CU Marketplace Tip: Inserting Ad-Hoc Approvers into Requisition and Voucher

Approval Workflow

CU MARKETPLACE

What is it?

The CU Marketplace automatically assigns the approval workflow for Requisitions and Vouchers based on
various criteria. Procurement Initiators can insert additional approvers before submitting the Requisition or
Voucher into workflow. Approvers are able to insert additional approvers to the Requisition or Voucher they

are approving once they assign the document to themselves. The Ad-Hoc Approver(s) you want to insert

must have an Approver role.

Ensure that the Accounting Codes (ChartStrings) are complete first so that the corresponding Department
Approvers are populated and can be viewed in the workflow step prior to adding an Ad-Hoc Approver.

Inserting Ad-Hoc Approvers into Requisition Workflow

Initiators should be on the Requisition Checkout screen and have completed the Accounting Codes before
inserting the Ad-Hoc Approver(s). Approvers must assign the Requisition to themselves first in order to

insert an Ad-Hoc Approver.

1. Inthe Summary pane on the right side of the Requisition page, click the Dept Approval step (and
Special Approval, if applicable) in the Workflow to expand and view the approver pool for the

requisition.
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Internal Notes and Attachments - External Notes and Attachments winas nexts

1 Item

B&H FOTO & ELECTRONICS CORP-pre1 - 1 Item - 2,287.51 USD
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ik

2. Click the Ad-Hoc Approver Add link at the bottom of the General section.

Prepared by

Purchase

Eric Zaretsky

address code

Contact Name Eric Zaretsky

General £ Shipping - Billing
Cart Name 2025-07-14 22248 01 ship To Bill To
Description no value Shipping 615W131STS Billing address 2000033432

code

Contact Name Eric Zaretsky

Prepared for Eric Zaretsky 615 W 137st St Vagelos P&S
Manhattanville 630 W 168th St
Department CIT Finance (1614103) New York, NY 10027 FLO3, RM3432
United States CUIMC
Ad-Hoc Add New York, NY 10032
Approver United States
Multiyear PO No - .
Billing Options
Fiscal Year FY 26
Accounting no value
Date
Manual Update X

The Ad-Hoc Approver window appears.
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x
Ad-Hoc Approver
After Step Upon Submission (First Step)
Step Name * Ad-hoc 1
Ad-Hoc Approvers * Type to filter... Q
Comments
“
1000 characters remaining
* Required Close

3. Click into the After Step field and select the approval workflow step where the Approver will be
inserted. If you are adding multiple Ad-Hoc Approvers, be sure to specify the step order for each so that
Approvers are in workflow in the desired order. Change the Step Name, if desired.

4. Click into the Ad-Hoc Approvers field and select the Approver from the list. You can type to filter the

list of names. You can add multiple Ad-Hoc Approvers.

Add Comments, if needed.

5. Click Save. The Requisition will indicate the number of Ad-Hoc Approvers, and the Summary panel

will indicate the extra approval workflow step.

@COLUMB!A UNIVERSITY 0 ~-

Requisition * 4325403

Summary

2025-07-14 ez2248 01 Ship To Bill To
615W131STS 2000033432

Eric Zaretsky
Contact Name Eric Zaretsky Contact Name Eric Zaretsky

Eric Zaretsky 615W131stSt Vagelos P&S

630 W 168th St

FLO3, RM3432

cumMc

v York, NY 1002
ted States

| 1 I Delete New York, NY 10032

| United States

No

CIT Finance (1614103)

Billing Options
FY26

Q 11,000.00USD W

&0 -

Summary

’) Show skipped steps

1@ 410

e

o Click the Add link to insert additional Ad-Hoc Approvers. You have the option to insert them
after different approval steps, including after the first Ad-Hoc Approval.

e Click the Edit or Delete links to edit or remove the Ad-Hoc Approval step(s).

Inserting Ad-Hoc Approvers into Voucher Workflow

Initiators should be on the Summary tab and have completed the Accounting Codes before inserting the Ad-
Hoc Approver. Approvers must assign the Voucher to themselves first in order to insert an Ad-Hoc

Approver.

1. Inthe Summary pane on the right side of the VVoucher page, click the Dept Approval step (and Special
Approval, if applicable) in the Workflow to expand and view the approver pool for the VVoucher.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK

Page 2



&2 COLUMBIA UNIVERSITY 0 v swwo o omww om 4 20
Voucher * 01COM INC * 183476527 o & @ -
summary (Start Here Matching
(i | 7/14/2025 S
overr no value e Summary |
Due Dat 7/14/2025 Invoice Validation
® s orenidd no value ;
;)ue Upon Receipt ( Manual xpedited X Dept Approval Level 3
Terms 0.00 USD no value Dept Approval $2,500 - $15K:
ent 1403102 (FHR Human Resources):
(All Values)
2025-07-14 22248 01
v bl iF
Post Payment Information Y Discount, Tax, Shipping & H... ¢ -
Unknown it 11,000.00 USD

2. Click the Ad-Hoc Approver Add link at the bottom of the General section. The Ad-Hoc Approver
window appears.

Ad-Hoc Approver X

After Step Upon Submission (First Step) v

Step Name * Ad-hoc 1

Ad-Hoc Approvers * Type to filter... Q

Comments

P
1000 characters remaining
* Required Close
3. Click into the After Step field and select the approval workflow step where the Approver will be

inserted.
Change the Step Name, if desired.

4. Click into the Ad-Hoc Approvers field and select the Approver from the list. You can type to filter the
list of names. You can add multiple Ad-Hoc Approvers.
Add Comments, if needed.

5. Click Save. The Voucher will indicate the number of Ad-Hoc Approvers, and the Summary panel will
indicate the extra approval workflow step.

a2 CoLumBIA UNIVERSITY 0 i+ wwma  a cowow OF 410
uncher * 01COMINC * 183476527 ® ® @ -
summary (Start Here Matching Supplier Message
Frepau o vawe
Terms Due Upon Receipt ( Manual w os._.mmary 5
)
Draft
Terms 0.00 USD Rush no value tive
Discount Eric Zaretsky
Voucher  2025-07-14e2224801 L
Nar Ad-hoc 1
1 Add | Edit | Delete Post Payment Information # Discount, Tax, Shipping & H... # ---
Auto-Ret:
Payment  Unknown Total 11,000.00 USD i
No Method
Fo Discount, tax, shipping & handling
Payment no value Invoice Validation
Fiscal Year FY26 Reference Allocation s
Number Weighted

Crin Faratata

o Click the Add link to insert additional Ad-Hoc Approvers. You have the option to insert them
after different approval steps, including after the first Ad-Hoc Approval.

o Click the Edit or Delete links to edit or remove the Ad-Hoc Approval step(s).
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Where do I get 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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