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Overview

This instruction guide is for Requestors who have the role UF_N_MKT_REQUESTOR. Shoppers may complete
a requisition with this guide, and must assign it to a requestor to place the order. If you are a requestor,
use this instruction guide to complete a requisition in myUF Marketplace, either after completing the cart or
having it assigned to you by a Shopper. Click the Proceed to Checkout button on the top right corner of
the cart, to complete required information such as Shipping, Billing, Business Purpose, PO Business Unit,
ChartFields, any attachments and a Customer number for certain suppliers. If processing a form or non-
catalog item, a Commodity Code will be needed. Internal Notes and External Notes may also be completed;
external notes go to the supplier. Place the order using the Place Order button at the top.

Access myUF Marketplace by:

Navigating to http://my.ufl.edu/ and logging in with your Gatorlink username and password.
a. Click Nav bar > Main Menu > My Self Service > myUF Marketplace

Reference: Click a Link Below to Jump to the Topic:
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[TO SHOP WhiIle 0N the HOME PAGE .. .vuiiviiitieitite et e et et e et e e e et e e e e e e et e e e e e e et e e ea e e e e et e enreeneeeneennas
TO Add @ COMMOILY COUE. . euuiuniitieiiite it ie ettt et e e et et e et e e e e e et e aa e et e et e ea e aa e et s et eaa e et e st een e sneeaeenses
[To use Cart Actions SUCh @S REMOVING @ LINE ...uuvuuiiriiiiiieitieieee it et e e s et e e st s et e e ea e et e et e en e enesaneeeaas
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ENEEring @ Bill TO AQAIreST .. vuuienietiiieeite it eeee et et e e et et e et e e et e et e ea e et e et s et s e e e s e e et s e en s st e et eeeneeaeeneens 13
[To Add an Internal/External Note and Attachment (SUCh @S QUOLESY ...uvvuuivuirnierieeeireeiseeteeeneeeeeneeneeeneenns 14
Y Lo =T LT O Tt arl L= - [ 14
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To View your Current Cart

1. Click the Cart Icon or dollar amount in USD on the top-right to view your current cart.
2. Click the View My Cart button in the fly out box.

Before you shop, name the cart by clicking on the Name box on the right and giving it a meaningful name so you
can find the cart again. The name will automatically save.

For any actions needed on the cart, click on the small black arrows, on the three dots ... on a pencil to
edit, or on the stack of papers icon.

chase Orders ~ Search (AvQ owuso W 0O 4 2
Shopping Cart * 147323179 ~ o
el 4 Detalls v
0 Items
Estimate (0.00 USD) v
Your shopping cart is empty! Click here to start shopping
Total

To start Shopping/Searching Within a Cart (New)

You may enter your product in the search bar within the cart and click the magnifying glass. This will search most
of the punchout and catalogs in myUF Marketplace.

Shopping Cart *+ 147323179 ~

Simple Advanced

It will give you recommendations, however, click on the magnifying glass to get the full results:

simple to: Non-Catalog item | Favorites | Forms | Shop | Quick Order e Suppliers | Categories | Contracts

X

Y Hice

Search Results: 4000+ BESTMATCH v 8 =
By Supplier e v <@ < < v v
“ & @ \ A

= ' 7 el N —a

O s © Fishe - E

Oso

Oz s © ufee Multifiex Pipet Round 1000pk Globe Scientific Universal Pipet Tips,  Pipette Pump™ Pipetting Device, 2 Pipette 0.1 to 2.5micron L Pipette 0.5t0 10micron L Pipette 2 to 20micron L

D . . Fisher Scientific Co LLC Volume: 100 to 1000uL, Blue, Non- mL W W Grainger Inc W W Grainger Inc W W Grainger Inc

$©e0 R sterile, Format: Bulk, Autoclavable: from VWR International LLC
Show all Gisiaagl Yes, Compatibility: Universal Fit ’ s e
50476471 Pipettor, For Use With: Universal Fit - 4acm 4c772 “ucTn3
By Manufacturer v Pipettor, PP (Polypropylene), Tip Sas0z222 (C3)
Style: Universal Fit, Recommended
m} Appli
f Fisher Scientific Co LLC

0 e ) Free Shipping

o- S50 21123 USD

o Free Shipping Free Shipping Check Availability Free Shipping Free Shipping Free Shipping

O e 2 Order From Supplier @ Order From Supplier Add To Cart H 2 Order From Supplier Order From Suppli @ Order From Supplier

Click on Add to Cart to add to your cart, or on Order from Supplier to view the punchout with the item.
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To use other shopping options, you may

also click in the middle of the cart on Click here to start shopping to

return to the myUF Marketplace Shopping Home Page:

a
Shopping Cart * 147323179 ~
Q
0 ltems
m
Ak

ooouso W 0O g 8

- _m To Checkout

Estimate (0.00 USD)

Your shopping cart is empty! Click here to start shopping

Total

To Shop While on the Home Page

You may shop by:

Using the tiles to go to the punchouts and catalogs available from suppliers such as Fisher or POSS
Using forms at the top for non punchout/catalog (Enabled) vendors for Services or Amount Only.
Clicking on the Non Catalog Item link way at the top to purchase items not in punchouts/catalogs

UF Dental College Only

W & | Upoate 3
Purchase Orders ¥ Search (Alt+Q) 0.00USD W <@ [‘O 4 2
Non-Catalog Iltem | Favorites | Forms | Shop ' Quick Order vse: Suppliers | Categories | Contracts
Forms v
P P P P P
Services Request Form unégggysf:;quest - Enabled Vendor Quote Form Agreemergeln;;ke Form for Confirmation Purchase
eq A For catalog vendors only et Request Form
For Goods Only For Agreement Review Only
Laboratory Supplies/Research/Clinical v
ra A » » » »
_ 0 G : 0 0 0 oot U
ZAHENRY SCHEIN ®H.-bu Alrgas .‘... eurofins c rl«‘{t

isher brand
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Shortcut: You may select one of these methods of shopping within your cart by click the three dots ... above the
magnifying glass in the search bar.

Shopping Cart * 148364756 ~

Simple Advanced Details

, Non-Catalog Iltem

0 ltems

i
Favorites I

Forms
Your shopping cart is empty! Click here to start shopping Shop

Quick Order

Suppliers
Categories

Contracts

External Notes and Attachments & v

° Correct these issues. v
Note to all Suppliers no value You are unable to proceed until addressed

ments for all suppliers Add

Required: Commodity Code (Line 1)

To Add a Commodity Code

[

Certain forms include Commodity Code instructions in the instructions -- please read!
Use the instruction guide, “Searching for Commodity Codes,” to help with selection.

3. You may also go to the Procurement Website to see a list of Commodity Codes and the
Procurement Agents’ team that works in that commodity area.

Edit Line 1: item Details X

Platters for study group 7654 EA (Each) 18.00 3 EA (Each) 54.00

N

Select price or contract

o* Q ST expand | clear

expand | clear
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To use Cart Actions such as Removing a Line

Once you have added needed items to your cart, whether it is punchout/catalog items or forms, you may perform

any of the following actions in your cart, for example:

e Change supplier
¢ Remove items

Check the checkbox of the lines affected, then click on the black arrow above:

Shopping Cart * 147323179 ~

Simple Advance

3 Items
Publix Super Markets Inc - 3 Items - 54.00 USD

SUPPLIER DETAILS

Item Catalog No. Size/Packaging

Platters for study group 7654 EA (Each)

ITEM DETAILS &

Unit Price

18.00

Quantity

3 EA (Each)

&

Ass]

Details

n Gator Requestor

1 RV

Add to Draft Cart

Add to Favorites

Remove Selected Items
Ext. Price Change Supplier

Sx6 .. Change Commodity Code

To View All Your Carts

To view all your other carts, quickly return a cart or create a new cart, for example, click the black arrow at the

top left near the new cart/requisition number:

Shopping Cart * 125746678 ~

Return Cart
Simple Advanced Empty Cart
Create New Cart
View Carts

1 Item View Cart history

Airgas Inc - 1Item - 13.64 USD

SUPPLIER DETALS $ &

MODIFY ITEMS | VIEWITEMS Item(s) was retrieved on 2019 7:41:00 AM

Item Catalog No.

Industrial Grade Nitrogen, Size 200 Cylinder, CGA-580 NI 200

A ITEMDETAILS ¢ €

Airgas_Eandl ¥

Airgas_Eand|

Size/Packaging

CYL (Cylinder)

Unit Price

13.64

Quantity Ext. Price
1 CYL (Cylinder) 13.64 550 D
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To Assign Your Cart to a Requestor
1. To assign your cart to a requestor, click the Assign Cart gray button on the top right of the cart:

o RS Purchase Orders ¥ Search (Alt+Q) 9475USD W 019D O,
Shopping Cart * 36543288 ~ = & | ssigncart
E simple Advanced s Details v
i For
9 n Gator Requestor
o 3 Items (2]8> Name
) Dr. Jones Nitrogen

il Airgas Inc - 3 Items - 94.75 USD O

SUPPLIERDETAILLS $ & Estimate (94.75 USD) Ne

Nee es? MODIFYITEMS | VIEWITEMS Item(s) was re M Total: 94.75

2. Click the Search button to find your requestor:

Assign Cart: User Search X

Assign Cart To no value
SELECT w or SEARCH

Note To Assignee

3. Enter last name and first name or email and click Search:

User Search X

Last Name @ wood :
First Name @ theresa
User Name @
Email @
Role @ v
Results Per Page 10 v
v
Search Close
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4. Click the plus + button to select the requestor:

User Search X

New Search
Name ~ User Name Email Phone Action

Wood, Theresa 16366167 woodth@ufl.edu +1 352-294-1150

Close

5. You may add a note and check the box to save this requestor in your profile for the future. Next time you
can just click on Select to select her name. Click Assign and the cart will move to the requestor’s queue.

Assign Cart: User Search X

Assign Cart To Wood, Theresa
SELECT w or SEARCH
Add to Profile Vv
Note To Assignee Please call me if you have questions 294-1164
Thank you,
Marcella

AN

To Unassign an Assignhed Cart

1. You can withdraw an assigned cart by going to your Orders icon > My Carts and Orders > View Carts

Shop (A+P) Open My Active Shopping Cart

Vies !
Shopping lew Carts

View My ISR st 90 Days)
My Carts and Orders »
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2. Click on the Assigned Carts link, then click on the down arrow next to your assigned requisition, then select
Unassign to remove from your requestor’s queue:

Purchase Ordars » . a ooouso w o (@D O
hop > My 0d Orders » Vien Assgrec
Cart Management m 2
Draft Carts

As3ign Sudstavte

> Filter Assigned Carts

117 of 17 Results 20 Per Page »

Type & Cart Number < Shopping Cart Name < Cart Description Date Created Total - Created By - Assigned To & Action

Normal 36543288 Dr. Jones Nitrogen /2972003 9475USD  Gator Requestor Theresa Wood Vew w

Normal 39684227 Fuses for immokalee 182003 88642USD  Gator Shopper Gator Request ew

Normal 51662933 20140625 21428690 01 62572004 000USD Marianne Preisler Gator Qmwsm

To Move to Requisition Screen
1. To process a cart as a requisition, click the Proceed to Checkout button at the top:

o Purchase Orders ~ Search (Alt+Q) sazsusp W 0 (@ Oy
Shopping Cart * 36543288 ~ = & assigncart
ro Simple Advanced bindy Details W
: . For
9 n Gator Requestor
e 3 Items )= -
5 Dr. Jones Ni n

Airgas Inc - 3 Items - 94.75 USD O

SUPPLIERDETALLS $ @ Estimate (94.75 USD) v

Need to mak s? MODIFY ITEMS | VIEWITEMS Item(s) was retrieved on: 10/15/2021 1:43:42 PM Total: 9475

e In 0 Liter Liquid Cylinder

30 Liter Liquid Cylinder

To View Different Sections of the Requisitions
1. To view different sections of the requisition, click on the eyeball icon on the
top right of the screen, then select which view you would prefer to see:

O = o Assign Cart

FILTER VIEW

v/ View All
View Line Items Only _
View Ship To Only

v
0 ViewBill Toand PCard Only 4
View Chartfields Only
~ | H ke . £ LY faboal
© Training and Organizational Development Updated: October 20, 2021
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To View the List of Incomplete/Required Items to Complete Before Submitting

1. The system will display a sidebar on the right that will show a list of what needs to be
completed before the requisition can be submitted.

~ B Purchase Orders ~ Search (Alt+Q) saoouso W 0 1O 4 g
Requisition * 147323179 ~ = @ & 0 Assign Cart Place Order
Summary PO Preview Comments Attachments History
[
Cart Information & Ship To L Bill To and PCard &V
=
© Correct these issues. v
> Cart Name Dr. Jones lab Ship To Bill To You are unable to proceed until addressed
piTy
Description no value Attn: Gator Requestor Attn: Gator Requestor Required: Business Purpose
Roomy/Area: Room 1104 PO Box 3357
Il Priority Normal 1225 CENTER DR Scranton, PA 18505 Required: Dept id
GAINESVILLE, FL 32610 United States Required: Fund
Prepared by Gator Requestor United States Required: Program
Required: Account
Prepared for Gator Requestor

Required: Budget Reference

- Delivery Options
Code no value

. Total (54.00 USD) 25
Owner Phone

no value
Requested Delivery/Due o value Subtotal 54.00
Date

no value

54.00

Business Purpose no value

© Reauired

Shortcut: If you click right on the link of the item that needs to be completed, it will open it for you. For example,
if you click on Required Business Purpose, the screen will display it for you. (Don’t forget to scroll down.)

32610

United States

QO Dr.Joneslab - Gator Requestor, Room 1104, 1225 CENTER DR, GAINESVILLE, FL 32610, United States *
O BASIC SCIENCE - Gator Requestor, [Room/Area], 1333 CENTER DR, GAINESVILLE, FL 32610, United States

o CHEMISTRY STOCKROOM - Gator Requestor, 126 SISLER HALLIBUCKMAN DR, GAINESVILLE, FL 32611, United States

QO Dr.Jones - Dr. Jones, Room 2B, 1104 Newell Drive, GAINESVILLE, FL 32610, United States

O ELMORE HALL FOR ADMIN SERVICES - Karen Frank, 102, 971 ELMORE DR, GAINESVILLE, FL 32611, United States

QO researchway - John White, [Room/Area], 4700 Research Way, Lakeland, FL 33805-8531, United States

QO Rolfs - Raichel White, [Room/Area], 341 BUCKMAN DR, GAINESVILLE, FL 32611, United States

Search additional Q  ResultsPerPage 10 v

Delivery Options

Owner Phone

Requested Delivery/Due Date .

Business Purpose ¥

© Required

* Required fields m Close
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Entering a Ship To Address

Click the Pencil icon to edit the Ship To or any section:

Requisition * 147323179 ~

Summary PO Preview comments Attachments

Cart Information

Cart Name Dr. Jones lab
Description no value
Priority Normal

Prepare Gator Requestor
epared fc Gator Requestor

Payment Handling Code no value

Payment H ] no value

Justificat

Payment Message no value

Purchasing Use Only

Ship To

Ship To

Attn: Gator Requestor
Room/Area: Room 1104
1225 CENTER DR
GAINESVILLE, FL 32610
United States

Delivery Options

no value

no value
© Required
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To select a Ship To address where your items will be delivered, scroll down within the open box and:

1. Search for the building address where the items will be delivered. This address will be
used by a delivery truck including Fedex, UPS, or supplier deliveries. Street addresses
are official UF Facilities locations. Search by building name or the number in the street
address using the Nick Name/Address Text box. For example, for Elmore Hall, enter
“Elmore” or “971” as part of the street address 971 Elmore Drive.

2. The system will display matches; just click on one to select.

w
Ship To

(®) CURRENT ADDRESS

Delivery Options

If you do not find the street address needed, please email procurement@ufl.edu.

ﬁFT;iigga ?{Ziﬁlrfcaen;zational Development Updated: October 20, 2021
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Completing a Requisition in myUF Marketplace

Edit Ship To X

. *
Ship To
O Current Address — Gator Requestor, Room 1104, 1225 CENTER DR, GAINESVILLE, FL 32610, United States

O Dr. Jones lab - Gator Requestor, Room 1104, 1225 CENTER DR, GAINESVILLE, FL 32610, United States

*
O Dr.Jones - Dr. Jones, Room 2B, 1104 Newell Drive, GAINESVILLE, FL 32610, United States
o Rolfs - Raichel White, [Room/Area], 341 BUCKMAN DR, GAINESVILLE, FL 32611, United States
@ ELMORE HALL FOR ADMIN SERVICES =)
Attn: * Gator Requestor </ Addtomy addresses
Area Room 208 Nickname *

Theresa's Room
Address Line 971 ELMORE DR
GAINESVILLE '
tate FL
Zip Code 32611

United States

ELMORE HALL FOR ADMIN SER.. Q_ ResultsPerPage 10 v < o of 1

The Ship To is now saved:

Ship To 4

Ship To

Attn: Gator Requestor
Room/Area: Room 208
971 ELMORE DR
GAINESVILLE, FL 32611
United States

© Training and Organizational Development Updated: October 20, 2021
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Entering a Bill To Address
Click on the pencil icon or on the Correct These Issues link on the right-hand side:

Bil To and PCard P R —E—

Q Correct these issues. v
Bill To You are unable to proceed until addressed.

no address Required: Business Purpose

Required: Billing address
Required: Dept Id
Required: Fund

Required: Program

Enter the Bill To address needed; please keep in mind the university Bill To is UF Accounts Payable
EDM. Please search by “Scranton” for Scranton, NJ where the university’s digital mailroom is and
receives invoices from suppliers.

Edit Bill To And PCard X

" *
Bill To
UF Accounts Payable EDM - Gator Requestor, PO Box 3357, Scranton, PA 18505, United States
scranton X Q  ResultsPerPage 10 v

From here you may change the Attn field, Add it to your addresses and give it a nickname.
Shortcut: You may also make it your default Bill To for all future requisitions.

Edit Bill To And PCard X

W
Bill To
O No address assigned
(@® UF Accounts Payable EDM D)
ttn: * Gator Requestor «/ Addtomyaddresses
PO Box 3357
ame * Default billing
Scranton
PA Make default O
18505
United States
UF Accounts Payable EDM Q_ ResultsPerPage 10 v o of 1
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To Add an Internal/External Note and Attachment (such as Quotes)
When you get quotes from suppliers (Per Procurement Directives, for a PO from $10,000 and above you

need three quotes unless you are using a Contract Vendor. Contract Vendors have a dollar sign by
them.) Add a note by clicking on either Pencil icon; upload your three quotes to Internal Notes and
Attachments by scrolling down and clicking on Add:

Internal Notes and Attachments & External Notes and Attachments R
no value no value
rnal Attachments Add Attachments for all supplier Add
Internal Notes and Attachments do not go to the Supplier; External Notes and Attachments are on the
PO to the supplier. Procurement Agents will move the attachment for the supplier to the External
Attachments. You may drag an attachment from an email or your desktop and drop it into the
Attachments folder:
Atta ent Type @ File O Link
File(s) * SELECT FILES
To Add/Edit ChartFields
Click the pencil icon or the incomplete items in the list on the right:
Chartfields &
Asset Profile AM Unit
no value no value
PO Business Unit
6440
PC
Budget Source Of Business Resource  Resource  Resource
Dept Id Fund Program Account Reference Funds DeptFlex  UFID Unit Project ActivityID  CRIS Type Category SubCategory Budget Date
no value no value no value no value no value no value no value no value no value no value no value no value no value no value no value no value
© Required ©Required @Required @ Required... @ Required
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To Add/Edit Split Distribution ChartFields

Scroll down to the line where you would like to add splits, and click on the three dots ... on the right
side of the price to open the options box. Click on Accounting Codes 1 to open the ChartFields:

Purchase Orders Search (AR+Q) 79.55

Requisition * 36543288 ~ » & @ A
Summary

=% MOUSUTN uraoe NIrogen, Z3u LIer LIQUIC Uywnoer

o Industrial Grade Nitrogen, 230 Liter Liquid Cylinder

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

Industrial Grade Nitrogen, 230 Liter Liquid Cylinder NI 2300122 CYL (Cylinder) 79.55 CYL (Cylinder) 79.55

A ITEMDETALS ¢ €

7727379 Alrgas_Eandi Not no valve Supplier
S0)
Add Delivery Options
0003808266 12141900 / Non metals and )
pure and elemental gases : PCard Information
x N no valve
more info ) Asset Information
Add
Accounting Codes 1
no valve
Remove r my order?
A ACCOUNTING CODES 1 Values have been overridden for this ine [ ra
Combdo Ed
‘ Add to Favorites
Source PC Fahy, Evelyr
Budget  Of Dept Business Activity Resource Resource Resource Budget A4  Add to Draft Cart
Dept id Fund Program Account Reference Funds Flex UFID Umit Project 10 CRIS Type Category SubCategory Date
75060000 599 9300 741100 CRRNT no no no CONST MPO5317 1 no novalve novalue no valve 06/30/2020 73.5SUSD
XPEN valve value value valve

Scroll to the right and use the plus + sign to add a split. If you do not see a plus + sign hover
your mouse around the lower right corner above the bottom scroll bar and it will appear:

Override Line 1: Accounting Codes 2 X

Lre sudnonad 54 00 USO

Sein Totel 0 00 USD

c.
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Shortcut: Some ChartFields may be completed with default values from the User Profile. Please use theinstruction
guide, “Setting up Your User Profile” to set up not only ChartField strings, but Ship To, Bill To and other defaults
or saved options for requisitions.

To Use Saved ChartFields Strings

When you mouse over the ChartFields open string, look for options on the bottom right corner. A heart will
indicate you have saved ChartFields strings in your User Profile, or Code Favorites.

Accounting Codes 1

Q C o}
° ° Qs ° °
A J
* =l
Click the heart to see these:
Accounting Codes 1
Fi Prog: B ot Reference Fi D F D PC Bus
Q C mwp
o o o o o Project MP05317
* [ s |

Click on the saved options to complete the ChartField string, or enter each ChartField by hand, then click save.
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To Copy Splits to Other Lines

If you have other lines that need the same split distributions, after the splits are saved, look for the Values have
been overridden for this line and the stacked paper icon. Click on the stacked papers icon to open the Copy to
Other Lines box:

Requisition * 36543288 ~

Summary PO Preview Comments Attachments History

« Industrial Grade Nitrogen, 230 Liter Liquid Cylinder

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Industrial Grade Nitrogen, 230 Liter Liquid Cylinder NI 230LT22 CYL (Cylinder) 79.55 1 CYL (Cylinder) 79.55 coe D
A ITEMDETAILS ¢ € &
CAS Number 7727-37-9 Contract Airgas_Eandl| Internal Note no value
Internal Attachments Add
Supplier Part Auxiliary ID 0003808266 Commodity Code 12141900 / Non metals and
pure and elemental gases
External Note no value
more info...
Attachments for supplier ~ Add
Quote no value
/N ACCOUNTING CODES 1 Values have been overridden for this line @J 4 i
Source PC
Budget of Dept Business Activity Resource Resource Resource Budget Amount of
Dept Id Fund Program Account Reference Funds Flex UFID Unit Project  ID CRIS Type Category SubCategory Date Price
75060000 599 9300 741100 CRRNT no no no CONST MP05317 1 no no value novalue no value 06/30/2020  73.55USD
CON- D ADMINISTERED REPAIRS Current value value value Construction 6 Main value
PLANNING, FUNDS AND 12
DESIGN & N MAINT - Renovation
CONSTR SPC/R&R BUILDINGS
75060000 101 1100 741100 CRRNT no no no novalue  novalue no no novalue novalue no value 06/30/2020 6.00 USD
CON- E&G-GEN REV GENERAL REPAIRS Current value value value value value
PLANNING, - MAIN ACADEMIC AND
DESIGN&  CAMPUS INSTRUCTION ~ MAINT -
CONSTR BUILDINGS

Then select which lines should receive the same splits by checking that line’s checkbox, then click Copy:

Copy To Other Lines: Accounting Codes 1 X

Airgas Inc O
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

2 Industrial Grade Nitrogen, 230 Liter Liquid Cylinder CY-NI 230LT22 CYL (Cylinder) 0.00 1 CYL (Cylinder) 0.00 O

3 Industrial Grade Oxygen, Size 200 High Pressure Steel Cylinder, CGA-540 0X 200 CYL (Cylinder) 15.20 1 CYL (Cylinder) 15.20 \/

Copy Close

For this example, line 3 now has the same splits as line 1.
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To Enter a Customer Number

To enter a Customer Number (Patterson Vet requires it), scroll down to Supplier Details and click the pencil icon
on the right to open the box:

3 Items O ~
Publix Super Markets Inc - 3 Items - 54.00 USD -
A SUPPLIER DETAILS &
no value PON e To Be Assigned
erN e no value Quote e no value

There you may enter your Customer number and click the checkbox on the right to save it.

3 ltems 0O -~
Publix Super Markets Inc - 3 Items - 54.00 USD A
EDIT SUPPLIER DETAILS v X
no value PON e To Be Assigned
ﬁFTFrlalnlng i{nd Organizational Development Updated: October 20, 2021
uman Resources Page 18 of 21
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To Preview Requisition Workflow Approval Steps
Look at the sidebar at What's Next for my Order? Then click the Approval Step link to see the approvers:

L m= |

Total (54.00 USD) v
54.00
54.00
What's next for my order? v
Combo Edit Validation
Fahy, Evelyn
Hendel, Jeffrey
Johnson, Chanta
Preisler, Marianne
L7 =
o Draft
s:ombo Edit Validation
{-mancnal Approval
?udgel Validation
Buyer Sourcing
Elisabeth Eubanks
To Submit the Order
Click the Place Order button to place the order:
Purchase Orders v Search (Al+Q) 5400USD W Q |L° A 2

= ® = @ Assign Cart

Total (54.00 USD) v
54.00
54.00
© Training and Organizational Development Updated: October 20, 2021
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To Find the Status of Your Requisition

The system will show as Pending, with a red dot near the Approver Step and the word Active:

Total (111,031.50 USD)

What's next?
, . Submitted

Combil:dll Validation

o fu:a:vcml Approval
E:)uvdgrel Validation
?u.ye“v Sourcing
E:r.ea}e PO

Finish

v

111,031.50

111,031.50

Once it gets to Finish, it will be a purchase order.

© Training and Organizational Development
UF Human Resources
University of Florida, Gainesville, FL 32611

Updated: October 20, 2021
Page 20 of 21



U Training & Organizational
Development
Human Resources
| UNIVERSITY of FLORIDA

Instruction Guide — New Experience

. leti Requisition i UE Marketpl

To Find the Status of Your Purchase Order
In the PO, view the sidebar as well for workflow and associated requisitions, change orders, and invoices.

Details >
Total (41,000.00 USD) >
Related Documents v
Requisitions: 145888980 -
Change Requests: 148292507 L]
Change Requests: 148045067 =
Invoices: V0589618 =
nvoices: V0602062 -
Invoices: V0615961 -
Invoices: V0629906 -
nvoices: V0627851 L]
What's next? v
® Pending
T -,
Submitted
V' ) 2122021 11:03 2
Y Flag for Declining Balance

0 Asset Management Approval

PO Dispatch

PO Export

° Finish
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