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Colleagues, 

It has been a little over four months since the April 16th the launch of ShopUW+ occurred across all thirteen UW 
campuses.  With the upcoming academic year approaching, we wanted to share some updates and resources.

UWL Purchasing Guide
The following guide has been developed to clarify the proper mechanism to utilize for purchasing and goods and 
services.

Guidelines for PCard purchases
Please find information related to the PCard purchases referenced in the UWL Purchasing Guide above at: Business
Services Policies & Procedures

Travel Related PCard Payment Procedures
Registration Fee Payment Procedures
Membership Policy

Catalog Purchase Requests

https://www.uwlax.edu/business-services/policies--procedures/
https://www.uwlax.edu/globalassets/offices-services/business-services/forms/2021.08.25-pcard-purchases-for-travel---final.pdf
https://www.uwlax.edu/globalassets/offices-services/business-services/forms/2021.08.25-registration-fees.pdf
https://www.uwlax.edu/globalassets/offices-services/business-services/forms/2021.08.25-uwl-membership-policy.pdf


ShopUW+ Online Shopper Training provides an overview of the system and guidance for ShopUW+ Catalog
purchase requests.  For information visit: ShopUW+ Online Training and go ShopUW+ Shopper Skills.
 

Non-Catalog Purchase Requests
The attached UWL Buying Guide provides assistance for purchasing non-catalog items. This guide provides
Shoppers with detailed instructions for completing a non-catalog item request.  UWL Buying Guides for ShopUW+
can be found at:  UWL Buying Guide - ShopUW+ Non-Catalog Item Requests
 

In-house Training via Microsoft Teams
UWL Purchasing Services will be hosting the following Teams meetings:

Purchasing and ShopUW+ The Basics: this session is a presentation with Q&A targeted to Shoppers with
minimal exposure to UWL purchasing and ShopUW+. 
           (Click the links below to enter the meeting on the specified date/time)

Tuesday, August 31st at 3pm
Thursday, September 2nd at 10:30am
Wednesday, September 8th at Noon
Tuesday, September 14th at 11:00am
Wednesday, September 22nd at 2pm
Thursday, September 30th at 10:30am

Requester Tips & Tricks: this session is a focused on tips and tricks for Requesters and will be an interactive
session with demonstrations.

Wednesday, September 1st at 10:30am
Thursday, September 9th at 3pm
Thursday, September 16th at Noon

 
Additional In-house Training Opportunities:
Department training: by request, Purchasing Services can meet with your department on Teams or in person to
provide a customized review of ShopUW+ for Shoppers and Requesters. 
Approver training: by request, Purchasing Services can meet with Approvers on Teams or in person to provide a
customized review of the Approver role in ShopUW+.
 
If you have additional questions, please email Purchasing at [purchasing@uwlax.edu]purchasing@uwlax.edu
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https://shopuwplus.wisc.edu/getting-started/#SelfEnroll
https://www.uwlax.edu/globalassets/offices-services/business-services/forms/uwl-buying-guide---shopuw-non-catalog-item-requests.pdf
https://teams.microsoft.com/l/meetup-join/19%3a1fbc5d1173b24c13bbb3ea6e529c7904%40thread.tacv2/1629926453896?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a1fbc5d1173b24c13bbb3ea6e529c7904%40thread.tacv2/1629926725025?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a1fbc5d1173b24c13bbb3ea6e529c7904%40thread.tacv2/1629926937906?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a1fbc5d1173b24c13bbb3ea6e529c7904%40thread.tacv2/1629927173925?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a1fbc5d1173b24c13bbb3ea6e529c7904%40thread.tacv2/1629927827262?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3a1fbc5d1173b24c13bbb3ea6e529c7904%40thread.tacv2/1629927903205?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ad1d72180ef4049c1aa0346a6e6ff14a8%40thread.tacv2/1629928043757?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ad1d72180ef4049c1aa0346a6e6ff14a8%40thread.tacv2/1629928173702?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ad1d72180ef4049c1aa0346a6e6ff14a8%40thread.tacv2/1629928276180?context=%7b%22Tid%22%3a%22c279a0a4-f5c5-406e-9a25-485c30385aa6%22%2c%22Oid%22%3a%2214332b26-cba9-4479-8a51-2724066c3c56%22%7d

