How to do a Service Request
on Jaggaer
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It will redirect you to the form _‘ @Senﬂce Request

This formis used to ni quest, examples of which Tabor, After submitting, the form will b routed o Procurement forprocessing.

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

Edit General

Cart Name #

Description

Priority

Prepared by

Owner Phone
Campus W

Department

+ Required fields

2026-02-02 OLD-EAVILAT 02

Normal v

Evelyn Avila

Foster, Suzettq

0ld Westbury (28200)

Business and Finance




Edit Accounting Codes

Accounting Codes

Account Source Fiscal YR-SUNY # = Account-SUNY # = Full/Panial—sunvg: Project-RF # = Project End Date =

2025 - Fiscal Year 20252026 v 90059000-28200 Q Partial N/A - RF Only N/A

© Required

Click on accounting codes and this

should pop up. Now, you will enter
the expense category code(specific SUNY Object

UNSPSC/Commaodity

number).
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. " ” Cart Name  2026-02-02 OLD-EAVILA Ship To Bill To
Click “Place Order” and you : P Total (0.00 USD) v
' Attn: Suzette SUNY College at Old Westbury
are a I I set! Description  no value SUNY Old Westbury Accounts Payable Subtotal 0.00

PO Box 210 516-876-3371 0.00

Priority Normal 223 Store Hill Road accountspayable@oldwestbury.edu
Old Westbury, NY 11568 223 Store Hill Road

Prepared by Evelyn Avila United States 0Old Westbury, NY 11568 What's next for my order? v

United States
Prepared Suzette Foster Next State Account Owner
for Delivery Options Step Approval
'} Credit Card Info . i
ﬁ Ship Via Best Carrier-Best Way Approver: Burmegister, Justin

Owner No credit card has been assigned.

Phone
Requested  no value u X Workflow
Delivery Billing Options

Campus 0Old Westbury (28200)
Date ;

Accounting  no value A
Dra
i i Date
Department Business and Finance FOB. DESTINATION —
Evelyn Avila
Q Freight Freight charges NOT On behalf of: Suzette Foster
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