
Will Capital Equipment 
Purchase be from 

Grant or Fund Activity?

No Yes

Route Meditract 
Workflow for VP level 

signature approval

Submit Capital 
Equipment Request  in 

Open Markets, if 
approved a Capital 

Activity will be created.

Create Purchase Order 
in LINK using Grant  
AU/Activity or AU/

Activity Provided by 
Budget Office 

LINK routes for approval to department, 
procurement, ending with VP as final 

approver

Research Capital Equipment Acquisition 

Was Capital Expense 
included in the Original 

Budget ?

Yes

No

Contact Fund 
Accounting to 

determine if Re-
budgeting is required 

Submit  a new Workflow in Meditract including 
the quote, terms & conditions, and any other 
written agreement applicable to the purchase 
for legal review and approval.

Once Equipment is received, complete 
Capital Asset Information Sheet and 
submit to ORA Research Lab Services  

ORA Research Lab Services team will 
enter Equipment details into Redcap 

Inventory Database and schedule time to 
tag Equipment
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