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Overview

eShop is a role-based shopping tool that allows shoppers to take advantage of pre-negotiated contracts
from well-known suppliers. Shoppers are able to search and shop the site for goods, knowing these have
been pre-approved for the University. A Shopper is anyone on campus that does not have access to

‘Create a Requisition’ in PeopleSoft.

Accessing eShop

1.

Navigate to your eShop URL
https://solutions.sciquest.com/apps/Router/SAMLAuth/UTSystemSD.

Enter Network ID and Password
Click Login
« C Y | @& httpsy//idp.utsystern.edu/idp/profile/SAML2/POST/SSO7execution=e5s1 T = L

THE UNIVERSITY of TEXAS SYSTEM
FOURTEEN INSTITUTIONS. UNLIMITED POSSIBILITIES.

SNAC Username

You are accessing The University of Texas System
Administration network.

sueshopper
L « Unauthorized use is prohibited.
Password » Usage may be subject to testing and monitoring.
L = « Abuse is subject to criminal prosecution.
« No expectation of privacy except as otherwise provided by
sessssssse applicable privacy laws.

Learn more online security from the platform of your choice.

Enter your UT System Administration SNAC and password. If
you need assistance, please call the Help Desk at
SR LERELY or emall help@utsystermn edu.

4. Begin creating a shopping cart
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Navigation
There are three main areas of eShop:
1. The Main Workspace - The main workspace is where one can manage the active eShop feature.
It will always display breadcrumbs that show the navigation path to the page the user is
accessing.
2. The Side Navigation Menu - Most areas of eShop can be accessed from the side navigation

menu. When a user rolls over the main menu icons, slide-out sub-menus display. In general,
menus are grouped by related tasks. For example, shopping tasks are grouped in the Shop
menu.

3. The Top Banner - The top banner contains access points to the user profile, bookmarks, assigned
actions items and available notifications. In addition, users can access a quick view of their
active shopping cart and perform a quick search of the site.

Shopper Sue *

Advanced Search | Everything v nple search

Find Results That Hawve:
All of These Words Supplier

Part Number (SKU) Manufacturer Mame

Other Options
Exact Phrase Exclude Words

Any of These Words

m Hide Advanced Search on search results

Go to: sinple search | favorites | quick order  Browse: suppliers | categories | contracts

My Resources
shop@utsystem.edu | Phone: +#1 {555) 555-5551
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Ordering from a Punch-Out Catalog
Punch-out catalogs are external links to a supplier’s website. Click on the Vendor Icon in the Punch-out
Catalog section of the Shopping Dashboard. This will take you to the vendor’s website for UT System.

Favorfes | Chack Order by SEL Suppliers  Categones  Contracts

Organization Message o -3

Welcome to -
eShop

shi/ TODAY'S #o0Tom —

A EPFOCLIRTMNT SN flor T Lisiviesiny
of Teem Syrvam

Hirw o'l find the goodi nd fervise pou
negd The greatly sapanded eflop
Procurement pyitem provide: 8 familiar
gnlire thopping epentiencs and negotiated
pricing from the Unheersiy of Texs
System’s prefered popplien.

How o Use

1, Click &n the Punchent Catalog yeu
with 82 thop,

I Browie for the eme you reed, You
can panch for Bems by orpwend or
i rymber

E Wean you find the Bem you need.
JuE add R im your shopping can

4 W you have mone thopping o do.

Repeart soep 3. W
5 Afwer you have filled your cam, clidc

My Resources ¥

My Resources
purchasing@utsystermaedu | Phone: «1 (312) 579.5143
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Completing a Cart

Once you have completed shopping and are viewing your cart, you can name the cart for future
reference/searches. You can also modify the cart, empty the cart or provide various other actions by
using the dropdown. If you make changes, click Save button.

The only way you, as a Shopper, are able to order items in your cart is to Assign Cart to a Requester (do
not use the Proceed to Checkout button). The Requester will transfer the cart into PeopleSoft for
processing.

W Shop © Wy Carts and Orden | Cipan My Sctien Shoppng Ot w m

+ Contesst Fhapping

& femniil for @ 1ol of 55,58
™ Shopping Cant  wres s

nm
& B3

notuse
Cart Mame 20N T-05-4T thoppendueoye
Dascripiicn Sharpied far Office
Supplier [ Line lem Details 1
Hide B deiniy For welecied line fems | &dd fo Fawories [-] =
Today's Business Solutions e . Fadia
Ewmove Seeched Rers
PO Numbid
Rrmcw A Femg

The Aemii) @ the groes mid relieved fram e uppheds welide, Whil deei Ty meaa’ Mo b ANDER Cart
Hoed i make changees?  BDDIFY (TEME | VEW TEME  Bemis) was reineved onc 572007 10332 P Reid o Deat Cart o0 Prending FRIPD
Lassier 1 u

Produdt Deseriplisn Catwlog e Size | Prdkaging Unit Prics  Quantity B Price [

1 SharpielR) Permanent Fine-Point Markers, Blue, Paek OF 12§ mers nole 51906 0z R g pz sessusp [

[EFET PRI Sanford LB,

Masiaciuned Par Mumber BT

Sopplbr Pan lasdiary 0 451908

i o

Supplier subtotal Shdiusp

Shipping, Hasdkng, aad Tax charges a0t caloulaitd and dharged by daoh Supphar. The wales showh Rt 308 To7 S5tmaton pUpobis, budge checkng, Sulfutsl 5588
ianl wovidiow spprovals Tortal SR s
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Assigning a Cart

Once you have selected your items and are in the active a cart:

1. Click on the Assign Cart button.
2. Select the requester whom you would like to assign the cart by either:
a. clicking the Select from Profile Values radio button and selecting the appropriate name
from the Select from profile values dropdown

Assign Cart

® Select from profile values Search for an assignee

Select from profile values ¥

Mote To Assignee:
4

b. clicking the Search for an assignee radio button and click search for an assignee.

Assign Cart

Select from profile values @ Search for an assignee

Selected Assignes:
Assign Cart To Search for an assignee

Mote To Assignese:
4

This pop will display, to add criteria (such as last name) and click the search button.
User Search

Last Name requester]

First Name

User Name

Business Unit UT System Administration

Results Per Page | 1 v

Click the select link for the appropriate name, to return to the original screen.

Mew Search

Name = User Name = Email = Action
requester, jane 6001013945@sad01  scross@utsystem.edu [select]
Requester, Rachel  requester fdgsqdemo+utsys1sq@mail.com [select]

3. Click the Assign button.

You will get a confirmation that the cart was assigned successfully. Once assigned, the assignee
receives an email notification.
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Editing a Cart

Punch-out
Punch out items cannot be edited in the cart. It is required you punch out to that catalog again.

You do this by clicking the modify items link in the cart. This will take you back to your cart in the Punch-
out site.

Cart Name .201?-{!5-1? shopper@utsyste
Description Sharpies for Office
Supplier / Line ltem Details

Hide line details

Today's Business Solutions more info...

The item(s) in this group was retrieved from the supplier's website, What does this mean?

Meed to make changes? |MODIFY ITEMS| | VIEW ITEMS  lem(s) was retrieved on: 5/17/2017 1:03:32 PM
""\-u..._‘_\_\_

Line(s): 1

Product Description
1 Sharpie(R) Permanent Fine-Point Markers, Blue, Pack Of 12 ¢  moreinfo.. '

Manufacturer Mame Sanford L.P.

Manufacturer Part Mumber 30003

Supplier Part Auxiliary ID 451906

miore info.., |

Carts that have been returned to PeopleSoft

Once a cart becomes a PeopleSoft requisition, the eShop cart is no longer editable. It is recommended
a requester cancel the requisition and create a new cart in eShop, with any changes that may need to be
made. If the cart was assigned, the requestor will need to notify the shopper that the cart number has
changed.
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eShop Invoices

Invoicing in eShop is an automated process for eShop purchase orders.

e-Invoicing — UTA, UT Tyler, System Admin and Permian Basin — UNIFIED INSTANCE

SciQuest

Integration Point
e-Invoicing

E-Invoicing

NO

'

Voucher created
Errors

Correct Voucher Build

gV ES

Voucher Build
Process

x

l [
Batch AP Matching
(Two way for UTA

and Three way for
UTS, UTT and UTPEB)

i

Correct Errors

Matched

|[————NC

PeopleSoft - Accounts Payable

YESH

Batch Budget Check

1

Correct exceptions

—\E5

Voucher Build
Staging Tables

Integration Broker

Message Queue

XML Message
Origin = 500
Source = XML
{sequentially generated)

PAYMENT
|—) AP Pay cydle
Mo
T—YES

Approval
Required? Approved?

fes

Voucher workflow approval

(PB only}

Document Search

To look up any documents you have completed use Document Search. The Document Search provides
the ability to search across carts, purchase orders and elnvoices to view the document histories all at the
same time. When doing this, users will be presented with search options that span across multiple
document types. Document searches are used to not only tell about “past” orders, but to access carts in

process to find out the status.

™ Shop Shopping

Documents

Document Search

Shopping Hom

Document Search

Tue UNiversiTY of TExas SYsTEM

Search Documents

Wiew Saved Searches
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