UShop

MARKETPLACE

Multiple PO Lines can be added to a UShop order. This is done automatically when you order from a punch-out
catalog. When ordering from a Non-Catalog or Specialized form, please take the following steps.

1. Fill out the form completely

For the first PO line, fill out the form completely. In the Purchase Details section, the Product Description,
Quantity and Estimated line Unit Price should reflect the first PO Line item.

Supplier Information ?

Please search for your supplier using the Enter Supplier field. If your supplier is not yet available in
UShop, type "New Supplier” in the Enter Supplier box below, and fill in the New Supplier Details
section. You may search for existing PeopleSoft suppliers using the Vendor Search web app available in
as.

Supplier ABSOLUTE! AUDIO VISUAL, INC. 4 more info...

select different supplier

Master: (preferred)

10255 SPRUCE LEAF DR,
SOUTH JORDAN, UT 84095 US
+1801-262-7171

Fulfillment Address

Supplier Phone

PO Dispatch

Purchase Details B

Fill in the product details for the purchase in the fields below. Fields shown in bold are required.

*NOTE: The Product Description will appear on the PO as a line item.

Product Description Projection System for Conference
Room.....

s
212 characters remaining  expand | clear

quniy
Estimated Line Unit Price

Catalog No.

Packaging (UOM)

EA - Each v
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2. Add to cart and Return
In the upper right corner of every UShop form, you you will find an Available Actions dropdown menu.

Select the option Add to Cart and Return and click Go. This will:

« Deposit the first PO line item into your cart,
« Retain the supplier information on the form, and
« Clear the Purchasing Details on the form so you can add the next item.

Add to Cart and Return v |m Close |
Add and go to Cart
Add to Cart and Return
Add to Cart

Add to Draft Cart or Pending PR/PO
Add to PO Revision

Add to Favorites

Save

Add to new Cart

Available Actions:

3. Complete Form for additional PO Line Items

1. Note that the Supplier Information is retained.
2.The Purchase Details fields are clear and ready for you to enter the next line item details.

Supplier Infoermation ?

Please search for your supplier using the Enter Supplier field. If your supplier is not yet available in
UShop, type "New Supplier” in the Enter Supplier box below, and fill in the New Supplier Details
section. You may search for existing PeopleSoft suppliers using the Vendor Search web app available in
as.

Supplier ABSOLUTE! AUDIO VISUAL, INC. ff more info..

o select different supplier
= Master: (preferred)

10255 SPRUCE LEAF DR.
SOUTH JORDAN, UT 84095 US

+1801-262-7171

Fulfillment Address

Supplier Phone

PO Dispatch

The system will distribute purchase orders using the method(s) indicated below:

Purchase Details ?

Fill in the product details for the purchase in the fields below. Fields shown in bold are required.

*NOTE: The Product Description will appear on the PO as a line item.

Product Description

L2

Quantity

758 characters remaining _ expand | clear

]

Estimated Line Unit Price

Cataleg No.
Packaging (UOM)

EA - Each v

Repeat steps 2 & 3 until all needed items are added.



4. Add and go to Cart
When all needed items are added, select Add and go to Cart in the Available Actions dropdown. Click Go

Available Actions: | Add and go to Cart v m Close &
Add and go to Cart
Add to Cart and Return B

Add to Cart
Add to Draft Cart or Pending PR/PO Dp
_E

Add to PO Revision

Add to Favorites

Save

Add to new Cart ns

5. Complete as with any UShop order.



