CU Marketplace Tip: Use Comments to add additional Attachments to your
documents after they are submitted for approval

CU MARKETPLACE

What is it?

Comments allow Initiators and Approvers to communicate back and forth within a Requisition or VVoucher.

An email notification is sent to the recipient via

email indicating that a Comment has been added and a

conversation thread is contained within the document. You can add attachments after the document is
submitted into workflow without having the document be returned by an Approver.

Other reasons for the use of Comments are shared below to help you seamlessly communicate within the CU

Marketplace.

e Be proactive and notify your Approver that
e Request your Approver return the documen
o Respond to Approvers asking for additional

a document is awaiting their approval.
t to you for editing or if it was submitted with an error.
information or documentation.

Adding Comments and Adding Attachments
From within a Requisition or Voucher document:

1. Click the Comments tab.
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2. Click the New Comments T icon. The Add Comment screen appears.
3. Type your Comment.
ADD COMMENT VX

This will a

No comments have been added

omment to the document.If you select a ser they wil receive an
n(s) | Add recipien

[7] e Zaretsky (Prepered by, Prepared for) <ez2248@columbia ecu>

email indicating that s comment has been adided to the document.

You can select the individuals listed who have worked with your document to receive your Comment as
an Email Notification, or, click Add recipients to search for Approvers or other individuals you wish to

send your Comment to.
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ADD COMMENT

Hi, Please see that additional attached decument for your review, Thanks.

&
927 characters remaining expand | clear

Characters beyond the limit are not saved, i.e., the note is truncated. Once the note is
attached, it is accessible from the History tab of the document.

4. Attach aFile or Link/URL as part of your Comment. Select the Attach

v

This will add a comment to the document. If you select a user they will receive an email indicating that a comment has

been added to the document.

Email notification(s) [Add recipient

../ Chris Approver (Approver) <cim2243@adeu.columbia. edu>

[] Eric Zaretsky (Prepared by, Prepared for) <ez2248@columbia.edu>

Attach file (optional)

Attachment Type @ File
QO Link/URL
File Name
File Choose File Upload your file

File

O Unk/uRL

Choose File

ment Type.

Depending on the Attachment Type, choose your File or provide the Link/URL.

5. Click the Complete ¥ icon. Comments are indicated on the Comments tab and listed on the Comments

screen.

Summa PO Preview

comments @) Attachments

Records found: 2

Eric Zaretsky - 11/28/2023 2:13:52 PM

Please approve this reqquisiticn as soon as you are able.

Email sent Paul Reed

Eric Zaretsky - 11/28/2023 1:47:03 PM

Show comments for ~ Requisition  ~

Requisition - 3912962 Comment Added

Requisition - 3912962 Requisition assigned

+
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Where do I get help?

View previous CU Marketplace Tips.

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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