Columbia University Finance Training

Job Aid: Entering Your Admin Department in ARC Requester Defaults

If the Admin Department is not populated in your CU Marketplace user profile, your ability to view documents in the
CU Marketplace will be restricted and you will not be able to submit CU Marketplace Requisitions. In most cases, this
information is populated on the CU Marketplace user profile from PAC but not all Employees have a Level 8 Admin
Department Assignment in PAC. If the Admin Department is not assigned, you can populate it using the ARC
Requester Defaults page which will update the CU Marketplace. This job aid details the steps for populating your
Admin Department in ARC.

Entering Your Admin Department in ARC Requester Defaults
1. Log into My.Columbia http://www.my.columbia.edu, click on the ARC tab and then Go to ARC.
2. Once in ARC, click the Buying and Paying tile and then click the Update Requester Defaults tile.
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The Requester Setup appears with the Find an Existing Value tab.
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2. Enter your UNI in the Requester field. You can enter the UNI of a colleague if you are entering the Admin
Department on their behalf.

3. Click the Search button. The Requester Setup information appears.
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If the Admin Department field is blank, you can select the appropriate Admin Department using the dropdown
menu. If this field is populated from PAC, it cannot be edited on this page. If you believe the Admin Department
shown is incorrect, please contact your Departmental Administrator.

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

October, 2023


http://www.my.columbia.edu/

Columbia University Finance Training
Job Aid: Entering Your Admin Department in ARC Requester Defaults

New Window | Help | Personalize P4l

T Create Requistions [—]

171 Requisition Management

Raquester: (il Look Up "Admin Department x
i Jaggaer SchoolDivision Setup Helo
= N Department D | begns with v || 1
1 Change Order Processing “Ship To 1052020212 e —
*Bill To Location 1D 1020050501 e I raca
] Purchase Order Review cear || Cance | Basic Lookup
“Phone 212/554#-‘ =
i1 Receipt Processing B search Resuts
“Admin Department Tiew 100 T L]
1 Suppher Review
Department ID Description
77 Voucher Entry Accounting Defaults it
5|[Q :
T Voucher Inquiry D CilES 4002102
1 P-Card Reconcile Transactions Percentage O BUs! 4002103 chaology “Project “Activity “Initiative “Segment
4002104
W Approvais v 1 100001 \COLUM @ 0,05 3 a o Q25000 Q 00000000 Q
W Voucher Maintenance -

Al Reporting and Monitoring

-| RetwmtoSearcn | [ttty |

5. Select the appropriate Department ID or Description. The ID and Description will appear in the Admin
Department field. This information can be edited, if necessary.
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6. Click the Save button.

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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