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Shop + Welcome to ShopBlue!
shop

Orders. n

Contracts

Browse: Suppliers | Categories | Contracts

Goto: Favorites | Forms | Non-Catalog ltem | Quick Order

Advanced

Simple

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

- Accounts
Payable

A. LeftToolbar

2

(1) . . .
- Home: this icon will bring the user to the user homepage.
. Shop: search for items, view favorite items, view and manage carts and enter non-
catalog orders.

r° Orders: search documents or orders and view approvals, notifications, and approval
history.
EContracts: Search, create, import, manage and configure contracts.

Accounts Payable: AP administration; search, view and create invoices and receipts.

F

Reporting: access supplier management and export reports.

Menu Search
Menu Search: search for specific screens, functions, terms and instructions.

Please Note: Options containing a sub-menu. To access the sub-menu, select or hover over the
icon. The sub-menu will appear where you can navigate to the appropriate page.
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| Wiew My Profile

Dashboards ‘1—

Manage Searches

B. Top Toolbar

Manage Search Exports

Set My Home Page ‘1—
Search Help For A Solution
Hint: Click "Dashboard" to switch to the Approver Dashboard

Hint: Click "Set My Home Page" then "Current Page" to set Approver Dashboard as your
Homepage

User Profile: contains user information and settings and access to view recent activity.

Bookmarks: create and save frequently used pages for quick access.
|
Action Items: administrative items that require some action by the user.
v |
Notifications: status updates that alert user when activity has taken place or something
requires your attention (i.e.: approvals, rejections, returns, shared carts).

2r720UsD W Shopping Cart: Preview your active cart and display basic info such as item

image, name, price and quantity. From here you can remove items, access the cart or proceed
to checkout.

Al = % Quick Search: Allows for a variety of searches. By clicking the

drop-down arrow, you can filter your search for requisitions, purchase orders, invoices and
items. Available searches depend upon user role permissions.

Orders » Search » Purchase Orders

Bread Crumb Trail: shows the page currently being viewed.
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C. Approver Home Page & Dashboard

Dashboards + Approver Dashboard a +

Accounts Payable Dashboard pprover Dashboard Sourcing Events Dashboand Supplier Mana gement Home d-UB Welcome To Shoplue!

My Approvals Document Search

Nofesults found

AllOrders | Document Numbers, Supplier, Product Information Q

|I| I |Z|
My Requisitions.

My Purchase Orders
My Vouchers
My Approvels
Advanced Search
MY SAVED SEARCHES

Corr orders in the last 30 days

correx

ANNOUNGEMENTS

System Uy

Organization Message Action tems Quick Links ®
ssue (1.02.25): We have recei e=trom the University Controller's Office that State Operating/Revenue Offset and DIFR funds may be used,
rders using these funds are being released. Usage of IFR funds remains restricted, and funds are still on hold.

rels

There are no Action ems to display.
NY released, and updat le. Thank you for your patience and
understanding as we contine to work with our SUNY partners 1o resolve this issue.
‘Supplier Updates
o Dell Technologies:
« Punch f November 11, 2024, niversit For , please do not submit non-catalog orders.
the Punchout. For isit Computers webpage on the Administiative Services

Gateway.
+ Retums® Plesse be achised that Dell Technol lemented policy their orders upon My Bookmarks
delivery snd eceipt of cauipment by UB. Retums to Dell are only permitted for defective products:
o Dell errars. Al other retums will incur a 15°% restooking fee, deducted from refunds or credit mem s applied 1o tht order.
i Fisher Scientiic o help users better track their order There are no Bookmarks to display.

1. My Approvals: filter approvals through different criteria and open directly from list

2. Document Search: conveniently search for requisitions, purchase orders, receivers and
invoices using the search bar in the top right corner or select from one of the quick links below

3. Quick Links: easy access for internal links within ShopBlue
4. My Bookmarks: create a quick link of your own to a commonly used page
5. Action Items: displays actions that currently require your attention

6. Organization Message: contains an overview of ShopBlue, links to further education and
training, and a platform to convey important information regarding the organization or the ShopBlue
system



