
COMTS Computer Ordering Instructions 
Contact Lindsey Hullfish with any questions: lindsey.hullfish@med.uvm.edu 

 
1) Within PeopleSoft Financials select UVM Business Mgr Work Center > Create 

Requisition  

               

 

2) Select Depot Catalog on the Create Requisition page  

            

 

3) Select Larner College of Medicine under Category Path 

           

mailto:lindsey.hullfish@med.uvm.edu


 

4) Select the hardware you would like to order, enter the quantity and click “Add”  

         

   
 
 
 

5) You will see the computer has been added to your chart at the top of the page. Click 
“Checkout” 

              

             

 

 



6) Type into the requisition name area: “COMTS – The name of the person you are 
ordering the hardware for – Department” 

               

 

 

7) Make sure to review and/or update the chart string to the correct chart sting to charge 
the order to 
 

8) If purchasing a custom quote, attach the quote provided by the Computer Depot to the 
requisition 
 

9) Once you have reviewed the requisition for accuracy, click “Save & submit” then “Check 
Budget” 
 

Once the Depot approves the order, you will receive a requisition confirmation email. 

 


