Overview Searching for Purchase Orders in myUF Marketplace

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

e Date range
e AP Status (Closed or open)
e ChartFields including Projects and PO Business Unit ranges
You can drill down through results using the filters on the left menu, such as Form type.

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 > Purchase
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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.
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For example, if you click on More Options you can see all options.
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3. To apply more filters, click the Add Filter box on the right. Scroll down the list to see

more filters.

= Search Purchase Orders
Quick Filters My Searche Created Date: After 10/01/2020 ¥ || Quick searct Q ear All Filte
% P> Page 1 of 30 1-200 of 5974 Results F nd %
Supplier v
Fisher Scientific Co LLC PO Number ¥ Supplier Created Date/Time | |jontifiers
Mister Paper Inc ] Change Request No
! ;i m 2100839518 QIAGEN, LLC 10/26/2020 2:01:0. — Comr?act szber
Alrgaginc m ] Ext. Requisition Number
Sigma Aldrich Inc m 2100839517 Johnstone Supply - The Ware Group LLC 10/26/2020 2:00:3; 7] Invoice Name
ot ; o ] Invoice Number(s)
HSTEONOiogiEa Comorion 2100839516 Trane US Inc 10/26/2020 1:58:5 ) PO Number
W See More @ Show More 7 Requisition Name
2100839515 Agilent Technologies Inc 10/26/2020 1:562 geq“;s"'l"“ N“”’ze' (
Department v ] Supplier Invoice Number(s)
2100839514 Fisher Scientific Co LLC 10/26/2020 1:54:0. Dates
LS-CHEMISTRY-GENERAL :
(16120100) m Accounting Date
2100839513 Life Technologies Corporation 10/26/2020 1:51:3, () Completed Date
MOMOIECIN AD CENTCS

For example, if you would like to see all POs created this fiscal year, check the PO Number
box, then at the value box, enter 21" for all POs starting with 2100XXXXXX for this FY.

= Search Purchase Orders

~ || Quick search

Quick Filters My Searches

Supplier v

Fisher Scientific Co LLC 1586
- Multiple values can be separated by a coma(,)

Mister Paper Inc [ 477 ]
Airgas Inc m
Sigma Aldrich Inc [ 308 ] K

181 Results

Q @ | AddFilter | Clear Al Filters

Created Date/Time @) PO Status Requisition N

10/26/2020 2:10:03 PM Completed 137334515
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4. If you would like to see the AP Status of these POs, check AP Status, then select
from the options presented:
= Search Purchase Orders
Quick Filters My Created D er 10/01 Quick search Q 9 Add Filter = Clear All Filters
L FOrT 1ype
) PO Number: 21~ @ [ Item Type
Supplier v | O Manufacturer Name
< > Page 1 of 30 1-200 of 5981 Results [ Product Category
Fisher Scientific Co LLC [ Product Description
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Mister Paper Inc m s PO Number ¥ Supplier Created Date/Til J M
Airgas Inc [ 384 ] Properties
- 39525 i i M0 (] AP Status
Sigma Aldrich Inc 2100339525 Fisher Scientific Co LLC 10/26/2020 2 - e Status
Life Technologies Corporation (EE 2100839524 Fisher Scientific Co LLC 10/26/2020 2:10:0| = Invoice Status
[J Matching Status
¥ See Mare ) Show More 0 Receipt Status
- 2100839523 W W Grainger Inc 10/26/2020 2:10:01 ) Supplier Status
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- 2100839522 Fisher Scientific Co LLC 10/25/2020 2:09:01 Custom Fields
LS-CHEMISTRY-GENERAL (245 O *Account
(16120700 . 2100839521 Miltenyi Biotec Inc 10726/2020 208:3] () "Business Purpose ¢
MD-MOLECULAR GENTCS / __grwpem, LLtlent Floy
= Search Purchase Orders
Quick Filters My Searches Crea Quick search Q 9 Add Filter = Clear All Filters
PO Number: 21 v € | AP Status: All > @
Supplier v
< Page 1 [ Closed
Fisher Scientific Co LLC Open
. (] Soft Closed
Mister Paper Inc [ 477 ] o PONumber ¥ E: it Gt Waiting for Invoice Pay Created Date/Time (@ PO Status Requisition Number PO Owner
Alrgas Inc e Status
Sigma Aldrich Inc m == 2100839525 10/26/2020 2:10:03 PM Completed 137334515 James Peterson
Life Technologies Corporation (EE) = 2100839524 Apply Cancel 10/26/2020 2:10:00 PM | Completed 137336734 Jonathan Vargas
~ See More D Show Mare
- 2100839523 W W Grainger Inc 10/26/2020 2:10:00 PM | Completed 137336691 Genny Pentolino
Department v
== 2100839522 Fisher Scientific Co LLC 10/26/2020 2:09:07 PM Completed 137336722 George Benson
LSCHEMISTRY-GENERAL  gmprmy

Note: Currently the Soft Closed is not functional. It will be in the near future.

5.

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

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

"Yaf marketpla
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There you can ente
Business Unit and entered a range to get POs for an entire college:

= Search Purchase Orders
ated Date: A )/01/2020 = | | Qui arc A - ear All Fi
Quick Filters My Created Date: After 10/01/2020 Quick search Q 0 Add Filter Clear All Filters
PO Number: 21 ~ € | AP Status: Open ~ @ O Business Unit: |s Between:290... ~ @
Supplier v
< > Page 1 of 10 1-200 of 1 Is Between:2900-2999
Fisher Scientific Co LLC m
Airgas Inc m we PO Number ¥ Supplier O IsEqual To O Starts With @ Is Between | pd status Requisition Number
Mister Paper Inc [ 145 ]
. 2800 and | 2899 +
sigma Aldrich Inc m 2100839530 W W Grainger Inc jompleted 137335876
Life Technologies Corporation  (@EZ) we 2100839529 GovConnection Inc Completed 137275701
¥ See More 1 Show More Cancel
= 2100839527 Biocare Medical LLC ] Completed 137326862
Department v

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.

Orders » Search  Purchase Orders
- = Search Purchase Orders
r ated Date: A )/01/2020 = ) arc A - ear All Fi
(1 Quick Filters My Searches Created Date: After 10/01/2020 Quick search Q 9 Add Filter Clear All Filters
o PO Number: 21 ~ € || AP Status: Open * @ | *PO Business Unit: Is Between:230... ~ €
. Supplier v
< > Page 1 of 2 1-200 of 332 Results
m Fisher scientific Co LLC ©
Life Technologies Corporation 6 = PO Number ¥ Supplier Created Date/Time ° PO Status Requisition N
Airgas Inc @
Pattersan Veterinary Supply = 2100839536 Airgas Inc 10/26/2020 2:25:04 PM Completed 137277555
Inc m
= 2700839535 Fisher Scientific Co LLC 10/26/2020 2:23:31 PM Completed 136386435
Sigma Aldrich Inc (18 ]
¥ See More @) Show More = 2700839500 Thorlabs Inc 10/26/2020 1:37:50 PM Completed 137323829

6. Use the filters on the left to narrow down the results. Click on your selection.

= Search Purchase Orders

Quick Fiters

Supplier

Q @ asdrin

> Pt o2 120 sults
Supple Crtod DatofTime @ POSss  Requiste

Zogeassas  Argasinc 1072672020 22504 P (Complated) 1372775
10083953 Fishar Scisntfic Co LLC 072612020 22331 P ([ Campletd "

~ 2100838500 Thodabs nc 1072672020 13750 P ([Completed) 13713238
sogeasas  possuc 1072672020 10150 o (Complated) 137324
100630452 FsharScisntific Co LLC 1002602020 122450 P ([ Campleted

- 210083838 Hamilion Thome Inc 1072602020 95034 vt ([ Campieiedl) 1370

- 2006338 Faher Scentibe o LG 10/26/2020 54136 At ([ Compieiedl 1373121
T00easzss aher Scientifc Ca LLC 10/26/2020 8742 Ao ([ Campleid

o 20063272 FaharScientifc Co UC or2s/2020 2211 . ([ GamBIAR

o 2100038267 Pattrson Veterinary Supply Inc 1072572020 52825 P ([Completad) 1372074
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7. You can also

E)

=

= Search Purchase Orders

Quick Filters
Sproule, David €©
Gibson, Kelsey [ 25 )
~ See More 0 show More
Invoice Status v
Fully Invoiced
No Invoices m
Partially Invoiced Q
Over Invoiced (4]

O Show Mare

Change Request Status v

No Ch:

O Show More |

Completed

Created Date: After 10/01/2020 « || Quick search

PO Number: 21 v € || AP Status: Open v € *PO Business Unit: |s Betweer

< > Page 1 of2 1-200 of 332 Results

e PO Number ¥ Supplier Cr
we 2100839536 Airgas Inc 1
= 2100839535 Fisher Scientific Co LLC 1
== 2100839500 Tharlabs Inc 1
= 2100839474 POSS LLC 1
e 2100839452 Fisher Scientific Co LLC 1C
== 2100839351 Hamilton Thome Inc 1
= 2100839348 Fisher Scientific Co LLC 1

Marketplace

click on Show More to see the full list of options for that filter.

Search Purchase Orders

Quick Filters arches
¥ See More 01 Show More
Form Type

No Form Types
Service

Encumbrance Only

0000

Vendor Quote Form
UF ISP

D Show Mare

Item Type

PunchOut product
Form Item

Non Catalog Item

0000 |

Hosted Catalog Item

3 Show Mare

Created Date: After 10/01/2020 = || Quick search

PO Number: 21 ~ € || AP Status: Open ~ €@

< > Page 1 of 2 1-200 of 332 Results
= PO Number ¥ Supplier
= 2100839536 Airgas Inc

= 2100839535 Fisher Scientific Co LLC

= 2100839500 Thorlabs Inc
- 2100839474 POSS LLC
- 2100839452 Fisher Scientific Co LLC

= 2100839351 Hamilton Thorne Inc

e 2100839348 Fisher Scientific Co LLC

= 2100839289 Fisher Scientific Co LLC

*PO Business Unit: Is Between:,

Encumbrance Only (12)
() No Form Types (281)
[ Service (18)

[ UF ISP (3)

[ Vendor Quote Form (10)

Form Type Quick Filter
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Orders » Search » Purchase Order:
= Search Purchase Orders Msoers v | Apnfites | v | | Begotan | v
Quick Filters ! -
B PO Bu -0
Supplier v
1-120f 12 Results £ 200 Per Page =
Leica Microsystems Inc )
[1] ws PO Mumber ¥ Supplier Created Date/Time @) PO Status Requisition Number PO Qwner Shipment Status  Matching Status Total Amount ¥
Sound Technologies Inc (1] - 2100839258 Client Outiook Inc 10/23/2020 437:54PM [ Completed | 137205280 Alice Bliss-Dodd  No Shipments  No Matches 528000 USD
Michael J Sargent [ 1]
v . o - 2100839204 Michse! J Sargent 10/23/2020 3:01:13 PM | Completed Kristen Ray NoShipments  Fully Matched 64260 USD
Vim c
+ See biore © Show More - 2100838730 Follett Higher Education Group 10/22/2020 11:30:28 AM | Completed | 13722563 Kristen Ray NoShipments  Fully Matched 4100 USD
Department A - 2100838456 MV Imaging US LLC 10/21/2020 1:23:43PM [ Completed | 137169413 Alfred Pricz NoShipments  No Matches 400.00 USD
[ 12 ] “ 2100838440 Crevasses Pet Cremation Services Inc 10/21/2020 1:15:10PM ([ Complated| 137181843 KelseyGibson ~ NoShipments  No Matches 1.000.00 USD
PO Owner - - 2100838389 WW Gay Mechanical Contractor of Gyl Inc 10/21/2020 120203 PM | Complated KelseyGibson ~ NoShipments  Fully Matched 1.777.91 USD
Ray, Kristen [ ] - 2100837608 Optomed 10/19/2020 10:31:38 AM | Completed | 136909697 Kristen Ray NoShipments  No Matches 334022 USD
o - 2100837276 Leica Microsystems Inc 10/16/2020 10:15:37 AM | Completed | 136910367 Kisten Ray NoShipments  Fully Matched 1150002 USD
Bliss-Dodd, Alice [ 1]
Price, Alfred ) - 2100836541 Sound Technologies Inc 10/14/2020 9:04:25 AM | Completed | 136791283 Kisten Ray NoShipments  Fully Matched 2.985.00 USD
 Show Mare
- 2100835658 Randox Laboratories US Ltd 10/9/2020 43005 °M | Completed | 136794156 Kristen Ray NoShipments  Fully Matched 2475.09 USD
Prepared By v R . N
- 2100835003 Danny T Lane 10/7/2020 44255 PM | Completed | 136712362 Kristen Ray NoShipments  Fully Matched 67500 USD
Ray, Kristen [ & ]
) o - 2100834595 Office Enviranments Inc 10/6/2020 2:44:11 PM | Completed | 135659356 Kristen Ray NoShipments  Fully Matched T74.16 USD
elsey

Click here to view a video of an example of searching for purchase orders since start of this
Fiscal Year for POs that have not been invoiced for supplier Fisher Scientific for a specific
department ID.

For assistance, e-mail procurement@ufl.edu or contact the Procurement Services Help Desk
at 392-1335.
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