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Shop Punchout Catalog and Assign Cart

The purpose of this job aid is to explain how to make a purchase from a Punchout Catalog and assign the
cart to a Requester. A Punchout Catalog is a link to an external vendor website accessible from within

MAV eSHOP.

1. Navigate to: MAV eSHOP

B The University of
42 Texas System

Select your institution

This service requires you to authenticate with your home institution. Make
a selection below and click continue.,

Please don't bookmark this page

Use a suggested selection:

v

The University of
Texas at Aring,

Or enter your organization's name

o contine |
The University of Texas at Adington

Always follows this selection
® Never

One day

3 months

9 months

Need assistance? Email help@utsystem.edu with a description of the problem.

The University of Texas System

Privacy | Accessibility

2. Enter The University of Texas at Arlington.

3. Click Continue.

4. Sign in on the Microsoft Single Sign-on page.

N
ra

Sign in

Email, phone, or Skype

Can't access your account?

The University of Texas at Arlington information
resources, including all related equipment, networks
and network devices are provided for authorized use
only.

Q Sign-in options

Note: Shoppers are required to log into MAV eSHOP directly. A Requester must access MAV
eSHOP from the Create Requisition page in UTShare.
5. The Mav eSHOP homepage is displayed.

6. Select the Punchout Catalog you want to use for your purchase (e.g. Staples).
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Shop + Mav eShop

oraenization Message

Welcome to Mav eShop
An eProcurement system for the University of Texas at Arlington

Mav eShop eProcurement system provides a familiar online shopping experience and
negotiated pricing from the University of Texas at Arlington's most preferred suppliers.

Please review the supplier list to find the right supplier for your purchases:

Staples Office Supply (via HUB partner Summus Industries)

Office Depot (via HUB partner Today's Business Solutions)

These are mandatory use contracts without a prior exception approval from
Procurement and Payment Services. Both vendors offer a wide variety of office supplies
and related products for everyday use. Staples has a $50/order minimum requirement
Procurement suggests pooling orders on a weekly basis, or some other pre-determined
time frame, into a single order to reduce the need to track multiple small dollar orders.

Dell (via HUB partner Summus Industries)

Dell is a recognized global leader in computer technology and related supplies. The
Dell/Summus punchout includes the University's pre-approved standard configuration
towers, laptops and related items

Apple

Apple is a leader in technology products and solutions including a variety of devices
and related tools and solutions. All items available in the Apple portfolio are approved
for use by the University’s Office of Information Technology.

7. The supplier’s web page is displayed.
8. Click in the Search field to search for the item(s) you want to purchase.

a. Based on your search criteria, the results are displayed.
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TRU RED™ B.5" x 11" Copy Paper, 20
Ibs.. 92 Brightness, 500 Sheets/Ream, 10
Reams/Carton (TR56958)

[l

$40.72 s55.99
5000/CT
= Next-Day Delivery by tomorrow

BEST VALUE

35% ot =

Shanlt ¢

H

Sharpie Permanent Marker, Fine Tip.
Black, Dozen (30001)

$7.68 511,99
12/DZ ($0.64/Marker)
= Next-Day Delivery by tomorrow

Search

BEST VALUE

BIC Round Stic Xtra-Life Ballpoint Pen,
Medium Point, Black Ink, 60/Pack
(GSM609-8LK)

$5.65 5799
60/PK ($0.09/Pen)

= Next-Day Delivery by tomorrow

Qal = 20 V¥

BEST VALUE

b

Staples® Invisible Tape, 3/4" x 1,296",
12/Pack (52380P12)

59% off

$9.03 52218
12/PK (50.75/Roll)
= Next-Day Delivery by tomorrow

9. Next, find the item you want to purchase, enter the Quantity and select Add to Cart.
Note: your cart becomes active, and the number of items in your cart along with the total is
displayed. If desired, you can continue shopping.

10. Click View Cart.

11. Review the items in your cart and make the desired changes (i.e., update quantity, remove item,

etc.).

12. After reviewing and/or modifying your shopping cart, click the Submit Order button to return to

MAYV eSHOP.

Note: Navigation buttons among vendors’ websites may be slightly different.

13. The MAV eSHOP Shopping Cart page is displayed. The Cart Name defaults with the current date
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and the shopper’s username. Change or update this information and provide a Description to
help you identify the cart later.
= Mav eShop
Shopping Cart - Shopping Cart
Simple Advanced

Search for products, suppliers, forms, part number, etc.

Cart Name Laptops for New Hires
Description charge to cc 123456
Prepared for Jane Dolan| Q

14. Review your cart and make the necessary changes.
15. Once you are ready to assign your shopping cart, click the Assign Cart button.

Return Cart Assign Cart Return Cart To PeopleSoft

16. If pre-defined, a Requester will automatically default. If not, you can select or search for a
Requester from within the Assign Cart window. Click Assign.

Assign Cart: User Search X

Assign Cart To: Maverick, Sam

ISELECT' b OI‘lSEARCH |

Mote To Assignee: |

Note: The Requester will receive a notification about the cart assignment.
17. You have completed shopping.
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