CU Marketplace Pilot Pro Tip: How do | edit Goods and Services Request Details
and Lines from a Cart or Requisition?

CU MARKETPLACE

What is it?

After completing the Goods and Services Request Form and proceeding to your Cart or to the Requisition at
Checkout, you must return to the Goods and Services Request Form in order to make edits to the Request
details and Lines.

Refer to the Editing Non-Catalog Carts and Requisitions in the CU Marketplace job aid to learn more about
editing Requisitions for Non-Catalog goods or services.

Editing Request Details and Lines from a Cart or Requisition

From the Cart

1. From the Cart page, click either the Goods and Services Request Form link or Procurement
Request: Goods and Services Request Form link.
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The Goods and Services Request Form appears.
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Form Number 1098262
Purpose Procurement Request ~ Purpose: This form is used to request non-catalog goods and services.
Status On Document
For catalog purchases, go to the Shop Dashboard and select the category of purchase and the desired supplier’s catalog to create a cart and requisition

Instructions To complete this form, you must select the supplier that will be included in the contract. You can verify that your supplier is registered and active using the Vendor Lookup

Tool. If you cannot find your suppiier to select, follow the vendor registration process to invite a new supplier on the Vendor Management website

Suppliers
If you do nat know which supplier to purchase from, contact the Purchasing Department using a Senvice Now Incident
Form Fields Supporting Documentation: Based on the answers provided, the form will display any supporting documentation (e.g., quole, statement of work, certificate of insurance)
that is required to be attached. Once you start this form, you may use the Save Progress button to save your work and return to it at a later time.
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2. Use the left side Navigation panel to locate and edit the relevant section.
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https://www.finance.columbia.edu/sites/default/files/content/Training%20Documents/Job_Aid_P2P_Editing_Non-Catalog_Req.pdf
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Purchasing Information

this form and add it to your cart.
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* Response Is Required

This section of the request allows you to add up to 20 items from your selected supplier. If you need more than 20 items, you can add them after you complete

Next >

3. Click the Save Progress button to save your edits.

4. Click the Back to Cart link in the upper left to return to your Cart. DO NOT click the Add and go to
Cart button on the Review and Submit page or else the items in the form will be duplicated in your cart.

From the Requisition at Checkout

1. On the Requisition page, click the Goods and Services Request Form link.
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Purchasing Information

Goods Items
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Pupose  ProcurementRequest  Purpose: This form is used to request non-catalog goods and services

Status On Document For catalog purchases, go to the Shop Dashboard and select the category of purchase and the desired supplier’s catalog o create a cart and requisition

Instructions To complete this form, you must select the supplier that will be included in the contract. You can veriy that your supplier is registered and active using the Vendor Lookup
Tool. If you cannat find your suppiier o select, follow the vendor registration process to invite a new supplier on the Vendor Management website

sl fyou do not know which supplier to purchase from, contact the Purchasing Depariment using a Service Now Inciden
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Supporting Documentation: Based on the answers provided, the form will display any supporting documentation (e.g., quote, statement of work, certificate of insurance)
that is required to be attached. Once you start this form, you may use the Save Progress button to save your work and retur to it at a later time.

High Level Process:

2. Use the left side Navigation panel to locate and edit the relevant section.
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Purchasing Information ~ +* This section of the request allows you to add up to 20 items from your selected supplier. If you need more than 20 items, you can add them after you complete
this form and add it to your cart.
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Click the Save Progress button to save your edits.

Click the Back to Requisition link in the upper left to return to your Requisition. DO NOT click the
Add and go to Cart button on the Review and Submit page or else the items in the form will be

duplicated in your requisition.
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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