iShopUTRGV. Quick Reference Guide

How to - Add a new line on a Purchase Order

UTRGV iShop now allows users to modify lines for PO’s whether they have been paid or not. This is a new
feature that was introduced with the recent iShop upgrade Effective 03.18.24. The process to add new lines
without invoices continues to be the same as before.

For PO’s that have been paid, however, changes are limited to the following scenarios:

Adding a new line - Steps are described below.
Increase in Price or in Quantity —Refer to How to modify a line on a PO guide for the step-by-step procedure.

. e
okt

Enough budget should be available in the cost center/project. iShop will process the change only if the total of
PO is available in the account. For example: if the existing PO is for $2,000, but you now need to add freight
in the amount of $100, even though the increase is only for $100 iShop will perform the budget check for the
whole PO amount of $2,100 instead of just the freight amount of $100 only. Thus, if the account does not
have the total amount (in this example $2,100), user should submit a new PO instead to pay for the freight
separately. When submitting the new PO, iShop will perform the budget check for the new order amount of
$100.

Users can check on payments by looking at the “Invoice tab” on the PO record in iShop.
Please review the invoice tab and make changes as needed to match the quote or the invoice received from

vendor. See steps below.

For questions, please send an e-mail to Esmeralda Rios at esmeralda.rios@utrgv.edu or to iShop@utrgv.edu

1. Setthe Document Search to show “ALL”. Enter the PO number in the Quick Search Bar and select the PO
number. See sample below.

bcted|d=154539505&tmstmp=17110613592144

d All v 179073 0.00 USD

s O

Comments Attachments History

Summary
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2. Please review the invoice tab to see the status of the invoice if any. The system will show if the invoice is
pending or paid.

E—
Purchase Order - US BANK/VOYAGER FLEET SYSTE... » V000179073 Revision 0 /
Status Revisions 1 Confirmations Shipments Change Requests Rece Invoices 2
General Information Document Status
PO/Reference No. V000179073 A/P status Open
Revision No. 0 Workflow \:/_Co_r_n_ \eted:‘
Supplier Name US BANI/VOYAGER FLEET SYSTEMS ING The system distributed the purchase order using the metnod(s) indicatecl

3. Click on menu to submit Change Requests. This option has been moved to the right side of the screen to a
document action icon displayed with three dots (...). See sample below. Select Create Change Request.

Al Search (Ait+Q) ooousp w @ /D
+ T000002326 Revision 0 @ —y O TorResuts v <
Change Request: Receipts nvoices Comments Attachments Histol Add Comment
Create Change Request
Document Status v Add Notes to History
- Details Cancel PO
AJP status Open
Supplier Status Finalize Revision
workflow ~ Completed R
412022 1:47 PM Sent To Supplier Create Quantity Receipt
ING . Create Credit Memo
The system distributed the purchase order using the methaod(s) indicated below the last time it was Supplier
distributed: vien T Create Invoice
US BANK/VOYAGER FLEET |
Email (HTML Attachment) vendorrequest@utrgv.edu Print Fax Version
Send Test PO
Distribution Date/Time 11/4/2022 1:46 PM Total (60.00 USD)
60.00|
Supplier Sent To Supplier
60.00)
Related Documents v
Requisition: 3644806 -
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4. Select the employee that you would like to notify about this change.

sample below. Click on Create Change Request.

Create Change Request

This will create a change request for this purchase order. If you select a user
they will receive an email indicating that a change request has been created
for this purchase order.

Email notification(s) | Add recipient
D Mrs. Esmeralda G Rics (Prepared by, Approved Requisition, Prepared for)
<ESMERALDA.RIOS@UTRGV.EDU>
User with change request permission
Daisy Belmares (Approved) <DAISY BELMARESO1@UTRGV.EDU>
Jessica Vanessa Rodriguez (Approved)
<JESSICA V.RODRIGUEZ01@UTRGV.EDU>

Lisa Denise Price (Approved)
<LISA.MENDIOLAPRICED1@UTRGV EDU>

Ryan Ethan Garcia (Approved) <RYAN.GARCIAO8@UTRGV.EDU>

vikki Penix (Approved) <VIKKI.PENIX@UTRGV.EDU>

add emal
recipient.

Change Request Reason

Need to add a new line to pay for freight

|

expand | clear

Characters beyond the limit are not saved, i.e,, the note is truncated. Once the
note is attached, it is accessible from the History tab of the document

Attach file to this change request (optional)

@ File

QO Link/URL

Enter description for the change. See

5. Scroll down to the lines section. Click on the three dots and select ADD Non-catalog item as shown below.

Note: Orders made using our showcased suppliers cannot be changed

Change Requests - 184756814 ® -
Summary PO Previe External Commu nments 1 Attachments H
‘Speed Chart Account Department Project-Activity Cost Center TIBH Supplier? Profile ID
31050059 63007 208040 no value 31050059 N/A N/A no vaiue Summary
0 Fuels & Lubricants Procurement Office DES-Procurement A e e _
Internal Notes and Attachments &+ Supplier Notes and Attachments #o Total (2.00 4
nternal Note no value Note to all Suppliers no value
nternal Attachments Add r all suppliers Add
PO Clauses View details
2 Items - O -
Related Doc
US BANK/VOYAGER FLEET SYSTEMS INC - 2 Items - 2.00 USD - R
Add Non-Catalog ltem
~ SUPPLIER DETAILS
10 valu Number /000179073
[= no value PO Number V000179073 What's next
Quote number no value PO Clauses Next Step
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
test 1 1/EA 100 2EA @200 -]
——— & |
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6. Fill in the product description and the rest of the fields. Save the changes.

Add Non-Catalog ltem

US BANK/VOYAGER FLEET SYSTEMS INC

Fulfillment Address >
tem 17 items have been found containing ‘1" in their Catalog No. View all in search results v
Product Description % Catalog No Product Size Quantity * Price Estimate Packaging *
Freight 1 v 100 EA-Each v
v
Additional Details “
Taxabl (| pital Expense O Product Flags
[] € Controlled substance
Co Q anufacturer Name [ #xRecycled
# Hazard terial
A . No NSP D lazardous material
[ ] @ Radioactive
7. Scroll up to the top of the page. Submit the request.
Al Search (Alt+Q) ooousp W O O
Change Requests * 3397735 ~ = ® @ @ Lo Assign Draft

Summary  POPreview  Edtemal Communication  Comments €)  Attachme: Histor /

@ Cronges willnot e sent ot Suppler

Total (500.00 USD) v
Change Request Reason P
b Subtotal 500.00
Reason Test -To cancel one line
500.00
General e Shipping e Billing v Related Documents v
Pur =
Cart Name 2021-11-02 Jaggaer 21.3 Jaggaer ShipTo Bill To
Upgrade - CR(1) Requisitions: -]
Attn: Mrs. Esmeralda G Rios Accounts Payable - Office of Finance and Public Policy

Whats next for my order?

Description 1o value Department Procurement Office LA

8. Change request submitted notification will be displayed. Note this shows the Change Request number. Click on
the Change Request number to see who needs to approve. You can send an e-mail to the approver to expedite

the approval process.

© Change Request 3400260 Submitted

Summary Options
Change Request number 340026
nge Request numbe 3400260 h O Print
Change Request status Pending
Recent orders
Cart name 2021-11-03 6001136182 02-CR
Return to your home page
ange Request date 11/11/2021

30.00 USD
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9. Thisis the workflow. The account manager’s approval is required for any increase. The system will update the
PO when the Change Request workflow approval is completed.

Billing

Bill To

United States

Accounting Date

Billing Options

11/2/2021

no value

All -

Accounts Payable - Office of Finance and Public Policy
1201 W. University Drive
Edinburg, TX 78539

Search (Al+Q)

Related Documents

Purchase O

Requisit

r T000002119

What's next?

da G Rio

15.00 USD =

Initial PR Validation

nter Review

Initial PR Validation 2

Wait for Initial PR Validation

5 @

1

o ;_:

Logout

1 1 | ¢

10. Users should review the History tab to make sure there’s no errors or to verify the change was exported into

Peoplesoft after the change was fully approved. See sample below.

Filters

LineNo  Revision No. Date/Time J

Line 1 1 3/21/2024
5:56:40 PM

original 3/21/2024
2:58:28 PM

original 3/21/2024
2:58:28 PM

original 3/21/2024
2:58:05 PM

original 3/21/2024
2:58:00 PM

t date =]

User

Mrs. Esmeralda G
Rios

System

System

System

System

End date =

Step(s) Action

PO modified

PO Approvals completed
PO Export sent to external
system

PO Revision Finalized

PO created (via System)

Purchase Order - US BANK/VOYAGER FLEET SYSTE... » V000179073 Revision 0

Field Name

Quantity

v

Purchase Order

Document type

v

From To Note

2

POExport_Connection: The PO was successfully distributed to the ERP

system,

Filter

Clear All Filters

hments History

'

Export CSV

The change will be reflected after the Account Manager approves this change. Users may refer to the “How to verify the
PO Change in Peoplesoft” guide to see the change reflected in the financial records after Change Request is fully
approved. Here is the link. https://www.utrgv.edu/procurement/ files/documents/quick-reference-guides/ishop/ps-
esmeralda-03.21.2024-how-to-verify-the-po-change-in-peoplesoft-1.docx

For questions, please send an e-mail to Esmeralda Rios at esmeralda.rios@utrgv.edu or to iShop@utrgv.edu
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https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.utrgv.edu%2Fprocurement%2F_files%2Fdocuments%2Fquick-reference-guides%2Fishop%2Fps-esmeralda-03.21.2024-how-to-verify-the-po-change-in-peoplesoft-1.docx&data=05%7C02%7Cesmeralda.rios%40utrgv.edu%7C18797389ffc343f5fc7808dc4a84ce9e%7C990436a687df491c91249afa91f88827%7C0%7C0%7C638467181466087439%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=S1ZGIACUyx3C3OHwKsJbBQpOR%2BsnL2qQw5qB5WbTE60%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.utrgv.edu%2Fprocurement%2F_files%2Fdocuments%2Fquick-reference-guides%2Fishop%2Fps-esmeralda-03.21.2024-how-to-verify-the-po-change-in-peoplesoft-1.docx&data=05%7C02%7Cesmeralda.rios%40utrgv.edu%7C18797389ffc343f5fc7808dc4a84ce9e%7C990436a687df491c91249afa91f88827%7C0%7C0%7C638467181466087439%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=S1ZGIACUyx3C3OHwKsJbBQpOR%2BsnL2qQw5qB5WbTE60%3D&reserved=0
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