
PurchasingPoint® is an exclusive 
discount program operated by

SavingS  
ToolkiT
Your Guide to Increased Savings  
and Decreased Expenses

PurchasingPoint®

Saving Nonprofits Money for Mission



Why a SavingS guide?
Nonprofit staff are busy juggling multiple projects  
at any given time. While saving money is important,  
it is rarely one person’s sole job. Recognizing this, 
PurchasingPoint® fits the needs of the busy nonprofit  
and provides easy access to discounts that can—and 
do—produce significant savings for organizations of  
all sizes.

PurchasingPoint® provides an easy way to navigate  
the hub of vendors, discounts, and other information 
that makes saving money easy. This guide provides an 
overview of the program and shares best practices to 
help your organization cut costs—and start saving  
more money for mission instead.
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PurchasingPoint® overview
The PurchasingPoint® program gives nonprofits access to a level of pricing  
typically available only to Fortune 100 companies. With an average savings of 33%, 
participating organizations are able to redirect millions of dollars to mission related 
programs. PurchasingPoint® is an exclusive discount program operated by National 
Assembly Business Services, Inc. (NABS), a division of the National Human Services 
Assembly. Program discounts are negotiated by one of the largest GPOs in the country—
HealthTrust Purchasing Group.

These nonprofits saved millions of dollars collectively last year simply by buying their 
goods and services from the vendors available in the PurchasingPoint® program.

Example Participants

Q: What is group purchasing?
A: Group purchasing is the pooling of purchases in order to drive down prices. It’s no secret that 
when you buy more—you get better pricing. (For example, combining the collective buying power of the entire 
United Way network yields better pricing than any one United Way could get on its own.)

The PurchasingPoint® program is backed by $19 billion in annual collective buying power. This power comes 
from an extensive network of hospitals, nonprofits, and foundation grantees throughout the U.S. 

With savings on everything from office supplies to copiers to furniture, your organization can start saving  
on the goods and services it is already purchasing. This toolkit will walk you through the steps to start saving 
immediately. First, make sure your organization is enrolled in the program.

Q: Why should my organization join?
A: Profits for nonprofits. Think of the money your organization saves as profit—more money that can be 
reallocated anywhere you need to inject funds into your organization. Staff, programs, a building fund…the 
money you save is yours to keep and invest back in your mission.

®



Saving Money and Time
The range of products and services available through the PurchasingPoint® program is 
extensive. From office supplies to car rental, you will find well-negotiated contracts 
with 100+ vendors. Product categories include: 

•	 Building	materials	 
and services

•	 Car	rental

•	 Copiers

•	 Credit	card	processing

•	 Employee	screening

•	 Employee	training

•	 Ethics	reporting	 
and case management

•	 Express	delivery

•	 Facility	maintenance	 
and supplies

•	 Food	and	food	equipment

•	 IT	equipment	 
and services

•	 Janitorial	and	laundry

•	 Long	term	care	
equipment

•	 Medical	supplies

•	 Office	furniture

•	 Office	supplies

•	 Postage	equipment	 
and supplies

•	 Promotional	materials

•	 School	supplies

•	 Telecommunications

•	 Towels,	tissue,	and	wipes

•	 Uniforms

•	 Vending	services

•	 Warewashing

•	 Web	and	audio	
conferencing

To get started, register on your organization’s 
PurchasingPoint® portal (see page 3).

Once you’re registered, you’ll be able to: 

•	Access	program	pricing	with	vendors	you	 
are already using regardless of your current 
contract terms. 

•	 Save	time	by	jumping	onto	pre-negotiated	
contracts. 

•	Reduce	overhead	costs	and	re-direct	funding	 
to mission-related programs. 

•	Receive	the	co-branded	PurchasingPoint® 
quarterly newsletter, iNews. iNews keeps you 
informed on program updates such as new 
vendors, and gives you tips on how to save  
more money for mission.
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average SavingS by CaTegory

Food  20%

Office Supplies  25%

Express	Shipping		54%

Facilities	Maintenance	&	Janitorial		43%

Medical  10%

Average Savings Overall: 30–33%
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getting Started 
The PurchasingPoint® web portal provides quick access to the program and information 
about its specific vendors.

Step 1: Enrollment 
First time users should visit the portal and “register for access” with an 
email address and “invitation code.” (Invitation codes are provided by  
your national office or the National Assembly.) 

To “enroll” your organization, the first person to register will provide your 
organization’s name and address. After completing registration you will 
receive the program terms and conditions electronically via DocuSign®. 
Once you agree to the terms, a “GPOID” will be assigned to your facility.

Step 2: Accessing discounts
Determine what goods and services you are already using:

•	Office supplies: pens, paper, paper clips, note pads, toner 

•	Facilities maintenance: janitorial and cleaning supplies

•	 IT equipment and services: copiers, computers, software  
and telecommunications

•	Other: express shipping, car rental, bulk food, employee screening  
and training, etc.

Step 3: Go to the portal’s Product Categories and Vendors tabs
These tabs house the information about the various vendors available through the program. You can find 
vendors	that	offer	the	product	or	service	you	are	seeking	on	the	Product	Categories	tab,	or	view	vendors	from	 

A	to	Z	on	the	Vendors	tab.	The	portal	displays	the	
most popular vendors. You can also download a 
larger list of available vendors at the bottom of the 
Vendors	tab.	

What is a gPoid? It’s a code that identifies you 
to vendors as a member of this program. Once 
enrolled, your GPOID is displayed in the upper 
right corner of your portal home page and will 
pre-populate for quick sign-ups to vendors.



4

Step 4: Select a vendor by clicking on the logo or  
vendor name

Each	vendor	has	a	different	sign-up	process.	Follow	the	
instructions	on	the	Vendor	Profile	to	access	the	available	
discounts. Some vendors have a “quick sign-up” option.  
This makes signing up with a vendor even easier. By clicking 
the green button the contact information you entered at 
registration will be pre-populated and prompt a message  
to be sent to the vendor.                 

Step 5: Ordering 

Follow the instructions for engaging with each vendor. You 
will do business with vendors just as your organization has 
always done. Note: No purchasing or invoice remittance takes 
place in the portal.

Step 6: Always check the portal for available vendors before making a purchase

Bookmark the portal in your browser or add it to your “favorites” so that you don’t forget how to find your way 
back. Also, be sure to invite anyone in your office that does any purchasing to the portal. 

notes for Program  
administrators
Monitor the success of your group 
purchasing program via the “extranet”  
of your portal. 

As a program administrator you can 
monitor how many of your affiliates or 
members are enrolled in the program.  
The graph can help you determine if  
certain communications or other efforts 
were successful in prompting your  
affiliates or members to register. 

Program administrators can also monitor 
“Quick Sign-Ups” and determine the most 
popular vendors within your network. 

“Quick Sign-Up” buttons are available for most 
vendors. QSUs automatically pre-populate your 
information and makes accessing contracts faster.
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best Practices: Tips for all Members

All members… 

•	After signing up, tell others! Having more than one 
person know about the program ensures that anyone 
making purchases can access the same discounts  
you are.

•	Check the PurchasingPoint® portal before making any 
purchasing of products or services. We’ve made it easy for 
you	to	browse	vendors	and	product	categories.	Log	in	 
to the portal to see already negotiated contracts that  
are based on $19 billion in annual spending—chances 
are high that the pricing through the discount program  
will be significantly less.

•	This is a long term benefit. It feels great to save money  
on one big purchase. But when you start buying 
through PurchasingPoint® vendors and suppliers 
regularly, saving money will become a part of  
your routine!

•	Regularly review your invoices to document the savings 
and share with your leadership how much money the 
organization has saved.

•	Stay in touch. We are here to help you achieve the 
maximum benefit from this program.

National offices providing the program to affiliates  
and members…

If you are a national office providing this as a resource  
to your affiliates, there are several best practices that can 
help communicate this program.

•	Use PurchasingPoint® at the national level first. This way the national office can speak from experience 
to affiliates.

•	Organize a webinar by working with your NABS relationship manager. Hosting a webinar is a great way 
to introduce the program to your network. 

•	Build a team of champions at your HQ. Be sure to include member/affiliate services, purchasing and 
marketing staff.

•	Advertise the program in the places affiliates visit most. This may be a protected affiliate-only portal,  
a membership/affiliate packet or via internal network communications. 
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For more information about how your 
organization can start saving money  
or the web portal, contact us!

PurchasingPoint@nassembly.org

For portal help or questions about  
vendors, contact customer service. 

1-877-336-1784

1101 14th Street, NW, Suite 600, Washington, DC 20005
Phone 202.347.2080 x26  |  Fax 202.393.4517


