iShopUTRGV Quick Reference Guide

How to - Approve a REQ

iShopUTRGV allows users with the “Approver” role approve requisitions. This role is granted
only to cost center/project managers and their alternate approvers. Only one individual is
required to approve the requisition. *Questions can be emailed to: ishop@utrgv.edu

1. Go to http://my.utrgv.edu and type in your UTRGV credentials.
2. Click “Sign In”
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3. Click on the “PeopleSoft” Icon.
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4. Click on the “Jaggaer | Shop Sign In” Tile
13k\"gGrau;uie’\Tl'fa'l'leg.r v Employee Self Service

UTRGV HOP Policy
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5. iShop HomePage will load

All > Search (Alt+Q)

Shop » Shopping 1 Jopping Home » Shapping Dashboard

Shopping Dashboard
‘= Shop

Simple Advanced Go to: Favorites | Forms | Small Purchase Order (Non-Catalog Item) | Quick Order Browse: Suppliers

Search for products, suppliers, forms, part number, etc.

Organization Message o7 Showcases
Training Resources:

Quick Reference Guides (QGRs)
Training Videos

UTRGV Showcased Suppliers
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Pre-Approved
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Forms:

Exclusive Acquisition Justification (EAJ)
Small Purchase Order Checklist
Employee/Independent Contractor Checklist
Substantiation Form

iShop Forms Change Log

*Please use the latest version of the forms. -
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Substantiation Doc
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Contracts | Chemicals
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6. On the homepage of iShop, the “Action Items” link will display all pending approvals. Click on “Action ltems.’

4

ﬁ All ¥ Search (Alt+Q)

Shop » Shopping » Shopping Home » Shopping Dashboard

Shopping Dashboard

QW 510.00 USD

AL N §

7. The “Action Items” will display all requisitions that are “Unassigned Approvals.” Click on “Requisitions”

Search for products, suppliers, forms, part number, etc. Change Request

Orders

My Retumed Requisitions

Al ~ Search (Alt+Q) Q
Shop » Shopping » Shopping Home » Shopping Dashboard I Action Itel
Shopping Dashboard }
My Assigned Approvals
w Shop Carts Assigned To Me
ﬁ Unassigned Approvals
Simple Advanced o: Favorites | Forms | Small Purchase Order (Non-Catalog Item) uuN Requisitions

0oousD W QO |w

8. Approvals will appear in folders. If you have multiple Cost Centers, you will see different folders for each Cost

Center. Click on the triangle to expand the folder.

Al v Search (Al+Q)

&
il

510 Approve b My Approvals - Requisitions

Orders » Approvals b Requisi

Group Results By:

Remove from View Approvals for List

You are reviewing "Requisitions” approvals for the approver Mr. Jose A Valdez

Total Results Found: 22 All Dates
) Sort by:
Filtered by \Hidg\eqmt\t\cn details = expand all collapse all
Type: Requisitions Cost Center: 21000059 (Procurement): (All Values) [21 results]
Date Range: All Dates
M. Jose A Cost Center: 21000060 (HUB Program Office): (All Values) [1 result]

View Approvals

Q'™ 510.00USD

O~ A& 2

assign to Approver | [

)

Results per folder.
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9. Requisitions are shared between Cost Center Managers and Cost Center Alternate Managers so iShop requires for
the Approver to “assign” the REQ prior to approval. Click the “Assign” button.

Orders » Approvals b Requisitions to Approve » My Approvals - Requisitions

Group Results By:

You are

s

Not Assigned
Requisition Name

No. of line items 2

Filter My Approvals 2671183 4

wing "Requisitions” approvals for the approver Mr. Jose A Valde

Total Results Found: 22

All >~ Search (AR+Q)

378!

59) - Remove from View Approvals for List

All Dates

Sort by:

Filtered by Hide requisition details L expand all £ collapse all
Type: Requisitions 4 [ Cost Center: 21000059 (Procurement): (All Values) [21 results]
Date Range: All Dates
View Approvals Mr. Jose A Requisition No. Suppliers: Assigned PR Date/Time Requisitioner
For: valdez Approver

[remove all] 2741884 5, CA Not /20/2019 11:36 AM  Mrs. Dimpna Busateri
State SOLUTIONS INC Assigned

# Resubmitted requisition

2019-02-20 Blanket Order Correct Folders ., Days in folder [Cost Center: 2100005¢ (Procu nt): (All
Values) ]
US BANK/ ER Not 5/28/2012 3:00 PM  Jose Gamaliel Morales 150,00 USD O
SR Y e

Q W 510.00 USD O A 2

Aassign to Approver | [

?

Results per folder:

4 Page of 2[»

Am Action [J
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10. Once assigned, you may receive a notification stating “No Documents Found.” This is because you have now

assigned the REQ and no longer have

“Unassigned REQs”

roup Results By: | Folders

Filtered by

Type: Reguisitions

No Decuments found

Requisiiang : All Dates AND Mot A

g5igned

11. On the homepage of iShop, click the *

‘Action Items” link again.

Shop » Shopping » Shopping Home » Shopping Dashboard

All ~ earch (Alt+Q)

a W sooousp W A R

12. The “Action Items” now displays “My Assigned Approvals.” Click on “Requisitions to Approve”

Orders » Approvals » Requisitions ta Approve » My Approvals - Requisitions

Group Results By:

Filtered by
Type: Requisitions
Date Range: All Dates
View Approvals M. Marilu
For: Reyes

[remove all]
State

Al ~

O~ &2

Q'™ 51000 USD

My Assigned Approvals

. No Documents found

Requisitions : All Dates AND Not Assigne

Purchase Orders

Unassigned Approvals

Purchase Orders

Carts Assigned To Me

Requisitions To Approve

13. Approvals will appear in folders. You will notice that you have a folder titled “My PR Approvals.” Expand this folder.

a

Orders » Approvals b Requisitions to Approve b My Approvals - Requisitions

Group Results By:

Total Results Found:

Filtered by

Hide requisition details
a .
Type: Requisitions
Date Range All Dates
View Approvals M. Marilu 4 = Cost Center:
For: Reyes Requisition No.
[remove all]

Assigned Approver

Ms. Marilu Reyes 2741884 5%

@ Resubmitted requi

Requisition Name

No. of line items

Filter My Approvals

Search (Alt+0)

Al =

1 All Dates

Sort by: [ Submit date newest first v

expand all [ collapse all

My PR Approvals [1 result]

21000059 (Procurement): (All Values) [21 results]

Suppliers: Assigned PR Date/Time Requisitioner Amount  Action []
Approver
BIOMEDICAL Not 8/20/2012 11:36 AM Mrs. Dimpna Busateri 15.00 USD O
SOLUTIONS INC Assigned

sition
2019-08-20 Blanket Order Correct Folders

2

71 Days in folder

a Wsipo0usD VW A R

CErra—]

?

Results per folder:

[Cost Center: 21000059 (Procurement): (All
Values)
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14. If you have reviewed the request, you can click on “Approve” to approve the requisition.

Total Results Found: 1

All Dates | G- |
Sort by: ?

sults per foldel

Filtered by Hide requisition details L2 expand all collapse all
b
Type Requisitions 4 L My PR Approvals [2 results]
Date Range: All Dates o
111 View Approvals Ws. Marilu Requisition No. Suppliers: Assigned Approver PR Date/Time Requisitioner Amol Action
For: Reyes 2741884 15, BIOMEDICAL SOLUTIONS INC Ms. Marilu Reyes  8/20/2019 11:36 AM Mrs. Dimpna Busateri 15.00 USD O
[removeall] 9 Resubmitted requisition

%

Assigned Approver

Ms. Marilu Reyes Requisition Name

2019-08-20 Blanket Order Correct

Folders 0 Days in folder [My PR Approvals]

No. of line items 2

15. If you need to review the request, click on the REQ number.

Total Results Found: 1

All Dates | - |
Sort by: | Submit date newest first ~ ?

Results per folder:

Q Filtered by Hide requisition details [ expand all collapse all
Type: Requisitions 4 L My PR giffrovals [2 results]
Date Range: All Dates
— View Approvals Ms. Marilu Req ion No. Suppliers: Assigned Approver PR Date/Time Requisitioner Amount  Action [J
Far: Reyes 2741884 5, BIOMEDICAL SOLUTIONS INC Ms. Marilu Reyes 8/20/2019 11:36 AM Mrs. Dimpna Busateri 15.00 USD Appluve O
% [remove all] 9 Resubmitted requisition
Assigned Approver

Ms. Marilu Reyes Requisition Name

No. of line items

ul

2019-08-20 Blanket Order Correct Folders 0 Days in folder [My PR Approvals]

2

16. Once the requisition is open, review the request. After determining how you would like to proceed, click on the
“Available Actions” drop down menu to select “Approve/Complete Step”.

Summary PO Previe omment: Attachments @  Hist
General v Shipping
Statu Pending Ship To
st Center Review (Je:
Attn: Ms. Marilu Reyes
Submitted 11/6/2020 3:19 PM Department Procurement Office

BLDG/Room EUNFS 1.110
1407 E. Freddy Gonzalez Drive
Edinburg, TX 78542

United States

Cart Name 2020-11-04 6001142907 01

Description no value

X Billing PR Pending
Total (520.00 USD) v
Bill To
Subtotal 520.00
Accounts Payable - Office of Finance and Public
Policy 52000
1201 W. University Drive
Edinburg, TX 78539
Reject
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