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Overview  
Use this instruction guide to learn how to use the Search/Export tool in myUF Marketplace to:  

  

1. Perform a Simple Search of purchase orders or requisitions.  

2. Use filters to fine tune the result set.  

3. View the results easily using the navigation tools.  

4. Use the Advanced Search to search by parameters based on information within requisitions or 

purchase orders such as specific supplier(s), searching on ChartField values, searching on a 

specific amount, or commodity code, etc.  

5. Use the Save Search to save the search and reuse later.  

6. Export the search and save a default export template. 

7. Set up a Recurring Export.  

  
To access myUF Marketplace as a Shopper:  

a. Log on to http://my.ufl.edu using your GatorLink username and password.  

b. Click Nav bar > Main Menu > My Self Service > myUF Marketplace for the 

UF_N_MKT_Shopper.  

c. Click Nav bar > Main Menu > Financials > eProcurement > myUF 

Marketplace for the UF_N_MKT_Shopper_Req role (to shop).  

  

To access myUF Marketplace as a Requestor or Approver:  

a. Log on to http://my.ufl.edu using your Gator Link username and password.  

b. Click Nav bar > Main Menu > Financials > eProcurement > myUF Marketplace. 

  

To go to the Search/Export page:  

  

Click the Orders & Documents icon on the left side of the page > Click the Search Export link.  

 
1. For this example, click the Search dropdown menu.  

2. Click the Requisition list item.  

3. Click the All Dates dropdown menu.  

4. Click the Last 30 days list item (Or use the Last X Days option and enter 31 for X).  

  

  
  

Use the Search Features   

  

http://my.ufl.edu/
http://my.ufl.edu/
http://my.ufl.edu/
http://my.ufl.edu/
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5. 5. Click the Go button.  

  

 
6. The system displays the results and a filter menu on the left. You may use this filter to narrow 

your results. For example, under the Supplier section, click the Milipore Corp. (3) link to 

retrieve the three requisitions that have Milipore Corp as vendor.  
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Viewing Results  

  

1. To view a requisition, click the requisition number.  

• For example, you would click 1096116.  

2. You may use the navigation buttons within an open requisition to:  

a. Go to the next or previous requisition by clicking the 2 of 14 results buttons (The number 

varies depending on the number of requisitions in the search results). 

b. Skip to another requisition by clicking the Requisition Number(s) dropdown menu to 

select a requisition number.  

c. Return to the Search Results by clicking the Return to Search Results link.  

  

 
  

Using the Advanced Search  

  

1. For more search capability and features, at the Search/Export page, click the advanced 

search link.  

 
  

2. Click the scrollbar on the right to scroll down.   

3. You may search requisitions by ChartFields; for example you may search by a range of 

Dept IDs.  

a. Click the Is Between list item for the Dept ID ChartField.  

b. Enter the first Dept ID of the range. For this example, enter "10960000".  

c. Enter the first Dept ID of the range. For this example, enter "10970900".  

d. Click the Go button.  
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4. Click the scrollbar on the right to scroll up.  

  

5. Make sure to narrow your search. For example, click the Date dropdown menu.  

a. Click the Fiscal Year-To-Date list item.  

b. Click the Go button.  
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Saving a Search  

  

1. Click the Save Search button on the left hand side of the Results page, within the Filter.  
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2. Enter a name for the search in the Document Search Nickname field. For example, enter 

"Dept IDs 10960000-10970900 pending reqs as of FY to date.”  

3. Click the My Saved Queries folder (you will have to create a new folder) in the dialog box to 

select and click the Save button > Close button.  

  

 
  

4. To retrieve a saved search, click the View Saved Searches link on the flyout menu that 

appears when you click Search/Export in the breadcrumbs.   

  

 
5. Click under Personal or Shared to open saved searches.  

• Click the Go button on the far right to rerun your saved search.  

• Click the Add Shortcut button to add the saved search at the bottom of the Search Export 

page for quick access and use in the future. To edit the search, return to the View Saved 

Searches link and edit in the saved search there.  

• Click the Edit link to select a Default Export Template. 
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Use the Default Export Template to select whether the export to Excel should be one of the following:  

• Screen Export 

• Transaction Export 

• Full Export 

 

 
 

 

Exporting a Search  

  

1. Click the Export Search button to export the results to a .csv or Excel file.  

  

 
2. Enter information needed into the Request Export dialog box such as:  

a File Name – for example, enter “Dept IDs pending FY TD".  
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b Description – for example, enter "Dept IDs 10960000 to 10970900 pending requisitions as 

of FY to date." 

c The Request Export Template will now automatically display the defaulted export format 

chosen earlier. 

d Click the Submit Request button.  

 

 

 

 

 
 

 

  

3. To retrieve the file; click the Download Export Files link in the flyout menu that displays when 

clicking Search/Exports in the breadcrumbs.  

a. Check the Export Status column and wait until it displays "Complete" to click the .zip file 

name, then click the Open button.  

b. Double-click the .csv list item.  

4. Click the Recurring Exports tab when in the Download Export Files page, to set up a 

recurring export.  

•  Click the Create from Saved Search button or the Create New Search button to set this 

up.   

  

For further help email procurement@ufl.edu or contact Procurement Services Help Desk at 392-1335.  


