Hospital Requisitioner Training Internal Orders in UShop
With the elimination of the paper Campus Order in July 2018, UShop provides a payment method for selected
internal, or campus, suppliers. UShop is an electronic procurement system that generates internal Purchase
Orders (POs) and distributes these POs to internal suppliers. BU02, or hospital and clinics, employees have access
only to a select group of internal suppliers in UShop. Orders are placed as the internal supplier receives a UShop PO.
Internal suppliers invoice against these internal POs.
NOTE: • Each transaction in UShop requires both a Requisitioner (you) and an Approver (the person who has
signing authority for the Accounting Distribution used for the internal order).
• An Approver is defined as a person with Granting Financial Authority (GFA). GFA is an application in Campus
Information Services (CIS) and is used to maintain delegate financial responsibility for an Org. It also captures
and maintains all the signatures for authorized individuals. GFA is integrated with UShop to verify that
financial transactions are authorized by the correct individuals.
• Before you shop, be sure there is an Approver in your department, an Account Executive with GFA who can
approve the order you submit. (See Hospital Approver Training)
To order goods or services from an internal supplier in UShop, follow the three steps outlined below:
A. Fill the Cart
B. Proceed to Checkout
C. Submit the requisition

A. Fill the Cart
I. A cart is filled with the goods or services needed.
1. Go to the Place an Order section and select the form you wish to use.

2. Please note that a How-To guide for each specific form type is available on the Training Materials page,
found in the Other Links Section.

3. When you complete your form, Select Add and go to cart from the Available Actions dropdown in the
upper right corner. Click Go. The system will take you to the UShop Shopping Cart.

II. Name the Cart and proceed to Checkout.
1. In the cart, the system will display a default cart name, including the date and your uNID. It is a best
practice to re-name the cart to indicate the contents of the cart and its business purpose.
Example: "Gift Cards for Sloan Study participants". A department may determine a naming protocol that
they all follow. Be aware of HIPAA requirements when you determine your naming protocol.
2. After naming the cart, click the Update button.
3. The supplier name and product description are displayed in the cart.
4. If you need to add items to your cart, click Continue Shopping to return to the Shopping Dashboard.
Note that it is best practice to add only one supplier to a UShop cart.
5. When you are finished shopping and your cart is complete, click Proceed to Checkout.

B. Proceed to Checkout
I. Checkout Page
1. On the Checkout page you will see a list of tabs on the left side of the page. Each tab opens a page
allowing modifications to the requisition.
2. Note that a green check indicates that no action is required, while a gray check indicates a required
action. Shipping and Accounting Distribution are required for every order. Other tabs are used as needed.

II. Shipping Address
1. Click on the Shipping tab to open the page.
2. To select a Ship To address, click on the edit link.

3. Click on the link: select from org addresses. Note: only University addresses are available to select.

4. In the search field, type a key word of your department name. This is an alpha search, do not type
numbers. Click Search.

5. A list of all addresses containing that key word will display. Click select to the right of the correct address.

6. The selected address will appear in the Ship To page.
1. Note that the in the Attention to line, the system defaults to the name of the person currently
logged in. This can be edited to display the desired name. A phone number or other information
may be added here as well.
2. Click the box to save the address for future use. The address will be saved in your profile with the
attention to name curently indicated.
3. The saved address will be added to a list you can access via this dropdown.
4. You may give the address a nickname which will identify it in the dropdown list.
5. If you choose an address as your default, the system will display it every time you initiate an order.
However, you always have the option to edit the address and select a different one for a particular order.

III. Accounting Distribution
1. To provide the accounting string to pay for this purchase, click on the Accounting Distribution tab.
2. Click on the edit link to open the required fields.

Three editable fields will display.
1. Acct Dist Shortcut: Populate this field with the numurals 02 (dash) your Org ID, i.e. 02-XXXXX
2. Account: Populate this field with 02 (dash) Account code, i.e. 02-XXXXX
3. A/U: Do not populate this field - leave it empty. It refers to Allowable/Unallowable purchases and does
not pertain to BU02 accounting distributions.
4. The system will give you a warning because the A/U field is left empty, but this will not impede your
order.
5. Click Save.

Continued on next page

C. Submit Requisition
1. When all of the required steps are completed, as indicated by green check marks in the left column, the
order is ready to submit.
2. If actions are required, the needed steps will be listed at the top of the page. Note that the A/U field should
remain empty for BU02, regardless of the warning message.
3. Click Submit Requisition. The order will now be directed to the person(s) with GFA signing authority for
department approval. See Requisition Workflow for details.

