
Select the type of item from the drop down.

Within the Technology Item Request and Business Justification section



Select the item you want to purchase. 

Within the Technology Item Request and Business Justification section



Within the Technology Item Request and Business Justification section

Enter a business need and special instructions. 



Within the Requestor Information section

Select who this request is for and click the arrow to select a building.



Within the Requestor Information section

Select a building



Within the Requestor Information section

Enter a room and phone number. Make sure to use dashes in 
your phone number.



Within the Billing and Approval information section

Select your Org and your other Chartfield information.



Click submit.


