
 

  

 

 
 
 

This guide will walk you through how to place a UShop Starbucks catering order the Campus Store.  
 

Step 1 
Once you have logged into UShop, click on the Starbucks Internal Supplier Form.   
 

 
 
This internal supplier form can also be accessed on the UShop Campus Store Punch-Out Catalog 
homepage.  
 

 
 
 
 
 
 
 

https://solutions.sciquest.com/apps/Router/FavoritesFormEditMaterial?FavoriteProductId=4640303&wantReloadOnClose=true&FavPageContext=2&formDisplayType=CurrentWindow&tmstmp=1762452744639


 

  

Step 2 
The Starbucks Internal Supplier Form will ask you to complete the delivery or pick-up information 
allowing you to decide what works best for your needs with the order. If you are selecting to have your 
order delivered and it is below $50, please add a delivery cost of 1. If your order is over $50, delivery 
cost is included and you can leave this section blank.   
 

 
 
Step 3 
After you have completed the delivery or pick-up information, you can order a wide variety of Starbucks 
coffee, tea, or hot chocolate. Input the number of quantities you’d like of each product.  
 

 
 
Once you have selected all your products, click “Add and Go To Cart”.   
 

 
 
 
 
 
 

https://solutions.sciquest.com/apps/Router/FavoritesFormEditMaterial?FavoriteProductId=4640303&wantReloadOnClose=true&FavPageContext=2&formDisplayType=CurrentWindow&tmstmp=1762452744639


 

  

Step 4  
Enter the required information for your cart and click “Proceed to Checkout” or “Assign Cart” based on 
your department approval process.  
 

 
 
Step 5  
The last step will be entering the appropriate chartfield for your purchase and ensuring that the “Ship 
To” address is accurate for Campus Delivery. Once all the information has been entered and checked for 
accuracy, you can assign the cart through your department approval process or checkout.  
 
You will receive an email from the Campus Store once your order is ready to be picked up or delivered. If 
you have any questions, please reach out to the Campus Store Sales Team at 
sales@campusstore.utah.edu.  
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