Procurement Procedures
Procedure No. 2010-P4 (10/21/10)

University of Connecticut Health
Center HuskyBuy Training Manual

PROCEDURE NUMBER: 2010-P4

How To MANAGE FOLDERS

OVERVIEW:

Users have the ability to create personal folders for their favorite items. Folders and
subfolders can be created to manage your personal and shared favorites. Personal
favorites are items that you have identified for future purchasing. Shared favorites
allow favorite items to be shared with the entire organization, or a select group within
the organization. You will have full control over items in your personal folders;
however shared folders are created by the HuskyBuy Administrator.

Favorites give you quick access to items and forms you’ve saved personally or that
are shared by others in the organization. Favorite items are organized into folders,
which can be browsed using the navigation tree. All of the items and forms in a folder
will be listed when a folder is selected, and the last folder you select will be
remembered on your next visit to the favorites tab. View audio visual Lesson #5
Managing Favorites for additional information.

PROCEDURE:

STEP 1: CREATING PERSONAL FOLDERS AND SUBFOLDERS

e Select the carts navigation tab.
e Select the favorites sub-tab.

~ | Training Manual _profile | logout 1 2010-10-21 training 01 | 1 item(s), 9.99 USD
Y| Favorites LR Catalog Keyword v _’E

favorites | approvals | history | settlement | contracts | profile | salesorders | usermgt. | more=>

\W favorites (GGG

A
/ # Company Forms Folder Admin

Figure 1

These materials are Proprietary and Confidential to the Purchasing Services Department at the University of CT Health Center. Any re-publication,
transmission or distribution of these materials without the express written consent of the Purchasing Services Department is strictly prohibited.

How To Manage Folders
Q: Drive/Policies & Procedures/Procurement Page 1 of 9



Procurement Procedures
Procedure No. 2010-P4 (10/21/10)

CREATE PERSONAL FOLDER:

e Click on New and drop-down menu will appear.
e Click on Top level personal folder and a pop-box will appear.

-, | Training Manual profile | logout -:w 2010-10-21 training 01 | 1 item(s), 9.99 USD

Favorites

home/shop favorites carts approvals | history | settlement | contracts | prafile | sales orders | user mgt. |

Hew | ||  Edit §pelete

[ Top level personal folder
Top level shared folder
Subfolder of selected folder

= Shared
ABCO Forms
Change Order Request

Company Forms

Figure 2

¢ Name — enter a folder name.
e Description — enter a description to briefly explain the contents of your folder.
e Click on Save.

Editing Personal Favorites Folder ? X
Name Lab Supplies
Cescription Room S8 -
247 characters remaining expand | clear
:> Sawve Cancel

Figure 3

CREATE PERSONAL SUBFOLDER:

e Click to highlight the folder name in which you want to create a subfolder.
e Click on New and drop-down menu will appear.
e Click on Subfolder of selected folder and a pop-up box will appear.

p Training Manual _ profile | logout 2% 2010-10-21 training 01 | 1 item(s), 9.99 USD
BUY | Favorites RIS Catolog keyword »] KD
home/shop favorites carts approvals | settlement | contracts profile sales orders | user mgt. | ore =
tlek, RDcsts Lab Supplies
Top level personal folder Room 58
Top level shared folder y
Subfolder of selected folder | Add non-catalog item...
Labs.,ppnes
= Shared There are no favorites in this folder yet.
Add items from product search, carts, or your history to save them as favorites.
ABCO Forms
Change Crder Request
Company Farms

Figure 4
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¢ Name — enter a subfolder name for the selected folder.

e Description — enter a description to briefly explain the contents of your
subfolder.

e Click on Save.

Create Mew Personal Favorites Sub-Folder 7 b
MHamea Fisher Scientific
Crescripticon Crders from Fisher Scientific Snly
220 characters remaining expand | clear
:> Sawe Cancel

Figure 5

STEP 2: EDITING FOLDERS AND SUBFOLDERS

You have the option to edit, move, copy or delete folders and subfolders.

e Select the carts navigation tab.
e Select the favorites sub-tab.

EDIT:

e Click to highlight the folder or subfolder name in which you want to edit.
e Click on Edit and drop-down menu will appear.

Training Manusl _profile | logout %% 2010-10-21 training 01 | 1 item(s), 9.99 USD

BUY | ravorites Scarch or [ETPIUNETDIES I ==

[—— carts TrEes |-

= Lab Supplies
() expand all (- Il Room 58
= Personal Add non-catalog item...
Figure 6

¢ Name — highlight the current name entered to edit.
e Description — highlight the current description entered to edit.

Editing Personal Favorites Folder 2 x
MNMame Lab Supplies
Drescription Room S8 "
247 characters remaining expand | clear
Sawe Cancel

Figure 7
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e Click on Save.

wJ
*

Create New Personal Favorites Folder

Mame Lab Supplies

Description Lab Orders for BRoom 23456

228 characters remaining expand | clear

:l/,\ Sawve Cancel

Figure 8
MOVE/COPY::

e Click to highlight the folder or subfolder name in which you want to move or

copy.
e Click on Move/Copy and a pop-box will appear.

2 2010-10-21 training 01 | 1 item(s), 9.99 USD

Training Manual _profile | logout

M Favorites

ome/shop favorites & y profile

(+) expand all (-} collapse all

Fisher Scientific

Order from Fisher Scientific only

Results per page [20 [+] Total Products & 1 q Page 1]+ of 1 |

= Personal

Lab Supplies

Add non-cataleg item...

Mouse; Isotype: IgG1; Applications: IP, WB; Cross Reactivity: Hu, Ms; 1/EA from Fisher Scientific

Antibody; Primary; anti-SOCS1, Clone: 4H1, Millipore (Upstate); 100ug; Unlabeled; Host Species:

[=}- Office Supplies
[ icher scientific

[=}- Research Supplies
iolab #1 Manufacturer Info 04-
&

MI
- (Millipore Antibodies)

Part Number

edit | move/copy | delete | add to cart -

9.99 usp [
100microg, EA
1 Add to Cart
edit | move/copy | delete

Figure 9

Folder Move/Copy

Fisher Scientific
From Folder : Perzonal = Office Supplies = Fisher Scientific

w
b

Destination Folder :

= Personal
Lab Supplies
_J_r_} Office Supplie=s
1} Reszearch Supplies

[= '_Shared

o shared folder available

i
1}

Cancel

Figure 10
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e Click to highlight the folder or subfolder name in which you want to move or
copy your folder or subfolder to.
e Click on Move to move or Copy to copy the folder or subfolder.

Folder Mowve f Copy 2 o
Fisher Scientific
From Folder : Personal = Office Supplies = Fisher Scientific

Destination Folder : Personal = Lab Supplies

= Personal

Lab Supplies

:—_} Office Supplies
+}- Research Supplies

Mowe |  Copy | Cancel

Figure 11

¢ If you moved your folder or subfolder, you will receive the following message:

“ has been moved successfully”.
e If you copied your folder or subfolder, you will receive the following message:
“ has been copied successfully”.

e Click on Close.

Folder Move/Copy ? X

Fisher Scientific has been moved successfully.

— P

Figure 12
Folder Move /Copy ? X
Fisher Scientific has been copied successfully.
— -
Figure 13
DELETE:

e Click to highlight the folder or subfolder name in which you want to delete.
e Click on Delete and a pop-box will appear.

story

Research Supplies

-
Add non-catalog item...
Thers are ne lavorites in this folder yet.
Add items from product search, carts, or your history to save them as lavorites.
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e You will receive following message: “Are you sure to delete this folder?”
e Click on OK to confirm deletion.

NOTE: Click on Cancel if you decided not to delete the folder or subfolder.

Messapgpe from we b pagse | ﬁ I
-_:_':_,,;I' e o surse Eo deleks Ehis Folder 7

I::>I o | o I I . arncel

Figure 15

STEP 3: EDITING FOLDER AND SUBFOLDER CONTENTS

You have the option to edit, move, copy or delete the favorite item(s) within a folder
and subfolder.

e Select the carts navigation tab.
e Select the favorites sub-tab.

EDIT:

e Click to highlight the folder or subfolder name that contains the favorite item
you want to edit.

e Search for the favorite item you want to edit.

e Click on Edit and a pop-box will appear.

Training Manual  profile | logout ;ﬁ 2010-10-21 training 01 | 1 item(s), 9.99 USD

Search for [eElElEIlN (SKU)|Z| _’E

Fisher Scentiic

(+) expand all () collapse 2l Order from Fisher Scientific anly

o Personal Results per page 20 E Tatal Products : 1 { Page 1@ of 1 b
BLab Supplies Add non-catalog item... edit | move/copy | delete | add to cart r
Fi.sharSw:ientifu: . ) . . )
Antibody; Primary; anti-50CS1, Clone: 4H1, Millipore (Upstate); 100ug; Unlabeled; Host Species: 9.99usp [
-~ Office Supples Mouse; Isotype: IgG1; Applications: IP, WB; Cross Reactivity: Hu, Ms; 1/EA from Fisher Scientific 100microg, EA

Part Number 04002M1

. 1 Add to Cart

: :SharEd Manufacturer Info 04-002 - (Millpore Antibodies) :> edlt | mova/copy | delete
. Change Qrder Request ¢ Py

Figure 16
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e Item Nickname — highlight the current name entered to edit.
e Quantity — highlight the current quantity amount entered to edit.

NOTE: If you want to add a description to your favorite item, click on Add
Description.

Edit Favorites ? X
Item Nickname Quantity
Antibody; Primary; anti-S0CS1, Clone: 4H1, Millipore (Upstate); 100ug; Unlabeled; Host Species: M 1
Add Description &l

From Folder : Personal = Lab Supplies > Fisher Scientific
Submit | Cancel |

Figure 17

e Click on Submit.

Edit Favorites ? X
Item MNickname Quantity
Antibody; Primary; anti-SOCS1, Clone: 4H1, Millipore (Upstate); 100ug; Unlabeled; Host Species: M 2
U=sed for John Doe in lab on Tuesdays. -
463 characters remaining expand | clear
From Folder : Personal > Lab Supplies > Fisher Scientific
S bik I {'.Elncell
Figure 18
e You will receive the following message: “ Product(s) successfully, edited”.
e Click on Close.
Edit Favorites ? X

Froduct(=s) successfully edited

|::>c|.EE|

Figure 19

NOTE: Your description will appear below the product details.

Training Manual  profile :\12 2010-10-21 training 01 | 1 item(s), 9.99 USD
el Rl Catalog No. (SKU) [« | _ Go
favorites more >=> [H
{gpeisie| || Fisher Scientific
(=) expand all () collapse all Order from Fisher Scientific only
= Personal Results per page 20 [+] Total Products : 1 4 Page|1[+]of 1
£} Lab Supplies Add non-catalog item... edit | move/copy | delete | add to cart |
[ Ficher Scientific| . . . . :
. . Antibody; Primary; anti-S0CS1, Clone: 4H1, Millipore (Upstate); 100ug; Unlabeled; Host Species: 9.99 u=o I
i Office Supplies Mouse; Isotype: IgG1; Applications: IP, WB; Cross Reactivity: Hu, Ms; 1/EA from Fisher Scientific 100microg, EA
Part Number 04002MI
= 2 Add to Cart
= Shared Manufartirar Tnfa 04-002 - (Millipore Antibodies) edit | move/copy | delete
Change Order Request Used for John Doe in lab on Tuesdays
Company Forms b

Figure 20
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MOVE/COPY:

e Click to highlight the folder or subfolder name that contains the favorite item
you want to move or copy.

e Search for the favorite item you want to move or copy.

e Click on Move/Copy and a pop-box will appear.

’ BUY ‘ Training Manual _ profile | logout ¥ 2010-10-21 training 01 | 1 item(s), 9.99 USD
' Favorites Search f

favorites

) expand all () collapse al L=b Order for Room 23456
Results per page |20 | % Total Products : 1 Page |1 |¥|of 1
- Personal perpad 4 e b
% Lab Supplies Add non-catalog item... edit | move/copy | delete | add to cart r
N o
Fisher Sciencfic Paper from Suburban Stationers Inc vso [~
[=F office Supplies Part Number EA
. . by
Fisher Scientific 4 1
edit | move/copy | delete
- Shared
Figure 21

e Click to highlight the folder or subfolder name in which you want to move or
copy your favorite item to.
e Click on Move to move or Copy to copy the favorite item.

Mowve  Copy Favorites > b4

Iten Mickname Quantity
FPaper 1

From Folder : Personal = Lab Supplies
Destination Folder : Personal = Office Supplies

= Personal

+} Lab Supplies

bl Office Supplies

Fisher Scientific

= Shared

lo sharaed foldaer availa

=

mowe copy Cancel

Figure 22

e If you moved your folder or subfolder, you will receive the following message:
“Favorite product(s) has been successfully moved”.

e If you copied your folder or subfolder, you will receive the following message:
“Favorite product(s) has been successfully copied”.

e Click on Close.
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Move/Copy Favorites ? X

Favaorite product(s) has been succes=fully moved

:>unse|

Figure 23
Move/Copy Favorites ? X
Favorite product(z) has been succes=fully copied
|:> Close |
Figure 24
DELETE:

e Click to highlight the folder or subfolder name that contains the favorite item
you want to delete.

e Search for the favorite item you want to delete.

e Click on Delete and a pop-box will appear.

BUY ‘ Training Manual _profile | lagout 4 2010-10-21 training 01 | 1 item(s), 9.99 USD

Favorites

favorites

; Lab Supplies
) expand all (- collapse all Lab Order for Room 23436
Personal Results per page -20 A Total Products : 1 < Page -1 | of 1 P
|;_ Add non-catalog item... edit | move/copy | delete | add t, r
N o
Fisher Scientfic Paper from Suburban Stationers Inc 9. o [C
[= Office Supplies Part Number 14858
Fisher Scientific 4 Add
edit | move/copy | delete
- Shared
Figure 25

e You will receive following message: “Click OK to delete the Favorite Item(s)”.
e Click on OK to confirm deletion.

NOTE: Click on Cancel if you decided not to delete the favorite item.

Messapgpe from we b page | E I

" .:I"’": lick. 2k Eo del=k= Ehe Fawarit= IEkemii =0

::> I ] I | Carnce|

Figure 26
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