
PSY Purchase Quick Reference Guide

What kind of purchase are you making?

Standard Tech*

(Computers, 
Projectors,

anything connected to 
ASU network) note: 
also include mouse, 

keyboard, peripherals

This guide is designed to help determine the process to purchase 
research/teaching materials

Apps / Software*

(web domains, web-
based software)

Materials and 
Supplies* (including 

office & lab)

Workday Sunrise 
Orders* (including 
Amazon) Purchases

(Do not use PCards or 
personal credit cards 
for Amazon orders)

Obtain quote from 
IT or vendor

Obtain Vendor IT 
Risk Assessment 

(VITRA)

Complete PSY 
Purchase Request 

Form with web 
link(s) and quote

Determine Funding Account Type
(All purchases require PSY Purchase Request Form)

Orders must be 
placed through 
ASU’s financial 
management 

system, Workday

State, Local, & 
Charitable Account

Research & IIA 
Account

Send request & relevant 
information (e.g., quote, VITRA, 

Purchasing form) to 
PSYPurchasing@asu.edu

Send request & relevant 
information (e.g., quote, VITRA, 

purchasing form) to 
PSY.RAPurchasing@asu.edu

Dept. Purchasing 
Card 

(PCard)*

https://getprotected.asu.edu/services/vendor-it-risk-assessments
https://psychology.asu.edu/sites/default/files/2023-08/PSY%20PURCHASE%20and%20REIMBURSEMENT%20FORM_Fall%202023.pdf
https://www.myworkday.com/asu/d/home.htmld
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