
 
 

Finance Forms – Request a Quote 
Finance Forms can be found via the AskOtago login at 
https://otago.custhelp.com/app/forms/finance. 
This factsheet takes you through submitting a Purchase Form for a Quote Request 
Choose the form type you require and submit using the “Submit Request" button at the end 
of the form
 
Your Details: These sections auto-populate when you login 

 
Your Request: 

1. Form type - select "Quote Request" 
2. Quote request – free text field, type anything you think will be useful to the purchasing team 

to obtain quote/s for you 
3. Attach documents – attach any relevant documents here, they can be any format 
4. Submit request – click to submit to the Purchasing Team to process the request. You will 

receive confirmation that it has been submitted

 


