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PROCEDURE NUMBER:   2011-P11 
 

HOW TO REQUEST A CONTRACT 
 
 
OVERVIEW:  
 
A request for a contract should be submitted on a Non-Catalog Form. All required 
documents (for example, Information Sheet, Sole Source Justification) must be 
attached before the requisition is routed through workflow.  
 
 
PROCEDURE: 

 
STEP 1: CREATING A SHOPPING CART  
 
It is very important to create a separate shopping cart for every contract request.  
Naming your shopping cart for contract requests assists in easily identifying contract-
related purchase requisitions. 
 

 Select the carts navigation tab. 
 Select the draft carts sub-tab. 
 Click on Create Cart. 

 
NOTE:  If this is your first time creating a cart you will receive the following message: 
“You do not have an active cart selected.  Please create a new cart.” 
 

 
Figure 1 
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 You will automatically be redirected to the carts navigation tab and active cart 
sub-tab. 

 

 
Figure 2 
 

 Name this cart – edit the system generated shopping cart name by clicking in 
the Name this cart field and adding the word “CONTRACT” to the beginning of 
the shopping cart name. 

 

 
Figure 3 
 

 Click on Update to save your changes. 
 

 
Figure 4 



Procurement Procedures 
Procedure No. 2011-P11 Rev. 4/2/12  

 

 
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 Request A Contract 
Q: Drive/Policies & Procedures/Procurement    Page 3 of 13 

STEP 2: ADDING A NON-CATALOG ITEM TO YOUR SHOPPING CART 
 

 Click on Add Non-Catalog Item. 
 

 
Figure 5 
 

 
Figure 6 
 
 
STEP 3: CHOOSE A SUPPLIER 
 

 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. If you are unsure what address to select, select the first 
address indicated. 

 

 
Figure 7 
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Figure 8 
 

 
Figure 9 

 
NOTE:  If you are unable to find the Supplier you were searching for, exit out of the 
supplier search and enter “TBD” in the Enter Supplier field of the non-catalog form. 
 

 
Figure 10 
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STEP 4: ADDING A NON-CATALOG FORM TO YOUR SHOPPING CART 
 

 Product Description – enter detailed information about the product or service.   
 Catalog No. – enter "Contract".  
 Quantity – enter “1”.   
 Price Estimate – enter the estimated or actual price, if any, associated with 

the product or service described.  
 Packaging – click on the drop-down arrow to select “LO” for lot.  
 Click on Save and Close. 

 
NOTE:  If you are requesting a Revenue Generating Contract please be sure to enter 
“0” in the price estimate field. 
 

 
Figure 11 
 
 
STEP 5: SHIPPING  

 
The shipping section is a required field which contains information relating to the 
shipping location for on-going purchases related to your contract request.  In most 
cases the shipping address would be that of the requesting department.   
 

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

 

 
Figure 12 
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 Click on the Requisition and Shipping sub-tabs. 
 Under the Shipping section click on edit next to Ship To. 

 

 
Figure 13 

 
 Click on select from org address and a pop-up box will appear. 

 

 
 

 Click on Search to search for a list of shipping addresses. 
 

 
Figure 14 
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 Click on select next to the correct shipping address. 
 

 
Figure 15 
 

 Contact Name – verify that the contact name is indicated. If not, please be 
sure to enter the correct contact name. 

 Phone – verify that the correct phone number is indicated. If not, please be 
sure to enter the correct phone number. 

 Email – verify that the correct email address is indicated. If not, please be sure 
to enter the correct email address. 

 Click on Save. 
 

 
Figure 16 
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STEP 6: 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.   
 

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

 

 
Figure 17 

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

 
 
 
 

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. 
 
NOTE:  Do NOT attempt to use a “Revenue” account for Revenue Generating 
Contracts.  Select the correct account associated with the service provided. 

YES, 
Proceed to I. a) 

NO, 
Proceed to I. b)
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Figure 18 
 

 
Figure 19 

 

 
Figure 20 

 
- Click on Save and proceed to Step 7: Adding Notes to continue. 

 

 
Figure 21 
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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 7: 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.    
 

 
Figure 22 
 
 
STEP 7: ADDING NOTES AND ATTACHMENTS  

 
Users have the ability to add a detailed note and an attachment to the requisition.  
Internal notes and attachments are not sent to Suppliers.   Attachments can be in 
various formats or a hyperlink.  The notes and attachments that you add are available 
to Approvers for review as the requisition goes through workflow.   
 
NOTE:  It is important to attach all applicable contract-related documents to 
your contract request before the cart gets submitted to workflow.  If the 
purchase request goes through workflow without required attachments, the request 
will have to be returned to the requisitioner and resubmitted to workflow with the 
attachments so that all pertinent information about the request can be approved.  
Contract requests should always have an attachment (a CIS form, a Quote, a vendor 
contract or other document) and Attachment Type “Purchasing Form” must be 
selected. 
 

 Make sure that the document you want to attach has been saved to your 
computer. 

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

attachment. 
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Figure 23 
 
FILES: 
 

 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. 
 Click on Save. 

 
NOTE:  You must repeat the add attachment process to attach any other required 
documents.  Below are a few examples of adding an internal attachment. 
 

 
Figure 24 
 
 

 
Figure 25 
 
 

 Under the Internal Notes and Attachments section click on edit. 
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Figure 26 
 

 
Figure 27 

 
 Internal Note – this is an optional field in which you can enter a note to be 

viewed internally. 
 Internal Distribution Only – if this option appears, click the check box if you 

don’t want the PO to be distributed to the supplier. 
 Attachment Type – click on the drop-down arrow to select “Purchasing Form”. 

  This is mandatory for all contract requests.  
 Click on Save. 

 

 
Figure 28 
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Figure 29 
 

 
Figure 30 

 
NOTE: Proceed to either Procedure #2010-P3 How To Assign An Active Shopping Cart 
for further instructions to assign your shopping cart, or Procedure #2010-P8 How To 
Submit Your Purchase Requisition for further instructions to place your order. 


