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MAV eShop Overview




Methods for Requesting Goods or Services

/‘
MAV eSHOP e Shopping marketplace that contains links to online shopping
' sites for vetted suppliers with whom UT System or UTA has
(SciQuest) negotiated items and prices.

ProCard _< * The ProCard is used to purchase goods or services for low-cost
items ($4,000 or less) that do not exist in MAV eSHOP.

N/

e Some purchases of goods and services may not require a
purchase order. See the BF-PGS-PR-01 Best Value Purchasing
Non-PO Voucher -< Procedures (Section IV “Procedure”, Article H “Purchase of
Goods/Services Not Requiring a Purchase Order”) for the list
of goods and services that do not require a purchase order.

N/

* The Special Request form in UTShare is used to request goods
or services that do not exist in MAV eSHOP and are not eligible
(Non-Catalog Items) to purchase with a ProCard.

Special Request




Shopping Cart Process

Shopper

e Any employee can be a Shopper

e Cannot create a Requisition in UT Share
e Must log directly into MAV eSHOP to shop for items from an online catalog

e Assigns shopping cart to Requester

Requester

e Can create a Requisition in UTShare
e Can also be a Shopper L
e Must log into UTShare and access MAV eSHOP from within the Create Requisition page '
e Assigns Due Date, Shipping, Profile Asset ID and Accounting Information to Requisition

e Submit Requisition for Approval

e Cannot be a Requester ng
e Can be a Shopper and assign a shopping cart to a Requester v =

e Reviews Requisition in UTShare for accuracy
e Can approve or deny a Requisition in UT Share




Shoppers Role In

MAV eShop




Shopping Cart Process

The Shopping process varies between the 3 roles:
* Shopper
* Requester
* Approver

The Shopping cart will record:
* |tem Description(s)

* Quantity
* Price



Shoppers Role

A “Shopper” is the basic role in MAV eSHOP which
allows you to:

* Browse catalogs
« Additemsto the cart
« Assign cart to Requester to finalize the requisition

Automated

Identify Need for Create Cart in Assign Cart to Requisition is Requisition \I\ F'f;;gf’,’;f‘:ftfd ltems
shopping MAVeShop Requester created Approved A '"u;;:;lipr Received



Shoppers Role

 From the My Apps page select the Mav eSHOP tile.
« Select your home campus

 Sign in on Microsoft Sign-in screen

A
e
Sign in

=3 The University o
5 Texas Systemty f

Select your institution Email, phone, or Skype

This service requires you to authenticate with your home institution.
Make a selection below and click continue. Can’t access your account?

Please don't bookmark this page

The University of Texas at Arlington
o Continue

Allow me to pick from a list

Always follows this selection The University of Texas at Arlington information

g gi‘;ec:a resources, including all related equipment, networks
03 mont:s and network devices are provided for authorized use
O 9 months onIY-

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

® The University of Texas System
Privacy | Accessibility C)Q Sign-in options




Shoppers Role

Select a Punchout catalog to begin shopping. i.e., Summus Staples.

= Mav eShop All ~ Search (Alt+Q) Q 0.00USD W Q| J_Loj.

Shop + Mav eShop

Organization Message Showcases

Welcome to Mav eShop

An eProcurement system for the University of Texas at Arlington Punchout Catalogs A4
Mav eShop eProcurement system provides a familiar online shopping experience and ; A ; A
negotiated pricing from the University of Texas at Arlington's most preferred suppliers. ¢ ¢ 0 0
BURGOON ) fisherscientific
Please review the supplier list to find the right supplier for your purchases: GRAINGER ) o
UT Arlington Only UTA HUB Possible Misslons-

Staples Office Supply (via HUB partner Summus Industries) HUB
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 O 4 0 G
and related products for everyday use. Staples has a $§50/order minimum requirement. * m o

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. HUB U?’L,ﬂi?:tin VWR - SUmmus Summus

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 L7

towers, laptops and related items. {3]7
TODAY’S

Apple HUB

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.

Powered by JAGGAER | Privacy Policy



Shoppers Role

Search or add desired items to the shopping cart and
click the Submit Order button to return to Mav eShop.

f—? ' Search Q

Summus Industries

Review & Checkout (B print to po

Order Summary

Delivery to: Arlington, TX 76019 Pu Hc HDUT
Items (4) $63.08
Total $63.08

4 items in cart
Delivery

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

Delivery by Thursday, Jul 06, 2023

Note: The language for the button to return the cart to Mav eShop will
vary between catalogs.

Update Send Proposal Submit Cart



Assign cart to Requester

A Requester can be pre-defined, or you can search and select from the

Shoppers Role

Assign cart window.

The Requester receives an email once the cart has been assigned.

= Mav eShop All ¥ Search (Alt+Q)
Requisition » 172121613
Summary Comments Attachments History
General &S v
Cart Name Jane Dolan - Office Supplies
Description no value
Prepared by Jane Dolan
Prepared for Jane Dolan
5 ltems -~
Summus Staples - 5 ltems - 179.85 USD |
-~ SUPPLIER DETAILS
Contract no value

179.85USD W (VAL

= o = @

4 2

-

Assign Cart: User Search X

Total (179.85 USD)
Note To Assignee:

Shipping, Handling, and Tax ¢
and charged by each supplier,
here are for estimation purpo

and workflow approvals.

Subtotal

179.85

Powered by JAGGAER | Privacy Policy

Maverick, Sam

SELECT

¥ or SEARCH




Requisition ID
The Requisition ID that is displayed in Mav eShop is not

equivalent to that of UTShare.

e The Requisition ID in Mav ® The Requisition ID in

eShop is exclusive to Mav UTShare is the official
Document ID
eShop.

= Mav eShop Requisitions 7

. To view the lifespan and line items for a requisition, click the Ex
Requisition 175826961 her action on a reguisition, make a sele«

zquisition Name BU

0000056665 booosssss UTARL

D00056664 UTARL

Summary Comments Attachments

General e 0000056664

AAAAREA/ARS i iA m=i

Note: When reaching out for support with your requisition refer to the UTShare Requisition ID.



Designate a Requester




Designate a Reguester

What is a Requester?

The Requester is the individual who can finalize a
purchase for the Shopper.

A Shopper can pre-define a Requester in their user
preferences.

Search (Alt+Q) Q 0.00USD W O |w 42

Jane Dolan A .

| View My Profile |

To designate a Requester:

 Click View My Profile.

Dashboards ‘
Manage Searches
Manage Search Exports

Set My Home Page

You do not have any recent orders

Logout



Designate a Reguester

To Designate a Requester
Select Default User Settings > Cart Assignees > Add Assignees

(Requesters)
= Mav eShop All + Search (Alt+Q) Q 12418USD W O ™ ' |
My Profile » Cart Assignees
Jane Dolan Cart Assignees ?
User Name Dolanja@uta.edu
My Cart Assignees ?
User Profile and Preferences Name Action
Default User Settings Blaze Nedderman (Preferred Assignee) Remove Preferred || Remove

Custom Field and Accounting Code Defaults
Default Addresses

Cart Assignees

User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

Administrative Tasks



Designate a Reguester

From the User Search window, search for your
Requester and then select the individual to set them as
your Requester.

User Search

Last Name @ Maverick

First Name @ Sam
User Name ©

Email @ Note: You may see “select” or Action

Business Unit @ UT Arlington (uta.edu) “+” for the Action depending
Role @ v on how you search.

Results Per Page 10 ~

New Search

Name a User Name < Email =« Phone Action

Maverick, Sam 6001234567 @UTARL UTARL-TEST-MAILBOX@UTA.EDU [select]



Designate a Reguester

Once you have designated a Requester you can:
e Set the individual as preferred
* Add additional Requesters.

= Mav eShop All + Search (Alt+Q) Q 12418USD W Q F §
My Profile » Cart Assignees
Jane Dolan Cart Assignees ?
User Name Dolanja@uta.edu
My Cart Assignees ?
User Profile and Preferences Name Action
Default User Settings Blaze Nedderman (Preferred Assignee) Remove Preferred || Remove

Custom Field and Accounting Code Defaults
Default Addresses
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
User History

Administrative Tasks



Mav eShop Tools




View Past Orders

To view past orders you created, from the Mav eShop
home page click on the Shopping Cart Icon, choose My
Carts and Orders, and select View My Orders.

Shop (Alt+P) Open My Active Shopping Cart
Shopping View Carts
View My Orders (Last 90 Days)

View My Orders (Last 5 Orders)

My Carts and*?tr'ders

Note: /f you choose the Last 90 Days option, you can change the date range.



View Past Orders

To change the date range and view orders more than
90 days old, click on the Submitted Date: Last 90 days,
you can choose All orders or input a date range.

P9l = Mav eShop

Shop » My Carts and Orders » View My Orders (Last 90 Days)

= My Orders
Quick Filters Submitted Date: Last 90 days ~ | Quick search
Supplier v O Al Qm}
SHI International Corp. () @ Within  Last 90 days v
€
Business Unit v O Between and

more options >

UT Arlington (uta.edu) °

Prepared For v Cancel
- - - I EEEE————————




View Past Orders

To view All Orders, click on the page icon with
the clock, on the Search tab, you’ll click on All
Orders.

= Mav eShop

Shop -

Mav eShop

Orders Quick search

‘ Search » All Orders

My Orders Requisitions

Purchase Orders

Invoices



View Purchase Orders

To view Purchase Orders in Mav eShop, from the
homepage, click on the page icon with the clock,

from the My Orders tab, choose My Purchase
Orders.

= Mav eShop

Shop - Mav eShop

Orders Quick search

Search My Requisitions

My Orders ' My Purchase Orders

My Invoices



Resources




Support Information

UTShare Support & Help: Training Resources:
O Register for Classes

dﬂ ServiceNow O Join Business Affairs Listserv

Q View and/or Print Training Materials

\\ 817-272-2155
» PowerPoint Slides’

m Online Chat » Training Guides
» Job Aids

Knowledge Services Website:

https://resources.uta.edu/business-affairs/training/index.php



https://resources.uta.edu/business-affairs/training/index.php
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