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1. To begin a new request, follow arrows above.
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2. Enter location, department, date and order description.
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3. If you are purchasing from: Medical Mart, Merchants Paper,
Monarch Basics Office Supplies select “Add from Catalog” and

search for the product. For all other vendors, select “Add New
ltem”.




Windsor Essex Community Health Centre
Centre de santé communautaire de Windsor Essex

ADD NEW ITEM x
< BACKTO CATALOG
CATALOG ITEM DESCRIPTION %

PRCOUCT NAME: Healthcare for You
WEEKLY DHARY 11XE-1/2 2020 BLK Des soins de santé Pour vous

4. Enter/verify that all required fields
oW NANY 00 U NED? are populated. If your item(s) were
[ )= P [ selected through the catalog several
fields would have been pre-populated

— for you. Now click “Add Order Item”.
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5. Add additional items as
necessary. Once completed
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PunchOut Suppliers
Browse for iterns on a supplier catalog and quickly add them to your request.
Onece PunchOut items are approved, Procurify will send a PO request to place the order with the supplier.

PUNCHOUT SUPPLIERS
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6. FUN FACT!

Procurify integrates directly with Amazon which provides seamless
purchasing directly from the site!

If you are purchasing through Amazon, please reach out to us through
our weCHC helpdesk ticketing system for additional instruction.
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Several resources are available within Procurify for additional
help which can be accessed at the top right hand corner of the
home screen.
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*For all other inquiries a procurement helpdesk ticket must be
submitted within the weCHC internal staff portal.*




