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Overview of Jaggaer 

Access 
Jaggaer is a cloud-based sourcing and procurement tool that is used to manage all spending within UDC. 

You may access Jaggaer from the QuickLaunch or the Employees menu from within myUDC.  

 

 

 

 

 

 

 

 

 

 

 

 

Key Definitions 
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Cart 
 
A cart holds details about the items(s) or services that you would like to 
order. Carts are draft entities; they don’t become actual orders until they are 
submitted. Once the cart has been submitted, it becomes a Purchase 
Requisition (PR).  

Purchase Requisition 
(PR) 

 

Requisitions are referred to as Purchase Requisitions or PR’s. PR’s in 
JAGGAER have an approval process (or workflow) that requires that the PR 
be reviewed / approved. Once a Purchase Requisition is fully approved and 
complete, it becomes a Purchase Order 

Purchase Order (PO) A Purchase Order is a binding contract to purchase goods or services. PO’s 
are distributed to Suppliers in JAGGAER via cXML, Fax or email.  

Invoice Invoices in JAGGAER are based on PO purchases. Invoices are subject to 
tolerance requirements related to the PO and Receipt. Once an Invoice is 
fully approved and complete, it will be marked as “Ok to Pay” and exported 
to the Banner for payment. 

SH
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S Non-Catalog Items A non-catalog order indicates the item is not available via a Hosted catalog or 
Punch-out catalog. JAGGAER has no pricing for the item being requested and 
it is the User’s responsibility to accurately describe and price the item.  

Punch-out From JAGGAER, you can click on “links” (the Supplier logo) to go to a 
Supplier’s site to shop. This experience is very similar to shopping directly 
from a Supplier’s website except that the vendor typically tailors the external 
catalog to items/prices specific to UDC. After shopping from a vendor punch-
out, the items are returned to the JAGGAER cart. 

The Employees link 

The QuickLaunch 
link 
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Forms 
 
On JAGGAER a form is merely an “electronic” version of a paper form, which 
can be filled out, added to a Cart and submitted. It can have fields that are 
required and can also have attachments. 

Hosted Hosted catalogs are an electronic form of a vendor’s printed catalog. Vendors 
provide UDC specific items and pricing which is loaded into JAGGAER where it 
can be viewed by Users. 
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Requester 

This is the “default” role for all Users. Requesters can access Shopping Items, 
add them to their Cart and submit or assign their Carts for processing.  

 
Approver(s) 

JAGGAER will have several types of Approvers for the following areas; 
Division/Branch, Budgeting, Procurement, Commission, etc. Approvers will 
approve Purchase Requisitions based on specific criteria that has been 
determined for routing the Requisition. 

 

 

 

Navigation 
There are two main navigation menus within Jaggaer: Top and Side. This section will provide an 

overview of each menu.  

Top Navigation Menu 
The top navigation menu is located on the top, right side of the Home Page (or Dashboard). Below is a 

snapshot of the features available within this navigation menu. 
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Items in the top navigation menu include the following: 

Icon Name Description 

 Quick Search 
The quick search allows you to search for a PO#, RQ#, Invoice#, or a user. The quick-
key access combination is ALT + Q. 

 Bookmarks 
Bookmarks allow you to access frequently used sections of the system quickly. You 
may add, remove, or modify bookmarks as you deem necessary. The quick-key 
access combination is ALT + K. 

 Notifications 
Notifications inform you of items that need your attention. The notifications that 
you have enabled in your user profile will show up in this area.  

 Shopping Cart 
The shopping cart contains items that you have selected to purchase. You can add 
or remove items, adjust quantities, and view an estimated total purchase amount.  

 Action Items 
Action items are assigned to you for approvals. These tasks require some form of 
action from you. A number will display with the action item icon if applicable. 

 User Profile 

The user profile contains basic information about your account. You can add or 
update your information (including language and time zone), gain quick access to 
your dashboard, view your recent orders, manage you searches, and/or set your 
desired home page. 

 

  

The Quick Search bar is for 
locating items by number 

Bookmarks provide quick access 
to frequently used items  

Notifications let you know 
something needs your attention 

This 
dropdown is 
another way 

to access 
items in the 

system 

The Shopping Cart allows you to 
view all items in your cart  

The User Profile 
contains basic 

information about 
your account  

The Action Items reveals items 
assigned to you for approvals 

that require action  
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Side Navigation Menu 
The side navigation menu is located on the left-hand side of the Home Page (or Dashboard). Below is a 

snapshot of the menu and the times that can be processed using this feature. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The Home icon provides 
quick access to the main 

shopping page 
The Shop icon provides quick 

access to the shopping 
options and carts 

The Orders area allows you 
to search for requisitions, 

purchase orders and invoices 
The Contract area allows you 

to search for and view 
University Contracts 

The Accounts Payable area 
allows you to view invoice 

information The Sourcing area allows you 
to view sourcing events 

The Reporting area allows 
you to access reports based 

on your role 
The Setup area is typically 

available to Jaggaer admins 

The Menu Search icon allows 
you to search the system 

Quick Tip: To see icon 

names, click the arrow 

button 
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Items in the side navigation menu include the following: 

Icon Name Description 

 
Home 

Selecting the home icon will take you back to your 
Jaggaer homepage. By default, this will be your shopping 
dashboard. 

 Shop 

The shop area allows you to complete quick searches, 
view the shopping page, access forms and bookmarks, 
view non-catalog items and place orders. The quick-key 
access combination is ALT + P. 

 
Orders 

The orders area allows you to access requisitions, 
purchase orders, change requests, procurement requests, 
invoices, and receipts.  

 
Contracts 

The contracts area allows you to search and view 
university contracts, approvals, reports, and requests.  

 Accounts 
Payable 

The accounts payable area contains all tasks related to 
invoicing, receipts, and any other AP forms and 
documents. 

 
Sourcing 

The sourcing area contains tasks related to creating and 
management sourcing events. Note: sourcing events are 
the vendor-facing part of a Sourcing Project. 

 Reporting 
All reports available to you will be listed in the reporting 
area.  

 
Setup 

The setup area is designed for tasks related to the 
configuration and administration of Jaggaer. All users will 
not have access to this area. If you feel you need access, 
contact the Office of Contracting and Procurement (OCP) 

 Menu Search 

The menu search area is a keyword search feature that 
returns a list of pages containing your entered keywords. 
Search results are clickable. The quick-key access 
combination is ALT + M. 

 
Arrow 

Select the arrow to view the actual icon name next to 
each icon. 
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Dashboard 
The dashboard is a central location for the various items you will use in Jaggaer. The dashboard contains 

widgets, which provide you direct access to UDC sourcing activities in the system. Included within your 

dashboard are system messages as well as widgets for UDC messages, requisitions, suppliers, forms, and 

draft cart items.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Widget Description 

System Messages 
System messages are used to communicate important Jaggaer 
system related information such as system downtown. 

Organization Messages 
Organizational messages are used to communicate important UDC 
purchasing and finance information such as fiscal year closing. 

Showcased Suppliers 
The Showcased Suppliers widget displays the UDC approved 
suppliers that have an established PunchOut with UDC. 

My Requisitions 
The My Requisitions widget provides access to your specific 
requisitions. 

Forms 
The Forms widget provides quick access to all commonly used UDC 
procurement-related forms. If you need access to a form that is 
not listed, contact OCP. 

My Draft Carts 
The My Draft Carts widget provides quick access to all current cart 
items that have not yet been submitted for review or approval. 

The Forms area provides 
quick access to commonly 

used forms 

The My Draft Carts area 
provides quick access to 

draft cart items 

The System Message area 
displays useful information 
about the Jaggaer system 

The Showcased Suppliers 
area shows titles of suppliers 

that have a catalog setup 

The My Requisitions area 
provides quick access to 
your specific requisitions  

The Organization Message 
area displays useful 

information for users 



 

Page 9 of 50 
 

Roles 
There are two primary roles within the UDC Jaggaer system. Each is intended to make adherence to 

university policy easier. Roles are assigned by the UDC Jaggaer Administrators. You can request changes 

to your access by contacting the OCP at procurement@udc.edu. 

 

Role Description 

Requester 

All UDC Jaggaer users are considered requesters. As a requester, 
you can search and add items to your cart, assign your cart to 
others to review, and place requisitions. Prior to submitting a 
requisition, you are expected to review and ensure the accounting 
attributes of the order are correct. This may include (but may not 
be limited to) accounting, chart fields, shipping information, and 
business purpose. 

Approver 

The approver is responsible for reviewing and approving purchase 
orders or requisitions on behalf of the funding department. They 
review both the budget and procurement areas prior to approval. 
Approvers can take the following actions: approve, return/reject 
requisitions, or put requisitions on hold. However, approvers do 
not have the ability to approve their own request. 

 

 

  

mailto:procurement@udc.edu
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Shopping 

PunchOut Catalog Item 

The PunchOut catalog allows you to punchout and shop within an approved UDC supplier website, while 

completing your checkout and approval process from within Jaggaer. Note: In order to successfully 

access the UDC supplier website, you may have to disable your pop-up blocker.  

Follow the steps below to place an order from a PunchOut supplier: 

1. On the Jaggaer homepage, click on your desired vendor’s PunchOut icon in the Showcased 

Suppliers area. 

 

 

 

 

 

 

 

 

 

 

a. Note: for some suppliers, you may have to select the PunchOut text located just below 

the search box. 

 

 

 

 

 

 

 

 

  

Click on the desired vendor 
PunchOut icon 

If necessary, click the 
PunchOut link 
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2. You will be redirected to the supplier’s website so that you can shop directly from the supplier.  

 

 

 

 

 

 

 

 

3. Shop on the supplier’s website and create a cart as you normally would. 
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4. When finished, click on Check Out, PunchOut, Submit Cart, or Create Order Requisition. Note: 

terms may vary depending on vendor. Look for something like the terms listed here. 

5. You will be redirected back to Jaggaer. 

 

 

 

 

 

 

 

 

6. Select the Cart icon. Ensure the items in the cart are correct and then select the Checkout 

button. 

 

 

 

 

 

 

 

 

 

 

 

7. Enter the appropriate accounting codes for each line item and click Save.  

 

 

 

 

Select the Cart icon 

SAMSMITH) 

Select Checkout 

Enter the appropriate Accounting 
Information for each item 
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8. Enter the shipping address, the billing address, commodity code, and all other required 

information. 

9. Enter internal and/or external text as needed and attach any relevant documents (e.g. Clean 

Hands Certificate, etc.) 

10. Review all items, making sure quantities and prices are correct. 

11. Click the Assign Cart in the top right-hand corner to assign your cart to another user if you 

would like for someone else to review your order prior to sending the requisition to an 

approver. Otherwise, simply submit the requisition for approval. 

 

 

 

 

 

 

Note: You can view the status of your requisition through the My Requisitions widget on the Shopping 

Dashboard. 

 

 

Non-Catalog Item 
A Non-Catalog request is required when the service or product needed is not available within the 

existing Jaggaer electronic catalogs. You may also use this feature when you are unable to find the item 

you need from within the PunchOut catalogs or for vendors that have submitted a quote via email. 

Follow the steps below to place a Non-Catalog order: 

1. On the Jaggaer homepage, click on Non-Catalog Item, which is located on the horizontal menu. 

 

 

 

 

 

 

 

2. The Add Non-Catalog form will appear.  

 

 

Click Assign Cart 

Click on Non-Catalog 
Item 
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3. Select your desired supplier from within the search area. 

 

 

 

 

 

 

 

 

 

 

 

4. Review the results and select the appropriate vendor if applicable. 

5. Complete the rest of the form, including description, quality, price, packaging, commodity code, 

and any other relevant information. 

6. Which finished, click Save. Note: if you need to add another item, simply choose the Save and 

Add Another option. 

7. Your items will appear in your cart. To view, select the Cart icon from the top navigation menu.  

 

 

 

 

 

 

 

 

 

 

8. Click Checkout 

 

 

 

Select your 
desired supplier 

Select the Cart icon 

SAMSMITH) 
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9. Enter the shipping address, the billing address, the accounting codes, and all other required 

information. 

a. When entering the accounting information, you have the option of splitting the 

purchase among multiple accounting codes. To do so, enter the accounting information 

for the first code, then select the Add Split (      ) option located in the bottom right-hand 

corner to add a line. Then enter the accounting information for the second accounting 

code into the added line. When finished, be sure to enter the percentage of price for 

each line item. 

 

 

 

 

 

 

 

10. Review all items, making sure quantities and prices are correct. 

11. Click the Assign Cart in the top right-hand corner to appropriate personnel or submit it for 

approval. 

 

 

 

 

 

 

Note: You can view the status of your requisition through the My Requisitions widget on the Shopping 

Dashboard. 

  

Click Assign Cart 

Select the Add 
Split option 
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Quick Order 
If you know the product number (SKU), you may prefer to use the Quick Order option to add items to 

your cart quickly and easily. Follow the steps below to place an order using Quick Order: 

1. On the Jaggaer homepage, click on Quick Order, which is located on the horizontal menu. 

 

 

 

 

 

 

 

 

 

2. The Quick Order form will appear. Enter the Part Number for each item you would like to order 

and click the Search Icon. Note: if you would like to add the SKU, be sure to enter it exactly as the 

supplier has it listed, including any periods, dashes, parenthesis, etc...  

 

 

 

 

 

 

 

 

One of the following actions will occur: 

a. If there is only one match for the Part Number, the product will be displayed. 

b. If there is more than one match or if there is no exact match for the Part Number, a list 

of products will be displayed, and you will need to select your desired product. 

c. If no search results are found, you will receive a “Not Found” message. In this case, 

check and re-enter your Part Number. 

 

 

 

Click on Quick Order 
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3. When finished, click Add. 

4. Your items will appear in your cart. To view, select the Cart icon from the top navigation menu.  

 

 

 

 

 

 

 

 

 

 

5. Click Checkout. 

6. Enter the shipping address, the billing address, the accounting codes and all other required 

information. 

7. Review all items, making sure quantities and prices are correct. 

8. Click the Assign Cart in the top right-hand corner to appropriate personnel or submit it for 

approval. 

 

 

 

 

Note: You can view the status of your requisition through the My Requisitions widget on the Shopping 

Dashboard. 

 

  

Click Assign Cart 

Select the Cart icon 

SAMSMITH) 
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Unknown Supplier 
Though not recommended, it is possible to shop with an unknown supplier. However, it is likely that 

your requisition will not be approved until OCP has received all of the necessary paperwork from the 

vendor and has entered the vendor into the system. Please keep in mind that it may take time for the 

necessary vendor paperwork to be completed in order for your requisition to be approved. Follow the 

steps below to place an order with an unknown supplier: 

 

1. On the Jaggaer homepage, click on Non-Catalog Item located on the horizontal menu. 

 

 

 

 

 

 

 

 

 

2. The Add Non-Catalog form will appear.  

3. Set supplier as Not Known in the Select Supplier area. 

 

 

 

 

 

 

 

 

 

4. Complete the rest of the form, including description, quality, price, packaging, commodity code, 

and any other relevant information. 

5. Which finished, click Save. Note: if you need to add another item, simply choose the Save and 

Add Another option. 

  

Click on Non-Catalog 
Item 

Enter Not Known Not Known 
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6. Your items will appear in your cart. To view, select the Cart icon from the top navigation menu.  

 

 

 

 

 

 

 

 

 

 

 

7. Click Checkout. 

8. Enter the shipping address, the billing address, the accounting codes, and all other required 

information. 

9. Review all items, making sure quantities and prices are correct. 

10. Click the Assign Cart in the top right-hand corner to appropriate personnel or submit it for 

approval. 

 

 

 

 

 

Note: You can view the status of your requisition through the My Requisitions widget on the Shopping 

Dashboard. 

  

Click Assign Cart 

Select the Cart icon 

SAMSMITH) 
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Assigning a Cart 
As a UDC Jaggaer user, you are able search and add items to your cart. You ae also able to assign your 

cart to another user to review or you can submit a requisition. Follow the steps below to assign your cart 

to the appropriate requester: 

1. In the checkout process, triple check to ensure that all required fields are complete and that 

both quantities and pricing are correct. 

2. When finished, click on Assign Cart. 

 

 

 

3. If a requester’s name is listed, you can choose to leave it as is. However, if not, select the search 

option to search for and select the requester you wish to assign the cart to. 

 

 

 

 

 

 

 

 

4. Enter the necessary information to search for your desired requester. When finished, click 

SEARCH. 

5. To reduce or eliminate confusion, consider include a brief note to the requester you are 

assigning the cart to. 

6. Afterwards, click Assign. 

7. This will release your cart to your select requester and you will receive a Cart Assigned 

confirmation message.  

 

 

 

 

 

 

8. The requester will complete the necessary steps and submit your requisition. 

Click Assign Cart 

Select the SEARCH 
icon 

SAMSMITH 
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Approving a Requisition 
Once a requisition has been submitted, the requisition is automatically forwarded to the appropriate 

personnel for approval. The approver is responsible for reviewing and approving the requisition on 

behalf of the funding department.  

The Requestor 
When a cart has been assigned to you, you will receive an email notification and a notification (       ) in 

Jaggaer. Follow the steps below to review the cart and submit requisition for approval in Jaggaer: 

1. Select Shop from the side navigation menu, select My Carts and Orders, and then View Carts.  

 

 

 

 

 

 

 

Or select the link contained within your email OR select the Jaggaer notification labeled “A Cart 

Has Been Assigned” in Jaggaer. 

 

 

 

 

 

 

2.  Then choose the Assigned Carts tab. 

 

 

 

 

 

 

 

Select the Message Link   

Select View Carts 

Select Assigned Carts 
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3. Select the link of the desired cart from the list. 

 

 

 

 

 

 

 

 

 

 

 

 

4. Then choose Proceed to Checkout. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the link 

Click Proceed to 
Checkout 
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5. Review the order to ensure all items have been entered correctly and make adjustments as 

necessary.  

a. You may also enter notes and add attachments as needed. Internal notes and 

attachments are intended for UDC personnel. External notes and attachments are 

intended for the supplier. 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. When finished, select Submit Requisition. You will receive a confirmation message. 

 

 

 

 

 

 

  

Click Submit 
Requisition 

Enter Notes and add 
Attachments as desired 
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The Approver 
When a requisition has been assigned to you, you will receive an email notification and a notification in 

Jaggaer. Follow the steps below to review and approve the requisition: 

1. You may either click on the Action Items icon (    ) located on the top navigation menu and select 

the requisition number to be taken to the review page. 

OR 

2. Select Orders from the side navigation menu, select Search, and then All Orders.  

 

 

 

 

 

 

 

 

 

 

 

3. Select the link to desired requisition for approval. 

 

 

 

 

 

 

 

 

 

4. Review the requisition to ensure all items are correct. Make adjustments as needed. 

 

 

 

Select All Orders 

Select the link to the 
desired requisition  
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5. Select Approve from the Approve/Complete & Show Next drop down menu. 

 

 

 

 

 

 

 

 

 

Requisition Approval Options to Consider 

 

Approval Option Description 

Approve & Next 
Use this option to approve the current requisition and move to 
the next requisition in the queue that needs to be approved. 

Approve Use this option to approve the current requisition. 

Return to Shared Folder 
Use this option to return the requisition back to the queue for 
a different approver to review. 

Place Invoice on Hold 
Use this option to place the requisition on hold until additional 
information can be obtained. 

Return to Requisitioner 
Use this option to return the requisition back to the 
requisitioner to make changes. 

Forward to… 
Use this option to forward the requisition to a different 
approver. When you forward, your selected approver will 
approve on your behalf. 

Reject Requisition 

Use this option to reject or cancel the requisition. If the 
requisition is rejected, the submitter would need to create a 
new form, because the rejected form cannot be edited or 
resubmitted. 

 

 

  

Select Approve  



 

Page 26 of 50 
 

Forms 
Forms in Jaggaer are “electronic” versions of the UDC paper form. They may be used to order goods and 

services. Jaggaer forms can be completed online, added to a Cart, and submitted. In addition, you can 

attach items to forms as needed. All Jaggaer forms are located within the Forms widget on the Jaggaer 

dashboard. There are two categories of forms: General Forms and Accounts Payable Forms. Note: If you 

need access to a form that is not listed, contact OCP. 

 

 

 

 

 

 

 

 

 

 

 

 

 

General Forms 
There are three general forms available to all users in Jaggaer, as follows: 

 

Form Description 

Blanket Order – Goods Only 
Use this form when you have an undetermined 
about of good that need to be purchased. 

Blanket Order – Services Only 
Use this form when you have an undetermined 
about of services that need to be purchased. 

Quick Quote Request 
Use this form you want to obtain a quick quote from 
a vendor and to create a requisition based on that 
quote. 

 

 

  

The Forms area provides 
quick access to commonly 

used forms 
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Blanket Order for Goods or Services 
A blanket purchase order is necessary when there is an undetermined amount of goods and services 

that need to be purchased. This may be the case due to damage from a major unexpected event occurs 

(i.e., hurricane, snow, or tornado), and services are needed for repairs and/or cleaning. Funds for these 

types of issues are set aside and are drawn on by the University as needed. Follow the steps below to 

complete a blanket order for goods or services: 

1. From the Forms widget on the Jaggaer dashboard, select the Blanket Order- Goods Only or 

Blanket Order – Services Only form. 

2. Review the instructions carefully. 

3. Afterwards, step through the screens using the NEXT button and complete each requested item 

in detail, including (but not limited to): supplier information, unit price, product description, part 

no. (if applicable), service state and end dates, and commodity code. Note: You can save your 

progress and return as needed. 

 

 

 

 

 

 

 

4. When finished, click Add and go to Cart. 

5. Review the details of the order. Afterwards, click Proceed to Checkout. 

 

 

 

 

 

 

6. Enter the shipping address, the billing address, the accounting codes, and all other required 

information.  

 

 

 

 

Click Proceed to Checkout 

123456 

Enter the 
Accounting Codes 
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7. Review all items, making sure quantities and prices are correct. Make adjustments as needed. 

8. Click Submit Requisition. 

 

 

 

 

 

 

 

9. You will receive a confirmation message. 

 

 

 

 

 

 

 

 

 

Note: You can view the status of your requisition through the My Requisitions widget on the Shopping 

Dashboard. 

 

  

Click Submit Requisition 
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Quick Quote Request 
It is ideal to use the quick quote request form when you want to obtain a quick quote from a vendor and 

to use that quote to create a requisition. Follow the steps below to complete a quick quote request: 

1. From the Forms widget on the Jaggaer dashboard, select the Quick Quote Request form. 

2. Review the instructions carefully. 

3. Afterwards, step through the screens using the NEXT button and complete each requested item 

in detail. Note: You can save your progress and return as needed. 

a. Each quick quote request has a product and service line item as well as a supplier 

section. You must include at least one product or service AND at least one supplier to 

submit the form. 

 

 

 

 

 

 

 

4. When finished, click Submit. The request will be submitted into the approval workflow. You will 

receive a notification (by email or in Jaggaer) regarding the status of your request when the 

workflow is complete. 
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Accounts Payable Forms 
There are three accounts payable forms available to all users in Jaggaer, as follows: 

Form Description 

8-9 Travel and Related Expense 
Reimbursement Form 

Use this form to request reimbursement for travel and 
related expenses. 

Direct Payment Request Form 
Use this form when you have an order that was not originally 
placed in Jaggaer. 

Ratification Request Template 
Use this template only when goods or services are received 
without a purchase order. 

 

8-9 Travel and Related Expenses Form 
This form should be used to request reimbursement for travel and related expenses. When completing 

this form, be sure to describe the purpose of the travel and include all related expenses with 

corresponding receipts. Follow the steps below to complete the Travel and Related Expenses form and 

submit your requisition: 

1. From the Accounts Payable Forms widget on the Jaggaer dashboard, select the Travel and 

Related Expenses form. 

 

 

 

 

 

 

 

2. Review the instructions carefully. Afterwards, step through the screens using the NEXT button 

and complete each requested item in detail. If you are submitting payment to an individual, they 

will need to added as a supplier. Note: You can save your progress and return as needed. 

 

 

 

 

 

 

 

3. When finished, click Submit. 

Select the Travel and 
Related Expenses form 
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Direct Payment Request Form (a.k.a. Form 440) 
This form should be used to request payment for an order was not placed within Jaggaer, invoices that 

do not have a PO, travel advances, and student stipends. When completing this form, be sure to 

describe the purpose of the direct payment and all related expenses with corresponding invoices or 

receipts. Follow the steps below to complete the Direct Payment Request form and submit your 

requisition: 

1. From the Accounts Payable Forms widget on the Jaggaer dashboard, select the Direct Payment 

Request Form. 

 

 

 

 

 

 

 

 

2. Review the instructions carefully. Afterwards, step through the screens using the NEXT button 

and complete each requested item in detail, including (but not limited to): supplier information, 

invoice details, payment information, accounting codes, and any applicable attachments. Note: 

You can save your progress and return as needed. 

 

 

 

 

 

 

  

 

3. When finished, click Submit. The invoice is automatically created. 

 

 

  

Select the Direct 
Payment Request Form 
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Approving the Direct Payment Request 
Once the direct payment form has been submitted, it automatically generates an invoice. Follow the 

steps below to approve the invoice: 

6. Select Accounts Payable from the side navigation menu, select Approvals, and then Invoices to 

Approve.  

 

 

 

 

 

 

 

 

 

7.  Select the link to the desired invoice. 

 

 

 

 

 

 

8. Click Assign to assign the invoice to yourself. 

 

 

 

 

 

 

9. Review the invoice to ensure all items are correct. Make adjustments as needed. 

 

Select Invoices to 
Approve 

Select the link to the 
desired invoice  

Click Assign  
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10. Select Approve from the Approve/Complete & Show Next drop down menu. 

 

 

 

 

 

 

 

 

 

 

11. Afterwards the invoice goes the remaining approval process, including DP Budget Analysis 

approval, Budget Officer Approval, AP Review, and DP AP Manager Approval. 

 

Invoice Approval Options to Consider 

 

Approval Option Description 

Approve & Next 
Use this option to approve the current invoice and move to 
the next invoice in the queue that needs to be approved. 

Approve Use this option to approve the current invoice. 

Return to Shared Folder 
Use this option to return the invoice back to the queue for a 
different approver to review. 

Return Invoice 
Use this option to return the invoice back to the submitter to 
make changes. 

Place Invoice on Hold 
Use this option to place the invoice on hold until additional 
information can be obtained. 

Forward 
Use this option to forward the invoice to a different 
approver. When you forward, your selected approver will 
approve on your behalf. 

Reject Invoice 
Use this option to reject or cancel the invoice. If the invoice 
is rejected, the submitter would need to create a new form, 
because the rejected form cannot be edited or resubmitted. 

 

 

 

  

Select Approve  
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Ratification Form 
Though not recommended, it is possible to place an order when you do not have a purchase order. For 

example, if the order was placed and the goods and services were delivered before you realized that a 

purchase order was needed. In this case, the Ratification Form (a.k.a. the After the Fact form) should be 

used. However, it is likely that your ratification will not be approved until OCP has received and 

approved all of the necessary paperwork. Please keep in mind that it may take time for your ratification 

to be approved. Follow the steps below to complete the ratification form and submit your requisition: 

1. From the Accounts Payable Forms widget on the Jaggaer dashboard, select the Ratification 

Request Template form. 

 

 

 

 

 

 

 

 

 

2. Review the instructions carefully. Afterwards, step through the screens using the NEXT button 

and complete each requested item in detail, including (but not limited to): supplier information, 

ratification details, accounting and commodity codes, and attachments (if applicable). Note: You 

can save your progress and return as needed. 

 

 

 

 

 

 

 

 

 

 

3. When finished, click Submit.  

Select the 
Ratification Request 

Template form 
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4. The invoice is automatically created. To view the actual invoice, select the invoice link. 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

Select the link  
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Approvers 
Approvers are responsible for reviewing and approving purchase orders or requisitions on behalf of the 

funding department. They review both the budget and procurement areas prior to approval. Approvers 

can take the following actions: approve, change, return/reject requisitions, or put requisitions or 

invoices on hold.  

Note: Approvers do not have the ability to approve their own request. 

Change Request 
Sometimes changes need to be made. For example, you may need to adjust information (i.e., add, 

remove, modify line items, or accounting codes) on a submitted requisition. When this happens, you will 

need to work through the Jaggaer change request process.  

Adding a Change Request  
Follow the steps below: 

1. Select Orders from the side navigation menu, select Search, and then select Purchase Orders. 

 

 

 

 

 

 

 

 

 

 

 

2. Select the link to the desired PO. 

 

 

 

 

 

 

Select Purchase 
Orders 

Use the link to the 
desired PO  
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3. Using the dropdown menu next to the purchase order number, select Create Change Request. 

 

 

 

 

 

 

 

 

 

 

4. Complete the Create Change Request form. Then, click Create Change Request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Create 
Change Request  

Select Create 
Change Request  
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5. If the funding is changing for: 

a. The entire order, select edit at the header level. 

b. One line item in the order, select edit at that specific line level. 

6. Make the necessary updates to the appropriate Funding and select Save. 

7. Optional: If you would like to send the change order to the supplier, enter the External 

Communication area. Then, check the box labeled Suppliers on Change Request. Otherwise, 

leave this unchecked. 

8. Note that the status has changed to DRAFT. Then click Submit Request. 

 

 

 

 

 

 

 

9. You will receive a Change Request confirmation message. 

 

 

 

 

 

 

 

 

Note: You are encouraged to select View Approval Status to view the approval workflow that the change 

order will go through. It is similar to the actual requisition workflow. 

  

Select Submit 
Request  
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Returning a Requisition 
At times, it becomes necessary to return requisitions. This could be due to accounting code errors, 

pricing or simply that the goods or services are no longer needed. Follow the steps below to return a 

requisition: 

1.  Select Orders from the side navigation menu, select Search, and then select Requisitions.  

 

 

 

 

 

 

 

 

 

 

2. Use the Quick Search feature to search for your desired requisition. Specifically, enter the 

requisition number and press ENTER. 

 

 

 

 

 

 

 

3. Ensure that the requisition is marked PENDING. Then click Assign to Myself. 

 

 

 

 

 

 

Select Requisitions 

Use Quick Search  

Click Assign to 
Myself  
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4. Using the dropdown menu next to the requisition number, select Return to Requisitioner. 

 

 

 

 

 

 

 

 

 

 

5. Enter a note for the requisitioner, explaining the reason for the return. Click Save Changes. 

 

 

 

 

 

 

 

6. The system will indicate Draft (returned). 

 

 

 

 

 

 

 

 

 

Select Return to 
Requisitioner  

Take note of the Draft 
(returned) indicator  

Enter a note for the 
Requisitioner  

Click Save Changes 
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Receiving Goods & Services  
Receiving can be completed on a purchase order. You can fully or partially receive an order. You can find 

the purchase order by using the side navigation menu or through the quick search option.  

Quantity Receipts 
Follow the steps below to receive goods: 

1. Select Orders from the side navigation menu, select My Orders, and then select My Purchase 

Orders. 

 

 

 

 

 

 

 

 

2. Select the link to the desired PO. 

 

 

 

 

 

  

Select My Purchase 
Orders 

Use the link to the 
desired PO  
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3. Select the Receipts tab. 

 

 

 

 

 

4. Select the Create Quantity Receipt option. 

 

 

 

 

 

 

 

5. Complete the form in its entirety, noting that the packing slip number and the tracking number 

are both required. 

6. Scroll down and enter the quantity that you have received.  

a. If you enter the full amount of the order, you are confirming that you have fully received 

the goods and services ordered. 

b. If you enter a partial amount, you are indicating that you have partially received the 

amount of goods and services ordered. 

 

 

 

 

 

7. When finished, click Complete. 

 

 

  

Select Receipts  

Select Create 
Quantity Receipt  

Enter Quantity 
Received  

Click Complete  
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8. You will receive a Receipt Created confirmation message. 

 

 

 

 

 

Return Receipt 
Return receipts are used to return goods. Follow these steps: 

1. Go to the Receipt tab to determine if there has been a previous receipt.  

2. Then click Create Cost Receipt. 

3. Click Show Receipt Details. 

4. Click Attached/Link to pertinent items. Also, add notes as needed. 

5. Enter the Quantity to be returned. 

6. Select the dropdown under Line Status and update to Returned and include the reason for the 

return. 

7. Review and click Complete. This will create a receipt number. 
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Credit Memo 
A credit memo is a document issued by vendor to UDC, reducing the amount that UDC owes the vendor. 

Follow these steps to create a credit memo: 

1. Select Accounts Payable from the side navigation menu, select Invoices, and then select AP 

Home. 

 

 

 

 

 

 

 

 

2. In the Create Invoice widget, select Credit Memo from the Type dropdown menu. Enter the PO 

number and then click Create. 

 

 

 

 

 

 

 

3. Complete the Credit memo form. 

 

 

 

 

 

 

 

Select AP Home 

Select Credit Memo  

Enter the PO 
number 

Click Create  
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4. Review the line item for which you have received the credit. Be sure that you remove all other 

line items from the credit memo. 

 

 

 

 

 

 

 

5. Click Complete. 

 

 

 

 

 

 

 

6. You will receive a Credit memo confirmation message. 

 

 

 

 

 

 

 

 

  

Review Item  

Click Complete  
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Approving a Credit Memo 
Note: Credit memos are located in the same area as invoices. 

1. Select Accounts Payable from the side navigation menu, select Approvals, and then select 

Invoices to Approve. 

 

 

 

 

 

 

 

 

 

 

2. Select the link to the desired invoice to approve. 

 

 

 

 

 

 

3. Review the details of the credit memo for accuracy. Make adjustments as necessary. 

4. Click Approve/Complete & Show Next 

 

 

 

  

Select Invoices to 
Approve 

Use the link to the 
desired invoice  

Click Approve/Complete 
& Show Next  
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Appendix A: Quick Reference Guides 

 

Search Tips: Do’s and Don’ts 
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Summary of UDC Purchasing Process 
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Appendix B: Frequently Asked Questions (FAQs) 
 

1. Are there available reports in Jaggaer that would identify pending documents by funding 

attributes? 

a. Jaggaer has a built-in reporting tool call Business Analytics. The UDC Jaggaer 

administrators can create custom reports using this tool. If you need a specific created 

report, contact OCP. 

 

2. Is the Jaggaer to Banner budget check valid? 

a. At the initial GoLive, there may not be requisitions in the system to account for some 

pending documents. To this end, Jaggaer to Banner budget check may not be fully 

accurate. If you notice any discrepancies, contact OCP. 

 

3. Can I return a completed requisition? 

a. The simple answer is no. Once the requisition is completed, the workflow is also 

completed. Therefore, you cannot return the requisition. 

 

4. Can I approve requisitions through my email? 

a. Yes, you can approve requisition through your email, but you will need to first set up an 

approval code. Specifically, you will receive an email whenever a requisition needs your 

approval. The email message will contain a link that you can click to take action. Once 

you select that link, you will be prompted to enter your approval code. Afterwards, click 

Approve. 

 

5. When I create a change request on a PO, will a new PO number be created? 

a. No. After the process is complete, the requested changes will be merged with the old 

PO number and then send the updates to Banner. 

 

6. What is the invoice number for student stipends related to direct payments? 

a. For student stipends, there is no invoice number. Typically, it will be noted as 

SPRING[YEAR] or the actual date. 

 

7. How many characters can be included in the Jaggaer supplier invoice number field? 

a. Though Banner allows up to 35 characters, Jaggaer limits the number of characters to 

30.  

 

8. When entering invoice numbers in the Jaggaer supplier invoice number field, should spaces be 

included? 

a. Yes, spaces between characters are permitted. 

 

9. Can I edit a rejected invoice or requisition? 

a. No. If the invoice or requisition is rejected, the submitter would need to create and 

submit a new form. 
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10. The supplier I would like to use is marked inactive in Jaggaer. What does that mean? 

a. When a supplier is marked inactive in Jaggaer, they are not available for use when 

shopping. If you feel this is in error, contact OCP at procurement@udc.edu.  

 

11. Where can I find the approved approvers for my department?  

a. You can view the list of approvers and the actual workflow on the right-hand side of 

your requisition prior to submission. 

 

 

 

 

 

 

 

 

 

 

12. Where can I find a list of UDC commodity codes?  

a. Please check with your departmental budget analyst. 

 

13. Where can I find the UDC accounting codes?   

a. Please check with your departmental budget analyst. 

 

View approvers and 
workflow 

mailto:procurement@udc.edu

