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Welcome to HuskyBuy!

This User’s Guide is a collection of all the individual Job-Aid documents. If desired, this can be printed out as a double-
sided document for reference. The Table of Contents below gives an outline (including page numbers) of everything that
has been written so far.

Additionally, each Job-Aid has a Contents section on Contents Included within this user-guide you will find:
the first page that shows each section within that

document. This is also a link to take you straight to that
section in the document *«  Setiing your Initial Profile Settings

& Segifing your Default Shipping Address
We hope that you find these Job-Aids helpful. Our
intention is to continue adding sections, as well as some
videos to make your HuskyBuy experience even better.
Get access to all documents and videos at the HuskyBuy
website here. (You will need to login with your UConn
NetID and password.)

«  Setfing your Defauif Home Fage

«  Selfing @ Default Accounting Code Favorites
* Setfing your Preferred List of Accounfing Codes
»  Seffing a Foint of Contact Email and Fhone #

*  Checking your assigned roles
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Setting Your Profile Preferences

Overview Within HuskyBuy you can adjust your profile settings to set default accounting codes and shipping addresses for
shopping; setup how you want to receive notifications, or if you want to receive them at all. Although it is not
technically a profile setting, we will even show you how to setup a new Home page.

Contents Included within this user-guide you will find:

e Setting Your Default Home Page

e Setting Your Initial Profile Settings

e Setting Your Default Shipping Address

e Setting Your Default Accounting Code Favorites
e Setting Your Preferred List of Accounting Codes
e Setting a Point of Contact Email and Phone #

e Checking Your Assigned Roles

Process Steps:

Step Action Screenshot

Setting Your Default Home Page

The Home page for all users is set to the
Shopping Home page by default. To
change that, navigate to the page you to
set as default.

HUSKYBUY UCONN Al Search (Alt+Q) Q 000USD W Q ||Q "n =]

0p » My Carts and Orders » » Jeremiah M: . -

Cart Management

Orders

Contracts

1 (Here | went to Shop > My Carts and
Orders > View Carts.)

Accounts
Payable

< 2> 1-100 of 131 Results

M Swpies Type & Shopping Cart Name & smpleted Requisitions

(1]

My Pending Purchase Orders
Normal 2017-11-16 JEMO6014 01 e

Click on your profile icon in the upper
right section of the page and select, Set
My Home Page.

In the pop-up menu, ensure Current Page
is selected and click Save Changes.

Set My Home Page

O Existing Home Page
Shopping Home

) Default Home Page
2 Shopping Home

@® Current Page
Draft Carts

You can also access your home page by pressing ARt +1

Save Changes Close

7/16/2021 V-3.8 1-1
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Action Screenshot
Setting Your Initial Profile Settings
Click on your profile icon in the upper HUSKYBUY  LCON | a oouow wi@ aff
right section of the page and select, View 2
My Profile In the pop-up menu.
= Goods & Blankst g
Suppllrs Payment Requests Shc o service: I, Order] @
o
d the o
1 ) ucher (DV) and
Reimbursement ogout
yment Reason Codes:
imbursement,
¢ have
e Payment Requests v
el Reimbursement Form
and the 1 includes
enclosed instructions.
Training: s
You will be brought to the User’s Name, & vome HUSKYBUY UCONN W+ seenamy @ ooouso W o (@ 4 g
Phone Number, Email, etc. section of e Lo s, : .|
yOUr prOf”e, B ' Jeremiah Macht User's Name, Phone Number, Emall, etc.
. “ D User Name JEMOG6014 First Name Jeremiah
If the Phone Number is blank, please et
enter your phone number here. - Phone Numbx ,
o .‘I'_ pe hone Numi
Suppliers o !
2 Note: The first time you login to — Emall Adarss *
HuskyBuy, your Email Address will be Business U Ucemn (UConn)
. Reporting § R ’
linked to your NetID (User Name). . epartmart Procuement Servcen
Pasitis
Auth tion Mett AML
User Name * JEMOGO1 4
Q, Wen Search ¥ Required Save Changes
SeIeCt Language' Tlme Zone and Dlsplay Language, Time Zone and Display Settings ?
Settings on the left and fill out all of the —
. . . . . . sername ras Select a Language v
pertinent information in this section. ’
Country v
Click Save Changes when done. curtency .
3 Color Theme v
Notice that you can reset your Home page reble Accessbliy Mode oo
to the default page here also. e Y
preferred email format v
Access Training Content Configuration Yes @ No
Home Page Default [ Override Draft Carts X Q
=

7/16/2021 V-3.8 1-2



HuskyBuy User-guide Setting Your Profile Preferences UGUNN

Action Screenshot

Use the menu on the left to review all & Home HUSKYBUY UCONN M- s o ooouso W o KD 4 p
your profile information. ™o L . [ 0 togou |
S b Jeremiah Macht User's Name, Phone Number, Emall, etc.

e User Profile and Preferences — is [ — o L
where you set your regional location oy e R -
and contact information. N nd | P :

i ccounts
o Default User Settings — is where you P e pone Nur
e
4 can set your default accounting codes e R
and shipping address information. — — R
feporting rocurement Services (1566)
e User Roles and Access — is where you : ' L
. Pasitis
can see the roles assigned to you. y
Authentication Mett SAM

e Ordering and Approval Settings — UserNorma * EMOLO14
s.ho.ws your purchasing and approval — * Required —
limit values.

Continue with your profile information. & ERIKTR = AT smenn 6 onw ¥ O RO X0y

e Permission Settings — shows your B Jeremiah Macht Language, Time Zone and Display Settings

(]

UserName JEMO6014

permissions for functions related to
shopping, carts & requisitions, orders,

0

and other things depending on your g v
role' * ‘Saplars : arti at Tin : EDY astern in W
heme ~
ope . & sourcing rred el format
5 ¢ Notification Preferences — shows " v

E

your HuskyBuy notification
preferences. You may update your
notification preferences as desired.

Home Pag @ Default override Shopping Home

o @t
e User History — Here you can see all ) - wn :
the changes you ever made to your
user profile.
Setting Your Default Shipping Address
To add a default shipping address, click HUSKYBUY UCONN e ) a  ooouso W
Default User Settings > Default rpetiey pefitpsdeses
Addresses. Here you can add your Jeremiah Macht Default Addresses
shipping addresses or review/edit an User Name  JEMO6014 [Ty |
existing address.
1 o . . . User Profile and Preferences S UGN .
If this is your first time here, you might : 4
not have a Ship-To address yet. Click on "Z;;dmﬁs ;M —
new one. o
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Enter a search term for your address and
click Search. It can be a department or
any part of the address.

Select an address from the list and the
information will populate as shown
below.

Setting Your Profile Preferences

Screenshot

UCONN

Default Addresses

@ No addresses defined in profile.

Ship To | gill To

Select an sodress to 26it

@ No addressas definad in profile.

Shipping Addresses Address Search

Select Addresses for Profile

Nickname / Address [laccounting ]

Text

Results Per Page

Addresses Found: 2

Mame

O Accounting Department

O sba Accounting

10 W

1) Page 1of 1|2

Address

Attn: Jeremiah Macht
Room:

Accounting Department
Unit 1074

343 Mansfield Rd
Storrs, CT 06269-1074
United States

Attn: Jeremiah Macht
Raom:

Sba Accounting

Unit 10414

2100 Hillside Rd
Storrs, CT 06269-1041
United States

7/16/2021
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Step Action Screenshot
The address is displayed and most of the Default Addresses
fields are populated. Four of the fields can
be changed. | @ No addresses definad in profile.
e Nickname: Can be changed if desired.
e Default: This checkbox is Ship To  5ill To
automatically set for the first address ?
e Attn: Your name is added by default © No addresses defined in
but can be changed here. profile.
* Room: This is a required field but is Shipping Addresses Edit Selected Address ?
left blank mltla”y' Nickname =P Accounting Department
3 . Default >
Add a Room number here (even if you do
Current Default -
not have one). Address
Click Save when done. LDEDRESE
Attn: * > | Jack Black
Note: Failure to add a room number will Room:* =P 1.
force you to always add one on a Contact Lina 3 Accounting Department
Purchase Requisition. Address Line 1 Unit 1074
Address Line 2 343 Mansfield Rd
City Storrs
State cT
Zip Code 06269-1074
Country United States
Repeat the above steps to add as many Default Addresses
Ship-To addresses as you need.
Ship To | gill To
The other addresses will be available in ?
the dropdown selection of the requisition.
Note: The BOLD font indicates your Shipping Addresses
. A ting D t t ‘_
4 default ship to address. B“,w" ':g e m:"FS
usiness >ernvices Center-C

7/16/2021
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Action

Click on the address to see the details or
to make edits.

Click the Default check-box for the one
you will use most often.

Click the Save button to save your edits.

You can also delete addresses by selecting
them and clicking on the Delete Address

Setting Your Profile Preferences

UCONN

Screenshot
Default Addresses
Ship To | Bill To
?
Shipping Addresses Edit Selected Address ?
Mickname Businass Services Canter-CS

Accounting Department
Business Services Center-CS Default

Current Default

O

Accounting Department

button Address
’ ADDRESS
Attn: * Jack Black
Room: * 3
Contact Lina 3 Businass Services Center-CS
Address Line 1 Unit 6114
Address Line 2 3 Discovery Dr
City Storrs
State cT
Zip Code 06269-6114
Country United States
If your address has changed, or it does not HUSKYBUY UCONN All >
exist in KFS, you will not find it in your
search. simple Advanced

New addresses can be added to KFS by
filling out the Shipping Address Form on
the Home Shopping page of HuskyBuy,
located in the Internal Request Forms
section.

Click on the Shipping Address Form, fill it
out, and submit it.

You will be notified when it is in KFS.

Payment Requests

Showcase

You can now find the Disbursement
Voucher (DV) and new Guest Travel
Reimbursement Form in the
Payment Requests showcase.
Payment Reason Codes: N-Non
Employee Reimbursement, and P-
Candidate Searches have migrated
from the DV to the Guest Travel
Reimbursement Form, and the new
form includes enclosed
instructions.

Training:

I HuskyBuy Resources
- What's New in the New Search

part number, efc.

Non-Catalog Requisition Forms

Goods & Blanket

Bislogical Agent
Clean Alr Devics

EHS Purchase

Approval

Payment Requests

Internal Request Forms

Pcard &2
Gift Card
Preapprcwa‘ Address

Sh\pplng‘;‘

7/16/2021
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Action

Setting Your Profile Preferences

UCONN

Screenshot

Setting Your Default Accounting Code Favorites

If you will be USing certain combinations Custom Field and Accounting Code Defaults
of Account and Object Codes, click on - £ —=
. . User Name ras1g111 Header (int) Header (ext) | Codes| Code Favorites )
Default User Settings > Custom Field and 2
Accounting Code Defaults. e Profie and Preforenes Business Units:UConn (UCon) 7
Click on the Code Favorites tab and select Ert;c-"‘
Add. Default Addresses checiout by editing the codes section or
Cart s e
1 /
| Codes ?
I
Chart Account Sub- Object Sub- Project Org Bank Account Org CG
1 Account Code Object Ref Supervisor
D
Code Favorites for Check Requests & Invoices
Accounting Codes ?
Chart Account  Sub-  Object Sub- Project Org Bank Account Org  CG
Account Code Object Ref Supervisor
D
Enter any commonly used combination of Codes §
. . . . i
accounting codes with or without splits. Nickname [set 1 Defzult ¢
Give it a Nickname and check whether Chart Account Sub- Object Cod Sub-Object ;
. Account 1
these will be your default codes or not. — E
. Select from all values... Select
2 Click Save when done e :
H
b
You can add as many sets of codes that H
you need. These are accessed during EX dncal| g
checkout by editing the codes section or
by selecting them as your default here.
The above setting was Saved as DefaU|t Requisition | PR Approvals | PO Preview | Comments | Attachments  History
and named Set 1. This will be the default summary  Shipping = Accounting Codes = Supplier Info =2 2
set of codes used on a Purchase e velue deseriptons
Requisition (PR) Accounting Codes B
: These values apply to all lines unless specified by line item
3 AS you can see here, the accounting COdeS Chart Account «cscuci-qt Oclz\j:t OSE\:-_ Project Orq_Re" Bank —ACCC%ﬂt QOrg ac] ‘
A ! ject o Supervisor J
are added to this PR. uc 6220 15 jlozot0 1301 [
uc Collection P y
. Fee
If we had saved multiple sets of codes,
they could also be selected by clicking on
the Edit button.
7/16/2021 V-3.8 1-7
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Setting Your Profile Preferences

UCONN

Action Screenshot
In the popup that appears, you can select Sodes g
from you list of code favorites here. sefect from your code favorite b
Chart Account Set 1 Seb- Object Code Sub-Chject Project 3
(There is only one in the display, but o o ;
others would be listed here ifyou created Select Sel Select from all values.. Select from all values.. \5
4 ¢
them.) !
§
You can also change the Account number 5
and Object Code directly, if you know BER) o 1
what they are.
If you have a list of preferred codes set up Codes {
for your department, you can access that Select from your code favorites v :
list by clicking the link, Select from profile Chart Account Sub- Object Code 3
values... under the Account number and Account 3
Object Codes. ’UC 2551010 5220 g
:_E|55t Hide profile values.. Hide profile values.. }’
Clicking the link will display a drop-down e v _ v {
b th th f d d h valu Select from all values.. )
oxX wi € preterred codes you have 2551010 - Physiology & Meurobi }
setup in your profile. 2551020 - Em Lzb ¢
2551040 - Undergraduate Resrch H
5 e -WWWNWMM
Codes :
The next section will show you how to {
set up this preferred list of codes in your Select from your code favorites M 4
profile Chart Account Sub- Chject Code
: Account z
uc 2551010 6220 ﬁ
Select Hide profile values.. Hide profile values.. :
from v v ;’
iy Selectfrom all values. I
: 6220 - Collection Fee 1
| 8455 - Cap Proj Const Base Contact... S
MMWWWWWMJ
Setting Your Preferred List of Accounting Codes
Back in your prOflle' go toyour Default Custom Field and Accounting Code Defaults
User Settings > Custom Field and =
. . User Name Header (int) Header fext) Codes [code Favorites
Accounting Code Defaults again. -
. . . Custom Field Name Default Value Description Edit Values
Click on the Code tab this time. - v e @
We will be adding a preferred list of Account o Defaultvalue g
. . L Sub-Account No Default Value
Accounts and Object Codes that we will
1 R LG No Default Value m
have access to in our Purchase L org No Default Value Ea
Requisitions. Here are the steps. - Bank No Default Value i |
) . L Account Supervisor No Default Value m
Click on the Edit button for the Account. SrTET Mo Default Value =
Sub-Object No Default Value m
dminieta Project No Default Value m
N Org Ref ID No Default Value m
7/16/2021 V-3.8 1-8
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UCONN

Action

Screenshot

Click on the Create New Value button to Custom Field and Accounting Code Defaults
get the Search For Value box.
Header (int) | Header (ext) |Codes | Code Favorites
Enter a value or a description and click ;
Sea rCh . Custom Field Name Default Value Description Edit Values
Account Mo Default Value
(Partial values will work and wildcards are / Edit Values =
not needed.) ‘
[ 7_ Search For Value Y
2 e Peeio Figld Mame Account
value 2551010
Description
Results Per |5 ¥
Page
= Custom Field Values %
h an asterisk are
values. Users can
 the Default
status of these Custom Field
values.
Select the correct number from the list by Custom Field and Accounting Code Defaults
clicking in the check-box and click on the .
Header (int) | Header (ext) Codes || code Favorites
Add Values button. -
. C Field N Default Val Descripti Edit Val
The selected account number(s) will be ustom Field Name efault .auef - escription it Values
. Account No Default Value
added to the box on the left side.
7 Edit Values =
If there were multiple numbers in the
3 search, you could select any or all of them . Results (-
to be added to the list. e desapten bege Found [<]Psge 1of12] 7
© 5 v
Select  Value Description
v
— 53) Physiclogy &
2551010 Neurobi
* Custom Field values marked with an
asterisk are role-based values. Users can || Aad Values
only modify the Default status of these @
Custam Field Values,

We have just added our first account
number to our preferred list.

To speed things along, | will repeat steps 2
& 3 to add two more account numbers to

Header (int) Header (ext)

Custom Field Name

Custom Field and Accounting Code Defaults

Codes  Code Favorites

Default Value Description Edit Values
. Account Mo Default Value
the list.
/" Edit Values @
4 / Search For Value ?
Value Description
B Field Mame Account
2551010  Physiology & .
Neurohi Value 2551010
Description
Results Per |5 ¥
Page
* Custom Field Values m
marked with an asterisk are Mo Results Found
role-b values. Users can
only modify the Default
status of these Custom Field
Values.

V-3.8
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Setting Your Profile Preferences

UCONN

Action Screenshot
Now | have 3 numbers in the list. Custom Field and Accounting Code Defaults
Header (int) Header (ext) Codes  code Favorites
Custom Field Name Default Value Description Edit Values
Account No Default Value
Choose the Account Number that you
. . Edit Values
want as a Default and click on it. - ——
. Search For Value
5 el Dasc.nptlon Field Name Account
e
12351010 m{sr'gggy& } Value 2551040
2551020 Em Lab Description
2551040 Undergraduate Results Per |5 ¥
et Page
* Custom Field values m
marked with an asterisk are Mo Results Found
role-o values, Users can
only modify the Default
status of these Custom Field
Values.
Select the Default check-box. Custom Field and Accounting Code Defaults
Click Save. Header (int) Header (ext) Codes Cade Favorites
A popup message WI” appear If there Custom Field Name Default Value Description Edit Values
were no problems. Account No Default Value
/" Edit Values @ |
O Success oot |
Successfully Saved Changes
6 Edit Existing Value
Valug Description | 551010
. Value
And Close the window. ey . : :
N Description  Physiology & Neurobi
. 2551020 Em Lab fault i}
Notice the Remove button. 2 =
2551040 Endelrgraduate - Status G
* Custom Field Values marked . § -
with an asterisk are role-based
values. Users can only modify the
Default status of these Custom
Field Values.
The Default account is the only account Custom Field and Accounting Code Defaults
number shown on this page. .
Header (int) | Header (ext) | Codes || code Favorites
Follow the exact same steps for adding g
the Object COdes or any Of the Other Custom Field Name Default Value Description Edit Values
! Chart uc uc Ea
codes on the page. _ :
Account 2551010 Physiology & Neurobi m
L Sub-Account No Default Value m
7 L (G No Default Value m
L Org No Default Value Ea
L Bank No Default Value Ea
L Account Supervisor No Default Value m
Object Code No Default Value m
Sub-Object No Default Value m
Project No Default Value m
Org Ref ID No Default Value m
7/16/2021 V-3.8
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Action Screenshot

Custom Field and Accounting Code Defaults

Added the Object Codes‘ Header (int) | Header (ext) | Codes  Code Favorites
?
Set the DefaU|t- Custom Field Name Default Value Description Edit Values
Object Code 6220 Collection Fee
Saved.
/ Edit Values m |
And closed the window. )
8 Edit Existing Value 2

Valua _ Placcrintion

y Value 6220
[6220 |Collection Fee ’

v - -
67T0Food Description  |Collection Fee
fault Il
6769  Toaols \, Default
Status active
(B

* Custom Field Values marked " » -
with an asterisk are role-based

values, Users can only medify the

Default status of these Custom

Field Values.

Only the Default values show up on this Custom Field and Accounting Code Defaults

page. . :
Header (int) Header (ext) | Codes Code Favorites
?
Custom Field Name Default Value Description Edit Values
Chart uc uc Ea
Accoul& 2551010 Physiclogy & Neurobi m
L Sub-Account No Default Value m
9 L CG No Default Value m
L Org No Default Value m
L Bank No Default Value m
L Account Supervisor No Default Value m
Object Code 6220 Collection Fee m
Sub-Object No Default value m
Project No Default value m
Org Ref ID No Default Value m
Now when you edit the Accounting Codes HUSKYBUY UCONN Al~ Search (Alt+Q) Q

in a Purchase Requisition...
a Requisition ¥ : 3169598

Summary PO Preview Comments Attachments History

General Pt Shipping £ o Billing RN 2

Note: There is NO Accounting Codes tab

at the top in this user interface. You will
10 need to look below the General section. — W

. . . Sub- Object  Sub- Qrg Ref Account
Note: The Edlt button n thlS user Chart Account  Account  Code Object Project D Bank Supervisor Org CG
Interface IS denOted asa penC|| icon. uc 2925000 novalue 6636 novalue novalue novalue novalue novalue novalue novalue
uc Purchasing Printing
nstitut And
. Sindin
e
Internal External PRI
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Setting Your Profile Preferences

UCONN

Action Screenshot
... and click on the Search Field Arrow in
the Account number or Object Code
fields, you will see your default code Brofle Values
Profile Values preferred list. [ZLPTIRIRL IS 9551010 - Physiology & Neurobi
2925000 - Purchasing Institut
11 Codes Organization Values
Note: The account fields have either an Chrt Search court Object Code Sub-Object
arrow or a magnifying glass. ; . ” o o , s N
[ g Code Default Present OFeures OFeauies
Q. Search for Code
Setting a Point of Contact Email and Phone #
Back in your proflle, go to your Default - - Custom Field and Accounting Code Defaults
User Settings > Custom Field and  ——
A X User Nar% Header (int.) || Header (ext) | Codes || Code Favorites
Accounting Code Defaults again. ‘ ?
1 Default - -
Cllck on the Header (int.) tab this tlme. Custom Field Name Varuue Description Edit Values
- AiM Phase No Default Value m
A Point of Contact email and phone AM WWork Order No Defalt value e |
Default Addresses
number can be set here‘ The procedure Alternate Payment Method No Default Value [ Edit |
for setting both of these is identical. Here Aupamo Ho pefaultvalue e
h Cost Source EST Estimate m
are t € Steps' Invoice Received in AP No Default Value m
1 . ) . (mm/ddfyyyy)
Click on the Edit button for Point of New Rermit-to No Default value v |
Contact email (or phone #) Non-Quantity PO No Default Value [ Edit |
Obligated Amount No Default Value m
Optional Invaice Approver No Default Value Ea
Optional PR Approver No Default value m
Optional PR Reviewer No Default Value m
PO Valid From (mm/dd/yyyy) Nao Default Value m
PO valid To (mmy/dd/yyyy) No Default Value Ea
| Point of Contact email No Default Value m
 Point of Contact phone # No Default Value | Edit |
Lo ProjectiD - F,___\_‘ﬁ_‘rji_?efault valu;_‘_,\__/—v‘m‘,_;
Click on the Create New Value button to Custom Field and Accounting Code Defaults
get the New Value box.
Header (int) | Header (ext) | Codes | Code Favorites
Enter the email address (or phone :
number) in the Value fleld and Se|eCt the Custom Field Name Default Value Description Edit Values
Point of Contact email No Default Value J
Default check-box if it will be the default.
. [/ Edit Values m
Click Save.
2 N - New Value ?
Value Description
Value Uack@test.com
Description
Default 5
Status active
* Custom Field Values marked %
with an asterisk are role-based
values. Users can only medify the
Default status of these Custom
Field Values.

7/16/2021
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Action

Setting Your Profile Preferences

Screenshot

UCONN

The email address (Or phone number) Is Custom Field and Accounting Code Defaults
added to the list on the left. Click on the
Header (int.) | Header (ext) Codes Code Favorites
Create New Value button to add more ;
email addresses to be ava”able in a drOp- Custom Field Name Default Value Description Edit Values
down Select]on ||St_ Point of Contact email Jack@test.com J
. / Edit Values m |
Click the Close button when done. f
| Create New Value |
3 Edit Existing Value 2
Value Description . -
Jack com value Jack@test.com
Description
Default bl
- Status active
_ [ Save Jf Remave |
* Custom Field Values marked
with an asterisk are role-based
values. Users can anly medify the
Default status of these Cust
Field Values.
Repeat StepS 1 — 3 to add a POint Of PO Valid From (mm/dd/yyyy) No Default Value m
Contact phone number PQ Valid To {mm/dd/ vyl No Default Value Edit
4 | Point of Contact email Jack@test.com m
ot of Contadt phone # Mo Default Value
ProjectlD MNo Default Value m

Checking Your Assigned Roles

Click on User Roles and Access > Assigned
Roles to see the roles that have been
assigned to you.

HUSKYBUY UCONN

My Profile » Assigned Roles

Al =

V-3.8

Shop
Jeremiah Macht Assigned Roles
Orders User Name JEM06014 , . .
1 Assigned Business Unit Roles
A
Contracts pprover
User Profile and Preferences
Accounts Default User Settings
Raystie User Roles and Access
Suppliers
Access
7/16/2021
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Support
HUSKYBUY UCONN 2 e oucmeds
Setting your Notification Preferences

Overview Everyone’s notification preferences have been setup to common defaults based on your role.

Contents Included within this user-guide you will find:

e Setting Notifications for Shopping

e Viewing Your Profile History and Comments

Process Steps:

Action Screenshot

Setting Notifications for Shopping

a Toouso W w0 (@ Jql

HUSKYBUY UCONN an e

Click on your name in the upper right
section of the page and select View My
Profile In the pop-up menu.

Non-Catalog Requisition Forms

Payment Requests St il"i

Showcase
finc

Payment Requests

Training Intomal Request Forms
In your profile, select the Notification . . Notification Preferences: Shopping, Carts & Requisitions [ et sccion )2
Preferences section on the left side of — A ————
User Name The in-application notifications are not yet available for all Email Notifications.
your profile.
ser Profile and Preferences Reguester - Cart Assigned Notice None

Under this section are all of the areas that
can have notifications set.

Email & Notification

Email & Notification

Cart Assigned Notice Email & Notification

Select Shopping, Carts & Requisitions to
see your current notification settings. i siraton & megrator Receive PR and PO nofifications for Carts None

Assigned to Me

Shopping, Carts & Requisitions.
% Assigned Cart Processed Naotification None

rders

Assigned Cart Deleted Notification Email & Notification

2 To edit any of these settings, click Edit i e oo e
SeCtlon n the top rlght corner. PR pending Workflow approval Email & Notification
PR Workflow Notification available Email & Notification

1

- PR Workflow complete / PO created Email & Notification
PR line item(s) rejected Email & Notification
Cart/PR rejected/returned Email & Notification

Sourcing Event created from Requisition None

PR created from an awarded Sourcing Event None

Cart created from an awarded Sourcing Event Nene

7/16/2021 V-3.8 1-15
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Action Screenshot
To change any of these settings, click the Notification Preferences: Shopping, Carts & Requisitions ?
Override button to display a drop-down
. . The in-application notifications are not yet available for all Email Notifications.
list and make a new selection.
YOU can OVerrlde any Of these SEttlng to Requester - Cart Assignad Notice ® Default Cverride Mone
one of the following:
Reguester - PR line item(s) rejected ® Default Cverride Email & Notification
e None
. Requester - PR rejected/returned = Default Qverride Email & Notification
e Email
° Notiﬁcation Cart Assigned Notice ® Default Override Email & Notification
[ Emall & Notiﬁcation Receive PR and PO notifications for Carts ® Default Override None
Assigned to Me
3 Click the Save Cha nges button when Assigned Cart Processed Notification ® Default Override None
done' Assigned Cart Deleted Natification ® Default Override Email & Notification
PR submitted into Workflow ® Default Qverride None
PR pending Workflow approval Default ® Qverride Email & Notification Qj'
[ None \
PR Workflow Notification available ® Default Override Email |
Notification
PR Workflow complete / PO created ® Default Override
PR line item(s) rejected & Default Override Email & Notification
e T T i R e et i s ST SR S P
— - s o
Cart created from an aWard .OW @& Dei ernde None
The changes have made and saved. Notification Preferences: Shopping, Carts & Requisitions

The in-application notifications are not yet available for all Email Notifications.

Reguester - Cart Assigned Motice Mone

Requester - PR line item(s) rejected % Email & Motification
Requester - PR rejected,/returned Email & Notification
Cart Assigned Notice Email & Motification
Receive PR and PO notifications for Carts MNone

Assigned to Me

Assigned Cart Processed Motification MNone

Assigned Cart Deleted Notification Email & Notification
PR submitted into Workflow None

4 PR pending Workflow approva Naotification
PR Workflow Notification available Email & Notification

e G P R PR g ST i S|
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Setting Your Notification Preferences

UCONN

Action Screenshot
Viewing Your Profile History and Comments
In your profile, select the User History — - View User's History
Sort Buttons
section on the left side of your profile. I — 5 Click o flter history ? e
Under that Section’ Select View Useris User Profile and Preferences Results Per Page | 20 ¥ : ¥ - RAColds_Found:E.17 4|Page 1 ¥ ofallr ?
. Def User Sef Date v User = Action & Section < Selections Field = Old Value New Value
H|st°|’y_ User Roles and :/zzﬁzﬁim Modified :s;:hstea(ttl!\ngs i::;:p:g‘ ‘::lmp‘:;\:v\vng (E(::eﬂr;l;;ut\flcatlon Notification
Ordering and A | Settings Preferences  Requisitions approval .
1 EVery Change your (Or anybody) ever :Z:i:z‘i!fj;:':‘:n] :(‘]2;;2515 Modified g:zr;e;ltmgs Home Page Draft Carts empty
. . “ elerences Settings
made to your prOﬂIe IS ShOWn here' YOU Werlilsiony 6/21/2018 Modified  User Settings : preferred  empty HTML
fiew User's Histor ersonal email
can seee the Old Value and New Value of e Senings fome
h . d f |d h h d :‘/‘]23‘\22818 Modified g:zr;ealllmgs‘ :zwssznnm empty Z:srfhe\p an mouse over
the section and field that was changed.
e i VI e NI - |t SN NEERUSRYS e I VP L DOV NS
You can even sort the list by any of the
headings.
If you would like to make a comment to a
change you are making, to remind you
why you made the change for future
reference, click on Add Profile Comment
under the User History section.
The following popup appears. Select the Add Comment
associated section in the drop-down list
. This will add a comment to the users profile history. Use the dropdown to specify which
2 and type n VOUF comment. section you would like to associate the comment with.
. Section v
Click Save Changes and Close the Add
Comment popup.
pd
1000 characters remaining expand | clear
H J
The comment is added to your User’s View User's History
history.
. [+] Click to filter history ? Export CSV N
Note: Anything added to your User’s -
history cah never be deleted Results Per Page |20 ¥ Records Found: 818 4|Page|1 ¥ |ofd1lr|?
3 Date « User = Action = Section = Selection= Field = 0ld Value New Value
You can also filter your User’s History list 6/25/2018 Comment  User Settings empty I na longer want to
. . . . . 9:45 AM Added receive...
by clicking on the Click to filter history more..
button at the yop Of the page 6/22/2018 Modified  User Settings: Shopping,  PRpending Email & Notification  Motification
: 5:26 PM MNaotification Carts & Workflow (inherited)
Preferences Requisitions  approval
Enter the appropriate filter criteria and View User's History
click Apply.
I=] Filters ?
You also have the option of exporting stert
your history to a CSV file if you like. P ey
4 End
Date
mm/dd/yyyy
Action v
Section v
Export CSV >
7/16/2021 V-3.8 1-17
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H U S KY B U Y UCUNN (860) 486-2BUY (2289)
° ° HuskyBuySupport@UConn.edu
Adding Favorites

Overview Within HuskBuy, you can add routinely ordered items to a Favorites folder for quick re-ordering. Please note: only
hosted catalog items and forms can be added as Favorites.

Contents Included within this user-guide you will find:

e Adding to Favorites
® Accessing Favorites

e Searching Favorites

Process Steps:

Action Screenshot

Adding to Favorites

Navigate to the item you would like to A Home HUSKYBUY UCONN W samhama) @ ooouso w @ (D g
faVOrite. W shop simple Advanced Goto: Favorites | Forms  Browse: Suppliers | Contracts
_ . ] o _— x n
e For catalog items, search for the item. °
. . Q comans . — .
Select the item’s corresponding add uf € Search Results: 1226 eesrwaTon
. . . < Accounts
favorite icon in the search results. LD payatl by roact g W B e elo
4L suppliers O & Recycled (12) —
& sourcing ) o oo e kaging  EA-Each Mfg. PartNo. 27111
—_— ® Ballpoint Pen Retractable Fine Blue . (v}
e For forms, open the form you would £ i oy Suppler . .
like to favorite. Fill out the form with &Y raminser O septes ) L e Mo tane 2280 e @ o
information you want to save. This £ saw Baloint en Rtracabl Medium Back ¢ o
information will be retained whenever — e
1XUVE Mfg. Nam ZEBRA PEN
Q Menussearch aging  EA-Each Mfg. PartNo. 27211

you add the form to your cart.
Navigate to the Available Actions menu
at the top of the form and choose Add
to Favorite in the dropdown menu.
Click the Go button.
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Action

Adding Favorites

Screenshot

A pop up window appears.
Edit the Item Nickname* (if desired).

(The correct product name will display on
the requisition and purchase order to the
supplier.)

Go to Step 2: Select Destination Folder to
save the item to an existing favorites folder
(or create a new folder using the Create
New link) and click the Save Changes
button.

Add Favorite

WW Grainger Inc, Catalag No.

Item Nickname 4

Quantity %

Description

Select Destination Folder

Personal

Test Forms

Test Personal Folder
Shared

Bioloay Shared

* Required

TXUVA

Test Favorite

Save Changes

Top level personal folder

Top level shared folder

Create New

A message will appear noting the product
has been added to the favorites folder.

®

SUCCESS
Successfully added to Favorites

Accessi

ng Favorites

To access saved Favorites, use the icons on
the left to go to Shop > Shopping > View
Favorites.

A Home HUSKYBUY UCONN

shop Shop (Alt+P)
- Shopping
B oers

My Carts and Orders

Q comses  agmn

Al

ByKeyword ~ Search. Soto: Favorites
GoTo

Shopping Home

ba Requisition Forms

Search (Alt+) a

v O Oy

ocousp W

Foms  Browse: Contracts

Suppliers

Then, select the folder where you saved
the item.

Hosted Catalog items have the option to
Add to Cart where as the Punchout Catalog
item has the option to order directly from
the suppliers punchout website.

v
P Shopping Settings
UL Payable Quick Order
D Blanket External Egquipment Software & Animal
L suppliers poing B L Reauesi] akiecuet]
Browse By
& soucng Suppliers
Contracts
Il Reporing
Codes: N-Non Employee Reimbursement,
Administer and P-Candidate Searches have migrated
y from the DV to the Guest Travel
Reimbursement Form, and the new form
{3 sewp Payment Requests .y
includes enclosed instructions.
Training: Internal Request Forms .
B HuskyBuy Resources
1 What's New in the New Search Experience Ef;'gm‘.-— S'XZZ','ES‘i- éﬁﬁ-}"ﬁ;’; ‘i"
Q. Menusearch 1B New Search Tutorial Highlights o
HUSKYBUY UCONN A~ Search (AltsQ) a  onuo w o O @y
Shop » Shopping » View Favorte
Favorites ? Test Personal Folder ?
Qsearch | Add New v Display items that are no longer available Actions for Selected Favorites v
Expand All ollapse All O
"+ Personal cups from Chemglass Life Sciences LLC 0.25 Uso
st Forms Part Number 789 =t
Test Personal Folder ere test
4 Shared
Biology Shared === Test Favorite from WW Grainger Inc Order from Supplier 7
Forms. Froerimeae Part Number XUV4 EA-Each
From Favorite Archive Edit | Move | Copy | Delete
Internal Requ Manufacturer Info 27111 - (ZEBRA PEN)
Non Catalog Requisition Forms

7/13/2021
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Step

Action

Searching Favorites

Adding Favorites UBUNN

Screenshot

Use the icons on the left to go to Shop >
Shopping > View Favorites.

Click the Search button located above the
favorites folders. A search box appears.
Enter keywords you are searching for. Click
the magnifying glass icon to search.

The search results return favorites and
favorites folders that contain your search
keywords.

Click on a result to navigate to the folder or
favorite.

To add a saved favorite to your cart, click
the favorite’s corresponding Add to Cart
button.

4\ Home HUSKYBUY UCONN

Shop » Shopping » View Favorites

! Shop

Favorites ?

ro Orders Q search | | Add New

Expand All Collapse All
€ contracts

Search Folders and Items

‘B3
N

Item Matches (2)

Test Favorite

Personal > Mick

Pentel R.5.V.P. Ballpaint Pens Fine Point 0.7 mm Clear Barrel Blue Ink 12/Pk

Personal > Mick

Close

7/13/2021
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Support

HUSKYBUY UCONN (860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Shopping with Catalogs

Overview The HuskyBuy catalogs contain thousands of items from preferred suppliers at University-specific pricing. Catalog
ordering is done using either Punchout or Hosted catalogs.

Contents Included within this user-guide you will find:

e Searching the Catalogs and Adding items to Cart
e Shopping with a Specific Catalog Supplier

e Shopping with Punch-outs

e Updating and Editing Shopping Cart ltems

e Adding Commodity Codes

® Proceed to Review

e Adding the Accounting Codes

Process Steps:

Step Action Screenshot

Searching the Catalogs and Adding items to Cart

Note: In order to save time and prevent o o
- ' A
confusion, it’s a good idea to ensure your Al Search (Alt+Q) Q 000USD W | S

cart is empty before shopping from a catalog. You will not be able mix certain items on the cart later such as order types (ex.
Blanket order form and Airgas catalog). Nor will you be able to add items to a new cart from a different catalog. (ie. Dell and Fisher

catalog items cannot be combined in the same cart.)

To search for items in the hosted catalogs, PO | USKYBUY ucow we seena o owun ®
enter your search terms in the large search ™ s e Ao o s D e S | o)
box at the top of the Shopping Homepage, B o ST —_——— n
and then click the blue magnifying glass @ oo
button. Non-Catalog Requisition Forms

m e
Optionally, click on the Advanced link to B swotes ::Z:::a":ekequem ool e QUL e

You can now find the Disbursement
Laas (D) o e

search by additional criteria, such as
Product Description, Part Number,
1 Supplier, or Manufacturer Name.

7/13/2021 V-3.8 2-1
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Action

The search results will appear. The product
picture (if any), description, and other
detailed specifications, are typically shown.

e Onthe left side are the Filter Results
options. This lets you filter the results
by Supplier, Manufacturer, Unit of
Measure and more.

e Use the compare link to compare two
or more items. Once you have flagged
several items to compare, click the
Compare button, located towards the
upper right.

o Compare

Shopping with Catalogs

Screenshot

UCONN

o HUSKYBUY UCONN A~ Seech@tea) Qoo w v O O]
Shop Smple  Advanced es | Foms B
orders Frice "
Contecte Search Results: 6 BEST MATCH »
i PTFE Flake Catching Cup V)
Your Selections
dowmass.  Chemglass Life Sciences LLC 163.31 USD
Beelley % By Supplier: Chemlass Life 6209320 Mig Name  Chemglass
emPackogng  1/EA-Each Mg Partho. Co209320 [ rosreon )
Sourcing By Supplier v OMPARE
</ Chemlass Life Sci .
PTFE Flake Catching Cup <
Reporting
oy Cate commars ife Sciences LLC 163.31 USD
- 'y Category v €6-2093-21 Mfg Name  Chemglass
Y Administer /EA-Each Mig PartNo.  C6-200321
O stier Accessories /
opare
L3 sewn [ Bloreactor Ac
O e ! Pop-0ff Cup v
O LabMivers (1 “omam. Chemglass Life Sciences LLC 2375 USD
cLs4891.011 Mig Name  Chemglass
By Packaging VoM . xbch Vi Pt L1
oeane
@ compare BEST MATCH ~ =
PTFE Flake Catching Cup V)
GOWMARS.  Chemglass Life Sciences LLC 163.31 USD
Part Numbe CG-2093-20 Mfg. Name Chemglass
System Packaging  1/EA- Each Mfg. Part No.  ©G-2093-20 o L
COMPARE %
PTFE Flake Catching Cup <
commas=.  Chemglass Life Sciences LLC 163.31 USD
Part Numbel CG-2093-21 Mfg. Name Chemglass
System Packaging  1/EA - Each Mfg. PartNo.  CG-2093-21 SEITEEL
COMPARE %

Click the Add to Cart button to add items
to your cart.

To access the shopping cart after adding an
item, select the 1 item(s) added, view cart
link, or click the cart icon located at the top
right corner of the page.

Compare 2 ltems x

O

Add to Cart

Product Image

Product Details

Catalog No

o x

PTFE Flake Catching Cup

6-2093.20

O X

AddTo Cart

PTFE Flake Catching Cup

06200321

Test Personal Folder

(1) Display items that are no longer available

cups from Chemglass Life Sciences LLC

Actions for Selected Favorites v

To continue shopping, use the icons on the
left to go to Shop > Shopping > Shopping
Home.

Part Number 789 Sie=bast
o 100 Add to Cart
ere test
- Zditiro ooy roeee
A Home HUSKYBUY UCONN A~ Seareh (at+0) a Jsou wl o @ O
Shop » Shopping » Vie: © Sucoees Logout
o orcers Qscarch [ AddNew = (i [y T =
Epand Al Collspse All [
Q comacts + Personal cups from Chemglas: 025UsD
— T Form Part Number 79 £A-Fach
= Accounts
I Pajavie Tost Personal Fokdor - 100
2 suplers # Shared B4 Success
1 tem has been added to your
& sourcing an
e
1l Reportng Payment Requests P
A~ Search (A1r0)

HUSKYBUY UCONN

Shop (Alt+?)

Shopping
Orders

My Carts and Orders

Contracts

Accounts
Payable

Suppliers
Sourcing

Reporting

By Keyword ~ Search...

, JSel2 1

Advanced Search

b longer available

Shopping Home

View Favorte
View Forms imiver
Quick Order .

New Shopping Experience

Browse By

Suppliers

Contracts

om Chemglass Life Sciences LLC

7/13/2021
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Action

Shopping with Catalogs

UCONN

Screenshot

Shopping with a Specific Catalog Supplier

If you would like to search the product offerings of a specific hosted catalog supplier, use the search associated with the hosted

catalog supplier’s icon on the Shopping Homepage.

Click the catalog supplier’s icon.

You can also enter search terms in the
search box if the window appears below
the supplier’s icon.

Click the magnifying glass icon to search.

HUSKYBUY  UCONN

have migrated from the DV to the Guest Travel
Reimbursement Form, and the new form
includes enclosed instructions,

ac swhawa Qv W @ (O O
Favcrtn | Fama  Brovas. Suppln | Cori
o n
Research Supplers v
. S o Sgusgre
Airgas D . 93 HH SR
N QIAGEN ONFIGURE
@ ot e
Cramglass Lo Sonces LG @
Bearct n
.. KE ., s~

Shopping with Punch-outs

Punch-outs connect to the supplier’s website containing contract pricing. Punch-out sites retain the look and feel of the supplier’s
regular public website; however, the supplier’s checkout cart will result in the products returned to your HuskyBuy active cart.

Follow the supplier’s directions for submitting the items back to HuskyBuy as each supplier’s site may differ. Product pricing and

availability may vary between the supplier’s public and University websites.

Click the supplier’s icon to begin the Punch-
out session.

Search in the supplier’s catalog for items
and add to the supplier’s shopping cart.

Complete shopping on supplier’s site, then
return items to the HuskyBuy shopping
cart.

(If you are only browsing the Punch-out
and are not returning items to HuskyBuy,
you may exit the Punch-out by closing the
Punch-out window and clicking the Cancel
Punch-out button in the main browser

1 page.)

Cancel PunchOurt

HUSKYBUY UCONN A smenn @ mww = @10 O |
Smple = Favortes | F :
;
Technology v
[oe) KN - AN
MRO Suppliers v
msc = ] N
SzanvER o (&'} (2]
SelectSite PunchOut | Cancet Punchout |

Contact Us 1-800-388-8239

¢ Order Status

& auotes

Name
Optiplex 7050 -MiniTower wfo
| Q=
Quick Specs
OptiPlex 7050 Small Form
I Factor w/o monitor

Quick Specs

OptiPlex 7050M

® Share YourIdeas

Standard Configurations

University of Connecticut - Logout

o Recent Online Orders %23 Gustom Links

d more All Categories v

Product Category Price
OptiPlex 7050 Husky PG with Windows 10 Image $896.51
Desktop

Customize & Buy | [JRELSYeEYS
OptiPlex 7050 Husky PC with Windows 10 Image $775.77
Desktop

Custorize & Buy | [JNELSVELS
OptiPlex 7050 Husky PC with Windows 10 Image $742.62

Micro

7/13/2021
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Action

Shopping with Catalogs

Screenshot

UCONN

Updating and Editing Shopping Cart Items

After adding items to your shopping cart,
you can click on the cart icon to view the

All = Search (Alt+Q)

Q 2500USD W

You can search for commodity codes by
clicking on the magnifying glass to bring up
the Commodity Code Search box.

[l

From here, you can enter the code or the
first number(s) of the code, or any part of
the description to search. (Wild card

items there. My Cart (2021-02-16 JEM06014 01)
You can remove items at this point by E€Cnemglass  CUPS
o . . <= Quantity: 100 Wiew My Cart
1 clicking on the trash can icon for that item. Price: 25 00 USD
You can also go directly to checkout from
here, or choose to View My Cart first.
25.00USD
Click the View My Cart button.
Adding Commodity Codes
After clicking on the View My Cart button VAN T 2 || e N OO
you will be presented with your cart. Shopping Cart * sze431s T - "
Simple. Correct these issues. v
You will need to add a commodity code to n °1M‘
proceed. Requrec:Commaity Code (e 1)
1 Item Cl

Airgas USALLC - 2Items - 81.76 USD

WBDsS nder

Regulate tegrated
ftem CatalogNo. ~ Size/Pack  UnitPrice  Quantity  Eft Price
Estimate (81.76 USD) >
aging
OXUSPEA  CYL-Gyli 4088 Qty:2CVL-ylinder -+ []

Details v

20210507 approver 01 |

8176

1
characters are not needed.) ‘ a]
Search the list and select the correct code
Starts with. Contains Filter Clear All Filters
You can also give your cart a name in the < > Page £10 1:200f 191 Result 20 Per Page
Detalls section. Code = Description @
125 AE On Call +
131 A/E Open +
5 Advertising +
11 Agricutture Animals and Supplies + | select
Note: You can change the number of Commodity Code Search
Results Per Page by changing the selection
in the dropdown |i5t Starts with lab Filter Clear Al Filters
1-7 of 7 Results 20 Per Page ~ -
2 Code = Description @ 10
286 Lab and Classroom Equipment 20
287 Lab and Classroom Services 30
285 Lab and Classroom Supplies 40
290 Lab Animals 0
7/13/2021 V-3.8 2-4
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Action

By selecting the check box to
the right of one or more items in
your cart, you can access the dropdown.
You will have the following options

3 available for the selected items.

e Move to Another Cart

e Add to Draft Cart or Pending PR/PO
e Add to Favorites

e Remove Selected Items

e Add to PO Revision

Shopping with Catalogs

Screenshot

1 item

SUPPLIERDETALS €

tem

HUSKYBUY  UCONN A~ Search (1) a

Shopping Cart ~ 20210218 JeM

‘The Granite Group Wholesalers LLC - 1 ftem - 13.96 USD

ncord Fulfiment Canter : PO Box 2004, 6 So.. *

Catalog No. Uit Price Quantity Ext Price

1398 CP STRAINER CUP ASSEMBLY KeP41298CP 1396 EA-Each 1396

139UsD W QN

Proceed to Review

Click the Proceed to Review button to
display the details of the future requisition.

Proceed To Review

Note: On the requisition page, people with only the (default) Shopper role will
not see the Place Order button in the upper right corner of the screen. These
Shopper roles will only have an Assign Cart button. They will be able to assign

Search (Alt+Q) 8176 USD W

= ® = @

Assign Cart

v @ 4 2

the cart to a Requester or Approver in their department and are then done.

Most other roles can continue with their
order. Missing or incomplete [IEI
information, such as Shipping

Address, will appear as an error at the top
right of the page.

2 Enter the missing shipping
information as needed by choosing
the pencil edit button.

Note: Setting up your profile with your
shipping address will bypass this error.
(See the Setting Your Profile Job-Aid.)

HUSKYBUY UCONN Al

Requisition ~ :

Summary PO Previev

General

Cart Name

2021-02-18 JEM06014 02

Requeste
Jeremiah Macht

Shopper
Jeremiah Macht

Optional PR Approver

Search (Alt+Q) Q 1396USD W

3181249 ®

Comments Attachment fistor

4« Shipping # = Biling 5

© Correct these issues.
You are unable to proceed until

ShipTo Email Invoices To: addressed.

apinvoices@uconn.edu
Attn: Type Vendor Name / Invoice #
Room: 100 in Subject Line
Accounting Department or Mail: AP - Unit 6080
Unit 1074 3 Discovery Drive
343 Mansfield Rd Storrs, CT 06269-6080
Storrs, CT 06269-1074 United States
United States

© Address is incomplete

Total (13.96 USD)

Subtotal

v 10 O

Address is incomplete: Shipping address

v

13.96

13.96

Adding the Accounting Codes

The Draft Status section at the top right of
the page shows where the missing
information is. Clicking on the error link will
take you to the problem area, in this case,
the Accounting Codes.

Note: The PR Approval tab is no longer on
the top navigation bar. The name has
changed and has moved to the right
sidebar under the Place Order button. It is
now titled What’s next for my order?

o@D a2

Search (Ali+0) 81.76UsD W

= ® = @

Assign Cart

Draft

© Correct these issues. v
‘You are unable to proceed until
addressed.

Address is incomplete: Shipping address
Required: Account
Required: Object Code

Total (13.96 USD) >

What's next for my order? >

7/13/2021
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Action

Click on the Accounting Codes link in the
Draft Status section or the Pencil Edit Icon
in the Accounting Codes section. Enter the
missing accounting information as needed.

The Account and Object Code fields will
have the red Required note.

Shopping with Catalogs

Screenshot

HUSKYBUY UCONN
Requisition ~ : 3181249

mmery  POPreview  Comment Atachment

General # -« Shipping

Accounting Codes

sub

Chart Account  Account  ObjectCode Sub-Object  Project

uc 1o value
u ORequired

novalie  novalue  novalie  novalue

Orequires

Al Search (AlivQ) Q

# «  Biling

Account

OrgRefID  Bank Supervisor  Org

novalie  novalue  novalie  novalue  novalue

Total (13.96 USD)

Either method will result in the Codes pop-
up box shown here.

If you know the codes, you can enter them
in the field directly.

If you are not sure, click on the arrow or
magnifying glass to bring up the Custom
Field Search box. The arrow will bring up
the option to use one of your default
profile values or to search for another one.

The search option works just like the

Edit Accounting Codes x

Codes
Chart Account

uc ® bearch ®

ORequired

Sub-Account

Object Code Sub-Object
No Value h » Search
O Required
Save Changes

Profile Values

OECIALEEEY 9551010 - Physiology & Neurobi

Custom Field Search

Value Description I

Close

Adding Commodity Codes section. You can 2925000 - Purchasing Insttut Coar s
enter the first number(s) of the code, or ot D) > ree| 1 |ctom  vanetsomrens
any part of the description to search. (Wild : - |0 ——

card characters are not needed.) Orerures ffee Supples *
When the codes are entered click Save to

enter them into the order.

Once all errors have b'een add'ressed the ) giouso W D & |beuo w © @ 4 8
Place Order button will be activated.

You have the option of adding an Optional =<¢n o e Flace Order fecancan

Invoice Approver before placing the order,
but it is not necessary.

Be aware of these issues.
You may review and proceed.

Empty: Optional Invoice Approver

Click the Place Order button to submit
the order.

Record you requisition number for
follow up.

Summary
[ Requisition Number 3181249 ]
Requisition status Pending

@® Requisition 3181249 Submitted

Cart name 2021-02-18 JEM06014
02

Requisition date 2/18/2021

Requisition total 13.96 USD

Number of line items 1

Options

& print

Recent orders

Return to your home page

7/13/2021
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Support

HUSKYBUY UCONN O eraucon ot
Shopping with Forms

Overview

General Rules
for Forms

Contents

7/13/2021

Non-Catalog items can be ordered when the items you want are not available from one of the “Punchout” or
“Hosted” catalogs.

We currently have seven different forms for making non-catalog purchases in HuskyBuy. Here is a general
description of each:

e Goods and Services: This form will be used for most items and is described in this Job-Aid. Use this form for

everything except for what is listed in the other forms below.

e Blanket Order: Use this form for making long-term purchase orders for repeated deliveries of goods or
services.

e External Catering Request: Use this form for External Catering Services. Remember that University policies
must be followed when ordering any catering services.

e Disbursement Voucher: Complete this form to submit a Disbursement Voucher to Accounts Payable.
e Guest Travel: Complete this form to submit a travel Disbursement Voucher to Accounts Payable.
e Equipment Request: Use this form for any equipment purchases. (Not to be used for A/V equipment)

e Software and IT Services: Use this form when ordering Software and IT Services. This form excludes website
design, website development, and web hosting services. For these services use the Non-Catalog Goods and
Services form.

e Biological Agent, Clean Air Device, Radioactive Request form: Use for making EH&S purchases.
Read the instructions on the first page of each form carefully.
Each of these forms will create a line item on a requisition once you submit the form. Attach any back-up

documentation related to the purchase on the requisition. You can navigate through the forms by clicking on Next
or Previous. Although there is a Save Progress button on most pages, clicking Next it will also save.

If the supplier you wish to use is not listed in the supplier search, you must FIRST request a supplier using

the Request New Supplier form located in in the left navigation bar Suppliers > Requests > Request New
Supplier. The Request will route to Procurement for review and approval. (See the Searching and Requesting
Suppliers Job-Aid for instructions if necessary.)

All fields with Stars (¥ ) are required fields and must be completed prior to submission of the form. Some of the
forms will use BOLD line items to indicate a required field.

Included within this user-guide you will find:

e Selecting the Goods and Services Form

® Choose a Supplier

e Enter the Purchase Information

e FEnter the Sourcing Information

e Enter the Certification Information

e Add Items to Shopping Cart

e Select a Contract and Add a Commodity Code
e Changing the Quantity of an Item on the Cart
® Proceed to Review

V-3.8 2-7
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Process Steps:

Screenshot

Selecting the Goods and Services Form

At the Shopping home page of HuskyBuy,

HUSKYBUY UCONN

A~ Search (Ai+0) a  1oouso w v O Of
find the Non-Catalog Requisition Forms smpe Aderce
0
¥ orp ms, part 1 Q
and Payment Requests showcase at the ‘
top of the page. Eorn NonCatalog Requisition Forms .
é:;:ﬁ'\"e" Training Sesdetn Zapict Slermal % Soltuars s, A
T LT Seric]
Suppliers - N
1 B What's New in the New Search Experience
Click on the Goods & Services form - T NewSarchTuorolHighghs
Please contact the Procurement Solutions Center at
Reference:
New Supplier Request Payment Requests v
Temporary Ship-to-Home Address
Liquid Helium Shortage
Helpful Information:
Read the instructions carefully if this is the e St e fene
fl rSt tlme th rOUgh the fOrm . Non-Catalog Goods & Serv... Instructions H ?
Form Number 535048
. . . Please use this form when ordering non-catalog Goods and Services excluding the following;
Purpose Procurement Request
Notice the sections on the left that will
. d h h h f h . | | « Software and IT services, use the Software and IT Services Request form
. « Equipment purchases, use the Equipment Request form
g uiae you thro Ug the form. These wi Instructions « EH&S purchases, use the Biological Agent, Clean Air Device, Radioactive Request form
. « Extemnal Catering, use the External Catering Request form
Suppliers . B\ankelordels,‘usethealankel Order form
show a green check when the section
. Form Fields This form will create a line item on a requisition once you submit your cart. Attach any back-up documentation related to this purchase on the requisition. You
2 is com p | ete can navigate through the form by clicking on Next or Previous. Although it is recommended to click Save Progress when you click Next it will automatically save.
. Purchase Type If the supplier you wish to use is not listed in the supplier search, you must FIRST request a supplier using the Request New Supplier form located in in the left
navigation bar Suppliers/Requests/Request New Supplier. The Request will route to Procurement for review and approval.
Sourcing
. H H Please note, this form does not account for the following addiitional costs or considerations: warranty, IP Ownership considerations, additional costs for
You can click directly on the sections to go i o peaent seheas codesons sofre ebmech g Oer e of st cous o somSeraone 1 et e Soneoons o G513
Certification
2 please state so in the Intemal Notes field on the requisition.
[ . All fields with Stars are required fields and must be completed prior to submission of the form,
to them, but this is used mostly if you need Review and Submi .
H Next
to edit the form later. ‘

Click Next > to continue.

Choose a Supplier

Enter a supplier name into the Supplier St Shosing » Vi Frns
field and click Search. .

Non-Catalog Goods & Serv... Suppliers

Shopping Home

Form Number 535048 Supplier Please select a fulfilment center below
Purpose Procurement Request
Status Incomplete

Note: Wildcard characters are not Instructions Search Registered Suppliers
- : i oo q
necessary when doing a search in el " e
Form Fields Relationship All v
HuskyBuy.

Purchase Type Zip Code Within | 5 Mies

Certification

Review and Submit

7/13/2021 V-3.8 2-8
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Action

Shopping with Forms

Screenshot

Select the correct supplier from the
displayed list by clicking on the Select
button. Some suppliers have more than
one fulfillment center. By default, the
primary fulfillment center will be selected.
If the primary fulfillment address is not the
address you want your order to go to select
the appropriate address.

Note: Clicking on the Supplier Name will
open a pop-up window with the supplier’s
profile information for verification.

When green check ( ) appears as
selected, click Next >.

Shop » Shopping » View Forms

< Back to Shopping Home

Form Number 535048

Purpose Procurement Request
Status Incomplete
Instructions

Suppliers

Form Fields

Purchase Type

Sourcing
Certification

Review and Submit

Non-Catalog Goods & Serv...

Suppliers

Supplier B&H Foto 8 Electronics Corp
New York Fulfillment Center: 420 9th Ave, New York, NY 10007~
1614 US

> Modify Search
Supplier Name Doing Business As Fulfillment Centers
8 b Foto & Electronics Corp

(preferred)

New York Fulfillment Center:

Action

v
Selected

420 9th Ave, New York, NY 10001-1614

us

Fulfillment Address 1

3 Discovery Drive, Storrs, CT 06269 US

< Previous

Enter th

e Purchase Information

The supplier section is now complete
signified by the green check ().

Now we will sequence through the three
sections of the Form Fields.

e Purchase Type
e Sourcing
o Certification

Click Next > to go to the Purchase Type
section.

Shop » Shopping » View Forms

< Back to Shopping Home

Form Number 535048

Purpose Procurement Request
Status Incomplete
Instructions

Suppliers v

Form Fields
Purchase Type
Sourcing
Certification

Review and Submit

Non-Catalog Goods & Serv...

Form Fields
Overview Progress
Purchase Type Incomplete
Sourcing Incomplete
Certification Incomplete

< Previous

Here you can select either Goods, Services,
or both.

In this example, we will choose both
Goods and Services and click Next >.

Note: It is the intention of the procurement
group to gather all of the pertinent
information up front in this process so that
the order will go through without
unnecessary delays.

You will be asked about the Goods first.

Shop » Shopping » View Forms
< Back to Shopping Home
Non-Catalog Goods & Serv...
Form Number 535048
Purpose Procurement Request
Status Incomplete
Instructions
Suppliers v
Form Fields
Purchase Type
Sourcing
Certification

Review and Submit

Form Fields - Purchase Type

Goods or Services
Choose either Goods or Services or choose both if applicable. Then click Next to continue.

Purchase Type *

Goods Services

Click Next to Continue.

< Previous

* Response Is Required

7/13/2021
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Action Screenshot
Goods Form Fields - Goods 1-10 Lines Request Actions w | History | ?
You can now choose to add up to 50 lines * }
L . Response Is Required
on the form for the requisition, in
increments of 10. 1-10
If you choose More... from the drop-down If you need multiple lines for your requisition, choose how many lines in the dropdown menus below. Choosing
list. and click Next > you will get the first lMore... from the dropdown menu will add 10 lines and add another page where you can continue to add more
? ’ nes.
10 lines as shown below in step 4 below.
How many lines of Goods will your requisition
need (1-10)? *
3
o 1
2
5
G
8
%I:C < Previous Mext »
More...
Enter the Unit Price, Quantity, Unit of More.. v
Measure, a Description, and a Catalog No. e
ine
(If known) for each line.
Unit Price USD  Quantity s Total 000 USD
At the end of line 10, you can click Next > Unit of Measure .
. . MM-\_/NIW‘—'MW T T I T e
and add up to 10 or More... lines again. st
This process repeats in blocks of 10 until A N S e e T N NN P N P TNy
. Line 10
you get to the 41-50 Lines block. "
Unit Price USD  Quantity 4 Total 000 USD
Note: There are no checks to ensure that Ut of Measure
4 . . . ‘ v
you fill out all of the information in each
. ... . Product Description
line. You can go to the requisition with no
information at all. You can also come back
to this form and add the missing cooa o
information. However, if you get to the PO
with missing information, it will be difficult
to correct. We will check for this later. Cleip sl et iEms il
For now, please ensure that all of the top
4 fields are populated for each line.
As you can see, the Goods are sectioned off Non-Catalog Goods & S... Form Fields - Goods 41-50 Lines Request Actions w | H ?
in blocks of 10. And 50 is the highest we e
can go. Purpose Procurement Request 40-50
g status Pl How many more lines of Goods will your
50 is the maximum number of lines we Instructions R —
can add to a requisition for goods. Suppliers v
. . Form Fields fl
5 When we are done adding lines to the o1 =
. . Purchase Type o
Goods section, and click Next >, we go to . o
. . Goods 1-10 Lines B
the Services section. o
Goods 11-20 Lines v o
Goods 21-30 Lines v ﬁq
Goods 31-40 Lines v
Goods 41-50 Lines v
Services
7/13/2021 V-3.8 2-10
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Shopping with Forms

Screenshot

Services

“Services” is similar to Goods except that
there are only 10 lines available, and we
need to select a compensation structure.

We will still need to enter the Unit Price,
Quantity, Unit of Measure, and a
Description for each line.

When all of the fields are filled out, click
Next >.

The supplier and Purchase sections are
now complete as signified by the green

checks (‘/).

You will be directed to the Sourcing section.

Non-Catalog Goods & S...

Form Number 170124
Purpose Procurement Request
Status Incomplete

Instructions

AN

Suppliers
Form Fields

Purchase Type

Goods 1-10 Lines
Goods 11-20 Lines
Goods 21-30 Lines
Goods 31-40 Lines
Goods 41-50 Lines
Services

Sourcing
Certification

Review and Submit

AL N SR Y A

Form Fields - Services Reque:

* Response Is Required

Services

What is the compensation structure? *

Hourly Flat Fee Monthly Retainer Other

How many lines will your requisition need.
Please select appropriate compensation
structure. (For example the UOM-
HR=Hourly, MON=Meonthly, EA=Fixed Fee) *

v

e

e I T I VPR R

=1

< Previous

Enter the Sourcing Information

Is this purchase federally funded?

If you answered Yes or | Don’t Know, you
are directed to the Federally Funded
Purchasing Guidelines document.

Select the Sourcing Dollar Threshold

Each choice will offer different options. We
will describe each selection below.

1 © This Purchase is Under $10,000

If you have a quote, please upload it here.

If you received a verbal quote from your
sales rep, or found an online source such as
a website, please describe it here. Include
the website URL if necessary.

Note: Quotes can be uploaded to the
requisition later if necessary.

W Shop © Shopping  View Forms ¥

< Back to Results

Non-Catalog Goods & S...
Form Number 170123

Purpose Procurement Request
Status Incomplete

Instructions
Suppliers v
Form Fields
Purchase Type v
Goods 1-10 Lines v
Sourcing
Certification

Review and Submit

20f 14Results = | € | >

Form Fields - Sourcing

Request Actions w | History | ?
*  Response Is Required

Instructions
Please chaose the appropriate scenario that best describes your purchase. Read each option carefully.
Quotes are strongly recommended for any purchase over $1,000. If you selected Between $10,000 and

§50,000 and NOT a Sole Source to the below question, Select the Sourcing Dollar Threshold, you MUST
complete ALL of the quote fields.

Sourcing
Is this purchase federally funded? *

Yes
No
1 Don't Know

Please Select the Sourcing Dollar Threshold *

This Purchase is Under $10,000

This Purchase is Under Contract

This Purchase is a Sole Source

This Purchase is Between $10,000 and $50,000 and NCT a Sole Source
This Purchase is Over $50,000 and NOT a Sole Source

< Previous

7/13/2021
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Action

© This Purchase is Under Contract

This is just a reminder to apply the contract
in the shopping cart after submitting this
form.

Note: Procurement no longer sees
requisitions under $2,500, but they still
need to keep track of the contract
purchases.

2 If a supplier has a contract, you will see the
choice to choose contract... in the shopping
cart, regardless of the selection made in
this form. Please choose a contract in the
shopping cart when given the choice.

UCON

Shopping with Forms

Screenshot

N

Sourcing
Is this purchase federally funded? *

Yes
® No
| Don't Know

Please Select the Sourcing Dollar Threshold *

This Purchase is Under $10,000
® This Purchase is Under Contract
This Purchase is a Sole Source
This Purchase is Between $10,000 and $50,000 and NOT a Sole Source
This Purchase is Qver $50,000 and NOT a Sole Source

Item

[ Non-Catalog Goods & Services

# ITEM DETAILS

Contract [ choose contract.. ]

© This Purchase is a Sole Source

This choice requires downloading the Sole
Source Justification form, filling it out, and
attaching it to this form.

(The form can be filled out digitally and
saved.)

Sourcing
Is this purchase federally funded? *

Yes
® No
| Don't Know

Please Select the Sourcing Dollar Threshold *

This Purchase is Under $10,000
This Purchase is Under Contract
® This Purchase is a Sole Source
This Purchase is Between $10,000 and $50,000 and NOT a Sole Source
This Purchase is Cver $50,000 and MCT a Sole Source

Please download and fill out the Sole Source Justification form and attach to this form.

Sole Source Justification Form Upload *

No File Attached

Upload

€ Previous

7/13/2021
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UCONN

O This Purchase is Between $10,000 and
$50,000 and NOT a Sole Source

(This is a State requirement)

Here you can enter the supplier name, the
guote amount, and upload the quotes for
all three suppliers.

You also need to specify the reason for
choosing the preferred supplier.

Selecting this choice requires three quotes.

Please Select the Sourcing Dollar Threshold *

This Purchase is Under $10,000
This Purchase is Under Contract
This Purchase is a Sole Source
[®] This Purchase is Between $10,000 and £50,000 and NOT a Sole Source
This Purchase is Over $50,000 and NOT a Sole Source

Quotes

Quote for Preferred Vendor - Upload *

No File Attached

Uplcad

Reason for choosing preferred vendor *

4 y
2000 characters r ni
Note: Quotes added here as attachments e e
will not be transferred to the purchase Quote 2 - Vendor Name *
requisition.
If you want to attach a quote so the
supplier has access to it, it will need to be Quote 2 - Amount *
added to the requisition. See the .
Requisition Approval Job-Aid. v
Quote 2 - Upload *
No File Attached
Upload
Quote 3 - Vendor Name *
O This Purchase is Over $50,000 and NOT Sourdng
a Sole Source
- Is this purchase federally funded? *
Answer one question to the best of your Vs
knowledge. ® No
A | Don't Know
When done, click Next >.
Please Select the Sourcing Dollar Threshold *
This Purchase is Under 510,000
This Purchase is Under Contract
This Purchase is a Sole Source
5 This Purchase is Between $10,000 and $50,000 and NOT a Sole Source

i®] This Purchase is Over $50,000 and NOT a Sole Source

Was a Public Bid run by Procurement Services
completed? *

Yes
Mo
| Don't Know
< Previous Save Progress MNext >
7/13/2021 V-3.8 2-13
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Shopping with Forms

Screenshot

Enter the Certification Information

The Certification section is the last of the R 20f 14Restlts v (€5
Form Field sections.
Non-Catalog Goods & S...  Form Fields - Certification Request Actions w | History | 2
Answer the simple questions below. Form Number 170123 % fosmonse i Reauired
Purpose Procurement Request On This Page & 4
Status Incomplete
Instructions
1 Suppliers v
Foreign Goods
Form Fields
Will_the gaods.be’shipped to one of thes_e
I et o s
Goods 1-10 Lines v Yes No
Sourcing v
EH&S / Equipment Certification
Certification 1 certify to the following: | have reviewed the EHS Restricted Equipment/Materials and the Purchasing Keyword
st. | am not attempting to purchase any items on the EHS Restricted items list as a regular purchase. 1 am
_Beviswy and Sybmit % at restricied eguipment. other than offjcs-emi t, must Uj using the “Egy nt Fo)
Foreign Goods Foreign Goods
Will the goods be shipped to one of these Will the goods be shipped to one of these
. foreign countries? Iran, Cuba, Sudan, Syria,
countries? Answer Yes or No. and/or North Korea. *
(This will determine whether export Ve o
approval is needed or not.)
EH&S EH&S / Equipment Certification
2 I certify to the following: | have reviewed the EHS Restricted Equipment/Materials and the Purchasing Keyword
You must agree to the EH&S statement. list. 1am not attempting to purchase any items on the EHS Restricted items list as a regular purchase. | am
Review the EHS Restricted Equipment aware that restricted equipment, other than office equipment, must be purchased using the “Equipment Form”
button on the home page. Clean Air Devices, Radioactive material, and Biological Agents must be purchased
Materials and the Purchasing Keyword list by using the designated button on the home page. | have reviewed the Proper Coding for EHS Restricted
as described on the form. Also review Purchases and | am using the proper codes for such purchases.
. . . A t*
the Proper Coding for EHS Restricted greemen
Purchases page and click the | Agree check | Agree
box_ D s N e o N ST ol PRIV
a 0 a_ A I e N I i WP P S i SN AN A
Ownership and Confidentiality Ownership and Confidentiality
Review the Confidential Data Policy and The University prohibits unauthorized or anonymous electronic or physical access to information technology
answer the question about if UConn will resources that store, transmit or process any sensitive data. Please review the linked policies if your purchase
own the work or not may contain this information and answer the questions below.
. i . Confidential Data Policy
(Choose N/A if this question does not apply
to vour order) Confidential Data Policy Extended
yi .
. . . Will UConn own the work produced by the
Answer if the supplier will have access to i e N
confidential data or not. work product? *
. v
When done, click Next >. <
3 No
N/A
Will the vendor have access to confidential
information? *
Yes
No
N/A
7/13/2021 V-3.8 2-14
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Action Screenshot

Add Items to Shopping Cart

With all of the required fields complete, we

HUSKYBUY UCONN ' Search (AltsQ) a [oowousn wil © O O

) :
are ready to add this order to our shopping e
cart. The default choice is: Add and go to [ QU \orCatolog Goods & Serv...Review and Submit e

Form Number 560429
Pupose  Procurement Request

Cart. This can be used if there is nothing Q comacs R
already in your cart, as shown here, at the o [ - e
top of the page. sopiers

+ Required Fields Complete

Suppliers
Form Fields v &

Form Fields

Purchase Type
Sourcing E

However, if there is something already in
1 your cart from another supplier, and you
click Add and go to Cart, you will get an
error and possibly lose all of your hard
work.

Goods 110 Lines

Baing Sourcing

O O

Certification

Review and Submit

< Previous

Q MenuSearch

For this reason, we recommend that you
get in the habit of selecting, Add to new
Cart. Select, Add to new Cart from the
drop-down list.

Your Shopping Cart is given a default name | [#wskvsuy wow P || = @D & O &h
consisting of the date, your User ID, and a o G 5 o - -
serial number as shown. Change the name

B&H Foto & Electronics Corp - 1 ltem - 400.00 USD

of your shopping cart to something CAPPLEROTALS i e <

meaningful tO yOU. Changes W||I be Item Catalog No i;zslpatkag\ Unit Price Quantity Ext. Price : v

automatically saved. i oty 0ot s 0 | s

Note: Renaming the cart is a great way to v e comme (o000 50 .
2 identify the cart contents later. The cart o - oo

A ITEMDETALS

name field is displayed in many document
search screens in HuskyBuy.

Part Number 22

Notice you may have a warning message to
“Correct these issues”. In this case you
need to fill in the required Commodity
Code. Instructions for changing the
commodity code are below.

Checkpoint ) | [ o
ThIS iS a gOOd place tO ensure that the fOrm B&H Foto & Electronics Corp - 1 Item - 0.00 USD a
S TV e s S B T

em atalog No. ize/Packaging nit Price uantity xt. Price
quantity selected in the form, this is how o catsog oot  Sevces .o
the cart will look.

v ITEM DETAILS
The Description and Part Number shown — .
above will be replaced with Summarized -
3 Form Fields and all of the dollar amounts o

will be zero. Cammodity ode

If everything looks good, continue.

If you need to go back to the form to
correct something, see the next section on
Changing the Quantity of an Item...

7/13/2021 V-3.8 2-15
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Action Screenshot

Select a Contract and Add a Commodity Code

Notice the name Change ofthe Shopping HUSKYBUY UCONN av Search (A1) a000usp W © D Dy
Shopping Cart * 3255319 - L]
cart.
B&H Foto & Electronics Corp - 1 Item - 400.00 USD D
If the supplier has a contract with Uconn' SUPPLIERDETAILS  New Yrk Fufl fer 420 9h Ave, New Yrk, New York 10001-1614 Uited States v sed
Item Catalog No. Size/Packagi Unit Price Quantity EXt, Price Required: Commodity Codle (Line 1)
you will see a link to choose a contract. . y
2 Noncat o
Click choose contract... P
L | (if there is no contract, there will be no O .
link.) - - o

1 camera 222 A 400.00 ay:1 400.00

A ITEMDETALS

Choose the right contract from the list and
click OK.

Jpment Contract (Camera Equipment Contract)

2 Note: The contract names will created
using descriptive names to make choosing
the correct contract easier.

If you know the Commaodity Code, you can HUSKYBUY  ucow M s wooun w O O
type it directly into the field. This will save Shopping Cart * 325743 S{NEEEERS] ~ Bl oo
once you click off the field. e © corschess s .
You are unable to proceed until
. ch for products, suppliers, forms, part numbe addressed.

If you do NOT know the Commaodity Code, n

. . . . Required: Commodity Code (Line 1)
click on the magnifying glass to search. 1 fem i e 5

B&H Foto & Electronics Corp - 1 tem - 400.00 USD [m} o

|n the commOdity COde searCh box’ enter SUPPLIER DETAILS  New York Fulfillment Center : 420 9th Ave, New v

description words or the starting e Caalog N, Saaypack Unnrriee Guany Ext gk

number(s) of the commodity code (if o apr ako i (000 5
known), and click Search. Tora 40000

A ITEMDETAILS

Note: If you click Search with blank fields,
you can scroll through the complete list of Convct choose contact
200+ Commodity Codes to help find the Commody Cote
correct one.

right Commodity Code.

5]

‘ [ode starts with.. ‘ photo e

Click on the =+ button when you find the
right Commodity Code.

Clear All Filters

The selected code will be added to the Code Descrigtion ~
CommOdlty COde ﬂeld' 420 Fhotagraphic Equipment and Supplies +
Your changes will be saved once you click 421 Photography Services +

out of the Commodity Code field.

7/13/2021 V-3.8 2-16
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Changing the Quantity of an Item on the Cart

Notice the Commodity Code was added.

Before creating the Requisition, you can
make quantity changes to your order by
returning to the Goods & Services Form.

1 Do this by clicking on the link to the Non-
Catalog Goods & Services form as shown.

B&H Foto & Electronics Corp - 1 Item - 400.00 USD O

SUPPLIERDETAILS  New York Fulfiliment Center : 420 9th Ave, New.. v

Catalog No. Size/Packaging Unit Price Quantity Ext. Price

Goods & Services O

' ITEM DETAILS

Camera 222 400.00 Qy:1 400,00

A~ ITEM DETAILS

Part Numbe: 222

Gamera Equipment Contract ¥

Camera Equipment Contract

420 Q

Photographic Equipment and Suppliss

Back in the Form, click on the Goods 1-10
Lines link. Of course, if you have more than
10 lines, you will need to look for the
correct one.

Notice the < Back to Cart link in the upper

HUSKYBUY UCONN Al

By o (ReumLink )

Non-Catalog Goods & S...

earch (A1) a socouso W © @ Dy

HeguastAciions | History 2

Instructions

Form Number 560429
Purpose Procurement

Request « Confidential tive searches, emp 62289
Status On Document « Software and IT services, use the Software and IT Services Request form

« Equipment purchases, use the Equipment Request form

« EH8S purchases, use the Biological Agent, Clean Air Device, Radioactive Request form
« Extemal Catering, use the External Catering Request form
« Blanket orders, use the Blanket Order form

Please se this form when ordering non-catalog Goods and Services excluding the following;

Instructions

When done, click on the Save Progress
button to save your changes.

Then click on the < Back to Cart link in the
3 upper left corner to return to your
shopping cart with your new changes.

Note: Do NOT use the Next buttons when
editing the Goods & Services Form from
the Shopping Cart. Always use the < Back
to Cart link in the upper left corner.

L. ) Suppliers v
Ieft corner Thi s is h OW yOu Wi Il return to This form willcreate a line tem on a requisition once you submit your cart, Attach any back-up documentation related to this purchase on the reqisition. You can
0 Form Fields + navigate through the form by dlicking on Next or Previous. Although it s recommended to click Save Progress when you click Next it willautomatically save. f the supplier
youwish to use is not lsted in the supplie search, you must FIRST request a supplier using the Request New Supplier form located in i the let navigation bar
your ca rt after maki ng cha nges Purchase Type ~  Suppliers/Requests/Request New Supplier. The Request will oute to Procurement for review and approval
T / Please note this orm does not account forth following additional costs o considerations: warranty,IP Ownership considerations, aditonal cost for shipping,payiment
= : schedule considerations, software licenses and other types of additional costs or ifth h inthe Intemal
Notes feld on the requisition.
SELERY /__ Aliields with Stars requiredare required fields and must be completed prior to submission of the form
Change the quantity in the Quantity field. HUSKYBUY  uconw ae moea o oo w9 1@ Dy
T ——
(We are changing it from 100 to 150 here.) | [==== . .
Non-Catalog Goods & S... Fields - Goods 1-10 Lines feq 2

Form Number 560429
Purpose Procurement 1-10
Request
Status On Document If you need multiple lines fdyour requisition, choose how many lines in the dropdown menus below. Choosing More... from the dropdown menu will add 10 lines and
add another page where you cq continue to add more lines.

Be sure that you see the Success pop-up at
the top of the screen after clicking on the
Save Progress button above, and before
clicking the < Back to Cart link.

Instructions
How many lines of Goods will yoUNequisition need (1-10)?
Suppliers v
1
Form Fields v
Purchase Type v
N Line 1
Goods 1-10 Lines v
Sourcing v
Unit Price 400.00 usD lQuznmy H ] Total 800.00 USD
Certification v
Unit of Measure
Review and Submit EA-Each
Product Description 1o
994 characters e

Successfully Saved Changes

7/13/2021
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UCONN

Proceed to Review

you have not yet setup your Profile
Settings, you may see one or more flags
in the status bar. If this happens, see the
Draft Requisitions Job-Aid.

Note: The PR Approval tab is no longer on

* Billing

The quantity changes have been made to Gy T s T | Ol S
the order in the Shopping Cart. We are now Shopping Cart = 3235319 - = 'E'
ready to review the draft requisition. tem petts .
B&H Foto & Electronics Corp - 2 Items - 800.00 USD [m} For
Click on the Proceed to Review button to TS ot o+ —
+ display the details of the draft requisition. fem CXED QR LMD GOy ER PhotoEqupment
S;fjizfm‘w Goods & -0 Estimate (800.00 USD) v
Total: 800.00
Camera 222 EA 400.00 800.00
The draft requisition is displayed. If Reauision * 3255319 ~ >80 v

2 the top navigation bar. The name has o g T
changed and has moved to the right ‘ o
sidebar under the Place Order button. It is J—
now titled What’s next for my order?
7/13/2021 V-3.8 2-18
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Support

HUSKYBUY UCONN (860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Shopping with the Blanket Order Form

Overview This user-guide will assist you with filling out the Blanket Order form. Use this form for making long-term purchase
orders for repeated deliveries of goods or services

General Rules Read the instructions on the first page of the form carefully.

This form will create a line item on a requisition once you submit the form. Attach any back-up documentation
related to the purchase on the requisition. You can save the form at any time by selecting Save in the drop-down
list in the upper right corner of the form and clicking GO.

If the supplier you wish to use is not listed in the supplier search, you must FIRST request a supplier using the New
Supplier Request form located on the Home page. (See the Requesting Suppliers Job-Aid if necessary.)

All fields in BOLD indicate a required field.

Once the Blanket Order is on the requisition, and while you are filling out your accounting codes, you should not
use the split by amount of price feature on the line. If you need to split accounts, you will need to choose (%) of

price.
Related Job- e Requesting Suppliers
Aids e Draft Requisitions
Contents Included within this user-guide you will find:

e Select the Blanket Order Form
e Enter a Supplier

e Add the PO Information

e Addto Cart

Process Steps:

Step Action Screenshot

Select the Blanket Order Form

At the Shopping home page of HuskyBuy,
find the Non-Catalog Requisition Forms at
the top of the page.

HUSKYBUY UCONN Alv Search (A

Simple Advanced

[earch for products, suppliers, forms, part number, etc

Click on the Blanket Order form.

Non-Catalog Requisition Forms

Training:

Goods & Blanket External
B Huskybuy Resources L, oroe |

What's New in the New Search Experience

7/13/2021 V-3.8 2-19
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Action

Shopping with the Blanket Order Form

UCONN

Screenshot

Read the instructions carefully if this is the
first time through the form.

We will start with entering a supplier name,
then entering the PO information, then
submitting the form.

HUSKYBUY
UCONN

Supplier Information

Enter Supplier

“This form wil create a Blanket / Standing purchase order for recurring, non-catalog transactions.

Use this form for long-term purchase orders for repeated deliveries of goodis or services. When determining the amount you should look at the last year's
spend to avoid multiple change requests throughout the year

Please note this form does not account for the following additional costs or considerations: warranty, IP Ownership considerations, and other types of
additional costs or considerations. If there are other, considerations or costs please state 5o in the Comments tab on the Requisition and attach any

associated documents.

Once all required fields are completed, use the Available Actions drop-down menu in the upper right of the form to select Add and go to Cart and click Go.
To add multiple blanket order items, choose Add to Cart and Return.

Al fields in BOLD are required.
PO Information i

Enter the description of the products and/or services covered by this Purchase Order.

Product Description

254 characters remaining  expand | clear

Blanket Amount

CommodityCode [
Previous Year's Blanket Order PO Number
Internal Attachments

Add

EHS Equipment/Materials Certification ?

I certify to the following: | have reviewed the EHS Restricted Equipment/Materials lst. | am not attempting to purchase any items on the EHS
Restricted items list a5 a regular purchase. | am aware that restricted equipment, other than office equipment, must be purchased using the “Equipment
Form" button on the home page. Clean Air Devices, Radlioactive material, and Biological Agents must be purchased by using the designated button on
the home page. | have reviewed the Proper Coding for EHS Restricted Purchases and | am using the proper codes for such purchases.

Description and the Blanket Amount.

Agreement Please select.. v

Enter a Supplier
Start entering the supplier name in the
Enter Supplier field and a list of suppliers Supplier Information -
will start to appear -OR- an option to Enter Supplier (ban |

Request New Supplier
1

You also have the option of clicking the Supplier Search ?
Supplier Search link to search for a supplier _—
(which does the same thing). E
Select the supplier from the list.

Add the PO Information
With the supplier selected, add the Product PO Information ?

Enter the description of the products and/or services covered by this Purchase Order.

Product Description

Blanket Amount

Commodity Code

Vi

254 characters remaining  expand | clear

Previous Year's Blanket Order PO Number

Internal Attachments

Add Attachments

7/13/2021
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Action Screenshot
Enter the Commodity Code for the item you PO Information ?
are buying. You can use the Search... link if

Enter the description of the products and/or services covered by this Purchase Order.
necessary.

. Product Description Paper
Enter the previous year’s Blanket PO &

Number if known, and any attachments 4
2 necessary. .:ag c"al'cj._cte’z remaining expand | clear
Blanket Amount [2,500.00)

Commodity Code search.
Previous Year's Elanket Order PO Number
Internal Attachments

Add Attachments

Read the EH&S / Equipment certification Supplier Information ? PO Information ?
. Supplier Mansfield Supply Inc 7

section and select | Agree from the drop-

down box. ] 5 e Product Deseription Paper

Fulfillment Address Storrs Mansfield Fulfillment
Center: (preferred)
1527 Storrs Rd
Storrs Mansfield, CT 06268-

Enter the description of the products and/or services covered by this Purchase Order.

expand | clear

1319 US Blanket Amount 2,500.00
Distribution Commodity Code 305
=g e Previous Year's Blanket Order PO Number
3 Check this box to customize order distribution Internal Attachments
information. Add Attachments
EH&S / Equipment Certification 2
| certify to the following: | have reviewed the EHS Restr quipment/Materials and the Purchasin d list.
| am not attempting to purchase any items on the EHS Restricted items list as a regular purchase. | am aware that
restricted equipment, other than office equipment, must be purchased using the Equipment Form button on the
home page. Clean Air Devices, Radioactive material, and Biological Agents must be purchased by using the
designated button on the home page. | have reviewed the Proper s ted Purchases and | am
using the oroper codes, far such Durchases,
Agreement | Agree b
Please select...
Add to Cart
At the top of the form, go to the Available N 3 Avable AcionsAd to new Car
Actions drop-down list and select the 1 e and go to Cart .
apprOprlate Settlng This form will create a Blanket / Standing purd 444 +o Cart and Return nsactions.
_ HUSKYBUY oo pctseoent L e
If you are done with the form, we suggest determining the amount you should look at tf Add @ Cart inge requests

throughout the year

selecting Add to new Cart. UCUNN Add to Draft Cart or Pending PR/PO

Please note this form does not account for th tions: warranty,
IP Ownership considerations, and other types| odd to PO Revision here are other,
considerations or costs please state so in the ttach any

1 associated documents. Add to Favorites
Once all required fields are completed, use th the upper right
of the form to select Add and go to Cart and 53v& items, choose

Add to Cart and Return.
Add to new Cart
All fields in BOLD are required.
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Action

We recommend changing name of the
shopping cart to something meaningful.

Note: You may have to go back to the form
if you need to review or change. In this
example we have a message to “Correct

Shopping with the Blanket Order Form

Screenshot

UCONN

HUSKYBUY UCONN

i Search (AtsQ)

Shopping Cart * 3257435 ~

smple

earch for products, supplies, forms, part number,

1 Item

B&H Foto & Electronics Corp - 1 ltem - 400.00 USD

SUPPLIERDETAILS  New York Fulflment

40000UsD W

01D Dy

=& Pﬂ‘Eeedl'nR

© correct these issues

You are unable to proceed unti addressed

Required: Commodity Code (Line 1)

Details

er: 420 9th Ave, New... +

=
H ” " H H
these issues” and “This form is woo ap wow [ | Cemee@moous v
. ”
incomplete...”.
TO edit the form, C/ick on the Product B&H Foto & Electronics Corp - 1 Item - 400.00 USD O
Description or on the form icon. SUPPLIERDETAILS e vork Fllment Centr 42061 v e =
Item Catalog No. ~ Size/Pac Unit Price Quantity
kagin Ext. Price
© The form is incomplete or has errors. Open the form and correct the errors.
1 Camera <= Click to return 400.00 aty:1 400.00 -0
to form
If you made changes, select Save from the Available Actions: Save J% Close Y2
Available Actions list, and click Go. Add and go to Cart ;
Add to Cart 2
. . Add to Draft Cart or Pending PR/PO
Next, you can just click Close. Instru| A to PO Revision =
i i Add to Favorites
This form will create a Blanket / Standing purchase ord Add to new Cart s.
Use this form for long-term purchase orders for repeated deliveries of goods or services. When determining
the amount you should look at the last year's spend to avoid multiple change requests throughout the year
Please note this form does not account for the following additional costs or considerations: warranty, IP
Ownership considerations, and other types of additional costs or considerations. If there are other,
considerations or costs please state so in the Comments tab on the Requisition and attach any associated
documents.
NN A NP
H HUSKYBUY UCONN v rch (At - L ol §
If you are done, and everything looks good, Ar | oo womus Sr &
. . Shopping Cart * 3292092 - =8
click Proceed to Review to create a draft
requisition for reviewing. - petals
1 Item
B&H Foto & Electronics Corp - 1 Item - 400.00 USD
See the related Job-Aid, Draft Requisitions, R o o < Fetmae 100 U5 ’
to complete the Orderlng process‘ Item Catalog No. 'S‘lgze/Packng\ Unit Price Quantity Ext. Price
camera 40000 a1 400,00 [m]

Photographic Equipment and Supplies

7/13/2021
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HUSKYBUY UCONN  (5c0) ase a0y (2289)
HuskyBuySupport@UConn.edu
Cart Management

Overview Carts can be created and saved as necessary. It is good practice to rename a cart with a meaningful name. It will
make future searches much easier.

Contents Included within this user-guide you will find:

e [ ocating Draft Carts / Assigned Carts
® Renaming and Saving a Cart to Drafts

e Creating New Carts

Process Steps:
Step Action Screenshot
Locating Draft Carts / Assigned Carts
To view your shopping carts, use the icons H HUSKYBUY UCONN we seawa o aoous W @ 1O O
on the left to go to Shop > My Carts and . Shop (utsP) P s, P Soagi B33
Orders > View Carts. N — ViewCars n
GREEETD R View My Orders (Last 90 Days)
1 ?
pquisition Forms b4
On the Cart Management page, there are HUSKYBUY UCONN A~ Search (AltsQ) a oo W o D Dy
two tabs representing different types of ==
Cart Management ?
carts:
Draft Carts—lists carts that you created —
but have not assigned to a Requester yet’ < > (Page[1 |of2| 11000f143Resutts 00 Per Page +
. Type = Shopping Cart Name = Cart Description Date Created ¥ Toffil = Action
and carts returned to you elther by a Normal 2021-04-28 JEM06014 01 4/28/2021 600.00 USD View | ¥
Requester or the system itself. Click on the Norne QD 20210027 osoraon waront
Action dropdown (located to the right of e it Eapment e -
. . Normal 2021-04-23 JEM06014 02 4/23/2021 x>
the cart) to View, Activate, or Delete the
cart.
2

Assigned Carts—lists carts that you
assigned to a Requester but the Requester
has not submitted yet.
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Action

Cart Management

Screenshot

UCONN

Renaming and Saving a Cart to Drafts
By default, CartS W|“ be named by Date, HUSKYBUY UCONN e Search (it+Q) wmoouso w o 1D Dg
Shopping Cart * 3292092 ~ = & Proceed To Review
UserlD, and sequence number. For e =
example: 2018-06-05 ras16111 01. - a et Y
1 While viewing your shopping cart, you can Hhem CRA (s
. . . . B&H Foto & Electronics Corp - 1 Item - 400.00 USD [m}
name it under Name this cart. This will e ; F—— .
save automatically. K e e - -
. . 400.00 aty:1 400.00 [m}
This will then be added to your Drafts.
Creating New Carts
After saving a cart to your Drafts, you can GPESLTLAT an | s T U [OI[Eh
. Shopping Cart * 3292092 ~ = & Proceed To Review
click on the Create New Cart button under o —_— ==
the Shopping Cart link/dropdown menu to ) B ’
. 1 — Create New Cart —
1 start a new cart. — =l [ )
B&H Foto & Electronics Corp - 1 Item - 400.00 USD [m]
SUPPLIER DETALLS iment Addres S Estimate (400.00 USD) “
1 400 aty1 0000 [m]

Once the Requester has processed and submitted the cart you assigned, it will no longer be listed on the carts page.

Completed carts become requisitions and are shown under Shop > My Carts and Orders > View My Orders (Last 90 Days).

7/13/2021
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Support
(860) 486-2BUY (2289)

H U S KY B U Y UCUNN HuskyBuySupport@UConn.edu
Assigning and Unassignhing Carts

Overview Once you have completed shopping, assign the cart to the desired Requester or Approver. Assigned carts can be
unassigned if you need to edit the cart or change the Requester.

Related Job Other Job-aids you may want to review include:
Aids
e Setting your Profile Preferences

Contents Included within this user-guide you will find:

® Assigning a cart
e Unassigning a Cart

® Missing Information

Additional The shopper can populate the accounting string and other requisition elements, but is not required to.
Processes

Process Steps:
Step Action Screenshot

Assigning a cart

Access the shopping cart and then click on POl HUSKYBUY  UCONN Al Search (A1tsQ) swooousp W o w Gy
the ASS|'gn Cart button located in the Requisition - 3250868 - — o & @
status sidebar.
Summary PO Preview Comments Attachments History
1 (You are not required to populate the R
accounting string or other requisition o General # oo
elements to continue if you are a N CartName 20210429 shopper 01 O s
AL
Shopper') Requester Sally Shopper

Required: Account
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Step Action

A window will appear.
Specify the Requester.

e [f you do not have any Requesters
saved in your profile:

o Search for the assignee you will
assign the cart to by clicking the
SEARCH link.

o Inthe pop up window, enter the
name of the Requester.

2 o From the results listing, select
your Requester.

e If you have the Requester saved to
your profile:

o Click the SELECT link. Use the
dropdown to display a listing of
Requesters you previously saved
to your profile. You may choose
a Requester from this listing to
assign your cart to the person.

Assigning and Unassigning Carts

UCONN

Screenshot

Assign Cart: User Search

Assign Cart T 1o value
SELECT v or SEARCH

Note To Assignee:

Assign

Assign Cart: User Search

0 value User Search
LECT v or sEA

Profile Values

Jeremiah Macht
Rachel Requestor First Name @
User Name @
Email @
Busines ° UConn (UConr % Q
Dey e v
Role @ v
-

You can enter a comment for the
Requester if needed in the Note to
Assignee box.

Click the Assign button.

3 HuskyBuy will send an email notification
of the assigned shopping cart to the
Requester, depending on how your
personal profile notifications are set.
(Please refer to the “Setting your Profile
Preferences” Job-Aid to customize
notifications within your personal profile.)

Assign Cart: User Search

Assign Cart To no value
SELECT ¥ oOf SEARCH

Nate To Assignee: |

Unassigning a Cart

Use the icons on the left to go to Shop >
My Carts and Orders > View Carts.

HUSKYBUY UCONN Al Search (Alt+Q) Q 4

»

Shop (Att+P) Open My Active Shopping Cart 5010 Favorites | Fof

Shopping View Carts

View My Orders (Last 90 Days)
My Carts and Orders >

Lquisition Forms

Blanket External Equipment
E, Reaues]

7/13/2021
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Action Screenshot

On the Cart Management page, click on HUSKYBUY UCONN Al search(ae) a  awooouso w o @ 4 g
the Assigned Carts tab and locate the

cart.

Shop » My Carts and Orders » View Carts b Assig

Cart Management 2

DraftCarts | Assigned Carts ™

Click on the Action dropdown (located to
2 the right of the cart), and select Unassign.

1-22 of 22 Results 100 Per Page w»
Type = Shopping Cart Name = Cart Description  Date Created 4  Total = CreatedBy =  Assigned To = Action
Normal Buyer Training 1/25/2018 71121USD  Sally Shopper Apf Approver View | ¥
Normal 2018-03-15 shopper 01 3/15/2018 1,00000USD ~ Sally Shopper
Normal 2018-04-10 shopper 01 4/10/2018 3,00000USD  Sally Shopper
Normal 2018-04-12 shopper 01 4/12/2018 328.15USD  Sally Shopper Rachel Requestor View | v
Missing Information
Missing information, such as Accounting
codes, will appear as an error (©) the HUSKYBUY UCONN W sechara  Q  aooouso W @ (@ 4 g
status sidebar. Requisition ~ : 3258187 © B @
.. . . summary PO Previe Comment tachment; History
Enter the missing information as needed
by either clicking on one of the Required General ¢ Shipping , Billng PRSI orat
H H H . d © correctthese issues. M
field links, or choosing the edit (¢") pccountingGodes 3 S
button on the right side. w oneet s o recount Required: Accourt
1 Chart || Account BAccount Code Object Project ReflD Bank Supervisor Org  CG
. Be aware of these issues. v
The Correct these issues message needs to W | mowte fowe 6635 10 om0 o nowke no o You my review and procesd
. L. @ Required Pontng value  value  value  value value  value
be fixed before submitting the order. The a Empty: Optional Invoice Approver

Be aware of these issues message is just a
warning and is not required to submit
order.

(You do not need to enter this to assign a
cart, if you are a shopper.)
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Support
HUSKYBUY UCONN o o eucome.
Requestor Assigned Shopping Carts

Overview The following user-guide is for those individuals appointed as a Requester.

Requesters must retrieve Shopping Carts assigned to them by Shoppers. Shoppers specify one person to be the
Requester for their cart, and action must be taken before the cart can be routed for approval as a requisition.

Other Job Other Job-aids you may want to review include:
Aids

e Shopping with Catalogs

e Cart Management

Contents Included within this user-guide you will find:

® Reviewing pending, recent, and action items

® Retrieving carts requiring action

Process Steps:

Step Action Screenshot

Reviewing pending, recent, and action items

Using the links at the top navigation menu, HUSKYBUY UCONN W+ smaeed o ooun W O m  Og
you can review Action Items () that omple Adanc I
. . . . e emlere o et b et My Assigned Approvals
require your review and possible action — —— eu
from you. Sidns
. My Returned Requisitions [ ]
You can also review the status of your
. Non-Catalog Requisition Forms v
documents that you created in the menu oo Reaset
. . Training:
under your profile icon. T i S S
HUSKYBUY UCONN Al Search (Alt+Q) Q ooouso W O (D s
View My Profile
rch f ppll forr ber

Dashboards
Manage Searches
Manage Search Exports
Set My Home Page
Non-Catalog Requisition Form MY Pending Requisitions
My Pending Purchase Orders
Training:

Gods & | " q
s ogou
I HuskyBuy Resources ! 2

B What's New in the New Search
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Action

Requestor Assigned Shopping Carts

Screenshot

UCONN

Retrieving carts requiring action

When placing an order for a Shopper, always carefully review any information the Shopper may have entered such as the Ship To
Address, Building Code, Commodity and Accounting Codes. Ensure that this information is accurate before placing the order.

carts:

Draft Carts—lists draft carts that you
created and requisitions that have been
returned to you by an approver for action.

Draft Carts  Assigned Carts ™®

1-22 of 22 Results

To retrieve an assigned cart, use the icons PRl HUSKYBUY  ucONN we sewo a4
on the left to go to Shop > My Carts and —— v iy At SroppingCot o o o
Orders > View Carts. C— 4—|_> Vencats
View My Orders (Last 90 Days)
My Carts and Orders »
1
quisition Forms
B\an Exl Eiuismen!

On the Cart Management page, there are HUSKYBUY UCONN Al searcnaq) a  aoouso w0 1@ 4 g
two tabs representing different types of S ety ey R

Cart Management 2

00 Per Page v

DraftCarts | Assigned Carts ™

1-22 of 22 Results

Type = Shopping Cart Name = Cart Description  Date Created 4  Total =
Normal Buyer Training 1/25/2018 71121USD
Normal 2018-03-15 shopper 01 3/15/2018 1,000.00 USD
Normal 2018-04-10 shopper 01 4/10/2018 3,000.00 USD
Normal 2018-04-12 shopper 01 4/12/2018 32815 USD

Click on the Action dropdown (to the right T e e
2 of the cart) to View, Activate, or Delete the Nommsl 2018.02:45 shappar 01 ssians 100000USD SallyShopper  Rack] Ve
cart. Normal 2018-04-10 shopper 01 41072018 300000USD  Sally Shopper  Rachthgen
Normal 2018-04-12 shopper 01 anagane 2615USD Sl Shopper  Rochel Requestor | vew
Assigned Carts—Ilists carts that have been
assigned to you by Shoppers. These carts
require action. Click on the Action
dropdown (to the right of the cart) to View,
Activate, or Delete the cart, or Return the
cart to the Shopper.
Click on any Shopping Cart’s Name to begin HUSKYBUY UCONN me swnwo o aocoouo w o o D g g
editing the cart. o vinsgomen 7

Created By =
Sally Shopper
Sally Shopper
Sally Shopper

Sally Shopper

00 Per Page v

Assigned To = Action
April Approver jew | =
Rache  View

Rache  r9"

Rachel Requestor jew | v

7/13/2021
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Support

HUSKYBUY UBONN e
Draft Requisitions

Overview This user-guide will assist you with correcting errors that might occur after sending a shopping cart to a draft
requisition for review.

Related Job- e Setting your Profile Preferences

Aids e Setting your Notification Preferences

e Requisition Approval

Contents Included within this user-guide you will find:

e Correcting the Shipping Address
e Correcting the Accounting Codes
e Adding an Optional PR Approver

Action Items:

— Sidebar Hide/Show Icon: Display the status sidebar to the right or hide it to allow for more screen space.

Eye Icon: Filter/arrange your screen in a manner that will allow you to focus on line items, accounting codes, etc.

Print Icon: Print the current page .

@ X ©

Help Icon: Quick reference to functionality of current page.

Assign Cart Place Order
Activate Cart

You can either Assign a draft cart/requisition to a Requester or Approver or Place the current order.

You may also notice the Activate Cart button if you go into a cart that is not your current active cart.

HUSKYBUY UCONN All > Search (Alt+Q) 1 81.76 USD W Q |k° a2
Requisition * 3264314 ~ [; @ B @  AsignCart ]
Summary PO Preview Comments Attachments History FILTER VIEW
' View All

View General Only

View Line Items Only
General & Shipping & - Billing AR _
v

Cart Name 2021-05-07 approver 01 Ship To Email Invoices To: apinvoices@uconn.edu View Shipping Only d.
Type \{endur Néme/ Invoice # in Subject Line View Billing Only
Requester April Approver Attn: April Approver or Mail: AP - Unit 1080 Ioprover
Room: 100 343 Mansfield Rd View Accounting Codes Only PP
Shopper April Approver U\T_S—Tempurary Admin Bldg Storrs, CT 06269-1080 View Internal Only 5
Unit 1138 United States
Optional PR o value 25 Gampel Service Dr View External Only
Approver Storrs, CT 06269-1138 7 WWNats next Tor my oraers ~
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Process Steps:

Action

Draft Requisitions

UCONN

A Draft Requisition is created when you fill
up your shopping cart and click Proceed to
Review. Notice the document type and
number.

It will remain a Draft Requisition until it has
been submitted by a Requestor or an
Approver.

The first view you see of the Draft
Requisition will be different for almost
everybody, due to their role and their
profile setup.

1 The right of the Draft Requisition will show
the Status Sidebar to indicate problem
areas, total amount and workflow status.
Once the requisition has been submitted
and approved, you will also see a Related
Documents section to display Purchase
Order and Invoice numbers.

HUSKYBUY UCONN Al = Search (Alt+Q) g1.76usD W < \‘6 4L
Shopping Cart * 3264314 ~ -
St Details v

1Item o-
Airgas USALLC - 2 ltems - 81.76 USD a
Estimate (81.76 USD) >
SUPPLIER DETAILS
HUSKYBUY UCONN Al » Search (At+Q) mreuso W @ D 4 g
Requisition *+ 3264314 ~ - 9 Assign Cart Place Order
Genera # . shiping s Biig » - (I
Be aware of these |ssues. v
ship To You may review and proceed
2021-05-07 appraver 01
Attn: April Approver in
Roc
Aol Appreves AOTIEE Total (81.76 USD) >
April Appraver What's next for my order? ~
Wat for ERP Validatior
e There are no approvar
Delivery Info
-
val
00000
[0 as
Best Carrier-Best Way

Send ERP Validation Request

Wait for ERP Validation

Please note that most of these initial errors can be corrected by setting up your Profile Preferences with your shopping defaults
such as Default/Alternate Shipping Address and Default Accounting Codes. See the Related Job-Aids referenced above.

Correcting the Shipping Address

The most common errors on a new Draft HUSKYBUY UCONN Mv sechamwy @ sooouso W @ (@ g
Cart are missing shipping information, as Requisition ~ : 3261569 Y
you can see from the status sidebar at the
right of the page. General # Shipping Billing #o v C=d
. . © comect these ssues. v
To correct the error, click on either one of . shinTo il Voo e
the Correct these issues Required: links e . !
. . . Rachel Requestar
from the status sidebar or click on the edit _
il achel Requestor Dulbvasy infa i
pencil icon. e &l
no vale Be aware of these |ssues. ~
no value o ‘You may review and pros
HUSKYBUY UCONN Al- Search Alt+q) si7euso W o @@ & 8
Requisition + 3264314 ~ - 0 Assign Cart
[
o General # Shipping # Billing rd ~
- ) Comectthese issues.
- Ca ™ i Ship To Email You are unabie 1o proceed until addressed
piry 2021-05.07 approver 01
Aftn: April Approver in : .
Ieste Room:
% April Approver UITS-Temporary Admin Bldg Bo sware of these [ssues. -
Unit 1
¥ Apnil Approver Storrs,
United Appr
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Step Action ‘ Screenshot

have choices:

ShipTo *

1. If you have your default profile address
setup in your profile, it will be
prepopulated.

®) CURRENT ADDRESS

a. The attention and room lines are
editable and required. You can
setup a default attention and room
number in your profile to display .
automatically. (Click Add to my
addresses to save this address to
your profile.)

O hceounting Department - Jack Black, 100, A

inting Department , Unit 1074, 343 Mansfield Rd, Stoms, CT 06260-1074, United States *

O Business Services Center-CS — Jeremiah Macht, 111, Business Se

nterCS, Unit 6114, 3 Discovery Dr, Storrs, CT 06263-6114, United States

2. Or, you can select from your alternate
addresses if they are setup in your
profile. Delivery Info

Results PerPage 10 ¥

3. Or, you can search for your address and
select it from the search results.

4. The Delivery Info section needs to have
a Building Code assigned which can
also be setup in your profile. (That can
be found in Default User Settings >
Custom Field and Accounting Code
Defaults.)

Correcting the Accounting Codes

To correct the Accounting Codes, either click | |#uskraur oo D o @ aum e 9
on any of the Required field links or the presen T ¢ e ’
pencil edit icon.

1 Accounting Codss #ov

1 Item ]
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Action Screenshot

Again, we have choices:

Edit Aceounting Codes

1. We can choose a code set from our
favorites. (See the “Setting your Profile
Preferences” Job-Aid.)

2. We can select an Account Code and an
Object Code from our preferred list in
our profile. (See the “Setting your Profile
Preferences” Job-Aid.)

3. We can search for an Account Code and
an Object Code from the system using
search criteria as shown in the lower
picture. Click the blue plus select botton. Codes

2 Profile Values
SR IRLLE 25570710 - Physiology & Neurobi

2925000 - Purchasing Institut

Organization Values

Chart Search count Object Code Sub-Object

4. Or, you can enter the codes directly if

you know what they are. e (4 No Value

© Required © Required
When you are done, click on Save.
2 Note: There are many fields on the Edit

Clear All Filters

Search Q

Accounting Codes window. You may need to ‘ Value ‘ study
scroll to the right in order to see the
remaining accounting fields.

Value ~ Description

Note: Once you hover your mouse over the
+
005 Study Abroad Fees Current

. . . 002 Study Abroad Fee
screen you will notice these icons:

+ = Add a Split Account Code

+ = Recalculate/Validate Codes
¥ = Code Favorites

Note: The account fields have either an
arrow or a magnifying glass.

M Code Default Present

Q = Search for Code

When the errors are corrected, click back on Requisition ~ : 3259869
the Summary tab. PoPren  Comments  Atachments

You will notice that you have the option to
assign an Optional Invoice Approver at this
point. More importantly, you have the

option to also assign an Optional PR Reauester Sally Shopper
3 Approver. The next section will discuss this Shop Sally Shopper
option.

General &S -

Cart Name 2021-04-29 shopper 02

no value

Approver

Optional PR ne value

onal Invoice  no value
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Step Action

Adding an Optional PR Approver

Draft Requisitions

Screenshot

UCONN

All requisition documents will follow a standard workflow path. In the most basic iteration, that workflow would include either an
FO notification or an FO Approval (based on the value being > or < $5000), plus any approvals specific to that order (EHS, Asset
Approval, etc.). You have the option of inserting another approval step (the Optional PR Approver) if you find it necessary.

In the status sidebar, view the What’s next What's next for my order? « | |What's next for my order? v
for my order? section (forma//y PR Next Step Wait for ERP Validation = Wait for ERF Validation
Approvals tab) to see the current workflow Approvers There are no aparovers A Thers are no approvers
for your requisition. . -
Workflow = . .
Add your Optional PR Approver and review ° Draft
H Draft Active
the workflow status again. See below to add e e el oo
the Optional PR Approver. Sl sheppe
Eara\lel Steps
Parallel Steps Hetene
+ Click to view
?:llmalRequlsmuw‘\psrova\
1 FO Notification —
i
FO Notification
1 Procurement Approval 1
Future f‘rucuremem Approval 1
Parallel Steps
+ Click to view Parallel Steps
4 FCr_.e.a:e PO Frea(e PO
o EI[]\S}’W o fir_ns:h
To add an Optional PR Approver, click back Requisition ~ : 3259860
on the Requisition and the Summary tab sy ) poreies  commems Atachments
again.
General &
Cart Name 2021-04-29 shopper 02
Requester Sally Shopper
Shopper Sally Shopper
Optional PR no value
Approver
no vatue
In the General area, click on the pencil edit
. . General
button to display the Edit General pop-up.
Requisition ~ : 3259869
If you know the approver’s NetID, you can Summery  FORmvew  Comments  Atachments cay Shogper
just type it in. Otherwise, click on the
magnifying glass to search. Select the General ¢
desired approver by clicking the blue plus CartName 20210429 shopper 02
select button. Requester Sally Shopper
When done, click Save Changes at the o
bottom of the Custom Field Search and Edit I
General windows.
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Action Screenshot
When done, The Optional PR Approver will General # - Shipping # - siling F
be listed
Cart Name Ship To Email Invoices Ta
. . . 2021-04-29 shopper 02 apinvoices@uconn.edu
All three sections (General, Shipping, and st Sally Shopper Tipe Vendor Name / Invoice 1
Billing) can modified by clicking on the Requester Raom: 100 Subject Line
. . . . Sally Sh Purch Departi t or Mail: AP - Unit 6080
4 pencil edit button in the upper right corner ay Shoppet U g pg epanmEn 3 Discovery Drive
of each section. Shopper 3 Discovery Dr Starrs, CT 06269-6080
Sally Shopper Starrs, CT 06269-6076 United States
United States
Optional PR Approve
nap02007
Patrylak MNancy
Please Note: By adding this Optional Workflow
Approver step, you are adding an additional
single Approver for review, not a group of
Approvers.
) + Parallel Steps
It’s worth noting, however, that Approvers Click to view
can forward a document between each
. . . Optional Requisition Approval
5 other prior to taking an approval action b ) e
should more than one individual need to ntion
review it. (Patrylak,Nancy): (All Values)
. i L Mancy Patrylak
By applying a valid user to this field (can hus
only select from users with at the Approver
role), an additional stop is added to the
workflow for that document, prior to FO
Approval.
When everything looks good, click on the HUSKYBUY  ucONN M e Q. anouo = 0 O Oy
Place Order button to submit the Purchase Requisition ~ : 3259869 © 8 @
Requisition (PR) and initiate the workflow summary
approvals.
6 pp General s Shipping £ Billing # o .
S ) S Total (400.00 USD) v
NOte' lf you Only have the Shopper ro,e’ you 2021-04-29 shopper 02 SpTo :um\‘ﬂ‘\tesCLV:.gnn edu Subtotal 400.00
will only be able to Assign Cart to a — i el st D g e e P
Requestor oran Approver. Rachel Requestor ing Department Sr M \'ﬁl"-:‘lrn 6080
Shopper Dr Storrs,
Slly Shopper E‘E[Lu Sm?:;zegrsm Unlted Stetes Assign Cart
After submission, you are assigned a PR
number and a display of possible next steps © Requisition 3259869 Submitted
will appear.
Summary Options
[F\'s-:v,usn on number 3259869 ] 7 Print
Requisition status Pending
7 Recent orders
Cart name 2021-04-29 shopper 02
Return to your home page
Requisition date 5/4/2021
Requisition total 400.00 USD
Number of line items 1
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Action Screenshot

You can always find your PR by clicking on
Shop > My Carts and Orders > View My
Orders (Last 90 Days) Shop (Alt+P) Open My Active Shopping Cart

HUSKYBUY UCONN

»

From the list that displays, you can add or f Shopping View Carts
. . . View My Ord Last 90 D:
remove filters to display your desired (U N . | .

results. Then click on the number to re-open

the requisition. HUSKYBUY UCONN ar seepea @ owuvo w om g
When you are in the Requisition, you now = My Orders
know that you can click on the What’s next Quick Filters I suer a-la @ @ srer- Genrs )
for my order? section (formally PR Suppler Y o s Peelt jorz 1zofmRents & Hrerpage =
Approvals tab) to view the approval ' ‘g ‘ . —
progress. s Supplier Requisition Name  Stat For © ToulAmoum ¥
Dell Marketing LP & Project 1234 Pending Sally 896.51 UsD
8 2 ] 9 ) y
: Shopper
To view the approvers on each workflow - | b )
4 Presto Print Il Inc @ revised cart Pending Sally 252500 USD
step, simply click on the workflow arrow. Requiston Stas y sherest
Apple Inc © 2018-03-06 Pending Sally 8,495.00 USD
[ 23] shopper 01 Shapper
L @ roan League of Grester 5/ si
o 2 t;rll:r;\r?rﬁ 20415 PM o

This will allow you to see the list of
approvers in case you need to follow up or
expedite the process.

Note: If you are an Approver, see the
Requisition Approval Job-Aid for information
on how to continue with the Approval
process.
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H US KYBU Y UCONN (860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Disbursement Vouchers

Overview Disbursement Vouchers (once created through KFS), will now be created within the HuskyBuy Portal.
Other Job Other Job-aides you may want to review include:
Aides

e Cart management
e Shopping with Catalogs

Additional A disbursement voucher that is under $2500 will automatically go through the workflow process.
Processes
Contents Included within this user-guide you will find:

e Creating a Disbursement VVoucher
e Submitting the Disbursement Voucher

Process Steps:

Step Action Screenshot

Creating a Disbursement Voucher

To create a disbursement voucher, you will
utilize the forms within the HuskyBuy
portal.

Non-Catalog Requisition Forms v

Goods & Blanket Ext: | Equip t Soft &
-
Within the Payment Requests forms, chose

the correct Disbursement Voucher form.

The Guest Travel form is not addressed in Payment Requests <@ v
this job aid.

Disbursement Guest Travel

7/19/2021 V-3.8 3-11
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Disbursement Vouchers

Action Screenshot
Complete this form to submit a szl S—
Disbursement Voucher to Accounts HUSKYBUY e .
Payable. UCONN ™"
Please select the correct supplier and remit e S
ez e
to address. If the supplier, you want is not
2 available or the remit is not correct you will o
have to request a new supplier request. e = 3
This DV form is intended for select goods Invoice & Payment Details Z
. . . Supplier Inv #
and services as listed in the Payment Inveice Received =
Reason Code drop-down menu. \voica Date -
Attach all supporting documents in the pusprte =
. Choose the Code that best describes the purchase.
Internal Attachments section. e r—— ’ fﬁ :
. . If Reason Code C or Y is selected please answer - Please select..
Supporting documents must include the . PS L.
K X eason Code C - If offer letter states “Services™ piffase refd 5 o
supplier name, remit address and dollar atch oferetter 0 0 o
. . . B-Transfers Between CT State Agencies
amount be|ng pald SO AP can aud|t your Reason Code Y,Sponsorships or Co-Sponsorship Please | 9
3 Payment Details C-Awards & Fellowships(non-student)
entry. oy
| D-Postal Charges
If you are paying an honorarium and the E-Refunds & Judgements
payment includes a reimbursement, please commatitycote G-Health Cntr Reimbursements for Bond Fund
add a separate line with the proper Object In the Internal Attachments fiekd below, please atach th|-Library use only
. Internal Attachments.
code for the reimbursement. FATHLETICS use only
op Cj the :;\ge and choose Bin K-Fees, Subscrptns,Dues,Rental items, Visa Wik Auth, Insurance. Wrkshps,Conf,Sem,Prkg fees under 2,500
If you have any questions regarding how to Ao e ) R )
| L-Freight & Consolidated Billing (FedEx, UPS, Big ¥, Ready Refresh/Paland Springs)
complete this form, please contact \ /
M-Services Rendered under $2500 3
HuskyBuySupport@UConn.edu. -
Once all required fields are completed, use Disbursement Voucher
the Available Actions drop-down menu in -
the upper right of the form to select Add to HUSKYBUY s
New Cart or to add multiple items, choose UCONN s
Add to Cart and Return and click Go. e S
Distribution der §2 —
S =
7/19/2021 V-3.8 3-12
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Action Screenshot

Submitting the Disbursement Voucher

Once the Disbursement Voucher (DV) has CIT5A07 Con s U_OLS O

been added to the cart, access your cart to . “ —_—

finish submitting the DV. — =cd 19 )
B&H Foto & El P+ 1ltem - 500.00 USD O

Click Proceed to Review.

hem Calalogo.  Size/Packagi Uit Price Quarity Est Price Estimate (500,00 USD)
"

Then click Assign Cart or Place Order to
finish the process as you would with a
requisition.

Totat 50000

DisBLASEME st0o su00n u]
HT_VOUCHER

DISBURSEMEMT_VOUCHER

The system will create a PO behind the
scenes, but this PO will not go to the

1 supplier. An invoice will be created and
forward to AP as a Disbursement Voucher.

M Sarvices. Rendored udes $250

HUSKYBUY UCONN - Search (Alo) socouso W @ VD 4 B

Requisition + 3294604 ~

Note: Due to the special way Disbursement

Summary ]
Vouchers create “fake” POs, amendments
to these POs are not allowed. General # o spng ’ Biling
o Ship Ta Emall invoices To: spin

Line
or Mall: AP - Unit 1080

April Approver 243 Mansfield Rl

Storrs, C Total (500,00 USD) v

United S
ot epe Subtotal 50000
500.00
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Support

HUSKYBUY UCONN (860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Requisition Quick-Tips Guide

Overview This user-guide will assist you with some quick tips on navigating and editing a requisition document.

Related Job- Document Searches

Aids Draft Requisitions
Contents Included within this user-guide you will find:
e Find the Requisition
e Navigating the Purchase Requisition in HuskyBuy
Process Steps:
Step Action ‘ Screenshot

Find the Requisition

If you know the Purchase Requisition (PR)
number, the fastest way to get to it is to
enter it into the Search box at the top of the
page and Enter.

HUSKYBUY UCONN e a coousp w O g

Requisitions

A
|
[ ]
e

I like this method because it tells you right
away if a PO or an invoice was created.

Non-Catalog Requisition Forms v

£ B

Training:

5 rnal Equipment

I What's New in the New Search

In this case, | know the PR has not yet been
approved.

&

This example shows a PR that has already
gone to a PO.

All 3250714 Q

Quick Search (Alt+Q)

See the Document Searches Job-Aid for
more ways to search for PRs in HuskyBuy. Requisitions

3250714

Purchase Orders

3364808

Navigating the Purchase Requisition in HuskyBuy

The diagram below is a one-page guide on See diagram below
1 how and where to find information and
make edits on a PR in HuskyBuy.
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HUSKYBUY

UCONN

Requisition * 3019591 ~

Summary

o
General &

Cart Name

FPUR-018

Requester
Mancy Patryla

Optional PR Ap

no value

Optional PR Re

no value

no vaiue

unting O

no value

miah Macht]
Business Unit
UConn (UCcnn)
Cost Source
EST
Estimate
UCann Point of Contact
no value
Accounting Codes
Sub-
Chart Account  Account
uc no value
Ji
st
Internal

Internal Attachments

1 ltem

revie comments @@

Attachments @) Hist

Shipping &£

Ship To

Attn: Nan
Room: 14
Purchasing
Unit 6076
3 Disco
Storrs, CT 06269-6076

United States

Delivery Info

Best Carrier-Best Way

Requested Delivery Date

pping Payment Terms
no value

Procurement Services only

JAGGAER
JAGGAER
Sub- Org Ref
Object  Project ID
no no no
value value
External
Add Note to all Su

Mansfield Supply Incc - 1 Item - 100.00 USD

A SUPPLIER DETAILS [ st
PO Number

To Be Assigned

Quote numbe:

noe value

Status Item

[ Non-Catalog Goods & Services

A ITEM DETAILS |

Contract

Commoaodity Code

Mansfield

pply2

antract

JEMO6014-Mansfield Sup

Catalog No. Size/Pa
ckaging

JEMO6014-Mansfield

370/ MRO

Bank

iments fo

All » Search (Alt+0)
® =, @ 1 of 3 Results
s FILTER VIEW
Billin
+ View All
. View Line Items Only
Emaip I
View General Only
apiny [
View Shipping Only
T'y'pe
N View Billing Only
Subjg
° View Accaunting Codes Only
or My
= View Internal Only
343 |
o- View External Onl|
Storr: v

United States

4
Account
Supervi Org CcG
gfd14001 1566
Danisls,Gregory  Procurement
Irsemen ervICes
A
opliers no value
Add
P
Unit Price Quantity
Ext. Price
100.00 Qty: 1 100.00

V-3.8

-

40000USD W

Reject Approve & Next H

v &9

Total (100.00 USD) v

Subtotal 100.00

100.00

What's next? v
2 r?

e

Show skipped steps

Send ERP Valid.. - --

pleted

Wait for ERP V..

FO Hotification

Motfication Sent

Wait for ERP V..

Create PO
Future

Finish
Future

&g

~
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HUSKYBUY UCONN (860) 4sssu-zsoJ:( (2289)

HuskyBuySupport@UConn.edu

Returned Requisitions

Overview This user guide will show you how to find the problem with a returned requisition, and how to resubmit the
corrected requisition for approval.

Related Job- Related Job-Aids you may want to review.

Aids

e Setting Your Notification Preferences
e Requisition Quick-Tips Guide

Contents Included within this user-guide you will find:

e Receiving a Returned Requisition

e Go to the Correct Requisition for editing

e Determine the reason for the return and Correct it
e Resubmit the Corrected Requisition

Process Steps:

Step Action Screenshot

Receiving a Returned Requisition

You have placed an order from your draft

Summary Options

Then, depending on your profile preferences,

Requisition number 3259869
. . . epe . [ Print

you will receive an email notification, get a R— e
wequisition status

notification in HuskyBuy - or both - stating fecent orders

P . . Cart name 2021-04-29 shopper 02

that the requisition is being returned. Return to your home page
Requisition date 5/4/2021

You will only get a notification if you have
Requisition total 400.00 USD

notifications turned on in you profile
1 preferences. See the Related Job-Aids above.

Number of line items 1

requisition in HuskyBuy, and receive a © Requisition 3259869 Submitted
confirmation with the requisition number.

7/19/2021 V-3.8
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Action

Here’s a sample email notification.

Please note: Clicking on the View Requisition
button in the email will take you to a read-
only version of the requisition. You may NOT
be able to resubmit the requisition from
there.

However, clicking on the View Requisition
button is a good way to get back into
HuskyBuy if you are not already there.

Open the HuskyBuy application, or
Click the button to continue.

You may also see a reason why your
requisition was returned at the bottom of
your notification email.

Returned Requisitions

Screenshot

UCONN

HUSKYBUY

Re: Requisition Returned For Requisition #: 3197818
Cart Name: 2021-03-11 Camera Equipment
Prepared for: Jeremiah Macht

Prepared by: Jeremiah Macht

Returned by: Jeremiah Macht (Admin)

Dear Jeremiah Macht,

The requisition listed above has been returned by an approver. You can review a read only

version of this requisition by selecting the URL below.

View Requisition

UCONN

The following note was attached to this requisition during the return:

5/6/2021 4:14 PM - System

document.deliveryBuildingRoomNumber:The specified Room (Room) must not be longer

than 30 characters.

5/6/2021 4:12 PM - Macht (Admin), Jeremiah
fix room number

If you clicked the button in the email, you are
taken to the requisition but, as you can see to

Summary - Draft Requisition

General Shipping Billing
i i Cart Name 2021-03-11 Camera Ship To Email Invoices To: apinvoices@uconn.edu

the rlght’ n the top example’ there are no Equipment Attn: Jack Black Type Vendor Nam?lflrwuice"mSub_\er.LLme
options to edit the requisition. foee Jeremih et Aecouning Depariment Doy D

Opticnal PR Approver 3 ;J;gt&ﬂ?df Id Rd a{ur{r‘;g{ ?6269 o080
OR Optional PR Reviewer Storrs, CT 06269-1074 )

Optional Invoice United States

Approver
You may be directed to a version of your Accounting Date Delivery Info

... . Business Unit UConn (UConn) uilding Code
requisition called “Draft (returned)”. Notice Cost Source = PICOR o wrebnse
the information note “This is not your active VGom Pk of ot RaovensdDeey
. oint of Contact phone 555-555-5555 ate
cart.” In this case you can make changes, but | |+ ing Pt o
. . . Point of Contact email ~ me@me.com Terms
you can’t resubmit until you click the AM Phase ‘
Activate Cart button.
Alternatively, you can open the returned HUSKYBUY UCONN Alv searh (A0) wousy w @ @ @y
requisition as shown in the next step below. Requisition + 3275927 ~ =
Summary PO Preview comments @  Attachments History
Total (20.00 USD) v
General s Shipping &£ Billing &£
Subtotal 20.00
7/19/2021 V-3.8 3-18
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Action

Go to the Correct Requisition for editing

Returned Requisitions

UCONN

Screenshot

Within HuskyBuy, you can get to the correct
draft requisition in one of two ways.

e Click on the Action List flag at the top of
the screen and select My Returned
Requisitions.

<OR>

e From the left menu, select: Shop > My
Carts and Orders > View Carts.

Either way will get you to the following Cart
Management screen.

3l HUSKYBUY  UCONN Al Search (AltQ) Q ooouso W eiw| g
Action Items -

'! Simple tract

o My Assigned Approvals

[ Invoices o

Q Orders

»
My Returned Requisitions 0

Non-Catalog Requisition Forms ~

<OR>

HUSKYBUY

Shop (Alt+P)

. Shopping
o

UCONN

My Carts and Orders

I

All v Search (Alt+Q)
Open My Active Shopping Cart Goto
View Carts

View My Orders (Last 90 Days)

You should see your returned requisition in HUSKYBUY UCONN AT Seah(anQ) a  ooouso w o @ g
the Draft Carts tab Shop » My Carts and Ordars b Vie » Draft Ca
Cart Management EE -
. . Draft Carts Assigned Car
Click on the Shopping Cart Name to go to the
draft requisition. (2021-03-11 Camera i '
Equipment in this example.) e 2021-03-11 Camero quprent | SIS . -
Date Created ® Cart Status All P
m o
Type = Shopping Cart Name < ‘Cart Dascription Date Created = Total ~ Action
Normal - Returned 2021-03-11 Camera Equipme.. 3/1172021 10,000.00 USD View ¥
You will know you’re in the right place for HUSKYBUY UCONN S nousp W o O SO
editing the requisition because you will see Requisition * 3275927 + — o @ @ o
the Place Order button.
Summary PO Previey Comment: ﬂ Attachments Histo
Now we will determine the reason the
requisition was returned so we can correct it General & - shipping ¢ -+~ Biling #o v
A Be aware of these issues. >
and resubmit it for the approval process. Cart Name shipTo Email inveices To Yo oo e oronzas
2021-06-04 JEMOGO14 01 apinvoices@uconn.edu
The reason for the returned requisition was — A Jack Black e e Total (20.00 USD) v
H H J h Macht A ting D 1 it or Mail: AP - Unit 1080
first stated at the bottom of the email remizh Mach focounting Deperimen BV cubtoral 2000
notification, but not everybody has that
turned on. The same information can be
found in the History tab.
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Step

Action

Determine the reason for the return and Correct it

Returned Requisitions

UCONN

Screenshot

We will remove the last few characters that
were accidentally added when creating the
address.

Click Save when done.

cT

06269-1074

United States

O Accounting Department — Jack Black, 100, Accounting Department, Unit 1074, 343 Mansfield Rd, Storrs, CT 06269-1074, United States

Click on the History tab of the requisition and | | reauisiion - - 3263872
look for the Note on the Requisition © @ oy
Returned line. (It should be the top line.) . R . . .
The note should give you a good idea where
to look to correct the problem. )
For Example:
document.deliveryBuildingRoomNumber:The b g
1 specified Room (Room) must not be longer
than 30 characters.
This tells us the Room number cannot be
more than 30 characters. And it is the
Delivery-Building-Room-Number.
Go back to the Summary tab of the
Requisition as shown in the picture above.
If we look at the Ship To address in the L N
Shipping area of the Summary screen, we see Shipping ¢
that the Room number does indeed have
more than 8 characters. Ship To
Attn: Jack Black
Room: 100B-
Click on the Edit button to get to the editing 127876BEBEBEEEEEEBBEEEBBEBEBEBBEBEEEBBEEREEE
2 pop-up shown below. EEEEBEEEEEEEEEEEEEEEEBEEEEEEEEEBBBBEBBEBEBBE
EBBEBNMNN
Accounting Department
Unit 1074
343 Mansfield Rd
Storrs, CT 06269-1074
United States
Edit the Room number to something that s
30 characters or fewer.
shipTo *
You also have the option of changing your (® CURRENT ADDRESS
address from the list at the bottom.
At * Jack Black [] Addtomyaddresses
<OR> ‘ Room: * 100B-127876BBBBBBBE
Selecting a completely different address by Accourting Department
clicking in the Search additional search box. e :Z::”Hm
3 oy Stons

O Business Services Center-CS - Jeremiah Macht, 111, Business Services Center-CS, Unit 6114, 3 Discovery Dr, Storrs, CT 06269-6114, United States

Search additional Q Results PerPage 10 v
* Required fields
7/19/2021 V-3.8 3-20
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Returned Requisitions

UCONN

Step Action Screenshot
Resubmit the Corrected Requisition
Back in the draft requisition, you can now = ® & @  Asgnca ||
click on the Place Order button to resubmit e ity
the original requisition. /
Sripping 4 Biling #ov
1 Ship To Email Invoices To: apinvoices@uconn.edu 3:::;,:fw‘eh;s:n‘;?;zeed_ i’
Type Vendor Name / Invoice # in Subject Line
Attn: Jack Black or Mail: AP - Unit 1080 Total (10,000.00 USD) ~
Room: 100B-127876B 343 Mansfield Rd
Accounting Department Storrs, CT 06269-1080
Unit 1074 United States Subtotal 10,000.00
343 Mansfield Rd
Storrs, CT 06269-1074 10,000.00
United States
The requisition is resubmitted with the same . aas .
number as before. @ Requisition 3263872 Submitted
If it’s not returned again, you are done. Nice ‘
job! Summary Options
Requisition number 3263872 7 Print
Requisition status Pending
2 Recent orders
Cart name 2021-05-06 Camera
Equipment Return to your home page
Requisition date 5/6/2021
Requisition tota 10,000.00 USD
Number of line items
One final thing...
To help ensure that the same problem doesn’t happen again, you will need to determine how the error
happened in the first place.
In this example, the Ship To address came from my default shipping address in my profile. | will need to change
the Room number in my default shipping address to prevent this from happening again.
Refer to the Setting Your Notification Preferences Job-Aid if necessary.
There are many reasons why a requisition might be returned. This example was chosen because it has been a
somewhat common problem. Mostly because entering more than 30 characters in your Default Shipping
Address’s Room number will not produce an error at that time; not until you try to submit a requisition using that
address.
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Support

H US KYBU Y UCONN (860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Ethyl Alcohol Purchase

Overview This user-guide will assist you with purchasing Ethyl Alcohol.
Related Job- e Shipping for Chemicals
Aids e Draft Requisitions

Please Note Orders are placed in HUSKYBUY, Central Warehouse no longer supplies.

Contents Included within this user-guide you will find:

e Choosing Appropriate Ethyl Alcohol Supplier
e Special Instructions for Ethyl Alcohol Purchasing

Process Steps:

Step Action ‘ Screenshot

Choosing Appropriate Ethyl Alcohol Supplier

Greenfield Global
. Suppliess ¥ Search Registered Suppliers
Contact info: www.pharmcoaaper.com, Form Fekls T e ————
Phone: 1-800-456-1017, orders are e : larcanky At -
. . . s 0 knes 2Zip Code Within 5 btites v
submitted in HuskyBuy via the Non Catalog e v .
Search
Goods & Services Form. v
Review and Submit
Fisher Scientific & Sigma ‘Supplier Name Doing Businass As Fulfillment Cantars Action
8 Greens A Greenfield Global USA Ine-fulfillment: v
Please refer to HuskyBuy punchout for T s crcsson 21
ordering.
HUSKYBUY UCONN A Search (At+0) a  ooouso w @ Op
Simple . Suppliers | Contract
1
Non-Catalog Requisition Forms >
Training: Payment Requests >
B HuskyBuy Resources
B What's New in the New Search Internal Request Forms >
Experience
B New Search Tutorial Highlights Research Suppliers e
Please contact the Procurement
\conn.edu with any Airgas f"T}‘f’,‘_‘:,("
Reference:
Mew Supplier Request -+ u
Temporary Ship-to-Home Address

7/19/2021 V-3.8 3-23



HuskyBuy User-guide Ethyl Alcohol Purchase UC UNN

Action Screenshot

Special Instructions for Ethyl Alcohol Purchasing

click Save.

Non-Catalog Goods & Services

Contract Select price or contract
Ethyl Alcohol - PERMIT # TF-CT-7 IS A VALID PERMIT 111 EA 500.00 Qty: 1
Contract: Select price or contract

Commod

Chemicals

AuxPartiD No

* Required fields -

For Storrs locations, use €S CHEM ship to L
address unless the order is for the Chemistry Shipping
Dept. (see Chemical Orders Job Aid).

Click the pencil edit icon. Ship To
Search for CS Chem in the address lookup. Attn: Jeremiah Macht

Room: 111

Business Services Center-CS
Unit&114

3 Discovery Dr

Storrs, CT 06269-6714
United States

Edit Shipping

ShipTo *

O Curent Address - Jeremiah Macht, 111, Business Services Center-CS, Unit 6114, 3 Discovery Dr, Storrs, CT06269-6114, United States

O Accounting Department — Jack Black, 100, Accounting Department, Unit 1074, 343 Mansfield Rd, Storrs, CT 06269-1074, United States

O Business Services Center-CS - Jeremiah Macht, 111, Business Services Center-CS, Unit6114, 3 Discovery Dr, Storrs, CT 06269-6114, United States
@ cs Chem
Attr: % Jeremiah Macht [0 Addtomyaddresses
Room: * 100
CS Chem
Unit 6114
Address Line 2 3 Discovery Dr
City Storrs
State cT
Z oezeasaa.
{ CSC.. - Jeremiah Macht, [Room=], CS Chem, Unit 6114, 3 Discovery Dr, Storrs, CT.

Cs Cherm| Q Results PerPage 10 v ° of
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Step Action Screenshot

Order MUST include PERMIT # TF-CT-7 IS A
VALID PERMIT keyed to the Notes to
Supplier field or the Product Description
Field following the product description
detail. The vendor may not process your Edit External
order without this statement clearly detailed
on the PO External

Note to all Su PERMIT # TF-CT-7 IS A VALID PERMIT

P

66 characters remaining expand | clear

3
Suppliers v How many lines of Goods will your requisition need
) (1-10)?
Form Fields v
Purchase Type v L e
Goods 1-10 Lines v Line 1
Sourcing v
Unit Price 100.00
Certification v
Unit of _
Review and Submit EA - Each v
Measure
Product Ethyl Alcohal - PERMIT # TF-CT-7 IS
Description A VALID PERMIT
A
950 characters remaining
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Copy a Requisition

UCONN

HUSKYBUY UCONN
Copy a Requisition

(860) 486-2BUY (2289)
HuskyBuySupport@UConn.edu

Support

Overview This guide will assist you with copying a requisition which will make it easier for you to complete a similar order.
Before You You will need to search for and open one of your previous requisitions before you are able to copy.
Begin Please note, ensure that the requisition you want to copy is a Non-Catalog order (ex. Goods & Services or Blanket
Order), NOT a Catalog order (ex. Dell or Airgas punchout websites).
Related Job- e Document Searches
Aids e Requisition Approval
Contents Included within this user-guide you will find:
e Find and Copy Your Cart
e Submit or Assign Your Cart
Process Steps:
Step Action Screenshot

Find and Copy Your Cart

Search for your requisition you wish to copy
and click on the result displayed.

) HUSKYBUY UCONN

Quick Search (Al+Q)
Advar

Requisitions

p Search for products, =
[ 3257922

'! Simple

Al

‘ 3257929 Q

When you open your previous requisition,

HUSKYBUY UCONN Al - Search (Alt+Q) 10,00000USD W
you will see the Document Dropdown Requisition * 3257922 ~ = @® ™ @ 10of1Resuls
Available Actions menu. Click on Copy to

Summary Comments Copy to New Cart
New Cart. _
Add Comment
You will be taken to a new shopping cart General -1 AddNotes to History v conpicied
2 where you can click Proceed to Review to
continue. HUSKYBUY UCONN Al Seach(Ate) sooousp W o O Dg
Shopping Cart * 3296931 ¥ = = Proceed To Review
Simple Advanced Details o
Search for products, suppliers, forms, part number, etc
Jeremiah Macht
7/20/2021 V-3.8 3-27
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UCONN

uisition

Action Screenshot
Notlse that your attachment from your Requisition ~ : 3264304
previous form has come over to your new
copied draft requisition. You will need to ummary PO Prev Comments Attachments @ History
remove the old attachment by going to the
Internal section. Click on the 3 dot menu (
* * * )to display the option to remove. Attach found: 1
Next go to the form and upload a new ttachments found:
attachment if needed.
. Attachment Size  Type Location Visibility Create Date v
Note: Forms will copy the attachment from
3 the form to the requisition’s Attachment [i TEST FILE 25k] File  Document Internal 3/9/2021 9:42 AM
tab. Form Requests will only keep the
original on the form request, and not add a
copy to the attachment tab. ntermal Extermal PO
Forms: Blanket Order, DV, EHS Purchase BT D =t
. . L TESTALE Attachments for all
Form Requests: Goods & Services, Catering, o
Equipment, and Software & IT Service .
emove
1 ltem Move to External Attachments 0o -
When Copying a Disbursement Voucher, you | | pellMarketing LP - 1 ttem - 200.00 USD
will need to update the DV form with an
. . . . SUPPLIER DETAILS m Pittsburgh Fulfillment Center : c/o Dell USALP.. «
updated supplier invoice number as it has to
. Item Catalog No Size/Packaging Unit Price Quantity
4 be a Un|que number' @ The form is incomplete or has erers. Open the form and correct the errors
Disbursement Voucher DISBURSEMENT 200.00 1
_VOUCHER
Submit or Assign Your Cart
Once your changes have been made, such HUSKYBUY UCONN Ale Search (At sooouso W @ @ D
as accounting codes, shipping or items, you Requisition + 3296931 ~ — o ® 0
can continue to either Place Order or Summary  POPreiew  Comments  Aftachments @ History
1 Assign Cart.
General & shipping &£ - Billing #$ o it
Be aware of these issues. >
Cart Name ShipTo Email Inveices To: You may review and proceed
2021-07-20 JEMO06014 01 apinvoices@uconn.edu
Attn: Jeremiah Macht Type Vendor Name / Invoice # Total (500.00 USD) ~
Requester Room: 100 in Subject Line
7/20/2021 V-3.8 3-28
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Support

H US KYBU Y UCONN (860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Assign Substitute Requisitioner

Overview This user-guide will assist you with assigning a substitute Requisitioner when a Requisitioner is unable to tend to
the carts/documents assigned to them, i.e. vacation, personal leave, etc., the Requisitioner may “Assign” a
Substitute Requisitioner.

The Substitute requisitioner will receive all future draft carts until the Requisitioner unassigns the Substitute.

Related Job- e Assigning / Unassigning Carts
Aids e Requisition Approval
Contents Included within this user-guide you will find:

e Assign Substitute Requisitioner

Screenshot

Step Action ‘

Assign Substitute Requisitioner

Click on Shop > My Carts and Orders > View
Carts

D ShOp (Alt+P) Open My Active Shopping Cart
j Shopping View Carts
ro View My Orders (Last 90 Days)
My Carts and Orders b

»

HUSKYBUY UCONN

e

On the Cart Management screen click on

Cart Management
Assign Substitute

Draft Carts ™ Assigned Carts

Assign Substitute
2

» Filter Assigned Carts

1-6 of 6 Results
Type = Shopping Cart Name =
Normal 2019-12-05 shopper 01
Enter information into one or more of the User Search
fields shown below to locate the
Requisitioner you wish to assign as your e o]
substitute - Click Search e
User Name
Email
3 Business Unit UConn (UConn)
Department o
Role o
Results Per Page 10 o
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The substitute requisitioner’s name will

New Search
appear as shown. Click Select to choose your 170 7 Resuls 10 per Page =
4 SubStitute. Name = User Name & Email = Phone Action
Approver, Amanda aapprover huskybuy@uconn.edu
Approver, April approver uconnprocurement@gmail.com +1860-555-5556 [select]
Approver, Supplier supapprover huskybuy@uconn.edu [select]

Click End Substitution to “Unassign” the

Shop » My Carts and Orders » View Carts » Assigned Carts
substitute Requisitioner when ready.
Cart Management
5
Draft Carts ™ Assigned Carts
Current Substitute: Amanda Approver
» Filter Assigned Carts
7/20/2021 V-1.0
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Support

HUSKYBUY UCONN (860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Order & Shipping Instructions for Chemicals

Overview There are special rules and regulations for ordering chemicals. Use this Job-Aid to help you through the process.
Related Job- e Setting Your Profile Preferences

Aids e Draft Requisitions

Contents Included within this user-guide you will find:

e Set up the Chemical Shipping Address in Your Profile
e Placing Orders

Process Steps:
Step Action ‘ Screenshot
Set up the Chemical Shipping Address in Your Profile
Click on your name in the upper right a- samawa  a  oouso w o @D ale
section of the page and select View My April Approver
Profile In the pop-up menu.
Dashboards
ortes [forms BrE i nage Searches
1 sition Forms Manage Search Exports
Set My Home Page
nket
hﬁﬂ My Pending Requisitions ©
My Pending Purchase Orders [ o2 ]
Go to, Default User Settings and select HUSKYBUY  UCONN Alw search ae) aQ  ooousD W
Default Addresses. (Here you can add Y OTe » Befeu Aeresaes
your shipping addresses or review/edit an April Approver Default Addresses
eXIStIng address') User Name approver Ship To  Bill To
2
LI IO Sciect Addresses for Profile K8
" " User Profile and Preferences
search for a shipping address for Default User Settings < Shipping Addresses
chemicals. Custom Field and Accounting Code Defaults UITS-Solarium
Cart Assignees
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Action

Enter:
CS Chem

for the search term and click Search.

Note: Search terms are not case sensitive.

Select CS Chem from the resulting search
list and the information will populate as

Ordering & Shipping Instructions for Chemicals

Screenshot

UCONN

Default Addresses

Ship To | gill To

J218CT GN GeGrEss 10 £

Shipping Addresses

Acad Ctr For Ent Students-

Select Addresses for Profile

Address Search

ACES Nickname / Address [ S Chem
shown below. Text
Results Per Page 10
Addresses Found: 1 1 Page 1of 1|2
Name Address
cs chem Attn: April Approver
Raom:
S Chem
Unit 6114
3 Discovery Dr
Storrs, CT 06269-6114
United States
Create a nickname to easily identify the Default Addresses ?
address.
Ship To  &ill To

Enter the faculty member’s name.

Enter the building abbreviation and the
room number where the chemical will be
housed. This field holds eight characters
(including spaces).

Note: Additional instructions may be
added to the requisition in the External
Notes section.

Click Save.

Ly
iy

Shipping Addresses

Acad Ctr For Ent Students-

ACES

Select Addresses for Profile

Edit Selected Address

Nickname CS Chem Joe Professor
Default
Current Default Acad Ctr For Ent Students-ACES
Address
ADDRESS
Attn: loe Professor
Room: E..E.E 300] ‘
Contact Line 3 .CS Chem N
Address Line 1 Unit 6114

Address Line 2 3 Discovery Dr

City Storrs

State cT

Zip Code 06269-5114
Country United States

5

?

?

7/19/2021
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Ordering & Shipping Instructions for Chemicals

UCONN

Action Screenshot
Th ress now r lection - :
e address <.) _appea s as a selec .o Ship To 8ill To
under your Shipping Addresses and is
available for all future orders.
Shipping Addresses
Acad Ctr For Ent Students-
ACES
5
5 Chem Joe Professor
Placing Orders
In your shopping cart, always use Shopping Cart. ~ &
Commodity Code 85 for chemicals. e
= Estimate (486.00 USD) v
n Total 486.00
= =
Proceed to Review the requisition. oA e e - 4860000
suppLick peTas B Saint Louis Fulfiliment Center - 3050 Spruce St Saint Louls, Missouri 631032530 United States
1 ‘
tem Catalog No.  Size/Pack Unit Price Quantity  Ext. Price
aging
B NTI-ACTIN, ALPHA-SM A5228200  EA-Each 48600  Qty:1EA-Each  486.00 O
RASEE MUSCLE ANTIS, ANTEACTIN uL
A TEMDETALS &
i aje—
In the Draft ReqU|S|t!on, go to thfe . Requisition ~ 3264314
Summary tab and click the pencil edit
button to edit the Ship To address Summary  POPreview  Comments story
General &£ [Shipping O‘] o
Cart Name Ship To
2 2021-05-07 approver 01
Attn: April Approver
Requester Room: 103CU-34
April Approver UITS-Temporary Admin Bldg
Unit 1138
Shopper 25 Gampel Service Dr
April Approver Storrs, CT 06269-1138
United States

7/19/2021
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Step Action ‘ Screenshot
CS Chem address we created above.
(&) CURRENT ADDRESS
Attn: * April Approver D Add to my addresses
Click Save.
Room: * 103CU-34
Contars | ine 3 UITS-T A
Contact Line 3 T ey
Address Line 1 Unit 1138
Address Line 2 25 Gampel Service
Dr
3
City Storrs
State cT
Zip Code 06269-1138
Country United States
OUITSfTemporary Admin.. — April Approver, 103CU-34, UITS-Temporary Admin Bldg, Unit 1138, 25 Gampel Service Dr, Storrs, CT 06269-1
OCS Chem Joe Professor — €S Chem Joe Professor, BPB 300, CS Chem, Unit 6114, 3 Discovery Dr, Storrs, CT 06269-6114, United State:
OUITS—SoIarium ~ April Approver, 212, UITS-Solarium, Unit 5193, 6 Ahern Lane, Storrs, CT 06263-5193, United States
* Required fields
The Ship to Shipping address is now P .
p 10 SNIPPING ac Requisition ~ : 3264314
selected in the requisition.
See th.e Draft R_eqU_ISItlons Job-Aid for sSummary PO Praview Comments Attachments
more information if needed.
"3 & s “3
General S Shipping 4
Cart Name Ship To
4 2021-05-07 approver 07
@‘m: CS Chem Joe \
Requester Prafessor
April Approver Room: BFBE 300
CS Chem
Shopper Unit 6114
April Approver 3 Discovery Dr
Storrs, CT 06269-6114
Optional PR Approver @“E‘d States
no value
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Support
HUSKYBUY UCONN  tussuswponucomed
Ordering & Shipping Instructions for Airgas

Overview There are special rules and regulations for ordering Airgas. Use this Job-Aid to help you through the process.
Related Job- e Setting Your Profile Preferences

Aids e Draft Requisitions

Contents Included within this user-guide you will find:

e Set up the Airgas Shipping Address in Your Profile
e Placing Orders

Process Steps:

Step Action ‘ Screenshot

Set up the Airgas Shipping Address in Your Profile

Click on your name in the upper right av  secowa  a  oouo w (D ol e
section of the page and select View My April Approver
Profile In the pop-up menu.

Dashboards

orites | forms B
teslforms Br¢ - ptonage Searches

sition Forms Manage Search Exports

Set My Home Page
ket
0o [ ——— o
__ My Pending Purchase Orders (&2 ]

mo—

Go to, Default User Settings and select HUSKYBUY  UCONN Alw - search Alt+Q) a

0.00USD W
Default Addresses. (Here you can add My Frefle b CefRuhadresees
your shipping addresses or review/edit an April Approver Default Addresses
eXISting address') User Name approver Ship To Bill To
?
2 Click on EEESTE = DBy to search ‘ - ) P p————
. . . User Profile and Preferences
for a shipping address for Airgas. Default User Settings < Shipping Addresses
Custom Field and Accounting Code Defaults UITS-Solarium
Cart Assignees
7/19/2021 V-3.8
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Action

Enter a search term for the Airgas Ship To
address and click Search.

Note: Search terms are not case sensitive.

Ordering & Shipping Instructions for Airgas

Screenshot

Default Addresses

Ship To | gill To

Shipping Addresses Address Search

Acad Ctr For Ent Students-

ACES
Text

CS Chem Joe Professor
Results Per Page

Mickname / Address

Select Addresses for Profile
:biomed
10 v

&

Select the correct address from the
dropdown list and the information will
populate as shown below.

Ship To | gill To

Shipping Addresses Address Search

Acad Ctr For Ent Students-

ACES
Text

CS Chem Joe Professar
Results Per Page

Addresses Found: 1

Name

| ') Biomedical Engineering

!

Select Addresses for Profile

Nickname / Address :biomed

o v

4| Page 10of1
Address

Attn: April Approver
Room:

Biomedical Engineering
Unit 3247

260 Glenbrook Rd
Storrs, CT 06269-3247
United States

»

Create a nickname to easily identify the
address.

Enter the faculty member’s name.

Enter the room number where the
chemical will be housed.

Click Save.

Default Addresses

Ship To | il To

JeleCl Gn aaGress o

Shipping Addresses
Acad Ctr For Ent Students- Nickname
ACES Default
Current Default
Address
ADDRESS
Attn:

Room:

CS Chem Joe Professor

Contact Line 3
Address Line 1
Address Line 2
City

State

Zip Code
Country

Edit Selected Address

\Airgas - Joe Professor 4

Acad Ctr For Ent Students-ACES

Joe Professor

100 s
Biomedical Engineering
Unit 3247

260 Glenbrook Rd
Storrs

CT

06269-3247

Unitad States

?

7

is Select Addresses for Profile

7/19/2021
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Action Screenshot

The address now appears as a selection . :
- . Ship To | gill To
under your Shipping Addresses and is
available for all future orders.
Shipping Addresses
Acad Ctr For Ent Students-
ACES
6 :
Airgas - Joe Professor :
CS Chem Joe Professor
Placing Orders
In your shopping cart, always use COESTIG G | e DT O 04
. . Shopping Cart * 3264314 ~ = & Mmm
Commodity Code 105 for Airgas. " (=)
1 ltem o-
Proceed to Review the requisition. Aigos USALLC  Zhams 61761
1 .
- 20m (]
. .
In the Draft ReqU|S|t!on, goto thfe . Requisition ~ : 3264314
Summary tab and click the pencil edit
button to edit the Ship To address summary PO Previsw Comments Attachments History
General &£ [Shipping "] o
5 Cart Name Ship To
2021-05-07 approver 01
Attn: April Approver
Requester Room: 103CU-34
April Approver UITS-Temporary Admin Bldg
Unit 1138
Shopper 25 Gampel Service Dr
April Appraver Storrs, CT 06269-1138
United States
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Ordering & Shipping Instructions for Airgas UCDNN

Screenshot

In the Ship To popup box, select the
Airgas address we created above.

Edit Shipping

Ship To *

@ CURRENT ADDRESS
Aten % April Approver [ Addtomyaddresses

Room: * 3247

Biomedical Engineering

Unit 3247
3 . 260 Glenbrook Rd
CIICk Save‘ City Storrs
State cT
Zip Code 06269-3247
Cou United States
O UITS-Temporary Admin Bldg — April Approver, 103CU-34, UITS-Temporary Admin Bldg, Unit 1138, 25 Gampel Service Dr, Storrs, CT 06269-1138, United States
QO Airgas - Joe Professor — April Approver, 3247, Biomedical Engineering, Unit 3247, 260 Glenbrook Rd, Storrs, CT 06269-3247, United States ]
O CS Chem Joe Professor — CS Chem Joe Professor, BPB 300, CS Chem, Unit 6114, 3 Discovery Dr, Storrs, CT 06269-6114, United States
* Required fields ||
The Shlp.to Shlpplng :?u'iidress is now Requisition ~ : 3264314
selected in the requisition.
I . S / (0 Comments H
See the Draft Requisitions Job-Aid for Summary - FC Somments
more information if needed.
General REE Shipping 4
4 Cart Name Ship To
2021-05-07 approver 01
Attn: Joe Professor
Requester Room: 3247
April Approver Biomedical Engineering
Unit 3247
Shopper 260 Glenbrook Rd
April Approver Storrs, CT 06269-3247
United States
7/19/2021 V-3.8 4-8
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HUSKYBUY UCONN

Support

(860) 486-2BUY (2289)

HuskyBuySupport@UConn.edu

Requisition Approval

Overview When creating a requisition through HuskyBuy, you must be well versed on the practices and policies within
procurement. (You can view those policies in the Buyer/Payer Guide.) Requisition approval is a required activity
for all requisitions over the $5,000 threshold. Requisition approvers can only view, approve, return, and/or reject

requisitions. They cannot edit fields.

Contents Included within this user-guide you will find:

e Accessing Requisitions Pending Review and Approval

e Filter Requisition Approvals

e Assigning Requisitions to Myself

e Adding Comments and Attachments

e Approving a Requisition
e Returning a Requisition

Process Steps:

Step Action ‘

Accessing Requisitions Pending Review and Approval

Screenshot

If someone is assigning requisitions to
you, or you only want to see the ones you
have assigned to yourself, click on the
Action Items (/™) flag and select
Requisitions to Approve under the My
Assigned Approvals section. There are 2
in this example.

Note: To see all of the shared requisitions
waiting to be assigned to an Approver,
click on Requisitions under the
Unassigned Approvals section.

The My PR Approvals folder will appear
with all of the requisitions that have been
assigned to you.

HUSKYBUY UCONN

Hon Catalog Requisition Forms

Tralning
Payment Requests

1B Huskyfuy Resource

Total Results Found: 2 All Dates
Sort by: | Submit date newest first -
1d al
My PR Approvals [2 results]
Requisition No. Suppliers: Assigned Approver PR Date/Time
2110185 A 0 Marketing Jeremiah Macht 12/29/2017 12:17 PM

2095171 B Marketir Jeremiah Macht 12/13/2017 12:50 PM
Resubmitted requisition

Requester
Terrl Richard

Rachel Requestor

Assign ~ &
?

Results per folder:| 20 +

Amount Action

ALLLIVEVE Approve |
soesssusD [EFTEENY

7/19/2021
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Action

Requisition Approval

UCONN

Screenshot

Another way to get to your requisitions is T wmw W
by using the icons on the left. Navigate to
Orders > Approvals > Requisitions to
Approve. #
m
Non-Catalog Requisition Forme
o Payment Requests
L Internal Request Forms
ik
@
@ . 20000
Lo Reference: Airgas am P assse
Orders » Approvals » Requisitions to Approve
2 Group Results By:
Total Results Found: 12
This method will show ALL of the ‘
documents that need to be approved. Filtered by Show requisition details B expand all S collapse all
Click on the Type dropdown box under Type: Requisitions My PR Approvals [2 results]
Filter Mv A roval n | Date Range: All Dates § ) A
te - Y PP ovals a d select View Approvals For: Jereriah Macht Account: 1001 (Office Supplies): (All Values) [7 results]
Regu isitions. Asset Approval [5 results]
Filter My Approvals ?
Note: You can also use this method to see e
purchase order, invoices, or forms that
Requisitions ~
need approval.
Click on the arrow 4 | - nextto each Total Results Found: 12 A1l Dtes i |
folder to open it up. Sort by: | Submit date newest first - S :
. My PR Approvals [2 results]
Add|t|0na”y' you can se|ect expand a” or Requisition No. Suppliers: Assigned Approver PR Date/Time Requester Amount Action
3 nonsBil el b = Jeremish Macht 1272972017 1217 BM Jchard 1000 UsD
Collapse a” at the tOp Of the screen to 2085171 & e = Jeremish Macht 12/13/2017 12:50 BM Rachel Requestor 8,068.59 USD
control all of the folders at once. e e
Account: 1001 (Office Supplies): (All Values) [T results]
Asset Approval [5 results]
Filter Requisition Approvals
Addltlonal fllter options are a.Iso available Filtered by Show requistion dtails B expand all 5 collapse al
in the left Filter bar and can filter by: EPE:M iﬁq;mim T ——
ate Range: ates i . .
° Type View Approvals For: Jeremish Macht Account: 1001 (Office Supplies): (All Values) [7 results]
e Date Range Asset Approval [5 results]
e Supplier
. Filter My Approvals ?
e Supplier Class
e Department Type
e Current WOrkﬂOW Step Requisitions v
1 e Status Flags
. Date Range
e Assigned Approver
All Dates e

And many more.

View Approvals For

My Approvals v

Supplier 103

[more]

7/19/2021
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Action Screenshot

Assigning Requisitions to Myself

The folders on the right side contain all of | [Total Results Found: 12 All Dates = <- |
the requisitions that need to be approved. Sort by Submit date newest firs hd z

Th re shared with all of th rover Show requisition details L4 expand all [ collapse all Resu\ts=erfulder:!
ey are sha ed allo e app overs “ L= My PR Approvals [2 results] 4——'—'
and delegates.

Requisition No. Suppliers: Assigned PR Date/Time Requester Amount Action [
Approver
The top folder, My PR Approvals, contains 21101853 8 Dell Marketing LP [ Jeremiah 12/29/2017 12:17 PM Terri Richard 10,00 USD m]
Y. Macht
the requisitions that bEIong to you. 2005171 2 Dell Marketing LP (S Jeremiah 12/13/2017 12:50 M Rachel Requestor 8,068.59 USD 0

Macht

Clicking on the Assign button assigns the

requisition to your folder for approvaL . Account: 1001 (Office Supplies): (All Values) [7 results]
Asset Approval [5 results]

Resubmitted requisition

N

Requisition No. Suppliers: Assigned PR Date/Time Ri quester Amount Action [
Approver
Notice that after assigning the shared 3019591 4 Mansfield Supply Incc [ff]  Not Assigned  7/22/2020 3:59 PM  Nancjshateplebmitttidicy [FEEFTY O
P . X Presto Print Il Inc Not Assigned  7/20/2020 3:04 PM  Nancy Patrylak ECUT I Assion S
requisition to yourself, the Assign button 3017052 =
. . ¥v 3014633 Mansfield Supply Incc [ Nancy 7/17/2020 11:24 AM  Nancy Patrylak 95.00 USD
is greyed out so no one else can take it, y e B Batryiak
unless you return it to the shared folder. 27324305 0 Dell Marketing LP (S Not Assigned  §/7/2019833AM  Nancy Patrylak  896.51USD O
@ Resubmitted requisition
1
Total Results Found: 12 All Dates Assign ~ 4
Sort by: | Submit date newest first v g
Show requisition details expand all (= collapse all Results per folder:
2 My PR Approvals [3 results]
. uisition No. Suppliers: Assigned PR Date/Time uester Amount Action [J
You have just added the shared = = Appeove .
requisition to your My PR Approvals [ 3019591 14 Mansfield Supply Incc[Jf§  Jeremiah 7/22/2020 359 PM  Nancy Patrylak 10000 USD D]
M_atht
folder. 2110185 B 0 Dell Marketing LP [ Jeremiah 12/20/2017 12:17 PM Terri Richard 10.00 USD O
Macht
2005171 2 Dell Marketing LP [ Jeremiah 12/13/2017 12:50 PM Rachel Requestor 8,068.59 USD )
a i~ Macht
# Resubmitted requisition
I Account: 1001 (Office Supplies): (All Values) [7 results]
4 L= Asset Approval [5 results]
Requisition No. Suppliers: Assigned PR Date/Time Recquester Amount Action J
Approver
[ 3019591 L Mansfield Supply Incc m Jeremiah 7/22/2020 3:59 PM  Nancy Patrylak 100.00 USD D]
Macht
3017052 24 Presto Print Il Inc Not Assigned  7/20/2020 3:04 PM  Nancy Patrylak 500.00 USD O
% 3014633 2 Mansfield Supply Incc /]~ Nancy 7/17/2020 11:24 AM  Nancy Patrylak 95.00 USD
From the My PR Approva]s f0|der, you Total Results Found: 12 All Dates
also have the following options on Sertby: [ Submit dare nevestfist____ v |
| d . v Show requisition details = expand all [ collapse all N Complet
pprove/Complete
selected requisitions. You can... + £ My PR Approvals 3 results]
Requisition Neo. Suppliers: Assigned PR Date/Time Requestei | Forward. ]
e Forward... Approver
3019501 AEE=="Nansfield Supply Incc Jeremiah 7/22/20203:58 PM  Nancy Patrylat | Return to Shared Folder
e Return to Shared Folder vl I
. 9 lace PR On Hold ]
2110185 B2 Dell Marketing LP | Jeremiah 12/28/2017 12:17 PM Terri Richard | | |
e Place on Hold Macht
e Add Notes to History —" Dell Marketing LP [ Jeremiah 12/13/2017 12:50 PM Rachel Requelyy 00 Notes o History 0
) . Macht
When you are ready to look at a
2 requisition, select the requisition number.
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Requisition Approval

UCONN

Screenshot

Adding Comments and Attachments

In the requisition, navigate to the

Requisition ~ : 3019591 -
Comments tab. -
ummary PO Preview attachments History
Select the plus icon
Records found: 0 Show comments for Requis... ¥
No comments have been added
Enter comment. Select individuals 1] to Requisition ~ : 3019591
receive the comment via email.
Summary PO Preview  Comments  Attachments  Histor
If the individual, you wish to select is not
"sted select Add recipient. Records found: 0 Show comments for Requis..¥ =~ =+
Within the User Search window, search \
for the recipient. ADDICOMMENT, v X
Once YOU,Ve added a comment and adding test commen This will add a comment to the document. If you select a user they will
. . . | indicating that a comment has been added to the
selected email recipient(s) click the ooee o e
check mark in the tOp rlght of the Email notification(s) | Add recipient
Add Comment WindOW. — :4 [ Jeremiah Macht (Appraver, Approved) <jeremiah.macht@uconn.edu>
i 1 cacters remaning el ./ Nancy Patrylak (Prepared by, Approved) <huskybuy@uconn.edu>
1 Comments can also be added, by using the - |
. . Attach file (optional)
Document Available Actions drop-down o ,
attachment Type @ File (O Link/URL
menu. File Name
File N )
Choase File Upload your file
. |
T
°
°
Unit @ n (UCon % Q
iment @ B
ce "
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Action

UCONN

Requisition Approval

Screenshot

From the Add Comment window, you can
also Add an attachment.

Select Choose File within the Attach File
section. Browse and select the file.

Then, select the check mark in the top
right of the Add Comment window.

In addition, you can attach a file by
navigating within the Requisition
Summary tab and scrolling down to find
the Add Attachment buttons.

Requisition ¥ : 3019591

summary PO Preview Comments Attachments History

Records found: 0 Show comments for Requis...¥

ADD COMMENT v X

This will add a comment to the document. If you select a user they will
receive an email indicating that a comment has been added to the
document

adding test comment|

Email notification(s) | Add recipient

D Jeremiah Macht {Approver, Approved) <jeremiah.macht@uconn.edu>

81 characters remaining

./ Nancy Patrylak (Prepared by, Approved) <huskybuy@ucenn.edu=

Attach file (optional)
2 . Attachment Type /|
You can add attachments in two places: L @R O
Internal: For comments and attachments File e S
Choose File Upload your file
that you do NOT want to go to the
supplier.
External: For comments and attachments ARELSHANY Gl M| cemwd
that are also available to suppliers. Requisition ~ : 3019591 ®
summary PO Preview comments @  Atachments @ Histo
Note: Attachments cannot be added to fternal o Bdemal o
documents once they have comp/eted the Internal Attachments Add Note to all Suppliers no value
approval workflow 4 restpar S S
. suppliers
Approving a Requisition
Review the requisition to ensure HUSKYBUY e T W | 0 KO ML
transaction is ok to approve. Roqulskion * o0V R » & ¢ [EEEg e, —
Here you have two options to approve Place en ol PR . [ em ]
1. Navigate to Document Available I
Actions drop down menu.
1 2. Navigate to the upper right
corner and select from the
Approve or Reject button.
7/19/2021 V-3.8 5-5
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Requisition Approval

UCONN

Action Screenshot
In addition’ you can approve a requisition, Total Results Found: 12 All Dates Assign ~ H
by clicking the Approve button within the Sort by:| Submit date newest firt e ?
. Show requisition details £ expand all collapse all Results pelfolder:-ll) v
list of Approvals from your My Approvals. R ’
pp y y pp < My PR Approvals [2 results]
Requisition No. Suppliers: Assigned PR Date/Time Requester Amount Action U
Approver
211018522 Dell Marketing LP [0 Jeremiah 12/29/2017 12:17 PM  Terri Richard 10,00 USD 8]
Macht
2005171 2 Dell Marketing LP [ Jeremiah 12/13/2017 12:50 PM  Rachel Requestor]| 8068.59 USD m]
 Resubmitted requisition Macht
2 | Account: 1001 (Office Supplies): (All Values) [7 results]
< Asset Approval [5 results]
Requisition No. Suppliers: Assigned PR Date/Time Requester Amount Action [J
Approver
3019591 Mansfield Supply Incc[Jf]  Not Assigned  7/22/2020 3559 PM  Nancy Patrylak 100.00 USD
301705224 Presto Print Il Inc Not Assigned  7/20/2020 204 M Nancy Patrylak  500.00 USD
%7 3014633 L% Mansfield Supply \n::m Nancy 7/17/2020 11:24 AM  Nancy Patrylak 95.00 USD
Patrylak
273243022 Dell Marketing LP 38 Not Assigned  8/7/2019 833 AM  Nancy Patrylak  896.51 USD 0
9 Resubmitted requisition
Returning a Requisition
In the requisition, navigate to the [ S KYRUY Unoet A :
. . Requisition ~ : 3019591
Document Available Actions drop-down = [ R
menu. L :
e Yy Shipping g Billing ’
From Available Actions, select Return to 5
Retur 1o Request e
Requester. . ‘ Focen 100
& 4
. ].IL ‘
You will be prompted to enter a Reason
for return.
) Return To Requester X
1 Click Save Changes.
|
A
000 characters remaining expand | clear
Characters heyond the limit are not saved, i.e., the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.
7/19/2021 V-3.8 5-6
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Support
HUSKYBUY UCONN (0 4se-2suv 2280)
Purchase Order Amendments (POAs)

Overview Purchase Order Amendments can be made by anyone in the Requestor and/or Approver roles. The POA will route
through the same approval workflow as a requisition.

Changing the price or the quantity of a line item (or adding a line item) on a non-catalog PO requires going back to
the original non-catalog form that created the requisition for the PO. This is explained in the 3" and 4th sections
here: Making Line Item Changes to a PO from a Non-Catalog Form.

Older Purchase Orders that were NOT created in HuskyBuy were converted into HuskyBuy before going live in
2018. Changing the price or the quantity of a line item on these older, non-catalog POs is still possible, but it works
a little different. See the fifth section for these cases: Making Line Item Changes to an Older PO that was
Converted.

Please note that line items cannot be added to these older, converted Purchase Orders.
Also, Price or quantity changes cannot be made to Purchase Orders from a hosted catalog or a Disbursement Voucher.
Also, DO NOT change quantity to zero as this will create an error during workflow.

Related Job- e Draft Requisitions
Aids e Requisition Approval
Contents Included within this user-guide you will find:

e Find and Open the Purchase Order

e Making Local Changes to the PO

e Making Line Item Changes to a PO from a Non-Catalog Goods & Services Form
® Making Line Item Changes to a PO from a Non-Catalog Blanket Order Form

e Adding a Line Item to a PO from a Non-Catalog Blanket Order Form

e Making Line Item Changes to an Older PO that was Converted
e Finalize the Revisions

Process Steps:

Step Action ‘ Screenshot

Find and Open the Purchase Order

workflow as a requisition.

The POA will follow the same approval HUSKYBUY _ucown | mare ] wow w o0 &y

Search for the PO you need to change either
by the Document Search or type in the PO
1 number in the Search field.

Requisition Forms v

D R

7/19/2021 V-3.8 5-7
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HuskyBuy User-guide Purchase Order Amendments (POAS)

Screenshot

Action

Making Local Changes to the PO

Making local changes includes things that are found in the Summary or Accounting Codes tabs of the Purchase Order. These can all
be changed by clicking on the local Edit buttons as shown below.

Changing the quantity or price of items on the Line Item of the PO requires going back to the Non-Catalog Form, which is described
in the next two sections. Also, DO NOT change quantity to zero as this will create an error during workflow.

Once you are in the PO, select the Summary HUSKYBUY  Ucomw v seeeo Q. somous W @ ¥O Dy
tab. You can edit any field where the pencil Purchass Order - © 2362174 Rivision 0 8 0 o -
edit button exists. ° °
B B aneral Information ipping Information 4 illing ment 4 v Completed
In each section that you open to edit, be Goneinformat ol B B i ’ S— .
1 |suretoclick the [X114 button before S = =
continuing. sa000
Related Documents. v
‘What's next? ~
1 AP-Storrs =
After m.a-klng changes, you WI” see that_the General Information & Shipping Infermation
PO Revision No. has a warning flag stating
. . PO/Reference No i
that there have been edits made since the matorr Ship To
last revision. - aun: Jeremish Macht | [y skyBuy  ucow
Revision N Room: 100
0 A Contains edits since last revision CS Chem Purchase Order * 3406569 Revision (| ~
Unit 6114
If you are only making General edits, and
. . Supplier Name 3 Discovery Dr (1)
you are done, go to the Finalize the B&H Foto & Electronics Corp Storrs, CT 06260-6114 _
.. . . . Ui d S
Revisions section to finish. e Steres Generainformation
Making Line Item Changes to a PO from a Non-Catalog Goods & Services Form
Scroll down to the Line Item Details at the Purchase Order - : 3292162 Revision 0 ®
bOttom Of the PO. Statl Summary Revisions @) Confirmation shipment Receipt smments Attachments History
If the PO is from a Blanket Order form, as
1 | shown in this example, you will only see the UL o -
prOdUCt descrlptlon We Wlll deSCfIbe Status  ltem Catalog No, Size/Packa Unit Price Quantity Ext. Price
. ging
changing this form later. o - - o 0
Scroll down to the Line Item Details at the Purchase Order ~ : 3382174 Revision 0 ®
bOttom Of the PO' Summary Revisions @ Confirmat Shipment: Receipts es mments Attachments @ History
If the PO is from a Non-Catalog Goods &
Services form, as shown in this example, it 0 -0~
Wi“ be Clearly indicated as ShOWI’\ here. Status  ltem Catalog No. Z::/Packa Unit Price Quantity Ext. Price
2 5 -
In the Line Item Details section, click on the MonCatelon Goods & Services -0
Non-Catalog Goods & Services link. Contract n0 vale
v Ethyl Alcohol - PERMIT # TF-CT-7 IS A m EA 500.00 Qty: 1 500.00
\ALID PERMIT
quest: Non-Catalog Goods &
Remember: If the Product Description is a catalog, or a Disbursement Voucher, making Product Description
a change to the PO is NOT allowed. ‘/D'Sb“'“"‘e"‘ NOREE)
1 Payment Details
7/19/2021 V-3.8 5-8
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Action Screenshot
: : : | Return Link
Back in the Form, click on the Purchase link. < Back to Purchase Order g
Non-Catalog Goods & S...  Instructions Request History | 7
Notice the < Back to Purchase Order link in
Form Number 150972 : : :
.. . P R Please use this form when ordering non-catalog Goods and services excluding the following:
the upper left corner. This is how you will ez TS
Status On Document « Confidential services (exscutive searches, employee coaching), please contact §-2259
H * Software and IT services, use the Software and IT Services Request form
return to your ca rt after makmg Changes- Instructions « Equipment purchases, use the Equipment Request farm
 EHAS purchases, use the Biological Agent, Clean Air Device, Radioactive Request form
. v o External Catering, use the External Catering Request form
Suppliers e Blanket orders, use the Blanket Order form
3 Form Fields ' This form will create a line item on a requisition once you submit your cart. Attach any back-up documentation related
to this purchase on the requisition. You can navigate through the form by clicking on Next or Previous. Although it is
Purchase v recommended to click Save Progress when you click Mext it will automatically save. If the supplier you wish to use is not
listed in the supplier search, you must FIRST request a supplier using the Request New Supplier form located in in the
Sourcing s left navigation bar Suppliers/Requests/Request New Supplier. The Request will route to Procurement for review and
approval.
Review and Submit . .
Please note, this form does not account for the following additional costs or considerations: warranty, 1P Ownership
considerations, additional costs for shipping, payment schedule considerations, software licenses and other types of
additional costs or considerations. If there are other, considerations or costs please state so in the Internal Notes field
on the requisition.
Al fields with Stars ® are required fields and must be completed prior to submission of the form.
o
Change the Unit Price or the Quantity in the || rudse o
. A Non-Catalog Goods & S...  Form Fields - Purchase Request Actions w | History | 7
appropriate field.
Form Number 150972 *
Response Is Required
. Purpose Procurement Request
When done, click on the Save Progress status On Document -
Goods or Services
button to save yo urc h a nges . Instructions Cheose either Goods or Services or choose beth if applicable.
*
S v Purchase Type
Then click on the < Back to Purchase Order — v @ooods O senices
link in the upper left corner to return to the Purchase ¢ cons
: Sourcing +  Goods Only (Services Section Below)
PO Wlth your new Cha nges. How many lines of Goods will your
Review and Submit requisition need?
4 | Note: Do NOT use the Next or Submit ; .
buttons when editing the Goods & Services et
Form. Always use the < Back to Purchase . R
Unit Price 400 USD  Quantity | 240000 v |, 9800UsD

Order link in the upper left corner to return
to the PO. Also, DO NOT change quantity to
zero as this will create an error during y

workflow. crevons | [ ) v >

Go to the Finalize the Revisions section to
finish.

Unit of Measure €A - Each v

Product Description | forys

Making Line Item Changes to a PO from a Non-Catalog Blanket Order Form

Scroll down to the Line Item Details at the Purchase Order ~ : 3292162 Revision 0 ®
bottom of the PO. mmary  Reveions @ Confommtons  Shpments  Receple e Commens  Atachments  Hstoy
If the PO is from a Blanket Order form, as

1 |shown in this example, you will only see the 1ftem o -
product description. Click on the Product Status - flem Cofsloalio, - SefPecke Unitfiee - Quentiy Bt Prce
Description or the link. Mo o0 e w0
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Action

Purchase Order Amendments (POAS)

Screenshot

Blanket Order

The Blanket Order window will open up.

Form | History

Make the desired changes to the Blanket
Order form. You can change the

Available Actions: Save

Instructions

AP et R B P B o T et St i e, ot i, i i sncacticocpeitn, | ghee!
e Product Description - - -
Supplier Information ? PO Information
e Blanket Amount, or s B84 Pt 8 i Corp e oo et s e
2 e The Commodity Code. Prodat Deaption -
. hasacters remai pand |
When done, ensure that the “Available Blonket Amount T
Actions” setting is set to Save and click GO. CommodityCode 20
Previous Year's Purchase Order Number
Close the Blanket Order window. e
To p o the top of the page and choose an option  Return 10 Tog T
s E ACTIONS menu
Back in the PO, confirm that the changes are | | Purchase Order ~ : 3292162 Revision 0 ®
dlsplayed CorreCtly In the Llne Item Details Status Summary Revisions @  confirmations Shipments Receipts nvoices Comments Attachments Hig
section.
3 1 Item O ~
Status  Item Catalog No. Size/Packa Unit Price Quantity Ext. Price
ging
v n9s [ 100.00 aty: 1 100.00 ] -0

Adding a Line Item to a PO from a Non-Catalog Blanket Order Form

Complete steps 1 and 2 from the previous
section except do not save and close the
Blanket Order window. Instead, under the
“Available Actions” menu, choose Add to PO
Revision and click GO.

Blanket Order

Form History

HUSKYBUY
UCONN

~ | [dose| &

Available Actions: | Save

Save

Add and go to Cart
Instructions | 4 1o Cart

This form will create a Blanket / Standing purchase order for recurring, nont
Add 1o Draft Cart or Pending PR/PO

Use this form for lang-term purchase orders for repeated deliveries of go
ook at the last year's spend to avoid multiple change requests throughou iR ERELLSLENEENT

jount you should

Please note this form does not account for the following additional costs of Add to Favorites
and ather types of additional costs or considerations. If there are other, cor
tab on the Requisition and attach any associated documents.

considerations,
& Comments
Add to new Cart

Type the PO you would like to revise in the
search box that appears. Then click the +

Add New PO: Search Purchase Orders

HUSKYBUY
UCONN

sted Date: All » 3230089 Q @ AddFilter ~
symbol to the right to add the new line. _ _ _
2 PO Created Requisition Shipment Matching
Number Supplier Date/Time ~ PO Status Number P\Eparsd For Status Status Total Amount
3230089 B&H Foto & Electronics 12/3/2020 Completed 3129466 Jeremiah SentTo No Matches soousp  *
Corp 8:45:19 AM Macht Supplier
You will be directed back to the Blanket e svaiable Actions: (A3 12 PO Revimon v [ [ciam]
Order form. Notice the green success Form  Hisory P
message. Now you can close the window.
Instructions

This form will create a Blankst / Standing purchase order for recurring, non-catalog transactions.

Use this form for long-term purchase orders for repeated deliveries of goods or services. When determining the amount you sho
look at the last year's spend to avoid multiple change requests throughout the year

Please note this form de

not account for the following additional
al costs or considerations, If there are ot
L

ot considerations: warranty, IP Ownership consideratior

and other types of a widerations or costs please state so in the Comments
1ah a0 jelt

Back in the PO, confirm that the changes are
displayed correctly in the Line Item Status
section.

Line Item Status
Product Description
1 test stuff |

2 v teststuff |

Catalog No Size / Packaging Uit Price  Quantity

500 1

500 1

7/19/2021 V-3.8
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Action

Purchase Order Amendments (POAS)

UCONN

Screenshot

Making Line Item Changes to an Older PO that was Converted

Scroll down to the Line Item Details at the
bottom of the PO and click on the Product

Line Item Details =

Hide line details

Product Description CatalogNo  Size / Packaging Unit Price Quantity Ext. Price
Description or the more info... link. e e i o ok e S
BLDG INSPEC OFFICE. TERM OF PO: 7-1-2017 TO 6-30-2018 >  more info..
&l Accounting Codes values have been overridden for this line it
1 ode 250 Requisition Number 2243550 view | print
Hardware Equipment and
Supplies
AuxPartiD
Total 354.15 USD
Change the price or the quantity in the Non Catalog ltem f,
popup box that appears and click Save when || Mansfield Supply Inc 7 :
done_ 1527 Storrs Rd, Storrs Mansfield, CT 06268-1319 US ;"
Product Description Catalog No. Product Size Quantity  Price Estimate Packagin§
2 Note: You cannot add a new line item to a BLANKET ORDER NOT TO - T 35415 e §
Converted PO EXCEED...... FOR THE PURCHASE OF b
: 86 characters remaining expand | clear g
& Product Details ‘g
N
m Cancel g&
Finalize the Revisions
Please Note: By default, all revised POs will be distributed to the supplier on the PO.
If you do NOT want the revised PO to be
dispatched to the supplier, be sure to check Non-Quantity PO O
the Do Not Distribute PO to Supplier box in
1 the General section of the PO before istribute POto. ./
finalizing.
. A
Then, click Save Changes.
Verify that the changes are reflected
correctly in the PO. HUSKYBUY  UCONN
. Purchase Order * 3406569 Revision 0 ~
) When you are done editing, go to the =~ T
Document Available Actions drop-down list - Ad
at the top of the PO, and select Finalize Senerallormation LB
Revision from the list.
7/19/2021 V-3.8 5-11
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Action

In the popup text box that appears, it is very
important to specify what changed AND the
reason for the change.

Click when done.

Note the warning that Finalizing the revision
does not automatically save the changes
that you made. All changes must be saved in
their individual Edit boxes or forms.

The PO is placed in workflow and the
revision document will be created during
distribution.

Purchase Order Amendments (POAS)

Route PO To Workflow

NOTE: Finalizing a revision will not automatically save changes.
Save changes in the po document prior to performing this action.

PO No.

Screenshot

3382174

Updated account]

5 characters remaining

PO/Ref;

Purchase Order ~

@ vouare viewing a purchase order that has been revised

General Information

3382174 Revision 1

summary Revisions o Confirmations

3382174

sion No 1 ]

UCONN

To view Approvals go the Status sidebar and
view the What’s Next? section.

Purchase Order ~ : 3382174 Revision 1

L]

General Information

52174 shipTo

Shipping Information

Billing/Payment

8ilTo

Subenited
£0 Notihcation
-

L PO Requles Cost Matching

e PO Export 10 ERP.

POOistribution

Gl y

Click on the Revisions tab to see all of the
revisions on the PO.

Purchase Order ~ : 3382174 Revision 1

-

| @ vou are viewing 3 purchase order that has been tevised

Records found: 2

RevisionNo.  Revision Date Revision Name Revised By
5/10/2021 11:46 AM PO Revision System
original 5/7/2021 1:34PM  original System
ESTFILE (Header)
7/19/2021 V-3.8 5-12
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Strategies for Splitting Line Items on a PR or PO

UCONN

HUSKYBUY UCONN
Strategies for Splitting Line Items on a PR/PO

Support

(860) 486-2BUY (2289)
HuskyBuySupport@UConn.edu

This user-guide will explain how and when to split line items on a requisition or a PO. The first half will show the

different ways to split the costs on a requisition or a PO, along with the pros and cons of each. The second half will
explain how to do it. This procedure can be used on Requisitions and POs that come from a catalog supplier, a
non-catalog form, or a Disbursement Voucher form.

It will help your understanding if you are familiar with the related job-aids listed below.

Setting Your Profile Preferences

Shopping with Forms

Shopping with the Blanket Order Form

Draft Requisitions

Purchase Order Amendments

Overview

Related Job- °

Aids °
[ ]
[ ]
[ ]

Contents

Included within this user-guide you will find:

e Splitting Accounts in the Header
e Splitting Accounts in the Line Item

The following examples show a Blanket Order being split three different ways in the draft requisition. The choice about
which method to use when splitting the cost between two or more accounts may depend on how the invoice will come
in. If you know the percentages of the splits, splitting in the header is the most common way to do it.

Splitting the order in

the Header:

Requisition ~ :

Summary PO Preview

Accounting Codes

Iltem

Blanket Order for parts

@ values vary by line

Chart Account

uc 2925000

uc Purchasing
nstitut

uc 2551010

uc Physiology &
SUrob

uc 2925000

uc Purchasing
(stitut

1 ltem

3265085

Comments

Attachments

Sub-Account  Object Code
no value 6636

Printing And
no value 6636

Printing And
no value

6220

story

(Header Split by Percentage)

Sub-Object Project Org Ref ID Bank
no value no value no value 15

i ursement
no value no value no value 15

P irsement
no value no value no value

15

isbursement

¢

Header Level Accounting Codes

B&H Foto & Electronics Corp - 1 ltem - 10,000.00 USD

Catalog No. Size/Packaging

Account

Supervisor

afd 14007

Danisls Grec

Cat

gfd1

Danie

mir04001

4001

Unit Price

10,000.00

Org CG
1566 no value
Procurement
1301 no value
Physiology an
surobiology
1566 no value
Quantity Ext. Price
Qty: 1 10,000.00

% of Price

333%

33.3%

33.4%

°
°
number of line items.
7/19/2021

Splitting accounts in the header can only be done by percentage.

V-3.8

Every invoice that comes in will be split between these 3 accounts at these percentages, regardless of the
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Splitting the order in the Line Item by price:

Accounting Codes ( Line item splits by price overrides the Header ) &S v
o,'auf.‘-':- y by —/
Account (ﬁ
Chart Account Sub-Account Object Code  Sub-Object Froject Org Ref ID Bank Supervisaor Org CG % of Price
uc 2925000 no value no value no value no value 15 gfd 14001 1566 no value 33.3%
uc Purchasing g AP Daniels, Gregery  Pr
stitut rsement
uc 2551010 no value 6636 no value no value no value 15 mir04001 no value 33.3%
uc logy & Printing And AP Cahill,Michelle
Neuro Binding Disbursement
uc 2925000 no value 6220 no value no value no value 15 gfe 14001 no value 33.4%
uc Purchasing Collection Fes AP Daniels, Gragary N—
stitut Disbu
1 Item | Header Level Accounting Codes ) O -~
) ( Line Level Accounting Codes
B&H Foto & Electronics Corp - 1 ltem - 10,000.00 USD O
Iltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Blanket Order for parts 10,000.00 Oty: 1 10,000.00 fee D
~ CODES Values have been overridden for this line " Tl
Sub Account (ﬁ
Chart Account Account Object Code Sub-Object  Project OrgRefID  Bank Supervisor Org CG Armount of Price
uc 1015200 ne value 6636 no value no value ne value 15 jec14013 no value 5,000.00 USD
mf - Avery Printing And AP campbell, Jeremy get and Planning-
Paint ginding Dishursement E
uc 2500190 no value 6636 no value no value no value 15 wil06001 1151 no value 4,000.00 USD
Agriculture- Printing And AP Lunt,Winnie Agriculture Health Natura
D Sinding Res
uc 2925000 no value 6220 no value no value no value 15 gfd14001 1566 no value 1,000.00 USD
Purchasing Collection Fee AP Daniels,Gregory ~ Procurement Services

nstitut

shursement

e Splitting the line items by price should only be done if you know the invoice will be paid in full. AP personnel will
not know how to apply the payment if it is for less than the full amount. (See the Example below.)

e Splitsin the line item will override any splits that are in the Header.

Example:

In this example where the line item is split by price, and an invoice comes in for less than the full amount, $4,000 for
example, AP will not know where to apply it. For this reason, their default strategy is to apply it to the top line first.
That will leave $2,000 remaining on the top line. If another $4,000 invoice comes in, $2,000 of it will be applied to
the top line and the rest to the second line. This will continue on until all of the accounts are paid off.

In order to avoid this behavior, it is best practice to always split by % of Price, unless you know with absolute
certainty that the invoice will always come in for the full amount.

Note:

Even though we are describing changes to a Purchase Requisition here, splits can be made to either the Requisition
or the Purchase Order following these procedures. It is the exact same pop-up window that is used for both.
However, once an invoice has been processed on the order, no more changes can be made for splitting accounts.

7/19/2021 V-3.8 5-14
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Splitting the order in the Line Item by percentage:

. >
Accounting Codes ( Line item splits by percentage ) £
o Value al e

Account
Chart Account Sub-Account Object Code Sub-Object Project Org Ref ID Bank Supervisor Org CG
uc 2925000 no value 6636 no value no value no value 15 gfd14001 1566 no value
uc Purchasing Institut Printing And Binding AP Disbursement  Daniels Grego Procure
ervic
| Header Level Accounting Codes )
1 Item 9 0 -
( Line Level Accounting Codes

B&H Foto & Electronics Corp - 1 ltem - 10,000.00 USD O

Item Catalog No Size/Packaging Unit Price Quantity Ext. Price

Blanket Order for parts 10,000.00 Qty: 1 10,000.00 --O

- CODES Values have been overridden for this line ¢ i

Account

chart Account Sub-Account  Object Code Sub-Object Project org Ref ID Bank Supervisor org [vic] % of Price

uc 1015200 no value 6636 no value no value no value 15 Jec14013 no value 33.3%

e mf - Avery Point Printing And AP Disburseme Campbell Je

Bir

uc 2500190 no value 6636 no value no value no value 15 wilD6001 1151 no value 33.3%

uc Agriculture-Dezn P s d AP Disbursement  LuntWinnie Agriculture Health Natura

uc 2925000 no value 6220 no value no value no value 15 gfd14001 1566 no value 33.4%

uc Purchasing Collection Fee AP Disbursement  Daniels,Gregory  Procurement Service:

nstitut

e Splitting the line items by percentage will override any splits that are in the Header.

e Each invoice that comes in for less than the full amount will be split according to the percentages that are set in
the line items.

Process Steps:

Screenshot

Splitting Accounts in the Header

HUSKYBUY UGCONN aie S—— a  wocomusp W @ D Oy

»

In the requisition, or the PO, you can either
scroll down to the Accounting codes section

Requisition = : 3264827

-
or click on the Filter View eye icon to display | i \
) X - ° T ’on
the accounting codes only or view line items | i
only. ® o ~
Click on the Pencil Edit button in the header 1 N
1 section. B&H Foto & Electronics Corp - 1 tem - 10000.00 USD o —

Accounting Codes section will allow you to
make changes at the Header level which
affects all lines on your requisition. The
Accounting Codes section allows you do split
your lines by only percent of price.
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Step Action

In the resulting Edit Accounting Codes pop-
up screen, click on the add split icon right of
the screen.

Note: At first glance, you won’t see an
option to split codes, recalculate/validate or
view your code favorites but if you hover
your mouse over the code screen these
icons will appear:

+ = Add a Split Account Code
¥ = Recalculate/Validate Codes

¥ = Code Favorites

Strategies for Splitting Line Items on a PR or PO

Screenshot

UCONN

Every time you click on the add split icon,
another line is added to the header.
(I clicked it twice in this example.)

Add the account codes and the percentages
you want to use. Notice that the % of Price
drop-down in the top right corner. This is
the only choice you have in the header.

Notice also that if you have your account
codes setup in your profile preferences, you
3 |can select from that shorter list by clicking
on the link within your Code Default Profile
Values OR Code Favorites. See the Setting
Your Profile Preferences user guide for more
information.

Note: The account fields have either an
arrow or a magnifying glass.

[ g Code Default Present
Q = Search for Code

Codes

Edit Accounting Codes

Profile Values

Organization Values

When done, click on the recalculate /
validate values icon to confirm the values.

Click Save to complete.

After completing you may see a message in
the status sidebar such as this example.
Make sure you have unique account strings
in your split accounts.

Spirt Total 100%

Draft

9 Correct these issues.
You are unable to proceed until addressed.

Duplicate Splits: Each Split in a group should be
unigue and 2 or more rows in this group have the
same value(s). Please modify one ar more of the
TOWS.

7/19/2021
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Action Screenshot
You will be returned to the requisition or PO | | Ascountng codes oy
to continue. Sub- Account
Chart Account Account Object Code Sub-Object  Project Org Ref ID Bank Supervisor Org cG % of Price
uc 2925000 No value 6636 no value no value no value 15 ofd14001 1566 no valve 333%
uc 2551010 no value 6636 no value no value no value 15 mir04001 1301 ne valve 33.3%
uc 2925000 no value 6220 no value no value no value 15 ofd14001 1566 no value 334%

Splitting Accounts in the Line Item

The Line Items section will allow you to

POl HUSKYBUY  UCONN A Search (ts0) a  opooous W @ M O
make code changes that only affect the line - ——— TR
you are updating. “ - i
In the requisition or PO, select the 3 Dot ) UL :
1 Menu button and click Codes on the line o B Pots & lcironics Co -1 e 10,000,001 O :
Total (10,000.00 USD) e
level. - R el K S
& Blan v 0,000-60 i e O 10,000.00
e ]

This procedure is identical to splitting the

accounts in the header, with one exception:

The line item section allows you to split your _

lines by both percent of price and amount
Of price. of Price
Amountof Erice LUine subtotal: 10,000.00 USD

33.30 ] Spii Total 160,00 USD

2 Remember the caveats of splitting by price. -

e Splitting the line items by price should
only be done if you know the invoice will o L s =N
be paid in full s
e AP personnel will not know how to apply
the payment if it is for less than the full
amount.

When done, click on the recalculate / .

. . . Draft
validate values icon to confirm the values.

Click Save to complete. € Correct these issues. v

. ) You are unable to proceed until addressed.
After completing you may see a message in

the status sidebar such as this example.
Make sure you have unique account strings
in your split accounts.

swmun Duplicate Splits: Each Split in a group should be
o unigue and 2 or more rows in this group have the
same value(s). Please modify one or more of the
TOWS.
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Action Screenshot

You will be returned to the requisition or PO | #ccounting codes oy
to continue. Notice the Values vary by line O i A"
Account
an d Values have been overridden m essages Chart Account Sub-Account Object Code  Sub-Object  Project OrgRefID  Bank Supervisor  Org c6 % of Price
uc 2925000 no value 6636 no value no value no value 15 ofd14001 1566 no value 33.3%
If changes need to be made, edit the codes Disrsomet
H H H uc 2551010 no value 6636 no value no value no value 15 mir04001 1301 no value 33.3%
to bring up the pop-up window again and
o : B o
re peat th I s p rocess . uc 2925000 no value 6220 no value no value no value 15 ofd14001 1566 no value 33.4%
nstitut = ' ervice:
1 Item Header Level Accounting Codes ) o~
B&H Foto & Electronics Corp - 1 Item - 10,000.00 USD ( Line Level Accounting Codes
4 item Catalog No. Size/Packaging Unit Price Quanti Ext. Price
Blanket Order for parts 10,000.00 Qty: 1 10,000.00 cee D
A CODES Values have been overridden for this line @ T
Sub- Account
Chart Account Account Object Code  Sub-Object  Project OrgRefID  Bank Supervisor  Org @3 Amount of Price
uc 1015200 no value no value no value no value 15 jec14013 no value 5,000.00 USD
Point ent '
uc 2500190 no value 6636 no value no value no value 15 wil06001 1151 no value 4,000.00 USD
e S -
uc 2925000 no value 6220 no value no value no value 15 gfd14001 1566 no value 1,000.00 USD
titut ' Disbursement
Here we edited the lines and changed it e o-
from the Amount of Price to a % of Price. B&H Foto & Electronics Corp - 1 kem - 10,000.00 USD
em Catalog No Size/Packaging Unit Price Quantity Ext. Price
lanket Order for part 10,000.00 aty: 1 10,000.00 |
A~ CODES Values have been overridden for this ine &
Sub- Account
5 Chart Account Account Object Code Sub-Object  Praject OrgRefID  Bank Supervisor org G %of Price
uc 015200 no value 6636 no vaive no value nao value 5 jec14013 1535 no value 333%
ue 20N rowle 6% nowbe nowhe  novabe 15 wiogom1 1151 san
uc 2925000 no value 6220 no vaiue o value no value 15 gfd14001 1566 no vaiue 334%

Remember:

Even though we are describing changes to a Purchase Requisition here, splits can be made to either the Requisition or
the Purchase Order following these procedures. It is the exact same pop-up window that is used for both. However,
once an invoice has been processed on the order, no more changes can be made for splitting accounts.
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Assign Substitute Approver

Overview This user-guide will assist you with assigning a substitute Approver when an Approver is unable to tend to the
carts/documents assigned to them, i.e. vacation, personal leave, etc., the Approver may “Assign” a Substitute
Approver.

The Substitute Approver will receive all future orders until the Approver unassigns the Substitute.

When there is not a secondary approver on a workflow step and/or department rule, to ensure requisitions are
processed in the approver’s absence, the approver can assign a substitute approver.

Related Job- e Assigning / Unassigning Carts
Aids e Requisition Approval
Contents Included within this user-guide you will find:

e Assign Substitute Approver

Action Screenshot

Assign Substitute Approver

Click on Orders > Approvals > Assign POl HUSKYBUY  UCONN
Substitute Approvers-... Shop » Shopping » Shopping Home

You can choose 3 document types:

1. Requisitions

Search Requisitions to Approve
Purchase Orders to Approve
2. Purchase Orders My Orders
Procurement Requests to Approve
1 Approvals v
3. Procurement Requests Requisitions Recently Approved By Me

Purchase Orders Recently Approved By

Procurement Requests Recently Approv...

Assign Substitute Approvers-Procureme

Approval Notifications

Choose either Assign Substitute to All

Requisition Folders or Assign for only one S — - —
fo'der Al Folder Results titution Actons v
2 : Search Details Sort by: | Folder name ascending v 1l Pagetot1lz] ?
Folder Name Approver Substitute Action
Filtered by x s Aipioinic ey =y
Type: Requisitions
| Assign |
Refine Search Results s =3

Enter desired name in the Substitute Name . .
field shown here to locate the Approver you Assign Substitute Assign Substitute
wish to assign as your substitute. include Date Range for Substtutior Include Date Range for Substitution

Substitute Name * Approver, Amanda x Q

Matches to your desired name will appear.
Select the appropriate one.

Start Date * 09/29/2020 12:00 AM ®©

mm/dd/yyyy hvmm a

End Date *

If desired, choose a start and end date range
and click Assign.

10/03/2020 12:00 AM ©

mm/dd/yyyy humm a

* Required Close
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Supplier PO Invoice Approval

Overview

Approvals

Matching
Tolerances

Contents

Supplier Invoices are entered by Accounts Payable or via the supplier portal by the supplier. They can also be
uploaded electronically as an E-Invoice by the supplier.

Fiscal Officer approval is needed for invoices over 250.00 for a payment to go out. For invoices under 250.00 the
Fiscal Officer will get a notification that an invoice has been processed.

Pl approval is needed on grant funds using the object code of 6603, 6604, 6626 or 7650 and when CG
Responsibility Group is populated on the line of coding.

AP can enter invoices if within 10% on the line, but not to exceed $250.00 (except Construction & Personal Service
Agreements)

Receiving is needed if PO is over $5000 and/or if they contain the following 7 commodity codes:

371 (FOB Chemicals) 372 (Janitorial Chemicals) 405 (Pharmaceuticals) 900 (EH&S Radioactive)
930 (EH&S Clean Air Devices) 940 (EH&S Restricted Equipment) 950 (Regulated Waste)

Construction Tolerances; Receiving is NOT required for Construction Orgs, 1731, 1832, or 1863.

SPS Tolerances: Receiving is NOT required for object codes = 6603, 6604, 6626, 6638 or 7650 and when CG
Responsibility Group is Populated.

Included within this user-guide you will find:

e Approving a Supplier Invoice

Process Steps:

Step

Action ‘ Screenshot

Approving a Supplier Invoice

After reviewing the attached supplier soonusp w0 (@O @y
invoice for accuracy Assign the invoice to
. . 3of 5Results + < > H
yourself. Once assigned you will get the
options to Approve & Next, Approve, and
Return to Shared Folder for another FO to
assgn to themselves.
B&H Foto & Electronics Corp v
NOTE: If you don’t have the option to Supplier Inveice No 12366655
1 approve, then your invoice is un-matched.
. Total (1,000.00 UsD) v
Go to the Matching tab to see the error
message. Subtotal 1,000.00
Terms Discount 0.00
=<« Unmatched 2 Way 1 Discount 0.00
PO/Invoices ARE Tax 0.00
NRA Tax 0.00
MATCHING EXCEPTIONS Shipping 0.00
» Invoice extended price exceeds PO by: Handling 0.00
4/400.00USD Sales Tax 0.00
7/19/2021 V-3.8 6-1
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Action

Supplier PO Invoice Approval

UCONN

Screenshot

Approve & Show Next - Allows you to
— you ) sooousp W D a4 9
approve the current invoice then will
2 move to the next invoice pending
approval. Tof 11 Results w 4 > l Approve & Next I
Approve - Provides the ability to approve O
o ) s00.00usb W Q| A2
the selected invoice.
3 1of 11 Results + 4 » Approve & Next -
Approve
Return to Shared Folder — Allows you to
, you! ) soooousp W D 4 g
replace your assigned document back into
the shared folder for another person to
. assign to themselves. 1 of 11 Results + 4 > Approve & Next -
Approve
[Return to Shared Folder ]
Get more actions - click on the document HUSKYBUY UCONN
dropdown arrow at the top of the page. Invoice - momD
5 Summary Matching Approve & Next
Approve
General Return to Shared Folder
Return Invoice
Return Invoice - This will return the Invoice * 1000707 ~
invoice to the invoice owner or invoice summery  waicning | Approve & Next
creator. If you select a user, they will Approve
receive an email indicating that an invoice General F°'d”
eturn invoice
6 has been turned. A comment is needed to T i Ie——
let the recipient know why the invoice is PaysiEus  NPH e
being returned_ veice Number 1000 Add Comment
Supplier Invoice 1238 Add Notes to History
No
Place Invoice on Hold - This places the Invoice * 1000707 ~
invoice on hold and prompts you to add a summery  Matching | Approve & Next
note. The hold will show on the approval Approve
tab and history tab. This will prevent General :e“m ‘msmd Fotder
7 . . . o eturn Invoice
anyone else from taking action on this i
invoice. Pay statu "PY Forward
ce Number 1000 Add Comment
Supplier Invoice 1236 Add Notes to History
No
7/19/2021 V-3.8 6-2
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Supplier PO Invoice Approval

UCONN

Action Screenshot
Forward - Occasionally, an approver may Invoice * 1000707 ~
decide that a different individual is a more summary  watcnng | Approve & Next
appropriate approver for a invoice. Using Approve
this feature will relinquish your General :::: ‘t:f:a:d Folder
8 approval. You will get a prompt to add a e el ool
veice Number 1008 Add Comment
Supslierinwoice 1235 Add Notes to History
o
Add Comment - Choose who you would Invoice * 1000707 ~
like to send an email regarding the summery  Metchng | Approve & Next
comment. By default, the current user Approve
(typically AP staff) and the requisitioner General gz:: ‘t:i':aemd Folder
are listed. Users are listed with their oceType el e o Hold
9 relationship to the invoice (i.e. Receipt Pay status P Eorward
Creator, Requisition prepared by, etc.) If cica Number 1004
you would like to email other users, click uwplermoice 1238 Add Notes to History
the add email recipient... link and locate
those users. Comments can be added
after the invoice is created.
Add Notes to History — Allow you to add Invoice * 1000707 =
notes to the history tab summary  wacning | Approve & Next
Approve
General Return to Shared Folder
Return Invoice
10 "™ Blace Invoice on Hold
"PT Forward..
1008 Add Comment
e
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Creating a Quantity Receipt

Overview HuskyBuy requires the user to create a quantity receipt for recordkeeping purposes.
This is REQUIRED on all quantity PO’s over $5000 and/or if they contain the following 7 commodity codes:

371 (FOB Chemicals) 372 (Janitorial Chemicals) 405 (Pharmaceuticals) 900 (EH&S Radioactive)
930 (EH&S Clean Air Devices) 940 (EH&S Restricted Equipment) 950 (Regulated Waste)

(Construction does NOT require receiving.)
Contents Included within this user-guide you will find:

e How to create a quantity receipt
e How to indicate that you have received and returned goods

Process Steps:

Screenshot

Step Action ‘

How to create a quantity receipt

Navigate to Documents on the left blue HUSKYBUY UCONN
bar navigation menu and then click on Accounts Payable » Invoices » AP Home
Orders/Purchase Orders in the pop-up
window. .
1 Orders
Search »  All Orders
Contracts
My Orders Requisitions
Payable Approvals
Procurement Requests
Type in the purchase order number A Home HUSKYBUY  UCONN
and enter‘ Orders » Search » Purchase Orders
W st = Search Purchase Orders
2 .
r° e Quick Filters ly Searches Created Date: All ¥ | Quick search
From the search results, open the Purchase Order * 3406569 Revision 0 ~
purchase order by clicking the PO
number. Status Summary Revisions @  confirm  Add Comment
. . Add Notes to History
This will open the purchase order. o N
3 General Information Finalize Revision
From the Purchase Qrder dr?p-down box, R S T T
select Create Quantity Receipt. T
Create Credit Memo
Revision No 0
Create Invoice
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Action

UCONN

Creating a Quantity Receipt

Screenshot

How to indicate that you have received goods

The receipt will be automatically = e ""’g
populated with the PO information -
including remaining number of items to
be received. —"
If you have a multi-line PO but only want i o
to receive one of the lines, check the box 2 : -
4 next to the lines you do not want to
receive. Then hit GO to “Remove Selected
Items”
Receipt Lines
You will be left with only the line items o
you want to receive. o " )| [ et
Add any additional information such as Py - ===
Packing Slip, Attachments, Carrier, A——
Tracking or Notes. ———
Review the line level data. Make any
> updates as needed. -
——
-
PoNa. PO Product Hame Coeeg Cucen e nesons At
It's best practice to attach the packing slip Receint s
Line Details
to this document. o
Click Save Updates, then Complete. o T i S = iy L
6
| Dcicte [ Ac PO f Sove Upeates | Compet |

7/19/2021
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HUSKYBUY UCONN

UCONN

(860) 486-2BUY (2289)
HuskyBuySupport@UConn.edu

Document Searches

Overview Within HuskyBuy, you can search for documents such as requisitions, purchase orders, invoices, receipts and

procurement requests.

Contents Included within this user-guide you will find:

e Searching for Documents

e Refining your Search
e Saving Search Results

Additional Please note: Shoppers only have access to orders they shopped for. Also, shoppers cannot view or search for
Processes another shopper’s orders.
Process Steps:

Step Action

Searching for Documents

Screenshot

Use the icons on the left to go to

or specific documents such as
requisitions, purchase orders,
receipts, or invoices.

Orders > Search to search all orders,

Q Contracts
A

Accounts

Payable

Suppliers

Sourcing

HUSKYBUY UCONN

Search _> »

Quick search
All Orders

Requisitions

Purchase Orders
Procurement Requests
Invoices

Receipts

You can narrow your search down
with the filtered menu. In the Type
of Order dropdown, select from the
list - Requisition, Purchase Order,
Receipts or Invoice. Add filters using
2 the various dropdown menus

Your saved searches are known as
Favorite searches.

S o 2

30

m
i

&

Orders

Contracts

Accounts
Payable

Suppliers

Sourcing

HUSKYBUY UCONN

] Invoice
] Purchase Order
] Receipt

] Requisition

7/19/2021
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Action

Document Searches

Screenshot

Select a date range from the Created
Date dropdown list and click Apply
when ready. This defaults to last 90
3 days.

HUSKYBUY UCONN

!

= Search All Orders
Quick Finers
Suppller v € Pagell QA
@ Within  Last 50 days
@ Onder
@ | O e v | Otetween B
] [
@« I
o
v . i requistion WIS Jeremish

and

Wi

Ireated
B e

133 AM
26 AM

SFTT202T 0222 AM

Refining your Search

Here is the sample result from oy sy ¢
. . = Search All Ord Msaers v  Avinfites v & -
selecting All from the previous careh ATTIEErS
Fiscal Year. Quick iters 1 . s . = | cucee Qe )
Supplier - <« > Page 1 of 5 1-200 807 Results & : v l
Note that you can continue to refine - g
the Search resu|tS Wlth ﬁlters along (2 [] 'dentifier ¥ Type Order Status  Order Owners Date/Time @ Date ¥  Supplier Total Amount ¥
1000 Invoice i 1832 Unifier 730721 - Tumer Construction Co 300,00 US|
1| the top of the page. K | etarp | 2 g con e
US Electrical Services Inc (R Narapareddy
For eXample, we will click on the N ! O 100048 Invoice  (PeRding 1832 Unifier 6/30/2020 124 Hotel LIC © 700,00 USD
. . Raja Sekhar Theja 214:31 PM
Add Filter > Supplier to show Naraparedy
only the requisitions for Supplier ] 269 E:;{E’:ase Jereniah Macht -16"29'31‘32?1 :rf;eﬂoerr.\‘ Mansfield Supply Incc 300.00 USD
B&H Foto.
A pOp—up WIndOW appears n Order Type of Order: All = Created Date: Previous Fiscal ... = | Quick search Q @ AddFiter ~ \ d
to select the supplier, or group of
. . < > Page 1 of 5 1-200 of 807 Results supplier Ee
suppliers, you want to filter by.
Select the supplier and Apply. Sy | O supplier
[ !'dentifier ¥  Type Order Status  Order Owners Date/Ti [ supplier Classes
[0 1000482 Invoice Pending 1832 Unifier 6/3 L Supplier Name Range
Raja Sekhar Theja 2:21:25 PM =4

Search All Orders

Hsaeas »  Apinfiters ¥

e Orclick Clear Filters to start over

Quick Filters My Se Type of Order: All ¥ Created Date: Previous Fiscal ... ¥ | Quick search Q @ AddFilter ~
Supplier: B&H Foto & El.. ~ %
Department v
bh ford 1
Procurement Services 13
(1566) (3] Advanced Syntax Help
Accounts Payable (1560) (@D [ bhfoto Order @ Completed
© show More +/" B&H Foto & Electronics Corp 9 |emEs Dete/Time. @ Date " Supplier
Jeremiah 6/11/2020 6/11/2020  B&H Foto & Electronics
Order Owners M Macht 11:52:18 AM 11:55:08 AM Corp @
Macht, Jeremiah Jeremiah 6/11/2020 6/11/2020  B&H Foto & Electronics
Richard, Terri [ 2] Order Macht 11:44:17 AM 0720 PM Com @
The new results are displayed. You ey
f . = Search All Orders - 4 in Filter
have many choices here. You can:
Quick Filters - Cr i - Q @ Add File
e Export the list to a CSV file I - x
Department v
114 of 14 Resuits o v
. Procurement Services
e Save search to your Favorite (1566) L2
Accounts Payable 0 @ Order Order Created Completed
Searches [] Identifier ¥  Type Qrder Status  Owners Date/Time Q) Date w  Supplier Total Amount ¥
3 order Ow [m] 72 Ivoice [ complet= JEESIF 6/11/2020 6/11/2020 B&H Foto & Electronics  £,000.00 USD
rder Owners SS00AM Corp
° Remove the Check'mark and Macht 11:52:18 AM 11:55:08 AM Corp @
Macht, Jeremiah ) .
. . [mBELE: purchase (Il Jeremish 6/11/2020 6/11/2020  B&H Foto & Electronics  12,113.00 USD
filter by something else Richard,Terr order wach; VA A0720R Corp0
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Action

Document Searches

Screenshot

UCONN

Saving Search Results

Click on the Save As link.
Give your results a nickname.

Add your results to either a personal
or shared folder.

Save Search

Step 1: Details

Click Save.
Nickname * sl FY20 BH Foto
1
3 Add Description
Step 2: Select Folder Destination _> Add new =
4 Personal
—
4 Shared
You have no shared searches.
Click on the My Searches link. Orders » Search » All Orders
Notice under Favorite Searches, your = FY20 BH Foto
saved search file displays.
Quick Filters My Searches Type of Order: All ¥ Created Date: Previous Fiscal ... ¥ | Qui
Manage Searches Supplier: B&H Foto & El... ~ %
2

My Recent Approvals 1-14 of 14 Results

My Recent Orders

Order
Favorite Searches [J Identifier ~ Type
FY20 BH Foto @
[0 1000472 Inveoice

Order
Order Status  Owners
UL Jeremiah
Macht
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Contract Searches

Overview All contracts for current suppliers will now be located within HuskyBuy. Each contract will be labeled
appropriately within the description in order to be able to choose the correct contract.

Contents Included within this user-guide you will find:

e Searching for Contracts

Additional You will now be asked to select a contract for suppliers on non-catalog orders (if available). Every effort will be
Information made to assign “meaningful” contract names to the contracts to help in making the selections.

Process Steps:

Step Action Screenshot

Searching for Contracts

To search for a contract, click on Contracts
on the left navigation bar, then choose
Search Contracts.
1
You can also search for a contract, by HUSKYBUY UCONN Av searchsq) a  oouso w v O ©Op
starting on the Shopping Home page, and
. . Simple Advanced Goto: Favorites | Forms Browse: Suppliers § Contracts
2 click on the blue Contracts link, above the o Tavaries [ Tomms | Biowss: Sweler L
i shopoing catalog semrch fuld
Enter your search criteria within the fields HUSKYBUY UCONN Aiv | seachamq) a  ooouso w o D @y
to locate a specific contract for a supplier. Contects » antrcts . SearchCortracts
Enter in a description of the type of goods Search Contracts sdvanced semen | 7
3 or services, to begin your search. For contract p—— ‘B
example, catering supplies.
Active for Shopping Al o
By Start/End Date All ~
Created Date All Dates ~
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Action

Choose the contract you would like to view,
by clicking on the Open Summary button,
or the supplier’s name.

If you have a large number of suppliers
listed, you can refine your search further by
clicking on one or more of the links on the
left side of the screen —under Refine
Search Results.

Scroll down to see more. These include:
e Custom Fields

e Contract Type

e Supplier Name

e Supplier Class

e And more.

Contract Searches

& Contracts
< BacktoSearch | Start Over

Search Details ?

Search Terms
Contract

catering supplies

Filtered by

an Sourcng By Start/End Date: Effective
remove al]

|ih. Reporting Active for Shopping

¥ Active

Save New Search JIEENEIZY

Refine Search Results 7

Custom Fields 13

Chart
Bank

Contracts » Search C

Screenshot

ontracts v
Show associated forms and non-catalog requests
Contract Search Results
1-20 0f 83 Results v [ € | >

Contract Details

WSCA - 1907
Cellular Service and Supplies
Supplier: AT&T Mobility 1| LLC ~ Start Date:

Contract Type:  Purchase Agreement  End Date:

Active for Shopping:

WSCA - 1907
Cellular Service & Supplies
Supplier: Start Date:

End Date:

Cellco Partnership
Contract Type:  Purchase Agreement

Active for Shopping:

UCHC4-57942421

1D Badges, Supplies & Maintenance/Repairs Services

supplier: Iris Ltd Inc Start Date:

Contract Type:  Purchase Agreement ~ End Date:

Active for Shopping:

UC-LP022813
Copier maintenace/supplies for Quick Copy
supplier:

Ricoh USA Inc Start Date:

Contract Type:  Purchase Agreement  End Date:

Active for Shopping:

UCONN

Sortby| Best Match

12/1/2011
6/30/201%
Ves

Version Type:
Renewal No.

4/16/2012
6/30/201%
Yes

Version Type:
Renewal No.

6/1/2016
6/30/2018
Yes

Version Type:
Renewal No.

4/20/2013
6/30/2018
Yes

Version Type:
Renewal MNo.

v 20PerPage

Open Summary

Original
0

Open Summary

Original
0

Open Summary

Original
0

Open Summary

Original
o

Clicking on the Open Summary button
shows the summary results for the selected
contract. Each section can be opened and
viewed as necessary.

Click Close to get back to the list.

Summary of Contract # WSCA - 1907

Header

Contract Name *
Contract Type
Supplier Name

Ssummary

AT&T Mobility Il LLC

Dates And Renewal
Celluler Service and Supplies Start Date
Purchase Agreement End Date
Contract Managers

No Text Entered Joseph Lastrina

eProcurement, Budget, and Spend

Applies To
Goods and Services

PO Clauses

12/1/2011 12:00 AM EDT

6/30/2016 11:59 PM EDT

Josephlastrina@uconn.edu
+1860-486-0993

Clicking on the supplier’s name (back in
step 4) shows the same summary results
but in a slightly different format. Each
section can be opened and viewed as
necessary.

Click on Back to Search Results to get back
to the list.

% Contracts > Contracts

[ENSRPRIN < cack to Search Results

& contracts WSCA - 1907
Cellular Service and Supplies
Type: Purchase Agreement
Supplier:  AT&T Mobility II LLC
Dates:  12/1/2011 - 6/30/2019
Version:  Renewal 0

» Lifetime Spend (USD)
Sourcing

Summary

Reporting

tracts
10f83 Results w | € | >

Contract Summary

Header

Contract Name * Cellular Service and

supplies

Contract Type Purchase Agreement

Supplier Name AT&T Mobility Il LLC

Ssummary
No Text Entered

eProcurement, Budget, and Spend
Applies To
Goods and Services

PO Clauses

Dates And Renewal
Start Date

End Date

Contract Managers

Joseph Lastrina

12/1/2011 12:00 AM EDT

6/30/2019 11:59 PM EDT

josephlastrina@uconn.edu
+1860-486-093
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Searching Suppliers

UCONN

HUSKYBUY UCONN
Searching Suppliers

Support
(860) 486-2BUY (2289)

HuskyBuySupp

ort@UConn.edu

Overview Formerly called vendors, companies and individuals providing goods and services to the University are now call
suppliers.
Related Job- e Supplier Onboarding Process
Aids
Contents Included within this user-guide you will find:
e Searching for a Supplier
Process Steps:
Step Action Screenshot

Searching for a Supplier

To search for supplier, navigate to
Suppliers > Manager Suppliers > Search

HUSKYBUY UCONN

A Home

Al

W s Simple
for a Supplier. -
Q contracts
e
1 ” Bequisition Forms
Suppliera Type o Search Supp
Management Home lanket
& sourcing for a Supplier %
Qs Reporting
The search screen will appear. HUSKYBUY UCONN Ale search (alv) a  ooouso W
. Suppliers » Manage Suppliers » Search for a Supplier
Enter the name of the supplier, or the
lier ID (if known) and click Go.
SUpp € ( 0 )a d clic Search Mansfield Sup Advanced search
Note: The search WI” WOrk Wlth any part Enter search terms such as Legal Company Name or Supplier ID.
of the supplier’s name. Wildcard
2 characters are not necessary. P
hawing 1 - 1 of 1 Results At
Search Datails Rasults Per Page |50 ¥ Sort by:| Best Match ¥ Page 1of 1 legend
Note: You can see Registration Status Fiered By 0 ¢ nanstod oty 1 PP R
here as well. : B
Network
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HUSKYBUY UCONN (860) 486-2BUY (2289)
System Definitions

Support

HuskyBuySupport@UConn.edu

System definitions

Form

On HuskyBuy a form is merely an “electronic” version of a paper form, which can be filled
out, added to a cart and then submitted.

It can have fields that are required and can also have attachments.

Cart

A cart holds details about the items or services that you would like to order.

Carts are draft entities; they do not become actual orders until they are submitted and
approved. Once the cart has been submitted, it becomes a Purchase Requisition (PR).

Draft Requisition

A shopping cart turns into a draft requisition after the cart has been submitted for
Review, and before the order has been placed. This is where things like the shipping
address and accounting codes are checked and corrected.

Purchase Requisition

A draft requisition turns into a purchase requisition (PR) once it has been submitted into
the workflow. A requisition is the document in HuskyBuy that turns into the Purchase
Order (PO).

Purchase Order

A requisition turns into a purchase order once it is approved in requisition workflow (in
HuskyBuy).

Once the requisition is approved, a purchase order number is generated and the purchase
order is encumbered in KFS and distributed automatically to the supplier.

FOAPAL is an acronym for Fund, Organization, Account, Program, Activity, and Location.
In the simplest terms, a FOAPAL is a set of accounting codes that, together, tell a story

FOAPAL about any particular transaction. For UConn, these codes are the Organization code,
account number, object code, and commodity codes.
Invoices in HuskyBuy have an approval process (or workflow) that will require that the
invoice be reviewed/approved.

Invoices
Once an invoice is fully approved and complete, it will be marked as “Ok to Pay” and
exported to KFS for payment.

. An invoice line that is not associated to a line of a purchase order in the application. Non-
Non-PO Line PO lines can be entered by AP when a vendor bills them for an extra item.
Receipts An indication that either goods or services have been received or returned.

7/19/2021
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Support

HUSKYBUY UCONN G50 sse-280v (2289)
User Roles and Definitions

‘ Role

HuskyBuy Role Definitions

Definition

This is the “default” role for anyone in the University with an active NetID.
SHOPPER Shoppers can log in, shop for items, and assign their shopping cart to a
requester/approver. Shoppers do not have the authority to submit purchase
requisitions without intervention from a requester/approver.
Requesters are Similar to shoppers except they have the ability to submit purchase
requisitions up to $5,000* without a Fiscal Officer’s approval. Requesters may submit
REQUESTER requisitions greater than $5,000 but these requisitions will require Fiscal Officer
approval.
Approvers have the responsibility to approve orders on their accounts which are
greater than $5,000*. They are also required to approve invoices that are greater than
APPROVER $250 or if the invoice does not match the purchase order.
Approvers will be assigned the title of Fiscal Officer (FO) for their department, or they
will be a Delegate Approver for the FO.
*Some requisitions will require fiscal officer approval regardless of dollar amount.
BUYER
SOURCING ADMIN
PROCUREMENT MANAGER
AUDIT
INVOICE CREATOR
AP MANAGER
SUPPLIER APPROVER
CONSTRUCTION APPROVER
CONSTRUCTION SHOPPER
SHOPPER (INVOICE EDIT)

7/19/2021
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Definition

TAX GROUP APPEOVER

INDIVIDUAL MBU ADMIN

UConn Roles Matrix

Individual MBU Admin

Invoice Creator

View/Browse Catalogs

Create Catalog and Non-Catalog Carts/Orders

Submit Order into Workflow (Create Requisition)

View Department Requisitions (as defined by KFS)

View Organization Requisitions

Approve/Reject/Revise Requisitions in Workflow

Approve/Reject/Revise Requisitions on behalf of another user

View Department Purchase Orders (as defined by KFS)

View Organization Purchase Orders

Approve/Reject/Revise Purchase Order Revisions in Workflow

Approve/Reject/Revise Purchase Orders on behalf of another user

Access/View Contract Information

Create/Edit Contract Information

View Department Invoices (as defined by KFS)

View Organization Invoices

Approve/Return Invoices in Workflow

Approve/Return Invoices on behalf of another user

Edit Invoices in Workflow

Create Receipts

Access/View Supplier Information

Request New Supplier

Approve/Onboard New Supplier

Access/View Sourcing Events

Approve/Reject Sourcing Event Activities in Workflow

QO 0O X 00 0 X X IO X O X|O X X|IX|@®@ X|[X|X|@®|X|®|®| shopper (default)

Q0 X 00 0 X X0 X 0 X|OX|X|IX|®X|X|X @ ® ®|®| Requester

QO 0O X 00 0 X X|IOX O X|OX O X|® X O X|® O ® ® Approver
OO0 X000 X X OO0 OO X 000 X 00006 0 0 BUYE

® 0 X 000X X OO O OO X OO0 0 x 00 0 06 0 e sourcngAdmin

System Administration

X

X

X

X

X

X OO X OO O X OO0 OO0 OO0 OO O® O O® O® O® O® 6| rrocurement Manager
® 0000 OO0 OGOGO®OOGOGOGO®OO®O®NO®O®OSOO®O® o

XX @IX|IX@ X X|IX|IX O O@® X @O X| X @ O® X X O @ X|@®| @®| Audit

XXX @@ O X | XX @I X @ X|X|X|[X[X|@ X|[X|X|@|X|@®|®| Supplier Approver

X 00O X OO0 OO X 0O X O X O X O X O X @® X |® ®| ®| ®  CconstructionApprover
X OO X OO O® O® X O X 0O X O X| X X|@® X|X|X|@®|X|@®|®| Construction Shopper

X OO X OO OO X0 X0 X 0O X|X|X| @ X|X|X|@®|X|®|®| shopper (Invoice Edit)

X OO X OO OO X |0 X 0O X 0 X 0O X @O X @® X|@® X|®|®| 1axGroup Approver

X 00 x 0000 x 00 e xeXxxeoeeoxxeo00xe0m0
X 00 X 00 000000 X 0 x 000 x 00 0 o o 0 rmanager

All Access to Approval Actions is Governed by Workflow Assignments

7/19/2021

V-3.8

8-4



HuskyBuy User-guide Supplier Onboarding Process UCUNN

Support
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HuskyBuySupport@UConn.edu

Supplier Onboarding Process

Overview

Contents

All Suppliers are required to register and use the HuskyBuy Supplier Portal that allows them to login
to the web-based portal and create invoices which are then “imported” into HuskyBuy. They will also
be able to update contact information, including remit address, email address and phone numbers.

e All suppliers must be registered in HuskyBuy in order to initiate and issue payments for goods/services and

refunds/reimbursements.

e Changes to address, email or phone numbers will be available immediately after input by the supplier.
e Changes to legal name, tax ID or legal structure are subject to review by Supplier Management approval prior

to being active in HuskyBuy

Once in the system, they will enter the appropriate workflow and export to KFS when completed.
Any supplier updates: address, name change, legal structure, etc. needs to be done by the supplier, who
should log into the supplier portal.

Included within this user-guide you will find:

e The Supplier Onboarding Process Explained

e Supplier Application Questions (Individual/Sole Proprietor)
e Supplier Application Questions (Entities)

e Supplier Application Questions (Reimbursement/Refund)

Process Steps:

A 0 nQ 0

The Supplier Onboarding Process Explained

()]
[
R
= UConn department
E submits a New The requestor is
g Supplier Request form notified
o
=
-
L 3 -
2 g Ery Suppll.er ST Supplier Management
§ ) form reviewed by -
] .
. Supplier Management. .
s application
\ 4
=2 Invitation sent to Supplier completes
ug,' supplier the online application
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Action

Supplier Onboarding Process

Screenshot

UCONN

The Supplier Invitation Email is sent after
the Request form is approved by Supplier
Management.

The supplier receives the Invitation Email
and is provided a link to the Supplier
Portal via the Register Now button.

Tips for Supplier:

1 1. Subject Line: Supplier Invitation for
University of Connecticut

2. Email From: University of
Connecticut HuskyBuy
huskybuysupport@uconn.edu

Supplier Invitation for University of Connecticut] Inbox x

IHUSKYBUY

Supplier Invitation for University of Connecticut

Dear Jere Print,

The University of Connecticut has invited you to register as a supplier.

Thank You,

University of Connecticut

860-486-2289 for assistance.

University of Connecticut HuskyBuy <huskybuysupport@uconn edu= ] 10:56 AM (0 minutes ago)  Y¥

Becoming a University of Connecticut network supplier is free and required for anyone receiving a
payment from the University of Connecticut. By selecting the "Register Now" button below, you will be
routed to a secure website to complete the registration process. Upon successful completion of your
registration, you will have access to your secure portal where you can add additional details about
yourself.

The first time in the Supplier Portal, the
new supplier will be asked to create a new
account.

Click Continue With Registration to

HUSKYBUY UCONN

Registration Checklist Welcome to Supplier Registration

Registration FAQ Welcome to the University of Connecticut’s Supplier Portal

ENGLISH -

Contl nue. Registration Tutorial In order to become a University of Connecticut supplier, you must complete the
2 following steps:
The Supplier will confirm their contact 1. Create your HuskyBuy account;
2. Complete your supplier registration, including the certification and submit page;
|nf0rmat|0n, add a phone number’ create You will be notified when your supplier registration has been approved by the University.
a password and Choose a Securlty Any questions email huskybuyvendor@uconn.edu
question.
After creating the account, They are then Jere Print Welcome to Supplier Registration ]
asked a series of questions. R R
University of Connecticut Welcome to the University of Connecticut’s Supplier Portal
The Sta r iCOn iS Used tO note When a 20f8 Steps Complete In order to become a University of Connecticut supplier, you must complete the following steps:
. . . 1. Creaty HuskyB it;
q uestion is req ul red to be a nSWered . Welcome 2 C;Ema[jeyteeLifroqu‘Ss'uyppL\‘iy;vcecgc;g(nralion, including the certification and submit page;
Company Overview You will be notified when your supplier registration has been approved by the University.
| * Required to Complete Registration | . X Any questions email huskybuysupport@uconn.edu
Business Details
. . . Addresses
The next section lists the questions that o Required 1o Start Registration
. ontacts
are asked for the different types of
su ppllers Diversity Legal Company Name * Jere Print
3 ’ Insurance v
Tax Information
Professional Certifications v
Certify & Submit
* Required to Complete Registration
7/19/2021 V-3.8 9-2
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Action

Supplier Onboarding Process

UCONN

Screenshot

After successfully submitting the Thank You for Registering
regIStratlon' the SUpleer will receive (@ Registration Complete for Diversity 051518 Disabled Black Amer!
confirmation that they have completed
. . Next 5t
the registration. o »
= You will receive ith information on what to expect next.
» Books you can easily make updates to your business profile.
4 * Send new user nal portal user
« Retum to the homepage and check for any other outstanding tasks.
« Retum to Regstration Profile
The requesting UConn department will
receive notification when the supplier has HUSKYBUY UCONN
been approved for ShOppIng. Home » Customer Portal Home
Wlthln the HUSkyBUy Supplier Portalr the Welcome to the Supplier Portal for the Quick Links to Common Tasks
supplier has access to edit their profile, University of Connecticut
. . Ma Registration Profil
view sourcing events, create a portal nege regEEen Trone
invoice, or search for invoices. Customer Contact ?
Name Procurement Services Sour:ing Events
Email huskybuysuppert@uconn.edu
_ ape Show Opening or Closing Soon v
Phone 1860-486-2289
No Results
5 No Results
Create Invoice / Credit Memo
Type @® Invoice () Credit Memo
Invoice No.
Invoice Date 04/21,/2021
mm/dd/fyyyy
PO Number Optional PO Number
Currency US Dollar ~
Suppllers Wlth a green CheCkmark next to < Back to Search Start Over Showing 1 - 200 of 4000+ Results What does "+" mean?
their name are active for shopping.
Search Details Results Per Page
Fnltered By OiefOfStaffllC Type: [
Supplier - Supplier Number: 13033-0 Diversit]
6 [Remove Alll Registration Status: Mone
Network Registration Type: New Supplier Application
UConn Network
83+ Ck Environmental Inc Type: [
Save Mew Search
Supplier Mumber: 17680-0 Diversit]
§ i 5 Registration Status: None
Refine Supplier Search : Registration Type: New Supplier Application
Where are my counts? re )
Profile Last Updated By Supplier 4 ¥ Columbia Tractor Inc Type: [
] Supplier Number: 11437-0 Diversit]
Supplier Application Questions (Individual/Sole Proprietor)
Questions in blue italics are not required
First Name
1 Welcome
Last Name
Individual Overview Country of Origin

7/19/2021
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Step Action ‘

Screenshot

Legal Structure

Tax ID Number

DBA — Doing Business As

Are you a current “Connecticut State Employee,” an “Immediate Family
Member” of a current “Connecticut State Employee,” or a “Business with
which he is associated.”

”

Are you a “Former UConn Employee” or will any “Former UConn Employee
be involved in providing services? (A “Former UConn Employee” is
considered someone who was a UConn employee within the past 12
months)

Do you meet the Preferential Standards of UConn’s Vendor Code of
Conduct?

Do you plan on providing services for the University?

3 Addresses

Fulfillment Address (Where POs should go)

Remittance Address (Where payment goes)

4 Contacts

Remittance Contact

Corporate Contact

5 Tax Information

W9

W-8BEN

W-8BEN-E

W-8ECI

W-8EXP

W-8IMY

8233

6 Professional Certifications

Non Discrimination Certification

Form 1 Gift and Campaign Contribution Certification

Additional Required Tax Information -
Foreign Individual

Are you providing a service to the University in which all or part of the
service will be performed in the U.S.? (examples include: speaking
engagements, theatrical, musical or artistic performances, academic
research, art exhibitions)

Are you selling a tangible product or good to the University (examples
include: chemicals, supplies, equipment, pre-packaged software), and the
sale includes installation, service or maintenance to be performed in the
U.S. as part of the contract

Will the University be paying you for the right to use, access, or reproduce
an intangible item (such as copyrighted material, electronic information or
an artistic work) that will be used in the U.S.?

Are you receiving a scholarship or fellowship from the University for your
own academic pursuits which are not conducted for or on behalf of the
University and all or part of your scholarship/fellowship activities are
conducted in the U.S.

Are you receiving a cash award or prize from the University for activities
previously conducted inside the U.S.?

Is the University providing you a Stipend / Allowance for travel or other
allowable expenses?

7/19/2021
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Step Action

Supplier Onboarding Process

UCONN

Screenshot

Are you receiving rental income from UConn for the use of real or tangible
property located or used in the U.S.?

Did you answer Yes to any of these questions?

Please provide a brief description of the reason you are requesting payment
from the University.

8 Certify & Submit

Preparer’s Initials

Preparer’s Name

Preparer’s Title

Preparer’s Email Address

Today’s Date

Certification

Supplier Application Questions (Entities)

Questions in blue italics are not required

1 Welcome

Legal Company Name

2 Company Overview

Doing Business As (DBA)

Country of Origin

DUNS Number

Legal Structure

Tax ID Number

Website

Are you a foreign entity or organization that was incorporated or organized
outside of the United States?

Are you a current “Connecticut State Employee,” an “Immediate Family
Member” of a current “Connecticut State Employee,” or a “Business with
which he is associated.”

Are you a “Former UConn Employee” or will any “Former UConn Employee”
be involved in providing services? (A “Former UConn Employee” is
considered someone who was a UConn employee within the past 12
months)

Do you meet the Preferential Standards of UConn’s Vendor Code of
Conduct?

Do you plan on providing services for the University?

3 Business Details

Year Established

Number of Employees

Business Description

Currency

2017 Annual Revenue/Receipts

2016 Annual Revenue/Receipts

2015 Annual Revenue/Receipts

Commaodity Codes

Will you be supplying construction services?

4 Addresses

Fulfillment Address (Where POs should go)

Remittance Address (Where payment goes)

7/19/2021
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Step

Action

Supplier Onboarding Process UGUNN

Screenshot

Remittance Contact

Contacts

Corporate Contact

Other Contact

No Classification

Diversity

Federal Diversity Classification

State Diversity Classification

Insurance

Commercial Automobile Liability

Commercial General Liability

Cyber Liability

Professional Liability

Umbrella Liability

Workers’ Compensation

Other

Tax Information

W9

W-8BEN

W-8BEN-E

W-8ECI

W-8EXP

W-8IMY

8233

Professional Certifications

Non Discrimination Certification

Form 1 Gift and Campaign Contribution Certification

10

Additional Required Tax Information -
Foreign Entity

Are you providing a service to the University in which all or part of the
service will be performed in the U.S.? (examples include: speaking
engagements, theatrical, musical or artistic performances, academic
research, art exhibitions)

Are you selling a tangible product to the University which includes
installation, service or maintenance to be performed in the U.S. as part of
the terms of the sale? (examples include: chemicals, supplies, equipment,
pre-packaged software)

Will the University be paying you for the right to use, access, or reproduce
an intangible item (such as copyrighted material, electronic information or
an artistic work) that will be used in the U.S.?

Are you receiving a scholarship or fellowship from the University for your
own academic pursuits which are not conducted for or on behalf of the
University and all or part of your scholarship/fellowship activities are
conducted in the U.S.

Are you receiving a cash award or prize from the University for activities
previously conducted inside the U.S.?

Is the University providing you a Stipend / Allowance for travel or other
allowable expenses?

Are you receiving rental income from UConn for the use of real or tangible
property located or used in the U.S.?

Please provide a brief description of the reason you are requesting payment
from the University

7/19/2021
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Step Action

11 Certify & Submit

Supplier Onboarding Process

UCONN

Screenshot

Preparer’s Initials

Preparer’s Name

Preparer’s Title

Preparer’s Email Address

Today’s Date

Certification

Supplier Application Questions (Reimbursement/Refund)

Questions in blue italics are not required

1 Welcome

Legal Company Name

2 Company Overview

Country of Origin

Legal Structure

3 Addresses

Fulfillment Address (Where POs should go)

Remittance Address (Where payment goes)

4 Contacts

Remittance Contact

Corporate Contact

Tax Information (only applicable for
foreign suppliers)

W-8BEN

6 Certify & Submit

Preparer’s Initials

Preparer’s Name

Preparer’s Title

Preparer’s Email Address

Today’s Date

Certification

7/19/2021
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HUSKYBUY UCONN H(s:c;) 4586-2Btl:@vu(czzsgzI
Requesting Suppliers

Overview Formerly called vendors, companies and individuals providing goods and services to the University are now call
suppliers.

Suppliers can be invited to register and use the HuskyBuy Supplier Portal. This allows suppliers to log into
the web-based portal and create invoices which are then “imported” into HuskyBuy.

Any supplier updates: address, name change, legal structure, etc. needs to be done by the supplier,
who should log into the supplier portal.

Related Job- e Searching Suppliers
Aids e Supplier Onboarding Process
Contents Included within this user-guide you will find:

e Requesting a New Supplier
e View Pending Requests and Supplier Registration Status

e Supplier Updates

Process Steps:

Step Action Screenshot

Requesting a New Supplier

Before requesting a new supplier, you must conduct a search for that supplier to be absolutely sure that it does not already
exist in the system. (See the Searching Suppliers Job-Aid.)

To request a new supplier, after verifying HUSKYBUY UCONN . a  onuwo w @ G

that it does not already exist, navigate to
Suppliers > Requests > Request New

Shop

Orders

Contracts
Accounts
Payable
- —— ! '
Manage Suppliers Request New Supplier - % Eiunsme
& sourcing Search Supplier Request:
Requests ,  Search Supplier Requests
My Supplier Requests
Il Reporting Performance
Animal

1 Y o Software &
IT Service
Pleas uremern

7/19/2021 V-3.8 9-9



HuskyBuy User-guide

Action

Requesting Suppliers UCDNN

Screenshot

Enter the supplier’s name, and click the
Submit button.
Request New Supplier
Supplier request form Supplier Request
2 i *
Supplier name Job-Aid Creatorsl
* Required Close
Fill out all fields within the Company HUSKYBUY ucoNN W semo a oovo w o D Dy ¢
Overview. There are 3 sections: - e P
e On This Page
1. Company Information: Select the (] Overvew '
business purpose for adding supplier. o . o o B
- Company Information
2. Supplier Contact Information: Enter = upplie Request Workion Suppl Name *
3 their name and email address. = o st
. 3 Business Purpose for adding vendor? *
3. Requesting Department
. 1l Reporing -
Information: Enter your name,
department, phone number, and G sorne B el o,
. Fil Honorarium
email address. N |
Click Next when done.
dit Current Supplie — m ro—
H H H Questions
Read the Timeline Overview and agree e S
that you haVe read and underStand the Qrenview Y Once we receive your supplier request form an invitation will be sent within two business days to suppliers to
Timeline Overview create their accounts to add new or edit current information. Once the supplier returns their information
p rocess. approval may take up to two business days. To view the status of your supplier please go to HuskyBuy
Supplier portal by clicking on supplier icon on the left hand navigation pane. Instructions can be found on the
Review and Complete job-aids for Searching Suppliers and Requesting Suppliers. Please remember when the Registration Status
is Invited or In progress it is the responsibility of the requesting department to follow up with the supplier to
ensure they submit their information
Supplier Request Workflow )
4 Timeframe Overview
1. UConn Sends Supplier Invitation = Up to 2 Business Days after Department submits request
2. UConn Approves Supplier = Up to 2 Business Days after Supplier completes registration
Note: Remember it is up to the requesting department to followup with the supplier to ensure the
supplier submits their registration.
I've read and understand the above *
Yes No
Review the information, and then check Questions v P
the M box to certify the information is Y .
ection rogress
correct. fmelne e - [p— ©  requreds
Review and Complete & o
Click Complete Request. - o
Supplier Request Workflow Timeline Querview uired f
Certification
5 S li M . . | certify that the statements and information in this request are true and correct to the best of my knowledge and belief
upplier ivVianagement will NnOW review
and send an invitation to the supplier to
e - * Required < Previous Complete Request
access the portal and fill in missing
information, as well as provide
documentation as needed.
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Action Screenshot

View Pending Requests and Supplier Registration Status

To check the status of a request, navigate A tome HUSKYBUY UCONN Al seachanea) a  000usp
to Suppliers > Requests > My Supplier - . .
Requests. .
R orders
Q conracts
1 liaition Forms
. Suppliers ype to Search
= e — o ilnnka( ixtimil
J§ Sourcing
e e “L My Supplier Re
Software & Animal
From the Supplier Requests screen, you My Supplier Requests ?
can view the status of the Request AND  Fitter Supplie Requests
the Registration_ Request Status * @ Approved Rejected @ Under Review
| Incomplete | Returned Completed
Request Status:
¢ Approved - The reqUESt has been Requested Request Status Last Registration
approved by Suppller management. Supplier Template Status Updated Created Supplier Profile Status
Mic's Stics upplier roved 2:33 P 3 Porter Khouw Consulting roved Actions v
¢ Incomplete - The request has not ’ . o AT | e | B ek
been Submitted to Su pp||er Mic's Stics Toa Supplier Approved 3/8/2018 443 PM  3/8/20184:38 PM  Lopez Luz M Approved Actions
. . Request
Management. (Registration status : B
. NeWSAPP supplier Approved 4/12/2018 10:55 4/12/2018 10:26 Henry Stewart Talks Ltd Approved Actions w
will show as none.) Request AM aM
H — H H lob-Aid Creators Supplier Under Review 6/15/2018 3:39 PM 6/15/2018 2:34 PM - Actions w
¢ Under review — The request is being .
reviewed by Supplier Management.
e Returned (by workflow-can be edited
and resubmitted)
Registration Status:
) o None —The invitation has not been

sent to the supplier.

e Invited — The invitation has been
sent to the supplier

e |n Progress —

e The supplier has started completing
the application.

e The application has been returned to
the supplier.

e Profile Complete — The supplier has
submitted their application.

e Approved —The application has been
approved by Supplier Management.

e Rejected — The application has been
rejected by Supplier Management.
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Action Screenshot

Supplier Updates

When an existing supplier has provided
updated information, first verify if the
supplier has a HuskyBuy account.

HUSKYBUY UCONN Alle Search (All+Q)

Shap Simple

Orders

Search for the supplier by selecting
Suppliers > Manage Suppliers > Search
1 for a Supplier. &

Contracts.

Suppliers Type to Seal

. Manage Suppliers »  Supplier Management Home Blanket
Sourcing feguents 1 for  Supplier
View Saved Searches
Reporting Performance
Software & Animal
.
contact the Procurement
Verify the Registration Status. HUSKYBUY UCONN Al~ Search
. Suppliers » Manage Suppliers » Search for a Supplier
e |f the status shows None, submit a
Su ppher request form. < Back to Search Start Over Showing 1 - 1 of 1 Results
e If the status shows Approved, Search Detals Restlfs Per Page Sort by:| Best Match |
2 Invited, In Progress, or Profile $2 ¥ Job-Aid Creators. Type: B
. Filtered By Supplier Number: 53994-0 Diversity Classifications: DoesNatQualify
complete’ contact the Suppller to Search Terms  job-aid creators Registration Status: Approved
update the information using their [Remove Al Registration Type: New Supplier Application

existing HuskyBuy account.
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Support

HUSKYBUY UCONN ot
Supplier Classifications

Overview This user-guide will assist you with understanding supplier classifications.

Supplier classifications are used to identify suppliers that meet specific criteria, i.e. reimbursement only, A&E tax
applicable, NRA, DRS, etc. Supplier classifications replace the vendor hold codes in KFS, and suppliers can be
assigned to multiple supplier classifications.

Contents Included within this user-guide you will find:

e Using the Supplier Classification in a Search
e Supplier Classifications

Process Steps:

Action Screenshot

Using the Supplier Classification in a Search

When you search for the supplier, by A Home HUSKYBUY ucoNN M+ seoea @ 00
selecting Suppliers > Manage Suppliers > w T
Search for a Supplier, and use Advanced

R orders Advanced search

search, you can choose a supplier class in
the search criteria. ) B

W Sourcing Any Class
Affiliate
AP Gnly
v
CERT123 Veendor No Tax
Registration Information Code of Conduct
The search results will also show the Search Details Results Per Page |200 v Sortby: | Bast Match alPage[1 ~ |oi14[a] legend ?
. e . %2  paul's ClassChange Type: B preferenced T [0 IO ams0sean ([
supplier classifications that have been Filtered By i oo 458050 o i
. Supplier oved
assigned. o Type: New Supple
Network
. . B uConn Network i - . ine (Mic" _— ) [ pp—
As stated above, suppllers can be aSSlgned Cloes 3 Westacus! Kl Yemvina BAct  Type: O preferences: T IEER .
I . | | | f . o ase i r\ e 435140 Diversity Classifications: DassNarQualify  Last Updated
¢ umber: 43514-0
to multiple supplier classifications. rr— Regiraton s Approved
) Type: New Supplier
Refine Supplier Search
Profile Last Updated By 4 - Type: O Preferences: (1 Last Updated: 57162018522 (el
Supplier Diversity Classifications: None
Last Invitation Date
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Step

Action

Supplier Classifications

Supplier Classifications

UCONN

Screenshot

The table below lists all of the supplier classifications in priority order and the action required.

Order

Supplier Classification

Department Action Required

Accounts Payable Action Required

».1 DRS
(Department of

Supplier owes taxes to the Department
of Revenue Services. DVs and PREQs

Supplier owes taxes to the Department of Revenue
Services. DVs and PREQs should be created to pay the

payment, contact procurement to
perform an open and public bid.

1 Revenue Services) |should be created to pay the DRS DRS division/fulfillment center. Will route to Levy
division/fulfillment center. group.
E NRA No action required. Alerts AP at time of invoice creation. AP is responsible
2 (Non Resident for checking the Tax Review box to route to the Tax
Alien) Office.
E A&E May need to take 6.99% tax if May need to take 6.99% tax if performance/game
(CT Athletic & performance/game official over official over $1,000.00 or Speaker/Lecturer over
3 Entertainment Tax) | $1,000.00 or Speaker/Lecturer over $5,000.00 and residing outside of CT. Alerts AP at time
$5,000.00 and residing outside of CT. | of invoice creation. AP responsible for checking the Tax
Review box to route to Tax Office.
. REI Do not pay these suppliers for services. | Supplier is approved only for reimbursement/refund
(Reimbursement If the supplier is to be paid for services, | payments. For DVs, will route to supplier management
Only) additional documentation is required. | based on object code. Purchase requisitions will
4 Prior to submitting payment, submit a | automatically route to Supplier Management.
supplier request form to Supplier
Management.
m AFL (Affiliate) Prior to payment, contact Verify that the open and public bid process was
5 Procurement to perform an open and | completed. If not, payment cannot be approved.
public bid. Documents will route to Procurement.
6 . SPS A High Risk Supplier. No action required.
(Special Projects)
E FOR Ensure the services occurred outside Ensure the services occurred outside the US. If services
(Foreign Source) the US. If services occurred in the US, | occurred in the US, payment cannot be made until
payment cannot be made until additional documentation is received. Submit a new
7 additional documentation is received. | supplier request form to Supplier Management.
Submit a new supplier request form to
Supplier Management.
Ra¥ ROY (Royalties) State employees can be paid royalties. | State employees can be paid royalties. If payment is
If other than royalties, prior to other than royalties, verify that an open and public bid
8 payment, contact Procurement to was performed.
perform an open and public bid.
CSE If payment is other than a If payment is other than a refund/reimbursement,
5 (CT State Employee) | refund/reimbursement, prior to verify that the open and public bid process was

completed. If not, payment cannot be approved.
Documents will route to Procurement.
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Order Supplier Classification

Supplier Classifications

Department Action Required

UCONN

Accounts Payable Action Required

E FUE (Former If payment is other than a If payment is other than a refund/reimbursement,
UConn Employee) refund/reimbursement, prior to verify that the open and public bid process was
10 payment, contact procurement to completed. If not, payment cannot be approved.
perform an open and public bid. Documents will route to Procurement.
IND No action required. No action required.
11 (Individual/Sole
Proprietor)
12 AP AP (AP Only) No action required. Flag for Accounts Payable review.
E DBR System managed as pertains to federal | System managed as pertains to federal accounts and
13 (Debarred Supplier) | accounts and SPS CG groups, no action | SPS CG groups, no action required.
required.
m NON (Non-Taxable) | This applies only to restaurants, hotels, | This applies only to restaurants, hotels, and caterers in
14 and caterers in the state of CT. Do not | the state of CT. Do not pay any additional taxes, if
pay any additional taxes, if billed. billed.
15 cocC No action required. No action required.
(Code of Conduct)
16 | M€ NEC
(NEC 1099)
17 |l STU
(UConn Student)
18 m VPA
(VPayables)
19 UCH
(UConn Health)
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