Completing Proceed to Check-out Process

1. When finished adding items to your cart, click “Proceed to Check-out”.

OK CORRAL

Al Search (Al+Q) srsooouso W o D €D
Simple Advance o Details hd
Matthew Wessel
150 ltems ] -
Dearinger Printing Co - 150 ltems - 3,750.00 USD -
2-10-31 wesse
SUPPLIER DETAILS
ftem Catalag Na. Size/Packaging Unit Price Quantity Ext. Price Total (3.750.00USD) ¥
Sublota 3,750.00
Custom portfolios per quote 123456 previously submitted N/& EA 25.00 150 EA 3,750.00 - -
.00
Handiing 0.00

ITEM DETAILS & 3,750.00




2. While completing your requisition, the “Correct These Issues” list on the right side of the screen will tell you which information is still
needed before you can submit your requisition.

OK CORRAL

Summary

General
Cart Name
Description

Requestor

Priarity

Purchasing Contact

Bid or

Cor

Bid Code

Requisition - 3638594

2022-10-31 wesselm 01

no value

Matthew Wessel

Marmal

Matthew Wessel

X

*

no value

no value

no value

Shipping

Ship To

ne address

@ Required

Delivery Options

Expedite X

Ship Via Best Carrier-Best Way

sted Delivery
no value

Billing
Bill To

no address

Credit Card Info

No credit card has been assigned.

Billing Options
Prior
appro no value
required if selecting @ Required
next fiscal
X

All =

Search {Alt+Q)

@ -G - Assign Cart

e Correct these issues.
You are unable to proceed until addressed

Required: Campus Code
Reguired: Shipping address
Required: Billing address

q Requirn

select

next fiscal year.)

Required: Chart
Required: Fund
Required: Account
=
Total (3,750.00 USD)

What's next for my order?

3750.00USD W

v D Sy

Submit Requisition

Fiscal Year (Prior Purchasing approval required if

3,750.00
0.00
0.00

3,750.00



N
3. Inthe “General” section, click the 4 icon.

OK CORRAL

Summary

General
Cart Name

Description

Requestor

Certificate of
Completion

Non Tax-Exempt

ing Contac

Requisition = 3638594

2022-10-31 wesselm 01

no value

Matthew Wessel

Marmal

Matthew Wessel

p 4

X

no value

no value

no value

Ship To

no address

Delivery Options

Expedite

Requested Delivery
Date

s

Best Carrier-Best Way

no value

Billing

Bill To

no address
@ Required

Credit Card Info

No credit card has been assigned.

Billing Options

no value
© Required

All =

Search (Alt+0) arsooouso W © D &g

® = @ .- Assign Cart Submit Requ

€ correctthese issues. ~
You are unable 1o proceed until addressed

Required: Campus Code

Required: Shipping address

Required: Billing address

Required: Fiscal Year (Prior Purchasing approval required if
selecting next fiscal year.)

Required: Chart

Required: Fund

Required: Account
Total (3,750.00 USD) ~
3,750.00
0.00
0.00
3,750.00

What's next for my order? ~



4. Click the drop-down arrow in the “Campus Code” section and select your campus code. Then, click “Save”.

Description

Requestor Matthew Wessel

Priority Normal i
Shopper Matthew Wessel Q
Employee Family I:l

Owned Business

Certificate of ] l Organization Values
Completion

1 - General University

2 - Agricultural Experiment
Non Tax-Exempt ]

3 - Agricultural Extension

kg B 4 - Institute of Technology

5 - Veterinary Medicine

Original Bid or Contract 6 - Oklahoma City

#
#

7 - Center for Health Sciences

8- Tulsa
Bid Code 9-CIED
Campus Code * v
@ Regquired
Board Approval

# Required fields Close




"3
5. In the shipping section click the ¢ icon.

nl{ cﬂnnnn aliv Search (Alt+Q) 375000USD W 01D £

Requisition + 3638594 = & &5 @ --- Assign Cart Submit Requisition

Summary

Genera /- shiopeg P -~ U
@) correct these issues. v
Cart Name 2022-10-31 wesselm 01 Ship To Bill To You are unable 1o proceed umil addressed.
Description no value no address no address Required: Shipping address
© Required © Required ERECELEY .
Requestor Matthew Wessel Required: Billing address
Required: Fiscal Year (Prior Purchasing approval required if
Priority Normal Delivery Options Credit Card Info selecting next fiscal year)
Shopper Matthew Wi : b No credit card has been assigned. Beguired: Chan
s i e Required: Fund
Billing Options iy gt
yee Family Ship Via Best Carrier-Best Way Required: Account
wned Business 2
i ki Total (3,750.00 USD) v
of w t F‘-:tl.‘f L‘ec! -1 o @ Required
next fiscal y toti 3,750.00
Non Tax-Exempt b4 shipping 0.00
sing approva Handling 0.00
urchasing C no value prior to submitting * ) -
;qu'lemo-ﬂ for next 3,750.00
Criginal Bid or . scal period.
Contract # Lehs
What's next for my order? ~

Bid Code 1o value



6. To search for your address start typing your address in the search field and select your address from the list that appears.

|
Ship To

L®) No address assigned

1224 ® Q<:iPage 10 v
I:> 1224 N Boomer Rd - Matthew _

|  OK State Univ - 1224 N BOOMER R
Expedite []

b Via Best Carrier-Best Way w

* Required fields Cloge



7. Enter your room number in the “Room/Blg” field. Then click “Save”.

Ship To

\_J) No address assigned

(®) 1224 N Boomer Rd

1224 N Boomer Rd

Delivery Options

Expedite

* Required fields

e

Matthew Wessel N Add to my addresses

123

100408 - Purchasing

0K State Univ

1224 N BOOMER RD
STILLWATER

0K

74078

United States

G, Results Per Page 10 w

0

L]

Best Carrier-Best Way v



"3
8. In the “Billing” Section click the 4 icon.

OK GORRAL Al Search (Alt=0) arsoouso W o @ D

Requisition + 3638594 = o & Assign Cart
q - o
Summary oIy Hi
General rd Shipping &£ - Billing &
these issues.
Cart Name 2022-10-31 wesselm 01 Ship To Bill To *fou are unable 1o proceed until addressed.
Description o value no address no address Required: Shipping address
© Required © Required e e
Requestor Watthew Wessel e el
Required: Fiscal Year (Prior Purchasing approval required if
Normal Delivery Options Credit Card Info selecting next fiscal year.)
Shopper Watthew Wessel x No credit card has been assigned. ey
happe aaihew Fosel Required: Fund
Billing Options i
Employee Family % Ship Via Best Carrier-Best Way Required: Account
ed Business Fiscal Year [Prior
s i i : Total (3,750.00 USD) v
v urchasing approval "
= ery sl Pur ing appro no value
w Date required if s
next fisc 3750.00
Non Tax-Exempt X 0.00
Handling 0.00
Purchasing C 110 vale X N
3,750.00
Original Bid or v
¥a
Contract # i
What's next for my order? v

N0 vaiue



9. Inthe “Bill To” section, click the G\ icon in the search field.

Bill To

1®) No address assigned

Credit Card Info

Billing Options

#* Required fields m Close



10. Select your billing address from the list.

w*
Bill To

':f:' No address assigned

(O Connors Wamer — Connors State College, Accounts Payable, 918-463-6329, Rt 1 Box 1000, Warner, OK 74469, United States

O Langston - Langston University, Accounts Payable, 405-466-3216, PO BOX 967, Langston, OK 73030, United States

(O MEO Miami - Mortheastern Okla A&M College, Accounts Payable, 918-540-6224, 2001 ST NE, Miami, OK 74354, United States

(O oK Panhandle State Univ - Okla Panhandle State Univ, Accounts Payable, 580-349-1553, PO BOX 430, GOODWELL, OK 73939, United States

':::' Okmulgee IT - Institute of Technology , Purchasing Dept, 918-293-5266, 1801 E 4th, OKMULGEE, OK 74447, United States

':::' 0SU Oklahoma City — Oklahoma State University, Purchasing Dept, 4059453292, 900 N Portland, OKLAHOMA CITY, OK 73107, United States

':::' 0SU stillwater — Oklahoma State University , University Accounting, 405-744-5865, matt.wessel@okstate.edu, 304 Whitehurst, Stillwater, OK 74078, United States

':::' 0SU Tulsa - Oklahoma State University , Business Affairs Office, 918-594-8351, 700 N Greenwood, Tulsa, OK 74106, United States

Search additiona Q. Results PerPage 1p w : o of 1
Credit Card Info
Billing Options
Fisca r (Prior Purchasing approval required if " [y
selecting next fiscal year
@ Required

# Required fields Close



11. Enter the email address of the person in your department the invoices need to be sent to in the “Email” field.
a. Please note: This step is only available to the OSU Stillwater campus.

W
Bill To

() No address assigned

(O Connors Wamer — Connors State College, Accounts Payable, 918-463-6329, Rt 1 Box 1000, Warner, OK 74469, United States

O Langston - Langston University, Accounts Payable, 405-466-3216, PO BOX 967, Langston, OK 73050, United States

':::' MNEO Miami - Mortheastern Okla AEM College, Accounts Payable, 918-5340-6224 , 200 | ST NE, Miami, OK 74354, United States

(O 0K Panhandle State Univ - Okla Panhandle State Univ, Accounts Payable, 580-349-1553 , PO BOX 430, GOODWELL, OK 73939, United States
(O okmulgee IT - Institute of Technology, Purchasing Dept, 918-293-5266, 1801 E 4th, OKMULGEE, OK 74447, United States

() 0SU Oklahoma City — Oklahoma State University, Purchasing Dept, 405-945-3292, 900 N Portland, OKLAHOMA CITY, OK 73107, United States

(®) psu stillwater “

Oklahoma State University Add to my addresses

University Accounting

405-744-5865

Email: * matt wessel@okstate.ec

nel 304 Whitehurst
City Stillwater
te OK

74078

United States

':::' 0SU Tulsa - Oklahoma State University, Business Affairs Office, 918-594-8351, 700 M Greenwood, Tulsa, OK 74106, United States

additiona O, Results PerPage 10 -

i 4 o af 1
* Required fields Closz




12. Scroll down to the “Billing Options” section, click the drop-down arrow next to the “Fiscal Year” field and select the correct fiscal year
from the list. Then click “Save”.

(®) CURRENT ADDRESS “
Contact Line 1 Oklahoma State University Add to my addresses
Contact Line 2 University Accounting
Contact Line 3 405-744-5865
Email; * matt. wessel@okstate.ec
Address Line 1 304 Whitehurst
City Stillwater
State 0K
Zip Code 74078
United States

C,  Results PerPage 10 w

Credit Card Info { Organization Values

20-2020

21-201

Billing Options :> 22 - 2022




»
13. From the “Accounting” section, click the & icon.

OK CORRAL Al v Search (alt+Q) ssocovso W © D By

Requisition + 3638594 - e - Assign Cart Submit Req
Summary Taxes/S&H PO Previe Comi Hi
Accounting Codes ra
Chart Fund Commodity Account 6 Correct these issues.
‘You are unable to proceed until addressed.
o value no vaiue no value no valtie
© Requirzd © Requirzd © Required Required: Chart
Required: Fund
Internal Notes and Attachments & - PO Clauses i o Required: Account
Intemal Note no value PO Clauses 2 Edit | View details Total (3,750.00 USD) “
Intemal A Add
tota 3,750.00
PO Type no value
0.00
no value Handling 0.00
Phase # no value i 3-750_06
150 ltems =[O =

‘What's next for my order? w




14. Click the drop-down arrow in the “Chart” section and select your Chart from the list.

Accounting Codes

Chart *

Commodity Account * =

Organization Values
1 - Oklahoma State - General University
2 - Agricultural Experiment Station
3- 0SU Cooperative Extension
4- 0SU Institute of Technology
5- Ctr for Veterinary Health Sciences
6- 08U - Oklahoma City
7 - Center for Health Sciences
§-05U-Tulsa
9 - 0SU-Research Foundation
C - Connors State College
L - Langston University
M - OSU Medical Autharity
N-NEO ARM
P - Oklahoma Panhandle State University

Close

15. Click the G\ icon in the “Fund” section.

Edit Accounting Codes

Accounting Codes
Chart * Fund* = Commodity Account* &
1- Oklahoma State - General University  » No Value Q ~|  NoValue

1@ Required @ Required

__— s
* Required fields Save Close




16. Search for your fund by either entering the fund number in the “Value” field or fund name in the “Description” field, then click “Filter”.

Filtar

Clear All Filters

< % Page | 1 of 200 1-20 of 4000 Results 20 PerPage -
Value T Description

000000-1 Payroll Clearing Fund - Testing 4
010500-1 Change Fund-Gen Univ +
010502-1 Architecture Change +
0105041 Hrad Change Fund +
0105071 Testing & Evaluation .
0105111 Hrad-Taylor'S Dining +
010512-1 Ext Conf Coor +
010351441 Library Change Fund +
0105151 Hrad-West Side Cafe +
010517-1 Fapc Change Fund 1=
010519-1 Inventory Chg Fund -+
0105211 Media Cir Change Fnd +
010526-1 0SU Speech Language .
A1AENT 1 RS Ert Panfrrnnnan 4 =

Cancel



17. Select your fund from the search results by clicking the + icon next to correct fund.

Purchasing Filter

Clear All Filvers

Value 1 Description
116350-1 Purchasing Office I:> 4=
326128-1 Purchasing Card +

Cancel



18. Click the drop-down arrow in the “Commodity” field section and select your Commodity from the list.

Edit Accounting Codes X

Accounting Codes

Chart * Fund* = Commodity Account * =

1- Oklahoma State - General University v

@ FRequired
Organization Values

Bidgs Constructn/Renov/Rental - Construction, Renovations, Renewals a...

Communications and Utilities - Telephone, Shipping Services, Postage...

Computer Hardware - Computer Hardware

Computer Software and Services - includes Software under $500

Equipment Rental - Machine and Equipment Rental Services

Equipment, Construction - Equipment, Construction

Equipment, Internal Use - Motor Vehicles, Agriculture Equipment...

Insurance - Building Property/Equipment Insurance.

Lab and Research Testing, Doctors, Lawyers, Consulting, Computer Service Agreements - Lab and Research Testing, Doctors, La..
Lab/Med/Instructional Equipmt - Lab/Med/Instructional Equipmt

Lab/Med/Instructional Supplies - Books/Periodicals and Livestock/Poult..

Lodging/Catering Direct Paymt - Conference Services, Catering, Hotel ...

Office Supplies - Office Supplies, Data Processing Supp..
Services, Contractual - Subscriptions, Memberships, Advertisi...
Services, Other - Financial Charges, Incentives, Royalt...
Services, Printing and Binding - Services, Printing and Binding
Services, Professional - Lab and Research Testing, Doctors, La..
Services, Repairs & Maint - Repairs and Maintenance including mat...

Close

19. Click the drop-down arrow in the “Account” section and select the correct account from the list. Then click “Save”.

Accounting Codes

Chart * Fund® &= Commodity Account * =

1 - Oklahoma State - General University ~ Q Office Supplies - Office Supplies, Data Processing Supp... v ~

Organization Values
703010 - Off Supp-Printing
703020 - Off Supp-Non-Exp
703030 - Off Supp-Expendable S 4
703100 - Cmptr Sup D/Process
709268 - Part Misc-Off Supp

Save Close

* Required




"3
20. If an internal note is necessary, click the 4 icon in the “Internal Notes and Attachments” section.

OK GORRAL

Requisition + 3638594

Summary  Tenss/S&H

Accounting Codes
Chart

1

Internal Notes and Attachments

Inter no valve

Intemal Attachments Add

PO Type no value
no vaiue
no vaive

Fund

1163501

Commadity Account

Office Supplies 703020

Office Supplies, Data Processing Supplies Off Supp-Han-Exp
PO Clauses 2 Edit| View details

21. Type your note in the “Internal Note” text field and click “Save”.

Internal Note

Intemal Note Type note here. <:

expand | clear

Allv Search (Al+0) 375000USD W 0@

P
Total (3,750.00 USD) v
3,750.00
0.00
Ha g 0.00
v
3,750.00
What's next for my order? v
Next Step Fiscal Approval

Approver Wessel, Matthew



22. If you need to attach a document (quote from supplier, etc.) click “Add” in the “Internal Notes and Attachments” section.

OK GORRAL
Requisition « 3638594

Summary axes/S&H

Accounting Codes
Chart

1

Internal Notes and Attachments

Intemal Note

Type note here

Add

no value

no value

no value

23. Select your attachment(s) by either clicking “Select files...” and browsing for your file or clicking and dragging your file into the area that

Fund Commaodity

116350-1

& PO Clauses

PQ Clauses

Office Supplies

Account

703020

2 Edit | View details

says, “Drop files to attach, or browse”. Then click “Save Changes”.

Al Search (Alt+Q) arsooouso W @ D &y
|
Total (3,750.00 USD) g
3,750.00
0.00
S Handiing 0.00
3,750.00
What's next for my order? v
lext Step Fiscal Approval
Appraver Wessel, Matthew
- ]

Atarhment Tvne )
Artachment 1ype )

File () Link

%
Eb

* Required fields

:> Save Changes

Close



OK CORRAL

Requisition + 3638594

Summary Taxes/S&H PO Preview
General

Cart Name 2022-10-31 wesselim 01
Description no value

Matthew Wessel

Priority MNormal

Shopper Matthew Wessel

no value

no vaiue

no value

Attachments

Shipping & -

Ship To

Attn: Matthew Wessel
Room/Blg 123

Dept 100408 - Purchasing
0K State Univ

1224 N BOOMER RD
STILLWATER, OK 74078
United States

Delivery Options
Expedite b &

Best Carrier-Best Way

no valie

All =

Billing &£ -

Bill To

Oklahoma State University
University Accounting
405-744-5865

Email: matt wessel@okstate edu
304 Whitehurst

Stillwater, OK 74078

United States

Credit Card Info

No credit card has been assigned.

Billing Options

Search (Ah+Q) 375000UsD W

24. Once you have all your information entered (all fields in the “Correct These Issues” will be gone), review all information to insure it is
correct, then click “Submit Requisition”.

v 1@ S

Submit Requisition

Total (3,750.00 USD)

What's next for my order?

Fiscal Approval

over Wessel, Matthew

W Show skipped steps

Draft

Banner Budget Authorization

a. If you need to assign your cart to your department’s designated requester proceed to step 25.

W

3,750.00
0.00
0.00

3,750.00



25. To assign your cart to a requester, click “Assign Cart”

Summary

General

Cart Name

Requestor

Priority

Shopper

OK CORRAL

Requisition + 3638594

2022-10-31 wesseim 01

1o value

Matthew Wessel

Normal

Matthew Wessel

X

X

no value

na value

no value

Shipping

Ship To

Attn: Matthew Wessel
Roomy/Blg 123

Dept 100408 - Purchasing
OK State Univ

1224 N BOOMER RD

STILLWATER, OK 74078
United States

Delivery Options
Expedite "

Best Carrier-Best Way

no vaiue

SELECT = or SEARCH

Mote To Assignee

Billing
Bill To

Oklahoma State University
University Accounting
405-744-5865

Email: matt wessel@okstate edu
304 Whitehurst

Stillwater, OK 74078

United States

Credit Card Info

No credit card has been assigned.

Billing Options

All >

Close

Search (Ah+0)

Total (3,750.00 USD)

What's next for my order?

375000uUsD W

3,750.00
0.00
0.00

3,750.00

Fiscal Approval

Wessel, Matthew

W Show skipped steps




27. Search for your requester by entering information in the search criteria fields provided and clicking “Search”.

- i . sl
erName @
E )
o ent /] W
Bnle . s



28. Click the + icon next to your requester’s information.

New Search
Name 4 User Name Emnail Phone Action
JOHNSON, KYLE W kwijohns_local kyle.johnson@okstate edu +1 405-744-5977 +
JOHNSON, KYLE WILLIAM kyj kyj@okstate.edu +1918-810-5576 @
Johnson, Kyle kwjohns_local_limited kyle johnson@okstate edu

Johnsen, Kyle kwjohns kyle johnsong@okstate edu +1 405-744-5977 ﬁ |

Close

29. You can add a note to the assignee buy entering it in the “Note to Assignee” text field, then click “Assign”.

Assign Cart To: Johnson, Kyle

SELECT = or SEARCH

R -

30. You have completed your requisition.



