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



General Information
Additional Information Needed if Amount is Between $50,000 and $99,999

Amount is between $50,000 and $99,999. 
Addition Quotes Needed



One Funding Source
Enter requested funding information

Enter Funding

Amount Percentage

Additional 
FEDERAL 

Questions

Speedtype = FEDERAL

Note: No additional questions if not federal funded.



Multiple Funding Sources
Enter requested funding information

Enter Funding

Amount Percentage

Add Additional 
Funding Lines

Additional 
FEDERAL 

Questions

Note: No additional questions if not federal funded.



Funding Over 40,000
Anything over $40,000 and NOT Sole Source needs to bid.

Goes to 
Purchasing

Continues 
With 

Normal 
Review



Software General Questions
Link to department owned software already purchased

Link to University Software Purchases

General 
Questions



Software List
Current and Historical Items Purchased



Contract Questions
We are asking you to at least skim the contract for potential issues.



Technology Questions
Some questions are about how information will be stored.



Security and Sensitive Data
This section may or may NOT be available. Depending on previous answered questions.



ISCO Vendor Review Definitions
Made available when you select this button.



Credit Card Processing
If credit card payments are accepted. Additional questions.



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



Department Agreements (Software)

More Information Needed



More Information Needed
Email Sent To Requester

Requested Information 
Put In Requester Email



Customer Actions
More Information – Customer Area

Customer Workflow Actions



Customer

Sends Form 
Back To 

Reviewer(s)

Workflow Actions

Gives Customer Option 
To Enter Comments



Samples of Requested Data Needed

More Information Needed



Information Needed –  BAA Needed

HIPAA

Upload 
Area 

Visible



Receiving - BAA Needed Customer Email

HIPAA



More Information Needed –  BAA Needed

HIPAA

Upload 
Area 

Visible



Performing - BAA Needed Email

HIPAA



Sample of Not Approved Email

Not Approved



Legal
Review Not Approved – Requester Email (Ends Review)

Not 
Approved 

Reason
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