Columbia University Finance Training

Training Guide: Reporting in the CU Marketplace

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

Training Guide: Reporting 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

The CU Marketplace launches.

& COLUMBIA UNIVERSITY 0 A~ Search (Al+0) a 1e000us0 w0 D A 2@

Dashboards *+ Welcome Page a +

< Leb supplies, Equipment, And Relaied Services Medical And Demal Supplies Medical And Denial Suplies And Relared Services Michsllg's Shap ALTERNATE Orders Pay Servics Providers And Gensultants shop Welcome Page

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 This i a section to include exciting news about what's happening in the Marketplace. The text can include new
and services, request and manage service contracts, and make seamless payments to vendors suppliers brought on to the catalog or outages that are happening in the near future.

and suppliers.

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

Orders Contracts

Action ltems Helpful Links

VOUCHERS 1% Buying and Paying Website
& Vendor Management Websie

My Retumea Vouchers )

Using Quick Search

You can use the Quick Search to find documents related to your CU Marketplace transactions. The Quick Search can be
set to find all related documents or you can choose to search among specific types of documents.

1. Click in the Quick Search field on the top right of the CU Marketplace window.

PR <2 COLUMBIA UNIVERSITY O~ Bwraa [a] smow w o ¥ 4 20
» Dashboards « Welcome Page a +
Provide seach terms
< —
Welcome to the CU Marketplace News and Alerts
m The CU Marketplace is a procure-to-pay (P2P) solution enabling you to efficiently shop for goods This is a section to include exciting news about what's happening in the Marketplace. The text can include new
- and services, request and manage service contracts, and make seamless payments to vendors suppliers brought on to the catalog or outages that are happening in the near future.
" o ® . and suppliers.
------------- To get started, select one of the tiles below, or click any information icon @ for guided
2 TSR assistance.
ik

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

Search (Alt+Q)

Contract
All Orders

Requisitions

Change Requests
Purchase Orders
Vouchers

Receipts

Contract Requests
Supplier Voucher Number
Supplier Profile
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Training Guide: Reporting in the CU Marketplace

2. Type your search criteria.

Al

00003 Q

Purchase Orders
CUOD000517
CU00000593
CUODOD0GO4
CU00000598
CUDDDDO359
Additional results found. See all resuls...
Vouchers
V0000300
V0000302
V0000301
V0000306
V0000303

Additional results found. See all results.

3. You can click the matching document number that appears as you type or press Enter to view a list of matches. If
you select an exact match, the document screen will automatically appear.

&2 COLUMBIA UNIVERSITY ae semaa A oo W 0 1@ @y
Purchase Order + USA Scientific + CU00000517 Revision 0 W @ -+ 10f13Resuts v < >
Status 1 firmat e e Reque Rece 3 1
General Information Document Status v
Summary -
Revision N 0 Workflow / Completed Details ¥
jer Name B SA Scientif
The system distributed the purchase order using the method(s) indicated below
urchase Order Date 8/27/2023 the last time It was distributed: view Sent To Supplier

581.50 XML (Electro no value
USA Scientific
Tanya Requester
9/13/2023 3:58 PM

Owner Phon +1212:3406706 Total (581.50 USD) v
Supplie Sent To Supplier
CUTesting100+tanyareq@gmall.com

ion Numbe 3849561 view | print

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

upplier Name o usa
The system distributed the purchase order using the method(s) indicated below Related Documents ¥
\‘9‘ Purck rder Date 8/27/2023 the last time it was distributed: view R -
1l Total 581.50 XML (Electronic no value Voucher: V0000301 -
wner Name Tanya Requester 2
a* Distribution Date/Time  9/13/2023 3:58 PM -
+1212:340-6706
Sent To Suppl
Q st What's next? ad
wner Emall CUTesting100+tanyareq@gmail.com
® Completed
3849561 view
0 Ref # 3861803
FOE DAP - Delivered at Place QI show skiped steps
Submitted
Line Details
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Using the Orders Dashboard
Click the Orders tile.

7 CoLumBIA UNIVERSITY @ - Lnont a wmouo @ o @ 4 20

Dashboards - Weicome Page a +

News and Alerts
This

L I R A R L |

Dashboasds + Orders a +

T B E & & B o an

Depending on your role, you will have access to the following sections:

My Draft Carts are shopping carts that you have created or that have been assigned to you. Once these carts are
submitted as Requisitions, they will no longer appear in My Draft Carts.

My Regquisitions include ones that you have created or have been submitted on your behalf.

My Purchase Orders include ones where requisitions that you submitted have been approved and issued.

My Goods and Services Requests include requests for goods and/or services that are still in progress.

My Vouchers include any vouchers you initiated or that have been requested on your behalf if associated with a
Purchase Order.

My Approvals are transactions that require your approval. If you do not have the approver role, you will not see this
section.
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Viewing Search Lists via the Orders Menu

The Orders menu allows you to navigate directly to lists containing all of your Requisitions, Purchase Orders,
Procurement Requests (draft Non-Catalog Goods and Services Requests), Vouchers, Receipts (required for Catalog
orders when a line is equal to or greater than $5,000), or All Orders. The menu also contains a Quick Search field to
search for documents.

=
&2 COLUMBIA UNIVERSITY 0 ~ senave)  a oooouso w o @ KD 4 g
Dashboards * Welcome Page a +
e — Service Providers And Consultants Shop Welcome Page
»  All Orders Free-Form Text
My Orders Requisitions
ketplace News and Alerts
Purchase Orders .
Change Requests -pay (P2P) solujcwon This section includes exciting news about what's happening in the
goods and services, Marketplace. Scroll to read all announcements.
Procurement Requests acts, and make
d suppliers. - The CU Marketplace has expanded. Learn about what's new in Shop and Pay.
Vouch
R:::i:: es below, or click any Check for updates to our CU Marketplace Best Practices page

- CU Marketplace Information Sessions:

To learn more about the expanded CU Marketplace, join us for an informational
webinar. No need to pre-register, just click on the link below on the date and time
of the webinar you wish to attend.

Orders Contracts

Click the Orders icon then Search menu then select type of document to view. The Search screen appears for the type
of document you selected.

&2 COLUMBIA UNIVERSITY 0 wu- Search (Alt+Q) a soooousp w @ @B 4 j.d

Orders b Search b Requisitions
= Search Requisitions KisaveAs w  APinfiters v  BEqortal v
Submitted Date: Last 90 days ~ | Quick search Q @ | AddFitter v  Clear Al Filters ?

< > Page 1 of9  1-200f 170 Results £} 20PerPage v

[] Requisiion Number Supplier Requisition Name ¥ Requisition Status ¥ Prepared For Submitted Date ) Total Amount ¥

0 4336544 CANDEX SOLUTIONS, INC. (D) 2025-08-05 service_center_user 01 Service Center 8/26/2025 2:46:50 PM 200.00 USD

O 4341950 JAPAN PUB TRADING CO LTD (D) 2025-08-20 local_arb2143 01 Completed Alleen Batista 8/20/2025 2:06:43 PM 2,000.00 USD

O 4340736 CDW GOVTINC (D) 2025-08-18 local_arb2143 02 Completed Alleen Batista 8/20/2025 1:44:46 PM 7,615.88 USD

JAPAN PUB TRADING CO LTD (D)

O 4340173 GENSCRIPTUSA ING (D 2025-08-15 12325 01 Tanya Frasier 8/19/2025 11:57:53 AM 1,217.00 USD

O 4340788 JAPAN PUB TRADING CO LTD (D) 2025-08-18 mk4596 04 Madhusudhanrao Kommineni 8/18/2025 2:37:09 PM 111,000.00 USD

O 4340802 JAPAN PUB TRADING CO LTD (D) 2025-08-18 fp2169 02 Pending Falgun Patel 8/18/2025 2:35:03 PM 111,000.00 USD

O 4340787 JAPAN PUB TRADING CO LTD (D) 2025-08-18 fp2169 01 Falgun Patel 8/18/2025 2:32:19 PM 1,000.00 USD

OO0 4325072 JAPAN PUB TRADING CO LTD (D) 2025-07-16 fp2169 01 Falgun Patel 8/18/2025 1:50:52 PM 1,000.00 USD

O 4340720 JAPAN PUB TRADING CO LTD (1) 202508-18 local_arb2143 01 Alleen Batista 8/18/2025 12:10:32 PM 4,800.00 USD

0 4340654 JAPAN PUB TRADING CO LTD (D) 2025-08-18 mk4596 03 Madhusudhanrao Kemmineni 8/18/2025 11:20:16 AM 3,600.00 USD

Pawered by JAGGAER | Privacy Policy
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Filtering Search Lists

Using Quick Filters

You can use the Quick Filters section on the left or the filters above the list to narrow the list to those documents that
contain specific attributes.

1. Click the Show Side Panel = icon to view the Quick Filters panel.

2 COLUMBIA UNIVERSITY O N+ sewang a  soooouso w @ €D g g
Orders » Search » Requisnion
E] Search Requisitions Msaers v APinfiters v  BEportAl v

N
QuickFilters My Searche ubmitted Date: Last 90 days ~ | Quick sesrch Q O AddFiter~  Clear All Filter ?
ipglier G I < > Page 1 of9  1200f 170 Results & 20PerPage v
APAN PUB TRADING cO LT (@) [0 RequisitionNumber ¥  Supplier Requisition Name ¥ Requisition Status ¥ Prepared For Submitted Date @) Total Amount ¥
> ‘g O 4336544 CANDEX SOLUTIONS, INC. (D 2025.08-05 sarvice_conter_user 01 ([REual) Service Center 8/26/2025 2:46:50 PM 20000 USD
& Corporation
urinG crour (@) JAPAN PUB TRADING COLTD (D 2025.08-20 local arb2143 01 [ Completed | Alleen Batista 8/20/2025 206:49PM 200000 USD
B _ ot 4340736 COW BOVT INC D 2025-08-18 local_arb2143 02 == Alleen Batista 8/20/2025 1:44:46PM 761588 USD
b Move 2 ook pons JAPAN PUB TRADING CO LTD @
v 13401 GENSCRIPT USAING 2026081512325 01 = Tanya Frasier 819/2025 115753 A 1217.00 USD
o O s« JAPAN PUB TRADING COLTD (D 20250818 k4596 04 [ Pending ] Madhusudhanrao Kommineni  8/18/2025 237.09PM 11100000 USD
2 o JAPAN PUB TRADING COLTD (D  2025-08-18 p2169 02 [ Pending ] Falgun Patel 8/18/2025 23503 PM  111,00000 USD
o JAPAN PUB TRADING COLTD (D 2025-08-18 fp2169 01 Falgun Patel 8/18/2025 23219PM 100000 USD
Y 0O ss2s972 JAPAN PUB TRADING COLTD (D 2025.07-16 fp2169 01 Falgun Patel 8/18/2025 1:5052PM  1,000.00 USD
[ 2 ] (u] 4 JAPAN PUB TRADING COLTD (D 20250818 local arb2143 01 Alloon Batista 8/18/2025 121032PM 480000 USD
L) o JAPAN PUB TRADING COLTD (D 20260818 mkds96 03 Madhusuchanrao Kommineni 8/18/2025 112016 AM  3600.00 USD
AT

2. Select the Filter from the panel to narrow the list to those documents that contain specific attributes. Each selected
Filter appears above the list.

a2 CoLumBIA UNIVERSITY O u- | mmpwg  Q
Orders » Sewn » Reguistions
= Search Requisitions L
Quick Filters My Sea ubmitted Dat Q Q F
Supplier v
112 0f 12 Results
WORLOWIDE BOOKS CORFORATION @)
o [] RequisitionNumber ¥ Supplier RequisitionName ¥ Requisition Status ¥ Prepared For
MPIRE OF )
N — o O 4324744 McKesson Medical-Surgical (D 2025071012325 01 = Tanya Frasier k7
aimprint,inc. o O 305166 McKesson Medical-Surgical © 20250612 4232505 [ Pending ] Tanya Frasier 7
 See e & Show hiore
O 430024 VIORLDWIDE BOOKS CORPORATION 20250612 12325 04 [ Pending ] Tanya Frasier o
v
o WORLDVADE BOOKS CORPORATION (D 20250612 112325 03 Tanya Frasier o
4304993 MCKESSON MEDICAL SURGICAL INC (D 2025061211232502 Tanya Frasier o
v
O 4o simprint Inc. @ 2025.061211232501 [Puning | Tanya Frasier o
o O 43049 RS Integrated Supply US Inc (D Facilities Test Form = Tanya Frasier L%
(2] (m] WORLDWIDE BOOKS CORPORATION (D Test Cart [ Pending ] Tanya Frasier
o o OCEANEERING INTERNATIONAL INC (D /5 over $250k [ Pencing ] Tanya Frasier o
om iore o AAA AMER FLAG DECORATING CO N (D T Hordware Test Tarya Prasier o
W o « EMPIRE OFFICE INC (D Furiture/Moving Test Tanya Frasier %
o O 295056 SANTA CRUZ BIOTECHNOLOGY INC (D 2025060412325 01 Tanya Frasier o
pe e, Tanya [ 112 of 12 Resuts

3. Click the dropdown arrow next each Filter to select or change the Filter values and click Apply.

Submitted Date: Last 90 days ~  Quick search Q @ | AddFilter =  Clear All Filters
Requisition Status: Fendng 3 Department: PRC Business .. ~ 3 Prepared By: Frasier, Tanya » X

@ Pending

»plier Requisition Name Requisition Status ™

l [] Completed g 4 9
| O Rejected Kesson Medical-urgical (D) 2025-07-10 2325 01
| [ Returned To Requisitioner |
| O withdrawn Kesson Medical-Surgical (D) 2025-06-12 2325 05 Pending
[ IRLDWIDE BOOKS CORPORATION (1) 2026-06-12 2325 04
| Apply Cancel |
o +JRLDWIDE BOOKS CORPORATION (D 2025-06-12 2325 03
O 4304993 MCKESSON MEDICAL SURGICAL INC (T) 2025-06-12 12325 02 Pending

Click the Remove * icon for Filters that you want to remove from the list.
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Adding Filters to Search Lists

1. Click the Add Filter button and select Search Filters to add to the top of your list that you can use to find specific
documents.

&2 COLUMBIA UNIVERSITY M- socane o nesuwo w o @D 40 g
= Search All Orders Fsaveas v  APinFiters v @WhatsNew? 2 Exportall +

Jrder: All +  Created Date: Last 90 days ~  Quick search Q lear All Filters ?

Quick Filters My Searches

Supplier - < > Page 1 of 7 1-200 of 1272 Results & 200 Per Page v '

[ 231 ] [0 Orderidentifier *  Type Order Status ~ Order Owners Created Date/Time Q) Completed Date ¥ SiE |dentifiers Total Amount ¥
o TING [ 137 ] Order Id
B FOTO & ELECTAONICS O 3890805 Requisition D Test Requester Requester 10/26/2023 2:52:46 PM s O 20,026,004.00 USD
Dates
Conteran [} Tonya Mebride
B O Approved Date
Supply Room Companies @D O vo000377 Voucher X  temyPark 10/23/2023 926:30 AM 10/23/2023 32710 AM St [ Completed Date 1120 USD
1185 DESIGN L ] [ Last Modified
[P O  Cuoooooss! Purchase Order ([CNDad)  TerryPark 10/23/2023 9:25:14AM  10/23/2023 9:25:31 AM St 1120 USD
e General Information
Department - O 3886714 Requisition Terry Park 10/23/2023 9:22:43AM  10/23/2023 9:25:14 AM Sty [] Approved By 11.20 USD
O Contract Type
PAT Immunogenetics (7538803) LT O 3886050 Requisition ZEZD est Requester Requester 10/19/2023 3:24:52 PM s¢ ] Department 0.00 USD

Test Shopper Shopper

SRG GI/Fndn (7557407) 172

The Filter(s) you added appear above the list column headers.

o2 COLUMBIA UNIVERSITY M scamh () a  aassouso w o D 4 g

Orders b Search ¥ AllOrders

= Search All Orders MSaeAs =  APinFiters v~  @WhatsNew? D ExportAll ~

Quick Fiters My Se Type of Order: All +  Created Date: Last 90 days = Quick search Q © | AddFiter~  Clear Al Fifters 2
Morask, Ron Order Status: All * % Supplier: All v %

Requester, Michael (16 ]

) O Cancelled 2 Results B 200 Per Page v |
~ seevare © snow More O Compiete

Gommortity Gode o 0 Pending Order Status  Order Owners Created Date/Time @) Completed Date ~  Supplier Total Amourt =

O Rejected

21000000 (Busine: - (] Returned SR Test Requester Requester 10/26/2023 2:52:46 PM Supply Room Companies 8 20,026,004.00 USD
Other) o« [ Witheearn Tonya Mebride

23180000 (Food and Bever:

Equipment) e GO Terry Park 10/23/2023 92630 AM  10/23/2023 92710 AM Steples ® 1120 USD

11 Apply cancel

anoooon ; =n

Suwjl\afi Et:j.tﬁi? o « Terry Park 10/23/2023 92514 AM  10/23/2023 9:25:31 AM Staples ® 11.20 USD
43210000 (Computer equipmen grTgy O 3886714 Requisition Terry Park 10/23/2023 92243 AM  10/23/2023 9:25:14 AM  Staples @ 1120 USD
;;‘;‘ﬁ?g;‘-um’am” Supplies  gpry 0O 3886050 Requisition EZZSD vestRequesterRequester  10/19/2023 3:2452PM Supply Room Companies @ 0.00 USD

: Test Shopper Shopper

¥ oo ) Show bl

2. Enter or select the desired values in the Filters you added and click Apply for each filter.

Order Status: All + % Supplier: All » %

[ Cancelled
[J Complete
[ Pending
[] Rejected
' Returned
[ withdrawn

Cancel

The list will be filtered based on your desired values,

2 CoLUMBIA UNIVERSITY Me sameng Q nssus W O O 4 g
Orders » Search b Al Order
= Search All Orders MsaveAs v APinfites v @WhatsNew? 2 ExportAll v
m‘"”s My Searche: Order: All= € k searct Q AddFilter v Clear Al Filters ?
Order Status: Returned =
Department v
114 of 14 Results £+ 200PerPage v
No Department (]
F,‘I,‘;‘.‘Z‘lﬁ*“”p PeopleSoftSys gy O Orderldentifer ¥  Type Order Status  Order Ovners CreatedDate/Time @  CompletedDate ¥  Supplier Total Amount ¥
SRG GY/Endo{7552402) o O 3876665 Requision  (ZIEGM)  Narayanan Seetharaman 10/11/2023 34612 PM B&H FOTO & ELECTRONICS CORP-TST8.1 © 4699.00 USD
FIN Finance Info Systems o
(1404202) O 3865912 Requisition (X Christopher Moran 9/21/2023 23724 PM B&H FOTO & ELECTRONICS CORP-TST8.1 @ 189491 USD
A&S Astronomy (4040102) ) Natalya Vasilyeva NEW ENGLAND BIOLABS ©
¥ See More © show More
: 0O 3858420 Requisition (G Terry Park 9/12/2023 120557 PM B&H FOTO & ELECTRONICS CORP-TSTS.1 © 399.00 USD
Order Owners v
O 3855948 Requisition (XN  Chris Requester 9/7/2023 3:54:42 PM Staples © 50045 USD
Seetharaman, Narayanan
ke i bid O 3855843 Requisiton  ([CTadl)  Natalya Requester 9/7/2023 23223 PM Staples © 193087 USD
Requester, Michael (2]
Kommineni, Mudhu (2] O 3855664 Requisition  ([[ZINGd) Maribel Pachay 9/7/2023 9:49:04 AM Staples © 1,248.30 USD
Park, Terr:
el 2 0O 3853749 Requisition ([[EGaad) Owen Powell 9/5/2023 1220:11 PM B&H FOTO & ELECTRONICS CORP-TST8.1 © 31145 USD

Click the Remove * icon for Filters that you want to remove from the list.
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Pinning Filters

After you select Filters and Pin them, that layout becomes the default for the Search page for that Order type each time
you return.

1. Click the Pin Filters button.

o2 COLUMBIA UNIVERSITY 0 u- Sesrch (A14Q) a  oomoouse w o D 4 g
Onters » Search » Recustons
= Search Requisitions Msseas ~ ~  ZBegonal
Guick Fiters " : 0 days » | Quick search Q 3| AddFiter +  Clear AllFiers
Requisiian Stat
€ > Page[i [ofd  12D0i73Resiits @ 20pepage =
e O mequismontumber = Suppher Requisition Neme Requisiton Status + Prepared For sibmmedDste @ TouslAmaunt
o
o O wes CANDEX SOLUTIONS INC. (D 20250805 service_center_user 01 =3 Secvice Center 82672025 24650 PM 20000 use
HURGN CONSULT O e JAPAN PUB TRAOING COLTD 2025018 k596 04 Wadhusudhareso Komminent B0z 2ZATOAPM 11100000 USD

2. Click Yes to confirm.
Confirm x

Are you sure you want to pin the current search filters? By pinning these filters they will become the default layout
for new searches on this page each time you return.

Configuring Search List Columns
You can choose the columns that display in the search results and the order in which they display.

&2 COLUMBIA UNIVERSITY as secpwy  a wwu w 9@ 4
e » Seaeh » Roqisti
= Search Requisitions MSaveAs ~ APnfiters v AEportAl ~
QuickFilters My Searches Submitted Date: Last 90 days = | Quick search Q @ AddFiter v Clear All Filters ?
- f 2 -
Supplier " < » Page1 of7  1200f130Results IE 20 Per Page
BEHFOTO& ELECTRONCS g Requisition Requisition
CORP-DEV1 Number = Supplier Requisition Name Stas Prepared For Submitted Date @) Total Amount *
Staples o
Supply Room Companies 7 ) 3922890 B&H FOTO & ELECTRONICS CORP-DEV1 20231218 fp2169 01 [ compieted ] Falgun Patel 12/18/2023 334.96 USD
L) 10:27:42 AM
VWR INTL INC (s ]
NEW ENGLAND BIOLABS o 3921235 01COM INC @ 20231214 tmcbride 02 Tonya Mcbride 12/18/2023 8:11:46 AM 213,10 USD
¥ See More © show More
3922903 B&H FOTO & ELECTRONICS CORP-DEV1  2023-12-18 michaelrequester 01 ([EERI Michael Requester 12/18/2023 80215 AM 168,16 USD
O
Requisition Status v
O 3921391 Staples © 20231214 pr2201 08 = Paul Reedy 12/14/2023 33315PM  168.89 USD
Completed [ 75 ]

1. Click the Configure Columns £* icon above the document list. The Configure Column Display screen displays.

Configure Column Display
et o atme ar

[ Asprewal Steps
O sato
[ Buyer

(] Capital Asset Location *

2. Select from the list of Available Columns on the left side of the window. The selected columns will appear on the
right side of the window.

&2 COLUMBIA UNIVERSITY
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Configure Column Display X
e etime ofthe current search
enta

ype to Filte

[ Account* P
[ Accounting Date + 48
[ Activity * t 4B
[] AM Businss Unit* PO
[ Approval Actions Prepated For P
[ Approval Steps Submitted Date t 48
o BillTo o t+ g

[ Buyer* Total Amount t 4

[] Capital Asset Location -

3. Drag and drop the selected columns on the right side of the window up or down depending on your desired order.

3. If desired, you can select Pin Columns as my default so that your selected column configuration is the default
each time you search.

4. Click Apply.

Pinning Columns

After you configure Columns and Pin them, that Column layout becomes the default for the Search page for that Order
type each time you return.

Click the dropdown arrow next to the Pin Filters and click Pin Columns.

o2 COLUMBIA UNIVERSITY 0 -

Search (A1t+Q) a coonoouso w @ @ 4 11

Orders » Search » Requisiions
= Search Requisitions M saveAs v A PinFiltery 2 Export All v
A Pin Fiters:
QuickFilters My Searches. ‘Submitted Date: Last 90 days ~ | Quick search Q @ AddFilter ~  Clear AllFilters ?
- Requisition Status: Pending ~ X
supplier v
< > Page 1 of4  1-20 of 73 Results £ 20PerPage v
JAPAN PUB TRADING GO LTD [ 33 )
CDW GOVTINC (s ] [1 Requisition Number ~ Supplier Requisition Name ¥ Requisition Status ¥ Prepared For Submitted Date @ Total Amount ¥
Hudson Moving & Storage Co,, Inc. [« ]
WORLOWIDE BOOKS CORPORATION  @D) O 4336504 CANDEX SOLUTIONS, INC. (D 2025-08-05 service_center_user 01 [ Pending ] Service Center 8/26/2025 2:46:50 PM 200,00 USD
HURON CONSULTING GROUP o O 4340788 JAPAN PUB TRADING COLTD (D 2025.08-18 mk4596 04 [ Pending | Madhusudhanrao Kommineni 8/18/2025 2:37:00 PM 111,000.00 USD
¥ See More D show More
o ar——

2. Click Yes to confirm.

Confirm x

Are you sure you want to pin the current columns? By pinning these columns they will become the default layout
for new searches on this page each time you return.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Page 9



Columbia University Finance Training

Training Guide: Reporting in the CU Marketplace

Example Searches

Viewing Requisition by Status

1. Click the Orders menu and select Requestions.

2 COLUMBIA UNIVERSITY

Dashboards * Welcome Page

Search ) All Orders

My Orders

ketplace

lacts, and make
d suppliers.

Vouchers

Receipts.

o-pay (P2P) solution
goods and services,

es below, or click any

0 «

Vielcome Page

Free-Form Text

News and Alerts

Search (Alt+) a

6000.00USD W

1@ 410

a +

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

- The CU Marketplace has expanded. Learn about what's new in Shop and Pay.

- CU Marketplace Information Sessions:

Check for updates to our CU Marketplace Best Practices page

To learn more about the expanded CU Marketplace, join us for an informational
webinar. No need to pre-register, just click on the link below on the date and time
of the webinar you wish to attend.

Contracts

&2 COLUMBIA UNIVERSITY

Orders » Search » Reau

[=] search Requisitions
W

QuickFiers My Sea britted Date Last 50 days = | Qulck search

Supplier vI < > Page 1 of9

APAN PUB TRADING COLTD (D)

1-20 of 170 Results

Requisition Number v Supplier

44 CANDEX SOLUTIONS, INC. D

JAPAN PUB TRADING CO LTD (D

a CDW GOVTINC D

JAPAN PUB TRADING COLTD (O

Requisition Status v O 017 GENSCRIPT USAINC ©
Completed o O sss07 JAPAN PUB TRADING COLTD

i o

e Py O sss08 JAPAN PUB TRADING COLTD (D
Cliowiiin o JAPAN PUB TRADING COLTD (D
O 325974 JAPAN PUB TRADING CO LTD (
0O 434072 JAPAN PUB TRADING COLTD (D
O 4040654 JAPAN PUB TRADING COLTD

o ~

Requisition Name ¥
2025-08-05 service_center_user 01
2025-08-20 local_arb2143 01

2025-08-18 local_arb2143 02

2025081512325 01
20250818 k4596 04
20250818 £p2169 02
2025-08-18 fp2169 01
20250716 p2169.01
202508-18 local_arb2143 01

2025-08-18 Mk4596 03

gooeeaq oo

Requisition Status ¥

Search (Alt+Q) Q
K save
Prepared For
Service Center

Alleen Batista

Alleen Batista

Tanya Frasier

Madhusudhanrao Kommineni

Falgun Patel

Falgun Patel

Falgun Patel

Alleen Batista

Madhusudhanrao Kommineni

6000.00USD W

Submitted Date @)
8/26/2025 2:46:50 PM
8/20/2025 2:06:49 PM

8/20/2025 1:44:46 PM

8/19/2025 11:57:53 AM
8/18/2025 237.09 PM
8/18/2025 2:35:03 PM
8/18/2025 2:3219PM
8/18/2025 1:50:52 PM

8/18/2025 12:10:32 PM

8/18/2025 11:20:16 AM

0@ 42
?
& 20PerPage

Total Amount ¥

200.00 USD

2,000.00 USD

761588 USD

1.217.00 USD

111,000.00 USD

111,000.00 USD

1,00000 USD

1,000.00 USD

480000 USD

3,600.00 USD

2. Click the Show Side Panel = icon to view the Quick Filters panel and select the desired Quick Filter from
Requisition Status section. The Search results will be filtered by that status.

al? CoLumBIA UNIVERSITY

Oders » Searc » o

= Search Requisitions

Guick Fiters

JAPAN PUB TRADING COLTD
JAPAN PUB TRADING COLTD (D
4340640 14PAN PUB TRADING COLTD ()
JAPAN PUB TRADING COLTD ©
43408 JAPAN PUB TRADING COLTD (D
JAPAN PUB TRADING COLTD (D
134034 COWGOVTING

% COWGOVTING (D

134 JAPAN PUB TRADING COLTD M

202507-16 52169 01

20250818 mk4596 02

20250818 85945 03

20250818 205945 02

20250818 abS$345 01

20250815 365945 04

20250815 k4596 02

20250711 1232501

20250815 ab5945 03

o

€ > Pxe1 of4  1200f74Resuhs
[]  Recuisiton Nurer v Supplier Requision Name v Requisition Status
CANDEX SOLUTIONS, INC. () 20250805 service_center_uses 01
43407 JAPAN PUB TRADING COLTD (D 20250818 mk4596 04
JAPAN PUB TRADING COLTD (D 20250818 152169 02
434 JAPAN PUB TRADING COLTD (D 20250818 152169 01

1000000000008

v Search (AR0Q) a

Prepared For
Servioe Center
Madhusuhanrao Kommineni
Falgun Patel

Falgun Patel

Falgun Petel

Arben Balazni

Asben Balazhi

Arben Balazhi

‘Asben Balazni

Asben Balazni
Madhusudhanrao Komminent
Tanya Frasier

Acden Balazni

£00000USD W

SumnedDete ©
872672025 24650 PM
8/10/2025 23709 M
a18/2025 23503 M
8/2025 23219 M
8/18/2025 15052PM

81872025 110748 AM
/1872025 95828 AM
1872025 950024
81872025 94314 AM
81572025 24621 Mt
8/15/2025 14048 PM.
81572025 9512240

8/15/2025 9:4203 AM

Total Amoue

20000 USD

11100000 USD

11100000 USD

1,000.00 USD

1,000.00 USD

360000 USD

480000 USD

360000 USD

480000 USD

300000 USD

24242 USD

1199.00 USD

300000 USD.

You can click the dropdown arrow next each Filter to select or change the Filter values and click Apply. You can
additional Filters or click the Remove ** icon to remove the Filter from the list.
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Columbia University Finance Training

Training Guide: Reporting in the CU Marketplace

Viewing Voucher Pay Status
1. Click the Orders menu and select Vouchers.

&2 CoLumBIA UNIVERSITY

Dashboards * Welcome Page

Orders

Wy Orders.
! ketplace

-pay (P2P) solution

goods and services,

acts, and make

d suppliers.

es below, or click any

0 ~- Search (A1+0) a  comoouso w o B & .ld
a +

P Wieicome Page

Free-Form Text

News and Alerts

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

- The CU Marketplace has expanded. Learn about what's new in Shop and Pay.
Check for updates to our CU Marketplace Best Practices page
- CU Marketplace Information Sessions:

To learn more about the expanded CU Marketplace, join us for an informational
webinar. No need to pre-register, just click on the link below on the date and time
of the webinar you wish to attend.

The Search screen displays all Vouchers you have permission to view.

&2 COLUMBIA UNIVERSITY o - Search (All) Q 28350 W Q™ & .ld
o b semn v
= Voucher Msaveds v APnfliers v BEqpotal «
My Drafis Search
QuickFllters My Search Greatied Date ys v Quick search Q @ AddFiterv  Clear AllFillers ?
Suopli l < > Page 1 o500  1-20 of 45536 Resuhs. £ 20PerPage =
upplier v
FISHER SCIENTIFIC [[ees ) Voucher  Supplier Inveice Voueher Created Due  Discoun Submitted Voucher Voucher
us sovanTace DD ™ Number = Mumber(s) ¥ Supplier POMNumber Ststus v Date/Tme @) Dete ~ Dste ~ Discowntdmount v Dste ~ Sowce Type  PaySts
a0 o188 SASSAFRAS TECH COLLECTIVE (D W ocing | arms B29/2025 0ODUSD 942025 Mamal PO
F2150PM F2407PM Voucher
oo
1311 3 - VOT7S80 an Gomph, Inc (D oooozes3ge (EIREEN /42025 942025 00D USD  9/4/2025 Marwal PO o=
- o - 3254 PM 32247 PM Voucher
Vousher Status “ w VOI7SS03 V2797610 UNITEX TEXTILE RENTAL () =3 /472025 %/4/2005 000 USD /42025 Marwal NonPO [ILEED
F1T49PM 32323 PM Voucher
Complete [ eazen . .
. VOUS0Z 9113 Twist Bossience Coporation (D cuooossse (IR w4025 Siaamas 00D USD A0S Mamal PO
o« F140PM 32252PM Voucher
Rejected [2ss 3
P - 09032025 VYRAN GEORGE (D} 0000264443 (IR S/42025 942025 000 USD  9/4/2025 Marwal PO o=
31806 PM 31948 M Voueher
Voucher Type ~
e - ssige1zs  Aingasine Yar025 SN2 000 U0 w/w202s Mamsl Nonro (IEE
PO ouchas P PN 32175PM Voucher
ManPO Vouches [z §

\ib COLUMBIA UNIVERSITY

Orders. » Seareh » Voucher

= Voucher Msweds v APnfites v Bbponal -
My Draft Search
. ] Form Type -
€ > Pagel1  ofS00  120of 45536 Reauts 20 Pex Fage v
Supplier ~ I 0] ttem Type ° ’
[ Manufacturer Name
FISHER SCIENTIFIC [[ass ] Voucher Supplier Invoice Woucher Cremted] ) b Category Titted vouches Voucher
sTapLEspus v @D “ Number v Numberls) v Suppher POMmber  Siais v Daieme @ D en v Sowce Type  PayStot
MCKESSON MEDICAL — - [1 Proguct Fiags:
Al INC [ 2725 ] w VOI75805 01546 SASSAFRAS TECH COLLECTIVE (D) cvonoza (R /412025 2025 Menual PO
321:50PM Properties 7P Voucher
1520
o« N [ Matching Status:
Sigma-Aldrich, Inc =11 ] - VOITSOT eI Qomph iz @ LR Pereics ] /2025 | 1 \essage Category Eozs vanual o IS
v 556 Mo ©s STSAPM 1 pismatch Reasons i Voucher
. Pay Status
LS VT UNTEKTERTLERENTAL o s buzs Momsl NP (IR
Vouches Scams v @ 319.49p L] SatUs Flags |1 Voucher
[1 Tax Engine Erfors
Complets oD ~
R I R — cuonoase araraaas | T Yassher Source — L

0 u- ‘Search (Alt0) a 1283usD W O W & ld

&2 COLUMBIA UNIVERSITY

Orers » Seaeh » voucne
= Voucher Bswens v  Apnfites v  Bopoaal v
Wy Draft Search
Quick Filers My Seare [ Quick search Q Add Filter »  Clear AllFilters ?

Pay St
Supplier v
536 Results L 20 Per Page =
FISHER SCIENTIFIC Pens B A Sieses
0 Cancelled
L) 0 Dispute Voucher Created Due  Discount Submitted Voucher Voucher
272 ) O InProcess br POMumber Status + Date/Time @ Date + Dale ~ DiscountAmount ¥ Date ¥ Souce Type  PaySt
[ Paid )
(1520 O Payable FRAS TECH COLLECTIVE (D cuooiosaz (R 9472025 8/29/2025 000 USD  O/4/2005 Manual PO
— 32150 P 32407 FM Voucher
o “ cancsl  pine @ 942025 942025 000 use 92025 Mamal PO (IS
32054 P 32247 PM Voucher
v
umzeem a0 LNITEY TEVTU € oENTaL ) F orion | 9uomes  auon Q00N Qumms s Nenpn SFEFR

Qo o Seanch (s ) a 128300 W O m A .I.d

3. Select the Filter value(s). The Search list will be filtered by the Pay Status(es) you selected.
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Columbia University Finance Training

Training Guide: Reporting in the CU Marketplace

Exporting Your Search List

After your Search list contains the desired information, you can export the whole list or select individual rows to export
to Excel.

1. Click the dropdown menu next to the Export All button. If you selected the checkboxes for individual rows to be

exported, you can select Export Selected Rows. If you want to export all rows, select Export All.

o @
& COLUMBIA UNIVERSITY A A @ WSROl W 9 04
Orders » Search b All Orders
= Search All Orders MsaveAs v  APinfiters v @WhatsNew? 3 Export Al
& Export All
Quick Filters My Searches Type of Order: All = Created Date: Last 90 days ~ | Quick search Q @ AddFiter - Clear All Filters 2 Export selected Rows !
Order Status: Returned = > Supplier: Staples BEHFO... v X
Department e % Show Printable Results
1-14 of 14 Results
No Department
©  Manage Search Exports
Y - | O Orderldentifer v  Type Order Status ~ Order Owners CreatedDate/Time @) CompletedDate ~  Supplier % Vansge Schedued Exports
SRG Gl/Endo (7552402) (2] 3876665 Requisition  ([EETGed)  Narayanan Seetharaman 10/11/2023 3:46:12 PM B&H FOTO & ELECTRONICS CORP-TST8.1 © 4,699.00 USD
FIN Finance Info Systems o
(1404202) 3865912 Requisition  ([CETEd)  Christopher Moran 9/21/2023 2:37:24 PM B&H FOTO & ELECTRONICS CORP-TST8.1 @ 1,894.91 USD
ARS Astronomy (4040102) o Natalya Vasilyeva NEW ENGLAND BIOLABS ©
+ See More Show More
3858420 Requisiton  ([ENESd)  Terry Park 9/12/2023 12:05:57 PM B&H FOTO & ELECTRONICS CORP-TST8.1 @ 399.00 USD
Order Owners v
3855948 Requisition  ([CETGl)  Chris Requester 9/7/2023 35442 PM Staples @ 500,45 USD

The Export Orders window appears.

Export Requisitions

Export Request Options  (Step 7 af 1)

* Export requestfor Requistior]

Sereen Layout -

Bxcel

Submit

2. The Title field can be edited to reflect the data you are exporting.
3. Select the desired Type from the dropdown.

Export Request Options  (Step 10 1)

Title

Sereen Layout -

Screen Layost
rmm_-r ransaction ExXport

User Defined Template

data.

Full Export - Exports all information available about the transaction associated with each document in CSV format.
Full exports also include document history such as approvals, comments and more.

Transaction Export — Exports all information available about the transaction associated with each document in
CSV format.

User Defined Templates - Access to custom templates that are configured to export specific fields and files.
4. Click the Submit button. A Success message appears with information on where you can retrieve the file.

Y AT~ Search (Alt+Q) qQ 1336880USD W O [ 4 %
© Success
Successfully created the export request. You
can view the status and retrieve the file at ., N a
K saveAs ~ A PinFilters @ What's New? &= Export Al «

Manage Search Exports

Type of Order: All +  Created Date: Last 90 days *  Quick search Q @ | AddFilter +  Clear Al Filters ?
Order Status: Returned ~ 3 Supplier: StaplesBRHFO... v X
114 Af 14 Racults oy peen

oo
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Columbia University Finance Training

Training Guide: Reporting in the CU Marketplace

5. Click the dropdown next to Export All and select Manage Search Exports.

1-14 of 14 Results

&2 COLUMBIA UNIVERSITY Al - Search (Alt+Q) a  13zessouso w o @ 4 g
Orders » Search » All Orders
= Search All Orders KiSaeAs v  APinFiters ~  @WhatsNew? 3 Export All El
2 Export All
QuickFilters My Searches Type of Order: All ~  Created Date: Last 90 days ~ | Quick search Q @ AddFilter = Clear Al Filters 2 export selected Rows !
Order Status: Returned = X Supplier: StaplesBRHFO.. + X
Department v €2 Show Printable Results

No Department (3]
ﬁ‘gf 3‘:3“”7)“9&"‘“ PeopleSofisys gy [ Orderidentifir v  Type Order Status  Order Owners Created Date/Tme @)  CompletedDate v  Supplier @ Manage Scheduled Exports
SRG G/Endo (7552402) (2] O 3876665 Requisition  ([ZGl) Narayanan Seetharaman 10/11/2023 3:46:12PM B&H FOTO & ELECTRONICS CORP-TST8.1 & 4,699.00 USD
[w o) COLUMBIA UNIVERSITY Al Search 33 screen_all_docs_pr2201-1702763149.xlsx > p‘[
p— 94.8 KB » Done
Manage Search Exports
Manage Exports ?
Export Requests Export Schedules Export Templates |}
3 Click to Filter Refresh this Page
Title Status Search Type Export Output Created Completed Available Until Details Actions
& Test Export request for All Orders Completed All Orders Screen Layout (Excel) 9/19/2023 10:33:58 AM 9/19/2023 10:33:59 AM 9/26/2023 Total Records: 1452 Delete

6. Click the Title of the file to export. The file will be available to download from your browser.

A B | (¢} | D E F | G
1
. Export request for All Orders
3
4 |Search Criteria
5 |Created Date Last 90 days
6 Supplier Staples,B&H FOTO & ELECTRONICS CORP-TST8.1
7 Order Status Returned
8
9 [Order Identifier |~ [ Type - \Order Status |~ \Order Owners - \Created Date/Time |~ |Completed Date ~ \Supplier
10 "3876665 _| ! quisition Returned Narayanan Seetharaman 10/11/2023 3:46 PM B&H FOTO & ELECTRONICS CORP-TST8.1
113865912 Requisition Returned Christopher Moran,Natalya Vasilyeva 09/21/2023 2:37 PM B&H FOTO & ELECTRONICS CORP-TST8.1,NEW ENGLAND BIOLA
127'3858420 Requisition Returned Terry Park 09/12/2023 12:05 PM B&H FOTO & ELECTRONICS CORP-TSTS8.1
13_'3855948 Requisition Returned Chris Requester 09/07/2023 3:54 PM Staples
147'3855843 Requisition Returned Natalya Requester 09/07/2023 2:32 PM Staples
157'3855664 Requisition Returned Maribel Pachay 09/07/2023 9:49 AM Staples
16 3853749 Requisition Returned Owen Powell 09/05/2023 12:20 PM B&H FOTO & ELECTRONICS CORP-TST8.1
177'3852033 Requisition Returned Narayanan Seetharaman 08/31/2023 2:20 PM B&H FOTO & ELECTRONICS CORP-TST8.1
18_'3847914 Requisition Returned Mudhu Kommineni 08/24/2023 2:45 PM CDW GOVT INC,Staples
19 13842731 Requisition Returned Michael Requester 08/15/2023 3:32 PM B&H FOTO & ELECTRONICS CORP-TST8.1
20 [3837320 Requisition Returned Terry Requester Park 08/07/2023 2:38 PM B&H FOTO & ELECTRONICS CORP-TST8.1
217'3833823 Requisition Returned Mudhu Kommineni 08/01/2023 2:22 PM Staples
22 [3833715 Requisition Returned Michael Requester 08/01/2023 12:00 PM B&H FOTO & ELECTRONICS CORP-TST8.1
237'3833709 Requisition Returned Mark Requester 08/01/2023 11:29 AM Staples
24

Results-1 ® « >

oo
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Columbia University Finance Training
Training Guide: Reporting in the CU Marketplace

Saving Your Searches

After setting your desired Search criteria and filters, you can save the Search so that you can run it again in the future.

1. After setting your filters and getting your desired search results, click the Save As button.

&2 COLUMBIA UNIVERSITY AL~ Search (Alt+Q) Q 1336880U0 W O @ 4 g
Orders » Search » Al Orde
= Search All Orders v  APnfites v @WhatsNew? & ExportAll v
Quick Filters My ate: L ) Q Add Filter v Clear All Filter ?
pplie r Staty
Department v
1-14 of 14 Results £+ 200 Per Page v
No Department o
(2] [  Orderidentifir ¥  Type Order Status ~ Order Owners Created Date/Time @ CompletedDate v Supplier Total Amount ¥
o 876665 Requisition (0Nl Narayanan Seetharaman 10/11/2023 3:46:12 PM B&H FOTO & ELECTRONICS CORP-TST8.1 © 4,699.00 USD
o 86591 Requisiton  ([[E0EGad) Christopher Moran 9/21/2023 2:37:24PM B&H FOTO & ELECTRONICS CORP-TSTE.1 © 189491 USD
() Natalya Vasilyeva NEW ENGLAND BIOLABS ©
B O 3858420 Requisiton ([0l Terry Park 9/12/2023 12:05:57 PM B&H FOTO & ELECTRONICS CORP-TSTB.1 @ 399.00 USD
Order Owners B M 2gccodo o, s ‘heie D, 1, 0/2/9079 2-64-49 DA tanlac € 0N AE Lien
Save Search X
Step 1: Details
Nickname * | Returned |
> Add Description
Add New
Step 2: Select Folder Destination
4 Personal
My Searches
4 Shared
AP, Procurement, Functional & Tech Sys Admins

2. Enter a Nickname for your Search.

3. Select the Folder Destination. If you have previously created Personal folders, they will be available to select
here. Refer to Creating a Personal Folder within the Managing Searches section in this document on how to create a
Personal folder.

4. Click the Save button.

Managing Searches
Your saved Searches can be accessed via the Manage Searches screen in the CU Marketplace. From there, you can
organize them, run, edit, or export them, among other tasks.
Navigating to the Manage Searches Screen and Managing Searches
You can access Manage Searches from several places within the CU Marketplace. The two quickest methods are
described below:

Click the Profile & icon at the top right corner of the CU Marketplace screen and select Manage Searches.

0 - Search (A1eQ) a ogouso W @ w4 ld
neutar View My Profile
Dashboards
Monee earch Exfors
lerts Search Help For A Solution
es news ab
nnouncemd You donot have any recent orders
e has expanc Logout
e o1y Baet icas nan. | |

OR...

oo
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Columbia University Finance Training
Training Guide: Reporting in the CU Marketplace

1. From the Search screen, click My Searches from the Quick Filters panel on the left side of the screen.

@2 COLUMBIA UNIVERSITY

Ordees b Search b AllCeders

= Search All Orders

ested Date: Last 90 days = | Quick sear

Page 1 of7  1-2000f1272Resuhs
Supplier ~ a
Staple: [ 231 ] [] Orderidentifis ¥  Type Order Status  Order Owners
& ELECTRON o o Requisiion IR TestRequester Requester
TEA [ 125 ] Tonya Mebride

Greated Date/Time @)

10/26/2023 2:52:46 PM

Al Search (All+q) a T A dE

ar Al il 2
© 200 PerPags = l

Completed Date ¥ Suppller Total Amount ¥

Supply Room Companies @ 20.026004.00 USD

2. Click Manage Searches. Note that the Searches that you previously saved appear under Favorite Searches.

GQ COLUMBIA UNIVERSITY

Manage Searches

Add New + My Searches
Expand All | Collapse All
“ Personal
Complete
4 Shared Type: All Orders

All Campus Reports
Returned
Type: All Orders

AR, Procurement, Functional & Tech Sys
Admins

Contract Searches
Contract Searches 2
zePro Reports - TEST Environment Only

ZVoucher Reports - TEST Environment
Only

&2 coLumBIA UNIVERSITY I LI U R O |
Crders » Search b Al Onders
= Search All Orders Msaess v APnFlers v  @wnars Ne Zpxportal v
My Searches e of i ated D . arch Q udd Filter = Clear AllFiters 7
< »  Page1 of7  1-2000f 1272 Resuis & 200Per Page + I
o Type Order Status  Drder Dwners CresteaDate/Time @) CompletedDate = Suppler Total Amaunt ¥
o Requisition ZXEXD Test Requester Requester 10/26/2023 2:52:46 PM Supply Room Companies & 20026,004.00 USD
Favorite Searches Tonya Mcbride
Complete
Retumed =] Voucher Terry Park 10/23/2023 926:30 AM  10/23/2023 9:27:10 AM Staples @ 11.20 USD
M ciooo0os P e Fack 10/93/9073 93514 AN 10/IIN23 G5 AW Stanles @ 1120 usp
Al ~ Search (Alt+Q) Q

Folder Actions w | 2

Actions for Selected Favorites w
o

Remove Shorteut | Export | (B O
Edit | Move | Copy| Delete

Remove Shorteut || Export m O
Edit | Move | Copy | Delete

e You can select Folders from the left panel to view the saved Searches in that folder.

e For each Search listed, you can click Remove Shortcut to remove the Search from the Folder, click Export
to export the latest Search results to Excel, or click Go to view the latest Search results on screen.

e Links are also provided to Edit, Move, Copy or Delete the Search.

Creating a Personal Folder

1. From the left panel within the Manage Searches screen, click the Add New button

&2 COLUMBIA UNIVERSITY

Manage Searches

Add New v

My Searches

Al v Search (Alt+Q) Q

Folder Actions v ?

Actions for Selected Favorites v

O

All Campus Reports

AP, Procurement, Functional & Tech Sys
Admins

Contract Searches

Contract Searches 2

2zePro Reports - TEST Environment Only
ZVoucher Reports - TEST Environment
Only

Expand All  Collapse All
4 Personal
My Searches Compl ete
4 Shared Type: All Orders

Returned
Type: All Orders

Remave Shortcut || Export m O
Edit | Move | Copy | Delete

Remove Shortcut ExDortm O
Edit | Move | Copy | Delete

2. Select either Top level personal folder or select a previously created personal folder from your list and select
Subfolder of selected folder. The option to select Subfolder of selected folder is only available if you have
previously created at least one Top level personal folder.

oo
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Columbia University Finance Training

Training Guide: Reporting in the CU Marketplace

W/ COLUMBIA UNIVERSITY

Manage Searches

Top level personal folder Collapse All

Subfolder of selected folder

L fverewn
3. Enter a Name for the Personal Folder. Optionally, you can enter a Description.
Create Personal Folder X
Name * | My Searcheq| |

4. Click the Save Changes button.

Scheduling Reports
You can schedule saved reports so they can be exported to Excel and retrieved on a set schedule.

1. Click the Profile & icon in the upper right corner of the CU Marketplace screen and select Manage Search

Exports.
&2 COLUMBIA UNIVERSITY 0 - Search (A1+Q) a cooooouso W @ @ 4 ni
Dashboards * Welcome Page Eric Zaretsky .
(  Service Providers And Consultants Shop Welcome Page VEnFTa
Dashboards
Free-Form Text Free-Form Text Manage Searches
Welcome to the CU Marketplace News and Alerts St My Home Page
The CU Marketplace is a procure-to-pay (P2P) solution enabling you to This section includes exciting news about wha  Search Help For A Solution
-— efficiently shop for goods and services, request and manage service read all announcements.
p— . contracts, and make seamless payments to vendors and suppliers. My Pending Requisitions o
. N . . L. - The CU Marketplace has expanded. Learn about v
CU MARKETPLAG To get started, select one of the tiles below, or click any information icon
......... 6 N . Check for updates to our CU Marketplace Best Pri Logout
for guided assistance.
- CU Marketplace Information Sessions: '
T hout th, cu ial £ i 1 hi AL At
The Manage Exports screen appears.
&2 COLUMBIA UNIVERSITY [ I Search (Alt+0) a soocoousp W @ D 4 ld

Marage SemchEpors

Manage Exports

Export Requests | - Export Schedules || Export Templates
> Click to Filter Create Schedule ‘GB

No export schedules found

2. Click the Export Schedules tab.

3. Click the Create Schedule for dropdown menu and select the type of Order that your Saved Search falls under. For
example, if you saved a Search that is a list of Requestions, select Requisition; if your Saved Search is a list of
Vouchers, select Vouchers, etc.
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The Schedule Export window appears.

Schedule Export

Scheduled exports are queued for processing after midnight local time to be available the following morning.

[ Requisiton ]

My Assigned Requisitions last modified_Mgr

By the Week and Day of the Month v

Search Type Starts On & 9/6/2025 ®
mmyddryyyy
Search To Export Approved Requisitions All Staff_Ldr
Frequency % Monthly v
Shared
Type % Approved Requisitions All Staff_Ldr x
Oceurs Every ¥ , month(s)
Format Assigned Requisitions All Staff_Ldr

My Requisitions

OnThe % First Monday ~  ofthemonth

My Requisitions Pending Approval_Mgr
Export Until % (®) Ends After 1

Requisition Status CONFIRMED , oceurrences

Requisitions less than $1000 CONFIRMED
. O EndsBy =
Requisitions less than $1000 DRAFT

(O No End Date
Requisitions with Ad-hoc Approvals CONFIRMED

Shopping Audit Report - Reqs over $2500 - Confirmed

Save

UAT Req Report

Personal

Pending Requisition

S

4. Click the Search to Export dropdown and select the Saved Search you want to schedule from either the Shared or
Personal Folder.

5. Set your desired scheduling parameters.

Schedule Export

Scheduled exports are queued for processing after midnight local time to be available the following morning.

[ Requisition }

Search Type Starts On % 9/6/2025 =]
mmy/dd/yyyy
Search To Export s Pending Requisition v
Frequency % Menthly ~
Type & Screen Layout v "
Oceurs Every % . month(s)
Format Excel

By the Week and Day of the Manth v

onThe # First  ~ Monday ofthemonth

Export Until (® Ends After 1 % occurrences

(O Ends By =]

() No End Date

6. Click the Save button. You Export Schedules tab will display the scheduled item.

Manage Exports

ExportRequests | Export Schedules | Export Templates

» Click o iter e Sehetefor_w
‘Search To Export Status Created Export Content Frequency Ending Next Run Actions
Pending Requisiion [“Enaviea | 07572025 40829 P14 seachType  Recuisition D e orais 97612025 120000 AM =

Export Content  Screen Layout- Excel

After the report is run at the scheduled time, it will appear in the Export Requests tab ready for you to export.

Manage Exports

Export Requests | Export Schedules | Export Templates

» Clck o Fier oo scneie o
‘Search To Export Status Created Export Content Frequency Ending Next Run Actions
Punding Requsiicn [ naniea | o/5/a025 40829 PHA S — B o aaras 97672025 120000 AM e

Export Content  Screen Layout- Excel
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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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