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 Note the Supplier. 
 Review all Attachments by clicking on the link. 
 Review the Description of the items listed along with the quantity, unit price and total. 

 

 
 
 

 Click Approve/Decline at the top of the page.  To decline the invoice, type a reason for 
declining in the box and then click Decline.  

 If approving, a reason is not mandatory but may be entered.  Click Approve. 
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 Click on the calendar next to the Delivery Date box to enter an anticipated delivery date.  The 
delivery date is not shown to the vendor.  (If purchasing more than one item, use the blue down 
arrow to the right to copy the delivery date down for all other items.)   

 

 
 

 In the first box, type the Org.  As information is entered, options will appear, click to choose 
the correct option or continue typing.  (The magnifying glass can be used to search.) 

 

 
 
 

 In the second box, type the account code.  As information is entered, options will appear, click 
to choose the correct option or continue typing.   (The magnifying glass can be used to search.) 

 If applicable, type the activity code in the third box.   
 If purchasing more than one item, but allocating all to the same org/account, use the blue down 

arrow to the right of the account boxes to copy the org/account allocation down for all other 
items.  Make sure each item has the correct org/account/activity code allocation.   

 

 
 
 



 The PO will not be sent to the vendor, so there is no need to type Delivery Notes. 
 If the invoice is related to a current Blanket Order, click on the down arrow to select the 

appropriate Blanket Order Number. 
 Order Receiving is defaulted to Receive Automatically – items will not have to be received in 

One$ource.  Do not change. 
 

  
 

 In the Justification box, give a detailed explanation as to why the purchase is being made.  This 
is important information and necessary for IRS audit purposes.   

 If there are any attachments (requests, quotes, emails, etc.), first save as pdf, click on the Add 
Attachment link in the Justification Attachments.  Click Browse and find the appropriate 
document and Click OK.   

 Click Checkout. 
 

 
 

 Requisition has been completed and will be forwarded through the approval queue. 
 

  
 
 

 Click on the home icon and verify that there is no number next to tasks icon on the gray bar.  
This verifies that all tasks have been completed. 

 

 


