
Manual Distribution PO, Selecting the Option

1.  On the Proceed to Checkout page, click on the Billing tab, then click on edit.

2.  In the Billing Options, check the box to the right of “Prevent automatic PO distribution. Check box to 
      Manually distribute PO.” Click save.

A major feature provided by UShop is reliable electronic distribution of purchase orders. For a variety of reasons, 
however, a user may choose not to have the system automatically send the Purchase Order (PO) to the supplier. 
By selecting the option described in this guide, the user will take the responsibility to communicate with the
supplier about the PO.



3.  Complete your order as usual. If you need to print the PO, select “Print Fax Version” in the Document
      Actions dropdown menu on the PO.

        

How to save/print a PO (for Manual Distribution).

       For detailed instructions on saving or printing a PO, view the reference guide: 

http://fbs.admin.utah.edu/download/ushop/quickref/save_po_as_pdf.pdf
http://fbs.admin.utah.edu/download/ushop/quickref/save_po_as_pdf.pdf

