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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:

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

e “Video Demos” on various topics of using SupplierConnect

e Contact information for questions or reporting problems

e Other uses may be the announcement of new contracts coming on board
e Special discounts on select items by individual suppliers

e Other pertinent information
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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.
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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.

e 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.
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The Favorites tab allows you to save your frequently purchased items to
favorite folders, eliminating the need to repeatedly search in hosted catalogs.
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Within SupplierConnect, there are two types of “favorites™:

e 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.

o 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.
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(+) expand all (-] collapse all

= Personal Favorites Types:
lNa personal falder available... -Personal

= Shared
""" Atlantic Tactical Contract -Shared




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 are accessible from the main navigational bar and
also directly through “Showcased Services’.
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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 Cont’d.

{= 'Service - Windows Internet Explorer

Service Available Actions (Click here for details): |ﬂu:|d and go to Cart

| Approved Security Uniform Order

Supplier Information 2 OFFICER INFORMATION
Supplier Atlantic Tactical INDIVIDUAL PROFILE
Fulfillment Address Purchase Orders 1: (preferrad) Mx = Neck Size l:l
763 Corporate Circle
New Cumberland, PA 17070 US Wi = Waist Size l:l
Supplier Phone +1 (717) 774-233%
= e/
OFFICER NAME: |:| Sx = Sleeve Size/Length l:l
Order
Shirts
Shirt Information
Description Unit Price Quantity Ext. Price
216-LN-5z - Shirt, Tropical 5/5 - Fecheimer/Flying Cross FEC235C - 37R6636 45.86 l:l
- Poly/Rayon - LARD NAVY
07 T-LN-Nx-5x - Shirt, Tropical L/S -Fecheimer/Flying Cross FEC236 - 50.33 l:l
47W6EBE - Poly/Rayon - LAPD NAVY
080-NV-5x - Shirt, Command S/5 -Fecheimer/Flying Cross FECZ40A- 28.06 l:l
85R5886 - Poly/Rayon - NAVY
081-MV-Nx-Sx - Shirt, Command L/S -Fecheimer/Flying Cross FEC341A- 41.15 l:l
335R3886 - Poly/Rayon - NAVY
ZIPPER, Std Sevn in Shirt 5.67 l:l
7904020000 - Reversed Flag Patch - Gold Border 1.44 l:l
Total 0.00
recaleoulate list total
Pants
Pants
Description Unit Price Quantity Ext. Price
133-Wse-NV - Trouser Freedom Fit - Fechiemer/Flying Cross FEC237 - 42280 65.66 l:l
- 75/25 Paly/Woal -NAVY
03Z-Wa-MV- Trouser - Fechiemer FEC226 - Freedem Fit 75/25 Poly/Weol - 45,86 l:l
NAVY
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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.

that need to be completed.

Active carts display
summaries of open

(s o] T — o]

In the illustration below, there are two carts

s o spprmnai] o oo —

PO Type

I

his application may ba limited. Click this mes=ags for mora datails
(s)r2. 4

carts. e 7
Show line details For selected line items | Add To Favorites v Ge
B&H Photo-Video.com Corp more info... PO Number To Be Assigned
Purchase Ord: 1
420 k, NY 1000: 404 US
Catalog No Size / Packaging Unit Price Quantity Ext. Price (]
L ZAC-5TD-4 Compact Alloy Tripod € mare info... AIZACSTD4 A 595 1A sssuso [
2 EOS 50D SLR Digital Camers (Camers Body) € mors info... CAES0D EA 925.95 1EA 529,95 USD =]
OB roreme. S

catalog Mo Size / Packaging Unit Price Quantity Ext.Price  []
3 SanDisk Cruzer Micro USE flash drive 2 GB € more info.. 1395553 EA 972 1EA 9.72 USD =]
R HP 6730b Notebook €%  more info, 1897631 EA 909.12 1EA 909.12 USD [m]
Supplier subtotal 918.84 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow approvals Subtotal 1,858.74
Shipping .00
Hzndling 0.00
Total 1,858.74 USD

Dane

€ intemnet

F100% -
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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:

Approvals — For those that
approve requisitions, another tab
called “Approvals” appears on
the navigational bar.

Requisitions

Results par pags (10 V] Reguisitions Faund: 0 q page[[¥]ofo b

Requisition No. ¥ State = Priority & PR Date/Time & Requisitionar & Amount & Action saﬁd

There are several sub tabs that will open additional screens.

e Requisition — if there are requisitions to approve they will appear
e 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).

+ Click to filter purchase orders
Hida purchasa ordar decals
ssion subssture Purchase Orders Aoply Action to Selacted PO(=) [ApprovelCompiste %] LGal|
~ My PO Approvals >
Results per page [10_ W] 20 found: + q Page[swl o1 b
PO No. ¥ state = Priority = Date/Time = Requisitionar = Supplier = Amount & Action Select
i
P1000718 i

Notification Normal 2/2/2010 11:40 AM Kathlean Jones Technolagy Integration Group  19.27 USD Remove [m]
[$5]

No. of Ii © This PO has notes

P100065: Notification Normal 2/1/2010 12:22 PM Dorothy snyder Xpedx 0.00USD Remove [m]
Ho. of li

2485801 Notification Normal 2/7/2010 8:11 PM Tracey Smith OfficeMax 0.59USD Remove [m]
No. of line items 1

9403320 Notification Normal 2/1/2010 12:22PM Dorothy Snyder Schaedler Yesco 0.00USD Remove [m]

No. of line items: 1

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



Approvals cont’d.

[T T

P1000718 Revision 0

PO/Referance No.
Technology Intergration Group (TIG)

Supplier

Stntu | Purchaze Order] Rsvisions | 70 Approvais] Comments] Fistery]

General Information

P1000718 Worklow

o

Technelogy Integration Group (T16) JE Q@ mor=info.. Distribution

2/32010

1527 z\smlhutmn Date/Time
upplier

Kathleen Jones
<1 (717) 780-2334
Lfjones@hacc.adu
14566720 visw | print

Document Status.
¥ completed
(2/4/2010 1:36 PM)

ribucad the purchase order using the mathod(s) indicated below the last time it was

2/4/2010 1:36 PM
Sent To Supplier

sa3s7az
Line Item Status

Product Descriptio Catalog No. Size [ Packaging Unit Price. Quantity. Ext. Price Receiving
1 infa... SDCZ6-2048-A10RE Ea 19.27 1A 18.27 USD none
Shipping, Handling, and Tax charges ars calculstad and chargad by sach supplier. The valuss shoun hars are for estimation purpeses, budgat checking, and verkflow approvals. Subtotal 10.27
Shipping 0.00
Handling 0.00
Total 10.27 USD
See configuration for this PO
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resultant purchase orders.

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

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.
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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.
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The “Shop” search utility provides various options to perform a quick search, or a more
advanced search using additional search criteria.
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“Go to” provides quick access to “favorites, forms, non-catalog item, and quick order. Quick
Order allows a search by SKU numbers.
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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.
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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:

John Cooker 2010-02-18 JECOOKER 01 | 4 item(s), 1,858.74 USD
SUPDBIERCOIINECH

My Profile — e e

Change Password

User Settings || purchasing || Permissions [ History |

User Identification | Personsl Settings | Roles | Department Permissions | Email Preferences | Navigstion Setup ?

First Name e

Last Name [Cooeer
Fhone Numbar [7i7[7e0 [t1ze [ | Country Cods, Area, Phone Numbar, Extension

+717 (780) 1128

E-mail Address jecooker@hacc.edu
Departmant [e=inne =1
Sosition |The user's department, which comes from = list of departmants that[=

Administrators manage in the hr configuration pages.

h

er? Click h

Do not want to elp on mous

User N,

Plesse entsr = question and answer that we can prompt you vith should you ever forget your password.

Question Mother Maiden Hame
Anzwer anes
Confirm Answer anes

Lsave |

Hovering your mouse over a field where help is available, will display the specific help text
in a small pop-up window.
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