotes and 
Orders, please contact 
• Jodi Danke /Account Manger   Jodi.danke@sterling.com / 605-242-4023

• Contract Administration
• Lisa Svec/Program Manager lisa.svec@sterling.com /605-242-4021
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