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Use in replacement of Pcard requests using PRS. 
 
Instructions 
 

1. Complete all bold fields on the Pre-Approval form in eSHOP.  
2. When entering information include as much detail as possible, item numbers, colors, sizes, and web links regarding the items needed. 
3. Add items to the cart; if there is more than one line item click ‘Add to Cart and Return’ from drop-down. When all items are entered; 

click ‘Add and go to Cart’ 
4. Name the cart the vendor name and dollar value of the purchase. 
5. Proceed to checkout. 
6. Click the pencil icon to add internal notes. Include the business 

justification as an internal note or comment.  
7. Click  to save the internal notes.   
8. Assign the cart to a requestor (card holder). 
 
 


