




V.  Additional Details and Attachments

1.  A �eld is provided for additional notes for the Guest House, as needed. Information typed here will be 
     printed on the PO.

2.  Internal Attachments will be viewable by UShop users only.

3.  External Attachments will be viewable in UShop, but are also sent to the Guest House with the PO.
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VI.  Add and go to Cart

When the form is completed, select Add and Go to Cart from the Available Actions dropdown in the upper 
right corner.  

Click Go.

The order will be moved to a UShop cart. From the cart, Proceed to Checkout and submit the order.


