DEACON DEPOT

Toolbox: Completing an ISP Form

ISP is an acronym for Internal Service Provider. An Internal Service Provider (ISP) is a
department that provides goods/services that fulfill the business needs of other

departments. To order from an ISP:

Select the specific form for
the ISP from whom you
wish to purchase.

At this time, the ISP General
Use Form should not be
utilized.
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displays, be sure to carefully
review any policies or
information listed in the
general information section.
For example, if you are
using one of the vehicle
rental forms, be sure you
understand what your

Daily Rental Rates (per van):
4 hours or less: $35
More than 4 hours: $70

.

A valid driver’s license must be provided
for each driver at the time the van keys
are picked up.

Cancellations must be made no later than
24 hours prior to the pick-up time to avoid
non-cancellation fees. Failure to notify
may result in loss of future rental
privileges.

Student drivers must go through van
driver training. Contact Bruce Sanspree
for information about training.

Vans must be returned with full gas
tank. (Please note there are no
fueling facilities on campus.) Failure
to comply with this requirement will
result in fees.

« Enter a Invoice
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« Policies and Procedure
Each ISP form is unique to
that internal pI‘OVider, and Campus Life Vans Available Actions: [ Add and go to Cart ;Y (close| &
: : : General Information ? Order Information ?
will open in a new window. Campus Life Van Request ™% baly Rates e
) More than 4 hours
Request must be submitted at least 3 days in
advance. Number of vans needed: One
Two
Once your selected form
Group/Driver Information ?

Group Name:

What type of group? Student Group
University Department
Primary driver (van 1):

Name:

Cell phone number:

Primary driver (van 2):
Name:

Cell phone number:

Additional drivers needed? Please provide driver name and cell phone number below
First additional driver name:

Eirst additinnal driver cell nhane.

rough rental estimate cost
will be.

Provide all necessary
information on the form for

Each ISP form includes a disclaimer that must be acknowledged before

the form can be added to your cart. It reads:

“I certify that by placing this order, any goods, services, or tickets

purchased through Deacon Depot are for internal business use only and
are not for personal or non-business use.”

the provider to fulfill your
order. Required fields are in
bold.
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Once all information has
been provided, select the
appropriate action from the
Available Actions drop-down
menu located at the top
right-hand side of the form.
Click “Go” to execute the
action.

NOTE: ISP forms cannot be
mixed with any other items
in a cart. The form should be
added to a cart all by itself.
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Add to Cart
Add to Draft Cart or

Daily Rates Add To Favorites

Add to Cart and Return

Pending PR/PO

THouTS

Number of vans needed: ® one
Two

Group/Driver Information
Group Name: Finance Systems

What type of group? _/ Student Group

®J) University Department

Primary driver (van 1):
Name: Jennifer Rogers

Complete the cart as usual
and assign the cart or place
the order depending on
your role.

Once the order is placed, the
Purchase Requisition (PR) is
created and flows through
the normal approval
process.

NOTE: If your order is for a
vehicle rental, the price on
the initial PR will show as
$0.00. One of the first steps
of the approval process for
these orders is for the ISP to
review the order, add the
appropriate pricing, and
complete their approval step
sending the PR to the next
step in the workflow. If the
PR with the included
pricing exceeds the approval
authority of the person
placing the order, the
departmental approver will
then approve the PR with
the included pricing. Once
this step is complete, the
Purchase Order (PO) will be
created and sent to the ISP
to be fulfilled.

= View My Cart @ Shipping @ Billing € Account Codes @ Notes & Order Review

a0
Looks good! ) Order Summary
You can review your order details below and, when you are ready, use the Assign Cart or
Place Order button to complete your purchase.
Subtotal 0.00
Tax1 0.00
Order Review ? Tax2 0.00
Shipping 0.00
+ @ sShipping Handling 0.00
+ @Billing 0.00 USD
+ @ Account Codes =
e TN
- @lLines
What's next for my order?
ISP: University Union - Campus Life Vans
Campus Life Vans | | 0.00 USD

Unit Price
Quantity
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