MYuf marketplace

Including Asset Information in an Invoice

Overview
This guide will show you how to add asset information when manually creating an
invoice.
Navigation & Nav Bar
Within myUFL, navigate to: .
= Main Menu
= My Self Service
= myUF Marketplace

1. Onthe Comments Tab of the invoice, click the + icon to include the required information for capitalization:
Received Date, Location, Manufacturer, Model, Responsible Party and Serial number and click the check
icon to save.

Entry Summary Matching Supplier Messages Comments Attachments History

Records Found: 0 Show comments for Invoice v -+

No comments have been added

Entry Summary Matching Supplier Me: Comments Attachments History
Records Found: 0 Show comments for Invoice vy o+
ADD COMMENT v X
Dell Laptop This will add a comment to the document. If you select a user they will receive an email indicating that a
Model: 7490 comment has been added to the document.

Serial Number: 21354698 Email notification(s) | Add recipient
Location: Criser Hall Room 108
User: Either Name (Alberta Gator) OR UFID: (12341234) are acceptable

[] Albert Gator (Prepared by} <disbursements @ufl.edu>

849 characters remaining expand | clear Attach file (optional)
AttachmentType (@ File O Link/URL
File Name
File
Choose File Upload your file

Email: myUFMarketplace@ufl.edu

Marketplace Help Desk

Additional Assistance Phone: (352) 392-1335
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