How to Enter a Check LewisibcLark
Request

The Check Request form is to be used to request checks for employee and student
advances, reimbursements, and equipment payments.

This form is not to be used to request payment to vendors.

Contact Accounts Payable for Check Request questions.

1  Navigate to Jaggaer

2 Click "Check Request" in the Forms section.
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3 Search for the employee or student in the Supplier field.

*This form is not to be used to request payment to vendors.

Payment Information

Existing Supplier Enter Manually

Eniter Supplier * Select Suppl Q

Tri system will distribute purchase orders using the method(s) ndicated Dalow:

ey

Erriail (HTML Bady)

coap@lose.edu

Enter the requester's first and last initial, date, and number of check requests
processed to create a unique ID.

*

The systam will distribute purchaze arders using the mathod(s) indicated below:

@

Email (HTML Body)

coap@lcsc.edy

Supplier inv 7 * [

Enter the requester's first and last Inltlal, date, and number of check requests processed to create a unique ID, For example:

Invoice Date ® =




5 Enter the requested date for the check to be available.

E TR T T TNV

sap@lesc.edy

upplier inv 7 * Jw-05042023

nter the requester’s first and last initial, date, and number of check requests processed to create a unigue |D. For example: AB-01052023-1

woice Date * |

nter the requested date for the check to be available.
woice Amount *

nter the amount for the check request.

nernal Attachments Add

6 Enter the amount of the check request.

Enter the requester’s first and last initial, date, and number of check requests processed to create a unigue |D. For example: J

Invoice Date * 05/05/2023|

Enter the requested date for the check to be available.

Invoice Amount * |

Enter the amount for the check request.

Internal attachments Add




7 Select one of the payment types.

Adminlster

Setup

Internal Attachments

Attach any relevant documentation,

Type of Payment

Payment Type ¥

Comments

Commedity Code

8 Enter comments if desired.

u Search

Type of Payment

Payment Type ™

Camments

Commedity Code

Add

C} Advance (Employees and Students ORLY)
Feimbursement Request {Employees and Students OMLY)

() Equipment Payment (MCD or Footwear) to Employees

C} Advance (Employees and Students OMLY)
(@) Reimbursement Request (Employess and Students OMLY)

() Equipment Payment {MCD of Foctwear) 1o Employees

I(

Search Q




9

10

Once complete, click "Add and Go to Cart".
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Click "Proceed To Checkout"
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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?
Meet Step Level 1 Approval
Approvers Higging, Diana
wWaddington, Jessica
P’
Edit ficcounting Codes Seclion &
B cshow skipped steps
Draft
Bchee
{ Attachments .'\ e | Jessica Waddington
g vaiue Level 1 Approval
Future

uppliers Add

12 Enter the appropriate cost center and object code.

Accounting Codes

Cost Center ™ Object Code =

posi0 v 85720 e

W Required fields




13 Click "Save"

Enter internal notes and attachments if needed.

14 Reminder: Internal Notes will display in the approval email sent to the next level
approvers.

. Bank Code VDM

EIIE 720431 33182441 09753-0c611 7F4DEdE

Accounts

Eapsie Accounting Codes

Suppliers Cost Center Object C

: 905101 55720

Reporting Puizhasing Suppliss

Administer Internal Notes and Attachments & i Exten
Internal Mote no value W
Internal Attachments Add Attach
1 Line

1 Item - 250.00 USD




15  Click Place Order to submit the request into the approval workflow.
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