CU Marketplace Pilot Pro Tip: How do | Edit a Requisition or Voucher Submitted
for Approval?

CU MARKETPLACE

What is it?

In order to edit Requisitions or Vouchers after they have been submitted into workflow for approval, you
must first request that the Requisition or Voucher be returned to you by the Approver. For Requisitions, you
also have the option to Withdraw the Entire Requisition while it is pending approval. Withdrawing will
terminate the Requisition and you will need to create a new Requisition if you want to resubmit the order.

Viewing Your Requisitions or Vouchers
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Welcome to the CU Marketplace News and Alerts
The CU Marketplace is a procure-to-pay (P2P) solution enabling This section includes exciting news about what's happening in the Marketplace.
you to efficiently shop for goods and services, request and Scroll to read all announcements.

manage service contracts, and make seamless payments to

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

overview presentation.
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Orders
Depending on your role, you will have access 10 the following sections:

My Draft Carts are shopping carts that you have created or that have been assigned 1o 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 ltems My Draft Carts
VOUCHERS No resuts found
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2. To access your Requisitions, scroll to the My Requisitions section and click the Requisition Number of
the Requisition you want to view.

My Requisitions =
S
Total Requisitions: 1 Approx. Total Amount: 6,899.00 USD
Current
Requisition Requisition Workflow
Number + Supplier Status ~ Step Total Amount =  Account
Aimprint, Inc. @ Dept Approval ~ 6,899.00 USD 61405
B&H FOTO & ELECTRONICS CORP (D $2,500 - $15K

To access your VVouchers, scroll to the My Vouchers section and click the Number of the Voucher you

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Page 1



want to view.,

My Vouchers o

SUPPLIER
VOUCHER NO POS DATE

NUMBER

3| VAD02248

summary List

SUPPLIER TOTAL

01 COM INC 123456 - 3/18/2025 1,000.00 USD

Showing 1 of 1 View All

Adding Comments and Notifying Approvers

After you submit a Requisition or Voucher into workflow for approval, you can add a Comment that can be
emailed to selected Approvers in order to request the document be returned to you for editing. You can also
use Comments to remind Approvers that your Requisition or Voucher is awaiting review and approval.
From within a Requisition or Voucher document:

1. Click the Comments tab.
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o comments have been added

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.

ADD COMMENT

v %

You can select the individuals listed who have worked with your document to receive your Comment as

an Email Notification, or, click Add recipients to search for Approvers or other individuals you wish to
send your Comment to.

ADD COMMENT

4. Click the Complete ¥ icon. Comments are indicated on the Comments tab and listed on the Comments
screen.
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Records found: 2 Bequisiten v

Eric Zaretsky - 11/28/2023 21252 PM fequsnon- 12982 Commertacces *)

Withdrawing a Requisition from Approval Workflow
You can withdraw a Requisition that is still pending approval. Withdrawing will terminate the Requisition

and you will not be able to edit or resubmit it. If you need to resubmit, create and submit a new Requisition.

To avoid withdrawing and creating a new Requisition, ask your Approver to return your Requisition
following the steps above, then edit and resubmit it.

Vouchers cannot be withdrawn. Follow the steps above to ask your Approvers to return the VVoucher.
1. View the Requisition that you wish to withdraw.
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Requisition + 3821166 @ s @ .- Tof 1Results ¥ < >
Summary
General - Shipping Billing e Summary =l
Pendi i i “
e ship To BillTo Total (44.26 USD) ~

Contact Name Eric Contact Name Eric
7/20/2023 3:38 PM Avery Hall Avery Hall

1172 Amsterdam Ave Bill-To Email: nobody(@jaggaer.com

2. Click the withdraw Entire Requisition button. The Withdraw Entire Requisition window appears.

Withdraw Entire Requisition X

Once a requisit
or CANCEL to

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

3. Type a Reason for withdrawing the Requisition and click OK.

Where do I get 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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