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How to Enter a Requisition for an
Independent Contractor Payment (ICP)
Independent Contractor Payment Requisitions must be entered and approved prior
to the contractor performing services. The Object code 55199 must be used for ICP
Requisitions.

Independent Contractor Payment (ICP) information can be found on the
Controller’s ICP page.

An independent contractor is a person or entity that provides services under the
terms of a contract and is not considered an employee. It is important to make the
determination between an employee vs an independent contractor to ensure
compliance with appropriate labor laws. For any questions regarding payments
please contact Controller's Office-Accounts Payable at: coap@lcsc.edu or
Extension 2327.

1 Navigate to Jaggaer

https://www.lcsc.edu/controllers-office/independent-contractor-icp
mailto:coap@lcsc.edu
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2 Click on "Non-Catalog Item"

3 Search for and select the Independent Contractor name in the Supplier field
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4 Click on the arrow next to the Distribution Method

5 Click "Check this box to customize order distribution information."



4

6 Confirm the email address listed is the correct email for the Independent
Contractor or update. The PO will be emailed to the Independent Contractor at
the email address listed in the Distribution method.

7 Enter a description of the services the Independent Contractor will provide in the
Product Description field. Enter the quantity and amount.
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8 Click "Save"

9 Access your cart. Click "Cart"



6

10 Click "Checkout"

11 Click on the pencil icon in the Accounting Codes section.
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12 Enter the cost center and object code 55199. Click Save.

13 Enter any applicable internal or external notes or attachments.
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14 Click "Place Order" to submit the Requisition into the approval workflow.

15 Independent Contractor Requisitions will be routed for review to Accounts
Payable.

16 When the services have been rendered, enter a receipt on the PO.

Follow the How to Enter Receipts process guide on the Jaggaer Resource site.

https://www.lcsc.edu/purchasing/jaggaer-resources

