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How to Approve a Requisition and a Change Order in myUF Marketplace

Overview
Use this instruction guide to approve a purchasing requisition (PR), and/or a change
order in myUF Marketplace. Both requisitions and change orders route by the Dept
IDs they contain. This instruction guide is for those who have Financial Approver
security in myUF Marketplace and the role, UF_N_MKT_Financial_Approver. Financial
Approvers need to complete the Financial Approver form with the Dept IDs for which
they are financially responsible.

Financial approvers should review the fully opened requisition or change order and
check the following:

1.

LRNOGONDWN

Description of items being purchased - do they align with the department’s business
purposes and quotation proposal attached.

Shipping and Billing

PO Business Unit and ChartFields

Commodity Code

Internal Notes (these go to approvers and procurement agents)

External Notes (these go to the vendor)

Business purpose — needs to be specific

Total Amount

Attachments should include quote provided by vendor and two additional quotations (to
show price reasonableness)

Financial approvers may edit the requisition, or return the requisition to the requestor with a
comment to make edits, or approve.

To access myUF Marketplace as an approver:

a.
b.

Log on to http://my.ufl.edu using your Gator Link username and password.
Click Nav bar > Main Menu > My Self Service > myUF Marketplace.

To View Requisitions Awaiting Approval:

1. Click Action Items in the top menu to display a flyout menu that displays My Assigned
Approvals & Unassigned Approvals and click on Requisitions:
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UF Human Resources
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r—
Al ~ Search (Alt+Q) Q 400UsD W 0'\;' 4 2
Action Items
" alccen || Eavorites for racts
My Assigned Approvals
Carts Assigned To Me @ u
Requisitions To Approve @
Invoices o
Change Request @
Unassigned Approvals 9
o
- Agreement Intake Form fc;’; AmountQ Invoices Q
on i o 0 Change Request o
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https://procurement.ufl.edu/wp-content/uploads/2023/05/Department-ID-Authorized-Approver-Request-NEW-UPDATED-FORM-as-of-May-3-2023.pdf
http://my.ufl.edu/
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Total Results 7 Display 20 per folder v
v MYPRAPPROVALS ()
REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER AMOUNT
1655714 GovConnection Inc Gator Approver 9/6/2016 1:22 PM Gator Requestor 2,862.39 USD [’_’,' v
mv : 2 OFC): (0.00-74,999.99) usD @)
REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER AMOUNT
UF-Facilities Services J* Not Assigned 3/28/2014 11:09 AM Elizabeth Farmer 50.00 USD (P X
v DEPTID: 64400000 (FA-PURCHASING/DISBURS SERVS): (0.00 - 74,999.99) UsD (@)
REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER AMOUNT
B sy GovBonmediio y / 2
655714 GovConnection Inc Gator Approver 9/6/2016 1:22 PM Gator Requestor 2,862.39 USD (5 X
1192820 Bio-Rad Laboratories Inc @ § Not Assigned 8/8/2014 8:56 AM Gator Requestor 128.34 USD @ [;’,'
3. Within the requisition or change request, click Assign to Myself:
miaf Al Search (Alt+Q) Q 400USD W 01D a |
Change Requests - 3351018 @ ® - O] Tof9Resuts ¥ | < >
Summary PO Preview External Communication Comments Attachments Histor
You are reviewing a requisition that has been resubmitted Summary 2l
@ changes will not be sent to the Supplier Total (3.00 USD) v
Change Request Reason v
Reason no value
3.00
Cart Information Ship To Bill To ~
3.00
Status Pending shipTo Bill To
cc Jalidation
Attn: Dianna Brook Univ of Florida Accounts Payable Related Documents “
Submitted 973072021 2:16 PM Building/Room PO Box 3357
971 ELMORE DR Scranton, PA 18505 Purchase Order: UIT1902837 -
Cart Name 2021-00-13 dbrook 02 - CR GAINESVILLE, FL 32611 United States
United States Requisition: 3337704 -
Description no value
What's nevt? ~

Check the entire requisition or change order per the list on the front page of this guide.

Use the tips below to return the requisition and add a comment, modify or approve.
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To return the requisition, click the small triangle next to the Finalize Step button on
the top right for the dropdown and select Return to Requester:

L Umarketplace

Change Requests + 3351018 @

Summary PO Preview External Communication Comments Attachments

You are reviewing a requisition that has been resubmitted

@ changes will nat be sent to the Supplier.

Change Request Reason

Reason no value

Cart Information Ship To

Status Pending
Combo Edit Validation (Gator Approver)

ship To

History

& Bill To

Bill To

Alv Search (Alt+Q) Q a0 W @ O 4
o &0 - R - <
Approve
Return to Shared Folder
Summary

Return to Requester i I

"
Forward to ...

Be aware of these issues v

You may review and proc Reject Change Request

P User is Inactive: Prepared for

Total (3.00 USD) v

Shipping, Handling, and Tax cha

Add a Comment and select Save Changes:

Return To Requester X

Dawn,

Thank you,

930 characters remaining

Please change the account code to Lab Supplies

Characters beyond the limit are not saved, i.e., the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.

Save Changes Cancel

-

-
i
expand | clear

To approve the requisition, click on Finalize Step or at the dropdown, click Approve.
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Additional Tips
1. Atthe list, click the View symbol on the top right to view as list or folder:
Alv Search (Alt+Q) w 01O a2
® older Entry Date Newest First w
View Details
Group Results by Folders
Showing Resuits 1-7 of 7 20 PerPage v
REQUISITION NO. SUPPLIERS ASSIGNED APPROVER PR DATE/TIME REQUISITIONER AMOUNT
1655714 GovConnection inc Gator Approver 9/6/2016 1:22 PM Gator Requestor 2,862.39 USD r_"' }’
2789166 Huron Consulting Group Inc Not Assigned 10/17/2019 10:14 AM Dannielle Godwin 290.00 USD (g
2789122 Huron Consulting Group Inc Not Assigned 10/17/2019 9:17 AM Dannielle Godwin 1,500.00 USD U ‘.
2. Use the dropdown to sort, or the View icon to expand the folders:
Jur = p = [ Query Manager  J Histary - Supplic  Query My Approvals - 7 X @ Case List Page Microsoft Word - 5+ [l Schedule of Bid: = Activity Detail: - [l DocumentDest: [ Directory Searct:~ + = X
c e O B hitps/iusertestaaguestoomfappsmouterieqMyApprovals 7 s =
GE ‘Requisitions ~ Search (Aft+Q)
Approvals ® Requisition Number Descending
» Requisitions Purchase Order Change Requests Invoices SR
[ Requisition Number Ascending
Your Selections I¢ JAGIReANERE | | DiRDEY 20 pee KRS - Submit date newest first
Submit date oldest first
> MYPRAPPROVALS @)
DateRange Folder Entry date newest first
All Dates v 5 DEPTID: ERVICES): (0.00 - 74,999 0 Folder Entry date oldest first
Total high to low
> DEPT ID: 63300500 (FS-FIN BUSINESS OFC): (0.00-74,999.99) usD )
Filters Total low to high
> DEPTID: 7499999 usD @
A SUPPLIER
> DEPT ID: 85000000 (FL POLYTECHNIC UNIVERSITY): (0.00-74999.99) uso (@)
Huron Consulting Group Inc. 3
Affiliated Engineers SE Inc 2 > FNANCIALCATOHALL @)
Bio-Rad Laboratories Inc 2
NGi Capital Inc 2 > PROF SVCS AND INDIV COMPENSATION )
UF-Facilities Services 2
See all Supplier | Select Multiple %
 SUPPLIER CLASS
Contract Supplier s 2
FLPTU Vendor File Pz
Enabled Vendors o2
UF ISP No Distribution F2
Peard Option E:

See all Supplier Class | Select Multiple (2
A CURRENT WORKFLOW STEP
Financial Approval

Buyer Sourcing

Financial Catch-All

javascriptvoid(D);
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Make sure you have Emails and Notifications turned on in your User Profile to receive emails when
a requisition is pending and awaiting your approval. Please use this guide, Setting Up Your User

Profile.

For further assistance, please contact the myUF Marketplace Help Desk or call 352 392-1335.
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https://training.hr.ufl.edu/instructionguides/myufmarket/SettingUpYourUserProfile.pdf
https://training.hr.ufl.edu/instructionguides/myufmarket/SettingUpYourUserProfile.pdf
https://uf.tfaforms.net/f/finance-hub?tfa_2233=tfa_2870
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