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Submitting a Catalog Order with a Premium Supplier

e From any Tab (Dashboard, Suppliers or Transaction), click the hamburger menu and click

View Suppliers
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e Scroll through the page to view the available vendors listed to click or type one word of the
supplier name in the Supplier box.
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B & H Photo, Video and Pro Au...
CATALOG ...

e Find desired item(s) and add them to the shopping cart.
e When all items have been added, click on the Shopping Cart icon to review items in cart.
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The Professional's Source

Q, Search by Keyword or ltem number

GO

Home == Photography == Digital Cameras

Select a Category

Point & Shoot Cameras
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Sort By:
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Cameras (136)

DSLR Cameras (313)
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Digital Cameras:
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List Price: $4,700.00
You Save: $2,213.49 (479%)

You Pay: $2,486.51
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e Click on Checkout or Punchout. Purchaser will be directed back to the MC One$ource site.
When asked if you want to close this tab, click Yes.

Special Offers » KelbyOne Annual Membership - Full Year of Training

Helpful Links

Calculate Shipping & Tax
» Your Privacy and Security
» Shipping Information

» Dur Return Policy

USA v| Zip Code’

SubTotal: $1,345.90

Sales Tax: Calculate Above m
Shipping: Calculata Above

e The Shopping Cart is now displayed in MC OneS$ource. Item quantities can be adjusted from
this page if necessary. If everything is correct, click Checkout.
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Shopping Cart
@ View Shopping Lists + Create Shopping List [l Clear Shopping Cart
B & H Photo, Video and Pro Audio
Product Quantity Price Subtotal
EOS 5D Mark IV DSLR Camera Body Only CAESD4 (CAESDA4) [1 |o $2.79340 /Each $279340 @ Details
=== - © Move =

Canon

Supplier Total: $2,793.40

e The Checkout page is now displayed. Bill To should default to Accounts Payable.
e Verify that the Ship To information is correct.

¢ Remove the Organization Unit if it is regarding an expense reimbursement

Checkout
Bill To ‘ At.COUNTS PAYABLE v o Ship To I GRANTHAM CAMPUS v
Attn:ACCOUNTS PAYABLE - Attn
ACCOUNTS PAYABLE [ACTPAY] Beth Aumen-Suite 3031
accountspayable@messiah.edu
ONE COLLEGE AVENUE GRANTHAM CAMPUS [CREC]
SUITE 3012 ONE COLLEGE AVENUE
MECHANICSBURG, PA 17055 MECHANICSBURG, PA 17055
United States United States
Organization Nursing Reimbursement Expenses

Organization Unit @ | Mursing Reimbursement Expenses X\




e In the first box, type the org code. Options will appear, click to choose the correct option or
continue typing. Search by org name is also available by typing the first word of the org.

B & H Photo, Video and Pro Audio © Add notes

Product Delivery date Unit price Qty. Subtotal Tax
EOS 5D Mark IV DSLR Camera Body Only CAE5D4 (CAESD4) Pick a delivery date $2,793.40 / Each 1 $279340 5000 o

QRGN
274 Q - = 2 ..

2740 - Procurement

2741 - Procurement Posting Subtotal $2,793.40

Shipping $0.00 $0.00
Tax $0.00
Total $2,793.40

e In the second box, type the account code. As you begin typing, options will appear, click to
choose the correct option or continue typing. Search by account name is also available by
typing the first word of the account.

e |f applicable, type the activity code in the third box. As you begin typing, options will appear,
click to choose the correct option or continue typing. Search by activity code is also available
by typing the first word of the activity code.

e |If purchasing more than one item and allocating all items to the same org/account, use the drop
down arrow to the right of the account boxes to copy the org/account allocation down to all
other items. Make sure each item has the correct org/account/activity code allocation.

e Delivery Date can be selected by clicking the calendar.

B & H Photo, Video and Pro Audio © Add notes
Product Delivery date Unit price Qty. Subtotal Tax
EOS 5D Mark |V DSLR Camera Body Only CAESD4 (CAESD4) Pick a delivery date $2,79340 / Each 1 $2,793.40 $0.00 jmj
2740 -- 8272 — = < -
Subtotal $2,793.40
Shipping $0.00 $0.00
Tax $0.00

Total $2,793.40



e If delivery instructions are needed, type them into the Delivery Notes box. This information
will print on the purchase order and be seen by the supplier.

e |f there is a quote/correspondence from this supplier, save the file as a pdf, click browse in the
Order Attachments box, browse to find the correct file and click Add.

e If this requisition is associated with a blanket order, click the drop-down arrow and select the
appropriate blanket order number.

e Order Receiving is defaulted to Receive Manually, do not change.

Order attachments

& Drop files to attach, or browse

~ Size limit 50M.

Receive Manually N

¢ In the Justification box, provide the business purpose for the purchase. This is required
information, please be specific.

e |f there are any internal attachments (email requests, other supplier quotes, etc.), save files as
pdf’s, click on browse link in the Justification Attachments box, browse to find each file,
click Add. These attachments are internal only and will not be seen by the supplier.

e When all steps are completed, click on Checkout to process the requisition.
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Camera requested by Professor William... ~

(@ The justification and attachments are for review by the approver. They will not be sent to the supplier.

Justification Attachments

Camera requested by Professor Williams for his Fall 2019 photography class.
& Drop files to attach, or browse

v OLR Renewal - Wiley Major Gifts Report.pdf (212.1' & @ [0 Delete
51> limit 50M.
p N\
Terms and Conditions Privacy Policy

unimarket '&é- v



e Click Save if you need to stop but want to come back to complete the requisition at a later time.
The requisition will be saved as an Incomplete Requisition and can be found by clicking on
your Task icon in the upper right hand corner.
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Requisition RR100842 Incomplete Requisitions

Messiah College > B & H Photo, Video and Pro ... QOutstanding Receiving

Quotes

Requisition S Invoices
Requisition Number RR100842 TE Background Jobs
. Click Cancel to cancel the order. Items will remain in shopping cart until deleted.

12/06/2018



