Columbia University Finance Training

Training Guide: Creating a Facilities Requisition in the CU Marketplace

This training guide covers how to create a non-catalog Requisition for Facilities goods or services utilizing the
Facilities Goods and Services Request Form. Users must have the Procurement Initiator role and specific access to this
form in order to create a request.
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Training Guide: Creating a Facilities Requisition in the CU Marketplace

Initiating a Facilities Goods and/or Services Request

Before creating a Requisition, be sure that you do not have any Active Draft Carts. Process, submit, or delete any Draft
Carts so that your new Requisition lines do not get added to the Active Draft Cart. Refer to the CU Marketplace
Managing Carts Quick Guide for details on how to manage Carts.
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1. Navigate to the Procurement Buying website, click the CU Marketplace logo, and log in using your Single Sign On.
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Free-Form Text

Welcome to the CU Marketplace News and Alerts
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. - Please note the following upcoming dates:

This section includes exciting news about what's happening in the Marketplace. Scroll to read all announcements.

Friday, June 6, 2025, 5 pm: Last day to submit and approve Non-Catalog Goods and Services Request Form to process for

To get started, select one of the tiles below, or click any information icon @ for guided Friday

assistance.
Friday, June 13, 2025, 5 pm: Last day to submit departmentally approved non-PO vouchers for AP review and guarantee
expense and payment for FY25.

Friday, June 27, Noon: Last day departmentally approved PO vouchers and fully approved Catalog Requisitions, including
Candex, will be processed

Contracts

Action Items Helpful Links
2 Buying ar

VOUCHERS

University Enterprise Systems.
2. Select the Shop tile. The Shop dashboard appears.

Goods and Services Goods and Services Goods and Services Goods and Services

Medical and Dental Supplies and Related
Services

IT, AV, and Office Supplies and Related Services Lab Supplies, Equipment, and Related Services Facilities Supplies and Related Services

3. Select the Facilities Supplies and Related Services tile and then the Facilities Goods and Services Request
Form tile.

Facilities Form o

Facilities Goods and Services v

The Facilities Goods and Services Request Instructions page appears.
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¢ Procurement Request - Facilities Goods and Services Request Form [ Save Progress Next
Onders @ instructions A Suppliers A FomFiclas (%) Review And Submit
Contracts Summal S
e N W“
g o Facilities Goods and Services Request Form -
5 Purpose: This form is used to request facilities non-catalog services and goods. Created Date 4/15/2026
e 22051173
For non-facilities purchases use the Goods and Services Request Form. For catalog purchases, go to the Shop Dashboard and select the category of Purpose Brocurement Request

. purchase and the desired supplier's catalog to create a cart and requisition
Sourcing

To complete this form, you must select the supplier to purchase your goods or services from. You can verify that your supplier is registered and active
using the Vendor Lookup Tool. If your supplier is not registered and active, please submit a request for resource (RFR) to the Facilities Supplier
Management Steering Committee (SMSC) via Qualtrics. If you do not have access to Qualtrics, please contact Christine Salto at
cs2932@facil.columbia.edu.

Reporting

Administer
If you do not know which supplier to purchase from, contact the Purchasing Department using a Service Now Incident.

Supporting Documentation: Based on the answers provided, the form will display any supporting documentation (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.

High Level Process

Attach
Complete ey i
the form R ¢
documents A
+

Powered by JAGGAER | JAGBAER Se:

The left panel indicates the stages of the form with status indicators as you complete the form. While completing the
form, some fields have a Question Mark @ icon that you can click to get more information about that field.

4. After reading the Instructions, click the Next button from the top right. The Supplier Search screen appears.
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« Procurement Request * Facilities Goods and Services Request Form L - ave Progres: previous

o Instructiana @ swpiers A\ Form Fields %) Review And Submit o

Summary A

Suppliers @

Facilitias Goods and Sarvices Requast Form v

Selected Supplier R
205173
No Supplier seleczd “ Frocuremen Request

Search Registered Suppliers

SMiles v

5. Read the instructions for searching for and selecting your Supplier: enter your Supplier, click the Search button
and select the desired Supplier match from the results.
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— @ suppiens A FormFilés 2) Review A Subit o
Suppliers ] Asmray o
Facilities Goods and Services Request Form

Salscted Supplier o P
2051173

Ho Supplie aeected - Procurement Request

Search Registered Suppliers

8§ 42 Construction Corp 42 CONSTRUCTION CORP Ordering1 - -
126 LAND LN, WESTBURY, New York 115906247 Selest

& ACC COMSTRU ACC CONSTRUCTION CORPORATION/ACC CONSTRUCTION/ACE Ordering-1: (preferrad) o
-

6 EAST 32D STREET, 7TH FLOOR. NEW YORK,
New Yark 10016 United States

6. Click the Next button and on the Form Fields page click the Next button again.
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Completing the Purchasing Information Section
1. Select Services or Goods & Services.
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e Facilities Goods and Services Request
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2. Select a Commodity from the dropdown(s) that appear based on your selection above. If you selected the Goods &
Services option, two Commodity dropdown menus appear, one for Goods and the other for Services. The selection
of commodities available depends on the dropdown from which you are selecting.

Note: If the commodity you are requesting is not available from the dropdown menu, you may not be in the correct
form. This form is specific for Facilities goods and services. The Non-Catalog Goods and Services Request form is
available for non-facilities commodities.
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Purchasing nformation

‘Summary E

o Facilitis Boods and Services Request

Frocurement Reguet
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3. Select the relevant response from the Is this purchase one of the following? dropdown. Click the Question Mark
© jcon for a definition of each option.

Is this purchase ene of the following? & @

H Response IsRequired | Q. Field Name Is Searchable Task Order

Term Consutant Agreement

Based on your selections above, different questions appear.
4. If the Service Contracts section appears and you already have a contract, you can enter a Contract number or
reference.
e If there is not a contract for the service being requested but you have submitted a Contract Request, enter
the Request Number.
e If there is not a contract for the service being requested and you have not submitted a Contract Request, you
will be provided instructions on how to submit a Contract Request when you reach the end of the form.

Service Contracts

Is there & contract for this specific serviee and location? & () Yes (@ No

Has a contract request been submitted? #r @® Yes (O No

Please provide the Contract Request number? 4

ho in your department, is the best contact for contract
questions?

% Response IsRequired | Q Field Name Is Searchable

5. Select the answers in each field, as needed, and click the Next button.
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Completing the Purchasing Details for “Something Else”

If you selected Something Else for the question Is this purchase for one of the following?, the question Is the

supplier you selected a UwPA supplier? appears. To learn more about UwPAs or to check whether your supplier is a
UwPA supplier, click the Question Mark @icon.

o If you select Yes, no additional fields appear on the page; click the Next button to proceed.
o If you select No, additional fields appear on the page, including those related to Service Contracts.

Purchasing Detals

Competitive Value

Service Contracts

Answer the relevent questions related to the non-UwPA request.
You can select the Save Progress button and return to the form later or you can progress by clicking Next.

Adding Lines

The pages and fields displayed depend on your initial selection on the Purchasing Information page. If you selected a
Goods and Services request, the Goods page appears first for adding your Goods items. The Services page will appear
next for adding your Services items. If you selected only Services, you will be directed straight to the Services page.

You can add up to 20 lines. If you need more than 20 items, you can add them directly on the Requisition after you
complete this form and add it to your cart.

Adding a Services Line

& Procurement Request * Facilities Goods and Services Request Form a - [ry—— Previon “

servern

Service Items

Senices ars 38t up 33 Amount anly i and st have 3 quantity of 1. Entar the total amount & the Unit Prics, Complete al equired fskds
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1. Enter the Service Start Date and Service End Date fields in the Service Period.
2. Enter a Service Description, Unit Price, and Quantity (must be 1). All Service items are automatically designated
as “Amount Only.”
3. To find the Commodity Code for your service, click the Edit button. The Commaodity Codes search window
appears.
Commodity Codes x
NHC dtd(;d(itcden dati dati
%ﬂuﬁmn x
7200000001 ::l‘::‘::"d Facility Construction and Maintenance @
721111 General residential construction contractor service m
72141702 Construction equipment rental m
72151200 r:’:\‘r:g,cil;:llsneg;;!ecund\tm ning HVAC m
76101601 2;::;:::;0;\"\:;5::‘:;;0:3 I; Carting Services, “
i s iy
81101513 Building construction management “
24000000 Facilities & Construction- Other @
4. Type your Search criteria, press Enter and click the Select button for the matching Commodity Code. The
Commodity window will suggest Commodity Codes based on what you typed in the Item Description Box.
If you want to add another line for an additional service, select Yes for Would you like to add another line? If this
is a multi-year services request, add another line to represent each fiscal year.
5. Click the Next button to continue.
Adding a Goods Line
« Procurement Request * Facilities Goods and Services Request Form @ Swe Prog Previous
/ nstructions Supp © FormFiids 7) Review And Submit
Items Pay o Summary 3
N
is section of the request all add up to your ppli 10 items, you can add them after you complete this form and add it ‘::5,‘,3:
1. Indicate Yes or No for Are multiple invoices expected for this goods purchase? (Amount Only).

2. Type the Item Description, the Unit Price, Quantity, and select the Unit of Measure. If you know the Catalog No.
of the item you are purchasing, you can enter it.
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3. Tofind the Commodity Code for your goods item, click the Edit button. The Commodity Codes search window

. x
Commodity Codes
ac dity Code R datit
No Commodity Code Recommendations
Fonstruction x
1-8.0f 8 Results 20 Per Page +
Commodity Code Description
7200000001 Building and Facility Construction and Maintenance Select
Services
21111 General residential consiruction contractor service
72141702 Construction equipment rental
72151200 Heating, cooling, air conditioning HVAC
construction service
76101601 Construction Waste Removal; Carting Services,
Containers and Dumpsters
8110150810 Other Specialty Consultants & Services
(Construction & Facilies)
81101513 Building construction management
24000000 Facilities & Construction- Other
1-80f 8 Results 20 Per Page a
Close

4. Type your Search criteria, click Enter and then the Select button for the matching Commodity Code. The
Commodity window will suggest Commodity Codes based on what you typed in the Item Description Box.

If you want to add another line for an additional item, select Yes for Would you like to add another item? or
select No.

5. Click the Next button to continue.
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Uploading Required Attachments

Based on the Purchasing Information details and the Goods and / or Services lines that you added, the Required
Attachments page will display the required documentation (indicated with an asterisk *) that you must upload for your
purchase.

If necessary, you can click the Save Progress button in order to obtain any required documentation and return to the
form later.

< Procurement Request * Facilities Goods and Services Request Form [P Save Progress Previous Next
. " ) N
/ Instructions ./ Suppliers © FormFields (4) Review And Submit
Purchasing Information Services Goods hems Required Attachments Contract Request Information Contract Request Information
R Summary 3|
Facilities Goods and Services Request Form ~
Please submit all required documents listed below. Refer to the Purchase Requisitions and Purchase Orders Policy for additional information. Created Date 4/15/2026
Form Number 22051173
Quote/Proposal awarded 4 Q@ No File Attached Upload Purpose Procurement Request

Uploaded attachment will be copied to the voucher.

Certificate of Insurance & @ No File Attached Upload

Would you like to add any additional attachments? O es (D Na

* Response Is Required | QA Field Name Is Searchable

1. Click the Upload button for each required document indicated to upload the file that satisfies the requirement. The
Upload window appears. Only upload the documents indicated in each field.

Upload X
Title #r Quote
File Choose File | No file chosen

Maximum upload file size: 25.0 MB

Save Changes Close

2. Inthe Title field, enter the type of the document you are uploading (i.e., SOW, COI, Quote), click the Choose File
button to search, select your document file, and click the Save Changes button.

You have the option to upload additional documentation if requested by the Purchasing Team.
Select Yes for Would you like to add any additional attachments? Additional Attachment upload fields are
displayed.

Additional Attachments

Based on your previous response, the following additional attachment upload fields are available for use. Providing them is optional.

Attachment #1 No File Attached Upload

Uploaded attachment will be copied to the voucher.

Attachment #2 No File Attached Upload

Uploaded attachment will be copied to the voucher.

3. Click the Next button to continue.
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Completing Contract Request Information

If you selected a Service that requires a Contract and indicated in the Purchasing Information page that you did not have
a Contract, the Contract Request Information page appears. You must submit a Contract Request and copy/paste the
Contract Request Number.

« Procurement Request * Facilities Goods and Services Request Form % - Save Progress Previous

' Instructions / Suppliers © FormFields 4) Review And Submit

Contract Request Information

Summary el
o

Facilities Goods and Services Request Form

Contract Request Information

4/15/2026
der (PO) for this request contract. Since a contract was not indicated in the Purchasing Information page, visit t 22051173
Once submitted and you have the Contract Request Number, return o this form to enter the Contract Request Number. Purp Procurement Request

Note: For the Contract Request Tempiate select ‘Contract for Use with a PO" as the template.

mber - Q

Qried | *

1. Click the Contracts Home link to initiate a Contract Request. A new tab will open in your browser to the
Contracts dashboard.

GQ COLUMBIA UNIVERSITY O veuwhes- B a 1500000USD W 4 \W

Dashboards + Centracts a +

ayment (PROPOSED)

Contracts ]
Where Columbia policy does not permit procurement of goods or services solely through the use of a Purchase Order, a
— more detailed contract must be requested. This could be a contract required to issue a purchase order, a contract to hire an
—_— ® individual or entity for consulting services, or for on-site and off-site events.
conTracTs If you have the Requester role, you can submit a Contract Request.

2. Click the Request Contract link to initiate a Contract Request. Refer to the Requesting a New Contract job aid for
guidance.

o2 COLUMBIA UNIVERSITY [ - a oo w @ & 10
< Contract Request * Training Request 3 @ - e m
@ Instructicns " Detaits o/ Amachments A Questions (5) Review And Complete

Summar £
pcins ° ——
Training Request v
Created D 4/3/2026
Form Mamier
e e g o Veseor Lok T, N you comnet Purpose Contract st
‘What's next? A
-
ms & Documents Library (D Show skipped steps

Draft

Once you start his request, you may use the Save Progress button to save your

3. Copy the Form Number from your Contract Request.

4. Return to the tab with your Goods and Services Request to paste your Contract Request Number in the field. Do
not forget to complete the Contract Request and submit it into workflow.

jork and retum to it at a later time

4« Procurement Request * Facilities Goods and Services Request Form L - Save Progress Previous m

o Instructions ' Suppliers © rom Fieics () Review And Submit

Purchasing Information ervice da Hen Required Attachments Contract Request Information Cantract Reguest Information

Summary -

O T

Facilities Goods and Services Request Form v
g 411512026
22051173
Procurement Request

Contract Request Information

The purchase arder (PO) for this request also requires a contract. Since the Purchasing visit the Contracts Home and create a Contract Request, of
Once submitted and you have the Contract Request Nurmber, return to this form to enter the Contract Request Number Pur

MNote: For the Contract Request Template select "Contract for Use with a PO as the template.

tract Request Number d¢ Q | 21839776 |

Q Field Name Is Searchable | % Respanse Is Required
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Completing Your Requisition

1. From the Attachments or the Contract Request Information pages, click the Next button. The Review and Submit
page appears.

« Procurement Request * Facilities Goods and Services Request Form g Save Progress Previous
/' Instructions. /' Suppliers / Form Fields @ Review And Submit
) Summa el
Review and Submit @ o Y
Facilities Goods and Services Request Form d
@ suppliers Edit Created Date 4/15/2026
Form Number 22051173
Name Address Phone Purpose Procurement Request
4A Construction Corp Ordering-1: 128 LAND LN, WESTBURY, New York 11590-6247 United States
& Form Fields
() Purchasing Information Edit
© Senvices Edit
() Goods ltems Edit
(@) Required Attachments Edit
(2 Contract Request Information Edit
() Contract Request Information Edit

Green checks ¥ appear to indicate that all required fields are complete.

3. Click the Add and go to Cart button. The Shopping Cart screen appears.
You can select the option to Add to new Cart so items in this Request are not added to an Active Cart.

&2 COLUMBIA UNIVERSITY O H- ek Qa oouo ® O & 20
« Procurement Request * Facilities Goods and Services Request Form L - Save Progres Previous
/ Instructions / Suppliers / Form Fieids © Review And Submit

Review and Submit Q 0 Summary

Facilities Goods and Se

© Suppliers Edit Pending PR/PO
Add to Draft Change Request
Name Address o Add to Draft Change Re
Add to PO Revision
4A Construction Corp Ordering-1: 128 LAND LN, WESTBURY, New York 11590-6247 United States

Click the dropdown menu next to Add and go to Cart and select Add to new Cart.

You can now Proceed to Checkout to submit your Request as a Requisition for approval. For details refer to the CU
Marketplace Requisition Checkout Quick Guide.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Page 10


https://training.finance.columbia.edu/content/cu-marketplace-requisition-checkout-quick-guide
https://training.finance.columbia.edu/content/cu-marketplace-requisition-checkout-quick-guide

Columbia University Finance Training

Training Guide: Creating a Facilities Requisition in the CU Marketplace

Accessing In-Progress Requests

If you clicked Save Progress while working on a Request and left the form, you can resume your in-progress Request
to complete it.

From the Welcome dashboard, select the Orders tile.

o2 COLUMBIA UNIVERSITY ® 5 soma a uwmosmw o 4 2@
Dashboards * Welcome Page a +
¢ ‘ServiceProvida 5 c Weicome Page
Free-Form Text Free-Form Text
Welcome to the CU Marketplace News and Alerts
The CU Marketplace is a procure-to-pay (P2P) solution enabling you to This section includes exciting news about what's happening in the Marketplace. Scroll to
am— efficiently shop for goods and services, request and manage service read all announcements.

. contracts, and make seamless payments to vendors and suppliers.
= - . - Please note the following upcoming dates:

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

o Friday, June 6, 2025, S pm: Last day to submit and approve Non-Catalog Goods and Services Request

for guided assistance. Form to process for FY25

Friday, June 13, 2025, 5 pm: Last day to submit departmentally approved non-PO vouchers for AP
review and guarantee expense and payment for FY25.

Friday, June 27, Noon: Last day departmentally approved PO vouchers and fully approved Catalog

Gb COLUMBIA UNIVERSITY Qo w~- Search (Alt+0) Q 1050000 USD W < I‘o A 20
Dashboards * Orders a +
¢ Facilties Supplies And Related Ser Fine Arists And Wit E Equipment, And Relat . Orders Pa N
Total Requisitions: 1 Approx, Total Amount: 143,12 USD Total Purchase Orders: 1231 Approx. Total Amount: 71,745,486.17 USD
Requisition Number + Supplier Requisition Status — Current Workdlow Step Total Amount = Account PONumber = Supplier Created Date/Time + PO Owner Total Amount =
4254143 stapies 0 (el Dept Approval $0 - $1000 14312 USD 61405 ACCU-COST CONSTRUCTION CONSULTANT__ (1) 6/11/2025 9.5250 AM  Reqgie Requester 05 70,000.00 USD
ACCU-COST CONSTRUCTION CONSULTANT... () 6/11/2025 9.5238 AM  Reggie Requester 10 65,000.00 USD
DKR CONSTRUCTION INC (@ 6/11/2025 9:5230 AM  Reggie Requester 06 76,000.00 USD
ADMORE AIR CONDITIGNING CORF (D) 6/11/2025 95220 AM  Reggie Requester 06 76,000.00 USD
COW GOVT INC (D) 6/10/2025 S01:59PM  Arben Balazhi 537252 USD
L2 Page 1 of247  1.50f1231 Results 5 Per Page =
My Non-Catalog Goods and Services Requests 5 Orders Search .
avorden e | Cocument umbers,Sppler, Foduct format a
= Requestor SubmittedDate ~  Complted Date =
Incomplete ric Zaretsk
T eiezesyy SHORTCUTS
[ incompiete ] Eric Zaretsky
My Requisitions
Bos e 5 Incomplate Eric Zaretsky
My rders
My Vouchers _ Wy Vouchens
My Approvals
N

From the My Non-Catalog Goods and Services Requests tile, click the link for the Form Name of the Request you
wish to resume working on.

For more information on managing and editing Non-Catalog Requisitions submitted for approval, refer to the Editing
Non-Catalog Carts and Requisitions in the CU Marketplace job aid.

Getting Help
Contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

Log an incident or request a service via Service Now
https://columbia.service-now.com
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