MESSIAH
COI_,I_EGEW Department of Procurement

MC OneS$ource Instructions
Approving a Retrofit Invoice

e Anemail from accountspayable@messiah.edu will be received when an invoice requires
approval.

e Click on the link to login and review the invoice. (Alternately, login to MC OneS$ource, then
click on tasks icon/invoices at the top of the page in the gray bar.)

Invoice ABC999 has been loaded and assigned to you for approval.

Please login to review the invoice. If accepted, the invoice items will be placed in your cart to create a
Retrofit Order for checkout, coding and approval.

Invoice Number ABC999

Supplier xpedx

Creator: Teri Rader

Item Code Qty  UnitPrice UOM Subtotal

Membership Fee MC360 1 $100.00 Each $100.00

Please login to review the invoice.

e From the Approve Invoices screen, click on the invoice number.

_f Marketplace Orders Invoices
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Approve Invoices

Supplier

Blanket Order Invoice Number

Number

Created Date Invoice Date Invoice Number Type Supplier Blanket Order Buyer Net Amount

& 12120151013 AM 172172015 12:0DPM [ ABC999 Retrofit  xpedx Beth Aumen $100.00 & Approve/Decline



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

Management: &% View Invoices "% Approve/Decline

Invoice ABC999

Messiah College > xpedx

xp=dx

= PDF files require Adobe Reader. If you do not have it then click here to install it

Invoice Supplier Shy,» To Bill To

Invoice Number ABC999 Invoice Date 1/21/2015 12:00 PM AttnXpedx
211 House Avenue
State Pending A Created Date 1/21/2015 10:13 AM Camp Hill, PA 1701~
United States
Payment Due Date 1/20/72015 12:00 PM
Printable Invoice eIl e

Transaction Run

Attachments

Xpedx Invoice.docx (12.4K) 'V

Customer Messiah College Creator Teri Rader (Messiah College)
Buyer Beth Aumen Order Date 1/21/2015 10:00 AM
Document
Reference
Retrofit Requisition Retrofit Order
Items
Order Description State Qity. Price Subtotal
Membership Fee Pe p 1 $100.00 f Each $100.00
subtotal $100.00
Shipping $0.00
Tax 50.00
Tatal £100.00

e 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.
e If approving, a reason is not mandatory but may be entered. Click Approve.
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Management: &R View Invoices "X Approve/Decline

Invoice ABC999

Messiah College = xpedsx

xp=dix

> PDF files reguire Adobe Reader. If you do not have it then click here to install it

Invoice Number ABCIS99 Xpedx
State Pending Approva Reason I‘;‘j:iﬁle ';V:Tffenﬁ
2d States
Printable Invoice
Transaction un
Customer Messiah College
Buyer Beth Aumen Order Date 1/21/2015 10:00 AM
Document
Reference
Retrofit Requisition Retrofit Order
ltems
Order Description State Qty. Price Subtotal
Membership Fee Pending Approval 1 $100.00 / Each $100.00



e Clicking Approve will place the items into the shopping cart.
e Click Checkout.

® Marketplace Orders Invoices
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Shopping Cart

Cart In Progress L]
xpedx © Detete
Saved on 1/21/2015 10:20 AM Created from Invoice ABC999
Product Quantity Price Subtotal
Membership Fee (%] $100.00 / Each $100.00 W g

@ petails

xp=dx e

Cart Total: $100.00

Checkout

e The Checkout page is now displayed. Verify that the Ship To information is correct.
e Bill To should default to Accounts Payable. If not, please click on the drop down arrow and
make the selection.

%1 MESS/ =
HMESAH  MC ONESOURCE A ~ | searcn B\

Checkout

w Locations GRANTHAM CAMPUS / ACCOUNTS PAYABLE

Ship To " |GRANTHAP.| CAMPUS | Bill To* ACCOUNTS PAYABLE ~

Attn * ’Sherry Rudasill-Suite 301] Attn:ACCOUNTS PAYABLE

GRANTHAM CAMPUS [CREC] dad ACCOUNTS PAYABLE [ACTPAY]

ONE COLLEGE AVENUE e s

MECHANICSBURG, PA 17055 " -

i Bk MECHANICSBURG, PA 17055

United States

e Do NOT uncheck the Retrofit Order.
e Related Invoice Number and Order Date are a default, please do not change.
e Order Submission is defaulted to Do Not Send — the PO will not be emailed to the vendor.

~ Order Type Retrofit
Retrofit Order €3

Related Invoice ABCY29 OrderDate * 112015 |7 [0 [-[oo |[am v]
Number

Order * | Do not Send v

5




e 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.)

Product Qity Subtotal Tax

M V] hip F $100.00 $0.00
spadx | e osin e T
pewenbae[ (1T Jle JpEuve
Accou Q[ AT A0 g,

Subtotal $100.00
Shipping ~§2 3 ICI $0.00

Tax $0.00

Total $100.00

e 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.)

Product Qty. Subtotal Tax
Membership Fee $100.00 $0.00
m Unit Price: $100.00 / Each
Delivery Date [1p12015  |"37[12 [:[on |[Pm ]| @
Account [z — Q| | Q| ROCD g,
«rU0 - General Adminstration (Board)
2708 - United Way Campaign Subtotal $100.00
2710 - President's Office o
2711 - Institutional Events Shipping ~& $ l:l $0.00
2712 - Middle States Review Tax $0.00
2713 - Commencement .
2714 - Sustainability Total $100.00
. 2715 - Institutional Research
Delivery Notes Order & Add Attac
I: 2716 - Institutional Review :I Attachments + Aca Attachment »

e 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.)

e If applicable, type the activity code in the third box.

e 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.

Product Qty. Subtotal Tax
Membership Fee -1 $100.00 $0.00
Unit Price: $100.00 / Each -
Delivery Date [1512015 |*F712 |:[o0  |[Pm | @
Account |2?4_3 |C'1|545 |Q| |Q [x RO oo
6450 - Contributions
6451 - Fire & Ambulance Subtotal §100.00
6455 - Professional Development o
6456 - Supplies-Memberships, Dues, Subscript shipping *§) § I:I $0.00

Tax $0.00

Total $100.00



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

e Order Receiving is defaulted to Receive Automatically — items will not have to be received in
OneS$ource. Do not change.

Delivery Notes | | At hofdff © = acd Attachment »
chments
Blanket Order ) | E Order Receiving * |Rece ve Automatically V|

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

o 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.

e Click Checkout.

~ & Justification Monthly membership fees.
Justification *¥- | pionthly membership fees. Justification =+ Add Attachment »
Attachments
Email correspondence docx (12 2K) a Delete
Justification | None v
Type

e Requisition has been completed and will be forwarded through the approval queue.
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e Actions: Copy & cancel All items
xp=dx Retrofit Requisition RR100321
Me=_I-* College > xpedx
Retrofit Requisition Ship To Bill To
Requisition Number RR100321 Order Attn-
i CENTRAL RECEIVING [CREC]
Buyer Originators ONE COLLEGE AVENUE
MECHANICSBURG, PA 17055
Requisition Date  1/21/2015 10:59 AM Order Date  1/21/2015 10:00 AM United States
State Pending Order Submission Do not Send anderson@messlahicdu
Organization Unit Approval Chain
Retrofit Order Yes Created from Invoice ABCZ999

Justification

e 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.
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Messiah College eMarketplace on Unimarket =Messwh Plirchasing



