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Submitting Chartfield for Payment for UFIT Computing, Network Services, OR 
Enterprise Systems Request using the Internal Service Provider (ISP) Form in the 

myUF Marketplace 

 
This form should be utilized to provide UFIT Billing with the necessary Chartfield information to 
process payment for UFIT- Computing (-C), Network Services (-N) OR Enterprise Systems (-E) 

services only. 
 

ISP POs do not encumber funds in PeopleSoft. 
 

  

An email will be sent from the UFIT Business Center with details of the UFIT service that was 
requested and will include the UFIT customer number for Computing (-C), Network Services (-N), 
or Enterprise Systems (-E) expense account code(s), amount(s) (if specific), and work order 
number (if required) that must be included on the form(s). 

 
  

Steps for Submitting the Form and Requisition  

1. Access my UFMarketplace: http://my.ufl.edu and log-in with your Gatorlink username 
and password, and navigate to:  
 
Menu > My Self Service > myUF Marketplace 
 

2. Select the Shopping Cart icon in left menu bar and then select Forms 

 
 

   
 
 
 
 
 

http://my.ufl.edu/
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3. Navigate to the forms Shared > Organization Forms > UFIT Services 
 
     

 

 
 

4. Select the UFIT Computing or Network Services or Enterprise Chartfield Submission Form link or 
the View Form button 
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5. Complete Form Fields (see completed example below) 

• Description – Enter a short description of the purchase in this field 
 
• Type of Service - Choose the required service and corresponding expense account 

code (This is provided in the UFIT PO request email.) 

               

 

• Estimated Amount (Required) – Amount (Must at least put $1.00- Usually recurring monthly 
charges) 

 

• Commodity Code – 81110000-Computer Services (only use this code) 
 

 
• UFIT Customer ID Number (Required) - Enter your 8-digit UFIT Customer Number and the - Letter 

Computing (-C), Network Services (-N), or Enterprise Systems (-E) (XXXXXXXX-C or -N or -E). (This is 
provided in the UFIT PO request email.) 
 

 
• UFIT Work Order Number – Leave Blank unless a work order number is provided in 

the UFIT PO request email. 
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Example of Completed Form 
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6. Add the completed form to the Cart 
 
Once the form is complete select the “ADD and GO TO CART” feature in the upper right corner of 
the screen. 
 

 
 
 

7. Proceed to checkout in the myUF Marketplace  

Select “PROCEED TO CHECKOUT,” in the upper right corner of the screen and then 
complete the Chartfield section. 

 
 
 
 
8. Complete the Chartfield section of the requisition **Please do not change the default supplier 

address** 
 

Please make sure the account code entered in the chartfield string section below matches the 
account code in the corresponding form. If you click the item description it will allow you to review 
the form if needed 

 

 
 

9. Complete the remainder of the requisition process in the myUF Marketplace 
 
• Follow up with your approver to make sure the requisition was approved, and a PO number 

was generated.  These PO numbers will have the prefix FYCWE. 
 
• Until the purchase order has been approved, we will not be able to process payment for the 

charges. 
 
• If the form is not submitted correctly, a replacement PO will be requested by the UFIT Business 

Center via e-mail. 
 
• If you already have a chartfield submitted for payment for recurring UFIT services Computing (-C), 

Network Services (-N) OR Enterprise Systems (-E) and need to use a different chartfield for future 
bills submit a new form using this process and the new ISP PO will replace the old one.  

 
 

If you have any questions, please e-mail the UFIT Billing Team at it-bc-ufitbill@mail.ufl.edu. 
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