Department of Procurement
MC One$ource Instructions
Incomplete Requisition

e Requisitions needing completion are indicated by a number in a red circle beside the Task

icon.
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e Click on the Task icon and select Incomplete Requisitions from the list.
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e Click the requisition number to view the requisition.
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Requisition Buyer Requestor Supplier Type Created Total
RR100835 Sherry Lynn Rudasill- Sherry Lynn Airgas Standard 11/29/2018 $125.00 "™ Checkout
Suite 3012 .. # Rudasill-Suite 3012 7:54 AM
e To proceed with this requisition click the blue Checkout Button.
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e All information previously entered has been saved. Delivery Date may need to be re-entered.
e Proceed through the checkout page making sure all information is correct and complete.
e Click Checkout.
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