PROCUREMENT REQUESTS THROUGH
SERVICENOW




SERVICENOW PROCUREMENT REQUESTS

Engage Procurement through ServiceNow
by selecting the proper intake method for your specific activity.

ServiceNow Procurement Requests
4 | PROCUREMENT
Access ServiceNow through your Okta Single
Sign On dashboard or click the link above.

Standard IT Catalog items

Non-Catalog Equipment & Supplies - Request Non-Catalog Equipment & Supplies

Enterprise Business & Operational Services
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https://rndcusa.service-now.com/sp?id=sc_home&sys_id=e0d08b13c3330100c8b837659bba8fb4&category_id=f23551ffdbe9e010a9eaaf2913961924

ORDER PRODUCTS

Use this form to request standard catalog IT equipment, software and accessories.
Note: These are items reviewed and approved by IT for use in our environment

L Select the items from the appropriate catalog and
add to the cart.

O Click “Checkout” when you completed your cart

Q Verify the cart information including address and
Ship To Contact

Q Click “Checkout”

O The REQ ticket must be approved by our
supervisor

Click “My Items” at the top of the screen to view the
status of your order
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REQUEST NON-CATALOG ITEMS & SUPPLIES RNDC

Use this form to request NON-standard IT equipment, software and accessories.
Note: These are items reviewed and approved by IT for use in our environment

SERVICE REQUEST

0 Update the contact details if needed.
0 Request Type: What type of item is needed. Contact Detdils Chonoe
Name: James Pelham
O What service: Leave as IT Procurement e oesncon
mail: Jamess.PelhamB8RNDC-USACOM
locafion:  ATL
. . . Callbock: 404-205-7225
L Completion Date: Date needed, consider lead times.
squest Type @
O Short Description: Brief sentence about the need.
What Service do you have a reguest for? [start Service Mot found
typing fo filter list.)
U Describe request: Provide the detail about the need, P
items, quantity, and location. Requestes Completion Date ©
=
Click “Request” and it will submit to the IT Procurement *Short descrifion (quick summary)
Que.
*Pleass describe your request below, and what you have done alrecdy to fulfil it
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INDIRECT PROCUREMENT:

BUSINESS & OPERATIONAL SERVICES

Indirect Services Procurement categories include: HR Services, Marketing Services, Accounting Services,
IT Services, Enterprise Software (not individual licenses), Operations and Facilities Services, etc....

BUSINESS & OPERATIONAL SERVICES d Contact Details: Update information for the user

requesting the service
Use this form to request the sourcing of products or senvices required for enterprise-level needs,
i{cu-:in-g :-*c-je::’rs?This does not include end-user hardware nrqsoﬂware. Tickets will be sent to the D Depa rtment: SG'ECt the depa rtment for the area Of
Indirect Procurement Team,
spend

Contact Details change

Nome: JoresFenen [ Is this part of the Project (Y/N): If Yes you will need

Email: Jomes Peinam@RNDC-USA.COM to select the project from the dropdown

Location: ATL
Callback: 404-205-7225

 Short Description: Provide a short description for
the need.

Flease idenfify the depaoriment the request is for: @

Li] T Procure & Vendor

s this o board Funded Project [PRJ#)E

NOTE: This Request Form is NOT used for IT
* Provide a short description of your request Equipment’ SOftwa re or Supplies



INDIRECT PROCUREMENT:

BUSINESS & OPERATIONAL SERVICES

O Request Detail: Description should be detailed BUSINESS & OPERATIONAL SERVICES

and include the internal business owners

Request
O Expected Budget/Approved Budget . ¢
D Priority LEVEI Anficipated Budget/Spend (Format: $0.00)
(J Date Needed Pricrity
d Attachments should be added if you have them Request by Date
=
Q Admin fields: Administrative Fields
. ndiract Category @
O Indirect category lN >
3 Projected End Date e e
O Internal Information ' =

nternal Information

NOTE: This Request Form is NOT used for IT
Equipment, Software or Supplies.
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RNDC

REPUBLIC NATIONAL DISTRIBUTING COMPANY

THANK YOU
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