Entering a University of Massachusetts Medical School 
Contract for Service REQUISITION >$10K 
($10K and under - use the Non-Catalog Vendor REQUISITION)
Contracts >$10K require additional signatures and special workflow routing… see CFS Processing procedures; http://inside.umassmed.edu/financialservices/forms/index.aspx
1) From the Home/Shop screen, click on the ‘Cart’ icon, then My Carts and Orders, View Draft Shopping Carts
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2) To create a new cart click ‘Create Cart’
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3) It is recommended that you name your cart something that is useful to you, it is a searchable field.  Click ‘Update’ to save your cart name.  Then click on ‘Click here to start shopping’
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4) Click the ‘Forms’ link To access the ‘Worcester Encumbrance-CFS Request’ to enter the required information for your Contract for Services requisition > $10K.
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5) Under the ‘Shared’ folder you will find the ‘Medical School Forms’ 
a. Click the ‘Worcester Encumbrance-CFS Request’ or ‘View Form’
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6) The Worcester Encumbrance – CFS > $10K Request Form will appear.
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· Enter the Vendor:  after typing the first 3 letters of the name, BuyWays will start showing vendors who’s name starts with those letters for you to choose from.

· Product Description:  Provide a description of the service.  Please use meaningful descriptions of the item like “Medical Exam Review Services”.

· Additional Information:   Space is available for more information regarding your Contract for Service, but it is not required.
· The Amount of the Contract for Service is required, (provide the total spend amount needed for the contract).

· Order Start Date:  Start date of the contract.
· Order End Date:  End date of the contract.
· Internal Attachments:  Sole Source Justifications, etc.

· External Attachments are not required… the contract must be routed through the established signature levels.

7) Select ‘Add and go to Cart’ from the Available Actions drop down and click ‘Go’
· This action will bring you into your ‘Active Cart’ to complete the required fields
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8) You must now enter the ‘Commodity Code’, then click ‘Proceed to Checkout’
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· To add the Commodity code, click on the drop down arrow to the right of the list field.  The commodity list will pop open allowing you to choose the correct Consulting Services commodity code.  Hint:  Typing the first letter of the commodity name will bring you to that section of the list
9) To add ‘SpeedType’ and ‘Account’ information, click ‘edit’
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10) You are required to enter the ‘SpeedType’ and ‘Account’ (-WA required on both codes) only.  All other fields will auto populate based on the Speedtype you’ve selected.  Note:  If required; the ‘add split’ link is available on this page to add mulitple Speedtypes.  - click ‘Save’
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11) Go to the ‘Final Review’ tab
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12) Click ‘edit’ in the General Section of the Summary page to open the ‘Other General’ box.
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Once you have reviewed the details, you may continue by clicking the button at the top of the page.
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a. Blanket orders require special settings on the requisition and PO
b. Blanket orders are not sent to the vendor – you must check the ‘Confirming/not sent to vendor’ checkbox

c. Blanket orders are liquidated by amount, not quantity – you must check the ‘Blanket Order’ checkbox 

d. You may also select ‘Sole Source’ checkbox if this purchase qualifies, (please attached your Sole Source document as an ‘Internal Attachment’)
e. click “Save”
13) Your requisition will now show green check marks indicating the order is a Blanket Order and the order will not be sent to the vendor
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14) Your requisiton is now ready to send to workflow for approval, “Submit Requisiton”
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15)  A summary page will appear, showing your requisition number, total amount and number of items.  
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