Columbia University Finance Training

Job Aid: Creating Non-PO Vouchers in the CU Marketplace

This job aid covers how to create Vouchers for invoices or other payments not associated with a Purchase Order (Non-
PO Vouchers) and other payment types in the CU Marketplace.

Those with the Procurement Initiator role can create and submit VVouchers into approval workflow.

Creating a Non-PO Voucher
1. Navigate to the Procurement Paying website, click the CU Marketplace logo, and log in using your Single Sign On.
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Dashboards + Welcome Page a +

Welcome to the CU Marketplace News and Alerts
The CU Marketplace is a procure-to-pay (P2P) solution This is a section to include exciting news aboul what's happening in the Marketplace. The text
-— enabling you ta efficiently shop for goods and services, can include new suppliers brought on to the catalog or outages that are happening in the near
request and manage service contracts, and make seamless future

payments ta vendors and suppliers.

ed, select one of the tiles below, or click any

Helptul Links

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

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

3. Inthe Create Vouchers and Receipts section, select Voucher from the Type dropdown and Non-PO from the
From dropdown.

Create Vouchers and Receipts .

Voucher -

cancat

Type your criteria in the Quick Search field, press Enter, and click the Add + icon for the matching Supplier.
5. Click the Create button. The Voucher form appears.
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Completing the Voucher

The Voucher Entry screen appears with the Summary pane indicating the required fields.

If you setup a Default Accounting Code (ChartString) in your Profile (refer to the Modifying Profile Settings in the CU
Marketplace job aid), that ChartString information will be automatically populated and won’t appear as missing
information in the Summary section.
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Voucher + 01COM INC + 178392277 XD @& @ ... | Complete
Vaucher Number no value . o Summary 3|

P ¢ o
Invoice Dat 4/10/2025 ;ﬁ;?;o%m AVENUE € Correct these issues. v
CHICAGO, llinols 60610 You are unable to proceed until addressed.
 linols
Voucher must contain one or more lines to Complete
4/10/2025 @ - Overide  United States

Address Id Billing-1

Supplier Name 01 COM INCCK

Be aware of these issues. v
US Dollar Take action and proceed.

(] Discount, Tax, Shipping & Handling Empty: Internal Attachments

1. Navigate to the Summary tab to begin completing the required information.
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Voucher + 01COM INC - 178392277 ® & @O

General # o | addresses L2l | voreinachmens

nnnnn - RemitTo
333 W NORTH AVENUE
SUTE 300

CHICAGQ, Hliois 60610

Uniteg Sustes

e Anicon next to the Supplier Name indicates the default payment method for the Supplier. If the Supplier
must be paid using a different method, the Supplier should update the default payment method in their
PaymentWorks account.

e The Remit To Address indicates the primary address for the Supplier. If you need to remit to a another

address, click the Edit ¢ icon to select a different address. If an address for the Supplier is not listed, the

Supplier should update their PaymentWorks account.

2. Click the link for the Required Payment Reason Line. The Edit General window appears where you can enter the

reguired Pazment Reason and the Supplier Invoice No.

Inwoics Iteemation
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3. The Payment Reason will default as Invoice. Select the correct Payment Reason for your Voucher. Refer to the
CU Marketplace Non-PO Voucher Payment Reasons Quick Guide for guidance on Payment Reasons.

ason # -

(" Inwoice - -
LRAP (Loan Repayment Assistance Program) Payment Request -
Legal Fees Payment Request -

Note Taker Payment Request -

oce -
General Information

Pay Card - Funding (US Bank Only)

4. Type the Supplier Invoice No. indicated on the invoice if you received one from the Supplier.

e If an invoice number is not provided, enter the document date (or today’s date) + Total Gross Amount,
including cents (MMDDYYAMOUNT) — do not include $ sign. For example, if the date is July 1, 2025 and
the total gross amount is $800.00, enter the invoice number as 07012580000.

e For Utility Bills, Pitney Bowes. and Unitex where invoices are submitted without an invoice number, use
the format MMY'Y plus the account number indicated on the invoice. For example, the January 2025 utility
bill for account 123456 would have an invoice number 0125123456.

e Vouchers for some Payment Reasons require specific invoice number formats. Refer to the CU Marketplace
Non-PO Voucher Payment Reasons Quick Guide for guidance on the Supplier Invoice Number format
where it deviates from the default.

5. If there is an invoice, encure that the Invoice Date is entered as the date indicated on the invoice. If there is a
Payment Reason where there is no invoice, enter today’s date.

6. Click the Save button.

Overriding the Payment Method

The default payment method is indicated by the icon next to the Supplier Name. The Supplier must be set up for the
payment method for the method you are selecting in their Supplier profile.

1. Click the Edit Payment Information Section “ icon.
Supplier Name 01 COMING

Payment Information .
Voucher Owner Eric Zaretsky

Accounting Date 10/1/2025
@ nvorcenate no value

@ regquied Special Handling no valve

Due Date no value
Due Upon Receipt (Manual )
rms Discount 000USD

Voucher Name 2025-10-01 22248 01

Ad-Hoc Approver Add

The Edit Payment Information window appears.

Edit Paymont Infarmation

Payment Infarmation

2. Click the Override Payment (Exception Only) dropdown and select the desire alternate payment method.
3. Click the Save button.
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Updating Check Payment Information

If a Supplier is to be paid by check, you can provide handling instructions and/or enter a 70 character message that will
appear on the check.

4

icon.
.

2. If the check is going to be picked up rather than mailed to the supplier, click the Special Handling dropdown menu
and select the desired option.
If you would like to have a message printed on the check, type up to 70 characters in the Payment Message field.

Completing Wire Payment Information

If the Supplier is to be paid by Wire, either as their default payment or when selected to override their default payment
method, you must complete the Wire Payment Information fields. Please note that the Supplier’s profile must be setup
to receive Wire payments.

#

1. Click the Edit Wire Payment Information Section “ icon.

Wire Payment Information --

Wire Payment no value
Service Location

Wire Payment no value
Currency

Foreign Wire Amount  no value
to be Sent

The Edit Wire Information window appears.

Edit Wire Paymant Information

Wire Payment Infarmation

L

2. Click the Wire Payment Service Location dropdown and select the appropriate location of where the Service was
provided. If it the purchase is for a good or the payment is a reimbursement, select Not Applicable.
3. Click the Wire Payment Currency dropdown to select the currency that the Supplier will be paid in.

4. Enter the Foreign Wire Amount to be Sent for the amount in the currency you selected. You must print and attach
the Oanda currency conversion to the VVoucher as proof of the amount you are paying. If you selected USD as the
Currency, leave this field blank.
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Adding or Editing Accounting Codes (ChartStrings)

Ensure that you have the correct ChartString information populated in the Accounting Codes section. If you set up a
Default Accounting Code (ChartString) in your Profile (refer to the Modifying Profile Settings in the CU Marketplace
job aid)), that ChartString information will be automatically populated. You can edit the Accounting Codes for the
voucher as a whole, as needed. In addition, you have the option to edit Accounting Codes for each Line of your

Voucher.
Codes . v
LINE
GL Business Unit Project Activity Department Initiative Segment Site PC Business Unit AM Business Unit
no value no value no value no value no value no value no value no value no value
© Required © Required @ Required @ Required © Required © Required @ Required © Required

1. Inthe Codes section, click the Edit Codes Section #icon. The Edit Codes window appears.

Accounting Codes
LINE

GL Business Unit #

Project *

Activity ti

Department % &

Initiative %

Segment %

Site

Edit Codes X
Add altemate distribution 1 -

Discount

+

PC Businest

2. Update the ChartFields as needed. ChartFields must be entered in order left to right as the available values are

dependent on the value in the previous field. You can click the Dropdown “ arrow in the field you are populating
to view the available values.

LINE

GL Business Unit % Project = Activny *

COLUM ¥ UR0D45672 Q

Qrganization Values
01-Gl Funding - GI Funding
02-ZMBBI - ZMBBI

v

3. Click the validate icon to ensure your ChartFields were entered correctly. If you corrected a ChartField and it

still appears as Required = | click the Validate icon again.

You can click the Add Split T icon to add an additional ChartString line and indicate a percent distribution.

You can click the Code Favorites ¥

4. Click the Save button.

icon to select a favorite ChartString you created in your Profile.
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Adding Lines

You must enter a Line to describe the payment, the price, and the quantity. You must indicate the Account for the
category.

1. Inthe Lines section, click the Add Non-PO Item link.

0Lines =

No lines have been added. Add new PO of Add Non-PO ltem

The Add Non-PO Item window appears.

‘Add Non-PQ Item x

Item v
Product Description + Catalog No. Quantity * Price Estimate Packaging

EA-Each ~

‘Additional Details >

* Required fields “ Save And Add Another Close

2. Enter the Product Description, Quantity, and Price Estimate (the amount of the payment). If applicable, you can
enter a Catalog No. and a Packaging unit of measure.

3. Click the Save button to add the Line. The Item Details appear and the Account field appears as required.

<No PO Number> e |:|
Status PO Line ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 v Service EA 1,000.00 Qty: 1 EA 1,000.00 D
A~ ITEM DETAILS 3 ra
Contract: no value Capital Asset Type N/A
Internal Line Add Asset Location no value
Attachments
Capital Profile ID no value
Account no value
Capital Related Tag / no value
Asset ID (if known)
Serial Numbers no value

4. Click the Required link for the Account value. The Item Details screen appears.

Edit Line 1: ltem Details X

Service En 1.000.00 1EA 1,000.00

Contract Select Contract

. T /A v
Asset Location r =S
© Required -
63230 - CHEM SPECTROMETER
Serial Numbers wa .
Al ot povalue 63231 - COLUMBIADOCTOR IT SERVICES phal Prafiie ID Search a

63232 - COMPUTER USAGE- LDEQ

63240 - HARDWARE MAINTENANCE ipital Related Tag / Asset (D (It
63245 - SOFTWARE MAINTENANCE
63260 - SOFTWARE PURCHASE

63265 - SOFTWARE LICENSE

63280 - WEB EXPENSES
1 I

5. Inthe Account field, you can type a descriptive keyword to find a matching Account code or select the dropdown
arrow to scroll throught the available values.

6. Click the Save button.

own)
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Adding an Additional Line
Click the Actions """

link at the top right of the Line section and select Add Non-PO Item.

~ ITEMDETALS 3

<No PO Number> ElD
Add Non-PO Item
Status PO Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Reward for Research Excellence EA 1,000.00 Qty:1EA 1,000.00 -

Handlin|

Miseall

What's

Next St

Approv

Contract:

Intarnal Lir

ttachmeant

no value

dd

Capital Asset Type

it

N7A

Editing Line Accounting Codes (ChartString)

The Accounting Codes that you entered in the main Accounting Codes section automatically copies to your Voucher
Lines. If you have multiple Lines, you can edit Accounting Codes for each Line as needed.

1. Click the Actions “"* button to the right of the Line detail and select Accounting Codes.

Handling
<No PO Numbers .. O
Miscellaneous Fees

Status PO Line Item Catalog No Size/Packaging Unit Price Quantity Ext. Price

1 N Reward for Research Excellence EA 1,000.00 aty: 1EA 1,000.00 ED that's next?
Override
A ITEMDETAILS 3 -
Accounting Codes
Contract no value Capital Asset Type N/A
? " Remove il

Internal Line Attachments Add Asset Location novalue

Convert To Substituted ltems

Account 61200 Replace with PO Line i

STUDENT PRIZES / AWARDS

Capital Profile ID novalue

Gapital Related Tag / Asset ID (if no value

Serial Numbers no value known) Workflow

2. The Override Line Accounting Codes window appears.

Override Line 2: Accounting Codes

* Required fields

Override Line 2: Accounting Codes

LINE
GL Business Unit # Project * % Activity * = Department * % Initiative % Segment % Site PC Business
v Search Q arch Q  Search Q  NoValue
»
Add alternate distribution for Discount ¥ +

Update the ChartFields as needed. They must be entered in order left to right as the available values are dependent

on the value in the previous field. You can click the Dropdown “ arrow in the field you are populating to view the
available values.

Click the Validate

still appears as Required -, click the Validate icon again.

icon to ensure your ChartFields were entered correctly. If you corrected a ChartField and it

You can click the Add Split T icon to add an additional ChartString line and indicate a percent distribution.

You can click the Code Favorites ¥

Click the Save button.

icon to select a favorite ChartString you created in your Profile.
6.
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Attaching Documentation
Attach an invoice, if applicable, and/or supporting documentation that provides the business reason for your payment.
1. Inthe Summary pane, click the Empty Internal Attachments link.

PRl CoLUMBIA UNIVERSITY 9 - Search (At+0) 1smoouso W @ W & &
- Voucher + 01COMINC - 2988107 « o o - E
® summary

] Summary A

General # - Addresses # - Hote/Attachments P

€ Tyos Voucher RemitTo il ot novalve

The Add Attéchments wiﬂﬁdow ai i ears.

Attachment Type @ File O Link

File(s) J

DropFile or Browse
Max_File Size: 5.0 MB

* Required fields Close

2. Drag and drop your file to the Drop File section or click the Browse link to search and select your file. You can add
additional documentation to this window, if needed.

3. Click the Save Changes button.
You can view and attach additional documents via the Attachments tab.

HJCDLUMIA UNIVERSITY o w- ‘Search (A1+) coomousp W D e 4 B
Voucher - S & ASCHARFSTEIN GRAPHICS... - 2072886 @ -

Supphes Massages

Attachments found: 0

Tharo ar na attachments for his document

Adding a Comment

If you are creating a Non-PO Voucher that is associated with a Contract where no PO Required, enter the Contract ID
number in the Comments.

In addition, after you submit a Voucher into workflow for approval, you can add a Comment that can be emailed to
selected Approvers in order to request the document be returned to you for editing. You can also use Comments to
remind Approvers that your VVoucher is awaiting review and approval. Refer to the section in this document on Viewing
and Editing Vouchers Submitted for Approval

1. Click the Comments tab.

2 COLUMBIA UNIVERSITY 0 w  wemo A nsuo ¥ 9@ 8 20

Voucher = 01 COM ING = VADD2248 e Q-

Summary "l
Records Found: 0 row comims Vouches v~

1COM INC
Mo comments have deen sdded . e

Total (1,000.00 USD)

2. Click the New Comments T icon. The Add Comment screen appears.
3. Type your Comment. Optionally, you can attach a file or add a link/URL.
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ADD COMMENT v X

Tris wil fyou select s user i has been cckled 1o the document.

Emei rotifcation(s) | Add recipient
[ e Zaretsky (Prepases by, Prepored fer) sex2248esimbin scks

® Fie
ot saved e, once the: i sezeasitle
fram the Hissory tah af the document
O kAL
r—

Mo comments have been scced

You can select the individuals listed who have worked with your document to receive your Comment as an Email
Notification, or, click Add recipients to search for Approvers or other individuals you wish to send your Comment
to.

ADD COMMENT v X

This will add a comment to the document. If you select a user they will recelve an email indicating that a comment has.
been added to the document

[[] Eric Zaretsky (Prepared by, Approved) <hris-test@columbia edu>

</ Reedy, Paul <hris-est@calumbia edu>

@® File

QO unkurL

Choose File

4. Click the Complete ¥ icon. Comments are indicated on the Comments tab and listed on the Comments screen.

conments @

Records found: 2 Showcommentsfor  Requision  w

Eric Zaretsky - 11/26/2023 213:52 PM Requisiton- 391292 Commen Added  +)

Please approve this reqquisition as s00n as you are able

Erc Zaretaky - 11/26/2023 147,03 FM Requistion- 3912962 Recuisiion assigned ¥}

‘testing comments

Submitting the Voucher
Click the Complete button to submit your VVoucher.

[ CoLUMBIA UNIVERSITY 0 - e s W R AR

- 2972896

Voucher * § & A SCHARFSTEIN GRAPHIC S

Attachmens found: 1

T s machans o i St

The Voucher Submitted confirmation screen appears.
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@ Voucher Submitted

Summary Create Voucher
.
e

You can click the Voucher number to view the Voucher details.
Additionally, you can create a new voucher from the right side of this screen under the Create VVoucher heading.

Viewing and Editing Vouchers Submitted for Approval
In order to edit Vouchers after they have been submitted into workflow for approval, you must first request that the
Voucher be returned to you by the Approver.

Viewing Your Vouchers

P it? CoLuMBIA UNIVERSITY @ 4 wema o omuow oM@ 4 2

Dashboards « Welcome Page a +

< P . koo Page

Welcome to the CU Marketplace News and Alerts

The CU Marketplace is a procure-to-pay (P2P) solution enabling This section includes exciting news about what's happening in the Marketplace.
you to efficiently shop for goods and services, request and Scroll to read all announcements.

manage service contracts, and make seamless payments to

vendors and suppliers. - Candex for honararia payments is now live In the CU Marketplace. Click hers for an

everview presentation,

To get started, select one of the tiles below, or click any

icon @ for quided assis

Cantracts

PRS2 CoLumBIA UNIVERSITY O v+  swam a omuow oM g 2@
M oocteonds - onders i
Orders

Depending on your fole, you

e

have been assigned to you. Once these carts are submitted as Requisitions, they will 1o longer appear in My Draft Carts.

My Requisitions include ones that you have created or have been submitted on your behalf,
My Purchase Order:
My Goods and Serv
My Vouchers includ

My Approvals are transactions that require your spproval. If you do not have the approver role, you will not see this section.

Co—

o % E & K P oS

2. To access your Vouchers, scroll to the My Vouchers section and click the Number of the Voucher you want to
view.

My Vouchers .

SUPPLIER
NUMBER SUPPLIER VOUCHER NO POS DATE TOTAL

T vA002248 01 COM INC 123456 - 3/18/2025 1,000.00 USD
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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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