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Searching for Change Requests in myUF Marketplace

Overview

This instruction guide is designed to show how to pull a report of change requests (CR) in
myUF Marketplace using filters at the top to narrow down your search. For example, you
can search by:

o Date range
¢ Change Request Status (Pending)
e ChartFields including Projects and PO Business Unit ranges or Dept ID

You can drill down through results using the filters on the left menu, for example by
supplier.

1. Log on to http://my.ufl.edu using your Gator Link username and password.
2. Click Nav bar > Main Menu > Financials > eProcurement > myUF Market.

To search for purchase orders:

1. Click the Orders icon on the left side of the page > Click Orders > Change

3 Query Manager % | @ Query % | [ Buyers Workbench x | [ Purchase Orders % | [ Purchase Orders X | ] mpluly 162015 X ] Heme/Shop I v |
< C @ solutions:sciquest.com/apps/Router/Home?tmstmp=160387380843
ﬁ Purchase Orders ~ Search (Alt+Q)
Shop | Everything v m
Orders Quick search
Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts
Search All Orders
Forms
My Orders Requisitions ™ B b §
chase Orders A I [ firmation Purch: A
Purchase Orders Services Request Form Enabled Vendor Quote Form maunt Only Request for Confirmation Purchase greq
R cor eatalon vendare ol Goods (B... Request Form
Change Requests e or catatog vendlofs onh For use with goods Does not dispatch to vendor
Procurement Requests
Invoices Laboratory Supplies/Research/Clinical
¢ ¢ ¢ ¢
® i
Letter to Suppliers for Inveicing UF Mmﬂs
the Fisher Store if down.
Form for UF Department ID Authorized App r Requi : N
and Invoices - please submit to myufmarketplace@ufl.edu @ @ @ —
For COVID-19 Procurement Info please click and scroll down. ZoxIoT e A BiolLabs
ntegrated DNA Tech Medlical Items Free Ship > $150 e DMA, PCR, Genome, RNA

2. The results will default to the Last 90 Days. You can change that by clicking on
the Created Date filter at the top and opening the box for more options. (It also
gives you the PO number and the original amount, the change and new amount.
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= Search Change Requests

Change Request
No. ¥

137417020

137411031

137409935

137407560

1-200 of 900 Resuits

Supplier

Feren Alexard Castillo Ljan

Riverside Assessments LLC

Dentsply Tulsa Dental Specialties

Life Technologies Corporation
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Q @ AddFiter v

Prepared For

Patricia King

Shaira Rivas-Otero

Quincy Allen

Marianne Smith

Purchase Orders ~

All Filters

Search (Alt+Q) Q

uzuo w o D 4 g

200 Per Page v I

Change Request
Submitted Date @) Status

Total Amount

¥  Original POTotal ¥  Amount of Change PO Number

10/28/2020 [ Panding 2963050 USD 18,000.00 USD 11.630.50 USDR 2100831191
10:20:21 AM
10/28/2020 | Panding 3671.42 USD 2.492.94 USD 117848 USD 2100839855
8:18:00 AM
10/28/2020 ([ Pénding 30,000.00 USD 8.000.00 USD 2200000 USD 2100836869
709:10 AM

10/27/2020 9:55:24 PM  ([Rejected 0.00 USD 24,000.00 USD -2400000 USD 2100830006
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For example, if you click on the Last 90 Days dropdown, you can select Month to Date:

@ ut Purchase Orders = Search (At+Q) a 143
Qeders b Search b Crangs Requests
- = Search Change Requests LB | A
] a @ -
]
= Change Request
it o ted Date ) Suatus Total Amount ¥ Original PO Total ¥
10728/2020 ([ Panding 2963050 USD 18,000.00 USD
uk 102021 AM
L 10/28/2020 ([ Pending 367142 USD 249254 USD
m B:18:00 AM
10/28/2020 (IPending 30000.00 USD £000.00 USD
s Days | # - TH510 AM
Change Request Status v f e o .
p pleted 20 9:55:24 PM Rejected 0.00 USD 2400000 USD
[« ] il 20 3:21:02 P\ | Pending 177.647.00 USD 117.647.00 USD
b
g | Melinda Wilkiams 10/27/2020 2:23:10 Pva (GGG 4000000 USD 25.000.00 USD
tione (5] fperated Derths Albert 10/27/2020 1:43:11 Py ([IPanding 1,584.00 USD 1,188.00 USD
3. To apply more filters, click the Add Filter box on the right. Scroll down the list to see
more filters. For example, you can click on the Change Request Status box.
Orders » Search » Change Requests
- = Search Change Requests
ro Quick Filters Created Date: Month-To-Date ~ || Quick search Q @ AddFilter > | Clear All Filters
(I Proguct Uescription
o < > Page 1 of 2 1-200 of 254 Results [ Product Flags
A Supplier v
Properties
X Change Request | — i Ist
e Fisher Scientific Co LLC [ 13 ] - - S . - ) Change Request Status -
0. upplier repared For of
du Florida Veterinary Medicine o 0 status Flags
Faculty Assn O 137417020 Feren Alexard Castillo Lujan Patricia King Custom Fields
The Brentwood Co Inc [ 4] [J *Account
= amo
Parrish McCall Constructors - g *Busmess Purpose
ne [ 4] O 137411031 Riverside Assessments LLC Shaira Rivas-Otero [ *Dept Flex
[ *Dept Id
Complete Network Solutions o [ *Fund
Inc — | * N
[ 137409935 Dentsply Tulsa Dental Specialties Quincy Allen H *EO Business Unit
¥ See More @ Show More ) rrogram
[ *Project
[ *Quote
Change Request Status v O 137407560 Life Technologies Corporation Marianne Smith | [] *Source Of Funds
Completed m -

Use this filter to see which requistions are still pending in workflow and have not become a
purchase order. Select Pending when the options are shown and click the Apply button.
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|
i

Search Change Requests

Quick Filters

o han ; -0
4 Supplier v
) Completed 1 Results
. Fisher Scientific Co LLC m Pending
JITR e ] Rejected
o ' Returned To Requisitioner Piepal
u Withdrawn
| )stillo Lujan Patrici
ns (3] | - rrsransenassssments LLC Shaira)
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4,

If you would like to narrow the search to your PO Business Unit, your Dept ID or your

Project, or other ChartFields, click Add Filter and scroll down to Custom Fields.

= Search Change Requests
Quick Filters My S Created Date: Month-To-Date v | Quick search Q 9 Add Filter = Clear All Filters
I Froguct vategory
Change Request Status: Pending v @ [ Product Description
Supplier v | [ Product Flags
1-15 of 15 Results .
District School Board of o Properties
Putnam Count
Y O Change Request No. ¥  Supplier Prepared For U Status Flags st
WHIP Mix Corp ° | Custom Fields
University of Chicago o [ 137417020 Feren Alexard Castillo Lujan Patricia King [ *Account
[] *Business Purpose
Teal Tile & Carpet Inc o O 137411031 Riverside Assessments LLC Shaira Rivas-Oter [ *Dept Flex
Forest Incentives o [ *Dept Id
137409935 Dentsply Tulsa Dental 5 Iti i All *Fund
¥ See More ® Show More ] entsply Tulsa Dental Specialties Quincy Allen S o s Unit
N . [J *Program
Department v [ 137393637 University of Chicago Erin Tompsen 0 *Project
: - | ) *Quote
DN-ACCOUNTING (34010602) o (1 137388271 Dentsply Implants Melinda Williams (] *Source Of Funds
OR-CG ACCOUNTING £h M snanarcan P R ST SR
For this example, we checked Dept ID and entered it into the field, then clicked Apply.
= Search Change Requests
Quick Filters My Se Created Date: Month-To-Date = | | Quick search Q 9 Add Filter = Clear All Filters
Change Request Status: Pending ~ € || *Deptld: All ~ @
Supplier v
1-15 of 15 Results o sy
District School Board of o Is Equal To (O Starts With (O Is Between
Putnam County ¥ :
O Change Request No. ¥  Suppliel 34010602 + Submitted Date ° Change Request Status To
WHIP Mix Corp [1] ‘
University of Chicago o O 137417020 Feren Al Search for Values. . Q 10/28/2020 10:20:21 AM Pending
Teal Tile & Carpet Inc [ 1] O 137411031 Riversid Any Value + 10/28/2020 2:18:00 AM [ Pending
Forest Incentives [1]
) 137409935 Dantspl No Value/8lank + 10/28/2020 7:09:10 AM [ Pending
+ See More D Show Mare
_ | 64403000 - FA-PDS-P CARD + =
Department “ [ 137393637 Universi 10/27/2020 3:21:02 PM Pending 1
64404000 - FA-PDS-DISBURSEMENT +
DN-ACCOUNTING (34010602) o (O 137388271 Dentspl 10/27/2020 2:23:10 PM | Pending
OR-CG ACCOUNTING o . .
SERVICES (11110000) [J 137385549 Cleaver: — 10/27/2020 1:49:11 PM | Pending
SR-ANIMAL CARE SERVICES [ 1) [ 137379088 South PAINM CATAInVASCIIAr RESSAFCh T8 Rabsr RAsks 10/27/2020 12:29:17 PM | Pandi
Before looking at the results, check the filters to make sure they are exactly what you need.
If there are too many, you can remove or adjust.
& faf mark Burchase Orders = Search (Alt=0) Q 14320sp W oD 4 g
Oruers » Sesrch b Cnange Reauests
—
Vi = Search Change Requests I MEEALL - 2 "o
fo Quick Filters y Searche M
o . - e - e
o | o cE e rerre— OEwiedDate @) Change RequestStatus  Total Amount ~  Original POTotal ¥  AmountofChange ¥ PO Number
o o 0 137408935 Dentsply Tulsa Dental Specialties Quiney Allen 107282020 7:08:10 oM [ Panding 30,000.00 USD 800000 USD 2200000 USD 2100836869
P O 137324911 WHIP Mix Corp Quincy Allen  10/26/2020 11:51:06 AV (IPending 30000.00 USD 10000.00 USD 2000000 USD 2100817323
Prepared For ~
Allen, Quincy " )
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BUCIKEINOIGBICE
Use the filters on the left to narrow down the results. Click on your selection.
To export a list into Excel, click the Export All button on the top right.
B save is | w A Pin Filters | * = Export All | =

All Filters

Change Request Status Total Amount ¥ Original PO Total ¥ Amount of Change ¥ PO Number
W Pending 30,000.00 USD 8,000.00 USD 22,000.00 USD 2100835869
W Pending 30,000.00 USD 10,000.00 USD 20,000.00 USD 2100817323
Click on Manage Search Exports to get your file...

Purchase Orders ~ Search (Alt+Q) Q 1432USD W <o \‘o A 2L

© Success

Successfully cieated the export request . You
can view the status and retrive the file at
Manage Search Exports

Clear All Filters

Q @ Add Filter ~

ate: Month-To-Date = | | Quick search

fnt: DN-ACCOUNTL... * €| | Change Request Status: Pending ~ €

ge Request No. ¥ Supplier Prepared For
09935 Dentsply Tulsa Dental Specialties Quincy Allen 10/28/2020 7:09:10 AM Pending
24911 WHIP Mix Corp Quincy Allen 10/26/2020 11:51:06 AM | Pending

Submitted Date @@  Change Request Status

Total Amount ¥

30,000.00 USD

30,000.00 USD

B savens | ¥

Original PO Total ¥

8,000.00 USD

10,000.00 USD

A Pin Filters | » 2 Export All | ¥

2 Export All

2 Export-Selected Rows

 Manage Search Exports

Amd  Manage Scheduled Exports
22,000.00 USD 2100836869
20,000.00 USD 2100817323

Click on the link of the report to view.

B c D E
1

A
, Export request for Change Request
3

4 Search Criteria

DN-ACCOUNTING (34010602)

6 Creal Month-To-Date
7 Change Request Status

12

Panding
8

9 Change Request No. ~ [Supplier - [Prepared For ~ [Subminted Date ~[Change Request Stats ~ [Total Amount ~ [Original PO Total ~ [Amount of Change ~[PO Number
10 7137405935 Dentsply Tulsa Dental Spacialties Quincy Allen 10/28/2020 07-09 AM Pending 30,000 00 5,000.00 22.000.00 100835369
11 37324911 WHEP Mix Corp Quincy Allen 10/26/2020 1151 AM Pending 30,000 00 10,000 00 20,000.00 100817323

Click here to view a video of an example of searching for change requests since start of this
month to find any that are still in Pending status for a certain Dept ID.

For assistance, e-mail procurement@ufl.edu or contact the Procurement Services Help Desk

at 392-1335.
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https://procurement.ufl.edu/wp-content/uploads/2020/11/Searching-for-CRs-w-New-Search.mp4
mailto:procurement@ufl.edu

