iShopUTRGV . Quick Reference Guide

How to - Submit a Cart (Departmental Buyers Only)

iShopUTRGV allows select users to submit carts into the workflow for approval. This access is
limited as users with this access are considered the Departmental Buyer and must have a full
understanding of the accounting and budgets for the department. *Questions can be emailed
to: ishop@utrgv.edu

1) Submitting a Cart

Only users with Requestor Access can submit carts. Submission of carts requires completion of Accounting Codes
information, which is provided to Requestors during the required Chart of Accounts Trainings

a) Click the Shopping Cart icon,
b) Click on My Carts and Orders
c) Click on View Carts

Shop (At+P) Open My Active Shopping -~

e — View Carts
View My Orders (Last 90 Days)
My Carts and Orders

d) Carts page will display. Click on Assigned Carts.

Shop » My Carts and Orders » View Carts » Assigned Cans

Cart Management

Draft Carts™ | Assigned Carts

—
Draft Carts Assigned Carts

Assign Substitute

> Filter Assigned Carts

Cart Shopping Cart Cart Created Assigned
Type = Number =  Name = Created «  Total = By = To = Action
Normal 3082005 2020-10-19 20. 10/19/2020 5992 Ayla Ortiz Nadialoaiza | view ¥

usD

Logout Return Cart Assian Cart Proceed To Checkout

ﬂ

Details \

For
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g)

Locate and click over the Shipping Address in the middle of the screen.

Click the pencil icon to edit.

Al Search (Alt+Q) a 1682150usD W Q@ A,d
Requisition ¥ : 3092854 ® & o
Summary PO Frevie mments  Attachments
General o Shipping ’ Billing £ Dt
© Comect these issues. v
Cart Name 202010-26 mreyes 01 shipTo BllTo You are unable o proceed until addressed.
no value ove ine. Copy o otherlines Accounts Payable - Office of Finance and Public Policy Required: Shipping address
—_— h 1201 W. University Drive Rex peed Chart
Marilu Reyes il Edinburg, TX 78539
equired R s
United States ecpuliedd Aot
Prepared for Marilu Reyes Required: TIBH
The supplier of the Punchout item does not support
P Delivery Options ;
u ' ssin uT:mv ivery Opti Billng Options reordering from a previous PunchOut request. (Line 3)
Ship Via Best Carrier-Best Way ot e rovale i aovare (¥ icad lsemen <
x ! You may review and proceed.
no valve _
Future Fiscal Year  no value
no value Budget Empty: Commod Line 1)
Empty: Commodity Code (Line 2)
tification Method o vale Total (16,21.59 USD) @

h)
Shipping Address” Guide.

Click on the drop-down menu and select your address. If address does not appear, reference “How to - Change

a. Verify the Address Details section is correct including Attn: (Name of Person Receiving), Department,
BLDG/Room, Address Line 1, City, State, Zip Code, and Country.

b. Scroll down to modify the Delivery Date information. If goods/services are required by a certain date,
include a Requested Delivery Date. If the date is not included, the vendor will not know there is a

deadline to be met.

Click Save one all fields have been completed.

Edit Shipping

Ship To

() CURRENT ADDRESS

* Nadia Losiza

tment Procurement

* EUNFS RM#1.104
1407 E. Freddy Gonzalez Driv
e
Edinburg
State %
Zip Code 78342

United States

(O Central Recelving BRW — Ms. Marilu Reyes, Procurement Office, BVAQPA 1.110, One W

(:] McAllen Teaching Site — Ms. Marilu Reyes, [Department®], [ELDG/Room®], 1800 S. Main St

Q Resultz PerPage | 10

Delivery Options

(:] Central Recelving EDG - Ms. Marilu Reyes, Procurement Office, EUNFS 1.110, 1407 E. Freddy Genzalez Drive, Edinburg, TX 78542, United States

. University Bivd, Brownsville, TX 78520, United States

Suite 1100, McAllen, TX 78503, United States

Close
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i)

j)

k)

)

Scroll down and add a quote from the vendor under the Supplier Notes and Attachments. Note that if the quote is
added under the Internal Notes and Attachments, the vendor will not receive a copy.

Internal Notes and Attachments

Supplier Notes and Attachments

Scroll down to the line items. Under the Supplier Name you will see an area for the Quote Number. Click on the pencil

icon to edit.

9 Items

BIO-RAD LABORATORIES - 9 ltems - 941.89 USD

A SUPPLIER DETAILS  RCA-HERCUL-02 : 1000 ALFRED NOBEL DRIVE, HERCUL .. =

no value PO el

no value

©

To Be Assigned

The page will refresh and you will now be able to add a quote number. Modify then click on the checkmark icon.

BIO-RAD LABORATORIES - 9 ltems - 941.89 USD

EDIT SUPPLIER DETAILS

no value

12345

Oy

To Be Assigned

Confirm that Quote number is now indicated.

BIO-RAD LABORATORIES - 9 Items - 941.89 USD

A SUPPLIER DETAILS ~ RCA-HERCUL-02: 1000 ALFRED NOBEL DRIVE, HERCUL... ~

no value PO mbe:

ote numbe 2345

To Be Assigned

m) Proceed to line items to ensure commodity codes are complete. Most punchout vendors will automatically populate
these, however, if submitting a Non Catalog or a Form, these will need to be completed manually. *

BIO-RAD LABORATORIES - 9 Items - 941.89 USD

A SUPPLIER DETAILS  RCA-HERCUL-DZ : 1000 ALFRED NOBEL DRIVE, HERCUL .. ~

nao value PO nbe

2345

Item Cataleg No

Bio-Plex Pro Human CytokineR2

coupledma

171B5025Mi

A ITEMDETAILS 2

no value

ANEmpty

To Be Assigned

Ext. Price

127.77 -0

Unit Price Quantity

127.77 1/EA
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n) Page will refresh. Click on the magnifying glass.

Edit Line 1: Item Details x

Setl x 96-wel
171-304090M) and standards(#12007919)

Bio-Plex Pr
humanRANTES, re

s and detectionantibodies for detecting 71B5025M 27.77 £n B

Empty

o) Page will refresh. You can now search by a keyword depending on your purchase. Type in the keyword and click the
“enter” button on your keyboard.

Commodity Code Search
Pt cearatFiter
< > Page f 200 20 of 4000 Result 20 Per Page =
Code @ Description =
0 +
00000000 Missing Commodity +
0000000 Live Plant and Animal Material and Accessories and Supplies +
10100000 Live animals +
10101500 Lab Research Animals +
010150 Cats +
0101502 Dogs +
N

p) Matching commodity codes will display. Please select the commodity codes that best fits the goods/services being
purchased by clicking on the “+” sign.

Note: 00000000 Missing Commodity is only allowed for travel.

‘Commodity Code Search x

|:| S Frer  CesrAlFers
< > Page 20 Per Page =
Code @ Description =
12000000 Chemicals including Bio Chemicals and Gas Materials 1 +
121632800 Chemical scavengers +
2165100 Chemicals for enhanced oil recovery +
2352200 Biochemicals +
235240 Organic chemical mixtures +
2352402 Inorganic chemical mixtures +
12352600 Fluorochemicals +

g) Commodity Code has now been select. Click on Save.

Edit Line 1: ftem Details

7185025M 27.77 EA 127.77

 Required field Cancel
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r) Confirm that Commodify Code has been updated. Repeat Steps M-S for all lines on the REQ that are missing a
commodity code.

BIO-RAD LABORATORIES - 9 ltems - 941.89 USD -
# SUPPLIER DETAILS  RCA-HERCUL-02 : 1000 ALFRED NOBEL DRIVE, HERCUL . ~ ra
no value PO Numbe To Be Assigned
uote number 12345 PO Clauses Add
Status  Item Catalog No. Unit Price Quantity Ext. Price

Bio-Plex Pro Human CytokineRANTES Set1 x 96-well, includes 171B5025Mi 127.77 11/EA 127.77 D
coupledmagnetic beads and detectionantibodies for detecting..

A ITEMDETALLS & ra

12000000 / Chemicals including Bio Chemicals and Gas Materials

Clauses Add

s) Once all information has been complete, scroll up and click Place Order.

— @ = 9 Logout Assian Cart

ﬁ-
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