CU Marketplace Tip: How to search, view, and export document reports

CU MARKETPLACE

What is it?

The CU Marketplace comes with powerful Search functionality enabling you to produce reports that you can
filter and refine. You can save and organize Searches to easily run them again to get the most up to date
information. In addition, Search results can be exported to Excel. For more details, refer to Searching for
Documents and Running Reports in the CU Marketplace Training Guide.

Using the Orders Search Menu

You can use the Orders Search Menu to navigate to lists containing all of your Requisitions, Purchase
Orders, Vouchers, or All Orders. The Orders menu also contains a Quick Search field to search for
specific documents.
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1. Click the Orders icon, the Search menu, and then select type of document to view. The Search screen
appears for the type of document you selected.
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You can use the Quick Filters section on the left or the filters above the list to narrow the list to those
documents that contain specific attributes.

2. Click the Add Filter button and select Filters to add that you can then use to find specific documents.
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3. Enter or select the desired values in the Filters you added and click Apply for each filter.

Order Status: All + X Supplier: All ~ X

[ Cancelled
[] Complete
[ Pending
[] Rejected
v/ Returned
O withdrawn

-I Concel

The list will be filtered based on your desired values.
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o O 38766 Requistion  ([[EIIA)  Narayanan Seetharaman 10/11/2023 346:12PM B&H FOTO & ELECTRONICS CORP-TSTB.1 © 4/699.00 USD
o O 3865912 Requisition (Il  Christopher Moran 9/21/2023 2:37:24 PM B&H FOTO & ELECTRONICS CORP-TSTB.1 @ 189491 USD
) Natalya Vasilyeva NEW ENGLAND BIOLABS ©
More
[ 3858420 Requisition  ([OEad) Ty Park 912/2023 120557 PM B&H FOTO & ELECTRONICS CORP-TST8.1 @ 399.00 USD
v
O 3855948 Requisition ([ TENiad)  Chris Requester 9/7/2023 35442 PM Staples © 500.45 USD
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o (u] 55664 Requisition  ([[0Gmal) Maribel Pachay 9/7/2023 9:49.04 AM Staples © 1.248.30 USD
2 m] Requisition  ([IELGl)  Owen Powel 9/5/2023 122011 PM B&H FOTO & ELECTRONICS CORP-TSTE.1 © 31145 USD

Exporting Your Search List

After your Search list contains the desired information, you can export the whole list or select individual
rows to export to Excel.

1. Click the dropdown menu next to the Export All button. If you selected the checkboxes for individual
rows to be exported, you can select Export Selected Rows. If you want to export all rows, select
Export All.
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] Requistion  ([CEGRd  Narayanan Seetharaman 10/11/2023 34612 PM B&H FOTO & ELECTRONICS CORP-TSTS.1 © 4699.00 USD
[ Requisiton (Xl Christopher Moran 9/21/2023 23724 PM B&H FOTO & ELECTRONICS CORP-TSTE.1 © 189491 USD
AR Natalya Vasilyeva NEW ENGLAND BIOLABS @
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Order O v
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Export Request Options (Siep 10/ 1)

* Export request for Requistior]

Screen Layout -

Exeel

The Title field can be edited to reflect the data you are exporting.
Select the desired Type from the dropdown.

Export Requisitions

Export Request Optlons  (Ste 1 af 1)

-

Transaction Export
User Defined Template

Screen Layout - Exports the search results as an Excel file exactly as they appear on the screen with no
additional data.

Full Export - Exports all information available about the transaction associated with each document in
CSV format. Full exports also include document history such as approvals, comments and more.

Transaction Export — Exports all information available about the transaction associated with each
document in CSV format, but unlike the Full Export, does not include document history.

User Defined Templates - Access to custom templates that are configured to export specific fields and
files.

Click the Submit button. A Success message appears with information on where you can retrieve the
file.
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© Success
Successfully created the export request. You
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Type of Order: All = Created Date: Last 90 days + | Quick search Q @ AddFilter +  Clear Al Filters

Order Status: Returned X Supplier: Staples,B&HFO... + %

Click the dropdown next to Export All and select Manage Search Exports.
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The Manage Exports screen appears.
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Manage Exports
Export Requests X
> Click to Fil

Title
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Status Search Type

1Templates

Export Output

Completed Al Orders Sereen Layout (Excel)

Created Complated

9/19/2025 10:33:58 AM 9/19/2023

Search @)  screen_all_docs_pr2201-1702763149.xlsx
L
Available Until Details
10:33:59 AM 9/26/2023 Total Records: 1452

Refresh this Page

Actions

Dalete

6. Click the Title of the file to export. The file will be available to download from your browser.

A

4 Search Criteria
5 Created Date
6 Supplier

7 Order Status
8

B

[+
4 Export request for All Orders
3

Last 90 days
Staples,B&H FOTO & ELECTRONICS CORP-TST8. 1

Returned

D

E F

G

9 Order Identifier -
10 [3876665 |
11 85912

12 3858420
13 3855948
14 3855843
15 3855664
16 3853749
17 3852033
18 3847914
19 3842731
20 3837320
213833823
22 3833715
23 3833709

e

Results-1

Type - |Order Status - |Order Owners

! jquisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition
Requisition

@

Returned
Returned
Returned
Returned
Returned
Returned
Returned
Returned
Returned
Returned
Returned
Returned
Returned
Returned

Marayanan Seetharaman
Christopher Moran Natalya Vasilyeva
Terry Park

Chris Requester

Natalya Requester
Maribel Pachay

Owen Powell

Marayanan Seetharaman
Mudhu Kommineni
Michael Requester
Terry Requester Park
Mudhu Kemmineni
Michael Requester
Mark Requester

- [Created Date/Time

~ |Completed Date
10/11/2023 3:46 PM
08/21/2023 2:37 PM
09/12/2023 12:05 PM
09/07/2023 3:54 PM
09/07/2023 2:32 PM
09/07/2023 9:49 AM
09/05/2023 12:20 PM
08/31/2023 2:20 PM
08/24/2023 2:45 PM
08/15/2023 3:32 PM
08/07/2023 2:38 PM
08/01/2023 2:22 PM
08/01/2023 12:00 PM
08/01/2023 11:29 AM

- |Supplier
B&H FOTO & ELECTRONICS CORP-TST8.1

B&H FOTO & ELECTRONICS CORP-TST8.1,NEW ENGLAND BIOLA

B&H FOTO & ELECTRONICS CORP-TST8.1
Staples

Staples

Staples

B&H FOTO & ELECTRONICS CORP-TSTB8.1
B&H FOTO & ELECTRONICS CORP-TST8.1
CDW GOVT INC,Staples

B&H FOTO & ELECTRONICS CORP-TST8.1
B&H FOTO & ELECTRONICS CORP-TST8.1
Staples

B&H FOTO & ELECTRONICS CORP-TST8.1
Staples

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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