
Lease Replacements 
 

1. My computer is old and is due for replacement. What steps do I need to follow to get it 
replaced? 
 
Not all equipment qualifies for replacement. IT will generate a service request for the 
equipment when it is due for replacement. When the request is created, you will receive 
an email with a calendar link. Please follow this link to schedule your own appointment. A 
video explaining the process can be found our page. 
 

2. How can I receive a special configuration for my lease replacement? 
 
Please forward to acquisitions@fordham.edu the email that you received titled 
“Appointment for Replacement of Your Computer...” Include the exact specifications that 
you need (processor/RAM/storage/monitor size). We will forward to you a quote and 
instructions on how to complete the upgrade. You will need to submit a Request for 
Budget Transfer form (FP-310) to Finance. Orders are placed only once Finance has 
given the approval.  
 

3. How can I prepare for my lease replacement? 
 
Please refer to ***this page*** to see what is needed for your replacement. (Needs User 
Support input.) 
 

4. Can I cancel or re-schedule my appointment? 
 
Yes, please email acquisitions@fordham.edu with 24 hours’ notice and provide your 
service request number. 
 

5. When will my old lease equipment be removed? 
 
In Rose Hill, your equipment will be picked up on the following Wednesday. In Lincoln 
Center, the technician will remove it immediately after the replacement. 
 

6. May I keep the replaced equipment? 
 
Replaced equipment must be removed and returned to the leasing company. 

 

Lease replacement pre-requisite for computer replacement 

 

1. Have all personal documents backed up prior to replacement appointment.  If you need 
any assistance please call Customer Care at x3999. 
 

2. Have all media and serial #'s for applications that you have acquired yourself or via 
Computer Acquisitions so that we can install in new computer. 
 

3. Be aware that you may have a software installed in your old computer but it might not be 
compatible with the new operating system. In that case, you will need to get an updated 
version which you or your department may have to fund. 
 

4. Make sure you tell the technician which software provided by user support you need such 
as, Onbase, Spss.. etc. 

 
5. Be aware that your desktop, taskbar and bookmarks are not going to be the same as the 

Old machine and not all the documents and downloads are going to be in order just like 
the old computer as well. 
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