CU Marketplace Pilot Pro Tip: Add Your Goods and Services Request Items to a
New Cart

CU MARKETPLACE

What is it?
Before creating a Requisition from a Goods and Services Request Form, check to see if have you any

Active Draft Carts. If you have an Active Draft Cart, any Lines from your Goods and Services Request will
get added to your Active Draft Cart.

Process, submit, or delete any Draft Carts so that new Requisition lines do not get added to the Active Draft
Cart. Or, if you cannot submit or delete your Active Draft Cart, you can add your Goods and Services items
to a new Cart. Refer to the Shopping from Catalog Suppliers in the CU Marketplace for details on how to
manage 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.
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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.

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

, ) ) - Upcoming downtime for the CU Marketplace:
cu marketeiace 10 get started, select one of the tiles below, or click any information Friday, May 23rd at 7:00 PM EST to Monday, May 26th at 11:00 PM EST.
icon @ for guided assistance. - candex for hanoraria payments is now live in the CU Marketplace. Click here for an overview
presentation

Orders i Contracts

L

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.
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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 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 Draft Carts Helpful Links
5 ite

My Action ltems.

ORDERS Showing Resuks 12 of 2.
My Returned Requisitions [
NUMBER  CART CARTTYPE DATE 4, ToTAL

VOUCHERS 213050 20250130 e22248 01 My Retumed Requisitions 143012025 1500000UsD

My Returned Voushers [ 211428 20250129 22248 01 My Drafts 42912025 38.00UsD

My Requisitions s My Purchase Orders

Total Requisitions: 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 v
Number + Supplier statue o CurremtWorkflow Step __Total Amount_~ _ Accoumt

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.
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https://www.finance.columbia.edu/sites/default/files/content/Training%20Documents/Training_Guide_P2P_Shopping.pdf

Adding Goods and Services Request Items to a New Cart

After completing a Goods and Services Request Form, you can select the option to Add to new Cart so your

items are not added to the Active Cart.

@ COLUMBIA UNIVERSITY

Snop » Shopping » View Forms

« Back to Manage Forms

Form Number 1107752
Status Incomplete
Instructions
Suppliers
Form Fields
Purchasing Information
Services
Required Attachments

Review and Submit
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On the Review and Submit page of your Goods and Services Request Form, click the dropdown menu next

to Add and go to Cart and select Add to new Cart.

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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http://finance.columbia.edu/content/finance-service-center
https://columbia.service-now.com/

