Berkeley Instructions: Download the form. Open form in Adobe so the

UNIVERSITY OF CALIFORNIA fillable fields are available. Please use one form per end user.
. . If placing a bulk order (5 or more end users on a single order
IT Cllent SeerceS form) complete the form and provide the end user information in
. a spreadsheet. After opening the ticket, reply to the ticket email
E qu1pment Order and attach the completed order form (one form per ticket). To
& Approval Form open a ticket go to:_https://berkeley.service-

now.com/ess/create incident

Your Information Person submitting the form

First & Last Name Email Phone [] OK to Text

[ Placing a bulk order (copy and fill out the end user information in a spreadsheet)

End User Information Use one form per end user [_] Same as the person submitting the form
First & Last Name Email Cell Phone [] OK to Text
Shipping Information*  [_] Ship [ Pick-up from 1608 4th St, Suite 101 (By appointment: business days 9am - 3pm)

Shipping Address (Campus addresses: include building suite, room, cubicle, etc) City State Zip

*If shipping to an off-campus address please ensure it matches the valid Flexible Work Agreement (FWA) on file with the department.

Department that will own the equipment Department location (building and room/suite), if different than shipping address

Chartstring For Order The same chartstring will be used for shipping unless Pick-up from 1608 4" St is marked above.

(Account) Fund (5 digits) Dept (5 digits) Program (2 digits) If required: |Chartfield 1 (5 characters) |Chartfield 2 (5 characters)

XXXXX

Approver Information This person is added to the ticket and has authority to approve the charges to the chartstring.
Note: If the order is over $5,000 the department's BearBuy approver will subsequently need to approve the order in BearBuy.

First & Last Name Title Email
Equipment to Order Click here to see the equipment Catalog
Qty Item Please note: If new equipment will be used with currently owned equipment

we recommend you check if new cables or adapters will be required



https://docs.google.com/spreadsheets/d/1v5QbLVG9JLIucNeIhey1uZ3Kht5NCrzRJ1Yj4_un_bQ/edit#gid=1824481907
https://docs.google.com/document/d/1AdZrB2o2Y5kCu1bnKuc4m1qx_T9U6mik1CCWedQOEpQ/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1v5QbLVG9JLIucNeIhey1uZ3Kht5NCrzRJ1Yj4_un_bQ/edit#gid=1824481907
https://docs.google.com/spreadsheets/d/1v5QbLVG9JLIucNeIhey1uZ3Kht5NCrzRJ1Yj4_un_bQ/edit#gid=1824481907
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