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The Service Request Forms 
 

There are two types of service request forms: General & Professional Services and 
Maintenance, Repairs, Rental & Lease.  These forms can be used to create a standing 
order for a service or for a one time use for a service.    These forms are not used for 
goods or tangible items.   
 

The General & Professional Services is used for the following areas: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Maintenance, Repairs, Rental & Lease is used for the following areas: 
 
 
 
 
 
 
 
 
 
 
 

 

Once you have chosen the form that is needed: 
1. Read the instructions area on the form 
2. Enter the supplier in the Enter Supplier field 
3. Select the type of service from the drop down 
4. Type in a description – this is a required field 
5. (To create a standing order) Type the amount of PO in Quantity field* 
6. Type 1 in Estimated Cost/Fee field* 
7. Fill in the Commodity Code field.  Codes are located on the left side of the form 
8. In the Available Actions area the default Add and go to cart is already filled in 

9. Select ; the cart will open 
10. Then follow the steps on Finalizing The Cart (a separate cheat sheet) 

 
*Note: For a one time use fill the form out correctly.  The quantity goes into quantity 
and the cost goes into estimated cost. 
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