UF|c = v Instruction Guide
Resource Services
Training and Organizational

Development
UNIVERSITY of FLORIDA Splitting a Distribution in the Requisition
Overview

A split distribution is the use of two or more different ChartField strings used to pay for
an item. myUF Market allows requisition edits per line or at the header for all lines.

To process a split distribution in myUF Market, make sure you edit the ChartFields at the
line level, not the header level; this will cause an error. This guide is for the requestor
only.

To access myUF Market as a requestor:
a. Log on to http://my.ufl.edu using your Gator Link username and password
b. Click Nav bar = Main Menu = Financials = eProcurement > myUF Market.

Editing at the Line Level

1. From within a Draft Requisition, click the ChartFields tab in the arrow shaped
ribbon at the top of the page. For help see the “Completing a Requisition in myUF
Market” instruction guide.
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2. Scroll to the bottom of the screen and locate the product you want to split. Click the
edit button on the right side of the screen at the level of the item to be split.

For selected line items | Add To Favorites E m
Grainger $ £ 0 moreinfo..
Free Shipping
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 Sunscreen Pk50 jig = moreinfo. 2AZ93 EA 30.60 1EA 30.60 UsD
Accounting Codes 1 (same as header) -
2 Beverage Cooler 1 gal. Black # B moeinfo. 2EHE9 EA 2431 1EA 24.31UsD
Accounting Codes 1 (same as header)
Supplier subtotal 54.91UsD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, Subtotal 5491
and workflow approvals. Total 54.91 USD

Processing the Split Distribution

3. Selecting the edit button opens up the chartfield string for that item.
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a. Scroll to the far right in the ChartField string.
b. Click the link “Add Split”.

?7 X
Dept Flex UFID PC Business Unit Project Activity ID CRIS
split

Select from all values... Select from all values... Select from all values... Select from all values... Select from all values... Select from all values...

Cancel

4. A new dropdown appears. The system has added a second ChartField line, copying
the entries from the first.

a. Enter the amounts of the split distribution.
b. Modify the entries as needed.

5. Scroll to the right again and click the Recalculate Validate Values link. It will
check all the entries and find any errors.
e Fix the errors.

6. Click the Save button.

? X
Project Activity ID CRIS Amount of Price E| add split
30.00 remaove
Select from all values... Select from all values... Select from all values...
0.60 remaove
Select from all values... Select from all values... Select from all values...
Line subtotal: 20.60 USD  Split Total 20.60 USD add split
Crecalculate f validate values)

For further assistance, e-mail procurement@ufl.edu, contact Procurement Services Help
Desk at 392-1335, or visit http://purchasing.ufl.edu/departments/myufmarket/default.asp.
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