Procurement Procedures
Procedure No. 2010-P8 Rev. 7/14/11 (10/21/10)

University of Connecticut Health
Center HuskyBuy Training Manual

\’

PROCEDURE NUMBER: 2010-P8

How To SuBMIT YOUR PURCHASE REQUISITION

OVERVIEW:

Requisitioners and Approvers are allowed to create their own shopping carts, proceed
to checkout and place orders. Shoppers are only able to create a shopping cart and
proceed to check out. However, Shoppers must assign the shopping cart to a
Requisitioner or Approver to place the order. An Approver can approve, reject or
return a request to order. Once the order has been placed, it becomes a requisition
and the workflow process is initiated. View audio visual Lesson #7 Checking Out for
additional information. Refer to University of CT Health Center Policy Number 2006-
29 (Purchase Requisition Source Document) for purpose, scope, policy statement,
definitions, and responsibilities.

PROCEDURE:

STEP 1: SELECTING AN ACTIVE SHOPPING CART

I. Are you attempting to place an order of a shopping cart that was assigned to
you?

YES,
Proceed to I. a)

a) You will receive an email notification informing you that a shopping cart has
been assigned to you.

- If a note was indicated on the note to assignee field when the cart
was assigned, it will appear within the email as an additional
comment.

- Click on the link to log into HuskyBuy.

NOTE: DO NOT RESPOND TO ANY AUTOMATED EMAIL NOTIFICATIONS.

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.
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Subject Ashapping cart has been assigned ta you

Re: A shopping cart has been assigned to you Cart Hane: 2018-18-21 training 81 Prepared for: Training Manual Prepared by: Training Requisitioner
Desr Training Requisitionsr
k shapping cart has been assigned to you by Training Manval (tmanualfuchc.edu). The shopping cart can be accessed for review In "Draft (arts” or oy selecting the URL below,

ntips:/fusertest, sciguest, con/apps/Router/ CartListuthlser=419948ktns tnp=1302627984618

If applicable, the user has subnitted the following additional comments.
Training 13
If you have any questions with regard to this shopping cart, please contact your SelectSite Support Tean,

Support Team Contact Information:
purseryguchc. edu

Thank yau,
UCHCTest

Figure 1

- Once you log in you will be redirected to the carts navigation tab
and draft carts sub-tab.

- A list of carts that were assigned to you are listed under Drafts
Assigned To Me.

- Click on the shopping cart name in which you want to place the
order.

Training Requisitioner  profile | logout Eﬁ 2010-10-21 training 01 | 1 item(s), 9.99 USD

BUY| Shopping Cart - Drafts Search for [ERETT TN I (>

home/shop favorites approvals history settlement | more =

[ IEg< il assigned carts | favorites | my reguisitions

Create Cart
Aszsign Substitute ﬂ
Drafts Assigned To Me legend ?
Active Cart Shopping Cart Name Date Created Cart Description Total Delete
2010-10-21 training 01 5.53 USD Delete
Figure 2

- Proceed to Step 8: Place Order to continue only if the person who
assigned you the cart has completed all the fields required to place
the order and you received the following message: “All done! The
required information has been completed and this request is ready
to be submitted. Once you have reviewed the details, you may
continue by clicking the button at the top of the page”.
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¥ 2010-10-21 training 01 | 1 item(s), 9.99 USC

Search for [EEErRENCEUINEY I <
re == ~

settlement are B |~

active cart draft carts | assigned carts | favorites | my requisitions

Place Order
& Shipping | @ Billing | @ Accounting Elements | @ Internal Notes and Attachments | A External Notes and Attachments | @ Final Review or

Assign Cart

4) Return to shopping cart (4) Continue Shoppin|

& All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Figure 3

- Proceed to Step 2: General Information to continue only if the
person who assigned you the cart has not completed all the fields
required to place the order and you received the following message:
“Almost ready to go! The list below needs to be addressed before
the request can be submitted”.

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

home/shop | favorites settlement | profile |  sales orders |

Y=l droftcarts | favorites | my requisitions

A Shipping | @ siling | 4 Accounting Elements | %# Internal Notes and Attachments | @ External Notes and Attachments | 4 Final Review or

4 Return to shopping cart ) Continue Shopping

ﬁ Almost ready to go! The list below needs to be addressed before the request can be submitted.
>

+ Address is incomplete: Shipping address ¢
+ Required field: Chart &

Figure 4
b) Proceed to Step 8: Place Order to continue.
NOTE: If you want to check out a shopping cart that you previously created, go to

the carts navigation tab and draft carts sub-tab and double-click on the cart name to
select a cart to checkout.

STEP 2: GENERAL INFORMATION

The general section contains descriptive information about your purchase request.

e Under the carts navigation tab and active cart sub-tab click on Proceed to
Checkout.

2010-10-21 training 01 | 1 item(s), 9.9

Cart - Draft Requisition : [ catalog o sk~ |

| farms istory Tt o %

LYWLl draft carts | faw | my requisitions

1) Continue Shopping 1 Item(s) for a total of O

¥4 shopping Cart «r ranng Manua

Name this cart: [2010-10-21 training 01

subtotal
estimated tax, shipping & handli

Proceed to Checkout or Assign Cart

Figure 5
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e Click on the Requisition and Summary sub-tabs.
e Under the General Information section click on edit.

m 2010-10-21 training 01 | 1 item(s), 9.9

caslog o (s v |

arms : E t v
I _ epprovals | histy [ seftlement |  morex> K4 0

Ela'R-ludll draft carts | favorites | my reguisitions

‘? Shipping m " Accounting Elements . Internal Notes and Attachments . External Notes and Attachments " Final Review or

Assign Cart

4) Return to shopping cart 4 Continue Shopping

4h Almost ready to go! The list below needs to be addressed before the request can be submitted.
+ Address is incomplete: Shipping address &
* Required field: Chart I'd
+ Required field: Fund &
e Required field: Organization ¢
+ Required field: Account &
+ Required field: Program &

+

Requisition PR Approvals PO Preview Comments Attachments  History

Summary | Shipping | Biling | Accounting Elements | Supplier Info | Taxes/S&H a z

Hide header Hide value descriptions
General ? Shipping ? Billing ?

Cart Name 2010-10-21 training 01 adit |[Ship To edit ||Bill To edit
Descript Attn: Accts Payable

escription Room: PO Box 4031
Friarity MNormal Dept: Farmington, CT 06034-4031
Prepared by Training Manual W Recv Dock United States

. 263 Farmingten Ave

FrEparErﬁ for Training Manual Farmington, CT 06030
Accounting Date United States viewedit by line item...
FAMIS Work Order = © Address is incomplete &
FAMIS Project Number
Capital Asset —_—

apital Asse Delivery Options edit
Contract Number Ship Via Best Carrier-Best Way o

Figure 6

e Description — this is an optional field in which you can list any description that
will help you identify the purpose of the requisition.

e Priority — click on the drop-down arrow and choose an appropriate priority for
this order. An urgent priority will flag the requisition through the rest of the
order creation process.

e Prepared by — this field will automatically populate with the profile name of the
person who prepared the shopping cart.

e Prepared for — this field will automatically populate with the profile name of
the person who prepared the shopping cart, except if the order was assigned it
will list the profile name of the Assignee.

e Accounting Date - assign an accounting date to be associated with the

requisition if needed.

FAMIS Work Order # — enter the FAMIS work order number if applicable.

FAMIS Project Number — enter the FAMIS project number if applicable.

Capital Asset - enter the capital asset number if applicable.

IT Project Number — enter the IT project number if applicable.

IT Work Order # - enter the IT work order number if applicable.

Click on Save.

NOTE: If this order is an emergency purchase, be sure to select an urgent priority.
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General 2 =

Cart Mame [2010-10-21 training 01 |
Crescription | |
FPriority | Mormal V|<:|
Frepared by Training Manual
Frepared for Training Manual

Select & different ussr...
Accounting Cate | |_|:||

mmy dd S ey

FAMIS Waork QOrder £

FAMIS Froject Mumber

Capital A==est

Contract Mumber

IT Froject Mumber

IT Work Order &

FRS PO Mumber

: Sawe | Cancel

Figure 7

STEP 3: SHIPPING

The shipping section is a required field which contains information relating to the
delivery and shipping instructions for your purchase request.

¢ Click on the Requisition and Shipping sub-tabs.
¢ Under the Shipping section click on edit next to Ship To.

:ﬁ 2010-10-21 training 01 | 1 item{s}, 9.99 U3

TN I

PSSl draftcarts | favorites | my requisitions

‘?‘ Shipping ' Billing ‘? Accounting Elements ’ Internal Notes and Attachments ’ External Notes and Attachments ‘?‘ Final Review or

Assign Cari

4) Return to shopping cart (4) Continue Shopp|

44 Almost ready to go! The list below needs to be addressed before the request can be submitted.
+ Address is incomplete: Shipping address &

Requisition PR Approvals PO Preview Comments Attachments History

Summary Shipping Billing | Accounting Elements | Supplier Info | Taxes/S&H @
i Z Hide valus descripti
Shipping ?
Vs These values =pply to 2l lines unles= =pecified by line item
Ship Te edit

Shipping address [attn:

Figure 8
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e Shipping Address — click on the drop-down arrow to select an address.
e Attn — enter the name of the person to whom your order should be shipped to.
¢ Room — enter the room number or mail code of the person referenced in the

Attn field.
e Dept — enter the department name of the person referenced in the Attn field.
e Click on Save.

NOTE: To choose a different shipping address, you must click on click here.

Ship To > =

Zomplete the fields below to enter vour shipping address for this order. If
wvwou nesed to make a changes, select a different addre=s=s from the awvailakbls
opticons.

Shipping addre=ss selaect from your addraessas
wWest Receiwving Dochks | w

To choo=se a different addre=s=s, click herse
Address Details

Atttz Training Manual
Roorn: MCAO03 S
D=ept: Purchasing Services
Address Line 1 W Recw Drock
Address Line 2 263 Farmington Sowve
City Farmington
State T
Zip Code 05030
Courntry United States

5o e | Cancel |
Figure 9

I. Is each line item within your shopping cart being shipped to the same address?

YES,
Proceed to I. a)

a) Proceed to Step 3 Section 1. ¢) to select delivery options.

b) Under the Supplier/Line Item Detail section click on edit next to Ship to
(same as header) of the line item in which you want to enter a different
shipping address.

NOTE: The ship to information that was selected under the shipping section will
automatically populate for all line items. If you have decided to assign multiple
shipping destinations for your purchase request you must remember to indicate ship
to information for that particular line item. You have the option to copy ship to
information from one line to another.

These materials are Proprietary and Confidential to the Purchasing Services Department at the University of CT Health Center. Any re-publication,
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History ‘

Attachments

BO Preview ” Comments

Requisition “ PR Approvals

summary | Shipping | Biling | Accounting Elements | Supplier Info | Taxes/S&H

@

Hide value descriptions

Ship To edit
Shipping address

Delivery Options edit
Ship Via
Req Delivery

Shipping ?

These values zpply to all lines unless spedfied by line item

Attn: Training Manual
Room: MC4036

Dept: Purchasing Services
W Recy Dock

263 Farmington Ave
Farmingten, CT 06030
United States

Best Carrier-Best Way

Supplier / Line Item Details

?

1 Media, Microbiological, MF-Endo broth, Target organisms: total coliforms, 2mL plastic ampule, Positive 097332
control test organism(s): E. coli/P. aeruginosa/P. vulgaris, Sterile, Premeasured 50/PK

more info...
Ship To (same as headsr)

i

[t ]

Delivery Options (same as headsr)

For zelected line items | Add To Favorites v E
Fisher Scientific mor= info...
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price |
50/PK 9.99 1PK 9.99usD [

Figure 10

- Once you have completed the Shipping Address, Attn, Room and

Dept fields

- Click on Save and proceed to Step 3 Section I. c) to select delivery

options.

awvailable opticns=.

Shipping address

Attn:
Roormm:
D

Address Line 1
Address Line 2

saelaect from

To choose a different addre=ss=s,

Ship To

wvour addressaes
Wilrest Rleceiwing Drochke | %

click hers
Address Details
HuskwBuw Training
12=54

Furcha=sing Services

W Peecw Docke

28353 Farmington Sowve

Farmingtan

Zomplete the fields below to enter vour shippina addres=s for this order.
If wou nesed to mMmalke a change, s=select a different addres=s from the

- -

Cityr
State =T
Zip Code oOs030
Coumntry United States
|::> 5o e | Cancel I
Figure 11
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c) Under the Shipping section click on edit next to Delivery Options.

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

w7 BUY | Shipping - Draft Requisition Search for [EEEPTTNCTOTINGD I =

| favorites | farms approvals settlement | mare == anh
| 2

active cart draft carts | favorites | my requisitions

@ shipping w A Accounting Elements | % Internal Notes and Attachments | @ External Notes and Attachments | 4 Final Review or

Assign Cart

4) Return to shopping cart (4 Continue Shopping

& You have completed the required information in this step. At this peint, you can do the following:

Proceed to the next step: Billing. Go straight to the end: Final Review.

Requisition PR Approvals PO Preview Comments Attachments History

Summary Shipping Billing | Accounting Elements | Supplier Info | Taxes/S&H @ ?
Hide vzlus description
Shipping ?
These values apply to all lines unless specified by line item
Ship To T edit
Shipping address Attn: Training Manual

Room: MC4036

Dept: Purchasing Services
W Recv Dock

263 Farmington Ave
Farmington, CT 06030

United States
Delivery Options edit

Figure 12
- Ship Via — click on the drop-down arrow to select from a list of
shipping methods. If you do not see the shipping method you are
looking for, please contact the HuskyBuy Help Desk to have the
shipping method added to the pull down list for your profile.
- Req Delivery — this is an optional field used to indicate a requested
delivery date to be sent to the Supplier.
- Click on Save.
Delivery Options LT X
Ship via Best Carrier-Best Way | &
Req Delivery E
mmSdd vy
: Sawe Cancel
Figure 13

STEP 4: ACCOUNTING ELEMENTS

Accounting elements are required fields. The add split option allows you to split the
purchase between a variety of accounts by price percentage, quantity percentage or
price amount. You have the option to recalculate your values as well as viewing
monetary calculations.

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.
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e Click on the Requisition and Accounting Elements sub-tabs.
e Under the Accounting Elements section click on edit.

sl profile | logout 4% 2010-10-21 training 01 | 1 item(s), 9.99 USD

Accounting Elements - Draft Requisition Search for [EEEITREREITIE I >

forms carts approvals | histary t ers | |

Elari-R -1, 8 draftcarts | favorites | my regquisitions

’ Shipping m * Accounting Elements ’ Internal Notes and Attachments ’ External Notes and Attachments "‘ GLEIR:ENE or

Assign Cart

4) Return to shopping cart (4) Continue Shopping

@ Almost ready to go! The list below needs to be addressed before the request can be submitted.
+ Required field: Chart &
s Required field: Fund &
+ Required field: Grganization &
* Required field: Account &
« Required field: Program  &*

Requisition PR Approvals PO Preview Comments Attachments History

Summary | Shipping | Billing Accounting Elements Supplier Info | Taxes/S&H @ @
[ Hide value descriptions
Accounting Elements ?
These values 2pply to =il lines unless specified by line item
|Accounting Elements

Chart Fund Qrganization Account Program edit

Q Required field & ‘ ‘ Q Required field & ‘ ‘ Q Required field & ‘ ‘ Q Required field & ‘ ‘ Q Required field & ‘

Figure 14

I.  Will your entire shopping cart have the same accounting elements?

YES,
Proceed to I. a)

a) Under the Accounting Elements section complete all required fields.

- Chart - click on Select from all values and select a chart from the
drop-down list.

- Fund — enter the fund.

- Organization — enter the organization.

- Account — enter the account.

- Program - click on Select from all values and select a program
from the drop-down list.

NOTE: If you are unsure what the fund, organization and/or account is, click on
Select from all values and click on search. Then click on select next to the correct
value.

Accounting Elements 71X
Chart Fund Crganization Account PBrogram add split
Hide all values... Select from all values... Select from zll values... Select from all values... Hide zll values...
v Q Required field Q Required field Q Required field \ v
Q Required field Q Required field

savel Cancell

Figure 15

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.
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Close

- Custom Field Search
Value

Description

[ g

Figure 16
Close
+ Click to filter search results i
FResults per pags |20 -~ Yalues Found > 4000 <1 Page |1 | of Z0 g 4
YWalue - Descriptiocn =—
100000 Direct Education
110000 Indirect Education
120000 Seneral Fund Elock Granmt Support
120001 Seneral Fund-Univ Medical Group
120002 Strategic Plan - School of Medicine
120003 SGeneral Fund Salary Support - Burg
120004 School of Medicine Seneral Fund Sup
120005 School of Dental Medicine Gen=sral F
1Z20006 Fayrcll Clearing Fund
120007 SaLARY EXPEMNSES UMG HEALTH SYSTEM 3
130000 Transition
130001 Excellence
135001 Excellence
140000 Ahec-Bridaeport (Other Expense))
200000 Osteoporosis Research select
Figure 17
Accounting Elements ? X
Chart Fund QOrganization Account Frogram add split
mide zll values... Select from all values... Select from zll values... Select from zll values... Hide all values...
v Q Required figld Q Required field (¥} Required field v
Q Required field [} Required field
: Save| Cancel|
Figure 18

b) Under the Accounting Elements section click on add split for each account

you want to split.
- Complete the Chart, Fund, Organization, Account and Program
fields for each account you want to split.
- Click on the drop-down arrow to select a split type.
- Enter the values for each account based on the split type.
- Click on recalculate / validate values.
- Click on Save and proceed to Step 5: Adding Notes to continue.

NOTE: If your total split percentages for all accounts do not total 100% you will
receive an error message. If your total split price amounts for all accounts do not
equal to the document subtotal you will receive an error message.

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.
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Accounting Elements X
Chart Fund COrganization Account Frogram w| =ddsplit

| | |l | | | o

Select from all values... Select from all values... Select from all values... Select from zll values... Select from zll values...
Q Required figld Q Required field Q Required field Q Required field Q Required field
| | | | | | & | amors
Select from all values... Select from all values... Select from all values... Select from all values... Select from all values...
Split Total 0% =2dd =plit

recaleulate [ validatz values  show monstary caloulztions

; Save| C

ancell

Figure 19

STEP 5: ADDING NOTES

Users have the ability to add a detailed note to the requisition that is available to
Approvers as the requisition goes through workflow. Internal notes are not sent to
Suppliers.

e Click on the Requisition and Summary sub-tabs.
e Under the Internal Notes and Attachments section click on edit.

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

Summary - Draft Requisition

homefshop | favarites | forms approvals | history | settlement | contracts | profile

Ela X<Vl draft carts | favorites | my requisitions

’ Shipping m 0 Accounting Elements ’ Internal Notes and Attachments ’ External Notes and Attachments 0 Final Review or

4) Return to shopping cart (¢) Continue Shopping

(@ All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition ” PR Approvals H PO Preview H Comments Attachments” Histary |

Summary | Shipping | Biling | Accounting Elements | Supplier Info | Taxes/S&H (=
Figure 20

Internal Notes and Attachments ?

Internal Note edit

Internal attachments

add sttachment...

Hold Payment for Services X
Internal Distribution Cnly X
Figure 21

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.
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e Internal Note — this is an optional field in which you can enter a note to be
viewed internally.

¢ Internal Distribution Only — click the check box only if you do not want to
send your purchase request to the Supplier. This option is used to request a
purchase order number for payment purposes only.

e Click on Save.

NOTE: The Internal Distribution Only option is used for payment purposes only such
as no charge purchase orders.

Internal Note ? N

Internal Mote Thi=s is an internal note test.

gwxpand | clear

Hold Fayment for Services [
l_

: Save | Cancel |

Internal Distributiaon Cnly

Figure 22

STEP 6: ADDING ATTACHMENTS

Users have the ability to attach files in various formats or links to websites. These are
available to Approvers as the requisition goes through workflow. Internal attachments
are not sent to Suppliers.

NOTE: Attachments cannot be added once the purchase request has completed
workflow.

e Click on the Requisition and Summary sub-tabs.
e Under the Internal Notes and Attachments section click on add
attachment.

=¥% 2010-10-21 training 01 | 1 item(s), 9.99 USD

| settlement |

active cart [EICHECTS favori tes | my requisitions ?
@ Biling | @ Accounting Elements | ®# Internal Notes and Attachments | ## External Notes and Attachments | @ Final Review or
4) Return to shopping cart | 4) Continue Shopping
@ All done! The required information has been completed and this request is ready to be submitted.
Once you have reviewed the details, you may continue by clicking the button at the top of the page.
Requisition |[ PR approvals [P0 Preview ][ Comments |[ Attachments || History |
Summary | Shipping | Billing | Accounting Elements | Supplier Info | Taxes/S&H =

These materials are Proprietary and Confidential to the Purchasing Services Department at the University of CT Health Center. Any re-publication,
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Internal Motes and Attachments ?
Internal Mote edit
Internal attachments
add attachment <:|
Hold Payment for Services 4
Internal Distribution COnly 4

Figure 24

WEBSITE LINKS:

e Attachment Type — click on the drop-down arrow and select Link/URL.
e File/ZURL Name — enter the name of the website.
e Link/URL — enter the website address.
e Click on Save.
Internal attachments 2 -
Attachment Type Linko/ URL |

Attachment Details
File/URL Mames

Link/URL
@ Sawve Cancel |
Figure 25
FILES:
e Save the document to your computer.
e Attachment Type — click on the drop-down arrow and select file.
e File Name — enter the name of the file.
e File — click on Browse and attach the document that was saved on your

computer.
e Click on Save.

NOTE: Below are a few examples of adding an internal attachment.

Internal attachments 2 x
Attachment Type File et
Attachment Details
File Mames Quote
File
:> Savel Cancel.l
Figure 26
Internal attachments ? x
Attachment Type File -
Attachment Details
File Mame Sole Source
File
Sawe | Cancel |
Figure 27

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.
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STEP 7: SUPPLIER 7/ LINE ITEM DETAILS

The Supplier/Line Item Details section allows you to make changes to each line item if
needed.

I. Is your purchase request related to a quote you received?

YES,
Proceed to I. a)

a) Click on the Requisition and Supplier Info sub-tabs.
- Click on the Supplier Line/ltem Details section.
- Click on edit next to “To Be Assigned” and a pop-up box will appear.

NOTE: You must remember to attach your quote to your order. View Step 6: Adding
Attachments for instructions on how to attach a quote.

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

[=EETGU RO Catalog Keyword v _ Co

home/shop | favorites settlement | contracts profile | sales orders | user mgt.

Ela R =1 8l draft carts | favorites | my reguisitions

’ Shipping ’ Billing ’ Accounting Elements ’ Internal Notes and Attachments ’ External Notes and Attachments ’ Final Review or

1) Return to shopping cart 1) Continue Shopping

(@ All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition (|72 Approvals || PG Preview || comments [[ Attachments | History |

summary | Shipping | Billing | Accounting Elements Supplier Info Taxes/S&H @ ?
Hide vzlue descriptions
Supplier / Line Item Details ?
For selected line items W‘ﬂ
Fisher Scientific ~cr= info... \/ PO Number To e Assigned >
Quote number

Figure 28
- Quote number — enter in the quote number provided by the
Supplier.
- Click on Save and proceed to Step 8: Place Order to continue.
Supplier only fields ? X
FO Number To Be As=igned
Quote number % |Q-:SE?E'9
Sawve | Cancel |
Figure 29

b) Proceed to Step 8: Place Order to continue.

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.
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STEP 8: PLACE ORDER

e Under the carts navigation tab and active carts sub-tab click on Place Order.

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

Calpll Catalog Keyword  w _’E

Ela OO @l draftcarts | favorites | my requisitions

|:‘> Place Order
’ Shipping ’ Billing ’ Accounting Elements ’ Internal Notes and Attachments ’ External Notes and Attachments ’ Final Review or

Assign Cart

4) Return to shopping cart (4) Continue Shopping

() All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Figure 30

e You will receive the following message: “Congratulations! You have successfully
submitted your request”.

Requisition Information ?

/ Congratulations! You have successfully submitted your request. If you need to view or print a copy, click Quick View .
V or view its status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search page.

Requisition number 539403 view
Requisition status Pending

Cart name 2010-10-21 training 01
Requisition date

Requisition total 9.99 USD

Number of line items 1

What would you like to do next? Here are links to some comman actions.

« Search for another item

+ View order history

+ Check the status of an order
+ Return to your home page

¢ Create new draft cart

Figure 31

e You will receive an email notification informing you that your requisition was
submitted for approval.
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Subject: Your Requistion has Been Sumitted for Appraval-Requistians: 538403

Rex REQUISITION SUBMITTED FOR APPROVAL #: 530483 Cart Name: 2918-18-21 training 81 Prepared by: Training Manusl
Dear Training anual,

Your requisition has been subnitted to your organization's workflow process for review, Plezse use "My Requisitions” fo track the status of your reguisition through the
workFlow process, You can access ©is requisition directly by selecting the UL below,

httos:/ Jusertest. sciquest, con/ aops/Rauter/ Readummary fReo d=530438AuthUser=308 04880 av Level L=llav OrdersHistaoryBllavieveld=Nay OrdertistorylyReouisitionshinstnp=1302031518773

IF you nave any questions with regard to your requisition, please contact your Selectite Support Tean.

Support Tean Contact Information:
purservauchc .edu

Thank yau,
CHCTast

Figure 32
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