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Overview

Introduction
The Purchasing function within Financial Services Department is the area responsible for overall
management of the University’s procurement programs for the solicitation of goods and services.

Promoting preferred suppliers, ensuring contract compliance, and searching for savings opportunities
are just the beginning of what the Purchasing team does on a daily basis. In May 2017, UT System and
the UT Tyler Purchasing staff introduced an eProcurement system to make this process more efficient.

eSHOP is the e-procurement system which allows UT institutions to:

Secure better pricing of commonly used products

Provide one-stop shopping

Reduce time and effort in the purchasing process

Select goods from online suppliers

Produce cost savings through the use of eSHOP contract suppliers
Simplify business practices with the introduction new roles
Increase efficiency with the use of central invoicing

Increase the flow of requisitions to UT Share/PeopleSoft

This system will be integrated with the current UT Share/PeopleSoft system to complete the procure-to-
pay process. The purchasing rules and UT Share/PeopleSoft processes that run in the background are
unchanged. Essentially, eSHOP is a shopping tool. The workflow, requisitions, purchase orders, receiving
and payments will still go through UT Share/PeopleSoft. eSHOP is an additional feature added to make
creating requisitions and acquiring products more efficient.

About eSHOP

eSHOP is exclusively for Hosted and Punch-Out catalog items and suppliers. Anything that does not meet
these criteria will go through a traditional UT Share/PeopleSoft purchase order. Not all campus vendors
are available through eSHOP.
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Process Flowchart

Below is a flowchart that describes the flow of a requisition initiated through eSHOP.

eShop

Catalog

PO
Export
L

Login Shop Create Approve/Process Create PO Transmit PO Settlement
Shopper Hosted A55i9"_°’ Send ectro
Login Catalog Submit PO via: e
Created
& Cart XML

Punch-out

General Processing Steps

LWooNOUREWNRE

N
W N R O

Assumptions
e User is familiar with procurement policy and procedure for their Business Unit.

Shopper or Requester Logs in
Search/Shop and add Items to Shopping Cart
Assign or Submit created cart
Requester returns cart to UT Share/PeopleSoft
A requisition is created in UT Share/PeopleSoft
Requester adds accounting information and submits requisition in UT Share/PeopleSoft as usual
UT Share/PeopleSoft workflow is initiated
A Purchase Order is created in UT Share/PeopleSoft
Purchase Order is dispatched
. Purchase Order is automatically exported to eSHOP and sent to Vendor
. An Electronic Invoice is sent to eSHOP from the vendor
. eSHOP import the invoice to UT Share/PeopleSoft
. UT Share/PeopleSoft builds a voucher

® Requesters are familiar with UT Share/PeopleSoft and know how to create a requisition in UT

Share/PeopleSoft.
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Roles and Responsibilities

Roles in eSHOP are assigned to a particular user based on levels of responsibilities within individual
departments and are controlled within the eSHOP application. Roles can be changed if there is a
business need. If a role needs to be changed, please contact the campus Business Unit Administrator.

Shopper

The Shopper is responsible for creating shopping carts by performing basic or advanced search for
catalog items. Shoppers will log into eSHOP and search for items using Hosted catalogs, Punch-Out
catalogs, or consortium and contract suppliers. Shoppers must assign the cart to the Requester for
approval and submission. Shoppers can quickly select the appropriate Requesters from a short list that
has been added to their profile.

Requester

Requesters are responsible for reviewing and submitting carts to become formal requisitions for
approval in UT Share/PeopleSoft. This role is responsible for reviewing the carts, creating UT
Share/PeopleSoft requisition line items, finalizing accounting and shipping information, placing
attachments to requisitions, and ensuring the proper accounting information is correct on a requisition.
Furthermore, Requesters can utilize eSHOP to make changes to carts, cancel carts, or finalize carts.
Requesters are typically administrative assistants or other support staff of university departments.
Requesters can also shop and submit carts they themselves have created.

Buyers

Buyers are responsible for the transactional activities of a purchase order. Buyers create purchase
orders in UT Share/PeopleSoft and communicate any changes to purchase orders to Requesters or
individuals with approval authority. The primary responsibility of Buyers is to process the requisition by
following state laws and regulations in order to create and dispatch purchase orders to suppliers.
Buyers are also responsible for final approval of requisitions into purchase orders.

Business Unit Administrator

Business Unit Administrators are responsible for ensuring that the workflow and systems both support
the needs of their respective campuses. They are responsible for assigning and managing roles,
managing user privileges within eSHOP, and making changes to the systems and processes as it relates
to the unique challenges of each institution. The Business Unit Administrators do not have the ability to
create customizations to their eSHOP instances, add or remove suppliers, access documentation or
contracts from other UT entities, or perform technical administration. They will have additional roles
including addressing order failure, PO dispatch failure, and release management.

System Administrator

The System Administrator is part of UT System Shared Information Services and will facilitate and
manage any universal changes that will affect all Business Units. The System Administrator
responsibilities include: updating and maintaining the solution under the direction of the project
manager, documenting processes and configuration changes, troubleshooting issues with users,
managing order failures, and communicating issues and issue resolution recommendations to project
leadership in a timely manner.
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Accessing eSHOP

Depending on the user’s role, there are 2 ways to access the eSHOP.

If the user has a Shopper role, the user will access the eSHOP from a direct web address. The user will
sign on with his or her UT Tyler network ID and password, which is the same ID and password used to
access their campus computer. Any person that logs into the direct link is considered a Shopper,
Requesters that enter eSHOP through the direct link will not have the Requesters permissions and can
only function as a Shopper.

Logging in as a Shopper
1. Navigate to your eSHOP sign-on screen.
2. Enter Network ID and Password
3. Click Login

Authentication System
TYLER. The University of Texas at Tyler

Welcome to the UT Tyler Authentication System
Email Address

Password

Login

Login gives you 8-hour access without repeat login to protected Web resources.

WARNING: Protect your privacy! Prevent unauthorized use! Completely exit your Web browser when you are
finished

UT Tyler Policy Acknowledgement:

« Unauthorized use is prohibited

« Usage may be subject to security testing and monitoring

« Misuse is subject to criminal prosecution

« Mo expectation of privacy except as otherwise provided by applicable privacy laws

4. Begin Shopping
& Home QL!R eSHOP SheilaDarceyv % | & wooousD [§ ?

W shop W Shop > Shopping > Shopping Home » D
[ — Shopping Dashboard
W Search From All Hosted Catalogs (Does Not Indude PunchOut Catalogs) o2
Search Everything ¥ || Product Keywords, Description, Supplier, Manufacturer n

Shorteuts Browse
Favorites | Quick Order  Suppliers | Categories | Contracts

Organization Message o7 Shop By Catalog [

Welcome to ¥ Hosted Catalogs f

eShop
An eProcurement system for the University of eppendorf
Texas at Tyler

The eShop eProcurement system provides a
familiar online shopping experience and v Punchout Catalogs 2

negotiated pricing from The University of

ke

Airgas

Texas at Tyler's prefarred suppliers for goods
and services you need.
! S TODAY'S

Possible Mission

) )
f— Brercrees

Vou can search for items by keyword or item
number. When you find the ftem you need,
just putit in your shopping cart.

Further Reading & Training
o Punch-out Shopping
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Logging in as a Requester

If a user has a Requester role, they will access eSHOP from a link within UT Share/PeopleSoft.
Requesters will login to UT Share/PeopleSoft and navigate to Requisition, where there will be a link to
eSHOP under the web tab. Employees with only an eSHOP Shopper role will NOT have access to this UT
Share/PeopleSoft link and must use the direct web address to shop.

1. Login to UT Share/PeopleSoft

Authentication System
The University of Texas atTyler

TYLER.

Welcome to the UT Tyler Authentication System
Email Address

Password

Login

Login gives you 8-hour access without repeat login to protected Web resources

WARNING: Protect your privacy! Prevent unauthorized use! Completely exit your Web browser when you are
finished

UT Tyler Policy Acknowledgement:

« Unauthorized use is prohibited.

« Usage may be subject to security testing and monitoring.

« Misuse is subject to criminal prosecution

+ No expectation of privacy except as otherwise provided by applicable privacy laws.

2. Navigate to requisition (Navigation: Main Menu > eProcurement > Requisition)
3. Enter Business Unit or Accept Default

4. Enter Requester

5. Click OK

6. Click on Request Options drop down box

7. Click Web link

8.

Punch-Out to eSHOP by clicking eSHOP link

Employees Self-Service Training

Create Requisition

Welcome Sheila Kay Darcey » ;;
ome ’

Reguest Options - Search | Al v

All Request Options .
Special Requests (=

Special Requests Enter infoarmation about the non-catalog item

Web

SciQuest eShop Portal Item Details

*Item Description

UT ZL SHARE 7
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Navigation
Interface

There are three main areas of eSHOP:

1. The Main Workspace
2. The Side Navigation Menu
3. The Top Banner

Employee Self-Service

1.4 cSHOP

B shop W Shop

Training

Shopping  Shopping Home

Shopping Dashboard

Documents

Shortcuts.

Reporting

Organization Message o2

Welcome to
eShop

An eProcurement system for the University of
Texas at Tyler

The eShop eProcurement system provides a
familiar online shopping experience and
negotiated pricing from The University of
Texas at Tyler's preferred suppliers for goods
and services you need.

You can search for items by keyword or item
number. When you find the item you need,
iust put it in vour shonnina cart.

Search Everything v | Product

Favorites | Quick Order

W Search From All Hosted Catalogs (Does Not Indude PunchOut Catalogs)

ywords, Description, Supplier, Manufacturer

Browse
Suppliers | Categories = Contracts

Shop By Catalog

~ Hosted Catalogs

eppendorf

~ Punchout Catalogs
i) 2 k=

BURGOON

Airgas

Sheila Darcey ¥

% | A& W000USD

?

59 Cancel PunchOut

o

TODAY'S
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Main Workspace

In the main workspace, one can view and manage the active eSHOP features. For example, if a user is
working in the Shopping Dashboard the page will display in the main workspace as shown in the
example below. As a user accesses other areas of eSHOP only the main workspace changes and the side
navigation menu and top banner remain in place. At all times, the main workspace will display
breadcrumbs that tell what page a user is on and the navigation path to the page. A drop-down icon
beside a page name indicates that users can select it to access another page.

Employee Self-Service Training

SheilaDarcey ¥ % ™ A WggQ0UsD

e~ { cSHOP ,

W shop W Shop > Shopping » Shopping Home ¥ 5 Cancel PunchOut

() B Shopping Dashboard

W Search From All Hosted Catalogs (Does Not Include PunchOut Catalogs) o7

& contracts

Search Everything v || Product Keywords, Description, Supplier, Manufacturer n
Advanced Search

Shortcuts Browse
il, Reporting Favorites | Quick Order  Suppliers | Categories | Contracts
Organization Message o7 Shop By Catalog o7
Welcome to v Hosted Catalogs 2
eShop
An eProcurement system for the University of eppendorf

Texas at Tyler

The eShop eProcurement system provides a
familiar online shopping experience and v Punchout Catalogs ?

negotiated pricing from The University of -
:
shi/

Texas at Tyler's preferred suppliers for goads

and services you need. Airgas B fiher TODAY’S

Possible Mission

You can search for items by keyword or item
number. When you find the item you need
iust nut it in vour chonnina cart.

The image below shows the Advanced Document Search active in the main workspace.

Employee Self-Service Training

* ™ A WoooUsD

# Home “' sHoP Sheila Darcey ¥ S Q)
TYLER e ?

W shop W Shop » Shopping > Shopping Home &

| i Advanced Search |Everything M simple search
i contracts Find Results That Have:

All of These Words Supplier

Part Number (SKU) Manufacturer Name
ik, Reporting

Other Options
Exact Phrase Exclude Words
Any of These Words
m Hide Advanced Search on search results

Goto: simple search | favarites | quick order  Browse: suppliers | categeries | contracts

My Resources

purchasing@uttyler.edu
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Side Navigation Menu
Most areas of eSHOP can be accessed from the side navigation menu. The side navigation menu

contains top-level menu items. When a user rolls over the main menu icons, slide-out sub-menus
display. In general, menus are grouped by related tasks. For example, shopping tasks are grouped in the
Shop menu, document search tasks are grouped in the Orders & Documents menu, etc. Clicking on the
Home Icon returns to the homepage from anywhere in eSHOP. Depending on the roles assigned to a
user, all of the following menus may not be available to each employee.

"'l
.-"

BEED EEEEDD M

Description
Homepage - Clicking on the Homepage icon will return the user to the site page that is configured as the
homepage.

Shop - The Shop menu contains menu options related to shopping tasks including product quick search,
access to the shopping page, forms and favorites and access to carts and orders.

Documents - Menu items related to Document Search and Approvals are located in the Documents
menu. This can also be used to create Ad-hoc Reports.

Contracts - The Contracts menu is primarily used to access features related to the Contract Lifecycle
Management products.

Accounts Payable - The Accounts Payable menu contains all tasks related to Accounts Payable for eShop.
Including einvoice management.

Suppliers - The Suppliers menu contains all tasks related to the configuration and management of your
organization's suppliers.

Reporting - Reports are accessed in this menu. The sub-menus are organized by report type and there is a
serparate sub-menu for downloading report extracts and exports.

Administer - Tasks related to the administration of the site located in the Administer menu. The maost
commeonly used Administer options are user management and supplier management. Other sub-menu
options include shopping settings, find and fix errors, managing imports and accessing self-help tools.

Setup - The Setup menu contains all tasks related to configuring the site. This includes workflow setup,
hosted catalog configuration, general site settings, site appearance and behavior and user
communications.

Menu Search - This is keyword search that returns a list of pages containing that keyword. Menu Search
results are clickable to take you directly to the page. In addition, the search results display breadcrumbs
that show you the path to the menu item.

2 SHARE 10
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Top Banner

The top banner contains access points to the user profile, bookmarks, assigned actions items and
available notifications. In addition, users can access a quick view of their active shopping cart and
perform a quick search of the site.

Menu

Option

Description

User Profile - Click on the drop-down to the right of the name. Here users can view and/or edit
a profile, set any page as the homepage and logout of the application.

Bookmarks - A new bookmark can be added by navigating to a page and clicking the Bookmark
icon and clicking the Bookmark this Page link.

Action Items - If users have pending action items, a number indicating the number of pending
items displays in red to the right of the Action Items menu option. Click on the Action ltem
drop-down text to access the list of items. The action items are sorted by action type. Items in
the list are clickable. When users click on the item they are taken to the appropriate area of the
application to complete the action.

Motifications - Depending on a profile set-up, certain actions items and/or tasks, such asa
submitted requisition or a document needing approval, may trigger notifications. Users can view
these from the Notifications menu option in the top banner. Motifications available in the
application will also be sent via email. Notifications are clickable and take users to the appropriate
area of the application

Cart preview - Cart preview allows users to see a quick view of the items in your active shopping
cart. The total of the current cart will be displayed next to the Shopping Cart Icon. Click on the
Shopping Cart icon and the item list will display. The item image, name, quantity and price will
display for the item. An item can be removed from the active cart by clicking on the Remove icon.
Clicking the View My Cart button takes you to the active cart.

Quick Search - The Quick Search feature allows a variety of searches, such as supplier profile,
document, user profile, etc., to be performed from anywhere in the application. Available
searches depend on the user's permissions.
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Managing a Profile

Each user has a profile which is created when access is granted. Some user profile information will need
to be personalized to the user preferences, these preferences will need to be set at first login. At first
login, users will be directed to their profile to customize.

Users can view and/or edit their profile and set any page as their home page. They can also logout of
eSHOP. In order to access profile options, click on the drop-down to the right of the name in the Top

Banner.
2]

‘ [ & W 10247500 USD
?
Shopper Sue

View My Profile

Dashboards
Set My Home Page

Logout

View My Profile

When View my Profile is selected from the dropdown menu, users will get a summary of their basic
information and list of their user profile, settings, preferences and permissions. This basic information
includes basic contact and login information. Review the populated information and make changes if
necessary.

SHOP

! Shop My s Name, Phone Number, Email etc,

LRTTE ooila Darcey User's Name, Phone Number, Email, etc. !

First Name Sheila

E Contracts User Name  sdarcey@uttyleredu
Last Name Darcey

Phone Number

m Accounts
Payable User Profile and Preferences

User's Name, Phone Number, Ema, etc. E-mail Address

one and Display Settings Business Unit UT Tyler (uttyler.edu)

llh, Reporting

Language, T

User Nare sdarcey@uttyleredu

Authentication Method SAML

There is a list of setting, permissions and preference sections to the right of the screen. The sections
listed are dependent on a user’s permissions. Users may have more or less sections than displayed or
they may see sections that they cannot edit. There are sub-sections for each section listed as well. Once
users click on the section they wish to edit, sub-sections will display. If a sub-section is editable there will
either be a dropdown menu or blank field. Some sections have an Edit Section link instead.
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User Profile and Preferences
The User Profile and Preference section has basic contact and login information, plus language and
other preferences that will personalize the user experience. This section as two subsections:

1. User's Name, Phone Number, Email, etc.

| cSHOP

W shop My Profile > User's Name, Phone Number, Email etc.

SheilaDarcey ¥ % ™ &2 W00 USD

i) pocuments Sheila Darcey User's Name, Phone Number, Email, etc. ?
y Sheil
& contracts User Name ~ sdarcey@uttyler.edu Frst Name =

Last Name Darcey

Phone Number

yable User Profile an, e
Lyee— User's Name, Phone Number, Email, etc. E-mail Address
th. Reporting
nguage, T and Display Settings Business Unit UT Tyler (uttyler.edu)
User Name sdarcey@uttyleredu
Authentication Method SAML

Sheila Darcey v d¢ 1@ &2 'W0.00USD

S ) { .SHOP

W shop My Profile > Langusge, Time Zone and Display Settings &

Sheila Darcey Language, Time Zone and Display Settings ?
User Name  sdarcey @uttyleredu .
Selecta Language v
Country v
User Profile and Preferences
User's Name, Phone Number, Email, etc noy v
[ih. Reporting Currency
Language, Time Zone and Display Settings
Time Zone v
Color Theme v
Enable Accessibility Mode Yes  @® No
Help on mouse over v
Preferred email format v
Access Training Content Configuration Yes  @® No
Home Page ® Defauit Override Shopping Home

Save Changes

Use the dropdown menu to choose a preferences or type the appropriate information next to the text
field to update this information. Once finished Click Save or Save Changes.

Update Security Settings

This is where a user may change his/her password and security questions. Since UT Tyler uses a single-
sign on password, this section will not be editable. To change your password, please change your
network password from the UT institution login.
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Default User Settings
The Default User Setting section is largely defaulted according to the user’s profile from UT

Share/PeopleSoft. Some of these sections cannot be revised. However, there are some sub-sections
under Default User Settings that should be reviewed to make sure they are set correctly and completely.

1.

Custom Field and Accounting Code Defaults — are not used for this module and will be blank or
pre-populated from UT Share/PeopleSoft and should not be modified

Default Addresses — Are populated from UT Share/PeopleSoft. These addresses here will not be
accepted on the UT Share/PeopleSoft requisition and will revert to the default addresses stored
in UT Share/PeopleSoft if they happen to differ. If a user needs to change the address for a
requisition it needs to be done in UT Share/PeopleSoft.

Cart Assignee — Anytime a user is creating or reviewing a cart but will not be the person who
“Returns it to PeopleSoft”, they will need to assign the cart to a cart assignee. Cart assignees
are Requesters that have the authority to submit a cart to UT Share/PeopleSoft. The person or
persons who are responsible for creating and submitting requisitions for the department will
most likely be the cart assignees for that particular department.

Adding an Assignee to User Profile

1. Access the User Profile.
2. Click on the Default User Setting menu option on the left.
3. Click Cart Assignees.

4. Click the Add Assignee button.
eSHOP -

Sheila Darcey Cart Assignees
User Name  sdarcey@uttyler.edu e

My Cart Assignees
Name Action

Sheila Darcey Set as Preferred | Remove
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5. A User Search box will display, enter all the known fields.

User Search ?

Last Mame

Requester
First Mame Ruby
User Name
Email
Business Unit UT Systermn Administration (utsystem.edu)
Department v
Results Per Page 10 v

6. Click the Search button.
7. From the Search Results, click Select link to select the correct person.

MNew Search
Name = User Name = Email = Phone Action
Requester, Ruby rubyr rubyr @utsystem.edu +469 (284) 0000 [select]

8. The assignee displays in the Cart Assignees page. From this screen you should be
able to Set as Preferred or Remove. Clicking Set as Preferred will make this person
your default assignee. Click Remove if you need to remove an assignee.

Cart Assignees ?

Add Assignee...

My Cart Assignees ?
Name Action

Ruby Requestor Set as Preferred | Remove

UT ZL SHARE 15
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User Roles and Access
The User Roles and Access gives a snapshot of the roles that are assigned to a user and the access a user
has when accessing a document search from the side navigation menu.

Ordering and Approval Settings
This section is defaulted, view only and cannot be changed.

1. User Purchasing and Approval Limit Values — this section to set the financial limits for the user or
role.

2. Punch-Out Access - This section displays the permissions for viewing and accessing Punch-Out
suppliers. A check mark indicates that the user has access to the Punch-Out and an X indicates
that the user does not have access.

3. Product Views — this section manages the types of products that specific users or user roles are
able to view in search results. These views are based on supplier and product category classes as
well as specific product flags.

4. View Assigned Approval Folders — this section is a folder Summary tab that lists all of the
folders for which a user is assigned as an approver. It will be a view-only look at the approver's
workflow folders.

Permission Settings

Permissions determine what functions are available to a particular user, including what navigation tabs
and screens are viewable and editable by the user. When a role is assigned to a user, default
permissions are automatically given to the user, but can be overridden by an administrator if necessary.
This will be a view-only section unless the user has an administrator role.

Permission are included for Shopping, Carts & Requisitions, Orders, Approvals, Contracts,
Administration, Accounts Payable, Custom Fields, and Mobile. A check mark indicates that the user has
access to the permission and an X indicates that the user does not have access. To get more clarification
on a permission click the question mark at the end of the permission name to show help text.

Notification Preferences

eSHOP can be configured to notify users when specific events happen in the system or an issue is
pending that requires the user's attention. All notifications are available by email and a sub-set are also
available in eSHOP in the Notifications menu in the top banner.

Notifications for specific users are managed through the Notification Preferences menu in the user
profile. This includes configuring which notifications the user will receive and the method of delivery (in
application, email or both). Often, this information is inherited from a role but it can be overridden at
the user level. If a notification preference is not inherited, it will default to None.
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Setting Notification Preferences
1. Access the user profile.
2. Click on the Notification Preferences menu option on the left.
3. Select a sub-menu to choose a specific notification preference.
4. Click the Edit Selection link for the corresponding section.

e | cSHOP

SheilaDarcey ¥ v ™ 42 WooousD

W shop My Profile » Mofification Preferences > > Shopping, Carts & Requisitions &

) pocuments Sheila Darcey

& contracts UserName  sdarcey@uttyler.edu

Pay

[ils. Reporting

Administration & Integration

Purchase Orders

nts Payable

Contracts

Supplier Management

User History

5.

el ) § cSHOP

Shop My Profile > N

@) pocuments Sheila Darcey

Notification Preferences: Shopping, Carts & Requisitions # Egit Section | 7
Assigned Cart Processed Notifieation Email & Notification
Assigned Cart Deleted Notification Email & Notification
Cart/PR rejected/returmed Email & Notification

Settings

Shopping, Carts & Requisitions.

Radio button options will display to the right of the notification. To override the
default status for the notification, click the Override radio button. Adversely, if a
status has been overridden and you would like to restore the default, click the
Default radio button.

SheilaDarcey ¥ v ™ &2 W00 UsD

& contracts User Name  sdarcey@uttyler.edu

ts

|ik. Reporting

Sett

& Integration

Purchase Orders
Accounts Payable
Contracts

Supplier Management

User History

Notification Preferences: Shopping, Carts & Requisitions ?
Assigned Cart Processed Notification ® Default Override Email & Notification
Assigned Cart Deleted Notification © Default Override Email & Notification
Cart/PR rejected/retumed @ Default Override Email & Notification

Shopping, Carts & Requisitions
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a.When selecting the Override radio button, a dropdown will display and the user
will select from the following options.

i Email indicates that the user receives the notification by email.

ii. Notification indicates that the user receives the notification in eSHOP.
Important Note: In-application notifications are not available for all
notification options. For those items, the Notification status option will
not be available.

iii. Email & Notification indicates that the user receives the notification in
both ways.

iv. None indicates that the user does not receive this notification.

Sheila Darcey v ¢ ™ A2 W000 USD

Sheila Darcey

User Name  sdarcey @uttyler.edu

Email & Notification

Email &

Email & Notification

Save Changes [eRS

Shopping, Carts & Requisitions.

6. When you have completed the changes, click the Save button.

User History

The User History provides an audit trail that tracks changes made to a user’s profile. This is an
information-only screen that provides detailed information about potentially important changes such as
changes to roles and permissions, addresses, and more. The History screens are used to track changes,
additions, and deletions.

Dashboards

Dashboards reduce the need to search for frequently used features by placing them all in a single
location. Dashboard "widgets" or sections provide access to general functionality and information, such
as product search or the organization message, or to functionality and information specific to a product.

The Shopping Dashboard will be the default homepage for users. The Shopping Dashboard offers quick
access to tasks and information that you use on a regular basis. There are four widgets available for the
Shopping Dashboard.

A Shopping Dashboard example is shown below:
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W Shop » Shopping . Shopping Home = Shopping Dashboard

Shopping Dashboard

W Search From All Catalogs o2
Search Everything v
Advanced Search
Shortcuts Browse
Favorites Quick Order Suppliers Categories Contracts
My Resources . ? Shop By Catalog"\_/" o7
My Resources ¥ Hosted Catalogs ?

eshop@utsystem.edu | Phone: +1 (555) 555-5551

BIORAD
Organization Message . [
Welcome to eShop
¥ Punchout Catalogs ?
An eProcurement system for the University of Texas System
Here you'll find the goods and services you need. The greatly expanded eShop eProcurement m

systemn provides a familiar online shopping experience and negotiated pricing from the University
of Texas System's preferred suppliers.

Further Reading & Training

o Punch-out Shopping

1. Product Search - allows the user to locate shopping items from the dashboard. Users can
perform a simple product search, access advanced search, shop from several types of
shortcuts or through browsing items.

a. To perform a simple search from the widget, select a category in the drop-down
field, enter a value in the text field and click the search icon.

b. To perform an advanced search, click the Advanced Search link.
Shortcuts are available to take you to your favorites or suppliers, and to create a
quick order. To access a shortcut, simply click on the link. Item browse options are
available. To access any options, simply click on the link.

2. My Resources - displays the system support contact information for UT Tyler.

Organizational Message - displays a message, which has information for UT Tyler.

4. Catalogs - displays the suppliers and services a user may have access to that are featured
by any particular Business Unit.

w

Set My Home Page
Set My Home Page allows users to set their personal homepage to fit their needs. The Shopping
Dashboard is the default homepage for users.

To set the homepage:
1. Navigate to the desired page in eSHOP.
2. Find your name in the Top Banner and click.
3. Click Set My Home Page in the menu.
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This pop-up will display:

Set My Home Page

Default Home Page
Shopping Home

* Current Page
Open My Active Shopping Cart

You can also access your home page by pressing Alt + 1

Save Changes Close

4. Select the Current Page radio button to set the current page as the homepage. Select the
Default Home Page radio button to return your homepage to the default homepage.
5. Click Save Changes once you have made your selection.

Shopping in eSHOP

There are two basic methods for locating products in eSHOP based upon supplier type: Hosted and
Punch-Out Catalog. The type of supplier you select will influence the manner in which you search for
products and process your order in eSHOP.

Shop by Catalog
EidesHoP

CindyTroyer % ™ 4 W0O00USD

¥ Shop  Shapping  Shop
Shopping Dashboard
'! Search From All Hosted Catalogs (Does Not Include PunchOut Catalogs) oot
Shortcuts Browse
Organization Message 5y Shop By Catalog St
Welcome to  Hosted Catalogs :
eShop e
An efrocurement system for the University of - [b;«m(ku‘
Texas at Tyler g =
The eShop ePracurement system provides 3
line shoppin ¥ Punchout Catalogs .
e Soo 4 g a a a a a
-
Airgas GRAwGER w Lot ‘ shiv ‘ TODAY'S
number When you
pust put it in yo
Further Reading & Training
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Hosted Catalogs

Hosted catalogs contain product data and details, along with UT System negotiated prices and terms for
each item. When a product search is performed, the products in all of the Hosted catalogs are searched.
Hosted catalog search results contain product information from all suppliers depending on the search
criteria entered by the users. Hosted catalogs allow the user to perform side-by-side comparison
shopping.

Punch-Out Catalogs

Punch-Out catalogs are integrated external links to a supplier’s web-based catalog. The user
automatically exits eSHOP to search and select products from a supplier’s web catalog, and then is
returned to the eSHOP shopping cart at checkout. The selected items are then submitted through the
standard requisition/order process. Since a Punch-Out catalog only allows the user to be in that one
vendor catalog — no side-by-side comparison can be performed except for products comparisons within
that one Punch-Out catalog.

Shop at the Top— Shopping Dashboard
From the eSHOP Shopping Dashboard, enter the name of the item you are searching for in the product
search bar. Users can also search by a part number or style number. Click the Search icon.

Search Everything v ﬁ

P
Advanced Searc

On the right side of the product list, the price displays along with packaging information. The quantity
defaults to “1” and can be changed here before adding to the cart. If this is an item that is ordered
frequently, one can click the add favorite link. If a user has several items to compare between suppliers,
he or she can click the compare link. A checkmark will appear to indicate it is selected to be compared.
The Compare Selected button will activate and show how may items you have selected to compare. To
remove a product that you have selected, click the remove link.
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Once users have selected all their items to compare and a page will display for a side by side comparison
of your product.

S| cSHOP

Sheila Darcey v s ™ A2 W000USD

W shop W Step  Shopping t :

‘ << Back to Search Resuts:
lj\ Documents

‘Add To Active Cart M E
ﬁ' Contracts. Select

Addto Cart ayl m ah m

neck bottle, for Eppend

Product Details  Eppendorf Rotor Adg -bucket g-bucket rotor

ing-bucket  Eppendarf Rotor

{l, Reporting rotor S-4x fotor §-4 , ppendorf centrifug
Catalog No. 5020700006 5920703005 5920717006
Price 25010 UsD 25010 USD 250.10USD
Supplier Eppendorf North America, Inc, Eppendorf North America, Inc, Eppendorf North America, Inc.
Category Centrifuge Rotor Accessories Centrifuge Rotor Accessories Centrifuge Rotor Accessories
uom
Price per UOM 25010 USD / unit 25010 USD / unit 25010 USD / unit
Product Size
Price per
Product Size
Unit

Select units.. ¥

Category 41103913 41103913 41103913
UNSPSC
Color
Image URL https://online-shop.eppendorf.us.. &1
Manufacturer Eppendorf Eppendorf Eppendorf
Name
Manufacturer 5920700006 5920703005 5920717006
Part Number
More https;//online-shop.eppendorfus.. & https;/online-shop.eppendorf.us.. 5! https://online-shop.eppendorf.us.. &1
Information URL

Once you determine the product you want to purchase, simply click the Add to Cart button.

NOTE: If the search results in no items returned on contract or in a catalog, this would indicate you would
use a standard special item requisition through UT Share/PeopleSoft to order the product(s).

2 SHARE 22



eSHOP New User Training Manual

Document Search

The Document Search provides the ability to search across carts, purchase orders and elnvoices to view
the document histories all at the same time. When doing this, users will be presented with search
options that span across multiple document types. The default document type is “All Documents”. My
Carts and My Purchase Orders can also be accessed from this tab. Document searches are used to not
only tell about “past” orders, but to access carts in process to find out the status.

Sl sHoP

! Shop W Shop

Shopping

.JJ Documents

Document Search

Document Search

Fl 3 —
E Contracts .
Search Documents

View Saved Searches

Download Export Files

Search Documents
Click the Orders and Documents Icon from the Side Navigation Menu. Then choose Document Search
and Search Documents from the sub-menus. These fields are searchable in search documents:

Cart Number

Purchase Order Number

Contact Number

Catalog Number

Requisition Name

Requisition Number

Supplier Name

Key Word (from the cart name, item description, etc.)

Sheila Darcey v J ™ A% W000USD
24 cSHOP

) Documents  Document Search > Search Documents

© N vk wWwN R

Search |All Documents ¥ All Dates | |

Document search offers a variety of date ranges to search by. To change the date ranges, use the drop
down box — All Dates in the search box and choose from the following options:

1. Days
2. Calendar
3. Fiscal
4. Other

Prior to running the search, the date range or the document type may be selected.
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Filter Options
Once a query has been initiated there are many options for filtering the results to get to the information
the user is seeking. In this example the user searches for all documents for the fiscal year to date:

Search |All Documents - Fiscal Year-To-Date v m
Enter search terms such as document numbers, suppliers, and product information,

Go to: advanced search | my carts | my purchase orders

The results will give all documents that meet this date range. See the left hand side of the screen for the
current search filters that apply to this search. Use Refine Search Filters to further filter the results.

“' SheilaDarcey v J¢ W A% W0.00USD
TYLER GSHOP

W shop  Documents > Document Search > Search Documents ¥ Document Se: Siogout

< Back to Edit Search Start New Search

Documents
Showing 1 - 20 of 29 Results Fiscal Year-To-Date (9/1/2016-5/8/2017)
Search Details 7 | Resuls perpage [20 7 Sortby: Bestmatch ¥ 4] Page[1 v |of2 2] 7
Document Number Document Type Document Ouner Document Date/Time Supplier Document Total
fittered by /0000008 Invoices Sue Cross 5/5/2017 1:20 PM SHI nterational Corp. 13030UsD
; e Al Doaments  Toooooo3 &4 Invoices Sue Cross 5/5/2017 102 PM Possible Missions,Inc. 20228 05D
lih, Reporting Date Range: Fiscal Year-To-Date
+/ T0000002 4 Invoices Sue Cross 5/5/2017 107 PM Burgoon Company 198.27USD
Biport earch
v 49208502 2, Invoices Sue Cross 5/5/2017 10:54 AM ing Technology 44100USD
v/ 49202168 X Invoices Sue Cross 5/5/2017 10:11 AM s Business Solutions 36,62 USD
Refine Search Results ? /49202076 2\ Tnvoices Sheila Darcey 5/5/2017 10:10 AM Eppendorf North America, Inc. 37662USD
B /49199646 2, Invoices Sheila Darcey 5/5/2017 830 AM Eppendorf North America, Inc 275.12USD
ype
v/ UTTYL0000011535 4 Purchase Orders Sheila Darcey 5/4/2017 3:08 PM Eppendorf North America, Inc. 27512050
All Documents v
8781268812 Requisitions Sheila Darcey 5/4/2017 1219 PM Burgoon Company 5778 USD
Date Range 878123022 Requisitions sheila Darcey S/4/2017 1216 PM Eppendorf North America, Inc. 27512U5D
Fiscal Year-To-Date v 40155888 4 Invoices Sue Cross 5/4/2017 11:09 AM Airgas Inc. 11111 USD
UTTYL.0000011528 Purchase Orders Sheila Darcey 5/4/2017 10:38 AM Summus VWR 439220SD
Suppli \/
uppler e  UTTYL.0000011531 -2 Purchase Orders Sheila Darcey 5/4/2017 10:38 AM Eppendorf North America, Inc. 376,62 USD
Eppendorf North America, Inc. (7)
Burgoon Compa 87801656 Requisitions sheila Darcey 5/4/2017 1025 AM Summus VR 158455 USD
Cell signaling Technology (3) 7 UTTYL0000011534 £ Purchase Orders Sue Cross 5/3/2017 425 PM Airgas Inc 11111 USD
Today's Business Solutions (3) [more]
v UTTYL.0000011533 "4 Purchase Orders Sue Cross 5/3/2017 425 PM Cell Signaling Technology 44100 USD
Business Unit .
v UTTYL.0000011532 2 Purchase Orders Sue Cross 5/3/2017 4:25 PM Today's Business Solutions 3662 USD
UT Tyler (uttyler.edu) (29)
v/ UTTYL.0000011530 "2 Purchase Orders Sue Cross 5/3/2017 425 PM Burgoon Company 198.27 USD
o -
wner ks / UTTYL0000011529 4 Purchase Orders Sue Cross S/3/2017 425 PM Possible Missians, Inc. 20228 USD
sheila Darcey (15)
e Cross | fta‘ adminy @)  UTTYL0000011527 4 Purchase Orders Sue Cross 5/3/2017 4:25 PM SHI International Corp. 13030USD
Sue Cross Results Per Page |20 ¥ 4] Page1 7 |of2[x

Sachin Sriv

(Local Admin) (1)
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Contract Search

The Contract Search provides the ability to search contracts loaded into the eSHOP system. Users are
able to search contracts in the same manner as documents. Contracts are an easy way to procure goods
as the procurement process is already complete and the goods and pricing has previously been
approved by procurement before purchase.

I Contracts » Contracts » Search Contractsw—

E‘ Contracts Contracts Search Contracts Advanced Search | 7

Contracts
Contract B
Search Contracts

View 5aved Searches

Contracts

Active for Shopping Active v

By Start/End Date Effective v

Advanced Search

Advanced Search offers users the option to enter very specific, detailed search criteria. Advanced Search
gives users the ability to pre-define search criteria. Users should use advanced search when they know
of specific criteria on which to search for their documents.

The following are examples of where to find the advanced search and what options are available.

Shopping Advanced Search

ﬁ Home

! Shop

Shopping Shopping

ﬂ| Documents

' v
My Carts and Orders By Keyword a

Go To

Shopping Home | Advanced Search | View Favorites | Quick Order

E' Contracts

Browse By

Suppliers | Categories | Contracts

|||._ Reporting

& Home u' Sheila Darcey v ¢ ™ A2 W000USD
a1 cSHOP
W shop ™ Shop » Shopping » Shopping Home=
) oo o
& Documents Advanced Search | Everything v simple search
Find Results That Have:
All of These Words Supplier
Part Number (SKU) Manufacturer Name
[ih. Reporting
Other Options

Exact Phrase Exclude Words

Any of These Words
| search | Hide Advanced Search on search results

Goto: simple search| favorites | quick order  Browse: suppliers | categories | contracts

My Resources

purchasing@uttyler.edu
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Contract Advanced Search

Contracts

Contracts

Search Contracts

View Saved Searches

>1.1cSHOP

& Contracts > Contracts > Search Contracts ™

W shop

Documents

% Contracts

Reporting

wr eSHOP

W shop & Contracts > Contracts
Documents

 Contracts

 Reporting

SheilaDarcey ¥ v % A% WogousD

Search Contracts Advan

Contract

by contract name, number, summa

Active for Shopping Active v

By Start/End Date Effective M

Sheila Darcey v ¥ ™ ™ 0,00 USD

Search Contracts - Advanced Simple Search | 2

Contract Number By Start/End Date Eective v
Contract Name Supplier Q

Supplier Class v

Keywords
Contract Version Type v

Contract Manager Any Me @ Pick

eProcurement

Status Flags
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Documents Advanced Search

4 1 cSHOP

Shop I Contracts » Contracts Search Contracts = Searc

Documents

Document Search

Document Search

Contracts
Search Documents

View Saved Searches

Download Export Files

oT IR
TYLER eSHOP

‘_ Shop i) Documents ) Document Search » Search Documents @ Document Se

) oocuments
v Search | All Documents 7 All Dates v m

pplier

Enter search terms such as document numbers fuct information.

ﬁ' Contracts

Go to: advanced search | my requisitions | my purchase | myinvoices

241 eSHOP

Shop ) Documents > DocumentSearch » Search Documents ™ > D ent Se:

Documents
Search | All Documents ¥ simple search

i’ Contracts

General Document Identification

Document Number(s)

ik, Reporting Document Information
) Participant(s) Any Me @ Pick. B
Owner p
Date All Dates M
Total Amount v
Supplier P
Business Unit P

Item/Product Information
Catalog Number(SKU)

Product Description

Product Flags @ Controlled substance L B energy star
A Green # Hazardous material
& Rad Minor & radioactive
£ Recycled & Select Agent
£ Toin

Gota: simple search | my requisitions | my purchase
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Saved Searches
Many users will find that there are searches that they will perform over and over.

eSHOP through the Search feature will allow certain searches to be saved so that a useful search is quick
and easy to recreate without having to perform all the filters manually each time.

Saved searches are created from the search results page. When you opt to save a search you are
essentially saving the search you executed to get to that results page. For example, you run a search on
Carts from the last 30. If you opt to save this search, then the criteria saved in the search will be the
same. It is important to note that when you execute a saved search the dates will be relative, meaning
the last 30 days would be from the date of report execution vs. the date that the report was saved to a
folder.

Saved searches are organized using folders, helping to easily locate and manage them. Folders can be
created in the saved searches tab or on the fly when saving a search.

Saved searches can also be managed. Searches can be deleted and moved/copied to another folder.
Search names and descriptions can be edited. From the view saved searches link you can also add a
saved search as a shortcut on your main search.

To Create a New Search Folder
1. Indocument or contract search, select the view saved searches sub menu from the Side

Navigation Menu.

1.1 cSHOP

¥ Shop W Shop

Shopping Home =

Shopping

Documents

Document Search

Document Search

" Contracts

Search Documents

Accounts View Saved Searches

Payable Download Export Files
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2. Select the Add New button in the top left.
\

A Home EI.E'R esHoP

W shop ) Documents > Document Search  View Saved Searches &

Manage Saved Searches

) pocuments Add New »
y Expand Al Collapse Al § )
& contracts The folders listed on the left contain document searches that you have saved (listed under “Personal®) or document searches that are being shared with
4 Ppersonal you (listed under "Shared"). To add a document search to a folder, select the "Save Search” button after performing a document search and follow the
X ) prompts. You may create a new folder by simply clicking on the *New" button, selecting the type of folder you wish to create.
mA unts You have no personal favorites.
P
# Shared
th. Reporting Yau have no shared favorites.

3. Select Top Level Personal Folder Link for New Top Level Folder or Subfolder to add to an

existing folder

Add New w

Top level personal folder Collapse All

CONTRACTS

4 Shared

You have no shared favorites.
4. A new window will appear prompting a name for the search and a description (optional).

Create Personal Folder

Name *

Description

254 characters remaining

* Required Save Changes Close

5. Once Information is entered, click Save Changes.
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To save a search

1. Click the Save Search button after filtering all the criteria.

& Documents Document Search Search Documents = Document Seard

< Back to Edit Search Start New Search

Search Details

4

Showing 1 - 15 of 15 Results

Results Per Page |20 -

Document Number

Document Owner

Fiscal Year-To-Date (9/1/2016-1/13/2017)

Filtered by 174681624
Type: All Documents
Date Range: Fiscal Year-To-Date 1746812
1746408 2
1746407 4
1746403 54
Refine Search Results H 1746384 4
1746371 54
Type
174522854
All Documents v
1745205 4
Date Range 174410754
Fiscal Year-To-Date v 1743627
1743486 "4
Supplier 174348154
Bio-Rad Laboratories (15) 1742796 %,
Department 1741576 53

Mo Department (15)

Results Per Page |20 -

Ruby Requestor
Ruby Requestor
Ruby Requestor
Ruby Requestor
Ruby Requestor
Ruby Requestor

Sue Shopper
Sue Shopper

Ruby Requestor
Ruby Requestor
Sue Shopper
Ruby Requestor
Req Ray

Ruby Requestor
Sam Shopper

Sort by: | Best match v 4|Page 1of 1[2] 2
Document Date/Time Supplier Document Total
1413/2017 10:05 AM Bio-Rad Laboratories 13000 USD
1/13/2017 10:02 AM Bio-Rad Laboratories 2,010.00USD
1/12/2017 6:47 PM Bio-Rad Laboratories 358,00 USD
11272017 6:28 PM Bio-Rad Laboratories 870,00 USD
1/12/2017 6:27 PM Bio-Rad Laboratories 711.25UsD
1/12/2017 619 PM Bio-Rad Laboratories 520,00 USD
1/12/2017 5:08 PM Bio-Rad Laboratories 76,735.00 USD
171172017 431 PM Bio-Rad Laboratories 260.00 USD
171172017 11:45 AM Bio-Rad Laboratories 200,00 USD
1410/2017 10:14 AM Bio-Rad Laboratories 14500 USD
1/9/2017 5:44 PM Bio-Rad Laboratories 29.00 USD
1/9/2017 3:16 PM Bio-Rad Laboratories 24,00 USD
1/9/2017 3:04 PM Bio-Rad Laboratories 2900 UsD
1/8/2017 5:25 PM Bio-Rad Laboratories 200,00 USD
1/5/2017 3:27 PM Bio-Rad Laboratories 43300 USD

[2]Page 10f 1[x

2. A new window will appear prompting a name for the search and a description (optional).

Add to Saved Searches

Step 1: Edit Saved Document Search Details
Nickname * |

¥ Add Description

Step 2: Select Destination Folder

“ Personal
CONTRACTS
4 Shared
You have no shared favorites.
* Required

Add New &

3. Once named, add this search to a personal folder by clicking on the folder the search will be
saved in. NOTE: If a user has never created a folder for searches he/she will have to click the Add

New link to create the folder.
4. Click Save.
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Shortcuts
Search Everything v
Mdvanced Search
Shortcuts Browse

Favorites | Quick Order by SKU Suppliers | Categories | Confracts

Favorites
Favorites can be used to identify items that are referenced or ordered frequently. By setting up
Favorites less time is spent searching for items that will be ordered again in the future.

Within eSHOP, there are two types of Favorites — Personal and Shared. Personal Favorites are those
that a user identifies for future purchasing. With personal Favorites, folders and sub-folders can be
created. Users have full control over items in their personal folders. Shared Favorites and folders are
set up by the administrator and can be set up for use for the entire campus. Shared Favorites typically
represent frequently ordered products or suggested products for purchase.

Adding Items to Favorites
Favorite items can be added from the product search results or from the cart. Although the “starting
point” may be different, the way in which Favorites are added is the same.

1. Search for an item. From the search results, locate the item to add as a favorite.
2. To the right of the item, just below the Add to Cart button, click the add favorite link. The Add

to Favorites dialog box displays.

Results for: Everything : kit
Showing 1-20of 133 Results

Results Per Page (20 = Sort by: | Best Match r 4|Page|1 - |ofGle|?

Carbohydrate Analysis Kit from Bio-Rad Laboratories 1,550.00 usD

Part Number 1250233
i i ‘-.:an :alil.l'-’l—r Info '25"2;? - (Bio-Rad Laborateries - Life Sciences) e
T U e I A to Cart |V

add favorite ||compare
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3. Inthe Item Nickname box, you may name the reference rather than using the supplier’s product
description. You might want to name the item something that you can recognize.

Add Favorite

Step 1: Edit Item Details

Bio-Rad Laboratories, Catalog No. 1250233

ickname * -
ltem Nickname Carbohydrate Analysis Kit
Quantity * |

Description

500 characters remaining

Step 2: Select Destination Folder

“ Personal

 Lab Kits
“ Shared

‘You have no shared favorites

Reguired Save Changes Close

4. Enter the standard quantity that will be ordered. The quantity can always be updated when
adding to the cart.

5. Select the destination folder. You can add the item to an existing folder or create a new folder.
NOTE: If you need to create a new folder, click the Add New Link. Enter the folder name and
description, then click Save. The new folder displays in the list and it automatically selected for
the favorites item. Click Submit to save the item.

6. Click Save Changes. After the item is added, a confirmation box displays.

Once saved as a personal Favorite, you can reorder by clicking on the Favorites tab or they can still be
found by conducting a search. When searched the items are displayed with a star and display first in the
search results. If you renamed your product with a nickname, you can also search on that nickname.

Results Per Page |20 - Sort by: | Best Match - A|Page|1 v |of 67 |k| ?
Carbohydrate Analysis Kit from Bio-Rad Laboratories 1,550.00 usD
Part Mumber 1250233 1UNIT, EA
Manufacturer Info 1250233 - (Bio-Rad Laboratories - Life Sciences)
’ o R o

add favorite | compare

Experion Pro260 Starter Kit from Bio-Rad Laboratories 640.00 UsD

P Part Number 7007110 1UNIT, EA
- W facturer Iny 7007110 - (Bio-Rad Laboratories - Life Sciences) Add to Cart

|t lanufacturer Info 7007110 - (Bio-Rad Laboratories - Life Sciences) ] u

add favorite | compare
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Quick Order

Quick Order is used when the exact product catalog number (SKU) is known. Both the supplier and
manufacturer part numbers are searched when using Quick Order. If the catalog number entered is an
exact match to a product in the hosted catalogs, and there is only one match, the product is
automatically added to the shopping cart. If an exact match is not found or more than one product is
found, Search Results are presented to allow for the selection of the appropriate product. Quick Order
allows you to order one or more products simultaneously.

1. Access Quick Order in one of the following ways:

a. Navigate to Shop > Shopping. The Shopping slide-out menu displays. In the Go To
section click Quick Order.

b. From the default Shopping Home page click the quick order link located at the top of the
page. Often the Shopping Home page is your default home page.
2. To quick order for a specific product vertical, select an option in the Category field (optional).

Quick Order back to shop.
Category Everything v

Part Mumber (SKL)

Part Mumber (SKL)

Part Mumber (SKL)

Part Mumber (SKL)

Part Mumber (SKL)

Add to Active Cart
3. Enter the catalog number(s) in one or more of the Part Number (SKU) fields. If you would like to

add the SKU automatically, it is important to enter the SKU exactly as the supplier has it listed.
4. Click the Add to Active Cart button.
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Shopping Carts

Shopping Carts contain line items that represent items, goods, or services being requested through
eSHOP. Users with Shopper permissions add items to a cart then assigns the cart to a requester for
submission into UT Share/PeopleSoft. A Shopper has a UT Share/PeopleSoft ID but does not have the
permissions to create requisitions in UT Share/PeopleSoft. A Requester actually submits the cart on
behalf of a Shopper or creates one themselves, the cart is then imported into UT Share/PeopleSoft as a
Requisition.

W Shqp ~ My Carts and Orders ~ Open My Active Shopping Cart &

4 Continue Shopping

1 Item(s) for a total of 3,615.00 usp

pre—— . 1

H Shopping Cart
&  save |

Cart Name 2017-03-23 - Eppendorf

Description Centrifuge

Prepared for Sam Shopper
elect a different user..

Supplier / Line Item Details ?

Hide line details For selected line items  Add to Favorites v m

Eppendorf North America, Inc. B more info.. Contract

PO Number To Be Assigned

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price

1 Eppendorf Centrifuge 5430, Keypad, includes aerosol-tight, 022620509 EA 3,615.00 |1 EA3.615.00 USD
angle rotor (FA-45-30-11), 120 V/60 Hz a more info...

Manufacturer Name Eppendorf

Manufacturer Part 022620509
Number

More Information URL }"l_‘ttps://on\ine—shop.eppendorf.us..‘
2

UNSPSC 41103901
more info...

Supplier subtotal 3,615.00USD

Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, Subtotal 3,615.00
and workflow approvals.

Total 3,615.00 USD

Proceed to Checkout [eJg m

view cart history

When accessing a cart. You are able to see the cart name and description, who the cart is prepared for,
the supplier name, the item and its details, the cart totals and view the cart history.

There are also several actions users can take from the screen. Users can add to the cart from the same
supplier by clicking the Continue Shopping link. They can change the cart name or description.
Depending on their role, they can click buttons to Return to PeopleSoft or Assign Cart. Users can
change the quantity of a hosted item. Also, users can select the item or items to perform the following
action from the for selected line items dropdown.

Add to Favorites

Remove All Items

Move to Another Cart

Add to Draft Cart or Pending PR/PO
Line Item History
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elnvoicing

Invoicing is an automated process for eSHOP purchase orders. Once a supplier has sent an invoice, it will
be received by eSHOP. That invoice information will then be sent to UT Share/PeopleSoft, where a
voucher is built, matched and budget checked. Once budget checked, it will go through any approval
workflows required by the campus. Once approved, it will be sent to pay cycle for release of payment.
An example of the workflow is illustrated below.

e-Invoicing — UTA, UT Tyler, System Admin and Permian Basin — UNIFIED INSTANCE

m=

XML Message
Correct Voucher Build |  yes, S

El ™ - (sequentially generated)

Batch AP Matching
(Two way for UTA

- and Threa way for

UTS, UTT and UTPB)
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