Columbia University Finance Training

Job Aid: Receiving in the CU Marketplace

Receiving for CU Marketplace for Catalog orders is required when a line amount is equal to or greater than $5000. It is
recommended that you place line items of $5000 or more in their own Cart/Requisition/Purchase Order, although this
is not required.

Receiving for Line Items over $5000

Once your Purchase Order has been electronically invoiced, you will receive an e-mail to alert you when a Catalog item
you ordered requires a receipt.
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ARECEIPT IS REQUIRED FOR Voucher# V0000170
Dear Chris Requester

A receipt s required for this voucher for matching and payment purposes. All Voucher's exceeding the
threshold limits (both line and total) require receipts

Once the item/service has been delivered, you can create a receipt by searching for the Voucher's
POs) (or select the link below) and selecting *Create Qty receipt” or "Create Cost Receipt” action

[PO# CU00000430] https

53968 AuthUser=8

If you have any questions with regard to the Voucher receiving process, please contact your Support
Team

Support Team Contact Information

Procurementsuppon@columbia edy

Thank you
Columbia University

You will also receive a natification within the CU Marketplace to alert you when a receipt is required.
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Welcome to the CU Marketplace News and Alerts
The CU Marketplace I a procure-to-pay (P2P) solution enabling you to This section includes exciting news ab
- efficlently shop for goods and services, request and manage service all announcements.

contracts, and make seamless payments to vendors and suppliers.
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To get started, salect one of the tiles below, or click any information icon
O for guided assistance.

Orders

1. Open the Purchase Order that requires receiving:
You can click the Purchase Order from the email alert or from the notification in the CU Marketplace.
Or,
You can select the Purchase Order by navigating to Orders tab.

The Purchase Order Summary screen appears.
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Click the Purchase Order that requires Receiving.
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Columbia University Finance Training

Job Aid: Receiving in the CU Marketplace

In the example below, a Catalog line item requires receiving because the total amount has a quantity of 8 items that
totals over $5000. There are other line items on this Purchase Order that do not require receiving.
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2. Click the Actions E] icon and click Create Quantity Receipt.
The Quantity Receipt screen appears. The Quantlty f|eId is automatlcally populated with total quantity ordered.
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Related Documents

Note: If your Purchase Order and Receipt contains line items that do not require receiving, you can either fully
receive those line items or click the Trash ™ jcon to remove those items from the Receipt.

3. Ifyou fully received the total quantity of your line item, you can just click the Complete button.
Or,

If you partially received the total quantity, enter the number in the Quantity field for what you actually received
and click the Complete button.
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A confirmation screen appears for the Receipt you created
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The quantity indicated on the receipt(s) must match the quantity indicated on the electronic invoice in order for the
invoice to be paid.

If you created a partial receipt, you will need to create a new receipt for the additional quantity when you receive it.
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Job Aid: Receiving in the CU Marketplace

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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