
How to do a Service Request 
on Jaggaer



On the right side of the Jaggaer home 
screen, under special requests, scroll all 
the way down to see the Service Request 
icon



It will redirect you to the form

Enter the supplier’s name, the product 
description, quantity (always insert 1), 
and the estimated price.



Please enter the begin date and end 
date of the service.

Add the supporting documentation

Once all filled out, go ahead and click 
on complete form and go to cart 
(located on the top right corner)



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!


