Accessing UVA Marketplace
and the America To Go (ATG) Punchout

Accessing UVA Marketplace

1. Search and select ‘Connect to Supplier Website’ on your Workday Home screen.

Note: You can also set this as a ‘Shortcut’ in Workday for easier access to this Task. Information
can be found on PGs 9 & 10 of this Quick Reference Guide (QRG).
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A screen like to the one below should appear.
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https://uvafinance.virginia.edu/sites/uvafinance/files/2022-09/UVAFST_QRG_WorkdayNavigation%20%282%29.pdf

2. If needed, change your ‘Deliver-To’ address and add any worktags.

Notes:

- You can change your default ‘Deliver-To’ address in Workday for easier access to UVA
Marketplace. Information can be found on this Quick Reference Guide (QRG).

**The ‘Deliver-To’ address on this screen does not have to be the exact address in which

your America To Go (ATG) order is to be delivered. This is solely for the purposes of

accessing UVA Marketplace.**

- Worktags are not a requirement to access UVA Marketplace. You may choose to enter these at
the beginning stage of your ordering process (i.e., this screen) or at the checkout stage of your

o

ordering process.

EX:

Deliver-To

Ship-To

Gift

Search =
Active Locations by Hierarchy >
By Location Hierarchy 5

(nonhierarchical)

Locations

Deliver-To by Ship-To Locations

Deliver-To

Ship-To

Gift

Grant

Designated

Project

Fund

Cost Center

Function

Search

& Deliver-To by Ship-To Locations

N

Carr's Hill Field Support Facility

Carr’s Hill Pump House

Bryan Hall >
Bryant Hall At Scott Stadium >
Campbell Hall >
Carl Smith Clock Tower >
Carr’s Hill / Buckingham Palace >
Carr’s Hill / Guest House >
Carr's Hill / Leake Cottage >
Carr's Hill / President's Garage >
Carr’s Hill / President's House >

>

>

>

Carruthers Hall

Deliver-To

Ship-To

Gift

Grant

Designated

Project

Fund

Cost Center

Function

Search

€ Carruthers Hall

@ Carruthers Hall > Floor 01

Carruthers Hall = Floor 01 >
141A OFFICE SERVICE

Carruthers Hall = Floor 01 >
141 MAIL ROOM

Carruthers Hall = Floor 01 >
142 OFFICE

Carruthers Hall = Floor 01 >
143 OFFICE

Carruthers Hall = Floor 01 >
144 OFFICE

Carruthers Hall = Floor 01 >
145 OFFICE

Carruthers Hall = Floor 01 =
146 OFFICE

Carruthers Hall > Floor 01 >
147 OFFICE

Carruthers Hall > Floor 01 >
140A OFFICE CUBICLE

o |



https://uvafinance.virginia.edu/sites/uvafinance/files/2022-09/UVAFST_QRG_ChangeMyWorkSpace.pdf

3. Once you have entered all required information, click ‘OK’, and a screen like the one below should

appear. Click ‘Connect’.

Connect to Supplier Website

Click for Quick Reference Guide

Company Requester
The Rector & Visiters of the University of Virginia Devon Stribling

Supplier Websites 1 item
Logo Supplier Link Name

UVA Marketplace

ETUVAL

Currency
usD

Multi-Supplier Supplier

Deseription

UVA Marketplace

4. |If successful, the UVA Marketplace Home screen will appear. Select the America To Go (ATG)

Punchout/Catalog tile to be taken to their catering ordering platform.

oM a2

(askfinance@virginia.edu), and a member of the Strategic Sourcing
team will respond accordingly.

Effective 12/15/2023, Procurement & Supplier Diversity Services is
pleased to announce that RGH Enterprises has a new punchout catalog
in the UVAMarketplace. Instructions on how to navigate through the
punchout are found * HERE *.
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NOTE: Additional resources and Quick Reference Guides (QRGs) for the America To Go (ATG) punchout

can be found here.


https://uvafinance.virginia.edu/resources/america-go-atg-resources

