HELPFUL TIPS FOR DIRECT CONNECT REQUISITIONS FOR McKESSON

The following tips have been developed to help UTHSCSA users become quickly familiar with
creating a Direct Connect requisition for McKesson in PeopleSoft Financials.

About Direct

Direct Connect is more than just a requisition type in PeopleSoft Financials. It also

Connect describes technology that allows us to directly connect to a vendor’s website. Vendors
with whom we have established a Direct Connect relationship are typically preferred
suppliers of the U T System Supply Chain Alliance or have another type of agreement
with the Health Science Center. This means that the pricing listed on the Direct Connect
vendor’s website has been established through the appropriate procurement method
and requires no additional competition or justification.

About the McKesson is a leading medical supply company that distributes medical-surgical

Vendor supplies and homecare supplies. McKesson’s pharmaceutical distribution network
supplies more than 40,000 pharmacy locations across North America.

How to 1. Create a Direct Connect requisition.

Create a 2. You can select the vendor by clicking the ™ for the Vendor ID field. Select

Direct Vendor ID 0000150110.

Connect 3. Complete the rest of the Requisition Defaults page.

Requisition 4. Either click the Continue | pytton, or click on 2-Add ltems and Services

for this

Vendor

Create Requisition
Elfi 1. Requisition Defaults E‘.‘%;

2. Add Items and Services Ij& 3. Review and Submit

Specify and Modify requisition name, requester, and other information that applies to the entire requisition

Requester: Doe.Jehn
Restock medical supplies

DIRECT CONNECT (1 ! -

Requisition Name: Origin:  DCN

*Requisition Type: *Priority: ~ Medium -

Travel Type:
[”] RadioactiveiHazardous

(2) ooooiso110 @

MCKESSON GENERAL MEDICAL CORP
EDX Orders via Direct Connect

*Vendor ID:

*Project: 106310 Q
~ *Cntct Mame:  Doe,John *Cntct Phone:  210/450-5555 [
*Ship To: AN = *Cntct Email: doej@uthscsa.edu
“Fiscal Year: 2012 X *DeliverTo:  MARC 1101 niact
*Deliver Name: Deliver Phn:

*Due Date:

Continue

5. Onthe Add Items and Services page, click on McKesson Medical-Surgical
to “punch out” to the vendor’s website.

| Create Requisition

=

Add lines to the requisition, specifying the information necessary to procure each item or senice. {

o — r

1. Requisition Defaults E & 2. Add Items and Services _—;:‘. 3. Review and Submit

M n Madical-Surgioat
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Overview of
the Vendor’s
Website

Once you punch out of PeopleSoft, the first page you will see is McKesson’s
Working Cart page. Here you can enter catalog numbers if you know them;
however, most users will want to shop for catalog items using one of the many
different ways McKesson has provided to search their catalog.

MCKESSON T
Empowering Heakhcare & Can ltems: 0 Total: $0.00
EIEEEL oe cwson O n  Scikanspe®  Tom  Supen
gy e
= Accownt® UT HEALTH T ShipTo LT+ R "
Chek heve © 0 items total $0.00
Carthep | Pros Cant

" aty 2] ) cuickAcd Sort MostPeces = con [0 IR = voreootons. -

Cart entry tips to help you get started

Keying in the item and UOM together

Within ;e Bem ¥ Beld, you may pul in the dem number and UOM logether Ar example would be ‘456" 5042680, or 500112 BIC ¥ you beave oll he LIOM, well atlempt o defaull
it1o whatever you predously ardered

Detailed item entry

When the Quick A9q chackbar is unchecked for Bem enty, a0dng an iem wil finst Show you 2 Gkalog whare you can make modications befors aidng the lem 1o e cart. This
option works best if you aren sure of the LOM, need i put in comments with yousr flem, of would like 10 check e status of e ilem Defore 3dding 110 the can

Quick item entry

Whven you check the ‘Cuick Asd check box net ko Rem enlry, 30ding an ibem will Immediately place @ in the can This oplion works best for (hose peopie who know faeir item
numBets and units of measure and would like 10 generale an order 33 quickly &3 possible

Reorder Suggestions

Can't remember whal You My need 10 oroer? Chok here 1o vhew yous 00 day d==  pry wilh suggesied reorder dates and quantibes

Adding items from a list

You can edner key in M flem number directly withie 18 by clcking hte

Searching by manufacturer ¥ or desr “.\v
Because McKasson supplies our customers en! n ms by manufacture(s information should instead be e ered into tha Search bax at the
169, ten added lo e cart ose © po ea®
Editine SR = ‘awpen e Nou
Tar iyl u:me 10\1 c;;a\“- pﬂﬂps oy A tern. This will show you 3 GEalog whare you car make modicalons and save
% \ 3 s
QY ece de
ot wes® rout
WOt ide e of of tne

| Hide these tips | Seume oy
\’m\‘“m/
db 4 9°-

0 You can return to
the Working Cart page
at any time by first
clicking Home on the
menu. From the
sidebar menu that ., Tarr .
appears, click Start Reorder Suggestions
New Order. oy b

MCSKESSON
Empowering Healthcare

Essential Tasks -
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Searching the
Vendor’s
Catalog

McKesson lets you search their extensive catalog of products and services in a variety

of ways. Here are some of the most popular methods.

0

L &

Use the Search Box. Enter a catalog
number or item description. Add
precision to your search by clicking on
this button B on the Search box.

Select a Product Category.

Select a Product Catalog.

MCSKESSON

L
wersng Redld

Search ¥
“| By Keyword

By Manufacturer #
By Manufacturer
By fem Xref 2

Helpful Tips for Direct Connect Requisitions for McKesson

Page 3 of 8




Shopping e When you have completed ordering items, click on your shopping cart.
Cart and MCKESSON
Empowering Heakthcare
Checkout
e Click the Punchout button IEEEH.
MEKESSON P =
PR ———r— o Cart Bormc 3 Total $7H6.07
Chahs baww 3 Remas totad $210.83
Cart bl | B Cay
' - B0 cecsam ton uewiesn - ’] ﬂ@”‘“ =
EoprEE vt ady LIRS i M (=0 =ri] [ 250 L LI oL o =
H H bmit
e Click the Submit button NG
MEKESSON UT HEALTH SCIENCE CTR SAN ANTCNIC | Punchout User
Empowering Healthcare & Cart Items: 3 Total: $210.82
“:l Search ¥ Home Catalbgs Orders Lists  ScanManager™  Tools  Support |
Cart #360907 - PUNCHOUT Please review your order details-3 i
Please take a final review of billing, shipping, and line items Go {jack
=) Account# UTHEALTH SCICTR SAN ANTONIO Ship To UTHEALTH SCICTR SAN ANTONIO
7703 FLOYD CURL DRIVE CENTRAL RECEVING
SAN ANTONIO, TX 78229 7703 FLOYD CURL DRIVE
SAN ANTONIO, TX 78229
Cart# PO Date QOrder Total
360907 PUNCHOUT 10/14/11 9:36 AM $210.82
Order Line Iltems
tem# Description Manufacturer Mfr # UOM Price af Total
626572 NEEDLE, HYPO RW 27GX1/2" (100/BX 10BX/CS) McKesson MedSurg 102-N2705 BX/100 $4.42 20 38340
458917 GLOVE, EXAM NITRL PF BLU MED (100/BX) McKesson MedSurg 14-656 BX/100 $8.93 10 $89.30
628722 SYRINGENDL, LL 3CC 23GX1" (100/BX 10BX/CS) McKesson MedSurg 102-SN3C231 BX/100 $8.28 4 83312
e The contents of your shopping cart appears in your PeopleSoft requisition.
Create Requisition
[Ck 1 Requisition Defoulss [k 2.Adduemsond Services @ 3.Reviewand Submit |
Review the details of your requisition, make any necessary changes, and submit it for approval.
Business Unit: UT HEALTH SCIENCE CENTER AT SA
Requester: DoeJohn Requisition Type: DIRECT CONNECT
Requisition Hame: . *Currency: *Priority:
(] 1 MEEDLE HYPORW27GX12" (100] MCKESSON GENERAL 20,0000 Bex 442000 88.40
MEDICAL CORP
b 2 GLOVE EXAMNITRL PFBLUMED ( MCKESSON GENERAL 10.0000 Bex 893000 89.30
MEDICAL CORP
07 3 SYRINGEMDL LL 3CC 23GX1° (10 MCKESSON GENERAL 40000 Bex 823000 3312
MEDICAL CORP
] Select A/ Deselect Al Total Amount: 21082 USD
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Confirming
Your Order

Within minutes after your requisition has been approved, a scheduled process will
source your requisition to a purchase order which is then automatically dispatched
to the vendor. Typically, within a few hours, the vendor will send an order
confirmation similar to the one shown below. The subject line and first sentence
will contain the Purchasing buyer’s name, but the email is sent to the person
whose email address appears on the originating requisition.

To: John Doe
Co
Subject: McKesson Order Acknowledgement #360908
B I R S I S NS S B I N WS NN RN | 7|
= g g g ; g g g g g 1
MEKESSON This order has been submitted for processing. The status of the items
Empowering Heaithcare on this order are subject ta change.
Order Acknowledgement 360908
Purchase Order: HSCSA.0000795553 Account #: Shipping To:
Order: 999 Account Name:  UT HEALTH 5CI CTR SAN ANTONIO UT HEALTH SCICTR SAN ANTONIO
Ordered By: Punchaut User Create Date: 10/14/11 10:06:17 AM EDT CENTRAL RECENVING
. ) . e 7703 FLOYD CURL DRIVE
Order Status: Accepted Confirm Date: 10/14/11 10:06:18 AM EDT SAN ANTONID, TX 7:
Order Total: $210.82
Special Instructions:
UT HEALTH SCIENCE CENTER AT SA
Doe,John / MARC 1.101
Order Comment:
Order Detail
Stock Ttem # Description Mig # uoM Price Qty Total
Stocked 626572 NEEDLE, HYPO RW 27GX1/2" {100/BX 10BX/CS) 102-N2705 BX $4.42 20 $88.40
Stocked 458917 GLOVE, EXAM NITRL PF BLU MED (100/BX) 14-656 BX $8.93 10 $89.30
Stocked 628722 SYRINGE/NDL, LL 3CC 23GX1" (100/BX 10BX/CS) 102-5N3C231 BX $8.28 4 $33.12
Total: $210.82

Your order has been submitted for processing. For real time Order Status - please login to SupplyManager and view your arder in 'Open Orders'.

If you have questions about this order, please contact Customer Service @ 1-866-625-2679 and refer to acknowledgement # 360908 or order # 999,

A If you do not receive an order confirmation, check your junk email folder and filtering rules/options.

Problems You
Might
Encounter

e Login/Logout — Do not use links appearing on the vendor’s website to login or

logout. UTHSCSA users always access the vendor’s site from PeopleSoft
Financials and return to PeopleSoft Financials upon checkout.

e Timeout errors — After 30 minutes of inactivity on the vendor’s site, if you attempt to

continue with your order on the McKesson website, the following page will display.
MCKESSON

&ring Healthcare

SupplyManager™

Your online resource for ordering, tracking, and invoicing

not
Do not use this login page- It does
pharmaceutical and medical-surgical supplies.

apply to UTHSCSA punchout users.

to
C you must returnto Peo:le.foft
. r's website;
Not a McKesson Customer? access thE‘VEI‘\dI:‘ : alread" added
Password McKesson Customer Registration "LDWE\"BI', lf VOU a d jors o
Eoo Take a Tour i to a cart, the vendor
e ense. See
ok 2 Bookmark this page! & i el S :
| forgot my password. hO‘dlng v "Questions You
ion
the next sectio
Might Have” for more information

— regarding suspended carts.
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Questions
You Might
Have

Can | create a list of favorites? Yes, any UTHSCSA user who can punch out to
McKesson can create a Personal List, although there are some caveats. All
UTHSCSA users are basically seen as a single punchout user, so any UTHSCSA
user can view, use, edit, and delete a Personal List that you create. Some
UTHSCSA users are permitted to create another type of favorites list called a
Shared List. These can be viewed and used, but not edited by other UTHSCSA
users other than those with security to create Shared Lists.

MCKESSON

Empowering Healthcare

Personal and
Shared Lists

UT HEALTH SCIENCE CTR SAN ANTONIC | Punchout User

4 Cart Items: 0 Total: $0.00

l:lm Home Catalogs Orders Lists ScanManagers™ Tools Support
Contact Your Account Manager

Create New List Import New List View All My ftems

Click on a List below to view detail. Lists Help

Personal Lists

Personal Lists allow you to create and maintain lists of your frequently used tems which only you can see, use, and edit.
Name + Owmer

Customer

Delete
DOEJ GENERAL SUPPLIES

DOEJ GLOVES

Customer

SMITHR3 FREQUENT BUYS
SMITHR3 BANDAGES
SMITHR3 MONTHLY RESTOCKS

Displaying Personal Lists 1 to 5 07 5

Shared Lists

Asa pract'\cal matter, ;f
you create 8 Pen"sona
List, its 2 good idea to
prefix your list with your
username SO that you
can easily find it.

Customer
Customer
Customer

00000

Shared lists are created and maintained for use by you and others. These lists may only be edited by the creator andior authorized users.
Name 4 Type Owner Delets
UTMED 1000

Managed Customer
CLINIC 1100 Shared Customer

Can | save my shopping cart and come back to it later? Yes. McKesson refers to

this as suspending a cart. Click on your shopping cart and then click the Suspend
button next to the Punchout button.

M Delete | Suspend I Punchout

The next time you punch out to McKesson, click on the Home menu option to
access Suspended Carts.

MCSKESSON
[eicome to ekesson suppymanager
ssental Tasks I ®

Start New Order WHIN Safe
Reorder Suggestions Huber Needle
M ; 3 '_l

|| [
Crhadulad Medars (1 d

e Are there any items that are restricted/blocked in the catalog? Yes. The
University’s HOP policy 6.6.2 requires that tax-free industrial alcohol (190
and/or 200 proof) must be purchased from General Stores to insure
compliance with the Health Science Center’s federal permit to use tax-free
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alcohol. Although the McKesson catalog includes industrial alcohol, it
should not be purchased. If it is, it must be returned to the vendor.

In addition, McKesson may sometimes place restrictions on the purchase of
some items. These items will be clearly marked in the catalog with the
phrase “Item has a Purchasing Restriction”. This is a vendor-imposed
restriction. It does not refer to the university’s Purchasing department.

Mg KE SSON UT HEALTM SCIENCE CTR SAN ANTONIO | Puncheul User

Empowenng Healthcare & Cart ltems: 0 Total: $0.00

Product Catalog
Product Catalog > Gloves
Refine Your Search Pros
= Mciesson Brand Moinlycke Health Care
. A Exam Glove McKesson GENESISE Surgical Glove Biogel® P
HonSterile Powderfree Latex Smooth UnraTouch™ Sterile Powderfree

vory Contains Latex Small Potyisoprene Smooth Opaque Beige
Size 8

Select Subcalegory

Gloves

Finger Cots
Glove Box Holders and Dispensers Matches: 1858 SPerPage 10 Mexts»Page 1 v of 168
Glave Liners
o G @ Conpare Compare 4 Products on Page
Medical Gloves ] #354£33  MSKBRAND Mire 14416 =
Utisity Gloves -— Exam Glove Medi.Pak™ Parformanc: 7 rFree Latex Textured vory *_,!
'.!.l Contains Latex Medium
Hem has a Purchasing Restriction
Manufacturer Spotlight 2
UOM BX100S7.11  ~ Qty DD
MQKESSON 2455917  MEKBRAND uire 14555 T
e
B R A N D - l Exam Glove Medi-Pak™ Performance Mon Steril: Powderfree Nitrile Textured Blue Latex-Free ?

- Mediy

If you add a vendor-restricted item to your cart, you will not be able to
punchout back to PeopleSoft until you remove the restricted item from your
cart.

MCKESSON UT HEALTH SCIENCE CTR SAN ANTONIO | Punchout User

Empowering Healthcare

l:l Home  Catalogs Orders Lists  ScanManagers™  Tools  Support

Cart #360947

' Cart ltems: 1 Total: $7.11

The Punchout button
is red (instead of
green) to alert you to
the existence of cart
errors.

ount Manager

=) Account# UTHEALTH SCICTR S&N ANTONIO ShipTo UTHEALTH SCICTR SAN ANTY
7703 FLOYD CURL DRVE CENTRAL RECENING
SAN ANTONIO, TX 78229 7703 FLOYD CURL DRIVE

SAN ANTONIO, TX 78229
Cart Tip: Click hergio-esdar from recently purchased products
#]  Jay[ [JEEN ) quickadd Sort MostRecent - Cart

Cart Help | Print Cart

More Options... =

Manufacture Mfr & On Price Qty Tota

354433 GLOVE, EXAM LTX PF TEX MED (100/BX) McKesson MedSurg 14-418 BX/100 571 1 N =]

tem has a Purchasing Restriction
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Getting
Help

Contact DCATS at 210-567-7777 (option 5).

Contact the Purchasing Department at (210) 562-6200, or email
purchadmin@uthscsa.edu.

Consult the vendor’s online help. In particular, you might find McKesson’s
Customer Tours to be of some assistance.

MEKESSON E2063823 UNM OF TEXAS HEALTH SCENCE CENTER | Punchout Use
Empowerng Heathcare g Cant toms: 0 Total: $0.00
support .m.m -_ Contt Your Ascod omager
Jstomer Support Support Information  E : " S
Contact Us Customer Service: 1-856-6:’5125;5 = Phone Numbers
Support Home Technical Support: 1-800-422-0280

These are the available topics under Customer Tours. For UTHSCSA users, the
first three are mostly applicable.

N e SupplyManager™
:.a::;::;m Su_ppI\!rMana_ger Main Menu
To go directly ¥ & topir. o ) g

‘e on o froem ihe et o
rhen Somine

Finding Products is Easy

m The Can' Build and Place an Order 'l
B continue © "
| Lists: Make Ordermg Faster

Track 'l"our Ord ers

‘ Other Features & Benefits

A Some portions of the vendor’s online help topics do not apply to UTHSCSA punchout users.
The vendor’s website supports both punchout users, as well as users from other organizations
who must login to the vendor’s site. Most help topics include many extra steps that apply only to
punchout users. Always ignore any portions of help topics that instruct you to log into (or out of)
the vendor’s website, or to change passwords.
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