
How to do a Chartwells 
Request Form



On the right side of the Jaggaer home 
screen, under special requests, scroll all 
the way down to see the Chartwells 
Icon. 



Once you click on the Chartwells icon, 
the Campus Dining Payment Request 
Form will appear. 

Fill out all the sections with the Star 
asterisk next to them. 

Don’t forget, at the bottom of the form, 
attach all necessary documents. 

Once all is filled out, click on the 
Complete and Go To Cart located on the 
top right corner (the blue box)



Review Information

When you are ready to purchase, 
you can go ahead and click on 

Proceed to Checkout



Now you will checkout your cart. 
Click under general and edit some 

information. You will enter the 
name of the person you are 

creating the requisition for. Click 
“Update”.  



Click on accounting codes and this 
should pop up. Now, you will enter 
the expense category code(specific 

number). 



Click “Place Order” and you 
are all set!


