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Freestate Service Request 

Catalog Guide 
 

Step 1. Click Here to access the online service request catalog and enter your 

credentials 
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New Account Creation (New Employee)  
 

Step 1: Please select New Account Creation  

 

Step 2: Click “New Account & Equipment Request 

 

 

 

 



P a g e  | 3 

 

 
Step 3: Fill out all fields EXCEPT subject 
 

 

“Will you be picking up the equipment?”: If you will be coming into the laurel office to pick up the 

equipment, please select YES. If you will need a driver to deliver equipment, then please select NO 

** Selecting NO will prompt the following “Where does the equipment need to be sent?”  

  

 

Please enter the office, job number, or address that the equipment will need to be sent to 
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Step 4: Select Resources 
 

 

 

Resources: Please select any resources that will be needed for this request by selecting the check box in 

the top left corner and see the cost of the item as well. 
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Step 5: Cost Estimation 
 

 

Cost Estimation: When you have selected all equipment necessary for this request you can see the 

estimated TOTAL cost here before adding the request. 

 

Step 6 (FINAL): Click “Add Request” to submit 
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Equipment Requests 
 

Laptop Request Guide 
 

Step 1: Please select Equipment Requests 

Step 2: Please select “Request a Laptop” 
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Step 3: Fill out all fields EXCEPT subject 
 

 

“Will you be picking up the equipment?”: If you will be coming into the laurel office to pick up the 

equipment, please select YES. If you will need a driver to deliver equipment, then please select NO 

** Selecting NO will prompt the following “Where does the equipment need to be sent?”  

  

Please enter the office, job number, or address that the equipment will need to be sent to 
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Step 4: Select Resources 
 

 

Resources: Please select any resources that will be needed for this request by selecting the check box in 

the top left corner and see the cost of the item as well. 

Step 5: Cost Estimation 

 

 

Cost Estimation: When you have selected all equipment necessary for this request you can see the 

estimated TOTAL cost here before adding the request. 
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Step 6 (FINAL): Click “Add Request” to submit 
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iPhone Request Guide 
 

Step 1: Please select Equipment Requests 

Step 2: Please select “Request a Replacement iPhone” 
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Step 3: Fill out all fields EXCEPT subject 
 

 

“Will you be picking up the equipment?”: If you will be coming into the laurel office to pick up the 

equipment, please select YES. If you will need a driver to deliver equipment, then please select NO 

** Selecting NO will prompt the following “Where does the equipment need to be sent?”  

  

 

Please enter the office, job number, or address that the equipment will need to be sent to 

 

Step 4 (FINAL): Click “Add Request” to submit 
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iPad Request Guide 
 

Step 1: Please select Equipment Requests 

Step 2: Please select “Request an iPad” 
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Step 3: Fill out all fields EXCEPT subject 
 

 

“Will you be picking up the equipment?”: If you will be coming into the laurel office to pick up the 

equipment, please select YES. If you will need a driver to deliver equipment, then please select NO 

** Selecting NO will prompt the following “Where does the equipment need to be sent?”  

 

 

Please enter the office, job number, or address that the equipment will need to be sent to 
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Step 4: Select Resources 
 

 

Resources: Please select any resources that will be needed for this request by selecting the check box in 

the top left corner and see the cost of the item as well. 
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Step 5: Cost Estimation 
 

 

 

Cost Estimation: When you have selected all equipment necessary for this request you can see the 

estimated TOTAL cost here before adding the request. 

 
 
Step 6 (FINAL): Click “Add Request” to submit 
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Request for Computer Accessories Guide 
 

Step 1: Please select Equipment Requests 

Step 2: Please select “Request Computer Accessories” 
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Step 3: Fill out all fields EXCEPT subject 
 

 

 

“Will you be picking up the equipment?”: If you will be coming into the laurel office to pick up the 

equipment, please select YES. If you will need a driver to deliver equipment, then please select NO 

** Selecting NO will prompt the following “Where does the equipment need to be sent?”  

 

 

Please enter the office, job number, or address that the equipment will need to be sent to 
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Step 4: Select Resources 
 

 

Resources: Please select any resources that will be needed for this request by selecting the check box in 

the top left corner and see the cost of the item as well. 

 

Step 5: Cost Estimation 
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Cost Estimation: When you have selected all equipment necessary for this request you can see the 

estimated TOTAL cost here before adding the request. 

Step 6 (FINAL): Click “Add Request” to submit 
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Request for Multiple Pieces of Equipment 
 

Step 1: Please select Equipment Requests 

Step 2: Please select “Request MULTIPLE Pieces of Equipment” 
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Step 3: Fill out all fields EXCEPT subject 
 

 

 

“Will you be picking up the equipment?”: If you will be coming into the laurel office to pick up the 

equipment, please select YES. If you will need a driver to deliver equipment, then please select NO 

** Selecting NO will prompt the following “Where does the equipment need to be sent?”  

 

 

Please enter the office, job number, or address that the equipment will need to be sent to 
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Step 4: Select Resources 
 

 

Resources: Please select any resources that will be needed for this request by selecting the check box in 

the top left corner and see the cost of the item as well. 
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Step 5: Cost Estimation 
 

 

Cost Estimation: When you have selected all equipment necessary for this request you can see the 

estimated TOTAL cost here before adding the request. 

Step 6 (FINAL): Click “Add Request” to submit 

 

 


