MYuf marketplace

Working Returned Invoices

Overview
This guide will show you how to access and edit Returned Invoices.

Navigation

Within myUFL, navigate to:
= Nav Bar

= Main Menu

= My Self Service

= myUF Marketplace

Process

Invoices will return to the Invoice Owner if they fail invoice validation due to insufficient budget or an
invalid chartfield combination. Returned invoices are sent to the draft invoice folder of the Invoice
Owner listed on the invoice. For invoices that have a PO, the default Invoice Owner is the "Prepared
by" user that started the requisition. Invoices can also be returned by another user in the invoice
workflow. Since returned invoices are considered draft invoices, they are not searchable in the
system until they are submitted back into workflow. It is best practice to make yourself the invoice
owner for all invoices you complete; If there is an issue with the invoice, it will return to you as the
invoice owner (See last screenshot on page 2 for location to change Invoice Owner)

Navigate to Returned Invoices:
1. Click on Accounts Payable icon.

2. Click View Draft Invoices.
3. Any returned invoices will populate in My Drafts with a Returned status.
4. Returned invoices can be edited by clicking on the invoice number hyperlink.

My Drafts Search

Showing Resuits 1- 20 of 144 20PerPage w Q2::5 38 >

INVOICE NAME L SUPPLIER INVOICE NO. SUPPLIER NAME PONO. STATUS INVOICE CREATE DATE INVOICE DATE INVOICE TYPE INVOICE TOTAL

[

V0001876 0678475195 Rainin Instrument, LLC uIT1902768 @ Returned 6/18/2021 6/18/2021 Invoice 380.24USD

2021-11-04 Ipearson 01 testgggs Jasons Deli No POs ® Draft 11/4/2021 11/3/2021 Invoice 10.00 USD [
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e After a returned invoice has been updated, it can be
submitted back into workflow by clicking the
Complete button.

o invoices re-submitted into workflow will go
through the same approval process to allow
for review on any changes made.

MYuf marketplace

Complete: By Clicking This Button, You Acknowledge Receipt Of Goods And Services On Behalf Of UF

e Returned invoices cannot be deleted or removed from the View Draft Invoices page.
o Any purchase orders listed on invoices that need to be canceled in the system need to be removed
and a non-po line added. The Invoice Owner can then submit the invoice back into workflow as a
non-po invoice. The Department level 2 approver can then reject/cancel the invoice.
e Invoice Owners will need to edit the Supplier Invoice Number prior to rejecting/canceling an invoice so a
newly created invoice will not be listed as a duplicate.

nvoice Date 9/23/2021 EE
mm/ddivyry

Supplier Name Jasons Deli

Terms 0% 0, Net 10 v

Terms Discount 0.00 USD

nvoice Type Invoice

Record Mo.

Supplier Invoice No. * 13k599

Business Purpose * Add your business purpose here

Confract No.
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Remit To

PO Box 4869 Dept 271
Houston, Texas 77210-4869

United States

Address Id 1002

Billing address

no address
External Attachments Add

*  Elizabeth Pearson

Select a different user...
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Where do I go to find out why Y& ly%210S was liSidziySRK
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Navigate to the history tab, located in every invoice. If an invoice has been returned, under the Action column, it
will either show "Invoice Returned (via email)" or "Invoice Returned (via system)". Invoices that are returned by the
system will also provide a reason; The most reasons are due to an invalid chartfield or budget issue.

M¥uf marketplace

Invoice * 114038944 ~

Entry I ] Supplier Messages Comments o Attachments o History
Start dat =) End date =) v Invoice
dd Document type

< > Pag Result

Line No Date/Time ¥ User Step(s) Action Field Name
11/2/2021 7:37:17 Alberta Modified Pay Status
AM
11/2/2021 7:3717 Alberta Invoice Returned
AM (via email)

Al Se
v Filter Clear All Filters Export CSV
20 Per Page w
From To Note
In Process empty
Alberta Albert Please see Chris W about

what is needed for this.

Additional Assistance

Marketplace Help Desk

Email: myUFMarketplace@ufl.edu

Phone: (352) 392-1335
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