
Ordering with the Bio-Orders system on Footprints 
Access the system through Internet Explorer at 
http://request.umich.edu/biology/bioorders  

• Log in with your Kerberos password  
• Select “Submit request”. 
1. Select your department; MCDB, EEB, or Biology. 
2. In the description box enter name, and room number for delivery. 
3. Select Vendor, Shipment Method, and Building. 
4. Selecting the item will open the item information window (titled Edit Dependent 

Fields) 
5. After completing the item information, select “GO” to save it to the request.  
6. After entering all items, complete the Short Code, Course Number, and 

Radioactive items information. 
7. You may now add attachments by clicking “Attach files” 
8. Additional users may receive Email notifications about this request by entering 

their email addresses in the “addresses” field. email notifications. 
9. You MUST now click on “GO” to save and finalize the request. 
10. Your confirmation of request and summary will automatically be e-mailed to you.  
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