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Changing ChartFields on a PO Using Change Requests in myUF
Marketplace

Overview

The change order functionality in myUF Marketplace allows users to make changes to POs using the
Change Request form. Only those with the security role of UF_N_MKT_Requestor can create, make
changes and submit change requests.

Change requests may be used to change ChartFields on a distribution line or on split distributions if the
line has not been vouchered at all.

NOTE: ChartFields cannot be changed on a partially or fully vouchered line.

To pay new invoices on a new ChartField, in the change request:
e Decrease the first line to the amount invoiced.
e Add a new line with the new ChartFlelds for the open amount

To check if the line is vouchered, click on Invoices then look to see if it is Net Invoiced:

"Yaf marketplace Purchase Orders v
Purchase Order * 2200950139 Revision 0 ~
Status Summary Revisions o Confirmations Shipments Change Requests Invoices o Comments Attachments o History
R ds found: 1, Totaling: 5,181.45 USD -
Invoice No. Supplier Invoice No. Invoice Date Due Date Invoice Type Payment Status Invoice Total Invoiced By
V0728972 [ 12.23.21 12/23/2021 1/22/2022 Invoice Payable 5,181.45USD —
Line Details
Line No. Product Name Catalog No. Unit Price Qty/UOM Extended Price Invoice Qty/Cost Status
1 & 0&M boggy Creek Improvement District-Parcel ID 26-24-30-8601-01-000. 10,362.90 USD 1EA 10,362.90 USD m /5,181.45USD Open
D/ 5.181.45uUsD Net Invoiced
Add a new line for the new ChartFields and make it for the Open Amount.
2 Adding new ChartFlelds n EA (Each) 5,181.45 1 EA (Each) ) 5181.45 e D
A ITEMDETAILS & &
Contract no value Internal Note no value
. R . Internal Attachments Add
Commaodity Code 10000000 / Live Plant and Animal Material and Accessories and
I
Supplies External Note no value
Attachments for supplier Add
Quote no value
Follow the steps below to start a change request.
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To start a Change Request on a PO in myUF Marketplace:

1. Onthe purchase order’s screen, click the black triangle near the PO number to show the dropdown
menu, and select Create Change Request. If you need to close the PO instead, click on Close PO.

Y imarketplace Purchase Orders v

Purchase Order -« Airgas Inc + UIT2301392 Revision 0

Status  Summary  Revisions 1 Confirmations “hange Requests ices  Comments  Aftachments  Histc

General Information Document Status

PO/Reference No. UIT2301392 APStatus Open

Revision No. 0 Workflow N Complgted .

Supplier Name $ & Airgas Inc R
The system distributed the purchase order using the method(s) indicated below the last time it was

Purchase Order Date 10/20/2022 distributed: viex

Total 57.65 CXML (Electronic Integration) no value

Shopper Name Distribution Date/Time 10/20/2022 10:17 AM

Shopper Phone Supplier Sent To Supplier

Shopper Email procurement@ufl.edu

Search (At+Q) Q o w O D C
= & o@ 3of 7Results v < >

Details

Supplier Status

Sent To Supplier

Supplier

Airgas Inc

Total (57.65 USD)

Add Comment

Create Change Request
Create Credit Memo

Create Invoice M
Print Fax Version

Soft Close PO

Close PO

2. The Create Change Request form will display. In the Change Request Reason box, enter the
reason for the change and type of change. Select or add anyone that needs to receive an email.

Create Change Request X

This will create a change request for this purchase order. If you select a user
they will receive an email indicating that a change request has been created
for this purchase order.

Email notification(s) | Add recipient

\/ Gator Requestor (Prepared by, Prepared for) <mpreisi@ufl.edu>
D Marianne Preisler (Approved Requisition) <mpreisl@ufl.edu>
User with change request permission:

D Amanda Sapp (Approved) <amandacsapp@ufl.edu>

D Brandi Calderon (Approved) <brandi.calderon@jax.ufl.edu>

D Brent Christner (Approved) <xner@ufl.edu>

[ Gcator Requestor1 (Approved) <mpreisi@ufl.edu>
a

Pamela Tribue (Approved) <ptribue@ufl.edu>

igg smi\\ ecipient

Change Request Reason

Changing Chartfields per Dr. Smith to add her project

expand | clear

Attach file to this change request (optional):
AttachmentType @ File QO Link/URL

File Name

Ciln Chanee File Linlnod e Gl

Create Change Request Close

3. Click the Create Change Request button to open the form. Changes will not take place until the

form is submitted into workflow.
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Changing ChartFields:
4. To change ChartFields, click the Eyeball icon on the top right to select a view, and select View
Chartfields Only
myf Purchase Orders Search (Alt+Q) Q ooousp W © D O

Change Requests * 3399513 ¥ Q (%] Assign Draft
Summary PO Previev External Communication Comments @) tac Hi Filter View

/' View All

@ Changes will be sent to the Supplier.

Change Request Reason

View Ship To Only
View Bill To Only

S View Chartfields Only

v

42.00

5. From here you can view all the Chartfields for each line. To edit, click the Pencil icon above each

ChartFields line or split distributions:

Item

1 test

A\ ACCOUNTING CODES 1

Dept Id Fund

101

21030000
CFO-

A\ ACCOUNTING CODES 1

Dept Id Fund

101

16380100
Ls-
p

L

101

21030000
CFO-

p

Publix Super Markets Inc - 5 Items - 72.00 USD

Program

1100

Program Account
1100 731100
C A LAB
SUPPLIES
1100 731100

Account

731100

Catalog No. Size/Packaging Unit Price Quantity Ext. Price
na EA 10.00 1EA @ 10.00 -d
Values have been overridden for this line 4 Pl ]
PC
Budget Source Of Business Resource  Resource  Resource
Reference Funds DeptFlex UFID Unit Project Activity ID  CRIS Type Category  SubCategory Budget Date
CRRNT novalue novalue novalue novalue novalue novalue  no value novalue  novalue  novalue no value
Curre
fsd EA 20.00 1 EA © 2000 -
Values have been overridden for this line (] u
Source PC
Budget of Dept Business Activity Resource Resource Resource Budget
Reference  Funds Flex UFID Unit Project 1D CRIS Type Category  SubCategory Date Amount of Price
CRRNT novalue novalue novalue novalue novalue novalue novalue novalue novalue  no value no value 10.00 USD
CYFWD novalue novalue novalue novalue novalue novalue novalue novalue novalue  no value no value 10.00 USD
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6. If this line is vouchered and you need to change ChartFields, add a new line for the new

(D

o ——

P
N

b

~~
—
o

ChartFields by clicking on the three dots... on the right of the first line and selecting Add a Non

Catalog Item:

Internal Notes and Attachments

Internal Note no value

Internal Attachments

1 Item
Boggy Creek Improvement District - 1 item - 10,362.90 USD

A SUPPLIER DETAILS

Contract no value PO Number
Customer Number no value Quote number
Item Catalog No.

1 0&M boggy Creek Improvement District-Parcel ID 26-24-30-8601-01-000.

~ ITEMDETAILS [

true Contract:

moreinfo.. Commodity Code

External Notes and Attachments

Note to all Suppliers

Attachments for all suppliers

no value

L 21-22 Bill - UF due upon receipt.pdf

2200950139

no value

Size/Packaging

1/EA (Each)

no value

80000000 / Professional
Administrative Performance or
Business Services

Unit Price Quantity
10,362.90 1 EA (Each)
Internal Note

Internal Attachments

External Note

Attachments for supplier

Quote

v

I

Date
1/7/2022
Ext. Price
10,362.90
4
no value
Add
no value
Add
no value

Total (10,362.90 USD)

Related Documents
Purchase Order: 2200950139
Requisitions: 152785523
‘What's next for my order?
a -~
Add Non-Catalog Item

>

s 2

7. Make the new line for the open amount and decrease the first line to the invoiced amount:

2 Adding new ChartFlelds

A ITEMDETAILS 3

Contract: no value

Commodity Code
Supplies

10000000 / Live Plant and Animal Material and Accessories and

EA (Each) 5,181.45
Internal Note no value
Internal Attachments Add
External Note no value
Attachments for supplier Add
Quote no value

Submitting the Change Request Into Workflow:

1 EA (Each)

@ 518145

8. When done, scroll back up to the top and click Submit Request or Assign Draft. Completed
change requests merge with the PO after requisition and PO workflow and export to myUFL.

Additional Assistance
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