Department of Procurement Services
MC One$ource Instructions
Enter Reimbursement Request on Behalf of Another Employee

MC One$ource offers the ability for an employee to enter an expense reimbursement request on behalf
of another employee. If this is something you need to do, please contact Procurement Services so your
user profile can be set up with this role and the employee can be added to your group. You will be
notified via email when the setup is complete.

e On the Submit Expense Claim screen, On Behalf Of is the first box. Your name defaults in this
box. If you do not see this box, you are not set up with the on behalf of role. Please contact
Procurement Services.
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e To enter a claim for another employee, click on the drop down arrow and choose the
appropriate employee’s name from the list. If you do not see the name you need, it is not part
of your group. Please contact Procurement Services to have it added.
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e After the appropriate employee’s name is selected and displayed in the On Behalf Of box,
proceed with entering the claim. Instructions can be found here. This step is extremely
important, if your name is in the box, you will receive the reimbursement.
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https://www.messiah.edu/download/downloads/id/4322/Enter_a_Reimbursement_Request___Instructions.pdf

