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To include multiple guest room reservations on the same PO, follow the instructions below.

I. Obtain a Confirmation number for each guest room

Call the University Guest House (humber provided on the form) to obtain a Confirmation number for each
reservation to be included on the PO.
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Il. Complete the form

1. Note that there is a unique Confirmation number for each guest room reservation.
Insert the first Confirmation Number.

2. Provide the corresponding dollar amount and Guest name(s).

3. Provide any applicable Attachments and/or Additional Details.

University Guest House Room Reservation Order Form Available Actions: | Add and go to Cart " B3 dose| (=
University Guest House Room Reservation Order Form ?
{ UNIVERSITY GUEST HOUSE Room Reservation Details 2 Supplier Information ?
&8P/ & CONFERENCE CENTER .
. o . Supplier UNIVERSITY GUEST HOUSE &
Reserve lodging at the University Guest House by calling (201) 587-1000 CONFEREMCE
UShop Operati illi i /enue/ev N
Fina:cpial g‘e;usﬁzs e before .flllmg out this form. To book a conference v EHL!_, event, usg the Fulfillment Address  USHOP University Guest
anaa! University Guast House Conference Venue Order farm. Fields shown in beld are House:
{niversity of Utah required. 110'§ FORT DOUGLAS BLVD
201 S. President's Circle, Room 170 SALT LAKE CITY. UT 84113
Salt Lake City, UT 84112 o A : ' ' ’
(801) 585-2255 Mote: You are able to have multiple guest reservations on the same PO. Click 5036 Us
ushop@utah.edu here for instructions on how to de this. o Supplier Phone +1801-587-1000

and do not accompany the PO that is sent to the Guest

Use this form to initiate room

Confirmation Number | | \
U Shop Add Attachments 2
) Amount
MARKETPLACE Guest Namel(s! e " ' . Internal Attachments are viewable only within UShop

Houze,
reservation(s) for the University =
Internal Attachments
Guest House. L] b
] 2000 characters remaining expand' t-r *“.‘?‘?’.’EF‘?E’.‘F‘.‘?'??.
Commedity|o0110000 |

Code ernal Attachments are s=nt to the Guest House

w. This .
IMU along with the PO.

. External Attachments
Add Attachments

Provide any additional nates for the University Guest House i
information will print on the PO in the Additional Deta{

4
2000 characters remaining expand | clear




Ill. Add to Cart and Return

When the form is completed with the information pertaining to the first Confirmation Number,
select Add to Cart and Return from the Available Actions dropdown in the upper right corner of the form.

Click Go.
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IV. Repeat for each Confirmation Number

1. For each unique Confirmation Number, fill in all applicable fields on the form. Each time the form is completed,
select "Add to cart and Return" to create a new PO line.

2. Note that Attachments need only be added to an order once. The same attachment should not be added
each time you fill out the form for a new PO line.
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V. Add and go to cart

When the form is complteted for each of the Confirmation numbers, Select Add and go to Cart from the
Available Actions dropdown.

Click Go.
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The shopping cart will contain a Product Description line for each time the form was completed.
Each Product Description line will display:

1. Confirmation number

2. Guest name

3. Dollar amount for each room and the total for all rooms

4. Itis helpful to include the event or business purpose in the cart name.

5. Proceed to Checkout to complete the order and submit requisition, or Assign Cart to a Requisitioner.
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