Parking Refund Job Aid

UNIVERSITY 0F

SOUTH FLORIDA
: TAMPA BAY

Bull Marketplace - Accounts Payable

Purpose: To provide a job aid for submitting a Request for Parking Refund in Bull Marketplace.

Navigation: | Navigate in Bull Marketplace to Shop > Showcases > Forms > Request for Parking Refund

Parking Refund Job Aid

Requests for Parking Refunds are now submitted directly to Accounts Payable in Bull Marketplace.

On the Shopping home page in Bull Marketplace select the Request for Parking Refund form.
Shopping
! Shop o2

Search Everything ~ | | Product Keywords, Description, Supplier, Manufacturer B

Advanced Search

Shortcuts Browse
Favorites | Forms Suppliers | Categories  Contracts

Organization Message ? Showcases o7
Welcome to Bull Marketplace! We will be Live with additional Selutions on Octaber 7. . =
Do NOT use forms listed until that date. Eanchiutsupplise :

G [ <] ] [ &

While the home page is changing in preparation for Go-Live, only Suppliers solution is

live and should be used to request new suppliers. BI0ORAD BIIRI.I HA CUF@EW @u"‘!‘-’w ﬁﬂlm

Help contacts are also available as listed.

(g [ < [Kq [ <4
Gragpat | o | SBoRe | Office é:::ﬁ —
My Requisitions. o7
(@ View as Graph  (0) View as List v Forms ?
3 Requisi‘liur* Paymentli | Request fdii utse B

Fom || Rpmest | kg | ppprovs

2 Form for non- Form
catalog items pirectia Request for UTSE Form
Inveice Parking Refund
1 o

Review the Refund Request Form Guidelines and select Next.

< Back to Shopping Home
Request for Parking Ref... Instructions Request Adtions w | History 2

Form Number 387475

Pupose  Chack Request Refund Request Form Guidelines

Status Incomplete
Refunds will be reviewed for appropriateness and may not be approved for payment. Please provide all supporting
Wnstructions documentation if required for approval.
Suppher o Requests for refunds can have multiple recepts
) * Rejected Refunds go back to the onginal requestor.
o Refund requests that are not in will not be p Please pay close attention to chantfield requirements
Review and Submit Requred Chartfield Include:
© Operating Unit
Form Approvals ® Fund

® Account

Leave all other fields BLANK.
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Parking Refund Job Aid

Search for and select Single Payment Vendor.

< Back to Shopping Home

Request for Parking Ref...  Supplier

Request Actions w  Hitory 7

Form Number 397449

Supplier* .
Purpose Check Request Single Payment VE]
Status Incomplete SINGLE PAYMENT VENDOR
Instructions Request New Supplier
Supplier
Questions
Review and Submit
Form Approvals

¥ Required

< Previous Save Progress MNext >

Additional fields will appear. Fill in the remittance information and select Next.

"¢ Back to Shopping Home -

Request for Parking Ref...  Supplier

Request Adions w  Histery 7
Form Mumber 387782

Purpose Check Request Supplier™ SINGLE PAYMENT VEMDOR
Status Incomplete Supplier Search |
nstructions Remit-To Address
Supplier Contact Name ™
Questions Strget 1%
Street 2
Form Approvals Street 3
City ™
State ®
Zip*
Country ™ -
Email * =
Phone

International phone numbers must begin with =
Toll Free Phone

International phone numbers must begin with +

Internationsl phone numbers must begin with +

* Required

€ Previous Save Progress
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Parking Refund Job Aid

Complete the refund

™ Shep Fhapping

details and select Next.

View Forms w & Check Request Infan
Purpose Check Request T T
Status Incomplete
Invoice Details
[Ehucin: Please fill out the Refund Request Form completely and accurately, Please attach all supporting documents. (1.E. Receipts, Transactional Backup Dx etc...)
S ¥ What Campus is this for2*
Questions O Tempa
Codes () Sarasota
() St Pete
Additional Information 'y
Request Date *
Review and Submit
m
Ferm Apprevals /el ey
Invoice Number (Reference#) *
Line Description ™
Request for Parking Refund
1974 chaeacters remaining
Currency
uso i
Amount *
a
v
Please add supporting documentation (if
necessaryl:
No File Attached
Upload
Upleaded attachment will be copied te the invoice.
s Bevist g B o lliiva r D, 2P sartinne s alele 43 LINA AT D RTIIET. o LT MU, S Y ST T ALEEEATBRRIEES
Complete the chartfield information and select Next.
Request for Parking Ref... Codes Request Actions w  Hitory 7
Ferm Number 387782
Purpose Check Request © Errors
P! e  Required field: Aceount: Line
Status Incomplete ® Required field: Fund: Line
® Required field: Oper Unit: Line
Instructions
Supplier L Accounting Codes
CQuestions v LINE
GLUnit  Oper Unit Fund Account Dept Product  Initistive  PC BusUnit  Project/ Budget .
Codes Activity  Reference
Additional Information 4 U??] o o o
. B Required Required Required
Review and Submit field field field
Form Approvals
Add alternate distribution for | Discount ~| [ Go |
* Required € Previous
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Parking Refund Job Aid

Location and PO Business Unit are not required for the Request for Parking Refund. Select Next.

< Back to Shopping Home

Request for Parking Ref... Additional Information

Form Number 387782
Purpose Check Reguest
Status Incomplete

General Information

Location
Sslect from al vahses
Instructions PO Business Unit

Select from all values
Supplier

Questions

Codes

A N S ¢

Additional Information

Review and Submit

Form Approvals

Request Actions w Histary 7

* Required ¢ Previous Mext »
Once you have completed all required fields review and Submit.
€ Back to Shopping Home
Request for Parking Ref... Review and Submit Request Actions w | Himory | T
Sl U ST + Required Fislds Complate
Purpose Check Request
Status Incomplete
Section Progress
Instructions Supplier ”
Supplier + Questions "
Questions v Codes v
Codes o Additional Information 4
Additional Information v
Review and Submit
Form Approvals
< Previous

Add to Favorites

Select the Form Approvals tab to view the current workflow step.

< Back to Shopping Home

Request for Parking Ref... Form Approvals

Form Number 387782

Purpose Check Request 2

Status Under Review -» Admin Services A Saview
Submitted Active Future ™t

Instructions 8/22/2019 3:44 PM View approvers View approvers

Simpher v

Questions v

Codes v

Additional Information v

Review and Submit

Form Approvals

Request Actions w  Mistory 7

Create Non PO Invoice

Future ™ /%

Finish
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Parking Refund Job Aid

If the Request for Parking Refund is returned by an approver you will receive a notification.

MNotifications

Form Request Review Workflow

Form Request Returned

Request for Parking Refund - Form Request Returned

Click here to see all notifications

Use Documents Search to locate the original request.

# Documents > Document Search > Search Documents w Document Search

« Back to Edit Search Start New Search

Showing 1 - 5 of 5 Results All Dates

3
Search Details ? Results Per Page Sortby:[Bestmaten |

Form Name Form Number Form Purpose Form Status Workflow Step Workflow Assignee Form Type
Search Terms

Request for Parking Refund 394042 Check Request Returned

Check Request Form
Form

Select History to see the reason for the return.

W Shop » Shopping » View Forms w Instructions
< Back to Shopping Home

Request for Parking Ref...  Instructions Request Actions v ?
Form Murnber 397449

Pupose  Check Request Refund Request Form Guidelines
Status Incomplete
Refunds will be reviewed for appropriateness and may not be approved for payment. Please provide all supporting
Instructions documentation if required for approval.
Supplier # Requests for refunds can have multiple receipts.
» Rejected Refunds go back to the original requestor
Questions

Refund requests that are not in compliance will not be processed. Please pay close attention to charffield requirements

Review and Submit Required Chartfield Include:

* Operating Unit
Form Approvals * Fund

* Account

Leave all other fields BLANK,

> Filter History

20 Per Page =

1-13 of 13 Results

Old
Date « User = Action = Section = SubSection = (Context = Field Value New Value Note
9/18/2019 Corey Kelly Registration Returned Form Request Workflow: Please update the
1:26 PM to Requester Admin Services description field,
9/18/2019 Corey Kelly Form Request Form Request Workflow:
1:25PM Assigned Admin Services

You may update the form and resubmit.
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Once fully approved an invoice will be created. You can select the invoice number to view.

Request for Parking Ref... Form Approvals Request Actions w | History 7

Form Number 391308

P Check Reguest . . . .
— . Y Admin Services AP Review Create Non PO Invoice v
Status Approved
Invoice e Submitted Approved ¥ Approved v Completed v Completed
9/6/2019 11:50 AM + Corey Kelly + Richard Coleman 956/2019 11:32 AM
Instructions
Supplier v
Questions v
Codes v
Additional Information v

Review and Submit

Form Approvals

On the invoice you can review the payment status, and once paid, the payment information.

[0l Accounts Payable > Invoices and Receipts » Search for Invoices w  » Summary - Supplier Invoice

Invoice: V0000729 Summary Document Actions w  History | (=) ?
Request for Parking Refund

Theinvoice contains one or more non-PQ invoice lines, They are excluded from the matching.
Suppiier Invoice No:  B95637 i 9

Supplier SINGLE PAYMENT ... Expand Al Collapse All
Status Completed
Document Totak 25.00 USD
General

Invoice

Summary Invoice Type Invoice

General Invoice Number Voooo729

Supplier Invoice No. 895637
i Supplier Name SINGLE PAYMENT VENDOR  mare info

Note/Attachments

Payment Information
9/6/2019

Accounting Date

If the request is rejected by an approver you will receive a notification.

MNotifications

Form Request Review Workflow

Form Request Returned

Request for Parking Refund - Form Request Returned

Click here to see all notifications

To review, use Documents Search to locate the original request.

W Documents > Document Search > Search Documents w Document Search

« Back to Edit Search Start New Search

Showing 1 - 5 of 5 Results All Dates
f
ot Dot s 17 Resparpage T
Form Name Form Number Form Purpose FormStatus  Workflow Step Workflow Assignee Form Type
Search Terms Request for Parking Refund 394042 Check Request Rejected Check Request Form

o)
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The Form Approvals tab will show rejected. Select History to view the reason for the rejection.

€ Backto Results

Request for Parking Ref...

Form Mumber
Purpose

Status
Instructions
Supplier
Questions

Codes

394042

Check Request

Rejected

Additional Infermation

Review and Sul

brmit

Form Approvals

1-18 of 18 Results

Date ~

9/18/2019
1:20 PM

9/18/2019
1:20PM

918/2019
1:29 PM

User =

Corey Kelly

Systern

Corey Kelly

1 of 5 Results »

-

Submitted

<

918/2019 1:28 PM

LS S U N

Action =

Form Request
Rejected

Ferm Request
Rejected

Ferm Request
Assigned

Form Approvals

Admin Services -
Canceled (Rejected) X Rejected
% Corey Kelly 9/18/2019 1:29 PM
Oid
Section = SubSection = Context = Field Value Mew Value

Form Request Workflow:
Admin Services

Form Request Workflow

Form Request Warkflow:
Adrmin Services

Beguest Actons w|

20 Per Page «

MNote

This is a duplicate
request,

Rejected requests cannot be resubmitted. If this payment is to be issued in the future a new request will be

required.
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