Procedures for eShip Global Purchases


eShip Global Services
eShip Global is a UH contracted vendor that provides express shipping services for university departments to help manage their shipping needs and reduce costs.  (The contract runs through February 14, 2014.)  Instead of placing a shipping order directly with a vendor, such as FedEx and UPS, university departments go to the eShip Global website and view all shipping options (overnight, next day, 2-day delivery, etc.) available from different shipping companies.  All shipping charges listed on the eShip Global website will reflect the lowest prices available to the university based state contract and group purchasing rates.  Authorized employees will place the order, enter the cost center to be charged, and enter a university purpose/benefit statement for each order.  eShip Global is a Texas HUB vendor and departments will receive HUB credit for orders placed through eShip Global.
Service Charges

 eShip Global charges $0.75 for each domestic shipment and $1.00 for international shipments, which will be added to the department’s shipping charge.
Access to the eShip Global Website

The eShip Global website is available through a link in the Finance System.  A security role will be created in the Finance System that allows authorized individuals access to that link.  Each applicant who needs access to the website will need to complete and submit an Application for eShip Global Purchases form to the Application Security Coordinator (Kirk Williams: fax#713-743-8799 or kawilli4@central.uh.edu).  The applicant’s supervisor and College/Division Administrator must approve the application form.  The application form can be obtained at http://www.uh.edu/finance/pages/forms.htm (Finance Forms page).
Payment Process

Departments are required to enter the cost center to be charged for each shipment at the time of order.  On a weekly basis, eShip Global will send an electronic file containing all charges and cost center information to Accounts Payable.  (eShip Global will not invoice before the shipment is completed.)  The file will be automatically converted into vouchers for payments.  Accounts Payable will monitor the eShip Global vouchers to make sure all payments match the amount invoiced.  Accounts Payable will handle any errors on the vouchers.  If the cost center entered by the department has a budget error, Accounts Payable will use the department’s default cost center and liability account 20111 to process the payment.  The department is responsible for monitoring and clearing this liability balance within 30 days of posting or prior to the deadline for period 998 journal entries, whichever is sooner.
Charge Authorization and Responsibility
Only employees authorized by their supervisor and the College/Division Administrator on the Application for eShip Global Purchases form will be permitted to place orders through eShip Global.  All shipping orders must be for university business purposes only.  If an employee places an order that is not for university business purposes, the employee must refund the university for all related costs and will be subject to disciplinary action up to and including termination of employment and criminal prosecution.
Charge Verification
On a monthly basis, Accounts Payable will e-mail a list of shipping orders and charges to the College/Division Administrators.  The list will also include the purpose/benefit statement entered by department users on the eShip Global website.  College/Division Administrators or their designees must review the information to make sure that all transactions are for university business purposes.  
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