
Department Agreements (Software)

Purchasing - Requester



Link to Form
It will open the current form until the updated one is moved to production.

https://onbase.louisville.edu/onbase/UnityForm.aspx?d1=ARZM%2fO86dzisfY3mL7wqJoO
vK9jkyh6JTwiJKdCKN%2fDbHGowW6AnxsniYUq%2f%2bVt2KHi5mddFbGTXXKVmAvKSz64q
D7OC4QHyj50DShHgMoG6aLL64O7uNj4FyhVW1tr6ofe22s202r3J6jTvJ%2foe%2bCI%3d

https://onbase.louisville.edu/onbase/UnityForm.aspx?d1=ARZM%2fO86dzisfY3mL7wqJoOvK9jkyh6JTwiJKdCKN%2fDbHGowW6AnxsniYUq%2f%2bVt2KHi5mddFbGTXXKVmAvKSz64qD7OC4QHyj50DShHgMoG6aLL64O7uNj4FyhVW1tr6ofe22s202r3J6jTvJ%2foe%2bCI%3d


Login To Access Form
It will open the current form until the updated one is moved to production.



Request Information
Information will automatically populate

Request # Dean/VP 
Code

Date Current 
Status



General Information
Information will automatically populate

Automatically 
Populated

No
Your Request

Software Request 
“Yes” Attach Contract

If Yes. 
Enter College / School Info

Add Software 
Name

Brief Description



Funding Over 40,000
If software and contract in place. Will follow the software review before going to Purchasing.

Goes To 
Purchasing

Continues With 
Software Review



Funding Under 4,500
Anything under 4,500 can be purchased on a ProCard

Continues With 
Software Review

NOTE: Any Federal Funded Positions 
will be reviewed inside of the 
ProCard process.



One Funding Source
Enter requested funding information

Enter Funding

Amount

Additional 
FEDERAL 

Questions

Speedtype = FEDERAL

Note: No additional questions if not federal funded.



Multiple Funding Sources
Enter requested funding information

Enter Funding

Amount

Add Additional 
Funding Lines

Additional 
FEDERAL 

Questions

Note: No additional questions if not federal funded.



Software Purchase Questions

Link to University Software Purchases



Vendor Information
Information About the Vendor and Software / License Term



Request Copy
A copy of the status will be sent to this person or service account



Software Review Started

Dashboard - Monitor Review Progress

Purchasing Request Number and Requester Information

Requester Confirmation Email With Dashboard Link



Dashboard (Review Status)
All software requests will show on this dashboard until complete (link to dashboard below)

https://onbase.louisville.edu/ReportingViewer/viewer.aspx?enc=AYQ8oPm3AUUZmjnqMc9uC4YfgaltzrRQbYAkHEaRK2%2fi8GXtzgLcMddWLRqDEu
ElZ9l3QSvywpgVhIuX0HhazrIHRBghGNMXNAJPRgh5f57oSIyWycIQZUR%2b5fNtcbGFQgm8RWP3P8DTuVqnN2XeLt0tCzGJZ6FOpqcIz4Sk%2fDFpcJmO
x55TAxTgVM%2b%2fZoFcJePQUeY9mdQOelewilRpRlSPF%2flHJGZGp3F1i8CSAGn1

https://onbase.louisville.edu/ReportingViewer/viewer.aspx?enc=AYQ8oPm3AUUZmjnqMc9uC4YfgaltzrRQbYAkHEaRK2%2fi8GXtzgLcMddWLRqDEuElZ9l3QSvywpgVhIuX0HhazrIHRBghGNMXNAJPRgh5f57oSIyWycIQZUR%2b5fNtcbGFQgm8RWP3P8DTuVqnN2XeLt0tCzGJZ6FOpqcIz4Sk%2fDFpcJmOx55TAxTgVM%2b%2fZoFcJePQUeY9mdQOelewilRpRlSPF%2flHJGZGp3F1i8CSAGn1
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