[Returning Requisitions for Approvers]

Approvers in myUF Market can approve, modify, add notes, or deny (reject) a PR (purchasing requisition.)
They may now also return a requisition to a requestor to edit and resubmit into workflow without having
to copy it to a new cart. The returned requisition will also keep its original requisition ID number when
edited and resubmitted. This instruction guide is for those who have Financial Approver security in myUF
Market and the role, UF_N_MKT_Financial_Approver. An approver may approve a PR immediately by
clicking the View link or may assign the requisition from the shared folder to their own folder to hold and
view at another time for approving. An approver must assign a requisition to themselves before they can return it to
a requestor. A requisition must be assigned before it can be returned. To navigate, log in to myUFL and
then click on eProcurement > myUF Market to process the approval in the myUF Market.

» Log in to my.ufl.edu using your GatorLink username and password
» Click on eProcurement > myUF Market
» Refer to the Action Items panel on the Home/Shop page for a quick view of requisitions waiting
for approval
o0 Click the Approvals link to open the listing underneath it, or click the Approvals tab
o If you have requisitions waiting, there will be a number next to Requisitions
o0 Click Requisitions to go to your Approvals page

Home/Shop

EOREN Catalog Mo (SKU) ~ |
home /shop

Shop Everything - GO | =dvanced search ]
Go to: faverites | forms | non-catalog item | quick order  Browse: suppliers | categeries
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- Approvals appisd, @ Flsher Jp— @ Invitrogen'
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Requisitions (2)

Office/Computer

* 7/9/2009 - A problem has been identified when
sending myUF Market user names from the portal.
This problem is intermittent and should be
corrected soon.

» Click the View link on any requisition listed to review the requisition

Approvals - Requisitions
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2
Results per pfge 10 = Reguisitions Found: 2 d page 1 v of 1 [
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[Returning Requisitions for Approvers]

» On the requisition, click the new Comment tab to review comments entered by other approvers or

approvals

Available Actions: Add Comment - GO

Requisition H PR Approvals H PO Preview H Cornments H H\stowl
Summary | Shipping | Biling | Chart of Account Fields | Supplier Infa

ks
Hide header Hide value descriptions
General 7 shipping ? Billing 2
- - iship T il T
Status 2 Pending e . iy
Financial Approval Attn: Marianne Praislar Attn: Marianne Preisler
Building/Reom: HRS Building Room 201 PO BOX 115000
Submitted 3/11/2009 9:41 AM 903 WEST UNIVERSITY GAINESVILLE, FL 32611
Cart Hame copier maintenance for Office Copier GAINESVILLE, FL 32602 United States
United States
Description From Canon for new one
Priority Hormal Other Information
Prapared by Mzrianne Preislar Delivery Options Distribute By Quantity
Requested Delivery

Quantity
Purchasing Use Only

PO Clauses

View/edit by lin itam... View/edit by line itam...

Chart of Account Fields

PO Business Unit

» Click the dropdown to the right to assign the requisition to your folder
» This must be done before returning a requisition

approvals
=igbl= Actions: Add Comment - 6o |
Add Comment
Add Notes to Histor @
Assign to myself
o Finalize ste
Requisition ” PR Appravals || PO Preview H Comments H H.stun,-l Copy to Nevpf Cart
Summary shipping | Billing | Chart of Account Fields | Supplier Info E
Hide hesder Hide valus descriptions
General E Shipping E Billing E
Status 2 sending Ship To Bill To
Financizl Approval Attn: Marianne Praisler Attn: Marianne Praisler
Building/Room: HRS Building Room 201 PO BOX 115000
Submitted 3/11/2009 2:41 AM 903 WEST UNIVERSITY GAINESVILLE, FL 32611 =
Cart Name copier maintenance for Office Copier | GAINESVILLE, FL 32602 United States
X United States

Description From Canon for new one

Briority Normal (Other Information

Prepared by Marianne Praislar Delivery Options Distributs By Quantity

Requestsd Delivary Quantity

» Click the dropdown again and it will display additional choices

» Select Return to Requisitioner to return as a draft cart which can be easily edited for
resubmission

Summary - Requisition 274876

requisition out!

Available Actions: | Finalize Step - M
Finalize Step
Return to Shared Folder
Add Non-Catalog Item | Place PR on Hold &
i Return to Requisitioner
Requisition H PR Approvals H PO Praview || Cornrnents H Hizstary ‘ Forvard to ...
Add C t
Summary | Shipping | Billing | Chart of Account Fields | Supplier Info Add Notoe b Histary
Hide header Copy to New Cart ptions
General 4 Shipping Billing
- e Ship T Bill T
Status 2 pending ip To ill To
Financial Approval (Marianne Preisler) Attn: Marianne Preisler Attn: Marianne Preisler
: ’ Building/Room: HRS Building Room 201 PO BOX 115000
Submitted 3/11/2003 5:41 AM 903 WEST UNIVERSITY GAINESVILLE, FL 32611
Cart Name copier maintenance for Office GAINESVILLE, FL 32602 United States
Copier United States
Description From Canen for new one
— Normal Other Information
! . Delivery Options Distribute By Quantity
Prepared by Marianne Preisler Requested Delivery Qusntity
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[Returning Requisitions for Approvers]

» A Return to Requisitioner box will display for entering the reason for return
» Click the Return to Requisitioner button at the bottom to complete the process

Summary - Requisition 274876

requisition

requisition outbox

Add Nen-Catalog Ttem |

Requisition |[pR Apgravals |[PO Preview [ Comments || Histary |

approvals

NI <atalog Mo, (skU) - |

Avzilzble Actions: Return to Requisitioner « | Ge

Summary | Shipping | Billing | Chart of Account Fields | Supplier Info

Copier
From Canan for new ons
Normal

ared by Marianne Preisler

Purchasing Use Only

PO Clauses

United States

Delivery Options

Requeastad Dalivery

View/edit by ling itam...

Hide header
General 2 shipping 7
Status Pendin Ship To Bill To
Financial i-fprc 21 [Marianne Preisler] Attn: Mariznne Praislar Attn: Marian)
~ Building/Room: HRS Building Room 201 PO BOX 1151
SdEiE= 3/11/2009 9:41 AM 903 WEST UNIVERSITY GAINESVILLE]
Cart Name copier maintenance for Office GAINESVILLE, FL 32602 United State

Other Infor

Return to Requisitioner 7

&

Return the requisition to the requisitioner as a draft cart
so they can correct errers and resubmit for approval.

Reason for return 7

Plaasze change the account code| - o
Eriptions
7
-
969 characters remaining expand | clear

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.

Retumn to Requisitioner Cancel |

Distribute By

Quantity
Quantity

Wiew/edit by line item...

m

» The returned requisition will remain in the Requisition Outbox for reference

» The requisitioner will receive an e-mail if they selected to use the PR Rejected notification
» The returned requisition will display on their Action Items panel at the Returned link.

For further assistance, please e-mail myufmarket@ufl.edu or call Purchasing Services at 392-1331 or visit

http://www.purchasing.ufl.edu/myufmarket.
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