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Ordering Services for Wiring and Construction 
Jack Installations/Wiring/Cabling 

 
 

1. Open an IE browser 
2. Enter URL:  orderit.stanford.edu, press return 
3. The welcome page will open: 
 

 
 
4. The main menu is in the top right corner of this window. 
5. To order services, click on Order Services menu 
6. The Services window will open 
 

 
 
7. Before placing an order, be sure your PTA account is in the list of 

accounts under the Acct Maintenance menu under your ORG GQZE.  If 
not, click the add account link and add it. 

8. At the Services window, click on the Search by Subscriber lin 
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9. The Service Search by Subscriber window will open.  In the ID field, enter 

your 4-digit ORG GQZE 
 

 
 
 
10. Scroll down to the bottom of the Service Search by Subscriber window 

and click the Search button. 
11. Your search result will appear displaying all the services assigned to Dept 

Subscriber GQZE. 
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12. Click on one of the services.  This will grab the Subscriber name. 
13. Click the work Order link ‘Add Service to Subscriber’ 
 

 
 
14. The ‘Add Service to Subscriber’ (new request) order form will open. 
15. Select Wiring/Constr Project from the Service Type drop-down list. 
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16. Leave the New location information blank.  If something appears in any of 
the fields, click on the clear link. 

17. For Service Selections, click in the checkbox to select Install New Jacks, if 
this is what you are requesting.  If not, leave blank and enter in detail, 
your scope of work required in the ‘Any Additional information’ box at the 
bottom of the order. 

18. Enter in the appropriate information in the Additional Service Information 
fields. 

19. Scroll down to see more of the form. 
 
 

 
 
 
20. Enter in the Complete by date if you have one, otherwise leave blank. 
21. Leave the Project field blank. 
22. Your name will be auto-checked as the Contact, do not uncheck 
23. Scroll down to see more of the form and fields that need to be completed. 
 

 



 Page 5 of 7 

 
24. Select the MRC and OCC billing PTA/cost center account from the drop-

down lists.  Remember, if your PTA/cost center does not appear in the 
drop down list, you must submit a HelpSU request at 
http://helpsu.stanford.edu, to request authority to place orders and bill to 
the PTA/cost center. 

 

 
 
25. In the Any additional information box, enter scope of work, location of 

work. 
 

 
 
26. Enter in Addtl Contacts if one. 
27. Click the ‘Add to Cart’ button when finished filling out the order form. 
 

 
 
28. Click on the Cart tab (Order Services menu) 
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29.  At the Cart tab, your order will appear.  At this point you can review and 
modify your order by clicking on the order link. 

 
 
30.  If you are ready to submit your order to IT Services, click the checkbox 
to the left        of the order and click on ‘Proceed to Checkout’ button 
31. The checkout window will open.  For Wiring/Constr Projects there will be 

no estimation of charges provided. 
32. Click the ‘Place the Order’ button to submit your order to IT Services. 
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33. The ‘Place My Order’ window will open.  A Request # will be assigned and 

is your order number.    
 
       

 
 
 
 
     34.  To view your order, go to the Orders Tab.  Select Dept GQZE.  Your 
order will be displayed. 
 

 
 
 


