How to Enter an Athletics Team Travel
Advance Request

LEWlSﬁRCLARK

STATE COLLEGE

1  Navigate to Jaggaer

2 Navigate to the Forms section. Click on the Updated Team Travel Advance Request
form.
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3 Click the "Select Supplier" field.

This form is to be used to request checks tor Team Travel Advances
**Remember to use Object Code 55399 (Athletic Team Travel) **

Supplier Information

Existing Supplier Enter Manually

Enter Supplier * select Supplier Q

w
The system will distribute purchase orders using the method(s) indicated below:

|

Email (HTML Body)

COTravel@lcsc.edu

4 Enter the Athletic employee's name that will be receiving the Team Travel
Advance.

Supplier Information

Existing Supplier Enter Manually

Enter Supplier ™ waddingtar] ®ieL

Jessica L. Waddington

*
The system will distribute purchase orders using the method(s) indicated below:

&

Email (HTML Body)

COTravel@lcsc.edu

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



5 Enter a Description of the travel, to include location, date, and if Women's or
Men's team.

*
The system will distribute purchase orders using the method(s) indicated below:

]

Email (HTML Body)

COTravel@lesc.edu

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

Description of Travel * Travel to Nashvilld

Enter a description of the travel, including location and travel dates.

Enter # of players *

Enter # of coaches *

Enter # of Volunteers (provide names of
volunteers in comments)

6 Enter # of players, # of coaches, # of volunteers (if any), total # traveling and
amount of advance.

Enter # of players * 5
Enter # of coaches ™ 2

Enter # of Volunteers (provide names of
volunteers in comments)

w

Enter total # traveling * 4]

Advance Amount ™ 000

() ECheck (Direct Deposit)

Check Type
() Paper Check
Requested date for check to be available 4/2/2024 =]
*
Attachments Attach any relevant documentation.

Comments




& Select E Check (Direct Deposit) or Paper Check. E-Check is the preferred method of
payment. If a paper check is requested, the reason must be entered in the
comments or the payment will be issued as an E-Check.

7  Select Check Type

Suppliers Enter # of Volunteers (provide names of
volunteers in comments)

Reporting

Enter total # traveling w 10

Administer
Advance Amount ™ 1000
Setup
(7} E Check (Direct Deposit)
Check Type -
() Paper Check
Requested date for check to be available 412/2024 &
w
Attachments Attach any relevant documentation.
Comments

& The Requested date should not be more than 1 week prior to the team travel,
unless an explanation is provided in the comments.



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

Reporting

Administer

Setup

Enter total # traveling x

Advance Amount ™

Check Type

Requested date for check to be available
*

Attachments

Comments

Internal Attachments

) E Check (Direct Deposit)

() Paper Check

Attach any relevant documentation.

9 Enter any comments. If Volunteers are traveling, enter their names in this field.

u Search

(_

Check Type

Requested date for check to be available
*

Attachments

Comments

Internal Attachments

(®) E Check (Direct Deposit)

{_) Paper Check

Attach any relevant documentation.

Add



w

10

1"

Click "Add And Go To Cart"

Al =

Click "Proceed To Checkout"

Quantity

Qty: 1

Search (Alt+Q) ooousp w o D O

o8 o

QGot Feedback? Al ~ Search (Alt+Q) 1,00000USD W 01D O

Select all «
Ext. Price
1,000.00 e ]

Summary =
Details v
For

Jessica Waddington
Name

2024-03-26 0322254 01

Total (1,000.00 USD) v

Total: 1,000.00



12  Click on the pencil icon to enter the cost center and object code.

YOU 00 NOT Nave PermISSIon TO acCess TNIS Tiela: Fu
Required: Cost Center

Billing Options
Accounting Date no value Be aware of these issues.
You may review and proceed.
Empty: Object Code
Total (1,000.00 USD)
& v
What's next for my order?
Attachments W
4 Mext Step Special Approval
no value Approvers Hill, Beverly
Stellyes, Deborah
ppliers Add Waddington, Jessica

& Alert! Team Travel Object code 55399 MUST be used. If this object code is not
used, when the Requisition is submitted into the approval workflow, it will be
automatically returned to the Requester.



13  Enter cost center and object code

Edit Accounting Codes

Accounting Codes

*

Cost Center Object COdeE

973617 Q, 55399 v

55399 - Athletic Team |

4 ~— g

* Required fields

14 Click "Save"




15 Click "Place Order"

© Got Feedback? Al v Search (Alt+Q) 1,000.00USD W @ |Lm -L@.l.

° 80 - oo | [N

3 g g Summary -]
Total (1,000.00 USD) W

Clark State College

ller's Office
h Avenue
on, ID 83501
States

Subtotal 1,000.00
il 1,000.00
nting Date no value

What's next for my order? N

Meaxt Stan 1 aval 1 Annesual

16 The Team Travel Advance Request form will now route to the cost center approver
and then the Controller's Office approver. Once the requisition is fully approved,
the PO is automatically generated and posted to Colleague.





