Columbia University Finance Training

Training Guide: Approving in the CU Marketplace

This Training Guide details the process of how those with an Approver role in the CU Marketplace approve
Requisitions, Change Requests, and Vouchers, depending on your role.
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Columbia University Finance Training

Training Guide: Approving in the CU Marketplace

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

CU MARKETPLACE

OWERED BY INGEAER

CU Marketplace Homepage appears

&2 COLUMBIA UNIVERSITY Q@ wu- Search (A+Q) a 260000UsD W | Sad

Dashboards * Welcome Page

Contract Approver Contract Manager Contract Requester Contracts Facilities T, Audio Visual, And Office Supplies Lab Supplies Medical And Dental Supplies Orders Pay shop ‘Weloome Page

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

seamless payments to vendors and suppliers.

To get started, select one of the tiles below, or click any information icnno for
guided assistance.

Contracts

Action ltems . Helpful Links

UNASSIGNED APPROVALS & Buying and Paying Website
& vendor Management Website

Requisitions 5] & Finance Training Library

& Finance Policy Library
Vouchers (=] © Gontact Finance Service Genter
Change Request @

Fowered by JAGGAER | Privact Bolicy

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

The Action Items section displays the number of each document type awaiting approval.

Action ltems

MY ASSIGNED APPROVALS

Requisitions To Approve [1]

UNASSIGNED APPROVALS

Requisitions o
Vouchers @
Change Request [(51]

The Action Items Alert icon the top right corner also lists the number of each document type to be approved.
i~ Search (Alt+Q) a 2,600.00USD W Q| T m

" Action ltems
Action ltems ‘
My Assigned Approvals
Requisitions To Approve o
Unassigned Approvals
Requisitions e
Vouchers o
Change Request o

e Unassigned Approvals displays the number of each document type awaiting approval not yet being reviewed
by an Approver.

e My Assigned Approvals indicates the number of each document type you are currently reviewing.
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Viewing Documents Awaiting Approval

From Action Items list., click the Document Type for the documents you want to review for approval.

Action ltems
MY ASSIGNED APPROVALS

Requisitions To Approve o
UNASSIGNED APPROVALS

Leuulsmws o
Vouchers @
Change Request @

OR

Click the Actions Items icon and click document type under Unassigned Approvals.

- Search (Aft+Q) 2,600.00USD W < |w

Action ltems

My Assigned Approvals
Requisitions To Approve
Unassigned Approvals
Requisitiops

Vouchers

Change Request

AnnumT

sections. Expand the accordions to view the documents.

The Approvals screen appears displaying the list of documents based on what you selected and organized into accordion

ke CoLumBiA UnIVERSITY L BCE Rt
Approvals
I [—1 e rasts 83 chers 81 I
Your Selectio l¢  Tommessn Oopiay 108perier +
P — [ e arproens Lovi 1 s - s1eey 1416102 M Cu INVESTMENT oM oy (aLL ¥aLUES) @)
Asten »
RO surpuens [r—p— [r— W
my—
Fotars
Fiters
[p—
J—
[— P Fodas

WORLDWIDE BOOKS CORPORATION 3
Ho. of ine sems. 3
SPWINDUSTRIAL 2

ACCRETATION BOARD FOR ENGIEEAIG DEPTAPPROVAL LEVEL3 (2500 - 150 0801204 (UNL. FINANCES- (ALL VALLES) )

' 3 DEPTAPPROVAL LEVEL 4 ($15K - $30K): 14101

102 (IAD FINANCE & ADKIN (ALL VALUES) (@)
3 DEPTAPPROVAL LEVEL 5 (530K - 100K 1476102 (IME CU INVESTMENT MGMT €0). (AL vaLUEs) ()

5 DEPT APPROVAL LEVEL b (700K 500K 44GZ310 (593 FAGILTIESE (ALLVALLES) )

nnnnnn

5 GEMERAL CAPITAL EQUIPMENT (AS3ET oK) Q)

wonuo w9 M0 D@

® O St Oate Nowast Frst ~

(&Y

e You can navigate to the other tabs at the top of the screen to view other document types awaiting approval.
e You can remove the filter setting from Your Selections on the left side to view all the documents of that type.

Accessing a Document Awaiting Approval

Click the document No. (Requisition No., Voucher No., etc.) for the document you want to view.

P2 CoLumpia UNIVERSITY 0 n-  swenrg
! Approvals
Requisiions ) - s y -
9 Your Selections 3 Total Resudts 2 Displey 20 per fokder =
o Date Range oEPT apPROVAL LEVEL s @
aiotes -
- JE— —_— p—— fap— f——
PR—
& CaNDEX SOLLTIONS, NG 1m p— 100 [—
Requistion Mams 20250107 prapaystie 01 01 Folsers 13 Diys i fokdsr [Dgt Approval Leval 3 (52500~ 915K
No. of line items 2 1

Filters

~+ DEPT APPROVAL LEVEL 6 [$100K - S500): 8602310 (8PS FACILITIES): (AL VALUES) ()

2soouso w @ D D@

® @ Suomt Date Nemest Fist =

# 0 a,

S410206 (RN Knight Bagehots: (A8 Vikies)
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Accessing a Document for Approval from an Email Alert (Ad Hoc Approvers)

If you were inserted into the approval workflow as an ad hoc approver, you will receive email alerts informing you of
procurement transaction requiring your attention. Click the link in the email to take you directly to the document screen.

Subject: New Pending Approval for Requisition¥: 269168

Re: YOUR APPROVAL IS PENDING FOR REQUISITION#: 269168 Cart Name: 2811-86-22 ssunshine @1 Prepared by: Sara
Sunshine
Folder: Department: Chemistry: (All values)

Dear Abby Anderson,
The requisition listed above has been submitted for your approval and is located in the folder listed. If the
folder is a shared folder, the requisition must first be assigned to your personal folder before approving. The

requisition can be accessed for review in "My Approvals™ or by selecting the URL below.

https://daffy.sciquest.com/apps/Router/RegApprovalFolders?AuthUser~11246@&tmstnp~1308766140423

Viewing Documents for Approval

Viewing Requisitions
Catalog Requestions

Catalog Requisitions are Requisitions for goods from one or more of the CU Marketplace Catalog Vendor. They do not
require any attached documentation. The Items list for each Catalog VVendor will appear as link you can click on for
more details.

&2 COLUMBIA UNIVERSITY 0 A~ s zomouso ® | Q1O D@
Requisition = 4207002 ® w - TorzResuts v | < >
Summary Taxes/S&H PO Preview Comments Attachments History
Attachments for all suppliers Attachments for the following suppliers are unsupported and will not be sent: B&H
FOTO & ELECTRONICS CORP Summary -
Pending
4 Items - O~ Total (76.83 USD) ~

Shipping, Handling, and Tax charges are calculated and charged by
re for estimation purposes,

B&H FOTO & ELECTRONICS CORP - 4 ltems - 76.83 USD O
~ SUPPLIERDETAILS U Ay Ordering-1 : 52 Nova Terrace, 25 Oxford Lane, 2714 S. 86th Avenue, NEW YORK, New York 10001 United States Subtotal 76.83
Taxl 0.00
PO Number To Be Assigned
Tax2 0.00
Status  Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price 76.83
1 3-Pin XLR Female to 14 TRS Male Barrel Adapter KOAXFTRSM KOAXFTRSM EA 671 ty: 1 EA 671
e av | a Whats next? v
~ ITEMDETAILS §- Workflow
Manufacturer Name  Kopul Contract no value Capital Asset Type  N/A
Submitted
) 2222005 1sopu
Manufacturer Part  AXFTRSM Interna Asset Location no value /2212025 150 P
Number Attachments @ Submitted - 1/22/2025 1:50 PM - Emilee Rosa
Capital Profile D no value
Supplier Part 1728428 Category Code 24000000/ Facilities & Construction- Other Req Validation
Auxiliary 1D Capital Related Tag  no value v Completed
Account 61405 / AssetID (if known)
more info SUPPLIES AND MATERIALS-GENERAL
Dept Approval $0 - $1000
@ Pending Unassigned
2 ATT-448 In-Line Switchable Input Attenuator XLR Barrel HOATT448 EA 26.21 Qty: 1EA 26.21 -]
HOATT448
Einal Dan Ualisiatian

. i

Scroll to view Item Details for the items being purchase. Information includes the Unit Price, Quantity and Ext. Price
(total price).

Approvers who are also Requesters for Catalog Requisitions

If you have both the CU Marketplace Requisition Initiator and a Level 1 ($0 - $1,000) Department Requisition
Approver roles, you do not need departmental approval for purchases of $1,000 or less if your purchase is from a
Catalog Vendor is being shipped to a campus address.

If you have the Department Requisition Approver role for higher Levels (2 and up), but not Level 1, your Requisition
will require departmental approval even if you have an approval role.

If your purchase is greater than $1,000 and/or you are shipping to an Ad-Hoc Ship-To address, your Requisition will
require departmental approval even if you have a Level 1 approval role.
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Non-Catalog Requisitions

Non-Catalog Requisitions are Requisitions for goods or services not available from a CU Marketplace Catalog Supplier.
They require supporting documentation based on the type of purchase being made. You can view the Required
Attachments on the Goods and Services Request Form submitted by the Requester.

Pl 2 COLUMBIA UNIVERSITY O =i wowe ¥ 010 D10
Requisition + 4206944 e o0 Dl e
—
70 Htems ==
Summary ol
SPW INDUSTRIAL | 70 toms - 25,000.00 UsD | e
o (23.000.00 uso) -
~ SPPUERDEALS s
-
Gaaog o P a— wapie w -
oo
. -
f— o0
[res T “ —
TEM DETAILS e
A
pra—
@ oo a2 53 - b
10000 Lobooy ot Slretc et Copbelies rove
@  CapealAelated Tag / Asset D novalue Pl Validaion
Mo e 000 10 oo 0 e
q ~ ITEMIDETALS.

Scroll down to the Items section of the Requisition to view the Total Number of Items and Total Price being paid to
the Vendor. View Item Details for the items being purchase. Information includes the Unit Price, Quantity and Ext.
Price (total price).

The Attachment tab does not display the required attachments for the Non-Catalog Requisitions. To view the Required
Attachments:

1. Click the Goods and Services Request Form link. The related Goods and Service Request Form appears.

Pl &2 COLUMBIA UNIVERSITY

Shop » Snapping

o =

Goods Request Form Instructions Request Acto oy |7 o

Form Number 1063467
Purpose Procurement Request
Status On Document

$ & B 0o &

L R G R

...-m—

2. Navigate to Required Attachments by clicking the link in the left pane. The Required Attachments page appears.

a2 CoLuMBIA UNIVERSITY

9 -
Snop » Smonping
°
3 Goods Request Form Form Fields - Required Attachments Actons | Hatory | 7
Form Number 1063467
Purpose Procurement Request  Response Is Required
Q Status On Document
— ~ Required Attachments
nstructions
m Please submit all required documents listed below. Refer to the Purchase Requisitions and Purchase Orders Policy for additional information.
S ¥ Price Justification/Summary Form *
L v
& v
4
Required Attachments rd
oo Quote or Quats Awsrded *
Upioaded attachment will be copied o the voucher
Quatez *
uebma |+
Uploedad attachment will be copied fo the voucher

3. Click the link for each attachment displayed on the page to download and view the documentation.

4. After downloading the attachments, you can click the Back to Requisition link in the upper left corner to go back
to the Requisition you are reviewing.
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Viewing Change Requests

If a Change Request has been initiated to modify a Purchase Order to increase the price above the allowable thresholds
or change the terms of service has changed as specified in the Change Request Policy, the Change Request will be
submitted into approval workflow. Documentation must be submitted to justify the change.

o2 COLUMBIA UNIVERSITY 0 - swamg zouu W © @ D10
Change Requests - 4206896 ® s O - -
s e e E -
@ Crsnges walno be sen to the Suppie. Summary 5
(Change Request Reason Total (100,000.00 USD} ~
Reason Updste sccounting code/chantstring for remainder of the PO : : o :
General -~ Shipping Billing 100,000.00
000
5 Pending . ShipTa Bill To 000
pping address 1041040412 o 1041040472 100,000.00
Submitted 12272025127 PM
Contact Name Vidyawattie Singh
Cart Name #Pro2-2-CR Cantact Name Vidyawattie Singh RM/STE 0412 -
RM/STE 0412 535 West 116th Street -
escript eFro22 535 West 116th Street Low Library
Low Libeary FLOs -
vidyawattie Singh FLO4 Hew York, NY 10027
New York, NY 10027 United States v
Prepared Vidyawaitle Singh United States
0GC Gffice of General Counsel (0108102) Billing Options.
Accounting 1272302024 Submitted
car O No o i
s @ Submed 112212025 127 PM - Vidywwart Singh
Req Validation
Accounting Codes ‘ e
iptvoid(0); .

e Click the Comments tab to view the reason why the Change Request was submitted by the Requester.
e Click the Attachments tab to view and download the attached documentation.

e Click the Purchase Order link from the Summary pane to view the original Purchase Order, any related
Vouchers, or previous Change Requests

AT SUPPIES
Capital Related Tag / no value
Account 64150 Asset D (if known)
OFFICE SERVICES-GENERAL
Budget Year no value
~  ACCOUNTING CODES Values have been overridden for
this line
GL Business PC Business AM Business Amount of
Unit Project Activity Department Initiative Segment Site Unit Unit Price
COoLuM UR004672 02-ZMBBI 0108102 22114 00000000 1041 GENRL CcoLum 25,000.00 USD
Columbia Gl Funding ZMBB:! 0BGC Office of OGC Operations Undefined LOW LIBRARY GENRL Columbia
University General Counsel Segment University
| coLum | URDD4672 01-GI | 1403102 | ooooo | oooooooo Jusa | GENRL | coLum 25,000.00 USD
Columbia Gl Funding Funding FHR Human Undefined Undefined United States GENRL Columbia
University Gl Funding Resources Initiative Segment University
2 Book Binding EA 50,000.00 1 50,000.00
~~ ITEM DETAILS
Service Start 2025-01-01 Internal Capital Asset N/A

Any changes requested to the Purchase Order will be highlighted in blue.
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Viewing Vouchers
PO Vouchers
Vouchers submitted in order to pay an invoice associated with a Purchase Order must have the invoice attached.

. . ® O:0
w Gb COLUMBIA UNIVERSITY [ Searc (An+0) 260000usD W =g X
- Voucher + WORLDWIDE BOOKS CORPORATION + VAD02060 ® @& @ - m-
2 Lines e
0 i Y .
4
cuno00191E [ e
'WORLDWIDE BOOKS CORPORATION ~
Saws POLine Hem Catalog No SizerPackaging unit Price Quantiy Ext.Price Supple invoice M RM2808 4P 21
a Total (150,000.00 USD) v
Subtotal 150,000 00
Contr. no valve N
\? 0 i 0.00
® 0.00
ABCO1 EA 100.00 oty: 750 75.000.00 hipg 000
Handing 000
Miscellansous Fees 0.00
Attachments Copitl Assel Type A 150,000.00
sa150 Asset Locat novaive
B Related Documents ~
) Capital Profile ID no value Purchase Order: CUAODOTS18 L]
nnnnn fve
Capial Related Tag / Asset 1D (if o value Requisition: 4189580 e
What's next? ~
EA 75,000.00 aty:1 75,000.00
~  ITEM DETAILS Submitted
Q § tart Dat 20250101 ernal Line Capital Asset Tyjpe  N/JA TIN5 134 P
R @ submitted - 1/21/2025 1:34 PM - Raquel Marn

e Click the Attachments tab to view and download the invoice and any other attached documentation.

e Click the Purchase Order link from the Summary pane to view the original Purchase Order, any related
Vouchers, or previous Change Requests

Scroll down to the Line section of the Voucher to view the Item and Unit Price, Quantity, and Ext. Price (total price of

the item. The Lines will indicate that it is associated with a Purchase Order with a link to the Goods and Service

Request Form submitted by the original Requisition Requester.

Non-PO Vouchers

Vouchers submitted for payments not related to a Purchase Order must include an invoice, if applicable, and/or other
documentation that explains the business purpose of the payment.

= ® O
@2 COLUMBIA UNIVERSITY o ~ Sewn Aa) e w9 MO Dagl
Voucher - COFFEE DISTR CORP - VAQ02007 o a0 - IEHE e <
T s ot o e P 0 T e o @ summay A.
COFFEE DISTR CORP v
General Addresses Note/Attachments [
e e e -
Voucher Remit To nternal Note na value Total (146.03 USD) v
Invoice 450 Riverside Dr Subtotal 146,03
NEW HYDE PARK, New York 11040 Internal Attachments Date 000
In Process United States 4 CDC Coffee Invi COCI55226 testp Tax
Address Id Billing-1 o F /872025 0.00
Ship 000
WAD02007 Bill To . ) 550
oice No.  CDC959228 test no address Miscellaneous Fees 0.00
146.03
AH COFFEE DISTR CORP
Payment Information
21 Ownar Rosanna Betances ‘What's next? ~

Accounting Date 1/8/2025

ice Date 1171972024

o v
Due Date 2025 . - submitted
P—— v/ o
T — o vake ® Submitted - 1/6/2025 1:55 PM - Rosanna
Dué Upon Receipt ( Manual ) Justificat Betances
Terms Di unt 0.00 USD
Past Payment Information . Discount, Tax, Shipping & Handling mienlpn
Name 20250108 local_b3263 04 -
. - 1460310
cinuest.oc R: DashhoardUserDetails?d=12315.

Click the Attachments tab to view and download the invoice, if required, or and any other attached documentation that
explains the business purpose of the Voucher.
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&2 COLUMBIA UNIVERSITY 0 - Search (AI1+0) 260000UsD W @ PP IR @
Voucher + WORLDWIDE BOOKS CORPORATION + VA002009 ® @& @ - m- Tol1Resuts ¥ | < >
Summary aching plier Messag n s 1
Handling 0.00 USD
osummary bl
Codes e rendeg

WORLDWIDE BOOKS CORPORATION

e 1CI265-AP 2-5

GL Business Unit Project Activity Department Initiative Segment site PC Business Unit AM Business Unit Total (1,000.00 USD)
COLUM UR004440 01-CTV Operating 1801101 20348 18000536 no value GENRL COLUM 1,000.00
Discous 0.00
- 0.00
1 Line
P 0.00
Ha 000
<No PO Number> .
Miscellaneous Fees 0.00
Status PO Line ftem Catalog No. size/Packaging unit Price Quantity Ext. Price 1.000.00
ook
s EA 1,000.00 Qty: 1 EA 1,000.00 What's next?
~ MEMDETALS [
t vaive NA
Submitted
tern o value
@ Submitted -1/8/2025 2:05 PM - Tuan Chen

66005 Capital Profile 1D o value

Invoice Validation

o vaive known)

M Dept Approval Level 1

Scroll down to the Lines section of the Voucher to view the Item and Unit Price, Quantity, and Ext. Price (total price
of the item). The Line will indicate that it is not associated with a Purchase Order and there are no related documents
indicated in the Summary pane.

Approving without Assigning to Yourself

After viewing the document page, attachments, and any relevant related documents, you can approve it without
assigning it to yourself. However, if you do need to take other actions, such as inserting an Ad-Hoc Approver, returning
the it to the Requester/Initiator, or rejecting it, you must assign it to yourself before taking action. This action is the
same for Requisitions, Vouchers, and Change Requests.

Click the dropdown arrow next to the Assign to Myself button and click Approve.

T - @ Assign To Myself - | 2 of 2 Results v < >

Assign to myself

Summary @ 3

Assigning to Yourself and Processing

In order to take other actions, such as inserting an Ad-Hoc Approver, returning the document to the Initiator, or
rejecting it, you must first assign it to yourself. All the actions detailed below are the same for Requisitions,
Vouchers, and Change Requests.

Assigning to Yourself

When viewing a document awaiting approval, click the Assign to Myself button.

GLFCOLUMBIA UNIVERSITY - ‘Search {Alt+41) Q ooousp w o D Dy
Requisition - 3795934 T [ BN @ 2otzResuns ¥ | < >
,
Summar
ShipTo Bl Total (43,644.70 USD) v

61872023 1038 AM 100 HaverrTower 2 100 Haver- Tower 2

Tenya Mcbride Billing Options. 4364470
‘What's next? v

x

The document will be ready for you take action and lock it so that other Approvers cannot work with it.
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o2 CoLumBIA UNIVERSITY Av seaaea o oous ¥ @ D Dy
Requisition + 3788056 @ - 0 . sof3fesuts v ¢ )
—
Summary o
[ —— . —
Total (43,500.10 USD) ~
General - shipping Billng v (e )
Peaing shipTo i
Cantact Name Amy Zimmer Contact Name Karen Contreras.
mitted G/6/2023 512PM Tower 3 Tower 2
100 Haven Ave. Bill-To Email: CUTesting 00+markreq@grmail. com
Cart Name AZ Rejection Test FL9, RMOXF 100 Haven Ave 4350010
CUIMC FLE1, RMO115
[: no valve MNesw York, NY 10032 cuMc 43,500.10
Unied Sisies New York NY 10052
ed by Mark Reguéster United States
‘What's next? ~
Mark Reguester
Billing Options
e ENG ONIResesreh (5260104
-
- Submiten

Assigning to Yourself from the Approvals Screen

3.

From the Approvals List screen, click the Assign *eicon for the document that you want to assign to yourself.

&2 COLUMBIA UNIVERSITY me sacara  a  owun w0 (@ g
Approvals ® @  Submit Date Newest First v
Requisitions @) Change Requests 1 Contracts Procurement Request Contr AP Requests S
Your Selections [« Total Results 16 Display 20 per folder v
v DEPARTMENT: 0503104 (ATH CLUB SPORTS): (0.00 - 500.00) UsD (§E)
Date Range
All Dates v 11:39 AM
Requisition Name 2023-05-02 tmcbride 06 Folders 56 Days in folder [Department: 0503104 (ATH Club Sports): (0.00-
No. of line items 2 500,00} usp}
Filters
3765169 BIO-RAD LABORATORIES, INC. Chris Approver 5/2/2023 Falgun Patel 15,00 3 &
- 11:16 AM
A SUPPLIER
Requisition Name 2023-05-02 fp2169 01 Folders 5 Days in folder [My PR Approvals]
SIGMA ALDRICH INC n
COW GOVT INC 3 No. of line items L 56 Days in folder [Department: 0503104 (ATH Club Sports): (0.00
500.00) USD]
BIO-RAD LABORATORIES, INC 2
BESCGN NG 2 3764963 SIGMA ALDRICH INC Not Assigned 5/1/2023 Test Shopper 47.90 @ L)"
Select Multiple 3 510PM Shopper

The document will be moved to My Approvals folder and other approvers will not be able work with it.

~ MY PRAPPROVALS| €)

13 Days in folder [Prior Approval 2]

3765169 BIO-RAD LABORATORIES, INC. Chris Approver 5/2/2023 Falgun Patel 15. |__’|' v

Ll 11:16 AM
Requisition Name 2023-05-02 fp2169 01 Folders 5 Days in folder [My PR Approvals]
No. of line items 1 56 Days in folder [Department: 0503104 (ATH Club Sports): (0.00 - 500.00)
usD]
3764963 SIGMA ALDRICH INC Chris Approver 5/1/2023 Test Shopper 47. @ i v
510 PM Shopper
Requisition Name 2023-05-01 ShopperTest 01 Folders 0 Days in folder [My PR Approvals]
No. of line items 1 56 Days in folder [Department: 0503104 (ATH Club Sports): (0.00 - 500.00)
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Returning the Document to the Shared Folder

If you are not able to continue reviewing and working with the document after assigning it to yourself, you can return it
to the shared approval folder so that another Approver can process it.

From the document screen, click the dropdown arrow next to the Approve/Complete & Show Next button and click
Return to Shared Folder.

&2 COLUMBIA UNIVERSITY

Alw ooousp w @ (D D

Search (Alt+Q) [

Requisition - 3792744 @® - - Approve/Complete & Show Next Tof2Resulls ¥ | < >
Summary PO Previey t ttachment History Approve & Next
Approve
Summa |
You are reviewing a requisition that has been resubmitted ry Return to Shared Folder |
Return to ﬁequis\lmner
General Shipping Billing VY Total (13,780 ~

Reject Requisition
Hant

Status Pending Ship To Bill To s _— .

ach supg
Contact Name Joe Smith alues shown here are for estimation purpose
100 Haven-Tower 2
Bill-To Email:
CUTesting100+tanyareq@gmail.com
100 Haven Ave
FLO1,RMO113
cuMc
New York, NY 10032
United States

The document will no longer be assigned to you and will be available for other Approvers to process.

Contact Name Joe Smith
Tower 3

100 Haven Ave

FL29, RM029F

cuIMC

New York, NY 10032
United States

Submitted

6/14/2023 1:50 PM

Cart Name Asset Management Overview 13,780.49

no value

escription

13,780.49

Prepared by Tanya Requester

Inserting an Ad-Hoc Approver into Workflow

If you need to insert an additional approver into the workflow to review the transaction, you can select one after
assigning the document to yourself. The Ad-Hoc Approver you insert will review the document after you approve it.
Note: An Ad-Hoc Approver must have a CU Marketplace Approver role. You can only add one Ad-Hoc Approver. Other
Approvers in the approval workflow can also add an Ad-Hoc Approver.

1. Click the Ad-Hoc Approver Select link at the bottom of the General section.

General

Shipping

Billing v

The Ad Hoc Approver window appears.
Ad-Hoc Approver *

2. Click into the Ad-Hoc Approver field and select the Approver from the list. You can type to filter the list of names.

Ad-Hoc Approver *

special Agproval

AdHoc Approver Tester A, Purchasing  Q

e

oo

wl’ COLUMBIA UNIVERSITY
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3. Click save. The General section will indicate the Ad-Hoc Approver, which can be changed, if necessary, and the
Summary pane will indicate the extra approval workflow step.

&2 COLUMBIA UNIVERSITY

Purchasing Tester A
Change

Accounting Codes

Alw Search (Alt+Q) Q 000USD W

Requisition + 3788056 ® - 0 - Jof3Results v <
Summary PO Preview
ST ST2023 ST PM Tower3 Tower 2
100 Haven Ave 8ill-To Email s
Name AZ Rejection Test FL29, RMO29F CUTesting100+markreq@gmail.com umméw
cuMe 100 Haven Ave
ript no value New York, NY 10032 FLB1, RM0115
United States cumMe
red by Mark Requester New York, NY 10032 2
United States P St
Mark Requester Pe 2
ENG CNI Research (5260104) Billing Options
: R Department Approval
. o ounting 6/6/2023 .
v AES A
X

o Special Approval
v

0@ O3

Approving

After assigning the document to yourself and reviewing it, click the Approve/Complete Step button.

- v o O
2 COLUMBIA UNIVERSITY mr swoawo @ oouo W © 19 Se
Requisition - 3788056 ® s 0 Approve/Complete Step || v [EEERIEEEEIEIE SENNP I
Summary PO Preview
SuBeq BIGT20235TIPM Tower 3 Tower 2
100 Haven Ave Bill-To Email s 5
Cart Name AZ Rejection Test FL29, RMO29F CUTesting100+markreq@gmail.com LUy
cuMe 100 Haven Ave
no value New York, NY 10032 FLB1,RM0115 Workflow
United States cumMe
Mark Requester New York, NY 10032 "
United States _ Submitted
Mark Requester el S
ENG CNI Research (5260104) Billing Options
. Department Approval
el Vo s unting  6/6/2023 s
v A
X
o Special Approval
Ad-H Purchasing Tester A eis Approve
Approver Change
Ad-hoc 1
Accounting Codes v v

The Summary panel will indicate that you have approved the document and will show the next Active step in the
approval workflow.

& CoLuMBIA UNIVERSITY we o soweo A ooun w @ D Mg
Requisition - 3788056 ® [ O] Jof3Results v ¢ >
Summary
Summary |
You are reviewing a requisition that has been resubmitted I

General Shipping Billing e W ‘Submitted
Statu Pending shipTo Bill To Mk e

Contact Name Amy Zimmer Contact Name Karen Contreras Department Approval
Submitted 6/6/2023 5:12 PM Towier 3 Tower 2 pinaming

100 Haven Ave Bill-To Email: o HAS Approver
Cart Name AZ Rejection Test FL29, RMO29F CUTesting100+markreq@gmail com

cuMe 100 Haven Ave
Description  no value New York, NY 10032 FLB1, RMO115 v

United States cume
Prepared by Mark Requester New York, NY 10032

United States
Prepared for  Mark Requester 0 Ad-hoc 1
Department  ENG CNI Research (5260104) Billing Options Purchasing Tester A
. Accounting  6/6/2023
Fiscal Yea Fra3 Dae Create PO
. Prit Poliey

&2 COLUMBIA UNIVERSITY
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Returning to the Initiator

If the transaction does not meet your approval requirements, you can return it to the Initiator so they can make any

necessary changes. After making the necessary changes or providing additional information, the /Initiator will resubmit
the document back into workflow.

1. Click the dropdown arrow next to the Approve/Complete & Show Next button and click Return to
Requisitioner.

&2 COLUMBIA UNIVERSITY Mo Coch@Ey a oo w @D Sy
Requisition + 3792744 ®© & @ - Tof2resuts v | < >
Summary PO Preview Comments Attachments History Approve & Next
Approve
You are reviewing a requisition that has been resubmitted Summary Return to Shared Folder 9‘

Return to Requisitiongwﬁ

General . Shipping s Billing v Total (13,780
‘ Reject Requisition
Shipping, Han___ B
Status Pending ship To Bill To
Special Approval (Chris Approver calculated and charged by each supplier. The
Contact Name Joe Smith Contact Name Joe Smith values shown here are for estimation purposes,
Submitted 6/14/2023 1:50 PM Tower 3 100 Haven-Tower 2 budget checking, and workflow approvals.
100 Haven Ave Bill-To Email:
Cart Name Asset Management Overview FL29, RM029F CUTesting100+tanyareq@gmail.com Subtotal 13,780.49
CcuMC 100 Haven Ave
Description no value New York, NY 10032 FLOT,RM0113 12 7an 40

The Return window appears.

Return To Requisitioner X

%

expand | clear

Characters beyond the limit are not saved, i.e., the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.

Save Changes Cancel

2. Type a Note informing the Initiator why you are returning the document to them so the Requester can address the
issue. Click Save Changes.

Returning a PO Voucher
If you need to return a PO Voucher, you should make sure that the Voucher goes back to the Initiator and not the

Purchase Order (Requisition) Initiator. When the Return window appears, it will list both the VVoucher Initiator
(Invoiced by) and the Purchase Order Initiator (VVoucher Owner).

Return Voucher To User X

This will return the voucher to the voucher owner or voucher creator. If you select
a user they will receive an email indicating that a voucher has been returned.

Return to:

() Janet Salinas-Vasquez (Voucher Owner) <procurement@columbia.edu>

(®) Narayanan Seetharamar] (Invoiced by) kns2846@columbia.edu>

~
1000 characters remaining expand | clear

Select to Return to: Invoiced by so that the Voucher Initiator can make the necessary changes.

&2 COLUMBIA UNIVERSITY
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Rejecting
Reject only when you want to terminate it and prevent the Requisition from being processed. The Requester/Initiator
will not be able to make changes and resubmit it into workflow.

1. Click the dropdown arrow next to the Approve/Complete & Show Next button and click Reject.

&2 COLUMBIA UNIVERSITY me  seeawy  a  onuo W o @ g
Requisition * 3792744 ® - O . Approve/Complete & Show Next 1of2Results v+ < >
. Approve & Next
Summary PO Preview mment; Attachments History
Approve
Summa E
You are reviewing a requisition that has been resubmitted " Return to Shared Folder !
Return to Requisitioner
General Shipping Billing v Total (13,78C ~
u Reject Requisition|
Shipping, Han == -
Status Pending Ship To Bill To I " ol . | T
Contact Name Joe Smith Contact Name Joe Smith alues shown here are for estimation purposes
Submitted 6/14/2023 1:50 PM Tower 3 100 Haven-Tower 2 budget checking, and workflow approvals
100 Haven Ave Bill-To Email:
Cart Name Asset Management Overview FL29, RMO29F CUTesting100+tanyareq@gmail.com Subtota 13,780.49
CuUIMC 100 Haven Ave
Description no value New York, NY 10032 FLO1,RMD113
' : 13,780.49
United States cuiMc

The Reject window appears.

Reject Requisition

WARNING: You are about to reject ALL lines on this requisition. Once a PRis
rejected, it cannot be reinstated. Click Reject Requisition or Cancel to leave the
PR unchanged.

PR Reject Reason

£

expand | clear

Reject Requisition Close

2. Type a Reject Reason informing the Requester/Initiator of why you are rejecting. Click Reject.

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 ServiceNow
https://columbia.service-now.com
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