Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

This Training Guide covers how to submit a Change Request for Non-Catalog Purchase Orders in the CU Marketplace.
Change Requests are used to modify the Purchase Order commitment (dollar, time, service), communicate an update to
vendors, or resolve an exception. Change orders are also used to modify the ChartField(s) specified in the Accounting
Codes of the original Purchase Order. Refer to the Change Request Policy for detailed guidelines.

If you are submitting a Change Request in conjunction with an amended contract, you must submit also submit a
request to amend the contract in the CU Marketplace. Refer to the Requesting to Amend or Terminate a Contract in the
CU Marketplace job aid for instruction.
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Accessing the Purchase Order

You initiate a Change Request directly from the Purchase Order for which you are requesting the change. You can find
the Purchase Orders you have access to from the My Purchase Orders list on the Orders dashboard.

1. Click the Orders tile from the CU Marketplace Homepage.

a2 CoLumBIA UNIVERSITY
Dashboards -+ Welcome Page

¢ Pay P " Welcame Fage

o &

Welcome to the CU Marketplace

The CU Marketplace is a procure-to-pay (P2P) solution enabling you to
efficiently shop for goods and services, request and manage service
® contracts, and make seamless payments to vendors and suppliers.

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

for guided assistance.

Orders.

s 20

a +

@ w-  swoong a  imecuso W O

News and Alerts

This is a section to include exciting news about what's happening in the Marketplace. The text
can include new suppliers brought on to the catalog or outages that are happening in the
near future,

Contracts

 Contact Finance Service C
. o2 COLUMBIA UNIVERSITY @ 4 o a wmousm W Om & 10
x
Dashboards * Orders a +
1
¢ tes 3
T —_—
T
b H s 20241120 822248 01 My Drafts T1/z0/2024 1699.00USD
1
.
a
1
My Purchase Orders a
u e e — Total Purchase Orders: 605 Approx. Total Amount: 123,957,032.53 USD
PONumber = Supplier Creted Date/Time ~ PO Owner Total Amourt

CUADDITGA2  JAPAN PUB TRADING COLTD @ 12/11/2026 14106 PM  Arben Balazhi 200000 uso

ACCREDITATION BOARD FOR ENGINEERING (D) 12/10/2024 6:20:00 PM  Ermiles Rosa 160,000,00 USD

'WORLDWIOE BOOKS CORFORATION () 12/10/2024 61930 PM  Emilee Aosa 100,000.00 USD.

SPWINDUSTRIAL (D) 12/10/2024 679.00PM  Emiles Rosa 25000,00 USD

ACCREDITATION BOARD FOR ENGINEERING (D 12/10/2024 S5026PM  WillamHammond  100,000.00 USD

CUADOO1638

€ 3 Page1 o121 1-50f605Resuls 5PerPage «

2. Scroll down to the My Purchase Orders panel.

The panel defaults to display five Purchase Orders per page. You can expand the quantity displayed or scroll
through the list. To view all available Purchase Order on its own search results screens, click the Total Purchase

Orders link.

3. Select the PO Number link for the Purchase Order you are requesting the change. The Purchase Order page

P2 COLUMBIA UNIVERSITY v b !
Purchase Order - SPW INDUSTRIAL - CUA0001616 Revision 0

Status ‘Summary Revisions 1 Confirmations Shipments Receipts Vouchers Comments Attachments History

General Information shipping Infermation Billing/Payment N Summary

PO/Reference No.  CUA0001616 ShipTo Bill To Details

A/P status Open Contact Name Laura Barnhart ‘Contact Name Laura Barnhart Supplier Status
Studebaker Studebaker

Revision No 0 615W 131st St 615 W 131st St Sent To Supplier
FLO3, RMO300 FLO3, RM0300

Supplier Name 1009n-1 SPW INDUSTRIAL Manhattanville Manhattanville Supplier
New York, NY 10027 New York, NY 10027 SPW INDUSTRIAL

AAAAAAA £OE Winme 140 Cenca linitad Gratas linited Giatac
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Viewing Vouchers Associated with a Purchase Order

When requesting a change to accounting codes for a Purchase Order (PO), the process depends on whether the PO has
vouchers associated with it or not. If a Purchase Order has VVouchers against it, the Vouchers tab at the top of Purchase
Order screen will display the number of VVouchers and links to the Voucher documents will be listed in the Summary
pane.

&2 COLUMBIA UNIVERSITY 0 n~- Search (Alt+Q) 18990.00USD W O w4 Ld
Purchase Order « JAPAN PUB TRADING CO LTD + CUA0002114 Revision 0 ® [= O]
Status Summary Revisions Confirmations Shipments Change Requests Receipts Comments 1 Attachments History
General Information i Shipping Information e Billing/Payment [ Summary 2l
charged by each supplier. The values shown here are for
PO/Reference No.  CUA0002114 ShipTo Sl To estimation purposes, budget checking, and workflow
approvals.
A/P status Open Contact Name Falgun Patel Contact Name Falgun Patel Subtotal 1,500.00
Tower 3 Tower 3 Taxl 0.00
Revision No. o 100 Haven Ave 100 Haven Ave Tax2 0.00
FL29, RMO29F FL29, RMO29F
SupplierName @ AC JAPAN PUB TRADING COLTD cume cuIMe 1,500.00
New York, NY 10032 New York, NY 10032
Address 5 Mayhew Drive United States United States
3159 33rd Street Related Documents v
lgi?lg‘u"f)”:‘:; 101.0064 Jean ShipTo Address  202129029F BillTo Address  202129029F Requisition: 4196335 -
oy i Code Code Voucher: VA001986 L]
Purchase Order  1/3/2025 Voucher: VA001987 -]
Date illing Opti
Billing Options Voucher: VA001988 L]
Total 1,500.00 Accounting Date  1/3/2025
What's next? v
Requisition 4196335 view| piint Payment Terms  Due Upon Receipt ( Manual )
Number Workflow Status ® Completed
FOB DAP- Delivered at Place
Internal Workflow
Attachments

Click the Vouchers tab to view Voucher information and Line Details showing the Voucher Qty/Cost applied to the
Purchase Order Line(s).

- - o
&2 COLUMBIA UNIVERSITY 0 4 sk iesac0usD W O W A %
Purchase Order + JAPAN PUB TRADING CO LTD + CUA0002114 Revision 0 s 0
Status Summary Revisions Confirmations Shipments Change Requests Receipts Vouchers @) Comments 1 Attachments History
) Summary -
Fecortfound:3, Tolng: 160,00 60 T T
Voucher No. | Supplier Voucher No. Voucher Date Due Date Voucher Type Payment Status Voucher Total Invoiced By Details v
VA01988 (7 FP Test78 1/3/2025 1/3/2025 Voucher Payable 1000USD  Patel, Falgun Supplier Status
VA001987 [7 FP Test8390 1/3/2025 1/3/2025 Voucher Payable 50,00 USD Patel, Falgun Sent To Supplier
VAQ01986 7 FP Test? 1/3/2025 1/3/2025 Voucher Payable 10000USD  Patel, Falgun Supplier
JAPAN PUB TRADING CO LTD
Line Details Total (1,500.00 USD) v
Shipping, Handling, and Tax charges are calculated and
LineNo.  Product Name Catalog No. UnitPrice  Quy/UOM Extended Price Voucher Qty/Cost  Status charged by each supplier. The values shown here are for
-~ estimation purposes, budget checking, and workflow
1 [ GoodsLine 100000USD 1 EA 1,000.00 USD /995.00USD  Open approvals
/500USD  NetInvoiced :
Subtotal 1,500.00
2 []Goodsline2 50000USD 1 EA 500.00USD [7J)/345.00USD  Open Tax! 0.00
(79 155.00USD  NetInvoiced
Tax2 0.00
1,500.00
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Viewing Voucher Match Exceptions

If the Voucher Qty/Cost exceeds the Extended Price of the Purchase Order, you can see it on the Vouchers tab. If it is
above the allowable PO tolerance thresholds of 10% or $5,000, whichever is smaller, a Match Exception is triggered
and any outstanding VVouchers will not be processed. A Change Request will be required in order for the outstanding
Vouchers to be processed.

To confirm if there is a Match Exception:

1. Inthe Summary pane, click any one of the links to a Voucher document.

&2 CoLuMBIA UNIVERSITY @  PuchaseOrders - Search (All+Q) 1a900us0 W © ™ & 20
Purchase Order + ACCREDITATION BOARD FOR ENG... + CUAD001657 Revision 0 -, O
Status Summary Revisions 1 confirmation shipment Change Request: Receipts vouchers €) comments 1 Attachments History
Summary Y]
Records found: 2, Totaling: 120,000.00 USD +
100,000.00
Voucher No. & Supplier Voucher No. Voucher Date Due Date Voucher Type Payment Status VoucherTotal  Invoiced By
VADO1865 7 ePro 23 er3227-2 12/26/2024 12/26/2024 Voucher In Process 70,000.00 USD Rosa, Emilee Related Documents Y
Requisition: 4189959
VADD1862 [ ePro 23 er3227-1 12/26/2024 12/26/2024 Voucher Payable 5000000USD  Ross, Emilee ) ®
Vouher, VAGQT862 -
Voucher VAGD] -
Line Details B
What's next? v
LineNo.  Product Name Catalog No. UnitPrice  Qiy/UOM Extended Price Voucher Qty/Cost  Status Workflow Status » Completed
1 [ Consuling services 10000000USD 1 EA 100,000.00 USD /-20000.00USD |  Open )
/120,00000USD |  Netinvoiced Workflow
(I showskipped steps

The Voucher page appears.

PR St? COLUMBIA UNIVERSITY O oot sewenging eoun W O 4 20|
- Voucher + ACCREDITATION BOARD FORENG... * VA001862 @ - o -
P Summary Supplier Messages Comments Attachments 1 History
[}
9 General #£o Addresses o Note/Attachments o Summary =
Type Voucher RemitTo termal Nete e value ACCREDITATION BOARD FOR ENGINEERING v
PaymentType  Inwolce 525 West 231st. St Supplier Invoice No. ePro 2:3 r3227-1
a8 BALTIMORE, Maryland 21201 Internal Attachments. Date Add
y Stat Total (50,000.00 USD) v
Pay Statu Payable United States 4 Sample Invoice.pdf 12/26/2024
Address Id Billing-1 50,000.00
52 Voucher Number  VA0O1862
Bill To 0.00
Supplier Involce  ePro 2-3 er3227-1 @ 0.00
1l Contact Name William Hammond i
Ne Shipping 0.00

2. Click the Matching tab. The Matching page will highlight Matching Exceptions in yellow with an Exception

Reason.
PRS2 COLUMBIA UNIVERSITY I L — U W O & 20
Voucher + ACCREDITATION BOARD FOR ENG... = VA001862 ® - @ -
Summary Matching Supplier Messages omments Attachments 1 History
@ Please see the highlighted items below for any matching excentions. Summary i
[ comlee ]
CUA0001657 ACCREDITATION BOARD FOR ENGINEERING v
Supplier Invoice No ePro 23 er3227-1
Match Status Matching Method Voucher Line No. PO Line No. Catalog No. Description Size/Packaging Unit Price Quantity Ext Total (50,000.00 USD) .
o - Matched 2 Way 1 1 Consulting O/EA 50,000.00 1 50,0 Subtotal
PO/Vouchers services usp e 5000000
= Discount 0.00
Tax1 0.00
MATCHING EXCEPTIONS MATCHING SUMMARY Shipping 0.00
. ﬁguucher extended price exceeds PO by: 20,000.00 ] . ] Exception Reason Handling 0.00
Miscellaneous Fees 0.00
Quantity 1 - 2 50,000.00
Unit Price 100,000.00 - 50,000.00
usp usD -
70,000.00 Related Documents ~
Purchase Order: CUA00O1657 -
Ext. Price 100,000.00 - 120,000.00 Voucher extended price exceeds PO by:
usp usD 20,000.00 USD Requisition: 4189959 -
Document 0.00 USD - TOOUSD Wha's next? -
TS&H
iorkflow
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Initiating a Change Request
1. On the Purchase Order page, navigate to the Change Requests tab. The Change Request page appears.

Status Summary Revisions 1 Confirmations Shipments Change Requests Receipts Vouchers Comments Attachments

Records found: 0

Na change requests have been created

2. Click the Create Change Request * icon. The Create Change Request notification window appears.

Create Change Request X

-] e e e v
|:| Jacob Brumbach (Approved) <jbrumbach@hcg.com>
D Kristian Santos (Approved) <ksantos@hcg.com>

D Naureen Ahmed (Approved) <nahmed@hcg.com>

add email
recipient...

Change Request Reason

Price increase above the threshold due to logistical reasons]

939 characters remaining 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.

Attach file to this change request (optional):
Attachment Type @ File

(O Link/URL -

Create Change Request Close

You may optionally send an email notification to approvers or other colleagues regarding your Change Request.
You can select from a list of colleagues associated with the Purchase Order or add a recipient not listed.

3. Enter a Change Request Reason.

4. Click the Create Change Request button. The Change Request screen appears.
Continue to the section below based on the Change Request needed:

e Price or Quantity Change Request
e Financial (Accounting Code / ChartString) Change Request

&2 COLUMBIA UNIVERSITY
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Completing a Price/Quantity Change Request

A Price or Quantity Change Request is required when an increase to the value of the original PO is above the allowable
PO tolerance thresholds of 10% or $5,000, whichever is smaller. If Vouchers are submitted against a PO for invoices
that are above the PO tolerance thresholds, a match exception occurs and a notification to create a Change Request is
sent. You may proactively create a Change Request to increase the value of the PO prior to submitting VVouchers.

1. After initiating the Change Request, scroll down to the Items section of the Change Request screen and click the
Goods and Services Request Form link.

P 5 CoLumpia UniversiTy 0 o e et e W T & 20|

Change Requests + 4187236 o e e |

PN INDUSTRIAL - 70 taws - 25.090,00 USO.

P P— 25man0

& ™ Catmog o SePushary [ Cusray En P 200000

The Goods and Services Request Form for the original request appears.

LSl CoLumBiA UNIVERSITY 0 »- mwmma A

% Goods Request Form Instructions 7 0
-

e

o

=

3

Ml

o K

&

2. Select the Goods Items or Service Items link to navigate to Goods Items or Services Items section of the form.

Are multiple invoices expected for this goods purchase? (Amount Only) ™

O Yes @ No

~ Item1

tem 1

em Description % M

Unit Price 22000 usD Quantity * 50 Total 11,000.00 USD
Unit of Measure (Use EA-Each £ oy -

unless supplier has specified

ctherwise) *

Catalog No. A8C1

Commadity Code % 41100000 - Laboratory and Eat
Scientific Equipment

Viould you ke to add anather item?

@ Yes QO No

¢ Previous Save on Change Request ISR

3. For a Goods Item, edit the Unit Price and/or Quantity for each Line, as necessary. For a Service Item, edit the
Unit Price and/or Service Dates for each Line, as needed.

You can add an additional Line by selecting Yes for Would you like to add another item?

4. Navigate to the other pages of the Goods and Services Request form to make any other desired changes. Check the
Required Attachments page to ensure any additional required documentation based on your changes is uploaded.

5. Click the Save on Change Request button

6. Click the Back to Change Request link at the upper left corner of the form. The Change Request screen appears

with the updated values highlighted.

&2 COLUMBIA UNIVERSITY
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Communicating the Price/Quantity Change Request to the Supplier

You must select that the Supplier receive communication regarding your Price/Quantity Change Request before you
submit the request.

1. Click the External Communication tab.

-
o2 COLUMBIA UNIVERSITY 0 v+ seoea onmouso W © VO D @)
Change Requests + 4262095 @ ... Aot

> Summary Sl
Seamareof e s =
/" ERP System Connections an Change Request RS2 SN Al P ced.
../ POExport ""“‘.:": =

Total (100,000.00 USD) v

3. Select the Suppliers on Change Request option.

Completing a Financial (Accounting Code/ChartString) Change Request
Check the Purchase Order for the vouchered amount of each Line before creating a Financial (Accounting
Code/ChartString) Change Request change request

Purchase Order with No Vouchers

If a Purchase Order has no VVouchers that have been processed (ho invoice activity has occurred for the PO), you can
update the accounting codes without restriction. Simply update the Accounting Codes (ChartString) directly on the
Change Request page.

Changing the ChartString for All Lines of the Purchase Order

1. In the Accounting Codes section, click the Edit Accounting Codes Section ¢ icon.

&2 CoLumBIA UNIVERSITY Q@ u- =g 1smoU W @ N A 10
Change Requests + 4189031 @ s O - Assign Draft Submil Request
Summary Takes/SEH PO Preview Extemal Communication ents 1
description local_er3227 AP Scenario 2 Shipping address 3003030300 Billing address 3003030300
code X Summary =l
Prepared by Eric Zaretsky
Contect Name William Hammond Contaet Name William Hammeond
Emilee Rosa Studebaker Studebaker Total (105,000.00 USD) v
615W 1315t St 615W 1315t St .
IMC CU Investment Mgmt Co (1416102)  FLO3, RMO300 FLO3, RMD300 !
Manhattanille Manhattanille
AdHoc Approver  Select New York, NY 10027 New York, NY 10027
United States United States
ulth-year PO No Isubtotal 105,000.00
0 vt Billing Options: Tax 0.00
Accounting Date  12/10/2024 000
ate X 105,000.00
rder
Related Documents. v
Accounting Cod v
ceounting Godes Putchase Order: CUAODD1640 -
GL Business Unit Project Activity Department Initiative Segment Site PC Business Unit AM Business Unit Requisition: 4179861 -
coum - vRooan: OLCenvaBugen MIGN2 20661 00000000 usa GENRL coum Whats next for my order? .
antral Budget No NextStep  Dept Approval $100K - $500K
Edit Accounting Codes X
Accounting Codes
GL Business Unit # Project % Activity # & Department % & Initiative % Segment % Site PC Business Unit ' =
coLum '] URDDBO23 Q 01-Central Budg.. « 1416102 " 20661 Q 10000000 Q USA Q,  GENRL-GENRL ~
+
¥
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

2. Edit the ChartFields (ChartString values) as necessary. They must be entered in order Ig.ft 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
updating to view the available values.

v

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

. ) was o . . . .
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 or price
distribution.

You can click the Code Favorites
4. Click the Save button.
Changing the ChartString to a Specific Line of the Purchase Order

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

1. Inthe section for the Line that has the Accounting Code you want to change, click the Line Item Actions """ icon
and select Override Accounting Codes.
1 Music Books EA | 110.00 500 5500000 [ :iix:iﬂ -
Override
- ITEM DETAILS
'
Internal Attachments Add Capital Asset Type N/A _ @_ —
Requested Delivery Date no value Asset Location no value
Category Code 60120000 / Arts and crafts equipment and accessories and Capital Profile ID no value
supplies Related Docu|
Capital Related Tag / Asset  no value Purchase Ordel
Account 64150 ID (if known)
OFFICE SERVICES-GENERAL Requisition: 41

The Override Accounting Codes window appears.

Override Line 1: Accounting Codes

GL Business Unit % Project % EY Activity *E Department * = Initiative % Segment % Site PCBusiness Unit % =
coLum "3 UR003815 Q 01-EVP Disc Spt v 4001102 v 25000 Q 00000000 Q Search Q. GENRL - GENRL -
1 >

2. Edit and validate the ChartFields as instructed above.
3. Click the Save button.

&2 COLUMBIA UNIVERSITY
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Purchase Order with Vouchers Against It

Accounting Codes (ChartStrings) cannot be modified for already vouchered amounts. Previously vouchered amounts
retain the original accounting codes. You can only make changes to Purchase Order Line amounts that are unvouchered.
Lines that are partially vouchered can be changed by adding a Split to the Accounting,

Changing the ChartString for an Unvouchered Line

1. Inthe section for the Line that has not yet been vouchered, click the Line Item Actions icon and select
Override Accounting Codes.
timat
1 Music Books EA |110.00 500 5500000 [] ::r“x:j -
Override
-~ ITEM DETAILS B
'
Internal Attachments Add Capital Asset Type N/A _ E—
Requested Delivery Date no value Asset Location no value
Category Code 60120000 / Arts and crafts equipment and accessories and Capital Profile ID no value
i Related Docul
supplies
Capital Related Tag / Asset  no value Purchase Orde]
Account 64150 1D (if known)
OFFICE SERVICES-GENERAL Requisition: 41

The Override Accounting Codes window appears.

Override Line 1: Accounting Codes

GL Business Unit % Project & &= Activity % 2 Department 2 Initiative % Segment % Site PC Business Unit ' 2
COLUM ¢ URD03815 Q  01EVPDiscSp v 4001102 v 2500( Q 1000000 Q| Search Q. GENRL-GENRL  ~
‘ v

2. Edit and validate the ChartFields as instructed above.
3. Click the Save button.

Changing the ChartString for a Partially Vouchered Line

You cannot change the Accounting Code for any portion of a Line that is vouchered. Instead, you will create a new PO
Line to account for the new Accounting Code for the portion that is unvouchered and reduce the original PO line(s) to
reflect the vouchered amount. Follow the below steps once you have initiated a Change Request.

1. After initiating the Change Request, scroll down to the Items section of the Change Request screen and click the
Goods and Services Request Form link.

WORLDWIDE BOOKS CORPORATION - 501 Items - 100,000.00 USD =

~ SUPPLIER DETAILS AfH

PO Number CLUAODDZ184

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

Goods Request Form - D

Contract. no value

1 Music Books ABC1 EA 100.00 500 §0,000.00
“  ITEM DETAILS ra
Internal Attachments Add Capital Asset Type N/A

2. The Goods and Services Request Form from the original request appears. Select the Goods Items or Service Items
link to navigate to Goods Items or Services Items section of the form.

&2 COLUMBIA UNIVERSITY
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

« Back to Change Request o
Goods Request Form Instructions Request Actions ¥ | History | 2
Form Number 1068191
Purpose Procurement Request ~ Purpose: This form s used to request non-catalog geods and services.

Status On Document For catalog purchases, go to the CU Marketplace and select the category of purchase and the desired supplier's calalog to create a cart and requisition.

Instructions Ta complete this form, you must select the supplier to purchase your goods or services from. Check PaymentWorks here to make sure that your supplier is registered and
active. If you cannet find your supplier to select, follow the PaymentWorks process to setup a new supplier.
Suppliers v o you do not know which supplier to purchase from, contact the Purchasing team at [Insert email for Purchasing Admin Team).
Form Fields v Supperting Documentation: Based on the answers provided, the form will display any supperting decumentation (e.g., quote, statement of work, certificate of insurance)
that is required to be attached. Once you start this form, you may use the Save Progress button to save your work and return to it at a later time.
Purchasing Information v High Level Process
Goods ltems v
e v Add the itamiz) - fenit your
il The requisition i R ticn Yo
rewal
Required Attachments o chechout i
Review and Submit

Reduce the line item to the vouchered amount. For a Goods Item, edit the Unit Price and/or Quantity for each
Line, as necessary. For a Service Item, edit the Unit Price for each Line, as necessary.

T CUTUMDBIA UNIVERSTT T

Shap b Shopping » View Forms © Success

Successfully Saved Changes
« Back to Change Request

Geoods Request Form Form Fields - Goods Items Request Actions ¥ | History | 7
Form Number 1068191
Purpose Procurement Request ~ On This Page *  Response |s Required
Status On Docurment tems Page (1)
Instruct Multiple Invoices? (1)
nstructions Hem 1 @)
Suppliers s
Form Fields v & (oD

Purchasing Information This section of the request allows you to add up to 20 items from your selected supplier. If you need more than 20 items, you can add them after you complete

this form and add it to your cart.
Goods Items v
Services v
~ Multiple Invoices?
Required Attachments v

Are multiple inveices expected for this goods purchase? (Ameunt Only) ®
Review and Submit -
) Yes @ No

v Item 1

Item 1

ttem Description % Music Books

989 characters remaining

Unit Price % 100.00

usp Quantity % 250 Tatal 25,000.00 USD
Unit of Measure (Use EA-Each | L o0 v
unless supplier has specified
otherwise.) ¥
Catalog No. ABC1
Commadity Code % 60120000 - Arts and crafts Edit.

equipment and accessories
and supplies

Would you like to add another item?

O Yes @ No

pre—= =
4. Click the Save on Change Request button. Repeat for any other line items that have been vouchered.
5. When edits are complete, click the Back to Change Request link at the upper left corner of the form.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Page 10



Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

[ COLUMDBIA UNIVERSIT T
Shop » Shopping b View Forms O Success

Successfully Saved Changes
¢ Back 1o Change Request

Goods Request Form Form Fields - Services Request Actions w | History | 7

Form Number 1068191
Purpose Procurement Request *  Response s Required
Status On Document

w Instructions
Instructions

Service ltems
Suppliers Service line items are set up as Amount only with the quantity always set to 1. Enter the total amount as the Unit Price. Complete all reguired fields.
Form Fields w Service Item 1

Purchasing Information Service Line 1

Goods ltems

Service Description %

Services Book Binding

L S .Y

Required Attachments

) ) 9BE characters remaining
Review and Submit

Unit Price % 25,000.00 usD Quantity 1 Total 25,000.00 USD
Unit of Measure % EA-Each
Service Start Date % 0140172025 m
mm/ddyyyy
Service End Date % 01/31/2025 )
mmyddyyyy
Commaodity Code ¥ 93141703 - Art related Edit
services
Line tem Type * Services

Would you like to add another service?

O Yes ® No

The Change Request screen appears with the updated values highlighted.

251 Items

WORLDWIDE BOOKS CORPORATION - 251 ltems - 50,000.00 USD -

~ SUPPLIER DETAILS 0§

PO Number CUADDD2184

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

Goods Request Ferm -

Gonlract: no value

1 Music Books ABC1 EA 100.00 25,000.00

# ITEM DETAILS

#
Internal Attachments Add Capital Asset Type N/A
Requested Delivery Date 0 value Asset Location no value
Category Code 60120000 / Arts and crafis equipment and accessories and supplies Capital Profile ID no value
Account 64150 Capital Related Tag / Asset ID (if  no value
OFFICE SERVICES GENERAL known)
Budget Year 0 value
2 Book Binding EA 1 25,000.00
# ITEM DETAILS #
Service StartDale  2025401-01 Internal Attachments  Add Capital Asset Type  N/A
Service End Date 2025-01-31 Requested Delivery  no value Asset Location no value
Date
mare Info. Capital Profile ID no value
Category Code 93141703 / Art related services

Capital Related Tag /  no value
Account 64505 Asset ID (if known)
CONSULTANTS GENERAL

Budget Year no value

6. Click the Actions """ icon and select Add Non-Catalog Item. This is used to add the remaining amount to be
vouchered and update the ChartFields.
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Columbia University Finance Training

Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

251 Items - O -
Summary
WORLDWIDE BOOKS CORPORATION - 251 Items - 50,000.00 USD -0
Add Non-Catalog item
~ SUPPLIERBETALLS AcH
PO Number CUANOD2184 Please o
dacumel
area
tem Catalag No. Sizo/Packaging UnitPrice. Quantity Ext. Price
Sarvice |
Iines. Us
Goods Request Form -0 e
Contract novalue Total (50,00
1 Music Books Asct A 10000 |250 25000.00
~ mEMbETALS ’ [subtotal
Internal Attachments add Capital Asset Type A o
Requested Delivery Date novalue Asset Location na value
Category Code: 60120000/ d supsli Capital Profle I ha value
Related Doc|
Account 64150 Captal Related Tag / Asset 10 (f o value
osFice seRviCEs: known) Purchase ore
Requisition: 4
Budget Vear o value
Whats next |
2 Book Binding A | 25.000.00 1 2500000 . Next Step
Approvers
~ MEMDETALS ’
Sendce StartDate 20250101 Itemal Attachments  Add Canital Asset Type  N/A
ndbae 20250181 Roquested Dallvery  novalue Asset Location novalve Workflon
Date
—_— CapitalProfie 0 novalue
Gategory Code 93141703 / Art releted senvces or]
Capital Related Tag /  no value -
Acoount 64505 Asset 10 (i known) ae]
consura
Budget Year no value Re
uf

7. Enter details from Line 1, adjusting for the remaining amount to be vouchered on this PO. Click Save if there are no
additional lines or Save and Add Another if there were multiple lines on the PO that require a ChartField change.

Add Non-Catalog Item

WORLDWIDE BOOKS CORPORATION A(H

Fulfillment Address ~

Ordering-14® 1318 N. Second Street, INTERLAKEN, New York 14847-9802 United States

Item ~
Product Description % Catalog No. Quantity * Unit Price Packaging
EA-Each M
Additional Details -

Manufacturer Name Manufacturer Part No

# Required filds @ Preferred Save And Add Another Close

8. The new lines are added to the Change Request and highlighted. Click the pencil icon on the line item or the
Required error message to add the Category Code.

[ This line item has been added
3 new account code for music books EA 100.00 250 EA @ 25000.00 |

A ITEMDETALS 3

Contract no vaiue Capital Asset Type N/A
Internal Attachments Add Asset Location no value
Requested Delivery Date no value Capital Profile 1D no value
Category Code no value Capital Related Tag / Asset ID (if no value
v
Account no value
O Required
Budget Year no vaiue

X This line item has been added
4 newaccount code for binding service EA 1.00 25000 EA @ 2500000 R

~ IEMDETALS 3

Contract: no value Capital Asset Type N/A
Internal Attachments Add Asset Location no value
Requested Delivery Date no value Capital Profile ID ne value
Category Code no value Capital Related Tag/ Asset D (if no value
s
Account no value
O Required
Budget Year no value

&2 COLUMBIA UNIVERSITY
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Columbia University Finance Training
Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

9. Enter the Category Code applicable for the new line. Unless a different category code is desired, use the category
code from the original line. Click Save and the Account will default based on the category code selected.

Edit Line 3: ltem Details X
5 new account coda for music books e 100,00 €A 25,000.00

Contract

Capital Asset Type W N/A
Requested Delivery Date m
Asset Location Search Q
mm/dd/yyyy 2
Category Code % ‘ Q | Capital Prafile ID Search Q
Capital Related Tag / Asset ID (if
known)
Account h
Budget Year v

10. To edit the ChartFields (Accounting Codes) for the new line to be something other than the original default
ChartFields, click Line Item Actions """ icon and select Override Accounting Codes.

[ This line item has been added
Summary
3 new account code for music books EA 10000 250en @ zsoo000 [ [ ]
Override |
~ ITEMDETAILS | -
Accounting Codes
Contract: ne value Capital Asset Type N/A . S —
supporti
Internal Attachments  Add Asset Location no value change
Service
" be 1on
Reguested Delivery ne value Capital Profile ID no value the form|
Date
Capital Related Tag / no value Total (100,0
A
Category Code 60120000 / Arts and crafts equipment and Asset |D (if known)
accessories and supplies Shipping, Hal
and charged
Account 64150 r_‘H_‘E drekfflzr N
OFFICE SERVICES-GENERAL andwerkiien
Subtotal
Budget Year no value
Tax1

v

11. Enter the desired ChartFields for this line and click the Validate icon to ensure your ChartFields were entered

correctly. Click the Save button.

Override Line 3: Accounting Codes X

GL Business Unit % Project * = Activity *E Department % = Initiative * Segment Site
coLum v UR004672 Q  01GIFunding @ 1403102 Q  ooo00 Q| 00000000 Q  Search
* Required fields S Close

The updated ChartFields (Accounting Codes) for the line are highlighted in green.
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[ This line item has been added

3 new account code for music books EA 100.00 250 EA . 25,000.00 ==r l:‘
. ITEM DETAILS 33 r
Contract: no value Capital Asset Type N/A
Internal Attachments Add Asset Location no value
Requested Delivery no value Capital Profile ID no value
Date

Capital Related Tag / no value
Category Code 60120000 / Arts and crafts eguipment and Asset D (if known)
accessories and supplies

Account 64150
OFFICE SERVICES-GENERAL

Budget Year no value
ACCOUNTING CODES Values have been overridden =
- for this line d ¢ =
PC Business ~ AM Business
GL Business Unit Project Activity Department Initiative Segment Site Unit Unit

CoLuM | URDO4672 01-GI | 1403102 00000 00000000 no value GENRL CoLUM

Columbia University Gl Funding Funding FHR Human Undefined Undefined GENRL Columbia

Gl Funding Resources nitiative Segment University

Repeat these steps for any additional Non-Catalog Line Items added to the change request, as needed.

Uploading Attachments

You may need upload Attachments to the Change Request, such as an Invoice, revised Scope of Work, Proposal,
Certificate of Insurance, etc. showing the revised price.

1. Click the Attachments tab.

&2 CoLUMBIA UNIVERSITY 0 #-  sswen 1eonoun W @ & 20|

Change Requests + 4190003 [ Assign Draft m
Summary Taxes/S&J O Preview External Communication Comments 1 History

Summary 2l
Hachments found:o e I o

Total (150,000.00 USD) ~

This document does not have any attachments associated with it.

If you need to add an attachment, return to the Summary page and find the *Add attachment” button.

that 1t be added fo they have compieted workfiow.

Subtotal 150,000.00

2. Click the Add Internal Attachment. The Add Attachments window appears.

Add Attachments X
Attachment Type @ File (O Link
File(s) %

Drop File or Browse
Max. File Size: 5.0 MB

* Required fields Close

3. Drag and drop your file to the File(s) section or click the Browse link to locate and upload your file. You can add
additional documentation to this window, if needed.

4. Click the Save Changes button.
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Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders

Submitting the Change Request
After completing all required fields and attaching necessary documents, click the Submit Request button.

@ changes will not be sent to the Supplier.

Change Request Reason

Reason Price Increase

General

# o Shipping

Billing

Total (165,000.00 USD)

Subtotal

a2 CoLUMBIA UNIVERSITY 0 4- s seouso ¥ o™ 4 20
Change Requests - 4190003 @ - o Assign Draft
‘Summary axes/Sal PO Preview Extemal Communication comments 1 Attachments 1
Summary =

165 000 00

The Change Request Submitted confirmation appears.

Viewing Your Draft and Submitted Change Requests

Viewing Draft Change Requests (and Deleting Draft Change Requests)

If you have a Change Request that is in progress, you can view and resume your Change Request from the Draft
Change Requests list.

Any Change Request you submitted that was returned as part of approval workflow will be returned to Draft Status and
be available from the Draft Change Requests list. If any Request has been returned to you, you will receive a

Notification indicated by the Notification & pell icon in the upper right corner of the Marketplace screen.
To delete a Draft Change Request, you must do so from the Draft Change Request list.
From the Navigation Menu, select Orders > My Orders > Draft Change Requests.

Orders
Search

My Orders

Quick search

My Requisitions
My Purchase Orders
My Vouchers

My Receipts

My Change Requests
Draft Change Requests

My Procurement Requests

The Draft Change Requests screen appears.

Orders » MyQrders » Draft Changs R

Change Requests

My Drafts Assigned Drafts

Change Request Number =
4187326
4187336
4187396
4189031

4194308

&2 COLUMBIA UNIVERSITY
equests

Date Created =~

12/19/2024

12/19/2024

1201952024

12/20/2024

1/2/2025

Created By =
Eric Zaretsky
Eric Zaretsky
Eric Zaretsky
Eric Zaretsky

Eric Zaretsky

PO Number -

CUADOOTE16

CUADOOT641

CUADODT639

CUADODT 640

CUADOO2106

PO Owner <
Laura Barnhart
Emilee Rosa
Emilee Rosa
Emilee Rosa

Joshua Sakolsky

Purchase Orders ~ Search (Alt+Q) Q

Supplier =
SPW INDUSTRIAL

ACCREDITATION BOARD FOR ENGINEERING
SPW INDUSTRIAL

WORLDWIDE BOOKS CORPORATION

SPW INDUSTRIAL

189900USD W O W

Action

view v
view ¥
view ¥
View ¥

view ¥

42

e Click the link for the Change Request Number for the Change Request you wish to resume working on.

® Click the Action dropdown to Delete a Draft Change Request.

View

Delete

Action

View | w
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Viewing My Change Requests

To view the status the Change Requests that you submitted, navigate to My Change Requests.
From the Navigation Menu, select Orders > My Orders > My Change Requests.

&2 COLUMBIA UNIVERSITY

Dashboards + Welcome Page

Orders Quick search

Search My Requisitions

My Orders My Purchase Orders
My Vouchers
My Receipts
My Change Requests
Draft Change Requests

My Procurement Requests

The Search Change Requests screen appears.

Purchase Orders ¥

&2 COLUMBIA UNIVERSITY

Orders b Search b Change Requests

= Search Change Requests

Created Date: Last 90 days = xQ AddFilter = Clear All Filters

1-6 of 6 Results

search (Alt+Q)

Bsaess -

a 189900usD W O v 4 &

APinFiters ~  AExportAll v

?

1-6 of 6 Results 20 Per Page w

[] ChangeRequestNo. ¥ Supplier Prepared For Submitted Date ~  Change Request Status Total Amount ¥ Original PO Total = Amount of Change ¥ PO Number
@ [0 97446 'WORLDWIDE BOOKS CORPORATION (D) —— — 1/8/2025 11:45:42 AM m 100,000.00 USD 100,000.00 USD 0.00 USD CUA0001933
@ O s9nes ACCREDITATION BOARD FOR ENGINEERING (D - -— 1/7/2025 23532 PV (i) 120,000.00 USD 100,000.00 USD 20,000.00 USD CUA0001720
@ 0O #9714 WORLDWIDE BOOKS CORPORATION (D m— e —— 1/7/2025 226118 PM (i) 100,000.00 USD 100,000.00 USD 0.00 USD CUA0001940
@ 0O #9738 'WORLDWIDE BOOKS CORPORATION (DI - — 1/7/2025 1:52:34 PM 150,000.00 USD 100,000.00 USD '50,000.00 USD CUA0001942
® [0 492785 ACCREDITATION BOARD FOR ENGINEERING (D 12/30/2024 111.03 PM m 120,000.00 USD 100,000.00 USD 20,000.00 USD CUA0001718
@ [0 4192784 'WORLDWIDE BOOKS CORPORATION (D) e — 12/30/2024 1:09:54 P (EE) 150,000.00 USD 100,000.00 USD 50,000.00 USD  CUA0OO1937

20 Per Page v

Click the link for the Change Request No. to view the Change Request.

&2 COLUMBIA UNIVERSITY 0 rucecous -

Change Requests + 4205689

summary Taxes/s8 PO Previes Extemal Communication comments 1 Attachments History

@ changes will not be sent to the Supplier

Change Request Reason
Reason testing
General Shipping Billing
Pending ShipTo Bill To
Shipping address  300306XXXX Biling address  300306XXXX
ubmitted 1/17/20259:51 AM code code
art Name Decrease the amount on a PO line - CR Contact Name Arben Balazhi Contact Name Arben Balazhi
Studebaker Studebaker
no value 615W131stSt 615W131st St
FLOB FLOS
Eric Zaretsky Manhattarwille Manhattanville
New York, NY 10027 New York, NY 10027
Arben Balazhi United States United States
|FHR Human Resources (1403102)
Billing Options
Aulti-year PO No

1/16/2025

Accounting Date

Search (A=) 183500UsD W D ™ A .l.d
o o0 -
Summary ]

Requisition: 4204060 -
What's next? v
() Show skipped steps.
| Submitted

@ su 2025 0°51 AM - Eric Zaretsky

Req Validation

@ Pending - Automated

Dept Approval $1000 - $2500

Purchasing Approval

Final Req Validation

. ALR | Py Po

The Summary pane will display the approval workflow status. You can click the Withdraw Change Request button to
remove the Change Request from approval workflow and return it to Draft status.

If your Change Request has been Returned, you will receive a Notification (the Notification & icon will indicate that
you have a Notification) and the Summary pane will indicate this status. View the Comments tab for details.
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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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