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Submit Sign Request 
1) Search for the Sign request type with a keyword or Select from the Request icons.  

 

 

2) Populate the fields throughout the form.  

 

a) The contact information 
will default to your 

profile. If the contact 

person for the request 
needs to be someone 

different than yourself, 
populate that person’s 

information instead.  
 

 

 

 

b) Enter the two-digit 
department number 

that you want the 
funding tied to this 

request. 

 

 

c) Follow the link if you are unsure what your department code should be. 

c) 
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d) Select the Property 
where the sign is 

being requested for. 
Click the dropdown 

and begin to type 

the building name or 
number.  

 

 

e) Enter additional 
location details. 

Simply type “N/A” if 
not applicable.  

 

 
 

f) When complete, Click the Next button. 
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3) The requestor may choose up to 5 different types of signs, up to the quantity of 10 for each type. For 
large orders or when helpful, printed lists of names or supporting files may be uploaded in the first 

section of Work Details. All fields on this page are required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a) If the requester needs 
to enter another sign 

type, they will select 
“Yes” on this 

question. An identical 

sign select section will 
appear.  

 
 

 

 
4) Click Next to continue. 
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5) On this page there will be an estimated total for each of the 5 types of signs. This is only a per type 
estimate that may sometimes require a call for a more accurate estimate  

 

 

a) If an estimate for the 
sign is not possible, 

“$Call” will show in 

the estimated total.  
Additional fees will 

incur and a more 
complete estimate will 

be provided after the 
request is submitted. 

 

6) Select whether you would 

like to pick up your order 

in person or have it mailed 
via interoffice mail. 

 

7) Select the departmental 

account for funding.  

 

8) Complete the 
Department/Division name 

and billing address 

information.  
 

 

 

 

 

 

 

 

 

 

9) Click Next to continue. 
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10) Select the Review button to review all details of the request. 

 

11) After fully reviewing all details on the final page, Click 
Submit to submit the request. 

 

12) The process is complete. 


