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

 

 
 
 

 Hover over Marketplace and click View Suppliers.   
 

 
 
 

 Select the same supplier. 
 

 
 



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

listed.  Click requisition number. 
 

 
 
 

 Item has been added to the incomplete requisition. 
 

 
 

 Hover over the task icon.  Click Incomplete Requisition. 
 

 



 Click requisition number. 
 

 
 

 Click Checkout and proceed through the Checkout process. 
 

 

 


