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Commissioning  of Training 
Courses and Seminars at DESY 
> General Information

> Service Description

For commissioning seminars and training courses at DESY, the process illustrated below 
shall be the basis for all future ordering processes. 

In order to ensure a smooth and rewarding process, we would like to ask you to contact the 
responsible persons in the purchasing department as early as possible; the contact details 
can be found at the end of this guide. DESY already has a wide range of internal training 
procedures for the development of its employees, which is constantly expanded and 
optimized. To record your needs and for technical and content-related questions about 
existing and planned training courses, please contact the specialist departments for 
Fortbildung/Education (EDU-F) or HR Development (PE) before creating a shopping cart. For 
external training measures for individuals, please use the business trip application. 

The commissioning of service providers to carry out training courses and seminars is almost 
identical to conventional award procedures. The basis for this is the service description, 
which should describe the service as comprehensively as possible. Please bear in mind that 
this description is subject to the principle of product and manufacturer neutrality and therefore 
copying product descriptions from service providers operating on the market is not permitted.  

To order training courses and seminars, please use the form ,,Ausbildung, Weiterbildung - 
Training, further training” in e.biss. 
Search for "Training" or "Seminar". Then select the following as illustrated below: 
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After selecting the form, the following overview will open. For explanations please move the 
cursor over the bullet symbols. 

Many of the fields to be filled in are queried by default with every order and will not be 
explained further in the following. For the basics of the ordering process via e.biss please use 
the e.biss Manual. 

The fields marked with "*" are mandatory fields. 
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> After Sending the Shopping Cart

After creating and sending the shopping basket, the process is the same as for conventional 
procurement transactions. Please note that V4 may only become active after the responsible 
authorities have released the shopping cart. However, there is one last thing to do after the 
order has been placed: Your support is needed for questions regarding the provision of 
services and for checking and approving invoices. V4 will assist you with all questions 
throughout the whole process. 

If you have any special questions regarding content or procurement law, we recommend that 
you contact the responsible service provider before creating the shopping cart:  

Hamburg 

V420 warenwirtschaft.v420p@desy.de V4/Z 

Zeuthen 

warenwirtschaft.v4z@desy.de 

Mr Christiansen 
Ms Faour  

Tel.:3304 
Tel.:1746 
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