
Ergonomic Equipment Request Release Date: 8/05/2024
Origin Release Date: 12/14/2022

Purpose: The purpose of this workflow is to document the process and requirements for obtaining an ergonomic evaluation and ordering required equipment. 
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Submit request for 
Ergonomic Evaluation 
via HR request page¹ 

Start

Submit an Ergonomic 
Equipment Request in 

Service Link² 
Include copy of evaluation, 
list of items requested and 

COA

Notes:
¹ Link to Ergonomic Evaluation page: https://ehs.ucr.edu/ergonomics#ergonomic-assessments
Click on “Ergonomic Assessments” tab for specific instructions. 
²Link to Service Now: https://ucrsupport.service-now.com/
som_portal?id=sc_cat_item&sys_id=39ca26071b711d10e4b40dc2cd4bcbfd
⁴ All NCTs need to be processed before year end closing. 

End

Review 
recommendations 

and list of requested 
items and send 

approval via email

Once expense hits the 
ledger, Complete Non-

Payroll Cost Transfer (NCT) 
form 

Once evaluation is 
complete send the 

Evaluation, List of items 
requested to supervisor 

for approval

Obtain a quote for 
requested items

Inform employee to 
notify FAO/Dept. 
Manager when 
equipment is 

received and the 
NCT needs to be 

processed

Confirm receipt of 
equipment

Perform assessment and 
send evaluation with 

matching funds approval  
to employee

Request 
approved?

YES

No

Send approval to 
FAO/Dept. Manager 

for COA

Submit purchase 
request per standard 

process. Include 
requesting dept COA

Process 
purchase per 

standard 
process

Receive items 
in Oracle per 

process

Yes

Can dept process 
NCT?

Process NCT in 
UCRFS⁴  

Submit NCT form to 
Business Ops via 

Service Link
No

Process NCT⁴  

Obtain approval 
from FAO. Include 
total amounts of 

requested items and 
ergo matching funds

Yes

Different item 
than requested 
by Ergonomist?

Send like of 
replacement items 

to Campus 
Ergonomist for 

approval

Submit a copy of the 
final purchase order 

to the Campus 
Ergonomist


