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SUBMITTING/UPDATING A REQUEST

Add yourself as a User.
JC Custom = JC Custom —Transportation = Use = Travel Request
Select “Add a New Value” tab...enter your Emplid...click ADD.
Complete the information on the page. Click SAVE....

**You will only need to add yourself once...For future requests you would select “Find Existing Value” tab...update your
personal information (if necessary).

|'_r,éTraveI Request | | fi - B = o® - Pager 5a

JC Portal

MultiChannel Console
=

User Profile
Find an Existing Value | Add a New Value
EmpliD: 0142277 a

Add

Find an Existing Value | Add a Mew Value

Employee ID 0142277 Lataoria Thomas

Add/Update Request

Drivers License Information

*Number 426456582 *State NS Q, *Renewal Year 2010

*Type | Class B % | CDL Endorsement|F * | 2nd Endorsement | 5 b

*Email Addr||EITCIFiEI.thEIFI"IEIB@jCjE.E!dU

*“Work Phone 5014772575 9999999999 Cell Phone | 9999999999
Emergency Contact Name and Phone

Comments

Status Active

Bl save | 2\ Return to Search |  +[E| Previous in List l +[E] Mext in List | Er Add I & UpdateMizplay | A Include History




Add/Update a Request.
Click “Add/Update Request” link.

New Requests - select “Add a New Value ” tab. Complete the request form and hit “Submit Request”
button.

,& Travel Request

]C Portal —

Vehicle Request

Eind an Existing Value Add a New Value

TICKETHNUMBER: 000000

EmpliD: 0142277 3y

Add

Find an Existing Value | Add a Mew Value

Modify Requests — select “Find Existing Value” tab. Click ‘SEARCH’. Make necessary changes and hit “Submit
Request” button.

g Trawvel Request

_JCPortal q

Vehicle Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a Mew Value

TICKETHUMBER: | begins with |
EmpliD: begins with |U14227r'? LR
Include History [ correct History

Search I Clear I Basic Search [E] Save Search Criteria

Search Results

=y | Firzt |- 1-5of 5 .| La=t
TICKETHNUMBER [EmpliD |Car ldentification
000001 0142277 0000180

ooooog2 0142277 0000177

ooooo3 0142277 (blank)

000004 0142277 0000200

000005 0142277 (blank)

Find an Existing value | Add a Mew Value



Mew Window | Cust

Vehicle Request
mployee ID 0142277 Name | atoria Thomas

Ticket # Date Entered 08/20/2009 Submit Request
*Department/Club 17220 Q@ Admin Computer Senvices *Account|11-17220

“Depart Date (08/24/2009 [  *Time[1100  24HRe.g. 0200 *Division|BUS SERVICES O,

*Return Date [08/25/2009 [ *Time[1630 = 24HReg. 1500
*Destination |MOBILE | =state/AL Q
*Purpose of Travel ETFUHINING

*yehicle Type|B 2,
*Mbr of Passengers 24 {including yourself}

Additional Driver Q

If any issues arise from the request, you will receive an email stating so.

Once the request reaches the desk of the approving managers, you will receive an email stating that the request was
Approved or Denied. Once the request has Level 1 and Level 2 approval, a vehicle will be assigned.

**Note: Once the request has obtained Level 2 approval, no updates can be made. The user will have to cancel the

request and submit a new one.



View/Print/Cancel a Request.
JC Custom~—> JC Custom Transportation = View/Cancel = Existing Requests

Choose your request/ticket number. From this page you have the option of printing the request form or
canceling the request. Once you hit the PRINT button, it will process for a minute...then a new window
should appear with the completed form in which you can print.

Employee ID 0142277  Latoria Thomas ﬂ‘
Ticket # Date Entered 08/20/2009 Approval Status Approved
Department/Club 11370 Art
Depart Date (08/24/2009 09:00 Arcomit 13-11370
Return Date 08/24/2009 16:30 Division BUS SERVICES
Destination ridgeland Ms

Purpose of Travel TRAINING WORKSHOP

Vehicle Type ¢ 0000177 Missan Altima

Hbr of Passengers 2 Additional Driver 0181635 Jennifer Musgrove

EE Comments

A copy of your completed request form is required to be left in the vehicle when you return it. When you pick up the
vehicle please record the mileage on the section labeled ‘Beginning Mileage’. Once your trip is over and you return the
vehicle, record the mileage on the section labeled ‘Ending Mileage’. There is also a section on the form for any
comments or concerns that the mechanic needs to address.



Division Chair and Vice President

Approve a Request

JC Custom~—> JC Custom — Transportation > Process—> Approve Request

Enter Ticket Number and hit “SEARCH”.

Approvals
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

TICKETNUMBER: | begins with v |[000008]
EmpliD: | begins with || Q
Include History

Search | Clear ‘ Basic Search Save Search Criteria

Level 1 is designated for Division Chairperson. Level 2 is designated for VPs. After selecting the Action for your Level,
click ‘SAVE’ and you are done.

This transaction requires an action on your part.
Select Approve or Deny and Click Save.

Employee ID 0142277 Latoria Thomas

Ticket# “00005 DepartmentiClub 17220  StudentFees
Depart Date 02/24/2009 11:00 Account 11-17220
Return Date 08/25/2009 16:30 Division BUS SERVICES
Destination MOBILE AL

Purpose of Travel TRAIMNIMNG
Vehicle Bus

MNbr of Passengers 23 Additional Driver 0100106 Melanie James

Choose Action from Drop-Down

Level 1: prove Approved By: LTHOMAS 08/20/2009 10:19:36

Level 2: ! Pending v-i Approved By:




