CU Marketplace Tip: How do | find out if a Supplier is set up to receive Purchase

Orders?

CU MARKETPLACE

What is it?

Before creating a Non-Catalog Requisition, search for the Supplier and review their Supplier Information to
confirm whether they are set up to receive Purchase Orders. If you have already started your requisition,
you can also access Supplier Information directly from the Goods and Services Request Form or at

checkout.

For more details, refer to the Supplier Information Quick Guide.

Searching for and Viewing Supplier Information

1. Type the Supplier name in the Quick Search field at the top of the CU Marketplace screen and press

Enter. Matching Supplier(s) results are listed.
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3. Click the Web Site URL to view the ARC Supplier Info page.
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https://training.finance.columbia.edu/content/cu-marketplace-viewing-supplier-information-quick-guide

Supplier Info

SetlD CUSET
Name =y
Supplier Status  Approved
Default Pay Method ACH-01

Vendor Relationship
Withholding

Open For Ordering

oca

Address

Description REMIT ADDRESS

Address Details

Effective Date  06/20/2023
Country USA
Address Line 1 309 E HOUSTON STAPT 6E
Address Line 2
Address Line 3

Supplier ID 0000254216
DBA Name

Classification OQutside Party

Last modified date  06/20/2023 3:31PM
Last Modified by CUFNBATC
Created By CUFNBATC

Created Date/time  06/20/2023 3:31PM
Last Activity Date  07/17/2023

|§‘ I {102 v ‘Z‘ ‘E| | ViewAl
Location 1 ‘i| ‘;‘
‘E| [ [1or2 | |Z‘ ‘z‘ View All
Status  Active

If a Supplier is set up to receive Purchase Orders (POs), the Open for Ordering field will contain a

check mark.

Be aware that if you add a Supplier to a Goods and Services Request Form where the Open for
Ordering field does not contain a check mark, a PO cannot be issued. If a Supplier needs to have a PO
issued to them and they are not Open for Ordering, you must have the Supplier edit their existing
PaymentWorks profile or invite the Supplier to onboard via PaymentWorks. Refer to the Vendor
Management website for more information.

Viewing Supplier Information from a Goods and Services Request Formor

Requisition

1. From the Suppliers page of the Goods and Services Request Form, click the Supplier Name either

from the search results or from the Supplier that you selected for the request.
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The Supplier information window appears.
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SetlD CUSET Supplier ID 0000007788
Name  4imprint, Inc. DBA Name
Supplier Status  Approved Classification Supplier
Default Pay Method ACH-01
Vendor Relationship Last modified date  04/10/2024 8:46PM
Withholding Last Modified by CUFNBATC
Open For Ordering
oca Created By CNV
Created Date/time  06/28/2012 3:46PM
Last Activity Date  07/21/2025
Address [a]i [1or5 «| [ > |[>1]1 viewan
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Description REMIT ADDRESS Location 1 L
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If a Supplier is set up to receive Purchase Orders (POs), the Open for Ordering field will contain a

check mark.

Be aware that if you add a Supplier to a Goods and Services Request Form where the Open for
Ordering field does not contain a check mark, a PO cannot be issued. If a Supplier needs to have a PO
issued to them and they are not Open for Ordering, you must have the Supplier edit their existing
PaymentWorks profile or invite the Supplier to onboard via PaymentWorks. Refer to the Vendor

Management website for more information.

Where do I get help?

View previous CU Marketplace Tips as well as the CU Marketplace Tips and Best Practices webpage.

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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