Department of Procurement
MC One$ource Instructions
Check Open Receiving

e From the Transactions tab, click on the Open Receiving.

= %] ME - = =
=  Marketplace @ - ‘EJ édgLLbétIé MC ONE $(_) URCE
Dashboard Suppliers Transactions Procurement
Recently Used Suppliers

EaHENRY SCHEN

MakerBot
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No requisitions to display.

Open Receiving

e C(Click on for drop down arrow for more options.
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Approvals

No approvals to display.
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Orders
ACPA 250.0
B & H Photo, Vi 45.0
Blick Art 725
B & H Photo, Vi
View orders
Requests for Quote
No requests for quote to display.
View RFQs
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Item Buyer Supplier Order Date State Subtotal Ordered Received Outstanding
PP500821 ACPA 1/2/2019 3:26 PM Open &sReceive All
2019 Annual Membership renewal - Professor Williams Open §250.00 1 @0 1 &sReceive
PP500820 B & H Photo, Video 1/2/2019 3:25 PM Open & Receive All

and Pro Audio

Camera Phone

Open $100.00 1 @0 1 & Receive



e Check the Customize Dates box.
e Enter the first date of the current fiscal year (7/1/20XX) in the first box and today’s date in the second.
e Click Search
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Item Buyer Supplier Order Date State Subtotal Ordered Received Outstanding

PP500821 ACPA 1/2/2019 3:26 PM Open s Receive All

2019 Annual Membership renewal - Professor Williams Open $250.00 1 Q0 1 & Receive

e All orders, since the beginning of the fiscal year that are not fully received will be displayed.
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PP500821 ACPA 1/2/2019 3:26 PM Open esRecnive All
2019 Annual Membership renewal - Professor Williams Open $250.00 1 @0 1 &y Receive
PP500820 B & H Photo, Video 1/2/2019 3:25 PM Open & Receive All

and Pro Audio
Camera Phone Open $100.00 1 @0 1 & Receive

camera case Open $45.00 1 @o 1 &sReceive



e Receive individual line items by clicking on Receive.
e Receive all remaining open items on the purchase order by clicking on Receive All.
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PP500821 ACPA 1/2/2019 3:26 PM Open &sReceive All
2019 Annual Membership renewal - Professor Williams Open $250.00 1 @0 1 & Receive
PP500820 B & H Photo, Video 1/2/2019 3:25 PM Open & Receive All

and Pro Audio
Camera Phone Open $100.00 1 @o 1 &sReceive

camera case Open $45.00 1 @o 1 &sReceive

e Enter correct Receiving Date.

e Enter correct Received Quantity.
e Add a Note if appropriate.

e C(Click OK.

File Edit View History Bookmarks Tools Help

;7 Durbco LLC dba Signarama C- X [fl Facebook "B % Receiving | Messiah College ||/ X
&« (& Q a https://messiah.unimarket-demo.com/app/community/marketplace/receiving? 16 e @ Search i iIn @ =
£} Most Visited @Gettmg Started @ Getting Started @ Welcome To Applicati... @ How To Create Stunni... m Visa IntelliLink Spend ... ] Dashboard | Messiah ... File Upload w Lock Haven University
— AESSL/ - i P X
= pererE @' |T| MESSIAH MC Receive Item 1 on Order PP500821
inifewnszes
~

2019 Annual Membership renewal - Professar
Williams

. R
Search Receive v

= 1/2/2019 3:40 PM

Open ~

Item Buyer 4 upplier Received Qutstanding
. 1
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Suite 3031
2019 Annual Membership renewal - Professor W @0 1 &sReceive
Quantity
PP500820  Beth Aumen- BgHphe Ordered 1 éaReceive All
Suite 3031
Suite 3031 and Pro A Delivered 0
Camera Phone Received 0 @0 1 & Receive
camera case Returned 0 @o 1 &sReceive
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