Submitting Chartfield for Payment for UFIT Research Computing 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-Research Computing (-R) 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 RC service that was
requested and will include the UFIT customer number (-R), expense account code(s), amount(s),
and work order number 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

Yuf marketplace

Al » Search (Alt+Q) 1.00USD =
Home
Simple Advanced Goto: Non-Catalog ltem  Favorites Shop  Quick Order Browse: Suppliers = C¢
Search for products, suppliers, forms, part number, etc
Forms
Welcome to myUF Marketplace!
FISCAL YEAR END DEADLINE: R isiti f $150,000 cl d rl a d
: Requisitions o 000 or Service Requisition = Enabled Vendor Agreement Intake )
more on state appropriated funds* that will require a Form Quote Form Form for Depart... Confirmation Amount Only
competitive solicitation should be submitted no later than Service Requisition Enabled Vendor For Agreement Purchanoerrlzequest Request for Goods
March 31, 2025, to ensure FY25 funds are encumbered. Form Quote Form Review Only
*Funds 101-113, 121-122,126,132, 191-192, 196, 221-222, 570-
579
myUF Marketplace Quarterly Upgrade is in effect as of Laboratory Supplies/Research/Clinical
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3. Navigate to the forms Shared > Organization Forms > UFIT Services
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4. Select the UFIT Research Computing Chartfield Submission Form link or the View Form button
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5. Complete Form Fields (see completed example below)

o Description — Enter a short description of the purchase in this field

o Type of Service - Choose the required service and corresponding expense account
code (This is provided in the UFIT PO request email.)

Please select...

Research Computing Consulting IDC - 711375
Research Computing Hardware Non-IDC - 711750
Research Computing Service IDC - 711775

e Total Amount of Order —

If paying with a single chartfield, enter total amount of order

OR

If paying with multiple chartfields, enter amount for line 1 of split (Additional lines will require separate
forms to be submitted)

o Commodity Code — 81110000-Computer Services (only use this code)

e Customer ID Number (Required) - Enter your 8-digit UFIT RC Customer Number including the -R
(XXXXXXXX-R). (This is provided in the UFIT PO request email.)

e Work Order Number (Required) — Enter the Work order number (This is provided in
the UFIT PO request email.)



Example of Completed Form

UFIT Research Computing Chartfield Submissien Form 4]
Supplier Info

UNIVERSITY af

UF [FiORIDA
Lilized to provide UFIT Billing with necessary Chartfield information to bill for services rendered. These services include UFIT Research Computing Services.
Please select the type of service and enter 2 short description in the field provided.
Noter Ressarch Computing Service 711773 and Research Computing Cansufting 7171373 sanvice types ars IDC non-exempt. Only the Research Computing Hergiware
711750 s IDC exempt.
Enter your UFIT Customer Numier in the bottom portion of the screen. This is & required field.
Split Chartfields (Optional) - |n order for split ChantFields to process. separste line items within the same PO are required. Create 2 new UFIT Research Compating

Request Form to represent each Ene of the split. Emter the exact amount of the split allocation for the line that each form represents. Once all forms have been
submitted, each line should be edited to update any other ChartField fields as needed. Do not use the ‘Add Split’ function.

Amourt - If single CF being used for full payment, enter total amount of onder OR if multiple CF's being usad for payment, enter amount of 1=t [ine of spht.

If single: CF used for full payment choose *Add and Go to Cart” OR if multiple CF's being used choose ‘Add to Cart and Retwm.

Rev March 24, 2023
NOTE

Existing Supplier

Supglier %

Fulfillment Addrazss

Order Information

Description %

Type of Service:

Amount {(does not encumber) Full Amount
orLine 1 of Split %

University of Florida
UFIT Research Computing
UFIT Res=arch Computing

PO Box 112099
Gainesville, Florida 32611 United States

Brief Description of Purchase

A

ning sxpand | ckar

Resaanch Computing Hardware MordDC - 7117 s

<\

Enrter Line Amt

Please use Commaodity Code 81110000 - Computer Services in the field below.

Commedity Code %

UFIT Customer ID Humber

Customes |0 Number [Reguired): %

UFIT Work Order Number

‘Wark Order Nurniber (Riequired):

81110000 Eale

Enter the amount for this account
code/chartfield line in the PO (all PO line
amounts combined should total the full
amount of the work order)

BOOCOOCKER

00K

M




6. Add the completed form(s) to the Cart

If the work order has only one expense account code AND a single chartfield string is being used
for payment, select the “ADD and GO TO CART” feature in the upper right corner of the screen.

0 8 o] N

OR

If the work order includes charges related to more than one expense account code or multiple
(split) chartfields will be used for a single expense account code, additional forms must be
submitted for each line (under the same requisition) by choosing the “ADD to CART AND
RETURN?” feature from the drop-down menu in the upper right corner of the screen.

© & o

Add to Cart and Return
Add to Cart
Add to Draft Cart

Add to new Cart

Submit any additional forms as needed to match each service and corresponding expense account code
and/or chartfield split to match the UFIT PO request e-mail. This will create a separate line for each form on

the PO.

After all form(s) are submitted, select the “ADD and GO TO CART” feature from the drop-down
menu in the upper right corner of the screen.

0 8 o] N



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.

-, ... Assign Cart Proceed To Checkout

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

If the purchase includes only one expense account code, please make sure the account code
entered in the chartfield string section below matches the account code in the corresponding form
and then go to step 9.

Source PC
Budget of Dept Business Activity Resource Resource Resource
Dept Id Fund Program  Account Reference Funds Flex UFID Unit Project ID CRIS Type Category SubCategony
novalue novalue novalue novalue CRRNT no no no no value no no no no value novalue no value
@Required @ Required @ Required @ Required Current value  value value value value  value

OR

If the purchase includes multiple expense account codes and/or multiple chartfield strings scroll
down to the Items section. Click the “Line ltem Actions” buttons and click “Accounting Codes 1” to
enter the chartfields for each line, and make sure the account code matches the one referenced
on the corresponding form. If you click the item description it will allow you to review the form if
needed. Click the “Save” button when you are finished entering the chartfield information.

requres ar

University of Florida - 2 ltems - 100.00 USD O ::Jir:' :\
Requirect P

~ SUPPUERDETAILS % UFIT Reseorch Gomputing- URIT Reseasch Compu -

Contract novaie PO Number To Ba Assignad

Customer Number nevalue Quere numéer no valie

Catalog No SizsPackaging Unit Price Quantity Ext. Price

50.00 Qe 1 50.00
Override
Supplier

o value o vale

Delivery Options

81110000 / Computer senvices. sanformaion

Accounting Codes 1

Add Remove

movake

novalue Requires Sourcing

]
Add 10 Favorites

Resource: Rescurce
Deptid Fund Pregram Account Budget Referenca  Souros Of Funds  Dept Flex UFD PCBusiness Unit  Projct ActivyID cris ResowrcaType  Caregory SubCategory  BudgetDste | aqd to Draft Cart



After the chartfields appear for the other lines, you can use the “Edit Accounting Codes” button to edit the
remaining chartfields.

University of Florida - 2 ltems - 100.00 USD ]
~ SUPPLERDETALS [ # UFIT Aesearch Computing - UFIT Research Compiti. s
To Be Assignad
vaiue novalue
Line hem Catalog Mo Size/Packaging Unit Price Quantity Ext Price
1 Test 50.00 aty:1 50.00 |
~ MEMDETALS | r
navaive novalus
81110000/ Computer services Add
novalue
Add
novalue
~ ACCOUNTING CODES 1 R
Rescurce Resource
Dept Id Fund Program Account Budget Reference  Souroe GfFunds  Dept Flex UFD PCBusiness Unit  Project Activity I cRlg ResowveType  Category SibCategory  Budget Date
14200000 150 CRRNT o value o value no valse novalue navalue navaive o value novalve no value na value novalue
2 Test 50.00 aty:1 50.00 |
~ MEMDETARS | ’
c o value novalue
1110000 / Comguter services. Add
novalue
Add
novale
~ ACCOUNTING CODES 1 ’
Rasource Fesourcs
Dept Id Fund Program Account Budget Reference  Souroe CfFunds  Dept Flex vFD PCBusingss Unt  Project Activity I cRig ResouceType  Category SubCategory  Budget Date
0 valie o value o value na vaiue novalue 0 value 0 value 1o valse novalue novalue navalue no value novalve novalue na value novalue

9. Complete the remainder of the requisition process in the myUF Marketplace

e 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 FYREC.

e Until the purchase order has been approved, we will not be able to close the work order and
generate an invoice and process payment for the charge.

o If the form(s) are not submitted correctly, a replacement PO will be requested by the UFIT Business
Center via e-mail.

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