Procedure for machine shop orders.
1) If you think you need some special parts for your project, first do homework on the Internet to see if anything like this is commercially available. 

2) If you still believe that machining special parts is necessary, discuss this with your PI; show him your idea for the design (paper&pencil sketch is sufficient).  

3) If the PI agrees with this idea, create more careful design of the part(s) you need.  This step requires some creativity and ingenuity, and it can take from a few minutes to a few weeks of work, depending on the complexity of the item.  

4) Discuss your detailed design with the PI again.

5) After that, you are ready to stop by our machine shop (Serin, 1st floor) and discuss your drawing with Bill (Machine Shop foreman).  You have to explain him the main idea, the usage of your piece, operating requirements, etc.  Discussions with our machine shop experts are always very helpful in creating great pieces of equipment.  Frequently, the original design gets modified as the result of such discussions, so that a better, cheaper and easier to make part can be machined.  Therefore, please take the advice of our Machine Shop specialists very seriously.

6) When Bill agrees with the final design and materials to be used, he will ask you to submit an online order through the Machine Shop website at http://www.physics.rutgers.edu/mshop/
7) Push the blue-colored words “online tracking system” at the bottom of the webpage.  You will be transferred to “Online machine shop work tracking” page.
8) Press the blue-colored words “Create a Work Order Request”.
9) Fill out order information.  For the “Billing Account” you have to ask your PI for a specific account number to be used.
10) Push the button “Submit This Work Request”.
11) You can later check your order status through “Check Current Work Orders” in the “online tracking system” page. 

