Procurement Procedures
Procedure No. 2010-P7 (10/21/10)

University of Connecticut Health
Center HuskyBuy Training Manual

PROCEDURE NUMBER: 2010-P7

How To PROCESS AN EMERGENCY ORDER

OVERVIEW:

The emergency order form is used only for emergency orders with a total amount less
than $10,000. Only personnel who are authorized to place emergency orders are
allowed to use the emergency order form. The emergency order form allows you to
purchase only one (1) line item per form.

PROCEDURE:

STEP 1: SEARCH FOR EMERGENCY ORDER FORM

e Select forms on the navigation tab.
e Scroll down and search for the applicable form.
e Click on Emergency Order.

y ~ | Training Menual profile | logout 2/ Select Draft Cart or Add Item to Cart
BUY| Forms ELEIGROIE Catalog No. (SKU) v _m

home/shop favarites history profile contracts

} Non-Catalog Item [E| Compa“y Forms Folder Admin
=) expand all (- collapse al Results per page |20 % Total Products ; 4 { Page|1¥|of L
- Personal copy | add to cart r

Change Order Request 0.00 usn [
= Shared —

UCGHN J
Q > Emergency Order 0.00 uso [

EA
View Form

copy

Figure 1
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STEP 2: COMPLETE EMERGENCY ORDER FORM

Supplier Info

1. Enter Supplier — enter the Supplier’'s name. Once the name appears click on
the Supplier’'s name to select it.

NOTE: To search for a Supplier, click on supplier search and a pop-up box will appear.
Click on Search and the entire supplier list will appear. Click on Select next to the
correct Supplier’s address.

NOTE: If you are unable to find the Supplier you were searching for, please contact
the Purchasing Services Department.

Emergency Order Availzble Actions (Click here for details): (Add and go to Cart ¥ E Close ﬁ;j
Supplier Info ?

Enter Supplier 1 >
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zupplier search
Figure 2
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Figure 3
Results per page |20 |[» Suppliers found: 95 q Page|1l%lofS p 7
Supplier Name/ Address Select

3Im Company

BU Corporate 1: GENERAL CFFICES/3M CENTER ST. PALUL, MN 55144 US Select

EU Corporate 2 2111 MCGAW AVENUE IRVIME, S2714 US Select

EU Corporate 3: SERVICE CEMNTER ELDG. 275-4W-02, 3M CENTER ST PAUL, MM 55144-1000 US Select

EU Corporate 4: SUITE 200 - ELDG 502 3350 GRANADA AVEMNMUE NORTH CAKDALE, MM 55128 US Select
ABCO Welding & Ind Supply

BU Business 1: 1508 John Fitch Elvd Fulfillment Center South Windsor, CT 06074 US Select
Accredo Health Group

BU Corporate 1: WARREMDALE & WEXFCORD PO BOX 55768 CHICAGOD, IL 60650-74568 US Select
Advanced Computer Technologies *

Business 1: 108 MAIN STREET MORWALK, CT 06851 US Select
Alternative Supplier

Fulfillment Address 1: Select
Ameridose Llc

BU Corporate 1: FC BOX 4140 WOBURNMN, MA 01888 US Select
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General Info

2. Catalog No. — enter the catalog number (SKU) of the required item. If you do
not know the catalog number, enter "Unknown"

3. Product Description — enter detailed information about the product or service.
This can include the product name and a description of the product. Include any
information that would be relevant to the Supplier.

4. Quantity — enter the required gquantity for the product described.

5. Packaging (UOM) — enter a quantity for the unit of measure in the first field.
Click on the drop-down arrow to select a unit of measure. Packaging is broken
up into two components: Packaging UOM and UOM dimension. Ex. A enter “3”
in the first field for gram and select “G-Gram” from the drop-down menu.

Ex. A 3 - Gram v

6. Estimated Price — enter the estimated or actual price associated with the
product described.

7. Product Size — enter the appropriate quantity value for the product size in the
first field. Select the product size dimension from the drop-down menu. Ex. B
enter “5” in the first field for quantity and select “centimeter” from the drop-
down menu for the dimension for a product size of 5cm.

Ex. B = centimeter r

8. Manufacturer Name — enter the name of the item's manufacturer, if known.

9. Manufacturer Part No — enter the part number of the item’'s manufacturer, if
known.

10. General Notes — this is an optional field in which you can enter a note to be
viewed internally.
General Info
Non-Configurable Fields
Generallnstructions 2 Please complete the information below:
Catalog No.
Product Description “ 3
4 254 characters remaining expand | clear
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Manufacturer Part No & 9
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L0
1000 characters remaining expand | clear
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External Info

The external attachments section provides another location for adding supporting
documents to the published form. Attachments are distributed to the Supplier with
fax and email purchase orders.

11. External Attachments — click on add attachment and a pop-up box will appear

External Info
Eytemal Attachments

/ -
add aftachment

Figure 6
WEBSITE LINKS:

e Attachment Type — click on the drop-down arrow and select Link/URL.
e FileZURL Name — enter the name of the website.

e Link/ZURL — enter the website address.

e Click on Save.

Internal attachments ? X
Attachment Type Linky URL
Attachment Details
File/URL Mams

Linky/URL

:> Save Cancel |

Figure 7
FILES:

Save the document to your computer.

Attachment Type — click on the drop-down arrow and select File.

File Name — enter the name of the file.

File — click on Browse and attach the document that was saved on your
computer.

e Click on Save.

Internal attachments ? X
Attachment Type File L

Attachment Details

File Name @

File
:> Sawe | Cancel |

Figure 8
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STEP

Procurement Procedures
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3: ADDING AN EMERGENCY ORDER FORM TO YOUR SHOPPING CART

Click on the drop-down arrow located to the right of the Available Actions field
to choose an “add to” preference.

Add And Go To Cart — will add the item to your currently active shopping cart
and redirect you to the carts navigation tab and active carts sub-tab.

Add To Cart and Return — will add the item to your currently active shopping
cart and allow you to complete another emergency order form.

Add To Cart — will add the item to your currently active shopping cart.

Add To Draft Cart — will add the item to an existing draft shopping cart.

Add To Favorites — will add the item to a destination folder. You have the
ability to rename the item as well as create a new folder. View audio visual
Lesson #5 Managing Favorites for additional information.

Select an “add to” preference and click on Go.

Emergency Order Lvalable Actions (Click here for detalls): |Add and goto Cart E Close ﬁ;

Add and qo to Cart

Enter Supplier Add to Draft Cart

Supplier Info ngﬂ EE E:;tt and Retum )

Agd To Favorites

Figure 9

NOTE: To assignh your shopping cart, proceed to Procedure #2010-P3 How To Assign
An Active Shopping Cart for further instructions.

NOTE: To place your order, proceed to Procedure #2010-P8 How To Submit Your
Purchase Requisition for further instructions.
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