Columbia University Finance Training

Job Aid: Creating a PO Voucher in the CU Marketplace

This job aid covers how to create Vouchers for Purchase Orders (PO Vouchers) in the CU Marketplace.
Those with the Voucher Initiator role can create and submit VVouchers into approval workflow.

Creating a PO Voucher
1. Navigate to the Procurement Buying website, click the CU Marketplace logo, and log in using your Single Sign On.
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POWERED BY IAGGAER

The JAGGAER application launches.
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Welcome to the CU Marketplace News and Alerts
The CU Marketplace is a procure-to-pay (P2P) solution This is a section to g nes s h in the The text
enabling you ta efficiently shop for goods and services, an include new suppliers brought on to the catalog or outages that are happening in the near

request and manage service contracts, and make seamless future.
payments to vendars and suppliers.

- - To get started, select one of the tiles below, or click any
information icon @ for guided assistance.
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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 PO from the From
dropdown.

Create Vouchers and Receipts

4. Enter the PO number for the Purchase Order for which you are creating the voucher. You can click the Search Q
icon to search and select the Purchase Order.

Search Purchase Orders

<)) page it 0Pe Page =

POMsber  Supplir Cresied Dote/Time POStts  RecuistionMumber  Prepared For Snmen et Metehing Stans Toral Amount

CUAOOTITE S8 ASCHA EETIVN Corpiees JEITE: Fieogie Requester 15 SemToSuppler  NoMarches 90000 USD -
CUM00IITF  DELLMARKETING P (3) nnzms o (EEmml) 4160688 Margganan Seetharaman  SentToSupoler  Fully Matched 1272 US04
CUMDOTI7E  STEMCELL TECHNOLOGIES I () s ssors e (TR A16a27s Tanya Fraster SentTaSupgler  HoMatches 122600 USD
CURIOOTST5  STEWCELL TECHNOLOGES | () s se e (Rl S5z Tanya Frstor SentToSupgler  NoMatches 186,00 USD -+
CUQOOTITA  DELLMARKETING LB | () QELCTENECIN corgines TN Marayanan Seetharaman  Sent TaSupplier  Panally Matched 1212 U0 4
CUNOOIITE  DELLMARKETINGLP | (3) IEECTRENEEIY comice: LY Harsparan Sesttaroman  SentTaSuppler  Fully Matchet 1212 US04
CUMOITIT2  CANDEXSOLUTIONS MC. | () e z0se v (D) A16ans Faigun Patel SentTaSupgler  HoMatches 200000 USD 4
close

Type your criteria in the Quick Search field, press Enter, and click the Add + icon for the matching Purchase
Order.

5. Click the Create button. The Voucher form appears.
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Columbia University Finance Training

Job Aid: Creating a PO Voucher in the CU Marketplace

Creating a Voucher Directly from a Purchase Order

Viewing the Purchase Order and Associated Vouchers

If a Purchase Order already has VVouchers against it, the Vouchers tab at the top of Purchase Order screen will display
the number of VVouchers and links to the Voucher documents will be listed in the Summary pane. You can create a new
Voucher from the VVouchers tab

WCOLUMBIA UNIVERSITY 0 A Search (Alt+Q) a 600000USD W @ © w4 &

Dashboards + Welcome Page a +

< Medical And Dental Suppiies [ P Dem Onde Pay Servi jers And Consultaris Der s Welcome Page
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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 about what's happening in the Marketplace. The text
enabling you to efficiently shop for goods and services, can include new suppliers brought on to the catalog or outages that are happening in the near
request and manage service contracts, and make seamless future.

payments to vendors and suppliers.
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To get started, select one of the tiles below, or click any
information icon @ for guided assistance.

Orders

Contracts

Action Items : Helpful Links

& Buying and Payin(

There are no Action items to display.
& Vendor Man

1. Select the Orders tile and view the My Purchase Orders section to see your list of Purchase Orders

My Purchase Orders -

Total Purchase Orders: 381 Approx. Total Amount: 42,662,427.17 USD
PO Created
Number = Supplier Date/Time ~ PO Owner Total Amount
CUADDO1378 S & ASCHARFSTEIN GRAPHIC SUPPLY . D 11/11/2024  Reggie Requester 900.00 USD
11:37:55AM 15
CUADDD1377  DELL MARKETING LP (D 11/11/2024  Narayanan 1212 UsD
10:59:02AM  Seetharaman
CUADDD1376  STEMCELL TECHNOLOGIES INC (D 11/8/2024  Tanya Frasier 1,226.00 USD
5:50:19 PM
CUADDO1375  STEMCELL TECHNOLOGIES INC (D 11/8/2024  Tanya Frasier 186.00 USD
5:49:58 PM
CUADDD1374  DELL MARKETING LP (D 11/8/2024  Narayanan 1212 usD

34934 PM  Seetharaman

< 3 Page 1 of 77 1-5 of 381 Results 5PerPage a

2. Click the PO Number for the desired Purchase Order. The Purchase Order page appears.

&2 COLUMBIA UNIVERSITY 0 w- Searth (At+Q) 18%00usD W O™ 4 20
Purchase Order + JAPAN PUB TRADING CO LTD + CUAD002114 Revision 0 ® [ BN GRS
General Information -+ Shipping Information - Billing/Payment v Summary =l
POReference No. CUADOO2114 Ship To Bill Te
Open Contact Narme Falgun Patel Contact Name Falgun Patel Subtotal 1.500.00
Tawer 3 Tower 3 Tax1 0.00
ision No. o 100 Haven Ave 100 Haven Ave Tao .00
FL29, RMO29F FL29, RMO2SF
Supplier Name @ ACH JAPAN PUB TRADING COLTD cume cuMC 1.500.00
New York, NY 10032 New York, NY 10032
Address 5 Mayhew Drive United States United States
155 Sand Street Related Documents
1490 Homell Loop . i Requisition: 4196335
ShipTo Address  202129029F BillTo Addres 202129029F quisition: 4196335 L)
TOKYO, Hyogo Ken 101-0064 Japan Code Cade Vouc 1986 -
Purchase Order  1/3/2025 Voucher. -
Date
! Billing Options Voucher: VADO1988 -
1500.00 Accounting Date  1/3/2025
‘What's next? v
Requisition 4196335 view | pi ment Terms  Due Upon Receipt ( Manual )

0B, DAP - Delivered at Place

3. Click the Vouchers tab to view Voucher information and Line Details showing the Voucher Qty/Cost applied to
the Purchase Order Line(s).
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Columbia University Finance Training

Job Aid: Creating a PO Voucher in the CU Marketplace

* &2 COLUMBIA UNIVERSITY 0 ~- Search (AltsQ) 18%000USD W 0 O w4 .l.d
Purchase Order + JAPAN PUB TRADING COLTD - CUAD002114 Revision 0 -3
vouchers € wments 1
. . Summary -
Records found: 3, Toaling 160,00 UsD 0 v
Voucher No. L Supplier Voucher No. Voucher Date Due Date Voucher Type Payment Status Voucher Total Inwoiced By Details -
VADO1988 (7 FP Test78 1/3/2025 1/3/2025 Vioucher Payable 10.00 USD Patel, Falgun Supplier Status
VAGO1987 [3 FP Test8990 14372028 1/3/2025 Voucher Payable S000USD  Patel Falgun Sent To Supplier
VADO1986 [5 FP Test7 1/3/2025 1/3/2025 Voucher Payable 100.00 USD Patel, Falgun
JAPAN PUB TRADING CO LTD
Line Details Total (1,500.00 USD) A4
Line N Product Name Cma\m; Mo Unit Price: Qty/UOM Extended Price Voucher Qty/Cost Status : | e
1 ‘_‘GBDdSLH'!E 1,000.00 USD 1EA 1,000.00 USD |/ 995.00 USD pen !
/5.00 USD Net Involced
1.500.00
2 [} Goods line 2 500.00 USD 1EA §00.00 USD 1 345.00 USD pen 0.00
al 155.00 USD Net Invoiced 000
1,500.00
Creating a Voucher from the Purchase Order
In the Voucher tab of the Purchase Order, click the Add =+ icon.
o2 COLUMBIA UNIVERSITY O 4~  samawy Go000UsD W O W & &
Purchase Order * S & A SCHARFSTEIN GRAPHIC S... + CUA0001378 Revision 0 s o -
1 firmat W ANQe Q 1 Vouchers m 2
ki Er =
Details ~

The Voucher form appears.

Completing the PO Voucher

The Voucher Entry screen will pull line item data from the PO (accounting information, requester details, etc.). The
Summary pane will indicate the fields you must complete.

Pl <2 COLUMBIA UNIVERSITY O u- seoavg  a  umouwe w o @ 4 2@
NBN  Voucher - HURON CONSULTING GROUP + 3084513 > & O -
- Summry Joiching oot Messag
[ )
Q General #-  Addresses # - Note/Attachments
Voucher Remit To Interal Note o vaive
F R o value 32 Cobb Avenue
© Required CHICAGO, Ilinois 60674-8000 Internal Attachments  Add
United States
R o valve address 1d Billng-1
Bill T
o vaue
@ required Contact Name Mel Ladewig
Tower3 Empty Intemal Attachrments
ACH HURON CONSULTING GROUP 100 Haven Ave
e HURON CoNSULTING GROUP
C cume Total (5,000.00 USD)
Owner Reggle Requester | e Yok N 10032 otal (5,000. )
n anorazs Urited States Related Documents v
DueD 4072025 Payment Information 7o e
® 5 ovenidoen L]
Ac inting Diate 4/10/2025
Due Upon Receipt { Manual } v
[ ] no valve
‘erms Discount 0.00 USD
jop o vkon
er Na 2025-04-10 ez2248 01 al
no vakim L ne

1. Click the Summary tab to begin completing the Voucher. Do not complete any information from the Entry tab.

2. Inthe Summary pane, click either the Required Payment Reason Line or Required Supplier Invoice No. link.
2

Summary

° Correct these issues.
You are unable to proceed until addressed.

Required: Payment Reason: Line
Required: Supplier Invoice No.

You will be able to complete the required information for both fields. The Edit General window appears.
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Columbia University Finance Training

Job Aid: Creating a PO Voucher in the CU Marketplace

Ovemce Discoum Tems

3. Select Invoice from the Payment Reason dropdown.

invoice Information

General Information

Petty Cash Establishment Payment Request -

Petty Cash Replenishment Payment Request

4. Type the Supplier Invoice No. as indicated on the invoice you received from the Supplier.
If an invoice number is not provided, enter the document date (or today’s date) + Total Gross Amount
(MMDDYYAMOUNT) —do not include $ sign.

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

6. Click the Save button.

Editing Lines

If you will receive multiple invoices for the Purchase Order, or if the invoice does not equal the total amount of the
Purchase Order, you can edit the Lines to indicate the correct amount and/or quantity of the Purchase Order that is being
paid.

Note: Be aware of the Change Request Policy to ensure that any price increase is within the allowable variance

tolerance threshold. Above the threshold, a Change Request is required to increase the value of the original Purchase
Order.

If the Purchase Order has multiple Lines but the invoice is for a specific Line, you can remove any Line from the
Voucher that is not yet invoiced.

Editing Price and/or Quantity to Match the Invoice
1. On the Summary tab, scroll to the Line that is to be edited and click the Edit Line Item Details ¢ icon.

O #-  wowa o umxum ¥ oA 4 20

® & @O -
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Columbia University Finance Training

Job Aid: Creating a PO Voucher in the CU Marketplace

The Edit Line Item Details window appears.

Edit Line 1: flem Details
1 Dema PO Prm with Corract e [som00 s 500000

chosonn7a

2. Adjust the Unit Price or Quantity to align with the invoice.
3. Click the Save button.

Removing a Line
1. Scroll to the Line that is to be remove and click the Line Item Actions --* icon.

SumTTETy
CUADDOZ127 -~
@) comect these issues.
Status PO Line hem Catalog No. Size/Packaging Unit Price Quantity Ext. Price You are unable to pr
Goods Request Form Required: Payment
Required: Supplier I
ontract no valve
Be aware of these is
Take action and proc|
7 1 consulting service for chart string test EA 10,000.00 a1 10,000.00
Qverride

~ ITEM DETAILS
Accounting Codes

Coptal Asset N/
. Remove
Yoe
ConVért To Substituted ltems

Asset Location  no value

20250107 Internal Line

& End Date  2025-02-07 Accou

Replace with PO Line
D novalue

no value

2. Select Remove.

Handling an Accounting Code Change for a Partially Vouchered Line

When processing a new Voucher for the remaining amount of a Purchase Order line that has undergone a Financial
Change Request, the previously vouchered line will be matched and new lines will have been created for the new
Accounting Code.

1. Open the Purchase Order and click the Vouchers tab as instructed in the Creating a VVoucher Directly from a
Purchase Order section of this guide to view Voucher information and Line Details showing the Voucher Qty/Cost
applied to the Purchase Order Line(s).

P clo COLUMBIA UNIVERSITY 0O - sewen v w o w910
! Purchase Order -+ WORLDWIDE BOOKS CORPORATION - CUA0001873 Revision 1 = O -
Status summary Revisions 2 Confirmations Shipments Change Requests 1 Recelpts vouchers () Comments 1 Attachments >
g N Summary =l
Records found: 1, Totaling: 50,000.00 USD
-
iy Voucher No. 4. Supplier Voucher No. Voucher Date Due Date Voucher Type Payment Status Voucher Total Invoiced By Details >
“ VAD01775 (1 ePro 22 kp10 12/26/2024 12/26/2024 Voucher Payable 50,000.00 USD Supplier Status
Sent To Supplier
53 Supplier
Line Details WORLDWIDE BOOKS GORPORATION
Line No. Product Name Catalog No. Unit Price Qty/uom Extended Price Voucher Qty/Cost Status Total (100,000.00 USD) ~
# 1 [Z} Music Books 100.00 USD 250 EA 25,000.00 USD mr Net
25,000 D Invoiced
ﬂ‘ 2 £} Book Binding 25,000.00 USD 1EA 25,000.00 USD. m; Net a
25,000, 0 Involced Subtotal 100,000.00
3 [ newaccount code 10000USD 250 EA 2500000 USD m; Open el 0.00
for music books 25,000 D Tax2 0.00
4 @ new account code 1.00 USD 25000 25,000.00 USD m; Open 100,000.00
for binding servic EA 25,000 D
Related -

2. Click the Add + icon. The Voucher form appears.
3. Click the Summary tab. Do not complete any information from the Entry tab.
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Columbia University Finance Training

Job Aid: Creating a PO Voucher in the CU Marketplace

Voucher - WORLDWIDE BOOKS CORPORATION - 3039616 @ [= IO RS Complete
Entry Summary Matching Supplier Messages Comments Attachments History
@ Volues vary by ine.
LINE ) Correct these issues. ~
‘You are unable 1o proceed until addressed.
PC Business AM Business
6L Business Unit  Project Activity Department  Initiative Segment Site Unit Unit Required: Payment Reacon Line
coLum ENO03379  O1-COMMSERV 5703102 00000 00000000 16 value GENRL coLum Requirad: Suppler Inveice No.
Columbla University  COMM SERV S0C Y. 1w Studen Undefined Iniative Undefined GENRL Columbia
OF N Segment Iversity Be aware of these issues. o
Take action and proceed.
2 Lines coo [0 = Empty: Internal Attachments
CUADD01873 O WORLDWIDE BOOKS CORPORATION
Total (50,000.00 USD) -
Status POLine ltem CatalogNo.  Size/Packaging  Unit Price Quantity  Ext. Price
Subtotal 50,000.00
LA 3 new account code for music EA 10000 Qu:zs0eA 2500000 - [] Discount 0.00
books Taxi 0.00
Shippin 0.00
A ITEMDETAILS 3 P e
Handling 0.00
Contract no value Capital Asset Type N/A Miscellaneous Fees 000
Intemnal Line Add Asset Location no value 50,000.00

The remaining available amount to be vouchered is displayed in the Summary panel on the right.
4. Scroll down to see the original Accounting Code in the Codes section.

5. Scroll down further to see the new PO Lines available to voucher against and the new Accounting Codes associated
with the line as a result of the Financial Change Request.

Voucher + WORLDWIDE BOOKS CORPORATION + 3039616 @ s O - Complete
Entry Summary Matehing Supplier Messages Comments Attachments History
2 Lines
CUAD001873
) Correct these issues. ~
Status | PO Line |item Catalog No. Size/Packaging  Unit Price Quantity Ext. Price You are unable to proceed until addressed
1 v 3| new account cade for music EA 10000 Qty: 250 EA 25,000.00 - Required: Payment Reason: Line
books Required: Supplier Invoice No
~ ITEM DETAILS ? rd Be aware of these issues. ~
Take action and proceed.
Contract: no value Capital Asset Type N/A
Empty: Internal Attachments
Internal Line Add Asset Location no value
Amachments WORLDWIDE BOOKS CORPORATION
Capital Profile ID no value
Account 64150 Total (50,000.00 USD) ~
OFFICE SERVICES-GENERAL Capital Related Tag/  no value N
Asset D (if known) Subtotal 50,000.00
Serial Numbers no value Discount 0.00
Taxi 0.00
Budget Year no value Shipping 0.00
Handling 0.00
~ Values have been overridden =
ACCOUNTING CODES for this line £ 0 Miscellanesus Fees 0.00
LINE 50,000.00
PCBusiness  AM Business
GL Business Unit Project Activity Department  Initiative Segment Site Unit Unit Related Documents ~
coLum UR004672 016l Funding 1403102 00000 00000000 no value GENRL coLuM Purchase Order: CUAQ001873 -
Columbia University G Funding Gl Fundin FHR Human Undefined undiefined GENRL Golumbia
Resources nitiative Segment U 4189655 -

6. If you need to update the amount or quantity to match the invoice received, click the Edit Line Item Details ¢
icon.The Override Line: Accounting Codes window appears.

Edit Line 1: Item Details X

3 new account code for music books EA | 100.00 250 EA 25,000.00
Contract Select Contract
Capital Asset Type NIA v
Account # 64150 [’
Asset Location Search a
Serial Numbers no value
Capital Profile I Search Q,
Budget Year v

Capital Related Tag / Asset D (if

known)

7. Editthe Amount or Quantity to match the invoice received and click the Save button.
Repeat for additional lines as needed.
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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.

Seanch (M- acousy W Lol

@

2 COLUMBIA UNIVERSITY

Voucher

= 07 COM INC

Summary 51511 Hare
anazs

A0
e

© 183476527

Erse Lpon Receit | Martal

]

0,00 USD

PUEOT V4 cI2Z248 0

o »-
® & O .

o Summany
Irvpise Vakdation

Dopt Approval Leved 3

Diept Approval 82,500 -

1403102 [FHR Hurman Resources):

[ Viahies)

s 20

|
sm

Post Payment information  # Discount, Tax, Shipping & H... #

Unkncwe 11,000.00 U150

Mo

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

Ad-Hoc Approver x

sfer St oo S S To keep the approvers in the correct order: in

— . the After Step field, select “Upon Submission

—— e = (First Step)” for your first approver (Ad-hoc 1);

' then select “Ad-hoc 1” for your second approver

Comments
(Ad-hoc 2); then select “Ad-hoc 2” for your
third approver (Ad-hoc 3); and so on

1000 characters remainir gd
* Required Save Close

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 9 wu- Search (A0 a owsow o™ 4 20|
qroucher = 07 COM ING * 183476527 ® & O m
Summaey | 1071 Heea ' .
S —
I;wl.w Faeaigt { Manual . % o Summary 4
Draft
0,00 USD o vkl
Crc Fasetuby
20250714 ex2248 01
F Ad-hoc 1
Post Payment Information  # . Discount, Tax, Shipping & H_ # i 1
Uriknawn 11,000.00 50 A B
No
Hacount, tax, shippig & handieg
e i Involce Valdation
Y6
Whsgited

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).

Follow up with all Ad Hoc approvers to ensure timely approval
Page 7



Columbia University Finance Training

Job Aid: Creating a PO Voucher in the CU Marketplace

Attaching the Invoice

1. From the Summary Pane, click the Empty Attachments link.
Summary =

e Correct these issues. ~
You are unable to proceed until addressed

Required: Payment Reason: Line
Required: Supplier Invoice No.

Be aware of these issues. w
Take action and procesd

Empty: Internal Attachments

The Add Attachments window appears.

Add Attachments

Attachment Type @ File (O Link

File(s) %

Drop File or Browse
Max. File Size: 5.0 MB

* Required fields Save Changes Close

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

3. Click the Save Changes button.
You can navigate to the Attachments tab to view your attachments or upload additional documents.

Submitting the Voucher
Click the Complete button to submit the Voucher.

kbCDLUMNA UNIVERSITY 0 ~- Seach {1+ siooouss W QM &
Voucher + 5 & A SCHARFSTEIN GRAPHICS.. - 2972886 ® _

Sppher M ssages Atachments.

Summary El

58 A SCHARFSTEIN GRAPHIC SUPPLY ING

Attachments found: 0

There ave no ateschments for s document 123456

Total (900,00 USD)

The Voucher Submitted confirmation screen appears.

© Voucher Submitted

Summary Create Voucher

vaD01210
Pending

123456

20241112 £22208 03 PO numbers I Q
1122024

900.00USD

3

CUADODT378

You can click the Voucher number to view the VVoucher details.
Additionally, you can create a new Voucher from this screen.
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