How to Submit an Amazon Order in myUF Marketplace

Overview
This guide explains how to access myUF Marketplace and submit an order using the Amazon Business punchout. The instructions are written to be accessible to screen readers, keyboard-only users, and users who do not rely on images.
If you need assistance at any point, contact UF Purchasing at purchasing@ufl.edu or 352-392-1335.

Before You Begin
You must have an active GatorLink username and password.
You must be set up as a Shopper in myUF Marketplace. SG Finance will have assigned you the role.
You must know your SAR number and Organization name.

Step 1: Log in to myUF
Open a web browser and go to http://my.ufl.edu.
Enter your GatorLink username and password.
Select Access myUF.

Step 2: Navigate to myUF Marketplace
Open the Navigation Bar.
Select Main Menu.
Choose My Self Service.
Select myUF Marketplace.

Step 3: Open the Amazon Business Punchout
Locate the section labeled Office Supplies/Books/Computers/Electronics/Furniture.
Select Amazon Business.

Step 4: Shop on Amazon Business
Browse or search for the items you need.
Add items to your Amazon cart.
Select Proceed to Checkout.
Select Submit Order for Approval.

Step 5: Complete Required Details in myUF Marketplace
On the Right side of the screen, you will see a DETAILS box: In the box under NAME, you must enter the following information:
Your complete SAR Number followed by your Organization Name. You can abbreviate your Org Name if it is long.

Step 6: Assign the Cart to the Requestor
Click on Assign Cart to send the cart to your Requestor (Harrell, Kimberly) who will place the order.  
If this is your first time using UF Amazon Business, you will need to use the Search feature to assign your Requestor and then save it for future use. Here are the steps:
1. Enter the first and last name of your Requestor then click on Search.
2. Click the Plus + button to add the Requestor.
3. Check the Add to Profile box so next time you don’t have to search:

Step 7: After the Order Is Assigned
Record the requisition number for reference.
You will be notified via email from SG Finance when they have your items ready for pickup.
For any myUF Marketplace assistance, please email purchasing@ufl.edu or call 352 392-1335.
