Columbia University Finance Training

Job Aid: Creating Multi-Year Requisitions in the CU Marketplace

This job aid covers how to create a Multi-Year Requisition for Non-Catalog ..

Those with the Procurement Initiator role can create and submit Requisitions into approval workflow for goods or

services (or both) not available from one our Catalog Vendors.

Initiating a Goods and/or Services Request

Before creating a Requisition, be sure that you do not have any Active Draft Carts. Process, submit, or delete any Draft

Carts so that your new Requisition lines do not get added to the Active Draft Cart. Refer to the Managin

g Carts in the

CU Marketplace Quick for details on how to manage Carts.
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1. Navigate to the Procurement Buying website, click the CU Marketplace logo, and log in using your Single Sign On.
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The JAGGAER application launches.
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Welcome to the CU Marketplace News and Alerts

>

The CU Marketplace is a procure-to-pay (P2P) solution enabling you to efficiently shop for goods and
services, request and manage service contracts, and make seamless payments to vendors and suppliers.

This is a section to include exciting news about what's happening in the Marketplace. The text can include
new suppliers brought on to the catalog or outages that are happening in the near future

To get started, select one the tiles below, or click any information icon @ for quided assistance

Orders

Contracts
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Note: The CU Marketplace will automatically time out after thirty minutes of inactivity, consisteht with other
University Enterprise Systems.

2. Select the Shop tile. The Shop dashboard appears.

IT, AV, and Office Supplies and Related Services Lab Supplies, Equipment, and Related Services S ""“S:::E"" S Facilities Supplies and Related Services
3. Select any of the product category tiles.
4. Select the Goods and Services Request Form tile.

Non-Catalog Suppliers

Goods and Services Request

The Goods and Services Request Instructions page appears.
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&2 COLUMBIA UNIVERSITY 0 - s a omw w oM 410
¢ Procurement Request - Facilities Goods and Services Request Form [ Save Progress Next
Onders @ instructions A Suppliers A FomFiclas (%) Review And Submit
Contracts Summal S
e N W“
g o Facilities Goods and Services Request Form -
5 Purpose: This form is used to request facilities non-catalog services and goods. Created Date 4/15/2026
et Form Number 2051172
For non-facilities purchases use the Goods and Services Request Form. For catalog purchases, go to the Shop Dashboard and select the category of Purpose Brocurement Request

. purchase and the desired supplier's catalog to create a cart and requisition
Sourcing

To complete this form, you must select the supplier to purchase your goods or services from. You can verify that your supplier is registered and active
using the Vendor Lookup Tool. If your supplier is not registered and active, please submit a request for resource (RFR) to the Facilities Supplier
Management Steering Committee (SMSC) via Qualtrics. If you do not have access to Qualtrics, please contact Christine Salto at
cs2932@facil.columbia.edu.

Reporting

Administer
If you do not know which supplier to purchase from, contact the Purchasing Department using a Service Now Incident.

Supporting Documentation: Based on the answers provided, the form will display any supporting documentation (e.g., quote, statement of work, certificate
of insurance) that is required to be attached. Once you start this form, you may use the Save Progress button to save your work and return to it at a later
time.

High Level Process

Attach
Complete e
the form R
documents Acc
0
Q Menu Scarch

Powered by Ja JAGGAER 5e acy Poii

The left panel indicates the stages of the form with status indications as you complete the form. While completing
the form, some fields have a Question Mark 9 icon that you can click to get more information about that field.

5. After reading the Instructions, click the Next button in the upper right corner. The Supplier Search screen appears.
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Facilties Goods and Services RequestForm
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No Supplie selected ; Procurement Request

Selected Supplier

Search Registered Suppliers

SMiles v

6. Read the instructions for searching and selecting your Supplier, enter your Supplier, click the Search button and
select the desired Supplier match from the results.
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© Procurement Request - Facilities Goods and Services Request Form - — Proviovs m
" Instructions @ Suppiiers A Form Fields 4) Review And Submit o
Summan 4
Suppliers o] L
Facilities Goods and Services Request Form
Selected Supplisr o P
2051173
Mo Suppler seected - Procurement Request
Search Registersd Suppliers .
St "
Suppler Hame Doiog Buiness An Fllment Certra Acton
% 42 CONSTRUCTION CoRP Ordering i
126 LAND LN, WESTBURY, New Vork 11590-6267
Unted States
Ordering 2 (retered) .
126 LAND LN, WESTBURY, New York 115906247 Selest
Unted States
ACC CONSTRUCTION CORPORATION/ACC CONSTRUCTIGN/ACE  Ordering-1: (preferred) i
CONSTRUCTION CORPORATION 579 EIGHTH AVENUE, TH FLODR, NEW YORK, New
Yor 10018 Unted States
© EAST 32ND STREET, 7TH FLOOR, NEW YORK, b &
New Vork 10016 Unted Sates

7. Click the Next button and on the next page click the Next button again.
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Completing the Purchasing Information Section

1. Select Goods. Services, or Goods & Services.
WCOLUMBIA UNIVERSITY 0 »- Search (Alt+Q) a smowuo w @D 4 20

« Procurement Request * Goods and Services Request Form [ QS Save Progress Previous

/ Instructions. / Suppliers © romFields (%) Review And Submit

Purchasing information

Summa Ell
Purchasing Information -
| veme ]
Goods and Services Request Form v
4/20/2026
0015 Puchions on e O 6oods orm Number 12918%
Procurement Request
® services
() Goods & Services
dity e @ | [cMsunlmmlces v]l

2. Select a (Good or Service) Commodity from the dropdown. The selection of commodities depends on whether
you selected Goods or Services above.

Additional questions may appear based on the specific commodity you selected.

If your purchase includes a Service, an additional question: Is this request for an Independent Consultant or
Sole Provider appears and the Service Contracts section appears.

Select a Service commodity % @ Consulting Services ~

Is this request for an Independent Consultant or Sole Provider? % (O Yes (® No

Service Contracts

Do you have a quote or a contract for this request? ¥ () Quote

(®) Contract
Is there a previously executed Contract for this service(s)? &« @ (O Yes (® No
Has a Contract Request been submitted? ¥ ®ves (ONo

Please provide the Contract Request number. #

If you already have a contract, you can enter a Contract ID. If you are requesting a Contract, you can enter the
Request Number. You can also enter Contract Request information on the Attachments page.

3. Select the answers in each field, as needed.
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Completing the Purchasing Details Section

Select Yes or No for Is the supplier you selected a UwPA supplier? Your selection determines additional questions
that appear on the form. To learn more about UwPAs or to lookup your supplier is a UwWPA supplier, click the Question
Mark icon.

o If you select Yes:
The following questions appear: Is this UwPA purchase over $250,000? and Is this UwPA purchase funded
with Sponsored Funds?

Purchasing Details

Is the supplier you selected a UwPA supplier? ¢ Q. @ @®ves (ONo
Is this UwPA purchase over $250,0007 g Cives (O No
Is this UwPA purchase funded with Sponsored funds? ¥ Oves (ONe

Select the appropriate answers and click the Next button.

e If you select No:
Questions regarding using sponsored funds, if this is a sole source request, and, if it’s not a sole source request,
a dropdown to select a range for the amount of the purchase appear.

Purchasing Details

s the supplier you selected a UwPA supplier? 4 Q@ OYes @ no

Are you using Sponsored funds for this purchase? % @ O Yes '_é.' No

Is this purchase a Sole Source request? % @ (O Yes (@ MNo

Non-Sponsored Competitive Value

What is the amount of this Non-Sponsored service purchase? & Q v

Answer the relevent questions related to the non-UwPA request.
You can select the Save Progress button and return to the form later or can can progress by clicking Next.
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Adding Lines

The page and fields that appear are based on whether you initially selected a Goods or Services, or Goods and Services
request. If you selected a Goods and Services request, the Goods page appears for adding your Goods items. The
Services page will appear next for adding your Services.

You will add a Line for each year of your Multi-Year Requisition.
Adding Goods Lines

« Procurement Request * Facilities Goods and Services Request Form 0 o ‘SeveProgrees Previous

/' inatructions /' Suppiers © FomFieds ) Review And Subma

Summary 51
Items Page
Facilities Goods and Services Request Form -
4015/2026

This section of the request allows. 101t your selected supplier. If you need more than 10 items, you can add them after you complete this form and add it

Multiple Invoices?

Item 1

+Price % uso ity Total 000 USD

1. Indicate Yes for Are multiple invoices expected for this goods purchase? (Amount Only).

Type the Item Description with the number of total fiscal years and this current fiscal year. For example, “3 years
of equipment leasing — FY25.”

3. Enter the Unit Price, Quantity and select the Unit of Measure. If you know the Catalog No. of the item you are
purchasing, you can enter it.

3. To find the Commodity Code for your item, click the Edit button. The Commodity Codes search window appears.

Commodity Codes

Commodity Code Recommendations
No Commity Code Recommendations

Computer
146 0f 6 Results 20 Per Page v

Commodity Code

43210000

43211502

81111600 Computer programmers

81112300 Computer hardware maintenance & support

81112400

8111240001 Computer hardware rental

146 0f 6 Results 20 PerPage &

4. Type your Search criteria, press Enter and click the Select button for the matching Commodity Code. The
Commodity window will suggest Commodity Codes based on what you typed in the Item Description Box.

5. Click Yes for Would you like to add another item?.

6. Repeat the steps above for each fiscal. For each Item Description enter the fiscal year for the corresponding Line.
For example, “FY26 - year 2 of equipment leasing”, “FY 27 - year 3 of equipment leasing”, etc.

7. After entering your final fiscal year, Click No for Would you like to add another item? and click the Next button.
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Adding a Services Line

< Procurement Request * Facilities Goods and Services Request Form [P Save Progress Previous
/ Instructions A suppliers © FomFields (%) Review And Submit
Purchasing Informatior Services Goods hiems Required Attachments Contract Request Information Contract Request Information
Instructions @ SNy i
% o Facilities Goods and Services Request Form v
Service Items

22051173
Procurement Request

Services are set up as Amount only line items and must have a quantity of 1. Enter the total amount as the Unit Price. Complete all required fields.

If you are performing a Change Request set the quantity to 0 to cancel a PO line. This will cancel the PO line after request is fully approved.

Service Period

Enter the dates for the entire service period here. f this request s for a multi-year service indicate the period in each line description.

ervice Start Date [-:]
ce End Date %
Service ltem 1
Service Line 1
Description %
“
0 cha m
Unit Price % usp Quantity % Total 0.00 USD
Un EA-Each
Edit
Line ltem Type % Services

1. Inthe Service Period section, Enter the Service Start Date and Service End Date for entire service period.

2. Inthe Service Item section, type the Item Description with the number of total fiscal years and this current fiscal.
For example, “3 years of consulting services — FY25.”

3. Enter a Unit Price, and Quantity (usually 1).

4. To find the Commodity Code for your service, click the Edit button. The Commaodity Codes search window
appears.

. x
Commodity Codes
Ce dity Code dati
No Commodity Code Recommendations
Computer
16 0f 6 Results 20 Per Page v
Commodity Code Deseription
43210000 Computer equipment & accessories =2
43211502 High end computer servers Select
81111600 Computer programmers
81112300 Computer hardware maintenance & support
81112400 Computer hardware leasing
8111240000 Computer hardware rental Select
1-6.9f 6 Resuts 20 Per Page &
Close

5. Type your Search criteria, press Enter and click the Select button for the matching Commodity Code. The
Commodity window will suggest Commodity Codes based on what you typed in the Item Description Box.

5. Click Yes for Would you like to add another item?.

6. Repeat the steps above for each fiscal. For each Item Description enter the fiscal year for the corresponding Line.
For example, “FY26 - year 2 of consulting service”, “FY 27 - year 3 of consulting service”, etc.

7. After enter your final fiscal year, Click No for Would you like to add another item? and click the Next button.
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Job Aid: Creating Multi-Year Requisitions in the CU Marketplace

Uploading Required Attachments

Based on your Purchasing Information details and the Goods and or Services lines that you added, the Required
Attachments page will display the required attachments (indicated with an asterisk *) that you must upload for your
purchase. Only upload the documents that have been indicated on this page as required.

If necessary, you can click the Save Progress button in order to obtain any required documentation and return to the
form later.

« Procurement Request * Facilities Goods and Services Request Form fy - Save Progress Previous.
./ Instructions / Suppliers © rormFields (4) Review And Submit
Purchasing Information Services Goods ltems Required Attachments Contract Request Information Contract Request Information
- Summary =l

Facilities Goods and Services Request Form ~

Please submit all required documents listed below. Refer to the Purchase Requisitions and Purchase Orders Palicy for additional information. 4/15/2026

22051173

Quote/Proposal awarded & Q. No File Attached Upload Purpose Procurement Request
Uploaded attachment will be copied to the voucher.

Certificate of Insurance 4 @ NoFile Attached | Upload

Would you like to add any additional attachments? OvYes ONo

k Response Is Required | Q. Field Name Is Searchable

1. Click the Upload button for each required document indicated to upload the file that satisfies the requirement. The
Upload window appears.

Upload X
Title #
File % Choose File | No file chosen

Maximum upload file size: 25.0 MB

Save Changes Close

2. Inthe Title field, enter the type of the document you are uploading (i.e., SOW, COI, Quote), click the Choose File
button to search and select your document file, and click the Save Changes button.

Additional Attachments

You have the option to upload additional documentation that you may be need to explain the transaction. Only upload
Additional Attachments if you have been requested by the Purchasing Team to do so.

Select Yes for Would you like to add any additional attachments. Additional Attachment fields for you to upload up
to five documents.

Would you like to add any additional attachments? E_i_i- Yes O No

Additional Attachments

Attachment #1 No File Attached Upload

Uploaded attachment will be copied to the voucher.

Attachment #2 No File Attached Upload

Uploaded attachment will be copied to the voucher.

Be sure to scroll down to view if you are required to provide a Contract Request Number in the Attachments for
Contracts section.
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Completing Contract Request Information

If you selected a Service that requires a Contract and indicated in the Purchasing Information page that you did not have
a Contract, the Contract Request Information page appears. You must submit a Contract Request and copy/paste the
Contract Request Number.

e F Request * Facilities Goods and Services Request Form @ - Save Progress Previous Next

/ Instructions ./ Suppliers © romFields (%) Review And Submit

Contract Request Information

Summai
Contract Request Information ) 2
el |
Facilities Goods and Services Request Form v
reated Date 41512026

The purchase order (PO) for this request also requires a contract. Since a contract was not indicated In the Purchasing Information page, visit t 22051173
Once submitted and you have the Contract Request Number, return to this form to enter the Contract Request Number. Purpose Procurement Request

Note: For the Contract Request Template select “Contract for Use with a PO" as the template.

quest Number ¢ Q

Q Searchable | *

1. Click the Contracts Home link to initiate a Contract Request. A new tab will open in your browser to the
Contracts dashboard.

&2 COLUMBIA UNIVERSITY @  Vouchers - Search (Alt+Q) Q o000 w o D O 20
Dashboards + Contracts a +
Cantract Mansger Contract Not Assaciated With Payment (PROPOSED) Contract Requester Contract With PO (PROPOSED) Cantract Without PO (PROPOSED Contracts Events And Catering >

Contract Request Tool

Contracts ()
Where Columbia policy does not permit procurement of goods or services solely through the use of a Purchase Order, a iy Co esis

— more detailed contract must be requested. This could be a contract required to issue a purchase order, a contract to hire an ViewSsied sesrches
individual or entity for consulting services, or for on-site and off-site events.

conTracTs Ifvou have the Requester role, you can submit a Contract Request.

2. Click the Request Contract link to initiate a Contract Request. Refer to the Requesting a New Contract job aid for
instruction.

&2 COLUMBIA UNIVERSITY 0 4+ s a oouo ® O™ 4 20|
« Contract Request * Training Request 3 & ave Progre “
@ instructions / Details / Attachments A Questions 5) Review And Complete
S
Instructions & ummary -
[ e
Training Request
Purpose: This & sest for a contract for use with a Purchase Order Cre it z‘(:;;:::
et tve xakup Tagl 1f you cannot F Contract Request

What's next?

Supporting Documentatio

oims & Documents Libeary (D Show skipped steps.

Draft

e Progre: ata later tme

3. Copy the Form Number from your Contract Request.

4. Return to the tab with your Goods and Services Request to paste your Contract Request Number in the field. Do
not forget to complete the Contract Request and submit it into workflow.

« Procurement Request * Facilities Goods and Services Request Form @ - Save Progress Previous

/ Instructions / Suppliers © FomFields 1) Review And Submit

Recured Attachments Contract Request Information

Summary A

Contract Request Information

Facilities Goods and Services Request Form v

41512026
The purchase order (PO) for this request also requires a contract. Since a contract was not indicated in the Purchasing Information page. visit the Contracts Home and create a Contrac m Num 22051173
Once submitted and you have the Contract Request Number, return to this form to enter the Contract Request Number. P e Procurement Request

Note: For the Contract Request Template select ‘Contract for Use with a PO" as the template.

Q Field Name Is Searchable | % Response is Required
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Completing Your Requisition

1. From the Attachments page, click the Next button. The Review and Submit page appears.

&« Procurement Request * Facilities Goods and Services Request Form 3 - Previous AddAndGoToCat | v
/' Instructions /' Suppliers /' Form Fields © Review And Submit
Review and Submit (@] o Surmery, !
| wowen
Facilities Goods and Services Request Form v
@ Suppliers Edit Cre t 4/15/2026
For 22051173
Name Address Phone Purp Procurement Request
4A Construction Corp Ordering-1: 128 LAND LN, WESTBURY, New York 11590-6247 United States
@ Form Fields
(©) Purchasing Information Edit
@) Services Edit
() Goods ltems Edit
(©) Required Attachments Edit
(@) Contract Request Information Edt
(©) Contract Request Information Edit

Green checks ¥ appear to indicate that all required fields are complete.

Click the Add and go to Cart button. The Shopping Cart screen appears.
You can select the option to Add to new Cart so items in this Request are not added to an Active Cart.

&2 COLUMBIA UNIVERSITY 0 N-  swhana A ow e oW 420
« Procurement Request * Facilities Goods and Services Request Form - Previous

/' Instructions +/ Suppliers +/ Form Fields © Review And Submit

Review and Submit

© Suppliers

Name Address

Pur

4A Construction Corp Ordering-1: 128 LAND LN, WESTBURY, New York 115906247 United States

Click the dropdown menu next to Add and go to Cart and select Add to new Cart.

You can now Proceed to Checkout to submit your Request as a Requisition for approval. For details refer to the CU
Marketplace Requisition Checkout Quick Guide.

Checking Out Multi-Year Requisitions

In addition to ensuring that you have you populated your Billing/Shipping Addresses and your Accounting Codes
(ChartString) information (refer to the Requisition Checkout Quick Guide), you must select the Multi-Year PO flag for
the Requisition and set the Budget Year for each Line Item.

Selecting the Multi-Year PO Flag

PO 2 COLUMBIA UNIVERSITY @  Vouchers - Search (A=) smou w | 0 0 Os@
Requisition + 4213050 ® & 0 - hesign C Place
. Sumens Toxea/StH 2 Comments i i
[}
e General , ‘Shipping ¢ Biling P Summary 5
o *Nem, 20250130 2224801 shipTo BilTo © con
You -
i novarue Shipping address code  61SWISTSTS Billing address code 2000033432
Eric Zareisky Gontact Name Erc Zaretsky Contact Name Eric Zaretsky
s Vagelos P&S
& rc Zaretsky 630w 1681 St
FLO3, RM3432
1 FHR Human Resources (1403102) cunie
New York, NY 10032
Select United Sates
& -
Billing Options Total (15,000.00 USD)
o3 novatue Accounting Date e Whats next for my order?
« Nextstep Purchasing Approval
Approver Vasiyeva, Natalya

1. Click the Edit General Section * icon. The Edit General window appears.
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General
Cart Name % 20250130 622248 01
Eric Zaretsky

Prepared for Eric Zaretsky Q
Department FHR Human Resources (1403102)

Profile Values
Fiscal ¥ v

No

. (] QOrganization Values

Pu No -
* Required fields b= Close

2. Click the Multi-year PO dropdown and select Yes.
3. Click save.

Setting the Budget Year for Each Line

Goods and Services Request Form -]
Contract: no value
1 3yearlleasing agreement - FY 25 EA 5,000.00 1 5,000.00
“ ITEM DETAILS
mernal Attachments Add Capital Asset Type N/A
Requested Delivery Date no value Asset Location no value
Category Code 80161800 / General equipment leasing Capital Profile ID novalue
Account 63110 Capitel Related Tag / Asset ID (if known)  no value
LEASE PAYMENTS - EQUIPMENT
Budget Year novalue
2 2nd year of of leasing agreement - FY26 EA 5,000.00 1 5,000.00
A ITEM DETAILS #
mernal Attachments Add Capital Asset Type N/A

1. Navigate to Line 1 of your Requisition and click the Edit Line Item Details # icon. The Edit Line Item Details
window appears so that you can scroll to all other Lines on the Requisition.

Edit Line 1: tem Details X

Goods and Services Request Form

EA 500000 ay:1 5000.00
@ Capital Asset Type N/A 1
n/dary
Assel rch Q
Category Code 80161800 Q
Geners squpmentleasing
Capital Profile ID Search Q
Account 63110 3 Capital Related Tag/ Asset ID (if known)
Budget Year v |
2 2ndyearof of leasing agreament -FY20
¥ 9 e Organizaton Values EA 500000 a1 5000.00
07/01/2024 - 2025
Reque o NA v
0740172025 - 2026 Y
07/01/2026 - 2027
h Q
Category Code 074012027 - 2028 Q
07/01/2028 - 2029 Capital Profile ID Search Q
07/01/2029 - 2030
Accoumt v Capital Related Tag  Asset 10 if knowr
- Capital Related Tag / Asset ID (if known)
07/01/2081 - 2032
Budget Year
07/01/2032 - 2033 -

07/01/2033 - 2034 “
Close

2. Click the Budget Year dropdown for the first Line and select the date range that corresponds with the fiscal year of
that Line (for example, “07/01/24 — 2025 is fiscal year 25).
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3. Inthe same Edit Line Item Details window, scroll to the Budget Year fields for the subsequent Lines and select the
date ranges that correspond with the fiscal year of those Lines.

4. After updating the Budget Year for all Lines, click Save. Double check to make sure the Budget Year is correctly
populated for each line.

Ensure that all other required fields are complete for the Requisition and click Place Order.

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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