
Non-Standard PC Configuration Justification form 
 
Before using this form, take a look at the ITS customizable standard configurations. Use the non-standard PC 
configuration justification form when you need to purchase a PC that is not part of the ITS pre-configured systems. You 
can also view the ‘Forms’ instructions on the Training/How-Tos website for more details on forms in general. 
***NOTE**Apple Computers (MACs) are not affected and do not require the justification 
form. 
 

1. Click forms on the “Go to:” bar or click Non-Standard PC Configuration Justification Form listed under UNCG 
FORMS. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Read the information in the Instructions section before beginning. 
 

 

…or you can go directly to 
the form by clicking here 

Click here to 
access the forms 
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5. Enter the supplier name in the Enter Supplier textbox just as you would for a non-catalog order and select the 
appropriate supplier name from the list. 
 

 
 
 
6. Enter the quote number provided to you by the supplier in the eQuote or Quotation Number section. 
***NOTE***The bold type fields are required information for the form. 

 
 
 
 
7. Enter the Product Information for this order just as you would for a non-catalog order. (i.e. quantity of items, 
packaging and UOM, price for each unit, details about the product and the commodity code) 
 

 
 
 
 

Bold fields are required information. 
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8. Enter the justification information in the Justification and Contact Information section if 2,000 characters or less. If 
more than 2,000 characters, attach a document of the justification to the form (See Internal Attachments section) and 
enter ‘See attached’ in the justification field. 
 

 
 
 
9. Attach any internal documents (i.e. justification or other internal ITS documentation, New Supplier form, or any other 
documents that may be necessary internally) by clicking the add attachment…. link in the Internal Attachments section 
of this form. 

 
 
 
 

 (1) Click the Browse… button to find the file you want to attach. Once you’ve found the file, (2) select the file 
and then click Open.  Click (4) Save to attach the file to the form. 

 

  
 
 
 
 
 
 
 
 
 

o The file is now attached to the Non-Standard PC Configuration justification form. 

(1) Click Browse… 

(2) select the file you 
want to attach… 

(3) click Open 

(4) click Save. 

Enter the name and phone number of 
who should be contacted about any 
questions concerning the purchase of 
this product 

Notate whether or not the product is 
Energy Star Compliant and the EPEAT 
rating. These should be part of the 
specifications provided by the supplier 
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10. Attach any external documents (i.e. eQuote or other documents required by the vendor) to be sent to the vendor by 
clicking the add attachment… link in the External Attachments section of the form. Browse to attach the document as in 
the previous step. 

 
 
11. Select the action you want to take by clicking the dropdown arrow of Available Actions and click Go. (See Anatomy 
of the Site-Forms instructions on the Training/How-Tos website or click the (Click here for details) link to see more 
information about the Available Actions.) 

 
 

 The form with all of your information is now part of your cart. Continue your order as usual (See 
Order/Requisition Instructions). 
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