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Navigation 
 

MESSAGE BOARD: 

 

 
 

The Organization Message Board is the location for requisitioners and approvers to find 

useful information about HACC’s SupplierConnect e-procurement system.   Here you will 

find: 

 

 Access to “Training Aids” such as “How to Guides”  

 “Video Demos” on various topics of using SupplierConnect 

 Contact information for questions or reporting problems 

 Other uses may be the announcement of new contracts coming on board 

 Special discounts on select items by individual suppliers 

 Other pertinent information 

 

 

 

 

 

 

Message Board 



2 

 

ACTION ITEMS: 

 

 
 

Action Items provides a quick look to the user and approver of orders, requisitions, and 

purchase orders that have been completed or have been completed. 

 

Clicking on Requisitions – “Recently Completed” opens the “History” screen showing a list of 

completed requisitions. 

 

Clicking on Purchase Orders – “Recently Completed” opens the “History” screen showing a 

list of completed requisitions. 

 

An approver will see other notices including “pending approvals”.   These will require action 

on the part of the approver. 

 

 

 

 

 

 

 

Action Items: To 

Do and Items 

Completed. 
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NAVIGATION BAR: 

 

After logging in, the main HACC SupplierConnect e-Procurement System page appears.   

 

This section will give you a quick overview of the Main Navigation Bar. 

 

 You will notice the main Navigation bar across the top of the page. 

 When you pause at a main navigation tab, you will quickly see what the options are 

for this area of the application, saving time unnecessarily spent “clicking”.  You also 

have the option of highlighting and selecting the submenu item as you view it. 

 

 

 

 

 

Submenu items. 

This is the main Navigation bar. 
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FAVORITES: 

 

 
 
Within SupplierConnect, there are two types of “favorites”:   
 

 Personal Favorites – Personal favorites are those that an individual identifies for future 
purchasing.  With personal favorites, folders and sub-folders can be created to manage the 
favorites; users have full control over items in their personal folders. 
 

 Shared Favorites - Shared favorites and folders are set up by administrators, and can be set up 
for viewing/use for the entire organization or a subset – such as a department, specific users, 
or a specific role. Shared favorites typically represent frequently ordered products or 
suggested products for purchase. 
 
Further details and procedures about “Favorites” are found in the “Managing Favorites” 
training guide.  
 
Note: There are also individual Supplier Favorites located on their sites.   

 

 
 

 

The Favorites tab allows you to save your frequently purchased items to 

favorite folders, eliminating the need to repeatedly search in hosted catalogs. 

Favorites Types: 

-Personal 

-Shared 
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Favorites cont’d. 

 
The following types of items or requests can be saved as favorites: 

 

• Hosted items - Suppliers have contract pricing or a price agreement which offers 

institutional discounts on all or part of their product line.  These may be items used 

exclusively by HACC.   
• Punch Out Items – HACC has contracts with discounts with specific suppliers.  

Punch Out directly to a supplier’s web catalog containing items to choose from.   

• Non-Catalog Items – SupplierConnect processes purchases from suppliers for products 

not available through Hosted or Punch Out suppliers. 

• Forms – Customized institutional forms  (See description and example below) 

 

 

FORMS: 

 

 
 

Forms are used in SupplierConnect to purchase items outside of hosted and punch-out 

catalogs. Forms are a fully customizable way to provide orders for internal departmental 

items/service orders, request for information forms and other actions by departments.  Below 

is an example of a form developed internally to order security uniforms from Atlantic 

Tactical. 

 

 

 

 

 

Forms are accessible from the main navigational bar and 

also directly through “Showcased Services’. 

Showcase Services – Click 

directly on a “form” and the 

form will open. 
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Forms Cont’d. 
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CARTS: 

 

 
 

After creating carts or requisitions, clicking “carts” on the navigational bar and then “active 

carts” on the sub tab bar, a screen will open which displays the first screen in the process of 

finishing the cart prior to placing the order.   In the illustration below, there are two carts 

that need to be completed. 

 

 
 

 

The Carts tab allows you to 

manage multiple shopping 

carts. 

 

Active carts display 

summaries of open 

carts. 
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Carts cont’d. 

 

 
 
Clicking “carts” on the navigational bar and then “draft carts” on the sub tab bar will provide 
a list for the requisitioner to choose from.  Clicking on a “Shopping Cart Name” will open the 
cart to complete.  

 

 

 

APPROVALS: 

 

 
 
There are several sub tabs that will open additional screens. 
 

 Requisition – if there are requisitions to approve they will appear  
 Purchase order – this screen will show what requisitions were approved and any 

PO#’s.  Details are viewable by clicking on the word “view”.  (See below). 

 

 
 

When “view” is clicked the screen below is seen.  This illustration “view” is a PO summary. 

 

Draft carts to choose from. Click 

on the cart name to open. 

Approvals – For those that 

approve requisitions, another tab 

called “Approvals” appears on 

the navigational bar. Requisitions 

Purchase Orders 

View 
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Approvals cont’d. 

 

 
 

 

HISTORY: 

 

 
 

 Requestors are granted access to view purchase requisitions they initiated and the 
resultant purchase orders. 
 

 Departmental approvers typically are granted access to viewing the details of orders 

in their department or departments. This function allows an approver to not only see 

the history of the orders they placed but all others in the departments assigned to 

them. 

 

History – provides list 

of Requisitions and 

Purchase Orders. 



10 

 

PROFILE: 
 

 
 

From the HACC SupplierConnect E-Procurement “Showcase Display” page, each user, 

whether a requestor or an approver has a unique “profile” including identification, 

purchasing abilities, and site accessibility.  

 

SHOP SEARCH UTILITY: 

 

 
 

The “Shop” search utility provides various options to perform a quick search, or a more 

advanced search using additional search criteria. 

Profile – personal 

settings. 

Shop Search Utility 

with Advance 

Search 
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GO TO: 

 
“Go to” provides quick access to “favorites, forms, non-catalog item, and quick order.  Quick 

Order allows a search by SKU numbers. 

 

BROWSE: 

 

 
Browsing by supplier allow a quick alphabetical search for suppliers.  Categories are major 

categories of SupplierConnect such as Lab Supplies, Medical and Clinical, Facilities and 

Electronics.  Chemical search allows search by name, CAS and highly complex chemical 

structure search. 

GO TO: Multiple 

ways to access 

functions within 

SupplierConnect. 

Browse: Quick 

access to supplier, 

categories and 

chemicals.  
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QUESTION MARK ? 

 

 
When a question mark is clicked, a customized help/definition list opens.  In the case of a 

question mark on the main navigation bar when scrolling up and down will provide 

definitions of each area of this screen. 

 

 

HOVER HELP:      

 

 
 

Hovering your mouse over a field where help is available, will display the specific help text 

in a small pop-up window. 

Question 

marks are 

strategically 

placed in key 

locations 

throughout 

each window. 

 


