Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

You can shop for items in the Marketplace from Catalog Suppliers. Shoppers can create a Shopping Cart with items
from Catalog Suppliers but must assign it to a colleague who has a Procurement Initiator role, who can then submit
into workflow as a Requisition. Procurement Initiators can create their own Shopping Carts and submit them into
workflow as Requisitions.
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers 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.

a2 CoLUMBIA UNIVERSITY @ - oo o onwo w o SOsg
Dashboards * Welcome Page a +
¢ Service Providers And Consultants Shap Welcome Page

Welcome to the CU Marketplace News and Alerts

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

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

Orders

Contracts

i

Action Items Helpful Links

ORDERS % Buying and Paying Website
 Vendor Management Website
My Retumed Requisitions [2] % Finance Training Library
% Finance Policy Library

& Contact Finance Service Center
VOUCHERS

Pawered by JARGASR | Privasy Policy

Those with a Shopper role will only have access to the Shop and Orders tiles. Procurement Initiators will have full
access to all tiles displayed above.

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

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Shopping for Catalog Items
1. Click the Shop tile.

»

Dashboards «

<

0 &

& & B

a2 CoLumBIA UNIVERSITY

Welcome Page

Welcome Fage

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 information icon
O for guided assistance.

0@ O

a +

Search (Akv) a 000USD W

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.

Helpful Links.

items

ORDERS

0@ B0

Shop a +

Search (Ak+0) a

&2 CoLumBIA UNIVERSITY 0 = 000U W

Dashboards -

shop Walzome Page

Shop

Click the blue category tile below associated with the item you want to
purchase. From there, find available items from Catalog Suppliers or
submit 2 Goods and Services Request for any good or service not
available from a Catalog Supplier.

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.

€U MARKETPLACE

You can also use the Shop search box to see if the item you wish to
purchase is available from one of our Catalog Suppliers.

If you need to find a supplier, refer to the Goods and Services webpage.

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

Services Only Services Only Services Only

Service Providers and Consultants Events and Catering Fine Artists and Writers

rtest.sciquest.

pp: DashboardUserDetails?ld=12315...

2. Click anyone of the Goods and Services tiles to view the Catalog Suppliers in that category.

Paversssy

&2 COLUMBIA UNIVERSITY O A~ sehr) Qoo w oD B0
Dashboards + IT, AV, and Office Supplies and Related Services a +
¢ Evenia and Caterng Facitien Suppies nd Reated Serices Fine riss And Witers 1T A1, And Offce Suppies And Relaed Senices Lab Suppiis, Eqipment, And Relatad Sanvices Medical&nd Dental Suppies And Relae Onders oy >

Back to Shop Dashboard

Helpful Links shop

& Vendor D Lookup Tool

sSimple Advanced

5 Category Codes List and Crosswalk Tool
Search for produts, suppliers, forms, part number, etc.

Non-Catalog Suppliers

Goods and Services Request ~

g Suppliers

IT, Audio Visual, and Office Supplies v
S e
=

oD Comecton e
B&H Photo COW-6 ePlus.
m:a About UwPAs
5'MRA _

Staples

Columbia has University-Wid 9 in place with a number of suppliers. You are
encouraged to shop with UwPAs by submitting a Goods and Services Request Form when products and/or
services are unavailable from Catalog Suppliers.

The following IT, AV, and Office Supplies and Services companies have UwPAs in place with Columbia

o Communications Audio Visual
» Dell Marketing

3. Click on the desired Catalog Supplier tile to shop from that Supplier. You will then “PunchOut” to the Supplier
website.
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Columbia University Finance Training
Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

SelectSite PunchOut

Products - Services v

Worklife v Chat Deliver to: Tenafly, NJ

Business Essentials

I

*-s\,»"
Pens File Folders Notebooks & File Storage Markers Envelopes
Notepads
™ e ()<> W'M‘ v -
Staples Staplers Scissors Clips & Fasteners Desk Organizers Binders

Notice the gray bar at the top of the vendor website which indicates you are punched out from the Marketplace. You
can click the Cancel PunchOut button to retun to the Marketplace, if needed.

4. Shop the vendor website for the item(s) you want to purchase and add your desired items to the vendor’s cart.

5. View the vendor site cart and Submit your order. Each vendor will use different terms to submit your order.

SelectSite PunchOut
rch
Review & Checkout [ erint to paf
Order Summary
Delivery to: Tenafly, NJ 0767
Total $407.91
3 items in cart
Dellvery
mmmmﬂmmumm 35 Gal. (96T7NC) W Remove
The items you selected appear in your Marketplace Shopping Cart.
w @COLUMBIA UNIVERSITY L Search (MY Q 407.91UsD '@ @ - 42
.| - [

Shopping Cart + Shopping Cart

simple vances . Details v
Eric Shopper
L Total (407.91 USD) ~
De
Subtotal * 407.91
3 Hems a - o
Total * 407.91
O

Staples - 3 ltems - 407.91 USD

~ SUPPLIER DETAILS

PO Numbe To Be Assigned

ved on: §/26/2023 9:48:04 AM
ted Calors, 48 Notebooks/Carton (27497CT)

oy Paper,
« Safeo Indoor Trash Can wi no Lid, Black Speckle Sreel 35 Gal, (967 Nc

You can visit other vendor PunchOut sites and add items from multiple vendors to your Marketplace Cart.
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Using Search to Shop

You can also use the Search field to find products across all Catalog Suppliers, regardless of category. Note that not all
Catalog Suppliers support the Search to Shop functionality. If you do not find a result, you may need to search directly
within the appropriate supplier’s PunchOut.

1. Type the desired product in the Search field and click the Search icon. You can also use the Advanced search
to enter more specific search criteria.

sk coLumsia UNIVERsITY 0 4 swoma  a oww w o0 S
Dashboards + [T, AV, and Office Supplies and Related Services a +

< T A0 wateo Soni >

Back to Shop Dashboard

% MRA ==

ices companies have UwPAs In place with Columbla

Q

-

The search results for the product appear.

® S CoLumBia UniversiTy ar wepea 8 mwm ® OR 4

: 2 »
1 = > = >

You can use the Filters from the panel on the left to narrow your results.

2. Click the Order From Supplier button for the desired item. You will PunchOut to the vendor’s website to complete
the order.

M Staples® Official Online Store - Google Chro - a x

@& ac-orderstaplesadvantage.com 7246null&l aunchitems =0672468:zif

0 Products - Services -

“ode3pp=076708city=Tenafly&state=NJ&onLoad=hideMessage

Worklife « [ Chat Deliver to: Tenafly
& Back Home » .. » OfficeBasics > Staplers

Bostitch Executive Desktop Stapler, 20-Sheet Capacity, Black (B400BK)

Item #: 067246 | Model #: B400BK
1 1 Review | Ask 3 question

3 © Delivered FREE tomorrow .
=Next-Day delivery Order within 3 hrs 24 mins ‘ '
: Quantity \
1 w Add to cart

3. Add the item to the vendor cart and Checkout/Submit. The item you selected appear in your Marketplace Shopping
Cart.
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Columbia University Finance Training
Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Modifying Items in Your Cart

Marketplace vendors require you to modify items in your Shopping Cart by returning to PunchOut to the vendor’s
website to modify the items directly and bring the items back into the requisition.

Staples - 3 Items - 407.91 USD O
~ SUPPLIER DETAILS
Contract no value PO Number To Be Assigned
Quote number
Need to make changes? [MODIFY ITEMS || VIEW ITEMS Item(s) was retrieved on: 5/26/2023 9:48:04 AM
Staples 1-Subject Notebook, 8" x 10.5°, Wide Ruled, 70 Sheets, Assorted Colors, 48 Notebooks/Carton (27497CT)
+ TRURED 8.5 x 11° Copy Paper, 20 Ibs, 92 Brightness, 500 Sheets/Ream (TR56957)
« Safco Indoor Trash Can w/ no Lid, Black Speckle Steel, 35 Gal. (9677NC)
ftem Catalog No. Size/Packaging Unit Price Quantity Ext Price
1 Staples 1-Subject Notebook, 8" x 10.5", Wide Ruled, 70 2072481 ot 79.99 aty1¢T 79.99 -0
Sheets, Assorted Colors, 48 Notebooks/Carton (27497CT)
A ITEMDETAILS €
Manufacturer  STAPLES BRANDS GROUP Contract
Name
Manufacturer  27497CT Category Code
Part Number
41100000~ Supplies Commadity
Supplier Part Auxiliary ID
more info.
2 _TRURED &5 x 11" Copy Paper, 20 Ibs. 92 Brightness, 500 133853 RM 913 Qty 1 RM 913 -

1. Click the Modify Items link. Your cart on the vendor PunchOut appears.

SelectSite PunchOut

Business 8=

(oo Erint to paf

Review & Checkout

Order Summary
Delivery to: Tenafly. NJ 07670

Submit Order

tems (3) 540791

Total $407.91

3items in cart

Delivery

Safco Indoor Trash Can w/ no Lid, Black Speckle Steel, 35 Gal

(9677NC)
Item #: 607741 | MER #: 9677NC

Delivery by Tuesday. Jun 06, 2023

o~

== TRURED™ 8 5" x 11" Conv Paper. 20 Ibs . 92 Brihtness. 500 Til Remon

T Remove
3
$31879 1EA $318.79 4

2. You can increase or decrease the number of items, remove items, or add additional items. Adjust the cart as desired.
3. Submit the modified order. Your Marketplace Shopping Cart appears with your changes.

Staples - 2 ltems - 89.12 USD

. SUPPLIER DETAILS

Contract no value PO ToBe Assigned
Number

Quote

number

Need to make changes? MODIFY ITEMS | VIEW [TEMS  Item(s) was retrieved on: 5/31/2023 9:18:29 AM
» Staples 1-Subject Notebook, 8" x 10.5°, Wide Ruled, 70 Sheets, Assorted Colors, 48 Notebooks/Carton (27497CT)
« TRURED 8.5" % 11" Copy Paper, 20 Ibs., 92 Brightness, 500 Sheets/Ream (TR56957)

]

oo
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Managing Carts

When you select items when shopping, you are adding items to your Active Shopping Cart. If you should end your CU
Marketplace session and resume shopping at a later time, you will resume adding items to the same Active cart. If
needed, you can create a new cart and begin adding new items (and assign it to a different Requester). You can also

switch between different Carts.

Viewing Your Carts

If you have an Active Cart, the total amount for all items in that Cart is displayed next to the Shopping Cart ™ icon in

the top right of the CU Marketplace window.

& cip COLUMBIA UNIVERSITY 0 - Search (Al+) a 1,000.00USD W o @ a ,_d
! Dashboards *+ Welcome Page My Cart (2025-03-26 ez2248 01) © o a +
Goods and Services Request Form
¢ Fine Artista And Writera IT. AV, And Office Supplies And Relsted Services Lab Supplies. Equipment. And Related Services Medica| And Dental Supplies And Relsted Services Quantiy: 1 e View My C: Welcome Page
r Price: 1,000.00 USD 1]
o Checkout
1,000.00 USD

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 information
icon 0 for guided assistance.

News and Alerts

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

- Upcoming downtime for the CU Marketplace:
Friday, May 23rd at 7:00 PM EST to Monday, May 26th at 11:00 PM EST.

- Candex for honoraria payments is now live in the CU Marketplace. Click here for an overview

presentation.

Orders. Contracts

o3

Click the Amount link next to the Shopping Cart icon to View My Cart or proceed to Checkout.
To view all Draft Carts, click the Orders tile from the Welcome Page. The Orders dashboard appears.

5 Er s UGy O »- eweng  a ocnwo w o @ Osg
Dashboards - Orders a +
< FacitenSuppis v melred a S —— Lsb Suppe,Eqpmen, and melrsd Wees nd Derat Suppes A il ordere . >
Orders

Depending on yeur 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 Requisitions 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.

My Action ftems

Helpful Links
5 Payir et
e

ORDERS Showing Reaufs 1 -2F2
My Returned Requisitions )
NUMBER GART CARTTYPE DATE | TOTAL

VOUCHERS 4213050 20250130 €22248 01 My Returned Requisitions 1/30/2025 15,000.00USD

My Returned Vouchers (] 4211428 20250129 £22243 01 My Drafts 1/28/2025 38.00USD

My Requisitions My Purchase Orders

Total Requisitions: 1 Approx. Total Amount: 6,899.00 USD Total Purchase Orders: 763 Approx. Total Amount: 114,762,991.15 USD
Requisition Requisition PONumber = Supplier Created Date/Time v PO Owner Total Amount =
Number ~ Supplier staws = Current Workflow Step__Total Amount = Account

The My Draft Carts section displays your Carts. The Active = icon indicates the Cart that is currently active.

Click a Cart Number to view a Cart. That Cart will become your Active Cart. If you shop for Catalog Items, those
items will be added to the Active Cart.

If you will be creating a Non-Catalog Requisition. process your current Active Cart (assign it or submit it into
workflow), delete it, or create a new Cart.
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Creating a New Cart

1. Use the Navigation Menu on the left to navigate to the Shop icon > My Carts and Orders > View Cart.
w ciTJ’COLUMBlA UNIVERSITY

D Shop (Ah+F) Open My Active Shopping Cart
View Cprts

View WPOrders (Last 90 Days)

Shopping
My Carts and Orders
Admin

Shopping Settings

The Cart Management screen appears.

a2 CoLUMBIA UNIVERSITY A Search (A11+Q) o ooousD W Qw4 R
Cart Management ?
Draft Carts | Assigned Carts
3 Filter Draft Carts.

2. Click Create Cart. The Shopping Cart page appears for the new cart.
Gi-? COLUMBIA UNIVERSITY Al Search(
Shopping Cart « Shopping Cart

Simple Advanced .
Search for products, suppliers, forms, part number, etc n
Cart Name Eric’s Pen Cart

Description Ordering Pens and other supplies

0 ltems -

Your shopping cart is empty! Click here to start shopping

3. Enter a Cart Name and Description. You can begin shopping or create a Non-Catalog Requisition to add items to
the new Cart.

Deleting a Cart

1. Use the Navigation Menu on the left to navigate to the Shop icon > My Carts and Orders > View Cart. The Cart
Management screen appears.

o COLUMBIA UNIVERSITY 0 - Search (Ak+0) Q  3s00USD W Q| 20

Saop » MyCarts and Onders » View Carts » Draft Carts

0 Logout

Cart Management

DraftCansw | Assigned Carts

* Filter Draft Garts
Type o Cart Number = Shopping Cart Name & Gart Description Date Created Total Action
Normal 211425 (R 2025-01-29 €22248 01 1/29/2025 3B00USD | yiew v
Normal - Retumed 2213050 2025-01-30 22248 01 1/30/2025 1500000 U0 | view [7]
Actiate

2. Click the Action dropdown and select Delete.
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Moving an Item from One Cart to Another
1. View the Shopping Cart page that has the item you want to move to another cart.

& CoLUMBIA UNIVERSITY v smmeweg Q. 7sus
Shopping Cart = Shopping Cart = ® @ - assgios
Details
1 Item O -
Staples - 1 ltem - 27.39 USD O Eric Shopper
A SUPPLIER DETAILS Total (27.39 USD)
PO Number To Be Assigned
Need to make changes? MODIFY ITEMS | VIEW ITEMS Iam(s) was retrieved on: 6/13/2023 2:56:59 PM
« Sharpie Rollerball Pen, Needle Point Precision Pen, Black Ink, Dozen (2093225) Subtotal *
ftem Catalog No. Size/Packaging Unit Price. Quantity Ext. Price Totel *
Sharpie Rollerbal Pen, Needle Point Precision Pen, Black Ink 24426114 0z 2739 0z wa [0
Dozen (2093225)
Remove

A~ EMDETALS €

Requires Sourcing
SANFORD CORP

anufacturer 2003225 Move to new cart Move 10 Another Cart & >
Part Numbe ofice supgres

Add to Draft Cart or Pending PR/PO >

Draft Cart
None v

Eric's Office Needs (3792485)

2. Click the Line Item Actions || icon for the item you want to move and select Move to Another Cart.

3. Select Move to a new cart to create a new cart with that item or select one of the Draft Carts listed to move the
item to that cart.

Assigning a Procurement Initiator to a Cart (without Checking Out)

As a Shopper, you are not required to Checkout and to enter Ship To/Bill To Addresses and ChartString information
before assigning the Shopping Cart to a Requester. If you do not checkout, your assigned Requester will be required to
ensure that the Ship To/Bill To and ChartString information is entered before submitting into workflow.

1. On the Shopping Cart page, click the Assign Cart button.

& 2 CoLuMBIA UNIVERSITY Mr o ssaeg  Q azoiuo W O 4R
Shopping Cart + Shopping Cart ® - e Proces Checko
Simple Advance Details -
|
P
Total (407.91 USD) v

Assign Cart To no value
SELECT w or SEARCH

Note To Assignee

2. You can Select a Requester from Favorites you created in your Profile or Search for any Initiator that is setup in
the Marketplace.

Select a favorite, click the Select dropdown and click the desired Initiator.

Assign Cart To no value

SELECT|w Or SEARCH

Profile Values

Note To Assignee:

Paul Requester

Eric Requester

&2 COLUMBIA UNIVERSITY
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Or, to search and select a non-favorite Initiator, click the Search link.

X

Last Name [ ]
First B (]
User N ]
Emai [ ]
Departmen [ ] ~
R ° M
Results Per Page 10 v

Close

Enter the search criteria and click the Search button to view results.

Name 1 User Name Email Phone Action

Park, Terry 194 tp194@columbia.edu +1218-321-9618

Park, Terry tp194@columbia.edu tp194@columbia.edu

Click the Plus sign for the Initiator you are assigning.

Assign Cart: User Search X
Assign Cart To! Park, Terry

SELECT w o SEARCH
Add to Profile D

Note To Assignee

3. If the Initiator is not a favorite, you have the option to select Add to Profile if you want to make them a favorite.
Type a Note to Assignee, if needed. Click the Assign button.
The assigned Initiator will receive an email alerting them that your Cart has been assigned to them and includes
your Note which contains a direct link to the Requisition.
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Assigning a Procurement Initiator at Checkout

When you Proceed to Checkout, you have the option to update the Ship To/Bill To Addresses and the ChartString. As a
Shopper you are not required to enter this information, but you may want to complete it, if you know the information,
for your assigned Initiator to simplify their task.

1. On the Shopping Cart page, click the Proceed to Checkout button.

@ @ CoLUMBIA UNIVERSITY Al seach(aki) a  wsu W @™ 4R
! Shopping Cart - Shopping Cart = @ - .. Assign can
Smple  Advance Detalls »
Eric Shopper
Total (407.91 USD) ~
COLUMBIA UNIVERSITY e Search (AltsQ) Q 40791UsD W Qe 4 8
Requisition + 3765180 » = @
Summary
Genera # - stioping 4 siing pE—
Total (407.91 USD) v
t Name 20230502 ericshopper 01 ShipTo Bill To
Contact Name Eric Shopper no address
Mudd
Eric Shopper 500 W 120th St
Floor 2, Room 0203 Billing Options
" New York, NY 10027
FY23
407.91
Accounting Codes Va v
What's next for my order? v
FC Business 1Step  Missing Department Approval
GL Business Unit  Account Project Activity Department  Initiative Segment Site Unit
no value no value no value no value no value no value 1o value no value no value
Internal Notes and Attachments P External Notes and Attachments s v
=

2. If desired, update Ship To, Bill To, and Accounting Codes, See the sections on Updating Ship To and Bill To at
Checkout and Updating ChartString (Accounting Codes) at Checkout.

3. Click the Assign Cart button. The Assign Cart window appears.

Assign Cart To no value
SELECT w oOr SEARCH

Note To Assignee:

4. Follow steps 2 and 3 from the previous section.

Updating Shipping and Billing at Checkout

You have the option of updating the Ship To and Bill To information for your Cart. If this information is not entered,
your assigned Initiator will be required to complete this information.

1. On the Checkout screen, click the Edit 4 icon for Shipping or Billing.
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Shipping e Billing cee W

Ship To Bill To
Contact Name Eric Shopper no address
Mudd

500 W 120th St

Floor 2, Room 0203 Billing Options

New York, NY 10027

United States Accounting no value

Date

The Edit window will appear for the respective item you selected. It will display the Current Address populated, if
any, and a selection of Favorites you created in you profile, if any.

Edit Shipping
(8) CURRENT ADDRESS ko) -
Contact Name * Eric Shopper [[] Add to my addresses
Contact Line 2 Mudd
Address Line 1 500 W 120th St
Address Line 2 Floor 2, Room 0203
City New York
State NY
Zip Code 10027
Country United States
O Eric's Address - Eric Shopper, Mudd, 500 W 120th St, Floor 2, Room 0203, New York, NY 10027, United States *
O Requestor Address - Eric Requestor, Mudd, 500 W 120th St, 2nd Floor, Room 204, New York, NY 10027, United States
Search additional Q_ | Results Per Page 1p ~
-

2. Enter a Contact Name. This is a required field.
3. Select one of your Profile favorites or type in the Search additional to find and select an address.

500 % Q Results PerPage 1p ~
500 W 120th StreFLO2RM0203 -
500 W 120th StreFLO2RM0204 —

500 W 120th StreFLOZRMO0211 —

4. Click the Save button.
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Using an Ad Hoc Ship To Address

You are able to enter Ad Hoc Ship-To locations for off-campus addresses for orders up to $1,000 for the following
Marketplace vendors:

e Staples
e B&H
e CDW

e Connection (formerly Gov Connection)

e MRA International
If you are using an Ad Hoc Ship To Address, your Requisition will require departmental approval regardless of your
approval role.

1. On the Checkout screen, click the Edit 4 icon for Shipping or Billing.

Shipping @) |
Ship Te

Contact Name Eric Requester
630 W 132nd St
Manhattanville

New York, NY 10027

United States

[
[
[
[
1
|

The Edit window will appear for the respective item you selected. It will display the Current Address populated, if
any, and a selection of Favorites you created in your profile, if any.

Edit Shipping

ShipTo *

®) CURRENT ADDRESS o

Erc Requester 7] Addiomy sosresses

630 W 13200 5t

New York

United States.

630W1320d St - Eric Requester, 630 W 132nd St, Manhattanville, New York, NY 10027, United States *

flasia ParFage 10

ADHOC_ADDR - Eric Fi

2. Inthe Search additional field, type “adhoc” (no space) to search for the Ad Hoc option and select ADHOC_ADDR.
The ADHOC_ADDR fields appear.

Edit Shipping

®) ADHOC_ADDR ]

Eric Requester [[] Addto my addresses

3. Complete the address information. You can optionally select Add to my addresses and give this address a
Nickname to use this address again in the future.

4. Click the Save button.

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK
Page 13



Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Updating the ChartString (Accounting Codes) at Checkout

You have the option of updating the ChartString information for your Cart. If this information is not entered, your
assigned Initiator will be required to complete this information.

1. On the Checkout screen, click the Edit # icon for Accounting Codes.

Accounting Codes LSl v
PC Business
GL Business Unit  Account Project Activity Department Initiative Segment Site Unit
no value no value no value no value no value no value no value no value no value

The Edit window will appear. It will display the default or populated ChartFields,

Accounting Codes

GL Business Unit * Accaunt * Project * &= Activity * & Department * = Initiative Segment Site PC Business Uit * =
COLUM v UR00294 Q | ol-UnfundedGl ¢ 7519509 v Search Q | search Q| searcn Q
©requred
Eric's ChartString
+ v "
Code Favorites

2. Update the ChartFields as needed. They must be entered in order left 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 populating to view the
available values.

Accounting Codes

GL Business Unit * Project * = Activity * &= Department * = Initiative *
COLUM - Columbia University ~ | UR0D8835 ¢ 01-2UCZUCKE.. ¢ 00000 ¢
)

Organization Values

6801101 - ZUC General

6802102 - ZUC Administrative Operations
6803101 - ZUC Scientific Programming

* Required fields
‘ 6803202 - ZUC Finance

v

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

sz e
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 dollar amount
distribution.

You can click the Code Favorites
4. Click the Save button.

Each item in your Cart can also be updated with different ChartStrings. Click the Line Item Actions icon for the item
and select Accounting Codes.

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

REQUITET: G O
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Required: Project
1 Moleskine Classic Hard Cover Notebook, 5 x 8.25", Sapphire 2071318 EA 16.87 1EA 16.87 I:l Required: Activity
Blue (893601) .
Override
A ITEM DETAILS 9 Supplier
Manufacturer HACHETTE BOOK GROUP Contract: no value Capital Expense? No .
Accounting Codes
Name _'.
Category Code 21000000 / Miscellaneous- Business
Manufacturer 893601 Services Remove
Part Number . .
Account 61405 Requires Sourcing
Supplier Part 2071318 SUPPLIES AND MATERIALS-GENERAL
Auxiliary ID
) Move to Another Cart >
moreinfo...
Add to Draft Cart or Pending PR/PO >
2 Sharpie Rollerball Pen, Needle Point Precision Pen, Black Ink, SAN2093225 DZ 27.39 1DZ 27.39
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Columbia University Finance Training

Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Adding Comments and Notifying Initiators and Approvers

You can add Comments to your Requisition. If the Requisition is not yet in approval workflow, the Comment can only
be viewed in the Comments tab when colleagues open and view the Requisition. After the Requester has submit the
Requisition for approval, you can add Comments that can be emailed to Approvers or other colleagues to notify them
that your Requisition is awaiting processing. View the section on Viewing Your Carts and Orders to open your

Requistion,.
1. Click the Comments tab.
2 COLUMBIA UNIVERSITY Pecscoer - | semch i) meousn W © O g
Requisition - 3898850 @ @ - smmes
-
No comments. been adiviex Total (119.99 USD) ~

2. Click the New Comments T icon. The Add Comment screen appears.
3. Type your Comment. Optionally, you can attach a file or add a link/URL.

Records found: 0 weommentsfor  Requision v

ADD COMMENT v X

This will add a comment to the document

@® File

QO Link/URL

No comments have been added

If your Requisition has already been submitted into workflow, you can open and view the Requisition to add a
Comment. In the Add Comments screen, you can select the individuals listed who have worked with your
requisition to receive your comment as an Email Notifications.

ADD COMMENT v X

Or, you can click Add recipients to search for Approvers or individuals. This is a good way to notify an Approver
that you have a Requisition in Workflow.

4. Click the complete ¥ icon. Comments are indicated on the Comments tab and listed on the Comments screen.
Commants @ .
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Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

Adding Attachments
If required by your school or department, you can attach additional documentation to support your transaction.
1. Click the Attachments tab.

&2 COLUMBIA UNIVERSITY Ay Search (Alt+Q) 23006UsD W < |w

Requisition * 3900172 @ -

Summary PO Preview Comments Attachments History

Summary
TN T——

Total (239.96 USD) -

O

This document does not have any attachments associated with it.

Shipping, Handling, and Tax ¢

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

Please note that attachments cannot be added to documents once they have completed workflow.

2. Click the Add Internal Attachment button (do not select Add External Attachment). The Add Attachments dialog
box appears.

Add Attachments X

Attachment Type @File O lLink

File(s) *

Drop File or Browse
Max. File Size: 5.0 MB

* Required fields ges Close

3. Drag and Drop File or Browse for the file.

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

Drop File or Browse
Max. File Size: 5.0 MB

Transaction documentation.pdf v

* Required fields Close

4. Click the Save Changes button. Attachments are indicated on the Attachments tab and listed on the Attachments
screen.

Q COLUMBIA UNIVERSITY Purchase Orders ~ search (Alt+q]

Requisition - 3842826

anachments () History

—— =T

Attachment Siz2  Type  Location Visibility Create Date J.
4 Transaction documentation paf 3Bk File Document Intemnal 11/2/20233:46
PM

After all required details are updated, those with the Procurement Initiator role can submit the Requisition into
workflow by clicking Place Order.
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Training Guide: Shopping from Catalog Suppliers in the CU Marketplace

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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