
 

 

 

 

1. Locate the order form on the CNRCS website under the resources tab
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2. Select the PI for your lab. 
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3. Select your cost center. 

4. Select your name as the requestor
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5. Select P-Card Transaction
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6.Enter all of the required information and a detailed
purpose and benefit

7. A link to your product is recommended to esnure the
correct item is purchased 

Add any additional comments you feel are relevant to your purchase. Additional 
links can be added here.  



 

8. Add the current date 

9. Upload a screenshot of 
your cart or invoice

Submit and Denice will place your order. If Denice is
out of the office, Lola will place your order. 
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