Columbia University Finance Training

Job Aid: Creating Non-PO Vouchers in the CU Marketplace

This job aid covers how to create Vouchers for invoices or other payments not associated with a Purchase Order (Non-
PO Vouchers) and other payment types in the CU Marketplace.

Those with the Procurement Initiator role can create and submit Vouchers into approval workflow.

Creating a Non-PO Voucher

1. Navigate to the Procurement Paying website, click the CU Marketplace logo, and log in using your Single Sign On.

~

CU MARKETPLACE

POWERED BY IAGGAER
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Dashboards + Welcome Page a +

Welcome to the CU Marketplace News and Alerts

The CU Marketplace is a procure-to-pay (P2P) solution This is a section to include exciting news aboul what's happening in the Marketplace. The text
enabling you ta for goads and service: can include new suppliers brought on to the catalog or outages that are happening in the near

s,
seamless future.

Helptul Links

Note: The CU Marketplace will automatically time out after thirty minutes of inactivity, consistent with other
University Enterprise Systems.

2. Select the Pay tile. The Pay dashboard appears.

3. Inthe Create Vouchers and Receipts section, select Voucher from the Type dropdown and Non-PO from the
From dropdown.

Create Vouchers and Receipts .

Voucher -

cancat

Type your criteria in the Quick Search field, press Enter, and click the Add + icon for the matching Supplier.
5. Click the Create button. The Voucher form appears.
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Completing the Voucher

The Voucher Entry screen appears with the Summary pane indicating the required fields.

If you setup a Default Accounting Code (ChartString) in your Profile (refer to the Modifying Profile Settings in the CU
Marketplace job aid), that ChartString information will be automatically populated and won’t appear as missing
information in the Summary section.

&2 COLUMBIA UNIVERSITY @ n- swema  Q  ooun W @ 4 2
Voucher + 01COM INC + 178392277 XD @& @ ... | Complete
ey m,- Fiere Matching supplier Messages Comments Atachment
Vaucher Number no value o Summary =i
emitTe - - |
Invoice Dat 4/10/2025 333 W NORTH AVENUE € Correct these issues. v

SUITE 300
CHICAGO, llinois 60610

You are unable to proceed until addressed

or more lines to Complete
Due Date 4/10/2025 B - Override  United States
Address Id Billing-1

Supplier Name 01 COM INCCK

© Required
Be aware of these issues. v
US Dollar Take action and proceed.

[] biscount, Tax, Shipping & Handling Empty: Internal Attachments

1. Navigate to the Summary tab to begin completing the required information.
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nnnnn - RemitTo
333 W NORTH AVENUE
SUTE 300

CHICAGQ, Hliois 60610

Uniteg Sustes
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e Anicon next to the Supplier Name indicates the default payment method for the Supplier. If the Supplier
must be paid using a different method, the Supplier should update the default payment method in their
PaymentWorks account.

e The Remit To Address indicates the primary address for the Supplier. If you need to remit to a another

address, click the Edit ¢ icon to select a different address. If an address for the Supplier is not listed, the

Supplier should update their PaymentWorks account.

2. Click the link for the Required Payment Reason Line. The Edit General window appears where you can enter the

reguired Pagent Reason and the Supplier Invoice No.

Inwoics Iteemation
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3. Select the Payment Reason from the dropdown.

Edit General X

Invaice Information

eason %

(" Invoice -

A

a

LRAP {Loan Repeyment Assistance Program) Payment Request -
Legal Fees Payment Request -
Note Taker Payment Request -
oGe-
General Information
Pay Card - Funding (US Bank Only)
Petty Cash Closure Payment Request -
Petty Cash Establishment Payment Request

woice Dat Petty Cash Replenishment Payment Request -

4. Type the Supplier Invoice No. indicated on the invoice if you received one from the Supplier.

e [fan invoice number is not provided, enter the document date (or today’s date) + Total Gross Amount,
including cents (MMDDYYAMOUNT) — do not include $ sign. For example, if the date is July 1, 2025 and
the total gross amount is $800.00, enter the invoice number as 07012580000.

e For Utility Bills, Pitney Bowes. and Unitex where invoices are submitted without an invoice number, use
the format MMY'Y plus the account number indicated on the invoice. For example, the January 2025 utility
bill for account 123456 would have an invoice number 0125123456.

e Vouchers for some Payment Reasons require specific invoice number formats. Refer to the CU Marketplace
Non-PO Voucher Payment Reasons Quick Guide for guidance on the Supplier Invoice Number format
where it deviates from the default.

5. Ifthere is an invoice, encure that the Invoice Date, which defaults to today’s date, is entered as the date indicated
on the invoice.

6. Click the Save button.

Adding or Editing Accounting Codes (ChartStrings)

Ensure that you have the correct ChartString information populated in the Accounting Codes section. If you set up a
Default Accounting Code (ChartString) in your Profile (refer to the Modifying Profile Settings in the CU Marketplace
job aid)), that ChartString information will be automatically populated. You can edit the Accounting Codes for the
voucher as a whole, as needed. In addition, you have the option to edit Accounting Codes for each Line of your
Voucher.

Codes v

LINE

GL Business Unit Project Activity Department Initiative Segment Site PC Business Unit  AM Business Unit

no value no value no value no value no value no value no value no value no value
© Required ©Required O Required © Required © Required @ Required © Required © Required

1. In the Codes section, click the Edit Codes Section #icon. The Edit Codes window appears.

Accounting Codes Add shemate distribution Discount +
UINE

GL Business Unit # Project # B Activity * B Department % S Initiative % Sagment % site PG Busines:

2. Update the ChartFields as needed. ChartFields 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.
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LINE

GL Business Unit % Project % & Activiy % Dg

coLum « URDD4672 Q

Qrganization Values
01-Gl Funding - GI Funding

02-ZMBBI - ZMBBI

3. Click the Validate * icon to ensure your ChartFields were entered correctly. If you corrected a ChartField and it
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 a percent distribution.

You can click the Code Favorites ¥

4. Click the Save button.

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

Adding Lines

You must enter a Line to describe the payment, the price, and the quantity. You must indicate the Account for the
category.

1. In the Lines section, click the Add Non-PO Item link.

0 Lines -

Nelines have been added. Add new PO of Add Non-PO Item

The Add Non-PO Item window appears.

Add Non-PO Item

Item
Product Description % Catalog No. Quantity * Price Estimate Packaging

EA- Each v

Additional Details

* Required fie [ Close

2. Enter the Product Description, Quantity, and Price Estimate (the amount of the payment). If applicable, you can
enter a Catalog No. and a Packaging unit of measure.

3. Click the Save button to add the Line. The Item Details appear and the Account field appears as required.

<No PO Number> . D
Status PO Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 v Service EA 1,000.00 Qty: 1EA 1,000.00 I:‘
A~ ITEMDETAILS 3 ra
Contract no value Capital Asset Type N/A
Internal Line Add Asset Location no value
Attachments
Capital Profile ID no value
Account no value
Capital Related Tag / no value
Asset ID (if known)
Serial Numbers no value

4. Click the Required link for the Account value. The Item Details screen appears.
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Edit Line 1: ltem Details X

Service EA 1,000.00 1 EA 1,000.00

Contract Salect Contract

Capital Asset Type N/A v
Y Asset Location Searc Q
63230 - CHEM SPECTROMETER -
Serial Nurnoers a3 vile 63231 - COLUMBIADOCTOR IT SERVICES pital Profile 1D Searc [}
63232 - COMPUTER USAGE- LDEQ

63240 - HARDWARE MAINTENANCE pital Retaredt Tag / Asset ID (I
63245 - SOFTWARE MAINTENANCE )
63260 - SOFTWARE PURCHASE

63265 - SOFTWARE LICENSE

63280 - WEB EXPENSES
1 I

5. Inthe Account field, you can type a descriptive keyword to find a matching Account code or select the dropdown
arrow to scroll throught the available values.

6. Click the Save button.

Adding an Additional Line
Click the Actions ""° link at the top right of the Line section and select Add Non-PO Item.

Handlin
o PO Numbers =
D Miceall
Add Non-PO Item
Status PO Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
L Reward for Research Excellence EA 1,000.00 Qty: 1EA 1,000.00 - Whats
Next St
~ IEMDETAILS [ &’
Approv
Contract no value Capital Asset Type N/A
Internal | ine Attachments e t ati o wals

Editing Line Accounting Codes (ChartString)

The Accounting Codes that you entered in the main Accounting Codes section automatically copies to your Voucher
Lines. If you have multiple Lines, you can edit Accounting Codes for each Line as needed.

1. Click the Actions “*° button to the right of the Line detail and select Accounting Codes.

Handling
<No PO Number> -0
Miscellaneous Fees
Status PO Line [tem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1V Reward for Research Excellence EA 1,000.00 Qty: 1 EA 1,000.00 EID hat's next?
Override
~ ITEMDETAILS [3 -
Accounting Codes
Contract no value Capital Asset Type N/A
" » Remove i
Internal Line Attachments Add Asset Location no value Convert To Substituted ltems
Account 61200 Capital Profile ID no value Replace with PO Line i
STUDENT PRIZES / AWARDS
Capital Related Tag / Asset ID (if o value
Serial Numbers no value known) Workflow

2. The Override Line Accounting Codes window appears.

Override Line 2: Accounting Codes

3. Click the Plus + icon to Add alternate distribution for Line. The fields appear ready to populate.
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Override Line 2: Accounting Codes X

LINE
GL Business Unit % Project *E Activity * % Department % = Initiative ¥ Segment % Site PC Business
v Search Q  Search Q  Seart Q NoValue
»
Add alternate distribution fo Discount ¥ +

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

s

on the value in the previous field. You can click the Dropdown
available values.

arrow in the field you are populating to view the

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

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 a percent distribution.

You can click the Code Favorites icon to select a favorite ChartString you created in your Profile.

6. Click the Save button.

Attaching Documentation
Attach an invoice, if applicable, and/or supporting documentation that provides the business reason for your payment.

1.

In the Summary pane, click the Empty Internal Attachments link.

PRl CoLUMBIA UNIVERSITY 9 - Search (At+0) 1smoouso W @ W & &
- Voucher + 01COMINC - 2988107 « o o - E
" summary

9 Summary -

General s Addresses # - Note/Attachments £

L] Typo Voucher RomitTo ernaltote navalve

The Add Attachments window ai i ears.

Attachment Type @ File (O Link

File(s) #

DropFile or Browse
Max_File Size: 5.0 MB

 Requres el

Drag and drop your file to the Drop File section or click the Browse link to search and select your file. You can add
additional documentation to this window, if needed.

Click the Save Changes button.
You can view and attach additional documents via the Attachments tab.

[ coLumsia UniversiTy @ w- o soroouso ¥ T M & 2
Voucher - S & ASCHARFSTEIN GRAPHICS... - 2072886 @ -

s Messages

Attachments found: 0

Tharo ar na attachments for his document
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Adding a Comment

If you are creating a Non-PO Voucher that is associated with a Contract where no PO Required, enter the Contract ID
number in the Comments.

In addition, after you submit a Voucher into workflow for approval, you can add a Comment that can be emailed to
selected Approvers in order to request the document be returned to you for editing. You can also use Comments to
remind Approvers that your Voucher is awaiting review and approval. Refer to the section in this document on Viewing
and Editing Vouchers Submitted for Approval

1.

Click the Comments tab.

k2 CoLumBIA UNIVERSITY

Voucher = 01 COM INC » VADDZ2248

Records Found: 0

s Vousher

Search (All+0)

+

a oo w o @ & 20

8 0 -

Summary i

01COM INC
M camments have been added E et

Tatal (1,000.00 USD)

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.

ADD COMMENT v X

Tris wil 300 commen 1o salect s user

s been sckded 1o the document.

retsky (Prepased by, Frepared for) <ez2248cokmbia s>

ot saved . Once the: s accessible
from e Hismory tan of the cocument

© kiR

Ha camamers hae been added

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.

ADD COMMENT v X

This wil 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

[[] Eric Zaretsky (Prepared by, Approved) <hris-test@columbia edu>

/ Resdy, Paul <hris-test@columbia sdu>

@® File

O unk/urL

Choose File

4. Click the Complete ¥ jcon. Comments are indicated on the Comments tab and listed on the Comments screen.

conmerts @

Records found: 2 how comments for  Requisiion % =

Eric Zaretsky - 11/26/2023 21352 PM Requsiion- 3912962 Comment Added  *)

Please approve this reqquisition 23 so0n a3 you are able

Eric Zaretsky - 11/28/2023 14703 P Recusiton- 12962 Recssiton sssied 4

testing comments
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Inserting Ad-Hoc Approvers

1. In the Summary pane on the right side of the Voucher page, click the Dept Approval step in the Workflow to
expand and view the approver pool for the Voucher.

&2 CoLumBIA UNIVERSITY © u- swmna a oo w OF 4 20
Voucher * 07 COMINC * 183476527 ® @ @ - m
Summary 5131 Hare
o " Tz
3 e oSl.lmmary -+
208 Irvvodon Validation .
L "
?’e Upon Rsospt { el Dot Spproval Leved 3
S o vl Degt Approval §2.500 - $158:
V403102 (FHR Human Resources]:
(A Vbt
20250714 c22248 00
v L
[-.. A [ ‘ Post Payment Information Discount, Tax, Shipping & H.. #
wa
Unkrowa 1100000 650
Mo S

2. Click the Ad-Hoc Approver Add link at the bottom of the General section. The Ad-Hoc Approver window appears.

Ad-Hoc Approver

After Step Upon Submission (First Step) ~

Step Name * Ad-hoc 1
Ad-Hoc Approvers * Type to filter.. Q
Comments
4
1000 characters remaining
* Required Save

Close

x

To keep the approvers in the correct order: in
the After Step field, select “Upon Submission
(First Step)” for your first approver (Ad-hoc 1);
then select “Ad-hoc 1” for your second approver
(Ad-hoc 2); then select “Ad-hoc 2” for your
third approver (Ad-hoc 3); and so on

3. Click into the After Step field and select the approval workflow step where the Approver will be inserted. Change

the Step Name, if desired.

4. Click into the Ad-Hoc Approvers field and select the Approver from the list. You can type to filter the list of
names. You can add multiple Ad-Hoc Approvers. Add Comments, if needed.

5. Click Save. The Voucher will indicate the number of Ad-Hoc Approvers, and the Summary panel will indicate the

extra approval workflow step.

2 COLUMBIA UNIVERSITY

QCIU cher * 183476527

11 COM INC *
Summaey | 21071 FR8

Dnit: Lipsoh Fiteaip { Manual

}

000 USD
2025-07-14 £22748 01

Post Payment Information  # -0

Unkniawn
Ho

na e
FY 26

9 w- Search (M 0] a ogousn ‘W o . 4 l.ﬂl
@ - . Complot
OSEMITIBW Bl
Oraft
Ere Fasetaby
F Ad-hac 1 |:
Discount, Tax, Shipping & H_ # i
At Return
T1000,00 S0
Hacount, tax. shipping & handiing
Imvnice Valdation
Wesighited

6. Click the Add link to insert additional Ad-Hoc Approvers. You have the option to insert them after different approval
steps, including after the first Ad-Hoc Approval.
7. Click the Edit or Delete links to edit or remove the Ad-Hoc Approval step(s).
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Submitting the Voucher
Click the Complete button to submit your Voucher.

fil? COLUMBIA UNIVERSITY O s e o W O Tm 4 R
Voucher + 58 A SCHARFSTEI GRAPHICS.. + 2972886 ® ,
P ”

premes ot =N

e avs o asachrens o s docamen:

The Voucher Submitted confirmation screen appears.

@ Voucher Submitted

Summary Create Voucher

sssss

900,00 USD

You can click the Voucher number to view the Voucher details.
Additionally, you can create a new voucher from the right side of this screen under the Create Voucher heading.

Follow up with all Ad Hoc approvers to ensure timely approval
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Viewing and Editing Vouchers Submitted for Approval

In order to edit Vouchers after they have been submitted into workflow for approval, you must first request that the
Voucher be returned to you by the Approver.

Viewing Your Vouchers

2 CoLUMBIA UNIVERSITY [ Search (Alled) a oo w o 420

Dashboards + Welcome Page a +
. pare wekme Page
Welcome to the CU Marketplace News and Alerts
The CU Marketplace is a procure-to-pay (P2P) sclution enabling This section includes exciting news about what's happening in the Marketplace.
you to efficiently shop for goods and services, request and Scroll to read all announcements.
Ear::ngri ::;‘”;: "I":f,f"“ and make seamless payments to - Candex for honoraria payments Is now live In the CU Marketplace. Click here for an
PP g averview presentation.

ce

To get started, select one of the tiles below, ar click any

information icon @ for guided assistance.

Contracts

1. Click the Orders tile to navigate to the Orders dashboard.

k2 CoLUMBIA UNIVERSITY 0 »- swomag a o w oM 420

Dashboards * Orders a +

<

o & W »

Orders
Depending on your role, you will have access to the following sections:
My Draft Carts are shopping carts that you have created o that have been assigned to you. Once these carts are submitted as Requisitions, they will no longer appear in My Draft Carts.

& B

My Requisitions include ones that you have created or have been submitted on your behalf.

&

My Purchase Orders include ones where requisitions that you submitted have been approved and issued.
My Goods and Services Requests include requests for goods and/or services that are stil in progress.
My Vouchers include any vouchers you initiated or that have been requested on your behalf if associated with a Purchase Order.

My Approvals are transactions that require your spproval. If you do not have the approver role, you will not see this section.

VouCHERS.

2. To access your Vouchers, scroll to the My Vouchers section and click the Number of the Voucher you want to

VIEW.
My Vouchers "
SUPPLIER
NUMBER SUPPLIER VOUCHER NO PoS DATE TOTAL

T vAD02248 01 COM INC 123456 - 3/18/2025 1,000.00 USD
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