Columbia University Finance Training

Job Aid: Modifying CU Marketplace Profile Settings

This job aid covers how to modifying your Profile settings in the CU Marketplace. You are not required to enter Profile
settings in order to begin using the CU Marketplace. However, you have the option to set Favorites and Defaults for
ChartStrings, Ship To and Bill To Addresses, and Assignees (Requestors) in order to accelerate your purchases.

In order for Requesters to submit Requisitions, ensure that your Admin Department is indicated in the ARC Requester
Defaults screen. In most cases, this information is automatically imported from PAC. If so, no action is required. Refer
to the Entering Your Admin Department in ARC Requester Defaults job aid for details and instructions.

In addition, your email address is fed from PAC, while your phone number is fed from the ARC Requester Defaults
screen.

Accessing the CU Marketplace
Navigate to the Procurement Buying website, click the CU Marketplace logo, and login using your Single Sign On.
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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 about what's happening in the
enabling you to efficiently shop for goods and services, Marketplace. The text can include new suppliers brought on to the catalog or
request and manage service contracts, and make seamless outages that are happening in the near future.

payments to vendars and suppliers.

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

Orders

Contracts

Action ltems " Helpful Links

@ Buying and Paying Website

There are no Action ltems to display.

@ vendor Management Website
® Finance Training Library

@ Finance Policy Library
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Powered by JAGGAER | Privacy Policy

Note: The CU Marketplace will automatically timeout after thirty minutes of inactivity, consistent with other
University Enterprise Systems.
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Setting Profile Favorites and Defaults

1. Click the Profile ) § icon in the upper right corner of the CU Marketplace screen.
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Set My Home Page

Search Help For A Solution

My Pending Requisitions

2. Click View My Profile.
3. Click Default User Settings.
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My Profile » Users Name, Phone Number. Email, etc.

Eric Zaretsky

User Name ez2248

User Profile and Preferences
Language, Time Zone and Display Settings
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|| Default User Settings

<
Custom Field and Accounting Code Defaults
Default Addresses

Setting ChartString Favorites and Default

1. Under Default User Settings, click Custom Field and Code Defaults. There are two sections for adding favorites.
The top section will be available for Requestions only. The second section will be available for Vouchers only.
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2. Click the Code Favorites tab,
3. Click the Add button. The Accounting Codes window appears.

Accounting Codes ? X

Nickname () Default

GL Business Project Activity Department Initiative Segment Site PCBusiness ~ AMBusiness add split
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com ] 00000 00000000 no value COLUM

Select from ‘Select from all values. Select from profile values Select from profile values. Select from all values.
profile values.. Select from all values Select from all values.
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4. Enter a Nickname for the ChartString so that you can easily access it. Click the Default checkbox to indicate that
this will be your default ChartString.

5. Enter the ChartField values. They must be entered in order left to right as the available values are dependent on the
value in the previous field. You can leave fields blank.
You can click the Select from all values link to use the Custom Field Search for field you are populating.

@ usertest sclquest.com/apps/Router/CPValusSearchPapup?Clld=1104761 &Callback=setCiValue&CiCo.. — O X
@ usertestsciquest.com/apps/Router/CFValueSearchPopup?Cfid=1104761&Callback=setCfValue&CfCo.. @
Clese.
| Custom Fleld Search
Value b )
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6. Click the Save button.

You can click Add again for additional ChartString favorites.
Setting Default Ship To and Bill To Addresses
1. Under Default User Settings, click Default Addresses.
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Eric Zaretsky Default Addresses
User Name  ez2248 [© Mo addresses defined i prosie. |
B ShipTa Bill Ta
‘Shipping Addresses.

2. Select either the Ship To or Bill To tab to set the default for the desired address type.
3. Click the Select Addresses for Profile button. The Select Address Template dropdown appears.

4. Enter an address Nickname / Address to search for a matching address and click Search. A list of matches
appears.

Default Addresses

[© Noadaresses efined n profie |

ShipTo il To
?

‘Select Addresses For Profile

Address Search

Nickname / Address (psowiaz )
Text
ResultsPerPage  [10 v

Addresses Found: 1 4] Page 10 1 (2]
Name Address

o Contact Name Eric
630West166thStreetFLOTRM1132  Zarendl
v 630 West 168t
Street
630 West 168t
reet
RM/STE 1132 FLOT
cuMe

New York, NY 10032
United States

5. Select the desired matching address.

Default Addresses
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shipTo Bil To

7

Select Addrezses For Profile. I Deete Address

s
‘Current Default -
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You can enter a Nickname, select if this address will be your Default, or change the Contact Name.
6. Click Save. The Address you saved will appear in the Addresses list.
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Wy Frofie b Defaut Addresses

Eric Zaretsky Default Addresses
User Name 22248 ShipTo.| Bill To
?
Soectan sderas o st
User Profile and Preferences - .
Default User Setfings Shipping Addresses Eﬂlt:eieded Address 2
Eric’s Address A Nickname Eric’s Address
Custom Field and Accounting Code Defaults Default
CumertDerait s acsress

Address
ADDRESS
Contact Name * Fiic Zaretsky
cess Contact Line 2 630 West 168th Street
oval Settings Address Line 1 630 West 168th Swrest
Address Line 2 RM/STE 1132 FL 01

penmiss 95 w | Address Line 3 cUIMG
Notification Preferences city New York
User History Srate N

Zip Cade 10032
Administrative Tasks Country United States

You can click the Select Addresses for Profile button again within the Ship To or Bill To tabs to add additional

addresses.
You can click an address from the Addresses list to edit the settings or delete it.

Cart Assignees

Creating Requester Favorites (Adding Assignees)

As Shopper, you must assign a Requester who has been approved to submit your Cart into approval workflow in order
to create a requisition. You can create favorite Requesters that are available when you assign your Cart.

1. Under Default User Settings, click Cart Assignees.
2. Click the Add Assignee button. The User Search window appears.

User Search

Last Name @

First Name @

User Name @

Email @

Department 2] -
Role @ ~

Results Per Page 10 v

3. Use any of the available fields to search for a colleague and click the Search button. Your colleague must have the
Requester role for you to add them as an assignee. The search results appear.

@ User Search - Goaogle Chrome J

@ usertest.sciquest.com/apps/Router/GenericUserSearch?returnFunction=setUserFromPopupSearch&permissions=P... &
New Search

Name User Name = Email = Phone Action

Requester, Paul paulrequester nobody@jaggaer.com | [select] I

4. Click the Select link in the Action column to select the colleague.
You can click Add Assignee again for additional Requesters.
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Setting Notification Preferences

The Notifications defaults are set so that you receive system notifications, email alerts, or both when key events occur
or milestones are reached. You have the ability to edit these settings to remove natifications, change the notification
type for some triggers, or add notifications settings for additional trigger events.

1. Click the Profile ) § icon in the upper right corner of the CU Marketplace screen.
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Eric Shopper
Dashboards |

Shop asnboards View My Profile

Manage Searches.

Shop + CU Shopping Dashboard

-

to Simple Advan
Columbia's Procure to Pay (P2P) Marketplace is an ePracurement solution enabling My Pending Requisitions @
Columbia users to efficiently manage their highest volume purchases. The Marketplace is
designed to streamline the P2P process and create a more efficient shopping experience and Logeur
seamless payments to vendors. The Marketplace also features the most widely used

Purchase Agreements for the most commonly purchased goods & services, with many more

Search for products, €

2. Click View My Profile.

3. Click Notification Preferences and select the menu item for the category of notifications you want to edit. The
page for the selected notification category appears.
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4. Click the Edit Section link. The Notification Preferences appear ready to be edited.

Notification Preferences: ?
Shopping, Carts & Requisitions

‘The in-appiication notifications are not yet available for all Email Notifications.

Prepared By - Cart Assigned Notice @ ® Default O Override None

Prepared By - PR line item(s) rejected € ® pefaut O override None

Prepared By - PR rejected/retumed @ @® Defaut O Override Email & Notification
Cart Assigned Notice @ ® Default O Override None

Receive PR and PO netifications for Carts ® Defaut O override Notification

Assigned to Me @

Assigned Cart Processed Notification @ ® Defaut O Override None

Assigned Cart Deleted Notification € ® Defaut O override Email & Notification
PR submitted into Warkflow @ ® Default O Override Notification

PR pending Workflow approval @ ® Default O Override None

PR Workflow Notification available @ ® Defaut O override None

PR Workflow complete / PO created € ® Deraut O Override Notification

PR line item(s) rejected @ ® Defaut O Override None

Cart/PR rejected/retumed € ® Default O Override Email & Notification
Sourcing Event created from Requisition € ® Defaut O Override None

PR created from an awarded Sourcing Event @ ® Defautt O Override None

Cart crested from an awarded Sourcing Event @ ® Default O Override None

5. To change a Notification Preference, select the Override option for the desired setting, and select the desired choice
from the setting dropdown.

Assigned Cart Processed Notification @ O Default

None
Assigned Cart Deleted Notification @ @® Default O Override | Email
Notification
Email & Notification

Il

6. Click the Save Changes button after you have made all the desired changes within the section.
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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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