Stanford University IT Services
Directions to update cost centers and other information in ORDERIT system

These are the step by step directions to update the cost center and other information in the ORDERIT
system.

1. Ensure that you have access to the cost center/s that you will be requesting changes

If you do not have access, submit a request via helpshc.stanford.edu or the 24x7 UIT Help desk (650)
724-4357

2. Go to orderit.stanford.edu

3. Follow the directions on the screen shot to submit the request

.
Stanford | orderT

REQUESTS REFPORTS

ITEM3 IN CART.0
ORDER IT
—

Item: Change Telephone Service

Use this form to make changes to existing telephone semvice or voicemail
@ One Time Cost: $0.00 / $0.00 Monthly Cost Telephones - SHC

Telephones - SCH

~

B Telephones - SU
@ searcnpy

Client * Stanford Health Care ~

BHEna NG Filter 5106623457 Search

5106623487 ~

Enter 10-digittelephone number.

PhoneNumber * 5106623457

Note ; If the PhoneNumber fiefd does not get populated with a number, then you do not have authority to piace the order.

2

©@ Biling Information

Existing Billing Cost Center UH09886
Change Cost Center * OnNo
@ Yes pm—
Cost Center * Cost Center Validate

2

@ order Details

Existing Configuration Senvice Type

Phone Set

Phone Type

MAC Address
Wireless Serial Num
Display Mame

Voicemail

Nursing Unit
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Change Phone SetFax * ® Mo
O yes
Change Voicemail * ® Mo
O yes
Change Display Name * ® Mo
O yes

{limit 15 characters)

Special Instructions

Requested Due Date * 02/06/2020 =l Clear

IT Semnvices makes every effort to meet requested due dates.
]
& Semice Location

Building Name

Quad-Building 93-043R
Room
TS50 (jack) Number
Change Location * ® Mo
O Yes
]
© Subscriber
Existing Subscriber NAME
SUMet 1D
Department Affinity Oakland
Phone
Email
Change Subscriber * ® Mo
O ves
a
& Contactinformation
Existing Requester Name SUNetID Phone Email
Arsenault, Gabriel garsenal (630) 724-44: |garsenau@stanford.edu
Requester First Name Randall LastName Chong
SUNetID Ichong Department IT Senvices

Email * randall.chong@stanford.ed Phone * (650) 723-2813
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Existing Contact 1 Hame SUMetID Phone Email
Buan, Bernard 43017
Existing Contact 2 Name SUNetID Phone Email
Change Additional Contacts * O o
O ves

Courtesy Notification Email Address

A
& Finalize Order

* denctes a required field
One Time Cost: $0.00 / $0.00 Monthly Cost

Update Cost As Configured Add to Cart




