Procurement Procedures
Procedure No. 2010-P1 (10/21/10)

University of Connecticut Health
Center HuskyBuy Training Manual

PROCEDURE NUMBER: 2010-P1

How To LOoG INTO HUSKYBUY

OVERVIEW:

This procedure focuses on how to log into HuskyBuy. View audio visual Lesson #1
Welcome & Site Navigation for additional information on how to navigate the system once
logged in.

PROCEDURE:

STEP 1: GO TO HUSKYBUY SITE LOGIN

e Go to the purchasing services website at http://purchasing.uchc.edu.
e Click on the “HuskyBuy Site Login” link located to the right on the home
page. You will be redirected to the HuskyBuy site login screen.
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STEP 2: LOG INTO HUSKYBUY

If you are an existing HuskyBuy user, you must complete the following fields under
the section titled “Are you an existing user?” If you currently are not a HuskyBuy
user, proceed to Procedure #2010-P0O How To Request A New HuskyBuy User for
further instructions.

¢ User Name — enter a valid user name. User names are case sensitive.
e Password — enter a valid password. Passwords are case sensitive.
e Click on Sign In.

UCHCTeast
SIGN IMN

Please enter your user name and password below to access the application.
These fields are case-sensitive.

Are yvyou an existing user? Are wou a new user?

This application is accessible only to

User Mame =
registered users.

Fassword with your account you will:

- Hawe access to all negotiated

| szcm zm g Comiracis
= Be able to shop from multiple
suppliers at discounted price
- Be able to search and find products

CREATE ACCOUNT |
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NOTE: After multiple unsuccessful login attempts your user account will be locked. If
you have forgotten your user name, contact the HuskyBuy Help Desk. If you have
forgotten your password, proceed to Step 3: Password Reset Request to continue.
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Flease enter yvour user name and password below to access the application.
These fields are casse-sensitive.

[ Errors
= Your user account has been locked. Please contact vwour administrator.
= Inwalid login, please try again.

Are ywou an existing user? Are you a new user?

Ussr Mame This applicaticn is accessible only to
registered users.

Fassword With wour account you will:

= Hawve access to all negotiated
contracts
= Be able to shop from multiple
suppliers at discounted price
= Be able to search and find products

CREATE ACCOUNT |
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STEP 3: PASSWORD RESET REQUEST

e Click on Forgot Your Password? to reset your password.
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Flease enter your user name and password below to access the application.
Thes= fields are case-sensitive.

Are you an existing user? Are you a new user?

User Mame | ] This application is acce=s=sible only to
registered users.

Password | ] wWith wour account wou will:
Forgot wour Pas sword=
s Hawe access to all megotiated

contracts

Be able to shop from multiple
suppliers at discounted price

Be able to search and find products
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¢ User Name — enter a valid user name. User names are case sensitive.

¢ Email address — enter your UConn Health Center email address.
e Click on Go.

UCHCTest

Reset Password

Flea=e enter your user name and the email stored in yvour user profile. These are case sensitive. &an email with
instruction=s on how to change yvour password will be =ent once the value=s entered are wvalidated.

U=zer Mame | |

Email Address{i | |
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¢ You will receive the following message: “Your request has been submitted”.
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UCHCTest

Reset Password

Your reguest has been submitted.
FPlease check the inbox of the email address prowided for instructions on how to change yvour password.
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NOTE: If your user account is no longer active you will receive the following
message: “Your password reset is restricted to active user accounts. Contact your
administrator for further assistance.” If you receive this message contact the
HuskyBuy Help Desk.

UCHCTest
Reset Password

Fleaze enter your uzer name and the email stored in yvour user profile. These are caze =ensitive. &n email with
instruction=s on how to change vour password will be sent once the values entered are validated.

@ Password reset is restricted to active user accounts. Contact your administrater for further assistance.
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STEP 4: RECEIVING AN EMAIL NOTIFICATION

You will receive an email stating your password reset request has been received. The
next step is to establish and confirm your new password.

e Click on the link provided in your email and you will be redirected to reset your
password.

NOTE: DO NOT RESPOND TO ANY AUTOMATED EMAIL NOTIFICATIONS.

Subject: PASSWORD RESET REQUEST

Re: PASSWORD RESET REQUEST
Dear Training Manual,

You are recelving this message because you have reguested to reset your password. You have completed the first step, which is to validate your user identity. The next step
is to provide and confirm your new password. Please click on the link below or copy and paste it into your browser in order to finish resetting your passuord:

hitps://usertest.sciguest.com/apos/Router/ResetPassuord?Action=auth3&0rgllane=UCHC Testdlsername=eadnind Ticket=1%3AHnacSHAL%2 3k 1dr IT0vE23Lxull33UTPHC J1FGERLXSCXSRO0E

3D&Tms tmp=1299511157526828
Please contact your SelectSite Support Team with questions or for any further information.

purservguchc. edu

Support Team Contact Information:
UCHCTest

Thank vou,
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STEP 5: RESET YOUR PASSWORD

¢ Answer — enter the answer to the security question provided. This field is case
sensitive.

¢ New Password — enter a new password with a minimum length of 6
characters. Passwords are case sensitive.

¢ Retype New Password — duplicate what you entered in the new password
field. This field is case sensitive.

e Click on Go.

NOTE: If you have forgotten the answer to your security question, contact the
HuskyBuy Help Desk.

= 4 |- _ e ﬁh

UCHCTest
Reset Password

Please enter the answer to the security question enteraed in your profile.

& The security answer entered does not match the one entered in the user profile.
Try again, or contact your Administrator to change your password.
CLICK. HERE FCOR MOR INFORMATIOCM.

Security Question what is your middle name?
Answer
Mew Password

Retype Mew Password

e—f—
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e You will be redirected to the home/shop navigation tab.

Training Manual  profile | logout ¥ 0 item(s), 0.00 USD

BUY| Home /Shop! search for [CRETTINCRUIED I <=

favorites

Shop |Everything v @0 advanced search

Go to: favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals

Action Items ? Showcased Suppliers display order | add supplier g
- My Orders
No current nor recently completed orders TBD
GRAINGER USA Scientific
ForBid Request Orders
+ View Administrative Items *
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