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Overview

Use this instruction guide to approve a purchasing requisition (PR) in myUF
Markeplace. Approvers in myUF Markeplace can approve, modify, add notes, return
or deny (reject) a purchasing requisition. Please refer to the instruction guide,
“"Working with Returned Requisitions.” This instruction guide is for those who have
Financial Approver security in myUF Markeplace and the role,
UF_N_MKT_Financial_Approver. An approver must assign the requisition from
the shared folder to their own folder to have access to all approver actions. E-mail
reminders will be sent out automatically by the system for requisitions not approved.

To access myUF Markeplace as an 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 Markeplace.

Locate & Sort Requisitions

1. Locate your requisitions to be approved in two locations:
a. Click Action Items in the top menu to display a flyout menu that displays My
Assighed Approvals & Unassigned Approvals.

Gator Approver ¥ ¥ | Action Items [21] | Notifications [1] ™ 1047500USD  Q

Action Items
™ Shop  Shopping  Dashboard  Shopping Home

My Assigned Approvals

Shop Everything E Carts Assigned To Me [1]

Requisitions To Approve n

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse:|
Unassigned Approvals
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Welcome to myuf Market! Forms Unassigned Requisitions Needing Approval
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b. Or locate approvals by clicking the Orders & Documents icon in the left
navigation bar. Click Approvals > My Approvals.

Gator Approver ¥ | J | Action ltems [21] Notifications [1] W 1047500 USD | Q.
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2. Filter and sort the list to help review and select requisitions to approve. For example,
filters and sorting may help you find the oldest requisition in your queue, or
requisitions submitted by a certain requestor:

a. Click the Sort by: dropdown at the top to sort by several options such as:
i. Sort by Total High to Low
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ii. Sort by Submit Date Oldest First
Note: The system will sort requisitions within each folder.

b. Filter the list by clicking on one of the items displaying a number in
parentheses in any of the filters on the left-hand menu. For example, you may
filter by:

i Requestor
ii. Supplier

Gator Approver ¥ ¥ | Action Items [21]  Notifications [1| W 10475.00 USD | Q
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View Approvals Gator Approver
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93 Days in folder
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Folders e

Assign the Requisition

1. Assign the requisition prior to approving to ensure all options are available to you in
the actions dropdown.

To assign the requisition, click the Assign button at the end of its row.

To assign multiple requisitions at once, check the box for each one, then click the
dropdown at the top and select “Assign,” and then click the Go button.

W N

Open & View

1. Before approving you need to open and view a requisition. Click
the requisition number link.

2. Check the requisition line-by-line, and verify:

Items being purchased

Shipping and Billing

PO Business Unit and ChartFields

Commodity Code

Internal Notes (these go to approvers)

External Notes (these go to the vendor)

Total Amount of Requisition

QPP o0 oo

Approve or Reject

1. To approve from within the requisition, click the Available Actions dropdown at the
top right, and select Approve/Complete step & show next. Then click the Go
button.
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2. To approve a requisition while listed in a folder, click the Approve button at the
end of its row.

3. To reject or return a requisition, assign and click the requisition number link to open

the requisition. Click the Available Actions dropdown at the top, and select one of
the following:

a. Return to Requisitioner and click the Go button.

e In the Return to Requisitioner dialog box, complete the Reason for
Return and click the Return to Requisitioner button. The
requisition will be moved to the Outbox and returned to the
Requisitioner.

b. Reject Requisition and click the Go button.
e In the Reject Requisition dialog box, complete the PR Reject Reason,
and click the Reject Requisition button.

Gator Approver ¥

¥ | Action Items |E Notifications |Z\ W 10475.00USD | Q.

W) Orders & Documents | Approvals | My Approvals =
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Add Non-Catalog Item

Requisition PR Approvals PO Preview Comments Attachments | History

Return to Shared Folder
Flace on Hold
Return to Requisitioner

Summary Shipping Bill To and PCard Chartfields Supplier Info
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Cart Information 2 Shipping & Bill =
Copy to New Cart 3
Status Pending Ship To Bill T Reject Requisition
Financial Annroval (Gator Annrover) Attre Tactar Ramiactard At

4. To reject only one or several lines of the requisition:
a. Scroll down to the line level and check the box for the line selected.
b. Click the For Selected Line Items dropdown and select Reject
Selected Items, and then click the Go button.
c. In the Add Note dialog box, complete the Reject Line Reason and
click the Reject Line Item button.
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Supplier / Line Item Details
Hide line details

Hughes Corporate Printing LLC P more info..

Add nen-catalog item for this supplier...

Product Description
1 < notecards and envelopes || moreinfo..
& Accounting Codes 1 values have been overridden for this line  view/edit

Commodity Code

Cantract

PO Number
Customer Numbgr

Quote number

For selected line items |Reject Selected Items
Reject Selected items
Change Supplier
Add To Favorites
Add To Active Cart
Add to Draft Cart
Change Commodity Code

To Be Assign|

View/edit by line item...

Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1/EA 0.1175 80,000 EA 9.400.00 USD [
82120000 Internal Note

Reproduction services - Printing
and Phatocopying

Internal Attachments
add attachment...
External Mote

Attachments for supplier

For further assistance, please e-mail procurement@ufl.edu or call Procurement Services Help

Desk at 392-1335, or visit

https://procurement.ufl.edu/uf-departments/myuf-market/vendors/.

© Training and Organizational Development
UF Human Resources
University of Florida, Gainesville, FL 32611

Updated May 14, 2021

Page 4 of 4


mailto:procurement@ufl.edu
https://procurement.ufl.edu/uf-departments/myuf-market/vendors/

