Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

The CU Marketplace, powered by JAGGAER, provides access to negotiated contracts and pricing with Columbia’s
preferred suppliers. You can access items in the Marketplace by using the tiles for the vendors that appear in the
Showcases pane of the CU Marketplace.

Colleagues with a CU Marketplace Shopper role or other Requesters can assign you a Shopping Cart so that you can
submit it as a Requisition into approval workflow.
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Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

Accessing the CU Marketplace

Navigate to the Finance Buying and Paying website, click the CU Marketplace logo, and login using your Single Sign
On.

CU MARKETPLACE

POWERED BY JAGGAER

OR

1. Log into My.Columbia http://www.my.columbia.edu, click on the ARC tab and then Go to ARC.
2. Once in ARC, click the Buying and Paying tile and then click the CU Marketplace tile.

Buying and Paying CU Marketplace
@ ;!
X [t
€U MARKETPLACE
IT, Audio Visual & Office Supplies v
+ —
Welcome t Marketplace @ e %'MRA STAPLES Comecton
B&H Photo COW-G ePlus MRA International Staples GovConnection
Columbia's Procure to Pay (P2P) Marketplace is an
eProcurement solution enabling Columbia users to
efficiently manage their highest volume purchases. The
Marketplace is designed to streamline the P2P process and Lab Supplies v
create a more efficient shopping experience and seamless
payments fo vendors. The Marketplace also features the
most widely used Purchase Agreements for the most
commenly purchased goods & services, with many more 5. Agilent 'BIORAD JCt St Flaher UBM;
suppliers to be added. This is just the first phase and will A e [er0 a0 - Slentitic IDT Labs..
continue to evolve in overall functionality aimed at improving Agilent Bio-Rad Cell Signaling Technologies Fisher Scientific Integrated DNA Technologies New England Bio-Labs
the way we transact business going forward
© RAININ AWPORE ) ) Taaa
s g L s THOR = ot
Promega Qiagen Rainin Millipore Sigma Thorlabs Takara
Helpful Links @
[ i ush
Supplier Enablement Webpage Jon vwre S
 Procurement Home Page (Buying & Paying) USA Scientific VWR
& Purchasing Process Toolkit
@ vendor Management Home Page
@ columbia Home Page Medical & Dental Supplies v
@ Finance Training Library
@ Finance Policy Library
. i BHeNw S C
@ Contact Finance Service Center M-K
Henry Schein Dental McKesson Medical & Sugical

Note: The CU Marketplace will automatically timeout after thirty minutes of inactivity, consistent with other
University Enterprise Systems.
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Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

Shopping for Items

Please browse and shop for your items in the CU Marketplace from any of the Enabled Suppliers. For more
information about each enabled vendor, visit the Enabled Suppliers webpage. If you are purchasing from a vendor that
is not enabled in the CU Marketplace, you must create a non-catalog requisition in ARC.

1. Inthe Showcases section on the Home page, click the tile for the vendor you wish to shop from.

Showcases

Enabled Suppliers v

(G- M<K 510 R4D
0o 0 [ [
o4 IDT Sttt
[ e} [ i}
o’ =|;A§;§: 2‘,‘2“”“:'2“ Staples
[ [
THORLABS INC Taﬁaﬁa

You will then “PunchOut” to the vendor website.

Business Essentials

Pens File Folder FileStorage  Markers Envelopes

"“Q )Qwv.

Staples Clips & Fas Desk Organi

Notice the gray bar at the top of the vendor website which indicates you are punched out from the Marketplace. You
can click the Cancel PunchOut button to retun to the Marketplace, if needed.

2. Shop the vendor website for the item(s) you want to purchase and add your desired items to the vendor’s cart.
3. View the vendor site cart and Submit your order. Each vendor will use different terms to submit your order.

Review & Checkout (% Erint 1o oot
Order Summary
Total $a07.91
3 items in cart
Del
l afce indoor Trash Can w! ne Lid. Black Seeckle Stesl. 35 Gal. (S677HC) ® Remere

The items you '_sélieétédwappear in your Marketplace Shopping Cart.
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Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

@ 2 CoLuMBIA UNIVERSITY e sy @ wmso W Om & 4
Shopping Cart + Shapping Gart e e [
et
Toal (40751 Us0)
o P e

£ 8

You can visit other vendor PunchOut sites and add items from multiple vendors to your Marketplace Cart.

Using Search to Shop

You can also use the Search field to find products across the Marketplace vendors. Note that not all Marketplace
vendors support the Search to Shop functionality. If you do not find a result, you may need to search directly within the
appropriate vendor’s PunchOut.

1. Type the desired product in the Search field and click the Search icon. You can also use the Advanced search
to enter more specific search criteria.

Shop

Simple. " .
. i -

= >

You can use the Filters from the panel on the left to narrow your results.

2. Click the Order From Supplier button for the desired item. You will PunchOut to the vendor’s website to complete
the order.

Bostitch Executive Desktop Stapler, 20-Sheet Capacity, Black (B400BK)
46 | Model #: B4OORK

1 Review | Ask aquestic

$16.29
© Delivered FREE tomorrow a
i

=]
[ =

\ :

3. Add the item to the vendor cart and Checkout/Submit. The item you selected appears in your Marketplace Shopping
Cart.

‘‘‘‘‘‘‘
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Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

Quote-to-PunchOut

If you do not see your desired item in the Marketplace from a particular supplier, review the vendor information from
the Enabled Suppliers webpage to check their Quote-to-PunchOut availability. If the supplier supports Quote-to-
PunchOut, contact the supplier directly for a quote. If the supplier offers a quote, retrieve your quote from inside the
vendor's PunchOut. Most vendors that offer Quote-to-Punchout have provided a guide that is available on the Enabled
Suppliers webpage on how to retrieve quotes from their site.

If a supplier does not support Quote-to-PunchOut, you must create a non-catalog requisition in ARC.

Viewing a Shopping Cart Assigned to You by a Shopper or other Requester

Shoppers who are not Requesters cannot submit the Cart as a requisition into the approval workflow, but they can assign
their cart to a Requester. In addition, Requesters can also assign other Requesters to a cart. 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.

1. Click the Actions Items icon and click Carts Assigned to Me.
1o .ﬂ

5 cou wovsdeweur o= a N
8 COTNWBIV (MIAEKZLLA e wems o www A ok [Wf

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

You can also view:
Open My Active Shopping Cart — Navigate to the Shopping Cart page you are currently using for shopping,
View My Orders (Last 90 Days) — Displays a table listing the Shopping Carts from the past 90 days and their
status.

The Cart Management screen and Assigned Carts list appears. The cart labeled Active is the cart that you are

currently working.

Pl 52 CoLUMBIA UNIVERSITY Me e 8 mmwo W o D @Bg

Cart Management

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

3. Click the Shopping Cart Name for the Shopping Cart you want to view. The Shopping Cart screen appears.

P CoLumeia UniversiTy LY

< N N s

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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Modifying Items in a Cart

Marketplace vendors require you to modify items in your Shopping Cart by returning to PunchOut to the vendor’s
website to modify the items directly and bring the items back into the requisition.

Staples - 3 ltems - 407.91 USD

. SUPPLIER DETAILS

Contract no value PO Number To Be Assigned

Quote number

|

Need to make changes? |MODIFY ITEMS|| VIEW ITEMS Item(s) was retrieved on: 5/26/2023 9:48:04 AM

= Staples 1-Subject Notebook, 8" x 10.5°, Wide Ruled, 70 Sheets, Assorted Colors, 48 Notebooks/Carton (27497CT)
« TRURED &5 x 11" Copy Paper, 20 Ibs, 92 Brightness, 500 Sheets/Ream (TRS6957)

= Safco Indoor Trash Can w/ no Lid, Black Speckle Steel, 35 Gal. (9677NC)

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Staples 1-Subject Notebook, 8" x 10.5", Wide Ruled, 70 2072481 cT 79.99 aty: 16T 79.99
Sheets, Assorted Colors, 48 Notebooks/Carton (27497CT)
~ TEMDETALS £
Manufacturer  STAPLES BRANDS GROUP Contract:
Name
Manufacturer  27497CT Cateqory Code
Part Number
41100000 - Supplies Commodity v
Supplier Part Auxiliary ID
mare info
2 TRURED 8.5 x 11" Copy Paper, 20 Ibs., 92 Brightness, 500 135855 RM 9.13 Qty: 1RM 9.13

-0

1]

1. Click the Modify Items link. Your cart on the vendor PunchOut appears.

SelectSite PunchOut

Business
Advantage

&=

Chat

Search

Review & Checkout

Order Summary
Delivery to: Tenafly, NJ 07670

Submit Order

tems (3) 5407.91

Total $407.91

3items in cart

Delivery

Cancel PunchOut

m, Print to pdf

_ safco Indoor Trash Can w/ no Lid. Black Speckle Steel, 35 Gal. W Remove
9677NC) ]
Item #: 607741 | MFR #: 9677NC §
g
Delivery by Tuesday, Jun 08, 2023 | 1 v | Ss18791/EA $318.79 -
I TRURED™ 8 5" x 11" Conv Paner 20lhs o 500 10 Remo

o—
=
=

Lists

2. You can increase or decrease the number of items, remove items, or add additional items. Adjust the cart as desired.
3. Submit the modified order. Your Marketplace Shopping Cart appears with your changes.

Staples - 2 Items - 89.12 USD

. SUPPLIER DETAILS

Contract no value PO
N To Be Assigned
Number
Quote
number

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 5/31/2023 9:18:29 AM
« Staples 1-Subject Notebook, 8" x 105", Wide Ruled, 70 Sheets, Assorted Colors, 48 Notebooks/Carton (27497CT)
= TRURED 8.5" % 11" Copy Paper, 20 Ibs., 92 Brightness, 500 Sheets/Ream (TR96957)

|

oo
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Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

Managing Carts

When you select items when shopping, you are adding items to your Active Shopping Cart. If you should end your CU
Marketplace session and resume shopping at a later time, you will resume adding items to the same Active cart. If
needed, you can create a new cart and begin adding new items (and assign it to a different Requester). You can also
switch between different Carts.

Viewing Your Carts and Orders

Navigate to the Shop icon > My Carts and Orders.
GL;' COLUMBIA UNIVERSITY

Shop (Alt+P) Open My Active Shopping Cart
Shopping View Carts

View My Orders (Last 90 Days)
My Carts and Orders

)

You can view:

e Open My Active Shopping Cart — Navigate to the Shopping Cart page you are currently using for shopping,

e View Carts - Display a table of all of your Shopping Carts and switch between your Active Cart and others
listed.

e View My Orders (Last 90 Days) — Display a table listing the Requisitions you have submitted and view their
status.

Creating a New Cart
1. Navigate to the Shop icon > My Carts and Orders > View Cart. The Cart Management screen appears.

a2 CoLUMBIA UNIVERSITY AT Sewch () a  omuso e oM 44

E  CartMaagemen (e

Drafi Carts | Assigned Carts

> Fitter Draft Carts

2. Click Create Cart. The Shopping Cart page appears for the new cart.

GQ COLUMBIA UNIVERSITY All~ Search (s
Shopping Cart + Shopping Cart

Simple

Advanced -
Search for products, suppliers, forms, part number, etc. n

0 ltems -

Your shopping cart is empty! Click here to start shopping

3. Enter a Cart Name and Description. You can begin shopping to add items to the cart.
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Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

Switching Between Carts
1. Navigate to the Shop icon > My Carts and Orders > View Cart. The Cart Management screen appears.

WCOLUMBIA UNIVERSITY - Search (AlL+0) a ooousD W Qw4 8
Snop » iy Carts and Ordess 3 View Carts » Draf Carts
Cart Management ?
DrafiCants | Assigned Carts
2 Filter Draft Carts

The Draft Carts tab displays the carts that you have not yet assigned to a Requester.

P W COLUMBIA UNIVERSITY Alw Search (A+Q) a ooouUsD W Qe 4 8
P b My Carts and Orders b View Carls » OraftCarts

Cart Management

L
Draft Carts W | Assigned Carts

Q

» Fifter Draft Carts
4 Type = Cart Number < Shopping Cart Name = Cart Description Date Created = Total = Action
Es MNormal EIEFEAE Active | Eric's Pen Cart Ordering Pens and other supplies. 613/2023 000USD  view v

The Assigned Carts tab shows the carts that you have assigned to Requesters.

&2 COLUMBIA UNIVERSITY Al- Search (Al+0) a ooousD W @ e 4 &

100 b My CHS B0 0GerE B View CANS b ASsigned Cants

Cart Management

Draft Carts ™

Assign Substitute

» Filter Assigned Carts

Type = Cart Number = Shopping Cart Name = Cart Description Date Created = Total = CreatedBy = AssignedTo = Action
Horml 3765180 Eric's Technology Cart 5/2/2023 40299 USD  Eric Shopper Eric Requester View ¥
Mormal 3770434 Eric's Supplies 5102023 209.08USD  Eric Shopper Eric Requester e

The Active tag indicates the cart that is currently active and any new items you select while shopping will be added
to that cart.

2. Click the Shopping Cart Name for the cart you want to view. If it’s a Draft Cart, it will display the Shopping Cart
page and this cart will become your Active cart. If it’s an Assigned Cart, it will display the Draft Requisition
Summary page.

Moving an Item from One Cart to Another

1. View the Shopping Cart page that has the item you want to move to another cart.

o2 COLUMBIA UNIVERSITY Al Search (Alt+Q) a 27.33usD W
Shopping Cart = Shopping Cart = ® @ - Assgnea

Details

1 ltem a -
For

Staples - 1 ltem : 27.39 USD O Eric Shopper

# SUPPLIER DETAILS Total (27.39 USD)

PO Numbe: To Be Assigned

Need to make changes? MODIFY ITEMS | VIEW [TEMS Itemis) was retrieved on: 6/13/2023 2:56:59 PM

= Sharpie Rollerball Pen, Needle Point Precision Pen, Black Ink, Dozen (2093225) Subtotal *

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

Sharpie Rollerball Pen, Needle Point Precision Pen, Black Ink 24428114 74 2739 [i7d 73 [0
Dozen (2093225)

Remove
A MEMDETALS €

Requires Sourcing
Manufacturer  SANFORD CORP

Nar
Category Code 44120000 Q
2083205 Move to new cart Move to Ancther Cart iy >
Office supplies.

Add to Draft Cart or Pending PR/PO >

ier Part Auxiliary Draft Cart
plier Part Auxilary ID LineltemType  None

Eric’s Office Needs (3792485)

N

Click the Line Item Actions [ icon for the item you want to move and select Move to Another Cart.

Select Move to a new cart to create a new cart with that item or select one of the Draft Carts listed to move the
item to that cart.

w
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Training Guide: CU Marketplace for Requesters

Assigning a Cart to Another Requester

You have the ability to assign a Cart that you created, or one that has been assigned to you, and assign it to another
Requester. This may be useful if you will be out of the office and you need a colleague to submit a Requisition on your
behalf.

Assigning a Requester from the Shopping Cart Page
1. On the Shopping Cart page, click the Assign Cart button.

P @COLUMBIA UNIVERSITY allw Seatch (All+Q) % 407.91usD W D - 42

Shopping Cart = Shopping Cart = ® ®m .

Simple

Eric Shopper

Total (407.91 USD) ~

E
The Assign Cart window appears.

Assign Cart: User Search X

Assign Cart To no value
SELECT w Or SEARCH

Note To Assignee:

2. You can Select a Requester from Favorites you created in your Profile or Search for any Requester that is setup in
the Marketplace.
Select a favorite, click the Select dropdown and click the desired Requester.

Assign Cart To no value
[seecT] v or search
Note To Assignee: Profile Values
Paul Requester
Eric Requester “
m Close
Or, to search and select a non-favorite Requester, click the Search link.
User Search X
Last Name L ]
First M [ ]
User N °
Email [}
Department [} v
R ° v
R ts Per Page 10 v
Close

Enter the search criteria and click the Search button to view results.
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Training Guide: CU Marketplace for Requesters

User Name

Park, Terry tp194

tp194@columbia.edu

Email

tp194@columbia edu

19194 columbia.edu

+1218321.0618

Action

Click the Plus sign

Assign Cart: User Search

Park, Terry
SELECT w or SEARCH

O

Assign Cart To

Add to Profile

Note To Assignee:

for the Requestor you are assigning.
X

Type a Note to Assignee, if needed. Click the Assign button.

The assigned Requester will receive an email alerting them that your Cart has been assigned to them and include

your Note to Assignee.

Assigning a Requestor at Checkout

When you Proceed to Checkout, you have the option to update the Ship To/Bill To Addresses and the ChartString. If
you are assigning the cart to another requester, you are not required to enter this information, but you may want to

complete it for your assigned Requestor to simplify their task.
1. On the Shopping Cart page, click the Proceed to Checkout button.

If the Requestor is not a favorite, you have the option to select Add to Profile if you want to make them a favorite.

" o2 COLUMBIA UNIVERSITY

Shopping Cart - Shopping Cart

al -

Search (41:Q)

Eric Shopper

a

40791UsD W

Assign Cart

Total (407.91 USD)

D |-

42

w GLD COLUMBIA UNIVERSITY
Requisition + 3765180

e Shipping # - Biling

Bill To

Ship To

Contact Name Eric Shopper
Mudd

500 W 120th St

Floor 2, Room 0203

New York, NY 10027

United States

FLOT, RMO113
CUIMC

New York, NY 10032
United States

Billing Options

PCBusiness  AMBusiness Asset

Al

Profile

Search (Alt+Q)

Q

40299USD '@

Assign Cart

Total (402.99 USD)

What's next for my order?

Missing Department Approval

o @ O

2. If desired, update Ship To, Bill To, and Accounting Codes, See the sections on Updating Ship To and Bill To and

Updating ChartString (Accounting Codes) at Checkout.
3. Click the Assign Cart button. The Assign Cart window appears.

&2 COLUMBIA UN
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Training Guide: CU Marketplace for Requesters

Assign Cart To! no value
SELECT w O SEARCH

Note To Assignee:

4. Follow steps 2 and 3 from the previous section.

Checking Out

At checkout you must ensure that the Ship To/Bill To Addresses and the ChartString information is complete 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 JAGGAER job aid), those values will be populated.

On the Shopping Cart page, click the Proceed to Checkout button.

;Q COLUMBIA UNIVERSITY all~ Search (ak+) a 20908usp W 0O Sy
Shopping Cart + Shopping Cart = ® & - Return Cart Assign Cart
Simple Advanced Details v
Search for products, suppliers, forms, part number, etc For
Eric Shopper
Cart Name Eric's Supplies Total (209.08 USD) ~
Description
2 Items - Subtotal * 209.08
Total * 209.08
Staples - 2 tems - 209.08 USD 0
# SUPPLIER DETAILS
PONumber  To Be Assigned Quote number
&2 COLUMBIA UNIVERSITY M samava @ sxuo w o Mg
Requisition + 3821166 ® -, O Assign Cat Place Ordes
Summan ¥
Summar; e
General # - Shipping #--  Biling #ov Y d
Cart Name 20230712 ericrequester 01 ShipTo Bill To
© Correct these issues v
1o value o address 1o address You are unable 1o proceed until addressed.
R @ eque
Eric Requester Required: Shipping address
. ) Required: Billing address
Eric Requester Biing Sytions Required: GL Business
o Accountin no value Required:
Required:
Select Required: Department
Required: PC Business Unit
Total (44.26 USD) v
Accounting Codes £
PC AM
GL Business Business  Business  Asset Asser S
Unit Project Activity Department  Initiative Segment  Site Unit Unit ProfilelD  Location
W novelve  novalve 00000 00000000 novalve  novalue  novalee  novale  novalue B
@ Recuir @FRequred @R, @ Requi @requied 44.26
44.26
Internal Notes and Attachments oo External Notes and Attachments £
N o val Note to all Supy Wihat's next for my order? v
- siers s unsupparted and Next Step Create PO

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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Updating Ship To and Bill To Addresses

You can search for on-campus addresses to use as your Ship To and Bill To addresses. If you cannot find a campus
address, you can submit a Ship To/Bill To Address request via ServiceNow.

1. On the Checkout screen, click the Edit 4 icon for Shipping or Billing.

Shipping as Billing TS

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

United States Accounting 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.

Edit Shipping
() CURRENT ADDRESS 9 a

Eric Shopper [ Addto my addresses

Mudd

500W 120th St
Floor 2, Room 0203
New York

NY

10027

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 Per Page 10 v

2. Enter a Contact Name. This is a required field.
3. Select one of your Profile favorites or type in the Search additional field to find and select an address.

500 ® Q Results Per Page 1p I
500 W 120th StreFLO2RM0203 -

500 W 120th StreFLO2RM0204 -

500 W 120th StreFLO2RM0211 -

4. Click the Save button.

Using an Ad Hoc Ship To Address

You are able to enter Ad Hoc Ship-To locations for off-campus addresses for orders up to $1,000 for the following
Marketplace vendors:

e Staples
e B&H
e CDW

e Connection (formerly Gov Connection)
e MRA International

If you are using an Ad Hoc Ship To Address, your Requisition will require departmental approval regardless of your
approval role.

&2 COLUMBIA UNIVERSITY
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1. On the Checkout screen, click the Edit 4 icon for Shipping or Billing.

Shipping @) I

Edit Shipping Section
Ship To

Contact Name Eric Requester (
630 W 132nd St [
Manhattanville f
New York, NY 10027 [
[
[

United States

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 your profile, if any.

Edit Shipping
ShipTo *
‘:é:‘ CURRENT ADDRESS b3}
Contact Name * Eric Requester D Add to my addresses
Address Line 1 630 W 132nd St
Address Line 3 Manhattanville
City New York
State NY
Zip Code 10027
Country United States
() 630W132nd St - Eric Requester, 630 W 132nd St, Manhattanville, New York, NY 10027, United States W
adhod % Q_ | Results PerPage 10 -
ADHOC_ADDR - Eric Requester,... v
* Required fields Close

2. Inthe Search additional field, type “adhoc” (no space) to search for the Ad Hoc option and select ACHOC_ADDR.
The ADHOC_ADDR fields appear.

Edit Shipping
L) 00U W 19N DL~ TG REQUESLET, DIU V¥ 19210 DL, MalllallaiIviie, NEW TOIR, NT 1UUZ/, UNIEd Slales w
(®) ADHOC_ADDR D
Contact Line 1 * Eric Requester [[] Add to my addresses
Contact Line 2
Address Line 1% 123 Main St
Address Line 2 Apt1
City * New York
State * NY
Zip Code * 10011
Country United States v -
% Required fields Close

3. Complete the address information. You can optionally select Add to my addresses and give this address a
Nickname to use this address again in the future.

4. Click the Save button.

&2 COLUMBIA UNIVERSITY
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Updating the ChartString (Accounting Codes)

3
1. On the Checkout screen, click the Edit # icon for Accounting Codes.
Accounting Codes .. ~

GL Business Unit Project Activity Department Initiative Segment Site PC Business Unit AM Business Unit
COLUM PC001490 01-FFS 7538803 00000 00000000 1001 GENRL COLUM
Columbia University FFS IMMUNOGENETICS  IMMUNOGENETICS ~ PAT Immunogenetics Undefined Initiative Undefined Segment AVERY GENRL Columbia University

FFS IMMUNQGENETICS

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

Edit Accounting Codes X
Accounting Codes
GL Business Unit Project * &= Activity * = Department * = Initiative * Segment * Site PC Business Unit
COLUM - Columbia University v~ | UR008835 v 01-ZUC ZUCKE.. ¥ 6801101 v 00000 v 00000000 v Search Q GENRL
+ v
L »
* Required fields Save Close

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. Click the matching value.

Accounting Codes

GL Business Unit * Project * = Activity * &= Department * = Initiative *
COLUM - Columbia University ~ | UR008835 ¢ 01-ZUCZUCKE.. v 00000 ¢
)

Organization Values

6801101 - ZUC General

6802102 - ZUC Administrative Operations
6803101 - ZUC Scientific Programming

* Required fields
‘ 6803202 - ZUC Finance

v

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

. . e e . . . .
still appears as Required «- , click the Validate icon again.
You can click the Add Split T icon to add an additional ChartString line and indicate % of Price or Amount of

Price for each line.

You can click the Code Favorites A4

4. Click the Save button.

Each item in your Cart can also be updated with different ChartStrings. Click the Line Item Actions icon for the item
and select Accounting Codes.

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

Required: GL ont
Iltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Required: Project
1 Moleskine Classic Hard Cover Notebook, 5 x 8.25", Sapphire 2071318 EA 16.87 1EA 16.87 |:| Required: Activity
Blue (893601) .
Override
A ITEM DETAILS € Supplier

Manufacturer HACHETTE BOOK GROUP Contract: no value Capital Expense? No -
Accounting Codes
Name "'

Category Code 771000000 / Miscellaneous- Business
Manufacturer 893601 Services Remove

Part Number R X
Requires Sourcing

Account 61405
Supplier Part 2071318 SUPPLIES AND MATERIALS-GENERAL
Auxiliary ID
. Move to Another Cart >
more infa...
Add to Draft Cart or Pending PR/PO >
2 Sharpie Rollerball Pen, Needle Point Precision Pen, Black Ink, SAN2093225 Dz 27.39 1DZ 27.39

&2 COLUMBIA UNIVERSITY
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Category Codes and Natural Accounts

As you select items from the Marketplace, the Category Codes are automatically associated with the product and
appears with each item in your cart. In addition, the Natural Account for each item is automatically mapped to the
Category Code. You should ensure that the Category and associated Account are correct and, if necessary, edit the
Category Code and/or Account. Refer to the Procurement Category Codes and Natural Accounts job aid.

1 Moleskine Classic Hard Cover Notebook, 5° x 8.25", Sapphire Blue
(893601)

2071318 EA 16.87 1EA 16.87 =[]

A ITEMDETAILS €

Manufacturer Part 893601

Manufacturer HACHETTE BOOK GROUP

no value

y Code

Z1000000 / Business Services- Other

61405

no value

no value

2071318

1. To edit, click the Edit Line ¢ icon. The Edit Line Details window appears.

Edit Line 1: tem Details

1000000 Ell
Eusees Garves. O

2. Search and select the Category Code.

Commodity Code Search X

Filter

Clear All Fifters

Code 1 Description

44120000 Office supplies +

Close

After you enter or select the new Category Code, the Account field will initially appear to not update, but will
update after saving with the default Account associated with the new Category Code.

3. Click Save. The Category Code and the Account field will be updated.
If you need to change the Account from the default, reopen the Edit Line Details window to select from the
Accounts mapped to the Category Code.

Capital Expense

If you are purchasing an item that should be categorized as a Capital Expense, you can designate it as needed. Capital
Expense items should be on their own Requestion and not on the same Requisition as non-Capital Expense items.

1. Click the Edit Line # icon for the line with a Capital Expense. The Edit Line Details window appears.

Edit Line 1: ltem Details

2. Select Yes from the Capital Expense? dropdown.
3. Update the Account for the Capital Expense and populate the Asset Location for the asset being purchased.

&2 COLUMBIA UNIVERSITY
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Adding Attachments

If required by your school or department, you can attach additional documentation to support your transaction.
1. Click the Attachments tab.

&2 COLUMBIA UNIVERSITY Eere | oraumo eseuso W o D 4 8

Requisition » 3842826 [ Assign Cart

Summary i
J—— [ ]

This document does not have any attachments associated with it

@) cormect these (ssues. v
You are uneble fo proceed untl acdressedt

If you need 1o add an strachment, retum to the Summary page and find the "Add attachment” buttan
valid value: Project (Line 3)

Please nate that attachments cannot be added to documents once they have completed workflow. walid

vity (Line 3)

2. Click the Add Internal Attachment button (do not select Add External Attachment). The Add Attachments dialog
box appears.
Add Attachments X
Attachment Type @ File (O Link

Drop File or Browse
Max. File Size: 5.0 MB

* Required fields ges Close

3. Drag and Drop File or Browse for the file.

Add Attachments X

Attachment Type @ File O Link

File(s) *

Drop File or Browse
Max. File Size: 5.0 MB

Transaction documentation.pdf i

. Save Changes Close
* Required fields _

4. Click the Save Changes button. Attachments are indicated on the Attachments tab and listed on the Attachments
screen.

2 COLUMBIA UNIVERSITY Purchase Orders = Search (Alt+q]

Requisition + 3842826

anachments () History

—— [t -]

Attachment Siz2  Type  Location Visibility Create Date J.
4 Transaction documentation paf 3Bk File Document Intemnal 11/2/20233:46
P

&2 COLUMBIA UNIVERSITY
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Inserting an Ad-Hoc Approver into Workflow

You can insert an additional approver into the workflow to review the Requisition.

Note: An Ad-Hoc Approver must have the Department Requisition Approver role. You can only add one Ad-Hoc
Approver. Other Approvers can also add an Ad-Hoc Approver.

Before inserting an Ad-Hoc Approver, you must ensure that the Accounting Codes (ChartString) are complete for the
Requisition.

1. Click the Ad-Hoc Approver Select link at the bottom of the General section.

General Shipping Billing v

BilTo

Contact Hame Karen Contreras

-
The Ad Hoc Approver window appears.
Ad-Hoc Approver *

Ad-Hoc Approver Dept Approval $0 - $1000 =¥

Comments

B -
2. Click into the After field and select the approval workflow step where the Approver will be inserted.

Ad-Hoc Approver

Special Approval

ppr
Q search 38 More

2. Click into the Ad-Hoc Approver field and select the Approver from the list. You can type to filter the list of names.
If an Approver is already included in the approval workflow for the Requisition, their name will not appear on the
list.

3. Click save. The Requisition will indicate the Ad-Hoc Approver, which can be changed, if necessary, and the
Summary panel will indicate the extra approval workflow step.

2 COLUMBIA UNIVERSITY Mo smaeo Qoo ¥ 910 g

Requisition * 3788056 ® @ O - m Jot3Rets v | < 3

ST STZUZTSTZRM Tower 3 Tower 2

100 Haven Ave Bil-To Emil

AZ Rejection Test F129, RMO29F CUTesting100+markreq@gmail.com
cume 100 Haven Ave
New York, NY 10032 FLB1, AMOT1S
United States cumc

dby  Merk Requester New York NY 10032
United States Submied

Summary 5l

Mark Requester
1 ENGCNIResearch (5260104) Billing Options
Department Approval

7 6/6/2023

X

o Special Approval
pprover 9o
Accounting Codes v

Purchasing Tester A

3
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Placing Your Order
After ensuring that all required fields are populated, the Status pane will not list any further requirements.

Check to make sure there is a departmental approver as the Next Step before placing the order. If the Status panel
indicates there are no approvers, contact your DAF to ensure there is an approver assigned for your department. After an
approver is set up you can open your Requisition and place the order.

1,026.30

Billing Options.

e oraft

Accounting Codes P

Dept Approval $500 - $2,500

PCBusmess  AM Business
GL Busmess Unit  Project Activity Department  Inttiative Segment Site unit unt AssetProfilelD Asset Location

coLuM CPO02335  O1-STPAUL 1201302 80350 00000000 1003 CAPTL coLum
CHAPEL ROOF

Creste PO

If you place the order when there is no approver, you will need to withdraw it from workflow. Withdrawing will
terminate the Requestion and you will need to create a new cart and resubmit once s departmental approver is in place.

If there are no further requirements and the approval step is indicated, click the Place Order button.

w a2 CoLumBIA UNIVERSITY ‘ Search (A+Q) Q  wnuo w o &g

Requisition * 3821166 ® B @ - sgos:

Summary

General ’ Shipping ’ silling PR 2t

20230712 ericrequester 01

What's next for my order? v

Select N Dept Approval
Billing Options

Accounting Codes PR

Draft
PCBusiness  AMBusiness  Asset Profile
0

GL Business Uit Project Activity Department  Initiative Segment Site Uit Untt

coLum PC001490 016FS 7538803 00000 00000000 1001 GENRL coLm no valve o valve Dopt Approval $0 - $500
IMMUNOGENETICS

Create PO
Internal Notes and Attachments b & External Notes and Attachments e

The Requisition Confirmation page appears.

o2 CoLumMBIA UNIVERSITY We  swmmva Q4 couo O D Mg

Sargle e Mo Catslog hem | Faverses | Forma | Shops | Quick Oncer Suppliers. | Categores | Contracts

e ]
@ Requisition 3770434 Submitted

Options

Summary

=L

8080

If the Requisition is auto-returned, refer to the Viewing Requisition History section of this guide.

Note: If you have both the Requisition Initiator and a Level 1 ($0 - $1,000) Department Requisition Approver roles, you
do not need departmental approval for purchases of $1,000 or less if your purchase is being shipped to a campus
address.

If you have the Department Requisition Approver role for higher Levels (2 and up), but not Level 1, your Requisition
will require departmental approval even if you have an approval role.

If your purchase is greater than $1,000 and/or you are shipping to an Ad-Hoc Ship-To address, your Requisition will
require departmental approval even if you have a Level 1 approval role.

&2 COLUMBIA UNIVERSITY
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Viewing Requisition (and Purchase Order) Status
Click the Requisition number from the Requisition Confirmation page.

© Requisition 3770434 Submitted

Options

Summary

Open My Active Shopping Cart
View Carts
View My Orders (Last 90 Days)

2. Click View My Orders (Last 90 Days). The My Orders screen displays a table listing the Requisitions you have

submitted and their status.

search (Alt+Q)

AGLD COLUMBIA UNIVERSITY e
K Views My Orders (Last %0 Days!

Shop » My Carts and Orders » View

= My Orders
1 [ L 0 ¢ Muick Q@ 1 Filt C I Filt
141 of 1 Results
Requisition Number ¥ Supplier Requisition Name Requisition Status ¥ Prepared For
Staples © 2023-07-12 ericrequester 01 = Eric Requester

Q 26843USD W

Submitted Date G

7/20/2023 3:38:41 PM

o @ 42

?
£3 20Per Page »
Total Amount ¥

44.26 USD

3. Click a Requisition Number to view the Requisition page. The Status Pane will indicate the approval
status.
w &2 COLUMBIA UNIVERSITY = Search (ah+) a oouso W O jm SR
! Requisition * 3792807 = - @
- - - .-
Total (254.23 USD) ~
s Compiétes shipTa BT
i Contact Name Chiis Requester 23
25423
-
x -
-
Accounting Codes v
e
: st
Internal Notes and Aftachments. External Notes and Attachments . A4
@

display the Purchase Order page and view the status of the Purchase Order.

workflow

If the Requisition status is complete, you can click the Purchase Order Number under Related Documents to

oo
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7 CoLumBIA UNIVERSITY - Saarch (A= a coovso W oo Mg

Purchase Order * BIO-RAD LABORATORIES, INC. + CLIDD00D168 Revision 0 =0 -

P— ——— - I ——

BIO-RAD LABORATORIES, ING.

D25 - Datuarea Pt

Note: If a Purchase Order is not fulfilled within 90 days, the Procurement team will determine if the Purchase
Order should remain open. If it is determined that it should be closed, the Procurement team will reach out to you
before closing it.

Viewing Requisition History

If your Requisition was automatically returned, or you received notifications or alerts regarding the Requisition, you can
view the History tab to view the complete history of the Requisition, including a date and time of each action, the user
that took action, and what the action was.

Click the History tab.

o2 CoLumBIA UNIVERSITY M Sewen i a  owwo w o D g

Requisition * 3846423

1]

General - shipping - siling o | Summary =

United States

o %™ F & E B o

Accounting Codes

&L Business Ui Piofect Aty Department Infateve Segrment site FC Business Unit AU Business Unit
Req vasgation

eooss 01-GuEND0 £ res2a0 ooins 70000198 navae cenaL cous ~
Internal Notes and Attachments. Extemal Notes and Attachments:

Dopt Approval £2.500 - 515K

Spacial Approval

1 hem ) e

COW GOVTING - 1 ltem - 5,871.04 USD O

Completed

The History tab displays what was modified, the action, by whom, the date and time of the action, and other information
or notes. If a Requisition was returned or other actions occurred that affected the processing of the Requisition, the Note
will provide details.

Note: It is possible that your Requisition may have been returned because you are missing your Admin Department
information in ARC. Refer to the Entering Your Admin Department in ARC Requester Defaults job aid for details and
instructions.

&2 COLUMBIA UNIVERSITY
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k2 CoLUMBIA UNIVERSITY Ae e a owuo w ©dD )

Requisition * 3846423 B @ o e v | D

Line No

Reauilion J646423, PaS3e0 Vai0aton

Whats next? v

as02s

1322880

Adding Comments and Notifying Approvers

After you submit a Requisition for approval and add Comments that can be emailed to selected Approvers or other
colleagues to notify them that the Requisition is awaiting approval. If the Requisition is not yet in approval workflow,
the Comment cannot be sent as an email notification and can only viewed in the Comments tab when colleagues open
and view the Requisition.

1. Click the Comments tab.

2 COLUMBIA UNIVERSITY Purchase Orders = Search (Aheg) wwuso w o (@ S
Requisition - 3898850 & @ 0 assgnca
Summary |
eeerisfond ¢ R i =

Total (119.99 USD)
Mo comments have been sdded

2. Click the New Comments T icon. The Add Comment screen appears.
3. Type your Comment. Optionally, you can attach a file or add a link/URL.

Records found: 0 how comments for  Requisition v

ADD COMMENT v X

This will add a comment to the document.

@® File

O unk/URL

Choose File Upload your file

No comments have been added

If your Requisition has already been submitted into workflow, you can open and view the Requisition to add a
Comment. In the Add Comments screen, you can select the individuals listed who have worked with your
requisition to receive your comment as an Email Notifications.

&2 COLUMBIA UNIVERSITY

IN THE CITY OF NEW YORK
Page 21



Columbia University Finance Training

Training Guide: CU Marketplace for Requesters

ADD COMMENT v X

This will add @ comment to the document. If you sefect a user they will receive an email indicating that s comment has
been added to the document

Approved) <hris-test@columbia edu>

@ Fie

O unluRe

Choase File

Or, you can click Add recipients to search for Approvers or individuals. This is a good way to notify an Approver
that you have a Requisition in Workflow.

Note: If you add Comments before submitting the Requisition into workflow, you will not be able to select recipients
and the Comment cannot be sent as an email notification. Colleagues can only view in the Comments tab when
colleagues open and view the Requisition.

4. Click the complete ¥ icon. Comments are indicated on the Comments tab and listed on the Comments screen.

Comments @

Records found: 2 bow commentz for Requisiton v+

Eric Zaretsky - 11/28/2023 21352 PM Recusin- F1ZHZ  Commentddded %)
Pieane approve this reqauisition 35 saon 56 you are able

" e Pl

Withdrawing a Requisition from Approval Workflow

If the Requisition you submitted is still pending approval, you can withdraw it, if needed. Withdrawing will terminate
the Requisition and you’ll need to create a new cart if you want to resubmit the order. If you see that there is no
departmental approver as the Next Step in the Status pane, you should withdraw the order and speak with your DAF
about assigning an Approver for your department.

1. View the Requisition that you are withdrawing.

&2 COLUMBIA UNIVERSITY M- sacana) Q ooousp W O A R
! Requisition + 3821166 @ s @ .- Tof 1Results ¥ < >
Summary Preview nme Attachment
)
General Shipping Billing Y Summary |
Status Pendiny i
P ShipTo BilTo Total (44,26 USD) v
Contact Name Eric Contact Name Eric e et
Submitted 7/20/2023 3:38 PM Avery Hall Avery Hall )
1172 Amsterdam Ave Bill-To Emall: nobody@jaggaer.com plculated and charged by ex

2. Click the withdraw Entire Requisition button. The Withdraw Entire Requisition window appears.

Withdraw Entire Requisition

Once a requisition is withdrawn, it cannot be reinstated. Click OK to withdraw,
or CANCEL ta leave the requisition unchanged

No departmental approver
%

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.

3. Type a Reason for withdrawing the Requisition and click OK.
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Canceling Orders

If items from your Requisition/Purchase Order are backordered or you need to cancel your order for any reason, you
should enter a request via a comment to the Procurement team to cancel the order with the vendor. Contact the vendor
for any delivery issues.

Note that Change Orders cannot be entered in the CU Marketplace. Enter Journal Entries or Journal Vouchers in ARC
to correct ChartStrings

1. View the Requisition or Purchase Order and click the Comments tab.

&2 COLUMBIA UNIVERSITY Al- Search (4114) Q spnuso w @ B Oy
Purchase Order + CU Test Supplier + CU00000298 Revision 0 @ [
somay evsons 1 - Pyt - acker @ :|
General Information . Shipping Information -+ Billing/Payment . v S A I
Comments screen appears.

d_;’ COLUMBIA UNIVERSITY Al ~ Search (Alt+Q)

Purchase Order + CU Test Supplier = CU00000298 Revision 0

Status Summary Revisions 1 Confirmations Shipments Change Requests Receipts Voucher 1 Comments

Orders

Contracts
Records found: 0 Show comments for  Purchase Order v

Accounts
Payable
No comments have been added

Suppliers

2. Clickthe Add T icon. The Add Comment screen appears.

ADD COMMENT v X

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

The item is backordered. Can you please remove the item|
comment has been added to the document

pand | ciea O«

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

Attachment Type @® File

O Unk/URL

Choose File Upload your file

3. Type your Comment with instructions to the Purchasing team to cancel the order.
4. Click the Add recipient link. The Search dialog appears.

User Search X

LastName @
First N °
User N °
Email [} procurementsupport@columbia.edy
Department [ ] v
R ° v
Results Per Page 10 v

-
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5. Type “procurementsupport@columbia.edu” in the Email field and click Search.

New Search
Name T User Name Email Phone Action
procurementsupport procurementsupport@columbia edu procurementsuppori@columbia edu

Close

6. Click the Add T icon for the matching recipient.

ADD COMMENT X
The e Caf you viéa e This will add a comment to the document. If you select a user they will receive an email indicating that a
i comment has been added to the document.

Email notification(s) | Add recipient
Characters beyond the limit are not saved, i.e, the note is truncated. Once. 7 t<pr @ edu>
the note Is attached, it is accessible from the History tab of the document.

ent Type @© File
QO Link/URL
File
File Choose File Upload your file

7. If desired, select the check boxes for other recipients to receive an Email notification of the comment.
8. Click the Complete ¥ icon at the top right of the Add Comment screen.

Issues or Returns

If there are issues with your order, such as damages, an incomplete order, or you need to make a return, consult the CU
Marketplace Vendors page for specific guidance.

Receiving for Line Items over $5000

Receiving for CU Marketplace orders is required when a line amount is equal to or greater than $5000. It is
recommended that you place line items of $5000 or more in their own Cart/Requisition/Purchase Order, although this
not required. Once your Purchase Order has been electronically invoiced, you will receive an e-mail notification to alert
you when an item you ordered requires a receipt.

&2 COLUMBIA UNIVERSITY
IN THE CITY OF NEW YORK

ARECEIPT IS REQUIRED FOR Voucher# V0000170
Dear Chris Requester,

Areceipt is required for this voucher for matching and payment purposes. All Voucher's exceeding the
threshold limits (both line and total) require receipts.

https //usertest sciquest com/apps/Router/ViewBuyerlnvoice?Buyerlnvoiceld=23968168
AuthUser=8070970&tmstmp=1692211426403

Once the item/service has been delivered, you can create a receipt by searching for the Voucher's
PO(s) (or select the link below) and selecting "Create Qty receipt” or "Create Cost Receipt” action

[PO# CU00000430] https //usertest sciquest com/apps/Router/ViewPO?pold=
38493968 AuthUser=8070970&tmstmp=1692211426403

If you have any questions with regard to the Voucher receiving process, please contact your Support
Team

Support Team Contact Information

Procurementsupport@columbia edu

Thank you
Columbia University
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You will also receive a notification within the CU Marketplace to alert you when a receipt is required.

& CoLumBIA UNIVERSITY

Shop + CU Marketplac

Welcome to The Marketplace

[}
e
o
=
&
ke
@
o

BH o) e o

1. Open the Purchase Order that requires receiving:
You can click the Purchase Order from the email alert or from the notification in the CU Marketplace.
Or,
You can select the Purchase Order by navigating to Orders > My Orders > My Purchase Orders.

PR l> CoLUMBIA UNIVERSITY
Quantity Receipt + 5B5307
|}

. Orders

The Purchase Order Summary screen appears. In the example below, a line item requires receiving because the total
amount has a quantity of 8 items that totals over $5000. There are other line items on this Purchase Order that do
not require receiving.

P o coLumpia UniversiTy Mr semea @ oous W @ A Sy

Purchase Order = COW GOVT INC + CUDD000438 Revision 0 = @0 .
....... . o

T v v [ v Sogmem 5o PO Business Lt AM Business i

oL PC00S50 DIGUENDOFP 7552402 80114 70000199 na it GENAL CoLUM

~ mEoETAS

LG Noseocks Conact  mavalue Tors! (8,710,468 USD)

1TZICE N APSSN ancessories

wn

871048

a7048

2. Click the Actions E] icon and click Create Quantity Receipt.
The Quantity Receipt screen appears. The Quantlty f|eId is automatically populated with total quantity ordered.

& CoLumBIA UNIVERSITY a 4 oo w o @ Oy

Quantity Receipt - 585307

B/18/2023 44829 PM

hris Roquester

Lre  tem Catalog No. Quantity Status.
Total (8,710.48 USD) -

~ mEMDETALS @ 871048

Related Documents

Note: If your Purchase Order and Receipt contains line items that do not require receiving, you can either fully
receive those line items or click the Trash ® icon to remove those items from the Receipt.
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3. Ifyou fully received the total quantity of your line item, you can just click the Complete button.

Or,

If you partially received the total quantity, enter the number in the Quantity field for what you actually received

and click the Complete button.

- Quantity Receipt - 585307 -]

Contact Heme Chris Requester
Mudd s
500 W 120th St ummary

Momingside
New York, NY 10027 Details
United States

eation Date

~On

W cl? COLUMBIA UNIVERSITY Me  smmemo Q. 0.00USD

w o0 O

8/18/2023 4:48:29 PM

Manual

COW GOVT INC

PO -+ CUDD000438

&l

Chris Requester

Line frem Catalog No. Quantity Status.
Total (8,710.48 USD) v
1 LG Gram 17 Core i7 1668 RAM 512G8 SSD Windows 6491578 8EA 5 Received ~ O W[ 871048

~ ITEMDETAILS € 8710.48

no value

A confirmation screen appears for the Receipt vou created.
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© Receipt Created

Summary Next Steps

& e

The quantity indicated on the receipt(s) must match the quantity indicated on the electronic invoice in order for the
invoice to be paid.
If you created a partial receipt, you will need to create a new receipt for the additional quantity when you receive it.

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request service via ServiceNow
https://columbia.service-now.com
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