
VPP Account 
1. Contact Misty Forsman <forsman@4j.lane.edu> to 

obtain your schoolʼs VPP account and password.
2. The VPP account will be in the format 

pf_schoolname@4j.lane.edu .

3. Visit https://volume.itunes.apple.com/us/store and 
change your password.

4. It is important to note that this is a VPP controller 

account and should not be used for syncing, logging 
into iTunes, or redemption of VPP codes.

5. iTunes accounts linked to this VPP account will have 

a + sign after the school name; this redirects all 
notification emails to you.

Purchasing Vouchers 
1. Create a purchase order that is separate from other 

Apple equipment.
2. Use the following part numbers:

Item Part # Cost

Volume Voucher 
$100

MC758LL/A $100

Volume Voucher 
$500

MC759LL/A $500

Volume Voucher 
$1000

MC760LL/A $1,000

Volume Voucher 
$5000

MC761LL/A $5,000

3. Apple will ship you a scratch-off card that contains a 

redemption code for your voucher.
4. Log into https://volume.itunes.apple.com/us/store 

and click on Redeem Voucher. Enter the code from 

your scratch-off card.

5. Your account should now reflect the amount of your 
volume voucher purchase.

Buying Apps 
1. From the VPP home page, search for an app like 

Pages. You can only buy one app at a time, but you 
can buy it in quantities.

2. Verify that you have the iPad or iPhone version.
3. Click on the app name.
4. Enter the Quantity then click Continue. On 

quantities of 20 or more, many apps will have a 50% 
discount. For example, Pages is normally $9.99 but 

when ordering 20 or more the price is $4.99.

5. Click Buy when you are ready.

Retrieving App Redemption Codes 
1. From the VPP home page, click on your VPP 

account email address. This will bring you to a 

Purchase History page.
2. If the order is not yet complete, it will have a status 

of Processing. If the order is complete, you will 

have an option to Download Spreadsheet.

3. The downloaded spreadsheet can be opened in 

Excel, Numbers, or OpenOffice. It will contain a list 
of redemption codes to be used in the iTunes store. 
It is a good idea to make a new column to indicate 

who was assigned individual redemption codes; 
each code can only be used once.

4. Redemption codes should be used on 4J iTunes 
accounts so that we can retain ownership. Staff 
members should be reminded to sign out of their 

personal iTunes account before redeeming a code.

Volume Purchase Program

James Grubic <grubic_j@4j.lane.edu>! Updated Tuesday, February 19, 2013! Volume Purchase Program
! Revision 1! Page 1 of 1

mailto:forsman@4j.lane.edu
mailto:forsman@4j.lane.edu
mailto:pf_schoolname@4j.lane.edu
mailto:pf_schoolname@4j.lane.edu
https://volume.itunes.apple.com/us/store
https://volume.itunes.apple.com/us/store
https://volume.itunes.apple.com/us/store
https://volume.itunes.apple.com/us/store
mailto:grubic_j@4j.lane.edu
mailto:grubic_j@4j.lane.edu

