
eSHOP Upgrades Improve User Experience
Written by: Mary Mitilier, UNMC Procurement System & Training Specialst

The University’s official procurement system eSHOP continues to evolve. In the upcoming months, 
users may notice some changes to the homepage (dashboard) making it more user friendly and 
easier to navigate. Depending on your eSHOP role, there are other dashboards available already. 

The current SHOPPING HOME dashboard that everyone has is designed for the shopper/
requester and most common tasks. Funding source approvers may prefer the APPROVER 
DASHBOARD. The Approver Dashboard displays your pending approvals and allows users to 
group approvals by approval folder. The ACCOUNTS PAYABLE DASHBOARD is specifically 
designed to help Accounts Payables staff access the important invoicing tasks they perform and 
quickly create invoices, credit memos, and more. The BUYER DASHBOARD is aligned to quickly 
process requisitions, exceptions, and perform other common tasks. 

Accessing alternate dashboards

From eSHOP shopping home click your name at the top of the screen. Select dashboards. 
Once in the dashboard view, in the center of your screen, you will have a drop down of available 
dashboards.  If you security role does not allow use of one of the available dashboards, you will 
continue to see the standard shopping dashboard. If you hold multiple roles, you may toggle 
between available dashboards. If you would like to change your default dashboard, after landing on 
a new dashboard, click your name at the top and “SET MY HOME PAGE”. Choose the page you 
would like to set. Switch back by going back to the “SET MY HOMEPAGE” and choose from the 
available options. 
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Requesting a New Vendor Through eSHOP
Written by: Carrie Stithem, Accounts Payable Manager, UNK

The process for department users to request a new Vendor to be created in the Master Vendor File was 
moved to the new Vendor Request Form in eSHOP (found in the Special Forms section). A team of 
Accounts Payable personnel across all campuses 
has been assembled to address all requests from all 
campuses. Communication with users could come 
from any one of the team members, not just those 
on your home campus. Therefore, all communication 
should take place via the “comment” section of the 
eSHOP Vendor Request Form to allow for the team 
members to best address the status of a request and 
provide assistance in the most efficient manner. 

Instructions: Vendor Request – Creating 

https://fireflyhelp.nebraska.edu/FIREFLYHELP/ESHOP/QRG/ChangeVendorRequestQRG.pdf


Setting Up Ship-To Address and Unloading Point
Remember to set up a Default Ship-To Address and Unloading Point. UPS will not deliver to the “905 West 
25th Street” address. A specific Unloading Point will help Central Supply deliver your order to the correct 
Building and Room Number. 

Add a ship-to address to your profile

You may add any of the Ship-To Addresses in the system to 
your profile and make one of them your default. 

1. From your profile, under Default User Settings, Click on 
Default Addresses. 

2. Click on the Ship-To. 
3. Click the Select Addresses for Profile button.
4. Search for the appropriate address and then Click in the Radial Button next to the address you wish 

to add to your profile. Preset Addresses for UNK start with 
UNK(space)-(space)Department Name. (Example: UNK – 
Business Services) 

5. To make an address your default, Click the check box next to 
Default. 

6. Verify the address is correct and Click the Save button. 

Adding an unloading point to your profile

The Unloading Point is a required field that tells the supplier exactly 
where the item should be sent. 

1. From your profile, under Default User Settings, click on Custom Field and Accounting Code Defaults.
2. Click on the Header (ext.) Tab. 
3. Click the Edit button and Create New Value. 
4. Enter the Unloading Point in the Value Field. This should be the 

Building Abbreviation and Room Number. 
5. Check the Default checkbox to make this your default. 
6. If necessary, repeat the process to add additional Unloading 

Points. 
7. Click the Save button when you are finished.
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Direct Pay
When entering a Direct Pay in 
eSHOP for payments related to 
travel, such as Lodging and Car 
Rental (Enterprise), please write 
the Pre-Trip Request Number 
on the invoice before scan-
ning and attaching OR enter the 
Number in the Description Field. 
If the trip applies to a Blanket 
Authorization, enter “BTA on File” 
in the Description or write it on the 
invoice before scanning.
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