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• Online Orders
• Credit Card pick up for select local vendors
• Payment of internal U of R Vendors (including ECM, Meliora Catering, and 

Facilities)

• Copy Center order placement
• Payment of invoices and contracts via check
• Purchase Order requests
• Accepting Cash and Check Deposits for Student Organizations

Everything in GREEN starts with a Transaction Request Form 
and the item in BLUE starts with a Deposit ticket



All GREEN transaction request forms can 
take up to 2-3 business days to process 







https://calendly.com/online-orders

https://calendly.com/online-orders


NEW!  

rejected

https://rochester.lucidhotels.us/

https://rochester.lucidhotels.us/
















Organization needs 
copies

Black & White or Color Copies of 50 or less

PAPER SIZES:

8 ½” x 11”, 11” x 14” or

11” x 17”

Visit to SOFO not
needed-

Follow instructions 
to use the Ruth 
Merrill Printer

Black & White or Color Copies of 51+

or

Sizes or paper types that differ from the 
ones listed above

or

Complex printing needs

Copy Center online 
order through 

SOFO required-

Follow Copy 
Center Request 

instructions



• Green

wicobuma@ur.rochester.edu

• It is the responsibility of the Student Organization to ensure 
that there is sufficient funding available to cover the costs of the 
print job

mailto:wicobuma@ur.rochester.edu


https://www.rochester.edu/printcenter/submitjob.html

https://www.rochester.edu/printcenter/submitjob.html






Organizations wishes 
to pay an External 

Vendor

Documentation 
received from Vendor.

Is it an Invoice/Amount 
due is finalized

Follow the process 
to have a check 

Issued

Is it a Quote/Amount 
due is approximate and 
will be finalized closer 

to request date

Documentation NOT 
received from Vendor.

Confirm with Vendor 
that PO will be 

accepted.  Request a 
Purchase Order with 
approximate value 

provided by Vendor.
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