How to enter a Mobile
Communication Device (MCD)
Allowance Request

LEWlsFﬁCLARK

STATE COLLEGE

The MCD Allowance Request should be used to request the annual MCD Allowance
payments. Allowances are paid quarterly.
See the Mobile Communication Device Policy 4.122 at www.lcsc.edu/policies

Use the Check Request form to request a one-time MCD payment to an employee.
This form is not to be used to request payments to vendors.

1  Navigate to Jaggaer.

2  Click the "MCD Allowance Request" in the Forms section.

Cantracts Approvals
Change Request
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Cantracts to Review (Intermal Review)



https://www.lcsc.edu/policies.

3 Enter the employee name in the Enter Supplier field.

w*Remember to use Object Code 55030

Supplier Information

Existing Supplier Enter I

Enter Supplier ®

&
The system will distribufe purchase ordars using the method(s) indicated balaw

&
Email (HTML Body)

coap@lcsc.edu

4  Select the employee name.

Supplier Information

Existing Supplier Enter M

Enter Supplier * digng h

Diana L. Higgins

The system will distribute purchase ordars using the method(s) indicated balow

Ernail (HTML Bady)

coap@lcsc.edu

ran't find wnir Sinnlier? Pleaze initiate a new =innlier reniest fmn



Enter a description, such as FY MCD Allowance. Enter a quantity of 12, and the
monthly allowance amount from the approved MCD Agreement form.

Tre System willl distribute purchase orders using the method(s) indicated Delow

Email (HTML Body)

coap@lcac.edu

Can't find your Supplier? Please initiate a new supplier request form

Description ™

Amount *

Quantity ™

Attachments Please attached the completed MCD agreement

6 Click "Add" to select the approved MCD Agreement to attach.

Description *
Amount *

Quantity

Attachmsents Please attached the completed MCD agreament.

internal Attachments *

Add Internal Attachments

u Search

=




7  Browse to select the file.

Add Attachments

Attachment Type @ File () Link

Flle(s) ®

Drop File or Br;gwsa
May. File Size: 5.0

* Required fields

8  Click "Save Changes"

File(s) ™

Drop File or Browse
Max, File Size: 5.0 MB

MCD Agreament 2023_pdf

* Required fields _ Close
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Click "Add And Go To Cart"

1)

Click "Proceed To Checkout"

All =

Quantity Ext. Price

Qty: 12 1,200.00
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Summary

Details

Jessica Waddington

0.00USD W

v @ O

Close Add And Go To Cart *

1.200.00USD W

v D O3

Total (1,200.00 USD)



11 In the Requisition form, click on the pencil icon to edit the Accounting Codes

section.
United States
Billing Options
Accounting Date no value
What's next for my order?
Mext Step Level 1 Approval
ADDIOVErs Higgins, Diana
# o Waddington, Jessica
Edit Accounting Codes Section
Workflow
{:‘. Show skipped steps
Draft
Attachments i Active
Jeazica Wad fn
no value
wliers Add Level 1 Approval

12  Enter the appropriate cost center and object code.

Edit Accounting Codes

Accounting Codes

e
Cost Center * Object Code ==

905107




13 Click "Save"

14  Click "Place Order" to submit the request into the approval workflow.

o

#Clark State College
oller's Office

ith Avenue

#ton, 1D 83507

d States

g Options

urting Date no value

Search (Alt+Q) 120000us0 W @ D Oy

T [ = J 3 I Assign Cart _

Summary =
Draft
Total (1,200.00 USD) “
Shipping, Handling, and Tax charges are calculated and charged by
each supplier. The values shown here are for estimation purposes,

budget checking, and workflow approvals
Subtotal 1,200.00

1,200.00



@ Once the Requisition is approved and a PO generated, a receipt can be entered to

request the first payment.

15 Locate the PO by navigating to Orders, My Orders, and clicking on My Purchase

Orders.

Ie TEST

CQrders ¢ Search ¢ Purchase Orders

= My Purchase Orders

Orders

Search My Requisitions

Contracts
R My Purchase Orders
My Orders

Accounts My Invoices
gy - sprovaks
Payable App LA

Suppliers My Change Requests
Draft Change Requests

A My Procurement Requests
Reporting :

Administer

Setup

1-20 of 65 Results

Created
Date/Time &

2072023
112970 AM

6/14/2023
9:21:571 AM

6/13/2023
120356 FM



16  Or, use the search field to search for the PO.

Al v Bearch (AN+Q) | ooouso W v @ g

ﬁ @ s Assign To Mysalf - 1 of 66 Results « £ 0}

" Summary = |
Details w
nding
i Supplier Status
Sent To Supplier
er using the method(s) indicated below the last time it was
Supplier
flesc.edu Diana L. Higgins
thiz PO Tatal (1,200.00 USD) e
17  Click "Receipts"
£
1662 Revision 0
! tiprments nQe Request Receipts mment Ana
Document Status
AJP status Open
# last revision Workflow « Completed

The system distributed the purchase order using the method(s) indicated below the last time it w:
distributed: view

Email (HTML Body) coap@lesc.edu
© Distribution options have been overtidden for this PO

Sribirkinm Miada i Tirmn E I FIYT 1H0R DR
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Click this button.

Click "Create Quantity Receipt"

All =

All = Search (AltQ) 000uUsD W v O

ﬁ @ +=+ | 10of1Results »

Summary

Create receipt options

Details

supplier Status

Sent To Supplier

Supplier

Diara L. Higgins

Total (1,200.00 USD)

Search (Alt+0) ooouso W v V@ g

W @ o 1ofiResuts w | ¢ 3

Summary -

4
1
[ Create Quantity Receipt

Create Cost Receipt

Sent To Supplier

Supplier

Diana L. Higgins

Total (1,200.00 USD) w

10



20

Enter any applicable notes in the Notes field, such as FY24 1st Quarter Payment.

no value

no value

A receipt should be entered for each quarter that an employee is to receive the
MCD allowance payment.

11



21 The quantity field will typically be updated to 3, to represent a quarter of the

annual allowance.

Catalog Mo.

22  Click "Save Updates"

Qu 3I‘|TI1':,'

Quantity

Search (ANM+0)

Status

Received

Status

Received w

DooUSD W v @ Oy

Save Updates Complete -

] W

-



23 Click "Complete"

Quantity

1)

Search (Alt+Q) ooousp w @ @D g
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conpiee]
«[] W
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Status
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@ Entering the receipt will alert AP to process the payment.
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