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Step 1: Enter Provider information (Name, Building, 
Room, Ext, and Zip).  Leave the Speedtype to Credit 
field blank. 

Step 2: Enter the following information for each line 
item: Quantity, Unit Amount, Description, Speedtype 
and Account (optional).  

Step 3: Enter any comments.   

Step 5: Print the form.  Have the approver sign and 
date the bottom of the form.  When completed, send the 
form to the appropriate on-campus department. 

Step 4: Enter the Requester information [Department; 
Zip; Delivery Location (Building & Room Number); 
Requester’s Name, Extension and Zip; and who the goods 
or services are being order for]. 



  

 

 

 


