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

University of Connecticut Health
% Center HuskyBuy Training Manual

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.

e Select the carts navigation tab.
e Select the draft carts sub-tab.
e 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.”

¢ « | Training Manual  profile | logout ® Select Draft Cart or Add Item to Cart
BUY | shopping cart - prafts Searh or TN I [

home/shop favorites approvals settlement

active cart EGIEHECLCMM favorites | my requisitions

Create Cart z

Azsign Substitute

| © You do nat have an active cart selected. Please create a new cart.

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

« | Training Manual profile | logout W 2011-06-27 training 01 | 0 item(s), 0.00 USD
BUY‘ Cart - Draft Requisition Search for BT IR I (="

home/shop favorites history settlement profile

ElaiA-1 @l draft carts | favorites | my requisitions

() Continue Shopping 0 Item(s) for a total of 0.00 UsC

& Shopping Cart iorfaiing Manva

Mame this cart: |2011-06-27 training 01

i

Have you made changes? ‘ Update @ | .2 Help | | Add Nun{atalogltem‘ | | Emptv(art‘ |:e'r':'m an action on (0 items selected) |V| Select All [~

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.

+ | Training Manual profile | logout 2] 2011-06-27 training 01 | 0 item(s), 0.00 USD
/ Cart - Draft Requisition Search for [EETRE DN I (o'

home/shop favorites settlement prafile

Elai'A-l @ draft carts | favorites | my requisitions

{) Continue Shopping 0 Item(s) for a total of 0,00 UsD

¥4 Shopping Catt i manng manua

LEuLR ¥l el 011-06-27 training 01 <I-:\

Have you made changes? ‘ Update @ | 17/ Help | | Add Nun{atalogltam‘ | | Empty(art‘

ax, shipping &

i) x| selectal T

Perform an action on (0 items s

Figure 3

¢ Click on Update to save your changes.

[ | Treining Manual _profile | logout W CONTRACT 2011-06-27 training 01 | O item(s), 0.00 U
BUY‘ Cart - Draft Requisilinn IR Catalog No. (SKU) v _,E
home/shop favorites approvals settlement

(-l @ draft carts | assigned carts | favorites | my requisitions

¢ Continue Shopping 0 Item(s) for a total of 0.00 U=D
sub

¥4 Shopping Cart iroing Hanva

estimated tax, shipping &
Name this cart: | CONTRACT 2011-06-27 training 01

Have you made changes? ‘ Update
Figure 4

"I Help | | Add Non-CatalogTtem | | [ Empty cart |

mw

perform an action on (0 items selected) |V| Select Al [T
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STEP 2: ADDING A NON-CATALOG ITEM TO YOUR SHOPPING CART

e Click on Add Non-Catalog Item.

CONTRACT 2011-06-27 training 01 | 0 item(s}, 0.00 USD

Training Manual profile | logout

BUY | Cart - Draft Requisition

home/shop favorites approvals

Ela N1y 8l draft carts | assigned carts | favorites | my requisitions

™ . <) Continue Shopping 0 Item(s) for a total of
¥ Shopping Catt iorraiing Manval .
estimated tax, shipping & hand
Mame this cart: |CCHTR:‘.CT 2011-06-27 training 01
Have you made changes? ‘ Update @ | L2 Help | | Add Nnn{atalogltem‘ | | Empl‘v(art‘ |:s'r':'m an action on (0 items selected) |V| Select Al [
Figure 5

Non-Catalog Ttem

Enter Supplier I

or
supplier search

Product Description Catalog No. Quantity Price Estimate Packaging
) 1L 1Ll | |EN
| |
234 characters expand | clear
remaining

+ Show product details

_Save and Close | Saveandnddnnnther‘ Close

Figure 6

STEP 3: CHOOSE A SUPPLIER

e 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.

Non-Catalog Ttem

or
supplier search

Enter Supplier

Product Description Catalog No. Quantity Price Estimate Packaging

" 1 11 Je__®
234 characters expand | dlear
remaining

+ Show product details

WWI‘MI Save and Add Another ‘ Close

Figure 7
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Supplier Search ?
Supplier
M =
Results per page 0N v
Figure 8
Results per page |20 | Suppliers found: 95 q Page |1 [ of 5 p 2
Supplier Name/ Address Select
3m Company
BU Corporate 1: GENERAL COFFICES/3M CEMTER ST. PAUL, MM 35144 US |::> Select
EU Corporate 2 2111 MCGAW AVEMNUE IRWVINE, S2714 US Select
EU Corporate 3: SERVICE CENTER BELDG. 275-4W-02, 3M CENTER 5T PAUL, MN 55144-1000 US Select
EBU Corporate 4: SUITE 200 - BELDG 502 3350 GRANADA AVENUE NORTH QAKDALE, MM 55128 US Select
ABCDO Welding & Ind Supply
BU Business 1: 1608 Jchn Fitch Elvd Fulfillment Center South Windsor, CT 06074 US Select
Accredo Health Group
BU Corporate 1: WARREMDALE & WEXFCRD PC BOX 55768 CHICAGCS, IL 60650-7452 US Select
Advanced Computer Technologies *
Business 1: 108 MAIN STREET MORWALK, CT 06851 U= Select
Alternative Supplier
Fulfillment Address 1: Select
Ameridose Llc
BU Corporate 1: PO BCOX 4140 WCOBURN, MA 01888 US Select
Arthrex Inc
BU Corporate 1: 1370 Creekside Blvd Naples, FL 34108 US Select
Bartholomew Company Inc
Business 1: 3324 MAIM STREET HARTFCRD, CT 06120 US Select
Baxter Healthcare Corp
BU Corporate 1: 1627 LAKE COOCK RD DEERFIELD, IL 60015 US Select

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.

Non Catalog Item ? X

Enter Supplier TeD| _
| TBD - To Be Determined |

F

Product Description Catalog No. Quantity Price Estimate Packaging

' & [ : [ | [Ea v
haracters axpand | clear

remaining

4 Product Details

\Save and Close| Save and Add Another | Close |

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.

e 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.

Non Catalog Item 2

TBD - To Be Determined select different supplier
16 Munson Rd, Farmington, CT 06030 US

=) Distribution Methods

Product Description Catalog No. Quantity Price Estimate Packaging

Consulting - grant fudned - for | |CONTRACT [11 | /87000 [lLo L]
Embedding Public Health in Community g ) - )

College Curricula Project. Information

|Sheat attached,

130 characters expand | clear
remaining

1 Product Details %

Figure 11

M Save and Add Another | Close |

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.

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

- Training Manual  profile | logout ;ﬁ' CONTRACT 2011-06-27 training 01 | 1 item(s), 87,000.00 USD
BUY ‘ Cart - Draft Requisil:ion LR BTl Catalog No. (SKU)  (w _ Go

home/shop favorites approvals settlement

Ela (VR @l draft carts | assigned carts | favorites | my requisitions

{) Continue Shopping 1 Ttem(s) for a total of 87,000.00 usC

83 Shopping Cart araiing Manua

Name this cart: | CONTRACT 2011-08-27 training 01

Proceed to Checkout

or Assign Cart |

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

B | Training Manual _profile | logout ¥ CONTRACT 2011-06-27 training 01 | 1 ftem(s), 67,000.00 USD
UY Shipping - Draft Requisition search for [EEE TG I ==

home/shop favorites approvals settlement

Ela (N1 8l draft carts | assigned carts | favorites | my requisitions

‘? Shipping m 0 Accounting Elements 0 Internal Notes and Attachments ’ External Notes and Attachments "‘ Final Review

4 Return to shopping cart  4) Continue Shopping

A Almost ready to go! The list below needs to be addressed before the request can be submitted.
54

s Address i incomplete: Shipping Address ¢

Requisition ” PR Approvals ” PO Preview ” Comments ” Attachments ” History ‘

Summary | Shipping | Billing | Accounting Elements | Supplier Info | Taxes/S&H @ i
—7 A\ Hide value descriptions
Shipping 2
Theze values 2pply to 2l lines unless specified by line item

Ship To

Shipping Address Contact Name
Phone
Email

CMHC Central Office

270 Farmingten Ave
Farmington, CT 06032

United States

@ 2ddress is incomplete &

Figure 13

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

i
X

Ship To

& Mo User or Crg Addresses

Complete the fields below to enter vour shipping address for this order. If
vou need to make a change, select a different addres=s from the awvailable
options.

Shipping Address select frem org addrezzezg

Cancel |

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

Close

- Address Search ?
Nickname

Address Text

-

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

Close
| + Click to filter search results 2
Results per page |20 | w Addresses Found: 42 ¢ Page |1 |»[of 3 p | 2

Name Address
o0& Contact Mame :> select

FPhone +1 (860) 679-2244
Email Blank@uchc.edu
CMHC Central Office

270 Farmington &wve
Farmington, CT 06032
United States

o007 Contact Mame select
Fhone +1 (860) 679-2244
Email blank@uchc.edu
Garner CI
50 Munnawauk Rd
Mewtown QOldtown, CT 06470
United States

Figure 15

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

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

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

e Click on Save.

W
"

Ship To

& Mo User or Crg Addresses

Complete the fields below to enter yvour shipping addre=s=s for thi=s order. If
vou need to make a change, =elect a different addre== from the awvailakle

options.

Shipping Address selaect from org addresseaes
Address Details

Contact Mame

Phone +1 (860) 679-2000
Email blank@uchc.edu
Address Line 1 CMHC Central Office
Address Line 2 270 Farmington Sowe
City Farmington

State T

Fip Cods oc032

Country United States

Sawve thi=s addre=s=s for future u=e

—
::> Sawe | Cancel |

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.

Training Manual _ profile | logout

Accounting Elements - Draft Requisition

home/shop favorites approvals

active cart

draft carts | assigned carts | favorites | my requisitions

# Shipping | @ Billing | @ Accounting Elements | @ Internal Notes and Attachments | ## External Notes and Attachments | % Final Review

=¥¥ CONTRACT 2011-06-27 training 01 | 1 item(s), 87,000.00 USD

Search for ERTRCREEDEE I
more >>

Assign Cart

settlement

4) Return to shopping cart

4) Continue Shopping

i You have completed the required information in this step. At this point, you can do the following:
Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

A You need to be aware of the following issue(s), but it will not prevent you from submitting your request.
* Empty field: Fund &
« Empty field: Crganization &
s Empty field: Account
* Empty field: Pregram &

>

Requisition [ er Approvals[[ PO Preview || comments [[ Attachments || History |

Summary | Shipping | Billing Accounting Elements Supplier Info | Taxes/S&H @ i
[~ Hide value descriptions
Accounting Elements % ?
These values apply to all lines unless specified by line item

lAccounting Elements

Chart x Organization Account Program
]

Ui Heslth Genter ‘ S Empty field & H & Empty field & H & Empty field ¢ H & Empty field o ‘
Figure 17

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.

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

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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Accounting Elements g
Chart Fund Organization Account Brogram zdd =alit
Hide all values Select from =1l values Select from all values Select from all values Hide =l values )
| § v Q Required field Q Required field Q Required field L ¥
Q Reguired field Q Required field

Save Cancel |
Figure 18
Close
- Custom Field Search &
Value
Description
> search
Figure 19
Close
| + Click to filter search results *
Results per page | 20 e values Found > 4000 <] FPage |1 | af 20 Fd
Yalue = Description =
100000 Direct Education
110000 Indirect Educaticn
120000 Seneral Fund Block Grant Support
120001 Seneral Fund-Univ Medical Group
120002 Strategic Flan - School of Medicine
1zZ0003= Seneral Fund Salary Support - BEurg
120002 School of Medicine General Fund Sup ==
120005 School of Dental Medicine General F select
120006 Payroll Clearing Fund
120007 SALARY EXPENSES UMG HEALTH SYSTEM D
1Z0000 Transiticon
130001 Excellence
135001 Excellence
140000 Ahec-Bridgeport (Other Expense)
200000 Ostecporosis Research
200001 Cardiclogy Education Fund
Figure 20
- Click on Save and proceed to Step 7: Adding Notes to continue.
Accounting Elements i
Chart Fund Organization Account 2rogram add split

Hide all values

G Required figld

Select from 2ll values

] Required field

Selact from all values

1] Required figld

Select from all values

0 Required feld

=

Save Can:el|

0 Required figld

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.

Accounting Elements 71X
Chart Fund Organization Account Program v| =dd split

remove
Select from all values Select from =l values Select from =l values Select from =l values Select from =l values
Q Required figld Q Required field Q Required figld Q Required figld Q Required field

0 remaove

Select from all values Select from =/l values Select from =l values Select from =l values Select from =l values

Split Total 0% 2dd =plit

/: recalculate / validste values  show monstary caloulztions

Save | Cancel ‘

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.

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

e Click on the Requisition and Summary sub-tabs.

e Under the Internal Notes and Attachments section click on add
attachment.

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 10 of 13



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

Internal Mote
Internal Attachment

add attachment... b
Hold Payment for Services

Internal Distribution Only
Attachment Type

Internal Notes and Attachments

This is an internal note test.

X
v

Purchasing Form: Contract, Em. Order, New Suppl Pkg,

Quote, Sole Source
Purchasing Form

Figure 23

FILES:

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: You must repeat the add attachment process to attach any other required

documents. Below are a few examples of adding an internal attachment.

Internal Attachments ?
Attachment Type File b
Attachment Details
File Name Contract Request Form y
File
:> .".-"-a\rel Cancel |
Figure 24
Internal Attachments ?

Attachment Type

Attachment Details

File v

File Mame Sole Source @
File
:> Save | Cancel |
Figure 25

e Under the Internal Notes and Attachments section click on edit.
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Training Manuzl _profile | logout 7 CONTRACT 2011-06-27 training 01 | 1 item(s), 87,000.00 USD
| Summary - Draft Requisition Search for [ENETI e I ('

home/shap favorites forms approvals history settlement

Ela X<l draft carts | assigned carts | favorites | my reguisitions

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

1) 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 Appmva\s” PO Preview H Comments AttachmentsH Histary ‘
Summary | Shipping | Billing | Accounting Elements | Supplier Info | Taxes/S&H @ ?
Figure 26
Internal Notes and Attachments ?

Internal Note

Internal Attachments

add attachment...

Hold Payment for Services X
Internal Distribution Cnly X
Attachment Type

© Required field &

Figure 27

e Internal Note — this is an optional field in which you can enter a note to be
viewed internally.
e Internal Distribution Only — if this option appears, click the check box if you
don’t want the PO to be distributed to the supplier.
e Attachment Type — click on the drop-down arrow to select “Purchasing Form”.
= This is mandatory for all contract requests.
e Click on Save.

Internal Note 2 X

Internal Note This is an internal note test. - | &

|

£l

expand | clear
Hold Payment for Services [
Internal Distribution Only v
Attachment Type | |
@ Required field
&!EJ Cancel

Figure 28
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Internal Note e T,
Internal Note This is an internal note test.
expand | clear
Hold Payment for Services r
Internal Distribution Only W
Attachment Type v
:> All Other Forms
|Mo Attachment
|Purchasing Form: Contract, Em. Order, New Suppl Pkg, Quote, Sole Source
m Lancel
Figure 29
2 |3

Internal Note

Internal Mote

Hold Payment for Services
Internal Distribution Only
Attachment Type

Frhis is an internal note test.

expand | clear
-
i

|Purchasing Form: Contract, Em. Order, New Suppl Pkg, Quote, Sole Source v:

% Sawve | cancel |

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.
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