
Welcome to the Inagural eSHOP Newsletter!
Written by: Kim Phelps, Assoc. VC Bus & Finance, UNL

The UWide eSHOP Newsletter is a visual example of cooperation to meet the needs of our 
500-mile wide campus. As one University, UNL, UNMC, UNO, and UNK are partnering to 
manage resources on behalf of faculty, staff  and students throughout Nebraska. Many Big 10, 
Big 12, and private institutions have benefi ted from utilizing eProcurement technology. Indiana 
University, Northwestern University, Penn State University, University of Illinois, University of 
Iowa, University of Michigan, Texas A&M University, University of Colorado, and University of 
Missouri are just a few of our peers that also support increased effi  ciencies, competitive bidding, 
and fi nancial stewardship. We hope this newsletter brings you improved knowledge of the eSHOP 
eProcurement system that empowers our University’s departments to accomplish more with less.
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eSHOP Resources
Written by: Lynn McAlpine, Procurement Systems Coord., UNO 

The next time you log into Firefl y to access eSHOP, check 
out the eSHOP Links section. Located immediately below 
the Launch eSHOP button, these helpful links contain a 
wealth of information.  

• eSHOP Supplier Reference: tips on how to navigate 
suppler punch outs, how to return products, view 
vendor contact information and more. 

• Glossary and FAQs to help 
you become familiar with 
and better utilize eSHOP.

• Training Resources: quick 
resource guides on topics 
including adding items 
to your shopping cart, 
checking out, performing a 
goods receipt, and setting 
up your profi le favorites. 

• Resource videos: provides 
great eSHOP Navigation 
tips.  

Did you know...
• 251 Electronic catalogs are 

available through eSHOP

• 4,755 Employees (U-Wide) have 
access to eSHOP

• 15,798 Suppliers can be used in 
eSHOP

• 94,179 eSHOP purchase orders 
were created in FY2016

• 114,261 eSHOP invoices were 
processed in FY2016



GL Accounts for Computer Hardware and Software Purchases
Please remember to use the following GL Accounts when making purchases for computer hardware and 
software.

Item GL Account
Computers < $5,000, including iPads 531955
Computer Accessories < $5,000 531951
Printers < $5,000 531950
Software, including Apple Apps 531952
Data Processing Software Fees 523400
Software License Fees 523401
Capital Equipment--Computing Item > $5,000 553500 through 553509

Using eSHOP to Enter Direct Pay Invoices
We are continuing our eff orts to improve processes and move towards a more paperless Procure to 
Pay (Purchasing through Payment) environment. Therefore, Business Services and Accounts Payable 
is pleased to off er you a chance to get ahead of the pack and learn how to enter direct pay invoices into 
eSHOP. This is the equivalent of “Parking” an invoice in SAP, but better! Vendor lookup is quicker, data entry 
is simpler and best of all, the invoice moves through electronic workfl ow similar to the shopping experience. 

Meaning no more stamping, coding and shuffl  ing paper to cost center approvers!

If you would like more information or training on using this process, please 
contact Kim Christensen in Business Services at 8525 or Carrie Stithem in 
Accounts Payable at 8865.

busserv@unk.edu | 308-865-8525 
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