iShopUTRGV. Quick Reference Guide

How to - Add/Change Account Codes at the Header/Line

iShopUTRGV allows multiple E-types per requisition. *Questions can be emailed to:

ishop@utrgv.edu

1. Click on the Shopping Cart Tile, followed by “My Carts and Orders”, followed by “View Carts”

Cart Management

Draft Carts ™
e
» Filter Draft Carts
-
piry Type &
Normal
a

Assigned Carts

Cart Number =

3080772 (D)

Shopping Cart Name =

2020-10-23 jcavazos 01

Cart Deseription

10/23/2020

Date Created

Create Consolidated Cart

Create Cart ]

Total = Action

17.10USD | View ¥

3. Page will refresh and display cart. Click on ‘Proceed to Checkout”

Shopping Cart * 3397679 ~

SUPPLIERDETAILS  RAZ PHOENI-14: GENERAL

simple Advanced
Search for products, suppliers, forms, part number, etc
1 Item

CITIBANK - 1 Item - 179.00 USD

250258, PO BOX 78025,... ~

-0 For

- Logout Assign Cart Proceed To Checkout
Be aware of these issues. v

You may review and proceed
Empty: Commodity Gode (Line 1)

O~

Details v

Ms. Gricelda Leticia Saavedra Alvarez

Name
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Travelto Dallas TX 11/30/21-12/05/21 Employee
1 Hilton Garden Inn Chicago, IL Reservation# 94553232233 179.00 a1 179.00 -0
Conference hotel rate Estimate (179.00 USD) o
Total 170.00
~ ITEMDETALLS
e —————————
4. Scroll down to “Accounting Codes”
Requisition = 3397679 ~ ® & @ logpou Assign Cart Place Order
Summary P ments  Afta Histor
General s Shipping g Billing £y
© correct these issues. v
Cart Name Travel to Dallas TX 11/30/21-12/05/21 ShipTo Bill To You are unable to proceed until addressed.
Employee
Attn: Ms. Gricelda Leticia Saavedra Alvarez Accounts Payable - Office of Finance and Public Policy
Required: Speed Chart
Description no value Department Procurement Office 1201 W. University Drive

Prepared by

Prepared for

Ms. Gricelda Leticia Saavedra Alvarez

Ms. Gricelda Leticia Saavedra Alvarez

BLDG/Room test

1407 E. Freddy Gonzalez Drive
Edinburg, TX 78542

United States

Edinburg, TX 78539
United States

Billing Options

Purchasing Business Unit  UTRGY

’ Delivery Options Accounting Date o value Empty: Commodity Code (Line 1)

Depariment ;;z:;e‘“s"‘ Office (Procurement ship Via Best Carrier-Best Way Future Fiscal Year Budget  no value Total (179.00 USD) v
Requested Delivery Date  no value

Blanket Order X Subtotal 179.00

Ad-Hoc Approver Select 179.00

—

Required: Account
Required: TIBH

Be aware of these issues. ~
You may review and proceed.

5. Click on the ‘Pencil Icon’ to edit.
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I
Requisition ~ : 3089772
Summary PO Preview Comments  Attachments History
Supervisor no vatue
Dean / Director no value
Division Head no value
Professional 1o vatue
Buyer
Accounting Codes AT 4
will
confidential/HIPPA/FERPA
data be exchanged with
Speed Chart Account Department Cost Center Project-Activity TIBH Supplier? Profile ID
no value no value no value no value no value no value no value no valve
Required Required Required

6. Click on ‘Magnifying Glass Icon’ to select From all Values to proper select Speedchart (Project Number)

Edit Accounting Codes

Accounting Codes

Will confidential/HIPPA/FERPA

Speed Chart Account Department Cost Center Project-Activity TIBH data be exchanged with Profile ID
Supplier?
= ‘ ‘ a l:l -
Required Required Required

7. Search by Value or Description of Speedchart, type in and click enter.

Custom Field Search

| Filter

Clear All Filters

< > Page 1 of 200 -20 of 4000 Results 20 Per Page =~

8. Select from Result Page by pressing ‘+’ sign.

Custom Field Search

| 41000010 | (=7

Clear All Filters

value € Description &

41000010 Men Basketball +

9. Speed chart information shall be populated. This will also autopopulate the Department, Cost Center, Project-
Activity and Profile ID. Note: If these fields do not populate, retry Step 7 and Step 8 to properly have the
appropriate information to continue with the process. Failure to complete will result in the system returning
your REQ.

Edit Accounting Codes

Accounting Codes

Will confidential/ HIPPA/FERPA
Speed Chart Account Department Cost Center Project-Activity TIBH data be exchanged with Profile ID
Supplier?

41000010 a 02000 41000010 -

Required field Required field

10. Once fields have populated, click on ‘Magnifying Glass Icon’ to select from all values under Account.
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Edit Accounting Codes

Accounting Codes

Speed Chart Account Department
“roseoto @ l:l oean

Required field

Cost Center

Will confidential/ HIFFA/ FERPA
data be exchanged with
Supplier?

Project-Activity TIBH Profile ID

Required field

Close

11. Search by Value or Description; Type in Value

or descirption and click enter. NOTE: For assistance on Account

codes refer to Account Code (Etype) Descriptions on the homepage of iShop.

Custom Field Search

alue

Filter

Clear All Filters

12. Click ‘+’ Sign to obtain proper Value needed

Custom Field Search

63001

-

value &

63001

Description

Consumable Non-Office Supplies

Filter

Clear All Filters

Cancel

13. TIBH Section might be required to provide a response. Click on Select All values:

Edit Accounting Codes

Accounting Codes

‘Will confidential/HIPPA/FERPA

Speed Chart Account Department Cost Center Project-Activity TigH data be exchanged with Profile ID
Supplier?
4100001 Q 3 Q 2 1 N/A » N/A » '3
< >
Accounting Codes
Wil confidential/HIPPA/FERPA
Speed Chart * Account * e Cost Center ProjctActvily TiBH * data be exchanged with Profie D
Supplier?
A v v v
Organization Values
N
No -No
Yes- Yes
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15. Click Save

Accounting Codes

sSpeed Chart * Account *

Department = Cost Center

* Re:

Wil confidential/ HIPPA/FERPA

Project-Activity e data be exchanged with Profile ID

Supplier?

Organization Values

16.

Verify Speedchart Information is correct and saved Note: This change is done at the “Header” level. If your

request contains multiple lines and requires that the information be changed at the “Line” level, please see step

17 & 18 below.

Accounting Codes

VA
will
confidential/HIPPA/FERPA
data be exchanged with
Speed Chart Account Department Cost Center Project-Activity TIBH Supplier? Profile ID
41000010 63007 102000 41000010 no value N/A N/& no value
Men Basketba Con ffice  Athletics Men Basketbal Naot Applicable Not A
CITIBANK - 2 Items - 34.20 USD - [
“~ SUPFLIER DETAILS RAZ-PHOEMI-14  GENERAL - 250 BOX 78025, = #
tem Catalog No. Unit Price Quantity Ext. Price
Statement 17.10 Qty: 1 17.10 - [
A ITEMDETAILS [ #
ty Code no value ne value
Empty
Add
PO Clause Add
no value
lier Add

18.

overs

Bill To
Credit Card Info

Accounting Codes

Remove

or Pending PR/PO

on
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