CU Marketplace Requesters Quick Guide

The CU Marketplace powered by JAGGAER provides access to negotiated contracts and pricing with
Columbia’s preferred suppliers. This Quick Guide covers how to open a Shopping Cart assigned to you
by a Shopper (or another Requester) and to submit the Cart as a Requisition in approval.

For detailed instruction on using the CU Marketplace, including how to shop and create your own
Carts, refer to the CU Marketplace for Requesters Training Guide. For instructions on modifying your
Profile settings, refer to the Modifying Profile Settings in the CU Marketplace job aid.

Viewing a Shopping Cart Assigned to
1‘ You

Shoppers who do not have a Requisition Inititiator role cannot submit the Cart as a requisition into the
approval workflow but they can assign their Cart to a Requester. In addition, Requesters can assign Carts to
other Requesters. As the assigned Requester, you can submit the Cart as a Requisition into workflow. Before
doing so, you must ensure that all required details are entered. If necessary, you can send it back to the
Shopper (or originating Requester) to modify items in the Cart or do so yourself.

1. Navigate to the Finance Buying and Paying website, click the CU Marketplace logo, and login using your Single
Sign On.
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OR, you can loginto ARC viaMy.Columbia, click on the ARC tab and then Go to ARC.
Oncein ARC, click the Buying and Paying tile and then click the CU Marketplace tile.

Buying and Paying CU Marketplace
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The JAGGAER application launches.
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Note: The CU Marketplace will automatically timeout after thirty minutes of inactivity, consistent with other
University Enterprise Systems.
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https://www.finance.columbia.edu/content/cu-marketplace-requesters
https://www.finance.columbia.edu/content/modifying-profile-settings-cu-marketplace
https://www.finance.columbia.edu/content/buying-and-paying
http://www.my.columbia.edu/

CU Marketplace Requesters Quick Guide
1 Viewing a Shopping Cart Assigned to

You

3. Mouse over the Shop icon and My Carts and Orders and then click View Carts.

2 COLUMBIA UNIVERSITY

Shop (alt+P) Open My Active Shopping Cart

Shepping View Cart

View My* n ys)

The Cart Management screen and Assigned Carts list appears. The cart labeled Active is the Cart that you are currently
working.
@ COLUMBIA UNIVERSITY Allw Search (Al+Q) Q 40299USD W v 9 S

Shap b My Carts and Ordera b View Carts b Assigned Carts

Cart Management ?

Draft Carts

Assign Substitute

> Filter Assigned Carts

Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = Created By = AssignedTo = Action
Normal 3765180 m Eric's Technology Cart 5/2/2023 40299 USD  Eric Shopper Eric Requester View |~
Normal 3770434 Eric’s Supplies 5/10/2023 216.67USD  Eric Shopper Eric Requester view | v

You can also view:
e Open Active Shopping Cart - Navigate to the Shopping Cart page you are currently using for shopping,

e View My Orders (Last 90 Days) - Display a table listing the Shopping Carts from the past 90 days and their
status.

4. Click the Assigned tab to view carts assigned to you.
Note: The Assigned tab will also show carts you assigned to other Requesters.

5. Clickthe Shopping Cart Name for the Shopping Cart you want to view. The Shopping Cart screen appears.

&2 COLUMBIA UNIVERSITY all - search (Alt+Q) Q sieeruso W o 9 g
Shopping Cart - Shopping Cart = ® @& .- Assign Cart
Simple Advanced Details -

Search for products, suppliers, forms, part number, etc

&l For

Eric Shopper
Cart Name Eric's Supplies Total (216.67 USD) v
Description

Subtotal * 216.67
3 Items O -

Total ¥ 216.67
Staples - 3 ltems - 216.67 USD O

A SUPPLIER DETAILS

PO Number To Be Assigned Quote number

Needto make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 5/24/2023 1022712 AM
« TRU RED Retractable Quick Dry Gel Pens, Fine Point, 0.5mm, Black, 5/Pack (TR54486)

* JAM PAPER Tissue Paper, Ivory, 480 Sheets/Ream

= BOX 20" x 30" Pastel Tissue Paper Assortment Pack, 480 Sheets

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

If necessary, you can click the Return Cart button to return the cart back to the person who assigned it to you.
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CU Marketplace Requesters Quick Guide

2. Checking Out

At checkout you must ensure that the Ship To/Bill To Addresses and the ChartString information is complete
V and correct. Shoppers have the option to enter this information but are not required to do so. You can update

the information entered by the Shopper, if necessary.

If this information is not complete, you must enter it before checking out. If you created default values in your

Profile (refer to the Modifying Profile Settings in the CU Marketplace job aid), those values will be populated.
On the Shopping Cart page, click the Proceed to Checkout button.

2 COLUMBIA UNIVERSITY Ale Search (Akeq) a  ommuo w00 Sy
Shopping Cart - Shopping Cart = ® & e Return Cart Assign Cart
S Details v
for produ Q
Eric Shopper
art Name Eric’s Supplies Total (209.08 USD) v
Description
‘
2 ltems D . Subtotal 209.08
Total ¥ 209.08
Staples - 2 Items - 209.08 USD O
A SUPPLIER DETAILS
PO Number To Be Assigned Quote number
The Checkout screen appears.
@ COLUMBIA UNIVERSITY allw Search (Aft+Q) Q 20008UsD W v D
Requisition *+ 3770434 = ® & @ - Assign Cart Place Order
Summary PO Previe et Atachment
General - Shipping # -~ Biling Y
© correct thesa issues. v
Cart Name Eric's Supplies Ship To Bill To You are unable to proceed until sddressed.
Description no value Contact Name Eric Shopper no address

Required: Billing address

Mudd ©Required R 4 6LE unit
Eric Requester 500 W 120th St equire usiness Uni
Fioor 2, Roeom 0203 Required: Account
Eric Shopper New York, NV 10027 Biling Options: Required: Project
United States i
Accounting 0 Required: Activity
Fiscal Year  FY23 Accounting - novalue
Date Required: Department
X Required: PC Business Unit
Total (209.08 USD) v
Select
Accounting Codes e v
AM btota 209.08
GL Business PC Business Business  Asset Asset
Unit Account Project Activity Department Initiative Segment  Site Unit Unit. ProfileID  Location 209.08
rovalve  novale novalie novalie  novalve novalve novalie novalue novalie  novalie novalue  movalue
Ofscured  ORecuired @fequied  ORequred  @Required ©Fequred
N ! What's next for my order? v
Internal Notes and Attachments & - External Notes and Attachments. P Next Step Exception Approval
Approver (DO NOT DELETE), Workflow Approver

nternal Note no vate Note to all Suppliers o value
nex

nternal Attachments  Add

Woreto ENC)

The Status panel on the right indicates all the required information that you must complete. You can click the link to
access the field to update it. Fields within the form that require completion will be labeled Required.
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https://www.finance.columbia.edu/content/modifying-cu-marketplace-profile-settings-cu-marketplace

CU Marketplace Requesters Quick Guide

2. Checking Out

Updating Shipping and Billing

3
1. Onthe Checkout screen, click the Edit ¢ icon for Shipping or Billing.

Shipping e Billing &Sl
Ship To Bill To
Contact Name Eric Shopper no address
Mudd
500 W 120th St
Floor 2, Room 0203 Billing Options
New York, NY 10027 A L y
United States ccounting no value
Date

The Edit window will appear for the respective item you selected. It will display the Current Address populated, if any,
and a selection of Favorites you created in you profile, if any.

(®) CURRENT ADDRESS D .

Contact Name * Eric Shopper [ Addtomy acdresses

ne 2 Mudd

Address Line 1 500 W 120th St

Address Line 2 Floor 2, Room 0203
New York

State NY

Zip Code 10027

Country United States

O Eric's Address — Eric Shopper, Mudd, 500 W 120th St, Floor 2, Room 0203, New York, NY 10027, United States *

(O Requestor Address - Eric Requestor, Mudd, 500 W 120th St, 2nd Floor, Room 204, New York, NY 10027, United States

Search additional Q, | Results PerPage 1p ~

* Re ed fiel Save Close

2. Select one of your Profile favorites or type in Search additional to find and select an address.

500 % Q_ Results PerPage 1g ~
500 W 120th StreFLO2RM0203 —
500 W 120th StreFLO2RM0204 —

500 W 120th StreFLO2RM0211 —

3. Click the Save button.

Columbia University Finance Training




CU Marketplace Requesters Quick Guide

2. Checking Out

Updating the ChartString (Accounting Codes)

o

1. Onthe Checkout screen, click the Edit ¢ icon for Accounting Codes.

Accounting Codes e W
PC Business
GL Business Unit  Account Project Activity Department Initiative Segment Site Unit
no value no value no value no value no value no value no value no value no value

The Edit window will appear. It will display the default or populated ChartFields,

Edit Accounting Codes

Accounting Codes
GL Business Unit * Project * = Activity * = Department * = Initiative * Segment * Site PC Business unit

COLUM - Columbia University v

2. Update the ChartFields as needed. They must be entered in order left to right as the available values are dependent on

the value in the previous field. You can click the Dropdown “ arrow in the field you are populating to view the
available values.

Accounting Codes

L Business Unit * Project * = Acthity * =

COLUM - Columbia University v

3. Click the validate v icon to ensure your ChartFields were entered correctly. If you corrected a ChartField and it still

e )
appears as Required =~ , click the Validate icon again.

You canclick the Add Split + icon to add an additional ChartString line and indicate a percent distribution.

¥ icon to select a favorite ChartString you created in your Profile.

You canclick the Code Favorites
4. Click the Save button.
Note: Each item in your Cart can also be updated with different ChartStrings. Click the Edit icon in the ChartString section for the
item. Some product Categories map to multiple Accounts. If that is the case, you will be required to select the appropriate Account
number from a dropdown in the Account field.

Placing Your Order

After ensuring that all required fields are populated, the Status pane will not list any further requirements. Click the
Place Order button.

d{) COLUMBIA UNIVERSITY e Search (AltsQ) Q soosusp W @ [ g
Requisition = 3770434 » - Assign Cart
Summary att

Geneua PR — s s P

Total (209.08 USD) v

Eric Requester

FLOS, RMOB20
cumMe

New ork, NY 10032
Fv23 United States

Eric Shapper

The Cart is now entered as a Requisition into approval workflow
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