iShopUTRGV. Quick Reference Guide

How to - Check PO Distribution

iShopUTRGV allows you to add comments and attachments to requisitions and purchase orders
at any time. *Questions can be emailed to: ishop@utrgv.edu

1. From the magnifying glass on the upper right hand corner to search for the document you would like to make a
comment on.
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2. Select the document type (REQ, PO, Invoice, etc) you would like to search and type in the document (REQ, PO,
Invoice, etc) number, then click the magnifying glass to search.

——
Al = T0D0001914 Q 5992USD W o1 a2
Shop ¢ Shopping # Shopping Home ®  Shopping Dashboar
Contract
. . All Orders
Shopplng Dashboard Dashboard Actions Requisitions

Change Requests
Purchase Orders

m Shop Invoices
Receipts
AP Requests
N k Procurement Requests
Simple Advanced Contract Requests ms | Small Purchase Order | Quick Order Browse: Suppli

Supplier Invoice Number
Cmarrh Frr mrd e lere FrrTe Supplier Profile

Search for products, suppliers, forms, part Users

Field Display Name
Help

3. The corresponding documents will display. Click the document you would like to make a comment on.
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4. The document will appear on the screen. Click on the ‘History’ tab.
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5. The history of the Purchase Order will display if the PO was imported to the ERP (Peoplesoft) and if the PO was
delivered to the vendor.
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origina 9/23/2020 215 PM Ms. Mar PO note added
Reyes
PO successfully
ariginal 9/23/2020 215 PM  Ms. Mar PO placed in workflow after the distributed to ERP
Reyes revision is finalized
i} (Peoplesoft)
9/23/2020 215 PM  Ms. Mar PO modified Blanket Order
Reyes
origina 9/23/2020 215 PM  System PO Approvals completed
original 0/23/2020 215 PM System PO Export sent to external The PO was successfully
system distributed to the ERP system.
original 9/23/2020 214 PM System PO Sent via HTML attached
email POs@testvendor.com
origina 9/23/2020 214 PM  System PO Revision Finalized \
arigina 9/23/2020 214 PM  System PQ created (wa System) PO successful ly distributed to
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vendor via email or fax. -
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