
Completing Proceed to Check-out Process 

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

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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. 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 



3. In the “General” section, click the icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 



 
 

5. In the shipping section click the  icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

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

 
 
 
 
 
 
 

 



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

 



 

8. In the “Billing” Section click the  icon. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. In the “Bill To” section, click the  icon in the search field. 
 

 
 
 
 
 
 
 

 



10. Select your billing address from the list. 
 

 



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. 

 

 
 



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”. 
 

 
 



 

 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
 
 

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

 
 
 
 
 
 
 



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”. 
 

 
 



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

 
 
 
 
 
 
 
 
 
 
 
 
 

 



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

 
 

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

 
 
 
 
 
 



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

 
 

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

 



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

 

 
 

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

 



 

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”. 
 

 
 

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

 



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

 
26. Click “Search for assignee”. 

 
 
 



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

 
 
 
 
 
 
 



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

 
 

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

 
 

30. You have completed your requisition. 
 

 


