Columbia University Finance Training

Training Guide: Creating Requisitions

A Requisition is a formal request from a Department for a Purchase Order for goods or services. Requisitions are used
for those purchases that cannot be made using other means such as a Purchasing Card (P-Card). A Purchase Order is
based on a request (requisition) by a Department for goods/services, catalog number, price and quantity. When
accepted by a supplier, a Purchase Order forms a binding contract.

Setting up Requestor Defaults

You can set Requestor Defaults for yourself or on behalf of a colleague for whom you make purchases so when you
initiate a Requisition, the Shipping, Billing and Distribution (ChartString) information will automatically be entered.

1. In ARC, click the Buying and Paying tile and then click the Update Requestor Defaults tile.

Buying and Paying Update Requester Defaults

& o

You can also access the Requestor Setup Defaults by clicking NavBar > Main Menu > eProcurement > Create
Requisition > Update Requestor Defaults.

2. Click the Requestor Setup Page link. You will be prompted to log into ARC, if you are not already. The
Requestor Setup Page appears.

Requester Setup

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value
¥ Search Criteria
Requester  begins with v Q

Description | begins with

Case Sensitive

Search Cloar | Basic Search & Save Search Criteria

3. Enter the UNI of the Requestor you are setting up in the Requester field and click Search. The Requestor Setup
page appears for the Requestor.

Accounting Defautts

Swve | RewmtoSearch | Nosty

4. Enter the Ship To and Bill To Location ID’s. Click the Search “X icon to search and select the Location Code
associated with your shipping address.
Columbia University addresses must already be available as Location Codes. If you cannot find a Columbia
Address/Location Code, go to Service Now to submit a Location Setup Request.

5. Enter a Phone number.

6. Type the ChartField data into the appropriate Accounting Default fields. You can click the + icon to add
additional Distribution Lines, if any, and complete the ChartFields for the new Distribution Line and indicate the
Percentage allocation for each. If you have only one line, indicate 100% for the Percentage.

7. Click Save.
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Creating a Requisition

1. In ARC, click the Buying and Paying tile and then click the Requisitions tile.

Buying and Paying Requisitions
g.:)d |
° A‘K s e

You can also click NavBar > Main Menu > eProcurement > Create Requisition > Requisition or use the
Navigation Search. The ARC Look Up Business Unit page appears with your UNI in the Requestor field.

Look Up Business Unit

“Business Unit ‘EOLUM Q ‘ Columbia University

“Requester ©z2248 Q Eric V. Zaretsky

You can enter a colleague’s UNI as a Requestor, if you are purchasing on behalf of that colleague. If you do so,
their Requestor Defaults for Ship To/Bill To Address and ChartString information will be entered on the
Requisition. Otherwise, your Requestor Defaults will be entered on the Requisition.

Click OK. The Requisition Setup screen appears with the Requestor defaults. Information entered here applies to all
lines on your requisition.

Requisition Settings

Business Unit COLUM Columbia University Requisition Name
Requester ez2243 Ericir-Zaretéky | Sole/Single Source

*Currency | YSD Priority

Default Options (2

) Default If you select this option, the defaults specified below will be applied fo requisition lines when there are no predefined values for these
fields.

@ override If you select this option, the defaults specified below will override any predefined values for these fields, only non-blank values are assigned.

Line Defaulis (7

Mote: The information in this page does not reflect the data in the selected requisition lines. When the "OK" button is clicked, the data entered on this page will
replace the data in the corresponding fields on the selected lines that are available for sourcing.

Supplier Q Cafegory Q
Supplier Location Q, Unit of Measure Q,
Buyer (&}
Shipping Defaults
*Ship To |615W131STS Q View Ship To Address View Bill To Address
Due Date El Attention *Bill To Location ID|615W1315TS | Q
Ship Via COMMOMN s}

Freight Terms |DES Q
Distribution Defaults

SpeedChart Q,
Accounting Defaults

Personalize | Find | (2 | E First (4) 10f1 (») Last
Chartfields1 || Details || AssetInformation

Dist Percent Location GL Unit

Account Dept PC Bus Unit Project Activity Initiat
1 100.0000/ |CU00000001 | ICOLUM | G 1402102 |& |GENRL @ |UR0D4672 | 101 ¢ 10000
4 14

[ save Ship To, Bill To, Accounting defaults for the requester Eric V. Zaretsky
(when requisition is saved)

OK Cancel
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Completing the Requisition Settings

Line Defaults
The Line Defaults you enter carry over to the individual lines that you add to the Requisition.

Line Defaults (%

Q
Q
Q

Supplier Category

Supplier Location Unit of Measure

Buyer

Enter the Supplier. You can click the Search % icon to search and select the appropriate vendor.

2. Enter the product Category. You can click the Search % icon to search and select the appropriate product Category
Code.
3. Enter the Unit of Measure. You can click the Search “X icon to search and select the appropriate unit of measure.

Note: If you are adding Staples, McKesson, or Fisher Scientific items to your Requisition, do not complete these fields.
View the section on Adding Items from a Direct Connect Supplier for more details.

Shipping Details
Shipping Defaults
*Ship To |615W1313TS (&} View Ship To Address View Bill To Address
Due Date El Attention *Bill Te Location ID |615W1318TS |Q
Ship Via COMMON Q Freight Terms DES Q

If needed, you can change the Ship To and Bill To Locations to differ from the default for this purchase. If the Ship To
and Bill To codes are not entered as defaults, you must enter the codes as these are required fields.

1. Tochange or enter the Ship To information. Click the Search X icon to search and select the Location Code
associated with your shipping address.

2. To change or enter the Bill To Location ID information. Click the Search “* icon to search and select the Location
Code.

Distribution Defaults

Distribution Defaults

SpeedChart

Accounting Defaults

Chartfields1

Details

Q

Asset Information

Personalize | Find | (2 | [

First (4) 10f1 (p) Last

Dist Percent Location GL Unit Account Dept PC Bus Unit Project Activity Initiat

1 100.0000/ ICUO0000001 (3 ICOLUM [O) (11402102 |3 |GENRL @ [UR004672 I (01

If needed, you can change the Distribution Defaults to differ from the default.

1. Type the ChartField data into the appropriate fields.
OR
Enter a SpeedChart. You can use the Search “ icon to search and select the matching SpeedChart. The
SpeedChart automatically populates the ChartFields with matching data.

2. Be sure to enter the correct Account information for the type of product or service you are purchasing.

You can scroll across the Accounting Defaults sections to click the + icon to add additional Distribution Lines, if
any.

Fund Function Affiliate Fund Affil

Q Q Q Q (&=

Complete the ChartFields for the new Distribution Line and indicate the Percent allocation for each line.

oo

COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Page 3



Columbia University Finance Training

Training Guide: Creating Requisitions

Finishing the Requisition Settings

[ save Ship To, Bill To, Accounting defaults for the requester Eric V. Zaretsky
{when requisition is saved)

OK Cancel

If needed, you can select the checkbox to Save Ship To, Bill To, Accounting defaults for the requestor to create or
change the current defaults.

Click OK. The Create Requisition page appears.

Adding Items or Services

Create Requisition =
Welcome  Eric V. Zaretsky Home 7 MyPreferences 38 Requisition Settings | EF OLines, i Checkout |
Regquest Options he Search Search Advanced Search
Enter search criteria or select @ Catalog .@ Web H-j Special Requests
from the menu on the right to =
begin crealing your requisition Browse Catalogs Browse Supplier Websites Creale a non-catalog request
Facilities Const/Opr/Maint Srv McKesson Punchout
Office & University Supplies Staples Punchout
Print
Services
Vehicles
More
§= senvicas Procurement Forms [ Favorites
Create a request for service Create and Submit Forms Browse Favorite ltems and
Senvices
Resource
Deliverable
Multi Resource
Templates [cjj ePro Services Recently Ordered
Browse Company and Personal Reguest Services View recently ordered items and
Templates senices
Fixed Cost Service
Variable Cost Senvice
Time and Materials
ﬁ} External Catalogs
Browse Supplier Website ltems

The sections below detail how to add Special Request (for goods related purchases), Fixed Cost Service (for service
related purchases), and Direct Connect Supplier items to the Requisition if you have already created.
Adding Special Request Items

Use Special Requests for goods related requisitions, including software, and when quantity is an important part of the
order.

1. Click the Special Requests link from the Create Requisition page.

nﬂ;] Special Requests
Create a non-catalog request

The Special Requests page appears with the Line Defaults you previously entered in Requisition Settings.

Special Requests 7

Enter infermation abeut the non-catalog ftem yeu would like te order.

Rem Details

“Itern De:

*Price “currency USD
*Quantity “Unit of Measure. Q
“Catogory aQ Due Date W
Supplier
Supplier 1D Q
Supplisr Name aQ Suggest New Supplier

‘Supplier item 10

Manutacturer
wig 1D a
Manufacturer

M1g item 1D

Additional Information

Send to Supplier Show at Receipt Show at Voucher

Request New ltem
Roquast Naw ftam A Notfcation wil be sent to a buyer regarding this new fiem request

Addto Cart
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2. Complete the fields for the item being purchased:
e Enter the Item Description

e Enter the Price and Quantity

3. Write any Notes about the Purchase. You can select Send to Supplier to have the note sent to the vendor on the
Purchase Order.

4. Click Add to Cart. The “floating” Shopping Cart displays the current Lines in your Requisition.

Adding a Fixed Cost Service

Use Fixed Cost Services for any requests that have a start and end date (e.g. Consultants, service agreements, and
leases).

Note: Refer to the Multi-Year Requisition Training Guide for the steps to create a multi-year requisition.

1. Click the Fixed Cost Service Link from the Create Requisition page.

6j ePro Services

Request Services

Fixed Cost Service

Variable Cost Service
Time and Materials

The Fixed Cost Service page appears with the Line Defaults you previously entered in Requisition Settings.

Fixed Cost Service

*Service Description

*Value of Service *Currency |USD
*Category Q
Supplier ID Q Suggest New Supplier
Supplier Name Q
Start Date [ End Date [
Quote Number Quote Date ]

Additional Information

Send to Supplier Show at Receipt Show at Voucher

Add to Cart

2. Complete the fields for the service being purchased:
e Service Description and Value of Service are required fields.
e Indicate the Start and End Dates of the service.
e Enter the Quote Number and Quote Date, if applicable.
3. Write any Notes about the Purchase. You can select Send to Supplier to have the note sent to the vendor on the
Purchase Order.
4. Click Add to Cart. The “floating” Shopping Cart displays the current Lines in your Requisition.

Shopping Cart x

Description oty uoMm
Computer 1 EA

otal Lines 1
Total Amount (USD) 1000.00

Close Checkout
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Adding Items from a Direct Connect Supplier

You can also initiate a Requisition for a supplier such as Staples, McKesson, or Fisher Scientific, by clicking the link on
the Buying and Paying webpage. If you are adding Direct Connect items to your Requisition, do not complete the Line
Default fields from the Requisition Settings Page.

1. Click McKesson Punchout, Staples Punchout, or Fisher Punchout from the Create Requisition page

Web
Browse Supplier Websites

Fisher Punchout
McKesson Punchout
Staples Punchout

The website for the supplier you selected will appear within ARC.

MCKESSON

Let’s take care
of your team

© cetal the basics to

keep your office
healthy and clean

2. Shop and add items to your Cart.
3. Navigate to the Cart and click Submit Order. The ARC Requisition Checkout - Review and Submit page appears.

Note: For Fisher Scientific purchases, when purchasing capital equipment with a value of $5,000 or higher,
purchasing refrigerators/freezers for research or laboratory use, or that require prior approvals from Asset
Management and/or EH&S, initiate a Special Request requisition (page 4). Refer to the Procurement Mechanism
Spreadsheet for more information.

Using Tiles to Create a Requisition

You can create a requisition with shortcut menus for Special Request, Fixed Cost Service, or Direct Connect suppliers.
You can also find these links on the Buying and Paying page within the Finance website and the Transaction Quick
Links within the ARC Portal. By using these links, you can eliminate steps when creating your requisition.

1. Click Buying and Paying then select the tile for the type of item you will be adding to the requisition.

Create Requisitions

Staples Office Supplies McKesson Medical/Surgical Fisher Scientific

M Staples MCKESSON ® fisher scientific

Special Request Fixed Cost (Multi-Year) Requisitions

The Requisition Settings page appears. For Direct Connect Suppliers, the Supplier ID will be prepopulated.

2. After completing the Requisition Settings page, you will skip the Create Requisition page and go directly to the
screen to complete the Special Request or Fixed Cost Service item or to the Staples McKesson, or Fisher Scientific
websites to shop for your items.

3. Add your items to the Cart.
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Reviewing and Submitting the Requisition
1. Click Checkout. The Checkout — Review and Submit page appears.

Checkout - Review and Submit

aviaw e ilom IROrMalion and suUbMt Me 16q o aporeva

2 wyprosrances B Roquisiion Setings
Requisiton Summary

Business Uni COLUM Coumba University Requisition Name
Requestor 22245 Eric Zaress: SokeiSingle Source

Wedm ¥
Currency USD Priority

Cart summary: Total Amount 1,000.00 USD
Expand lines b review shipping and accounting deta GF cdmore tems

Requisition Lines

Lne  Descripson nemiD Supalier Quanay uam Price ot Detais  Commens Delste
1 g computer ABPLEING 0000 Eacn 1000.0000 0ao.0a B Qa0
‘Select All Deselect Al Sehoct lines to: [l Add o Favorites 8 20010 Tempiateis [0l Desete Selected {hMass Chanos
Total Amount 100000 USD

Shipping Summary

# Edittor Al Lines
Ship To Location 501802XXXX
Address 00 Marmingsise D

Atipntion To

Requisition Comments
ENter requisiion comments

Send to Supper Shaw at Receipt Shown at Voucher

2. Expand to view Line details to view the Shipping and Distribution you previously entered in Requisition Settings.

1 1 Each
| ? computer APPLEINC 0000 a
Shipping Line 1 *ShipTo  5G01802ZXXXX a, Qua
Address 100 Morningside Drive View Ship To Address P

New York City, NY 10027

Attention To  [1ohn Smith
Due Date [

3. If necessary, set the Amount Only flag, which allows you to make multiple payments against the PO line when the
Quantity is 1. If the Requisition is for a Fixed Cost Service, the Amount Only flag is required.

e Click the Line Details icon.

Quantity UM Price Total Details Comments Delete

1.0000 Each 10000.0000 10000.00 Edit m
The Line Details page appears.

e Click the Amount Only option and click OK.

Item Details (2

Merchandise Amount  10000.00 USD [J RFQ Required
em ID Device Tracking
Category 81112200 Zero Price Indicator

Original Substituted Item =) Amount Only

Description

) Inspection Required

4. You can Add More Items to the requisition, if desired.
2 Check Budget

Save & submit ] Save for Later ar Add More ltems 63 Praview Approvals

Wiew Documents Procurement EDM

5. Click Save for Later to save the Requisition without Submitting.

6. Click Procurement EDM to upload any required documentation. See the Uploading Documentation section for
details.

7. Click Check Budget.
8. Click Save & Submit.
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Uploading Documentation

1. Click Procurement EDM to upload supporting documentation. The Procurement Documentation application opens
displaying your Purchase Order information with any existing documentation.

cﬁ COLUMBIA UNIVERSITY

e A Finance Gateway Procurement Documentation Appl ication

Accounts Payable Vendor Management Journal Entries Core Documents Matrix

Home »

Header

Requisition Number 0000088122
PO Number 0000081738
Vendor Name BUXTON MEDIGAL EQUIPMENT GORP
Gommadity Group Research
Soke Source No
UwPA Yes
Total Value $507 85
Purchasing Gontact Info Michael Reieh, Email: mmré2@columbia edu, Phone: +1 212 854 2337
Gurrent Status GOMPLETED
Core Documents
This purchase has all of the core documents. Please feel free to upload any adctional cocuments below.
Indexed Documents
Document Name Submittal Date Submitted By
PUR - Proposal - Quote - Invoice (ARG) 11/11/2016 12:04:62 PM MO79

To view cocuments, please click here 10 log into ARG,
New Documents
Number of Documents to Upload *

1 -

- Select - - Choose File | No file chesen

Glick here ta print out a bareoce coversheet.

Note: If the application opens to the search page you can find your Requisition by entering the Requisition Number.

2. Indicate the Number of Documents to Upload. Each document must be uploaded separately. New rows appear for
the number you selected.

Number of Documents to Upload *
2

Contract - Choose File | Mo file chosen

- Select - - Choose File | Mo file chosen

3. Click the dropdown and select the type of documentation you are uploading.

Contract - Choose File | Mo file chosen

- Select - -
3rd Party Agreement [ Ts & Cs Signature
Building Lease

Business Associates Addendum
ICenificate- of Insurance .
i Change Order Justification
Repeat for each document you will be uploading.
4. Click Choose File to browse for and select the file you are uploading. Repeat for each file you are uploading

5. Click Upload Documents. The Confirmation screen appears and shows the current Approval Status. Return to
ARC to submit your Requisition.
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Getting 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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