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Overview

Use this instruction guide to learn how to log into myUF Marketplace and use the Amazon punchout:

1. Go to http://my.ufl.edu and enter your Gatorlink username and password
2. Navigate to Main Menu > My Self Service > myUF Marketplace
3. In the “Office Supplies/Books...” section, find the Amazon Business punchout icon and click on it

e Because the punchout recognizes your UF login, you won't need to use your Amazon
username and password anymore.
4. Shop for products and add them to the cart - when complete, click on Proceed to checkout
e Read the Important Messages about your order (IF you receive a restricted item
notice...move forward with your order) We will push the item through if it has been
approved on your SAR.
Click Submit Order for Approval to bring the cart into myUF Marketplace
On the Right side of the screen you will see a DETAILS box: In the box under NAME enter the
following information: COMPLETE SAR# xxx-xxxxxxx and Organization Name IF THIS BOX
DOES NOT HAVE YOUR SAR & ORG NAME YOUR ORDER WILL AUTOMATICALLY BE
REJECTED.
7. Click on Proceed to Check out 2 times
8. Click on Assign Cart
9. Click on SEARCH and enter Last Name: Harrell First Name: KIMBERLY when the contact
comes up, click on the + and then ASSIGN

Y

To access myUF Marketeplace as a Shopper:
a. Log on to http://my.ufl.edu using your GatorLink username and password
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While your version of Firefox is greater than the version

b. Click Nav bar > Main Menu:
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c. Click My Self Service > myUF Marketplace

NavBar: Main Menu

Recent Places

My Self Service

Benefits
Payroll and Compensation

My Favorites Personal Information

é Time Reporting

Main Menu

NavBar: Main Menu Training and Development

() My Account >

:@ Travel and Expense

5
Recent Places My Self Service >

UF Engaged
4 myinvestiGator >

Job Postings

My Favorites
Calendars >

UFCC Sign On
E Help > myUF Marketplace
Main Menu
Local Interest > E-Learning
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Find the Amazon punchout tile and click to open

To access the Amazon punchout,
a. Look for the “Office Supplies/Books/Computers/Electronics” section, then click on the Amazon
Business tile to open:

o~ n
{ Office/Computer 4 .
{:\\ =4 gV
= B
R ——
£ 7 ottee ) m - R

- pplie PRODUCTS

n CompleteBook. com m

Office Environments, INC

At the website, you can start shopping like you regularly do:

busingssrime o sz |l G| Aazon-ovined brands >

Punchout Group: myUF Jaggaer Test

= Departments BacktoSchool ~ Requestfor Quote Education Store PrimeDay Add People BuyAgain Today's Deals Gift Cards Quantity Discounts Savings Hub  PPE for Work  Customer Service ‘é‘ . ::‘(‘:::‘"‘hj’:‘";"m"omm e \_1/

L
Save on our best sellers = L L —
< Access discounts on Amazon Private Brands. ' = = >
amazon commercial | amazon basics \/ s
Summary Buy it again Education supplies Today's Deals Connect your team

177 Jul 11 _@ an S 8@ l

$101.26K $229.09

Page 3 of 7
©Training and Organizational Development
Human Resources
University of Florida, Gainesville, FL 32611



Training and Organizational L
Development

UF Office of Human
Resource Services
UNIVERSITY of FLORIDA

ng into m

Instruction Guide

F Marketpl h

Amazon punchout

Once you have completed your cart in the Amazon punchout - proceed to checkout and click Submit
Order for Approval. Don’t worry about the Ship To here - that is changed later:

amazoncom

Review your order

A This order requires approval.

Submit order for approval

@ There are 2 important messages about your order.

» If your hours ever change at an address, click Edit delivery preferen...

Group Payment method Change
myUF Jaggaer Test (University of Florid
a)

Change

Shipping address Change
Attn: Marianne Preisler,
Building/Room: Procuremen
971 ELMORE DR
GAINESVILLE, FL 32611

» If tax exemption is applied to this order, you acknowledge your tax exemption...

Promotional Codes:

Order Summary

Items: $35.99

Shipping & handling: $0.00

Total before tax: $35.99

Estimated tax to be collected: $0.00
Apply

Order total: $35.99

How are shipping costs calculated?

Prime shipping benefits have been applied to
your order.

It will bring the order into myUF Marketplace.

1. On the Right side of the screen you will see a DETAILS box: In the box under NAME enter the
following information: YOUR Complete SAR# xxx-xxxxxxx and Organization Name. This

step is a VERY IMPORTANT step!!

Shopping Cart = 3594912 ~

simple Advanced

Search for products, suppliers, forms, part number, etc
1 ltem
Amazon Capital Services Inc - 1 tem - 9.99 USD

SUPPLIERDETAILS &) Main - Coffeyvilie Ind Pk, 2654 N Hwy 169, Coff...

item Catalog No. Size/Packaging

Unit Price Quantity

= & Assign Cart

Proceed To Checkout

Gator Shoppera

Name

602-2300123 Studen Government

|
e Estimate (9.99 USD) v
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Click on Assign Cart to send the cart to your Requestor (Harrell, Kimberly) who will place the order:

A
! Shopping Cart * 3557662 ~
' Simple Advanced
m 1 ltem
= Amazon Capital Services Inc - 1ltem - 35.99 USD
SUPPLIERDETAILS ) Main : Coffeyville Ind Pk, 2654 N Hwy 169, Coff v
&
ftem Catalog No.
" on Tour Sia fult Rex acket BOIC2MTHVG
', Blue/Black
o ITEMDETAILS €

Size/Packaging

EA

Requisitions

o-
-0

Unit Price Quantity Ext. Price

3599 Qty: 1EA 3599

O

Search (Alt+Q) Q o W @ D S
-

Details v
For

Marianne Preisler

Estimate (35.99 USD) v

Total 3599

Note: You will only need to Search once for your requestor and then save the name for use under “Select”

next time:

no value
SELECT v (

Assign Cart To

Note To Assignee

Enter the first and last name of your Requestor then click on Search:

User Search

m Close

X
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Click the Plus + button to add the person:

C @ usertestsciquest.com,

New Search

Name 1 User Name Email Phone Act

Freeman, Patrick 41325393 pfreeman@ufsa.ufl. edu +1 352-846-4756 ext. 64756

Close

Check the Add to Profile box so next time you don’t have to search:

Assign Cart To Freeman, Patrick
or SEARCH

Add to Profile \/

Note To Assignee Thanks Patrick!

Next time just click on SELECT and the person’s name will show:

Assign Cart To no value
SELECT w or SEARCH

Note To Assignee Profile Values

Patrick Freeman

Please keep and record the requisition number you are assigned after you place your order incase there
are any issues with your order.

Your Requestor will add the Ship To, Bill To, and ChartField info, and place the order. You will be notified
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by SG Finance when your order is ready for pickup.

For any myUF Marketplace assistance, please email purchasing@ufl.edu or call 352 392-1335.
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