[} MESSIAH
ﬂl COI‘IJEG'ET. Department of Procurement

MC OneS$ource Instructions
Adding an Item to an existing Shopping Cart

e If an item needs to be added to an existing shopping cart, click Save at the bottom of the
Checkout screen.

f® Marketplace

SIAH

[l COLLEGE

Checkout

~ Locations GRANTHAM CAMPUS / ACCOUNTS PAYABLE

Ship To*  GRANTHAM CAMPUS - Bill To*  ACCOUNTS PAYABLE =

Attn*  Hoffman, 303 Sherry Rudz Attn- ACCOUNTS PAYABLE

SRAHART AT T eeountspayable@meacin ad

MECHANICSBURG, PA 17055 OME COLLEGE AVENUE

United States SUITE 3012
MECHANICSBURG, PA 17056
United States

» Order Type Standard

Blick Art Materials == Add Nates

Warning: This supplier has order integration enabled, and so may not see these Motes or Order Attachments

Product Qty. Subtotal Tax
. Paint brushes 4 §31.96  50.00 (3 copy
3 Unit Price: $7.99 / Each
S g
- Edit
Delvery Date g5igi2015 57 12 o0 PM o+ (&
Account 2740 Q6320 | Q QBC® &gy,
Oil paints $44.50 $0.00
(‘QéLICK Unit Price: $44.50 / Each ! 3 gopy
art materials . emove
- Edit
Delvery Date gigio015  “77 12 :o0o0  PM - (&
Account 3740 Q) 6320 Q QOC® m Split
Subtotal $76.46
Shipping $0.00 $0.00
Tax $0.00
Total $76.46
Delivery Notes Order €3 == 144 attachment =
Attachments T
Blanket Order € - Order Receiving * Receive Manually -
- Justification Replenish art supplies for students
Justification *§)  Replenish art supplies for students Justification = Add Attachment »
Attachments
Justification Mone -
Type

Checkout Cancel



e Hover over the Task Icon in the gray menu bar. The saved order is now an Incomplete
Requisition and a number has been assigned.

ﬁ- Marketplace Orders Invoices

MC ONE$SOURCE Blick Art Ma... - -

Actions: 1 Copy

art materials

Caueck  Requisition RR102736

Messian Lo ue B
Requisition Ship To Bill To
Requisition Number RR102738 Order Attn-Hoffman, 303 Sherry Rudasill-Suite

3012

Buyer .chiey Ringquist-Suite 3031 @ Originators GRANTHAM CAMPUS [CREC]
OME COLLEGE AVENUE

Requisition Date  4/22/2015 2:09 P Order Date MECHANICSBURG, PA 17055

United States

State Incomplete Order Submission Send Electronically (7177662511

Organization Unit Approval Chain aingguisy@messia edu

Justification

Justification Replenish art supplies for students

Blick Art Materials

Product State Qty. Price Subtotal
- Paint brushes Unprocessed 4 $7.99 / Each $31.96 € cancel
CBuick B

art materials

Account 2740-6320- @ Details

o Hover over Marketplace and click View Suppliers.

Orders Invoices

DURCE Blick Art Ma... - Search - B \.n!

Template Orde
Actions: 3 Copy Q Cancel All tems - Checkout Q Cancel

Create Blanket Order

Requisition Ship To Bill To
Requisition Number RR102Z736 Order Attn-Hoffran, 303 Sherry Rudasill-Suite

3012

Buyer sspiey Ringquist-Suite 3031 @ OOERTOrS GRANTHAM CAMPUS [CREC]
ONE COLLEGE AVENUE

Requisition Date  4/28/2015 3:09 PM Order Date va]EﬂtSHﬂ-f-g:\?SEIURG- PA 17055
nite ates
State Incomplete Order Submission Send Electronically (717)-7662511

‘Organization Unit Approval Chain aringquist@messiah.edu

e Select the same supplier.

& Marketplace Orders Invoices I#) 2

B B\

aibeibal e

Actions: = Request Supplier & View Requests

Suppliers
— Non_Cataiog
Suppliers

Supplier Tags

B & H Photo, Video and Pro Audioc C

ZpprEreey  Bailey Leasing/Coach In TRANSPORTATION - C...

Motorcoa and delu an t ortatior




e Add your new item accordingly.
e Hover over Add to Cart at the bottom of the page. The incomplete requisition number will be
listed. Click requisition number.

Name ' Search ’ Item Details

Name * Paint spanges

Unit Price * $ 16.85

Unit of Measure * | Each

Optional Details

Description

Product Code §
Category | |+ | Q Browse

Manufacturer &
Part ID

Req. RR102735

e (e

e Item has been added to the incomplete requisition.

£ Marketplace Orders Invoices

% é}%ﬁ‘fﬁgﬁ MC ONESOURCE Blick Art Ma... > | Search - B Y

(uck  Create a Non-Catalog Item

art materials
Messigh College = Blick Art Materials
Name b Search b ltem Details
Item Name *

v Added item 'Paint sponges’ to incomplete requisition RR102736.

< Previous Next = Cancel 1 AddtoCart ¥

e Hover over the task icon. Click Incomplete Requisition.

& Marketplace Orders Invoices

|% P(I:]}:LLII:EI} MC ONE$SOURCE Blick Art Ma... ~ | Search

(Buck  Create a Non-Catalog Item
art materials
Messiah College = Blick Art Materials

Hame Search } ltem Details

Item Name =

+ Added item Paint sponges’ to incomplete requisition RR102736



e Click requisition number.

[nvo

# Marketplace Ord

MESSIAH
COLLEGE

& MC ONE$OURCE

Incomplete Requisitions

Created Date *  op7i9015 "o Created Date To * am8i2015 M=
From 7 7
Search
Requisition Requestor Supplier Type State Created Total
RR102736 Ashley Ringquist-Suite 3031 Blick At Materials Standard Incomplete 4/28/2015 3:09 PM $110.16

e Click Checkout and proceed through the Checkout process.

Markstplace Orders Invoices

MC ONESOURCE Blick Art Ma... = | Searc - B oy

- S— actions: ) copy € Cancel All teme ™ Checkout 3 Cancel
Ceuck  Requisition RR102736
art matesiats
Messiah College = Blick Art Materials
Requisition Ship To Bill To
Requisition Number RR1027386 Order Attr:Hoffman, 303 Sherry Rudasill-Suite
3012
BUYEr achiey Ringauist-Suite 3031 @ Originators GRANTHAM CAMPUS [CREC]
ONE COLLEGE AVENUE
Requisition Date  4/28/2015 2:09 PM Order Date WECHANICSBURG, PA 17055
United States
State Incomplete Order Submission Send Electronically (T17)-7662511
Organization Unit Approval Chain anngquisi@gmessiah edu
Justification
Justification Replenish art supplies for students
Blick Art Materials
Product State Qty. Price Subtotal
Paint brushes Unprocessed 4 §7.99 /Each $31.96  cancel
=) Mave v
Account 2740-8320- © petails
(7 Oil paints Unprocessed 1 $44.50 /Each $44.50 [x] Cancel
“BLICK ®
art materials = Move v
Account 2740-6320- @ petails
Paint sponges Unprocessed 2 $16.85 /Each $33.70 € cancel
CBuck &) move v
Account @ Details
Subtotal $110.16
Shipping $0.00

Total $110.16



