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MC OneS$ource Instructions
Finding an Incomplete Requisition

e Logon to MC OneS$ource, https://messiah.unimarket.com.

e Any requisitions needing completion are indicated by a number in a red circle beside the Task
icon.

e Hover over the Task icon. Click Incomplete Requisitions.
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o Click the requisition number.
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Incomplete Requisitions

Created Date * 2702015 F;‘* Created Date To * Algjo01s e

From 7
Search

Requisition Requestor Supplier Type State Created Total
RR102569 Ashley Ringquist-Suite 3031 Sapient Partners, Inc. d/ibia Grimm Trophy and Gifts Standard Incomplete 41812015 12:56 PM $12.95

e Click Checkout to proceed with this requisition
e Click cancel to completely remove this incomplete requisition.
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e actions: ) Copy & Cancel &ll tems ™ Checkout € Cancel
Requisition RR102569
Messiah College > Sapient Partners, Inc. d/by
Requisition Ship To Bill To
Requisition Number RR102569 Order

Attr:Ashley Ringquist-Suite 3031
GRANTHAM CAMPUS [CREC]

Buyer ,sniey Ringquist-Suite 3031 @ Originators OMNE COLLEGE AVEMUE
MECHANICSBURG, PA 17055
Requisition Date 4/8/2015 12:56 PM Order Date United States
State Incomplete Order Submission Send Electronically (r17)-7662511

aringquist@messiah.edu
Organization Unit Approval Chain



e All information previously entered is saved. Delivery Date may need to be re-entered.

e Proceed through the checkout process making sure all information is correct and complete.
e Click Checkout.
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Checkout

= Locations GRAMNTHAM CAMPUS | ACCOUNTS PAYABLE

Ship To * GRANTHAM CAMPUS - Bill To * ACCOUNTS PAYABLE -
Attn = Ashley Ringquist-Suite 30 Attn: ACCOUNTS PAYABLE

GRANTHAM CAMPUS [CREC] A as it ki

MECHANICSBURG. PA 17055 oo AR

United States

MECHAMICSBURG, PA 17055
United States

» Order Type Standard

Sapient Partners, Inc. d/b/a Gnmm Trophy and Gifts = Add Notes

Product Qty. Subtotal Tax
= Name tag 1 $12.95 $0.00 ™ copy
Unit Price: $12.95 / Each D remove
B Eait
Delivery Date ‘495015 ™57 12 |- o0 | PM - &
Account 2740 Q, 82320 Q QOC® § Split
Subtotal $12.95
Shipping * & $ 0 $0.00
Tax $0.00
Total $12.95
Delivery Notes Order &  =f 544 attachment »
Attachments
Blanket Order & = Order Receiving * Receive Manually -
~ Justification Meed for new student
Justification *§  eed for new student Justification = Add Attachment »
Attachments
Justification Mone -
Type



