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[bookmark: _Toc478115850]Overview
eSHOP is a role based shopping tool that allows shoppers to take advantage of pre-negotiated contracts from well-known suppliers. Shoppers are able to search and shop the sight for goods, knowing these have been pre-approved for the University. A Shopper is anyone on campus that does not have security access to create a Requisition in UT Share/PeopleSoft.
[bookmark: _Toc478113011][bookmark: _Toc478115851]Accessing eSHOP
1. Navigate to your UT Tyler eSHOP Sign on. 
2. Enter Network ID and Password
3. Click the Login button
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4. Begin creating a shopping cart
[bookmark: _Toc472519902]

[bookmark: _Toc478113012][bookmark: _Toc478115852]Navigation

There are three main areas of the eSHOP screen:
  
1. The Main Workspace - The main workspace is where one can manage the active eSHOP feature. It will always display breadcrumbs that tell the navigation path to the page the user is accessing.

2. The Side Navigation Menu -  Most areas of eSHOP can be accessed from the side navigation menu. 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.

3. The 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. 
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Creating a Cart
There are two ways to shop in eSHOP:
1. Punch-Out Catalog: A Punch-Out is a website where the shopper is redirected to the supplier’s site. A cart is created on that site. Then the shopper is redirected back to eSHOP with their selected merchandise.
2. Hosted Catalog: A Hosted Catalog is a supplier catalog that is embedded in eSHOP. The catalog is hosted by eSHOP, and can be searched by various criteria. Users can search for an item across all hosted suppliers, allowing users to comparison shop.

When comparative shopping your results will come from among Hosted catalogs, not Punch-Outs.  
Users will create a cart in eSHOP using one of these methods. They can have multiple carts in process at the same time. To access your carts, click on the Shop menu, from the slide out menu select My Carts and Orders, and click View Draft Shopping Carts. 
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To create a new cart, click on the “create cart” button or simply start choosing items when searching and they will be added to an active cart that will show a summary in your top banner. 
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It is very important to remember to select from one vendor catalog at a time and complete the process entirely with that vendor.  
Since a cart may eventually become a UT Tyler requisition and purchase order, the rule to remember is One Vendor – One Cart – One Requisition. *
[bookmark: _Toc478113014][bookmark: _Toc478115854]

Ordering from a Punch-Out Catalog
Punch-Out catalogs are external links to a supplier’s website. Click on the Vendor Icon in the Punch-Out Catalog section of the Shopping Dashboard. This will take you to the vendor’s website for UT System. 
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Note: Each vendor’s website will be specific to that vendor. Follow the directions on each website to search, select and order products. Each vendor will have some form of checkout that enables users to return to eSHOP. The Shopping Cart Page will appear when you return to eSHOP. 
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Ordering from a Hosted Catalog
1. Search for items in the hosted catalog by using the simple search displayed below or by clicking on the advanced search. 
 
Example: Battery [image: ]
Search results can be sorted by price, supplier, part number, etc. Choose the sort method using the Sort by dropdown. Users can also filter results by keyword, product flag, supplier, category, packaging, etc. [image: ]
2. Change the quantity if needed. 
3. Click the Add to Cart button. 
4. Click View Cart to proceed. 
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While eSHOP does allow you to enter items from more than one vendor supplier in the same cart, a co-mingled cart cannot be processed into a Requisition.
[bookmark: _Toc478113017]

[bookmark: _Toc478115857]Completing a Cart

Once a Shopper has completed shopping and are viewing their cart, they can name the cart for future reference or future searches. A Shopper can also modify the cart, empty the cart or provide various other actions by using the dropdown. If you make changes, click Save button. 
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Multiple Vendor Carts – Deleting more than one
*Remember the rule from page 4 - One Vendor – One Cart – One Requisition?
If you inadvertently did select from more than one vendor during your shopping experience and before processing your cart through to assigning it to a Requester, you can fix the problem by deleting all but ONE vendor from your unprocessed cart.



Before assigning your cart to your Requestor, first verify that you only have one vendors goods in your unprocessed cart.  Click on the Cart icon in the Top Banner of the screen and then the View My Cart button.
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Review the cart list.  If there is more than one vendor listed in the cart all but one must be deleted before proceeding.
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· Select the vendor you want to delete by clicking on the check box on the right-side.
· Select Remove Selected Items from the drop down box.
· Select Go.
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· Proceed with clicking the Assign Cart button.
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Please note that a cart may not be split into two or more carts. 
The software does not support more than One Vendor – One Cart – One Requisition.

While the dropdown box does include an option to “Move to Another Cart” attempts to use it will result in the error messages shown in the screen shot below.

If there are multiple vendors in the cart follow the directions above and delete all but one vendor from the cart.
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Assigning a Cart 

A Shopper must assign his/her cart to a Requester (an Administrative Assistant or other support staff member) for an order to actually be placed.

Once you have selected your items and are in the active cart:
1. Click on the Assign Cart button. 
[image: ]

2. Select the requester whom you would like to assign the cart by either:

a. clicking the Select from Profile Values radio button and selecting the appropriate name from the Select from profile values dropdown
 [image: ]

b. clicking the Search for an assignee radio button and click search for an assignee. [image: ]







A “User Search” popup box will display, to add criteria (such as last name) and click the search button. 
[image: ]

Click the select link for the appropriate name, to return to the original screen.
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3. Click the Assign button. 

You will receive a confirmation that the cart was assigned successfully. Once assigned, the assignee receives an email notification. 
1. [bookmark: _Toc478113019]

[bookmark: _Toc478115859]Editing a Cart
[bookmark: _Toc478113020][bookmark: _Toc478115860]Hosted vs. Punch-Out

Depending on what type of catalog an item is selected from, there are differences in how you can edit a cart in eSHOP. When adding items to the cart from a hosted catalog, you can edit these items in eSHOP directly from the cart. 
Punch-Out items cannot be edited in the cart. You must Punch-Out to that catalog again.  You do this by clicking the modify items link in the cart.   
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Carts that have been returned to UT Share/PeopleSoft

[bookmark: _Toc478113022]Once a cart becomes a UT Share/PeopleSoft requisition, the eSHOP cart is no longer editable. 

If the order must be changed or corrected, it is recommended a Requester cancel the requisition and create a new cart in eSHOP, making the necessary changes. If the cart was assigned, the Requestor will need to notify the Shopper that the cart number has changed.


[bookmark: _Toc478115862]eSHOP Invoices
[bookmark: _Toc472519924][bookmark: _Toc478109594][bookmark: _Toc478115863]
Invoicing in eSHOP is an automated process for eSHOP purchase orders.  The vendor electronically sends an Invoice directly to UT Share/PeopleSoft.  

After the goods have been manually Received in UT Share/PeopleSoft, the Voucher will automatically be created.  If there are no Budget Checking errors and no Matching errors, the Voucher will automatically be approved.  

Document Search
 
To look up any documents you have completed use the Document Search function.   Click on the Documents icon in the left-side navigation bar then select the type of search you are interested in.

Document Search provides the ability to search across carts, purchase orders and e-Invoices 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. Document searches are used to not only tell about “past” orders, but to access carts in process to determine the status.

 [image: ] 


[image: Image result for ut share]14

image3.png
Shopping

My Carts and Orders

My Carts and Orders

Open My Active Shopping Cart

View Draft Shopping Carts
View My Orders (Last 90 Days)
View My Orders (Last 5 Orders)





image4.png
24 cSHOP

A Bl = Shop > My Cartsand Orders > View Dratt Shopping Carts

Create Cart
My Drafts
&z Active Cart Shopping Cart Name
- 2017-05-05 ctroyer@uttyler.edu 01





image5.png
Welcome to
eShop

i bracurement e fo he Uniersy of
Teras ot Tter

The eshop efrocurement sytem provides s
famitaranlne shopping expeience 3nd
negotisted pricing fom The Universty of
Terss 5t Tyers prefreed supplr or oods
rd services you nees

Yo cam seach or e by keyword ortem
umber When you fnd the e you e
st put it your shopping cart

FurtherResding & Training

shiv TODAY'S





image6.png
search Everything v [battend

Shorteuts Browse
Favorites | Quick Order by SKU  Suppliers | Categories | Contracts.




image7.png
W Shop > Shopping > Shopping Home ¥ > Product Search - All

Results Per Page

Filter Results

By Supplier
Millipore Corp (18)
Summus VWR (31)

By Category A

Adapters or connectors or fittings for pharmaceutical filter
housings (7)

air sampling Equipment (2)

Battery Chargers and Accessories (1)

Filtration Apparatus Accessories (2)

Laboratory balances (22)

By Packaging UOM
EA(49)

By Result Type
Products (49)

By Manufacturer
BIOEXPRESS (2)

EMD Millipore Corporation (18)
OHAUS SCALE CORP (28)
PRIVATE LABEL - VWR (1)

Shop |Everything battery

Go tor advanced search | favorites | quick order by KU Browse: suppliers | categories | contracts

Results for: Everything :

Sort by] Best Match v
. . Best Match
Milliflex PLUS Printer Battery 1/Pk from Millipore Cor
v /P P P Part Number
Part Number MXPPBATO1 Description
Manufacturer Info MM_NF-MXPPBATOT - (EMD Millpof size

Packaging UOM

Supplier
Price: Low to High
Price: High'to Low.

PLC battery; 1 each from Millipore Corp

Part Number CcMPoats
Manufacturer Info MM_NF-CMP0415 - (EMD Millipore Corp)

Replacement Battery 6V NiMH 2200mAH, 1 ea from Millipore Corp

Part Number MERSBATOT
Manufacturer Info MM _NF-MERSBATO1 - (EMD Millipore Corporation)

Cent M1 PCL Battery and Media Memory Card from Millipore Corp

Part Number cMPials
Manufacturer Info MM_NF-CMP1415 - (EMD Millipore Corp)

NovaSeal Battery chargers 220-240 V European plug from Mi
Part Number NMo027

Manufacturer Info MM_NF-NM0027 - (EMD Millipore Corporation)

pore Corp

Showing 1 - 20 of 49 Results _ Compare Selectedt: 0
[ Page 1 v |of3 2] 2

130.00 UsD

EA
[ o c.

add favorite | compare
1 item added, view cart.

141.00 Uso

EA
[ o c.

add favorite | compare

48.41UsD

EA
[ o c.

add favorite | compare

281.00 UsD

EA
[ o c.

add favorite | compare

328.00 UsD

EA
[ o c.

add favorite | compare




image8.png
W Shop > My Carts and Orders > Open My Active Shopping Cart > > Cart - Draft Requisition

4 Continue Shopping
: 2item(s) for a total of 91.91 uso

¥4 Shopping Cart
- =2

=) Ea

Cart Name art 12345
Description Extra Batteries

Prepared for 5am Shopper
Select a different user..

Supplier / Line Item Detail
Hide line details For selected line items

Add to Favorites v

Add to Favorites

Millipore Corp'y moreinke et Remove Selected Items.
PO Number ToBeAssigned | Remove All tems
Move to Another Cart
Product Description Catalog No Size / Packaging Unit Price Quai Add to Draft Cart or Pending PR/PO
1 Replacement Battery 6V NiMH 2200mAH, Tea  more info.. MERSBATO1 1 4841 Line item History
A
Manufacturer Name EMD Millipore Corporation
Manufacturer Part Number MM_NF-MERSBATOT
More Information URL http//www.emdmillipore com/Us/e... 5
UNspsc 41104925
more nfo.
2 Battery Chaer  more info.. XX6320002 1 4350 | [ea a350usD [
A
Manufacturer Name EMD Millipore Corporation
Manufacturer Part Number MM_NF-XX6320002
More Information URL http//www.emdmillipore com/Us/e... 5

UNspsc 26111704
more nfo.

Supplier subtotal 91.91UsD

Shipping, Handling, and Tax charges are caculated and charged by each suppber. The values shown here are forestmation purposes, budget checking, and workfo approvals, 511010t o191
Total 91.91UsD

Ty




image9.png
Sheila Darcey ¥ ¢ 4 ®s5623UsD

TK8434690T Double Coated Tap...

Office Depot(R) Brand Pink Beve.

56.23 USD





image10.png
ceSHOP

Shop > My Carts and Orders

Open My Active Shopping Cart &' D

Sheila Darce

Search (Alt+Q)

O ntam oy s e o

)e.! Shopping Cart o sneic oarcey

=] Ea
Cart Name

2017-05-22 sdarcey@uttylerd
Description

Sup)

r / Line Item Details.
Hide line details

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 5/22/2017 8:56:57 AM
Line(s): 1

Product Description

TK8434690T Double Coated Tape Material Polyester Clear Shape Continuous Roll Width 1 In. Length 36 yd. Thi .9 mil Li
White Adhesion Strength 61 oz.in. High Strength Acrylic Adhesive Performance Temp. Up to 180 Degrees F Standards ASTM D33 4

more nfo.

Manufacturer Name

EY
Manufacturer Part Number a4
Supplier Part Auxiliary 1D WWG24A689

more nfo.

|Today’s Business Solutions - .

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes?  MODIFY ITEMS | VIEW ITEMS

Item(s) was retrieved on: 5/22/2017 8:55:50 AM
Line(s): 2
Product Description Catalog No
2 Office Depot(R) Brand Pink Bevel Erasers, Small, Box Of 36 9  more info 139720
Manufacturer Part Number 86139720

Supplier Part Auxiliary 1D 139720

21tem(s) for a total of 56.23 uso

—— .

For selected line items | Add to Favorites 2 s |
Contract
PO Number To Be Assigned
Size / Packaging UnitPrice  Quar Ext. Price
A 5149 1EA 5149 USD
Supplier subtotal 5149USD
Contract
PO Number To Be Assigned
Size / Packaging UnitPrice  Quantity Ext. Price
BX 474 L BX 474UsD




image11.png
ceSHOP

My Carts and Orders > Open My Active Shopping Cart ™

Supplier / Line Item Det

Hide line details

Burgoon Company o io.

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 5/22/2017 8:56:57 AM

Line(s): 1
Product Description Catalog No
1 TK8434690T Double Coated Tape Material Polyester Clear Shape Continuous Roll Width 1 In. Length 36 yd. Thickness 6.9 mil Liner Color  24A689

White Adhesion Strength 61 oz.in. High Strength Acrylic Adhesive Performance Temp. Up to 180 Degrees F Standards ASTM D33 - more
info..

Manufacturer Name EY

Manufacturer Part Number a4

Supplier Part Auxiliary 1D WWG24A689

more info

Today's Business Solutions o ..

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEWITEMS  Item(s) was retrieved on: 5/22/2017 8:55:50 AM

Line(s): 2
Product Description Catalog No
2 Office Depot(R) Brand Pink Bevel Erasers, Small, Box Of 36 9 more ino. 139720
Manufacturer Part Number 86139720
Supplier Part Auxiliary 1D 139720
more info

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.

Contract
PO Number

Contract
PO Number

ERUCIN < ich (41t-0)

2

For selected lne items | Remove Selected ftems gl e |

To Be Assigned

UnitPrice  Quantity Ext. “
5149 1EA s149UsD (@
Supplier subtotal 5L40USD

To Be Assigned

UnitPrice  Quantity Ext.
474 1 BX 474UsD
Supplier subtotal 4.74UsD
Subtotal 56.23
Total 56.23 USD

——




image12.png
ceSHOP

W Shop > My Carts and Orders > Open My Active Shopping Cart> > Cart - Drait Requisito

.)91% Shopping Cart  tsneiooarcey
=]

Cart Name 2017-05-22 sdarcey@uttylerd
Description

Supplier / Line Item Details.

Hide line details

The item(s) in this group was retrieved from the supplier's website. What does this mean?

Need to make changes? MODIFY ITEMS | VIEWITEMS  Item(s) was retrieved on: 5/22/2017 8:55:50 AM

Line(s): 1
Product Description
1 Office Depot(R) Brand Pink Bevel Erasers, Small, Box O 36 9  more ino.

Manufacturer Part Number 86139720
Supplier Part Auxiliary 1D 139720
more info

Contract
PO Number

Catalog No Size / Packaging
139720 BX

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.

I’y Search (Alt+Q)

9 Continue Shopping
1item(s) for a total of 4,74 uso

—— .

For selected line items | Add to Favorites

To Be Assigned

UnitPrice  Quantity Ext. Price
474 1 BX 474UsD
Supplier subtotal 4.74UsD
Subtotal 478
Total 474UsD

- ]




image13.png
@ Almost ready to go! The list below needs to be addressed before the cart can be submitted.

= Requisiion can ony contain one supplir Remove or Move the tems o another drat cart.

' ¥ Shopping Ci

3 https/solutions sciquest.com/apps/Router/AddDoclincltemPopup?MoveSels

-
@ Secure | https://solutions.sciquest.com/apps/Router/AddDocLineltemPopup?Mi &
Coname

Burgoon Company

To 26 Aazignea
The ftemis) i this group was

2tem() for s toalof 16.83
[=[m] % ]

INeed to make changes? MO
(s 1

Product Description kaging
1 TKE463067T Office )

UnitPrice  Quantity  Ext.Price 9
1091 168 wstus0 ¥
Polypropylene Tensi
Diameter 1 In. Incl
Manutacturer Name
Manutaceurer Part Nof
SuppierPart Ausian]
moreino.
Supplier subtotal 1091050
Today's Business Solu|
7o 58 Acsgned
T e i tis group was
Nesd to make changes? MO
Line(s: 2.
Product Description haging UnitPrice  Quantity  ExtPrice
2 BICR) Round stic Bl ss2 L Jex  se2usp
mre o
Manutaceurer Name s

Manufscturer art Number
Supplier Part Ausilary ID.

GSMO0-BLACK.
64011





image14.png
-HSECTTIEE.
W Shop > My Cats and Orders - Open Wy Actve Shopping Cortw > Cart - Draf Reqsiton

4 Continue Shopping
21temis) fora total of 91.91 uso

Proceed to Checkout IRl Assi

‘ Shopping Cart

n Cart





image15.png
Assign Cart
® Select from profile values @ Search for an assignee

Select from profile values v

Note To Assignee:
)




image16.png
Assign Cart

© select from profile values

Search for an assignee

Selected Assignee:
Assign Cart To: Search for an assignee

Note To Assignee:





image17.png
User Search

First Name ( ]

Userame | ]

Business Unit  UT System Administration

Results Per Page | 19




image18.png
New Search

Name User Name = Email = Action
requester jane  6001013945@sad01  scross@utsystem.edu select]

Requester, Rachel  requester fdgsademo+utsysisq@mailcom  [select]




image19.png
"W Shop > My Carts and Orders > Open My Active Shopping Cart > > Cart - Draft Requisition

¥4 Shopping Cart
=]

Cart Name art 12345
Description Extra Batteries

Prepared for sam Shopper
Select a different user..

Supplier / Line Item Details.

Hide line details

SHI  more info.

Line(s): 1,2

Product Description
1 HP Color LaserJet Pro M252dw - printer - color - laser - more info.

Manufacturer HP, Inc.
Name




image20.png




image1.png
Authentication System
The University of Texas atTyler

Welcome to the UT Tyler Authentication System

Email Address

Password

Login

Login gives you 8-hour access without repest 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 s prohibited.
 Usage may be subject to securly testing and monitorng.

+ Misuse is subject to criminal prosecution

+ No expestation of privacy except as ofherwise provided by spplicable privacy lavis.





image2.png
tid- cSSHOP oo o X

¥ 5p ) Shrpng

Craping ~

Organization Message

Welcome to ~ Hosted Catalogs B

eshop
o et et eppenect m

e rer————- [~ Pamchout Catatogs 5

s yom A

Vou cn semch o e by b
v ot iy shopping cart

s

Further Reading & Tsining





image22.png
@

‘The University of Texas at Tyler

o Loz s«





image220.png
@

‘The University of Texas at Tyler

o Loz s«





image21.png
UT ZR SHARE




