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Pre-Approval Form

General Information ?

. &=SHOP.”

Requestor Name

Department
Phone
Instructions for use of EAX
this form:;
Email
= This form can be
used by Type of Request
departments that
require pre-
approval on
purchases cutside
of eSHOP.

* This form will not
create a purchase
order and will not
result in an order
for the supplier.

= This form will only
be used for
autherization of

purchases and will  Item Notes

Please note that fields in
bold are required.

Use in replacement of Pcard requests using PRS.
Instructions

1.

2.

3

click ‘Add and go to Cart’

Proceed to checkout.

ook

justification as an internal note or comment.

Click to save the internal notes.
Assign the cart to a requestor (card holder).

Contact Information

O pcard Purchase

O pirect Pay

©) Non eSHOP PG

O Y Transfer

© Cost of Goods Sold
© Journal Entry Needed

Quantity  Unit Price e Product Description

254 characters remaining

1000 characters remaining

Complete all bold fields on the Pre-Approval form in eSHOP.
When entering information include as much detail as possible, item numbers, colors, sizes, and web links regarding the items needed.
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 the pencil icon to add internal notes. Include the business

expand | clea

Supplier Name
Supplier Contact
Special Needs

Updated 5/1/2020

e Available Actions:| Add and go to Cart V‘m Close| £

Additional Information ?

150 characters remaining expand | clear

Use the "add attachment..." link below to include additional information.

Note: 2ll information in this section is for informational purposes only.

Internal Attachments

Add Attachments

Item Information

Catalog No.

Name the cart the vendor name and dollar value of the purchase.

Packaging (UOM)
[ [eA - Fach ~

expand | clear

Shopping Cart > vz Company 37.53 o &
simple i Estimate (37.99 USD)
n Subtotal !
Shipping
Handling
O
Edit Internal Notes And Attachments
5 PROCEED T0 CHECKOUT
Internal Note ASSIGN CART
-

Justification for order

intemal Note 977 chorecters remaning

expand | clear
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