CU Marketplace Pilot Pro Tip: How do | access my In-Progress Goods &
Services Requests, Carts, Requisitions and Vouchers?

CU MARKETPLACE

What is it?
To access any in-progress CU Marketplace documents such as draft Goods and Services Requests, Carts,

Requisitions, or Vouchers, use the Orders dashboard. From there, you can open the desired document to
continue editing and submit it into approval workflow.

Viewing the Orders Dashboard
1. From the CU Marketplace Welcome page, click the Orders tile.
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The Orders dashboard appears.
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m Depending on your role, you will have access to the following sections
n My Draft Carts are shopping carts that you have created or that have been assigned 10 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.
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The Description panel outlines all the sections available on the page.
2. Scroll down to view the different sections in the Orders dashboard.

My Non-Catalog Goods and Services Requests

My Non-Catalog Goods and Services Requests “

Total Procurement Requests: 2

Form Name = Form Status — Requestor Submitted Date Completed Date —
Goods and Services Request Form m Eric Zaretsky
Goods and Services Request Form Incomplete Eric Zaretsky

My Non-Catalog Goods and Services Requests include requests for goods and/or services that are still in
progress. If you selected to Save Progress when completing your Goods and Services Request Form (e.g, in
order to gather required attachments), you can return to your form from here.
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Click the Form Name to reopen and complete your Goods and Services Request Form.
My Draft Carts

My Draft Carts Y ..

Showing Results 1-1of 1

NUMBER CART CARTTYPE DATE | TOTAL

\w) 2025-03-25 £22248 01 My Drafts 3/25/2025 143.12UD
¥ 4254143

My Draft Carts are Shopping Carts that you have created or that have been assigned to you but that have
not yet been submitted into workflow as a Requisition.

Click the Number of the Draft Cart to continue shopping or to submit the Cart as a Requisition.

My Requisitions
My Requisitions )
Total Requisitions: 2 Approx. Total Amount: 143.12 USD
Requisition Requisition Current Workflow
Number = Supplier Status — Step Total Amount —  Account
4254143 Staples (@ Req Validation 14312 USD 61405
4167952 B&H FoT0 & ELECTRONICS CORP-PRFT (D (Il 000 USD 61405
dimprint, Inc. (D

My Requisitions include those Requisitions you have submitted into approval workflow or that have been
submitted on your behalf. You can access your Requisition to view the approval status, add Comments to
request that the Requisition be returned by the Approver for editing, or withdraw the Requisition to
terminate it. Refer to the CU Marketplace Pilot Pro Tip How do | Edit a Requisition or Voucher Submitted

for Approval? for more details.
Click the Requisition Number to open the Requisition.

My Vouchers
SUPPLIER
NUMBER SUPPLIER VOUCHER NO POS DATE TOTAL
3, vaooz248 01 COM INC 123456 - 3/18/2025 1,000.00 USD
Summary Showing 1 of 1 View All

My Vouchers include any PO or Non-PO Vouchers you submitted or that have been submitted on your
behalf if associated with a Purchase Order. You can access the VVoucher to view the approval status or add
Comments to request that the VVoucher be returned to you by the Approver for editing. Refer to the CU
Marketplace Pilot Pro Tip How do | Edit a Requisition or Voucher Submitted for Approval? for more
details.

Click the Number of the Voucher to open it.

Draft Vouchers

Draft Vouchers are Vouchers that are still in-progress. Draft VVouchers are not available on the Orders
dashboard. Instead, navigate to View Draft Vouchers from the left side Navigation Menu.
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https://www.finance.columbia.edu/sites/default/files/content/Training%20Documents/CU%20Marketplace%20Tips/CU%20Marketplace%20Tip%20031825%20Edit.pdf
https://www.finance.columbia.edu/sites/default/files/content/Training%20Documents/CU%20Marketplace%20Tips/CU%20Marketplace%20Tip%20031825%20Edit.pdf
https://www.finance.columbia.edu/sites/default/files/content/Training%20Documents/CU%20Marketplace%20Tips/CU%20Marketplace%20Tip%20031825%20Edit.pdf

1. Click the Pay icon from the left side Navigation Menu and select Vouchers and View Draft Vouchers.
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2. Click the Voucher Name to open the Draft Voucher.

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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