CU Marketplace Document Search Quick Guide

The CU Marketplace powered by JAGGAER provides powerful search functionality with results that
can be filtered and refined. You can save and organize Searches so that you can easily run again in the
future to get the most up to date information regarding transactions and document status. In addition,
Search results can be exported to Excel for further analysis.

For detailed instruction on using the CU Marketplace search functionality, refer to the Searching for
Documents and Running Reports in the CU Marketplace Training Guide.

Using Quick Search to Find Documents

You can use the Quick Search to find documents related to your CU Marketplace transactions. The Quick Search can be set
to find all related documents or you can choose to search among specific types of documents. Once you find a specific
document, the Summary panel contains links to other documents related to the transaction.

1. Navigate to the Procurement Buying website, click the CU Marketplace logo, and login using your Single Sign On.

CU MARKETPLACE

FOWERED BY JAGGAER

The JAGGAER application launches.
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Welcome to the CU Marketplace News and Alerts

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

and suppliers.

To get started, select ane of the tiles below, or click any information icon @ for guided
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2. Clickinthe Quick Search field on the top right of the CU Marketplace window.
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https://procurement.finance.columbia.edu/content/buying

CU Marketplace Document Search Quick Guide

Using Quick Search to Find Documents

Optionally, you can click the dropdown next to the Quick Search field to narrow your search to a specific document
type.

Search (Alt+Q)

Contract
All Orders

Requisitions

Change Requests
Purchase Orders
Vouchers

Receipts

Contract Requests
Supplier Voucher Number
Supplier Profile

3. Type your search criteria.

Allw ¥00003 a

Purchase Orders
CUD0000517

CUDD000593

CUOD000604
CUDD000598
CUDD000359

Additional results found. See all results.

Vouchers

V0000303

Additional results found. See all results

4. You can click the matching document number that appears as you type or press Enter to view a list of matches. If you
select an exact match, the document screen will automatically appear.
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B USA Scientific
The system distributed the purchase order using the method(s) indicated beiow

Purchase Order Date 8/27/2023 the last time it was distributed: view Sent To Supplier
581.50 XML (Electroni no value
USA Scientific
er Name Tanya Requester
ibution Date/Time  9/13/2023 3:58 PM

+1212-340-6706 Total (581.50 USD) v
Supplie Sent To Supplier

CUTesting100+tanyareq@gmail.com

Requisition Numbe 849561 view | print

The Summary Panel of the document contains links to Related Documents so that you can easily navigate to related
Requisition, Purchase Order, Voucher, or Receipt documents.
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