Creating a Marketplace Requisition

Creators can create a requisition for goods or services that are currently available on the
Marketplace.

All requisitions for these suppliers must be created in the Marketplace. This ensures that
CUNY receives the negotiated contract pricing.

Once a Creator has logged onto CUNYBuy, the following must be verified:

e The homepage displays the default Business Unit. If you need to change the
Business Unit, click the User icon in the top right corner and select a different
Business Unit.

e Ensure that the Cart is empty and the amount is “0.00 USD”. /
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Create a Marketplace Requisition

Scroll down to the Marketplace section of the page and click on the supplier that will provide
the goods required. Clicking on the supplier tile will take you to the website of the supplier.
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Each supplier’s page will look different, so ensure that you follow the website navigation to add
the needed items to your cart. When you have completed shopping, click on the Cart icon to
proceed to checkout.

Any changes to the order — quantity, goods, adding or removing a line, etc. should be done at
this time, prior to submitting the order.

Click the Submit Order button. You will be returned to the Shopping Cart page in CUNYBuy.

ProfTech Search

Review & Checkout [ Print to pdf

Order Summary
Delivery to. White Plain, , NY 10603

Submit Order —

Items (1} $89.10

Total $99.10

Review the Shopping Cart and ensure that the items and quantities are correct.

Note: This is your last opportunity to make any changes to the contents of your cart. Once you
proceed to checkout, you will no longer have the ability to modify the contents of your cart. To
make changes, click the Modify Items link, which will take you back to the supplier website.

Click the Proceed to Checkout button to continue creating the requisition. You will be taken to
the Requisition page.

&Y Buy Central Office Al Search (Alt+Q) 10704usp W © @ @ ’

Shopping Cart + 3829204 B - assigncen

1 Item D - Summary -

Details v
CDW GOVERNMENT LLC - 6 Items - 107.94 USD

For
SUPPLIER DETAILS & == MAINEPAY /

Need to make changes? MODIFY ITEMS | VIEWITEMS Item(s) was retrieved on: 7/26/2023 1:12:35 PM

+ Lenovo Essential keyboard English black Name
ltem Item Number UOM Unit Price Quantity  Ext. Price 2023-07-2410863342 01
1 Lenovo Essential 6430364 EA - Each 17.99 6 EA - Each e
keyboard English black Total (107.94 USD) %
107.94 Total: 107.94
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The Requisition page will show the assigned requisition number at the top. On the right side
of the Requisition page is the Summary section that lists the status of the requisition and any
issues that needs to be addressed. These issues are also listed in the main document in red.
You can address each issue by clicking the link in the Summary section or the Required flag

in the main document.

Click the Required: Justification link to enter a justification for this requisition.

Requisition + 3801987 @ | = N6 Assign Cart Submit Request
Summary PO Preview Comments Attachments History
N - Summa £
General & Shipping # - Billing # - Y |
Business Unit (CTYPR) City College Tax Levy ship To Eill To )
(CTYPR) € Correct these issues. ~
no address no address You are unable to proceed until addressed.
Requisition 2023-06-23 10847271 03 @ Required @ Required Required: Justification
Name Required: Shipping address
Justification no value Delivery Options Required: Billing address

Required
Requested

Md by elivery Date
Preparg . )
Justification no value
Amoun’ )
& Required
AccountrE—r
dget Date

€) cCorrect these issues.
You are unable to prm:een? addressed.

Required: Justification 30.20

30.20

Required: Shipping address

General

Business Unit

(CTYPR) City College Tax Levy (CTYPR) /

Requisition Name * L‘z023-06—23 10847271 03
&
Justification * /
AFACTS expand | clear
Q Required
Prepared by Danielle Brothers
Prepared for Danielle Brothers Q,
Amount Only D
Accounting/Budget i}
Date
mm/dd/yyyy
% Required fields Close

Enter a descriptive name in the Requisition
Name field. You have to rename your
requisition from the automatically populated
name to make it easier to search for at a later
date.

Enter your justification in the Justification
field.

Change the name in the Prepared for field if
you are creating a requisition on behalf of a
co-worker in your business unit.

Do not check off the Amount Only checkbox
for Marketplace Requisitions— it will cause
errors and your requisition will not move
forward.

Click the Save button to continue.

- The Required: Justification issue will no
longer be listed in the Summary section.
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Continue going through the issues under the Summary section. There are several key items to
note and information that is required on this page. The box on the right — headed Draft,
indicates that there is additional information to be provided on this page.

Click the Edit pencil icon next to the Shipping section and select one of the available
addresses from the menu. Click the Save button.

NOTE: If an address is not listed, you must submit a Service Now ticket to add the address.

Ship To *

(O) No address assigned /

(®) Ady d Science R h Cent D

IZ':'Z' Chairperson for Administration — 141 Convent Avenue, City College of New York, New York, NY 10031, United States

(O) conference Room CTY - 1617 Amsterdam Avenue, City College of New York, New York, NY 10031, United States
% Required fields Close

Click the Edit pencil icon across from the Billing section.lick on the magnifying glass to see
the options. Select the correct Accounts Payable address from the menu, then click the Save
button.

Note: Billing address must match the business unit (BU). Therefore, you must never enter a
default billing address in your profile. If a billing address does not match the BU, an error will
result and your requisition will not move forward.

NOTE: If an address is not listed, you must submit a Service Now ticket to add the address.

Edit Billing

Bill To *

(C) No address assigned /

(®) Office - Open Cubicle System_WG-112-2_CTYPR =y

Attn To: Danielle Brothers |:| Add to my addresses
Contact Line 2 Invoices@ccny.cuny.edu
Address Line 1 160 Convent Avenue
Address Line 2 BH 214 (Baskerville Hall 214)
City New York
State NY
Zip Code 10031
Country United States

* Required fields Close
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The next step is to enter the Accounting Codes (Chartfields) for this transaction. Click the Edit
pencil icon or any of the Required flags in the Accounting Codes section.

Accounting Codes v
Special

GL Unit Operating Unit ~ Fund Department Program Major Purpose Initiative Funding Source

no value no value no value no value no value no value no value no value

@ Required @ Required @ Required © Required © Reqguired © Required © Required © Required

Chartfields can be entered directly into the fields or selected using the dropdown menu and
search icons. If you have previously created chartfield favorites, you can select them by
clicking the Code Favorites heart icon and selecting from the dropdown menu.

Note: Talk to your Business Office regarding any questions about chartfield strings.
You can validate the chartfield string by selecting the Recalculate/Validate checkmark icon.

Click the Save button once you have entered and validated the chartfields.

Edit Accounting Codes
Chartfield(s)
GL Unit * Operating Unit * Fund * == Department * Program * 3 |
v ( Search L'\( ‘ ‘ Search Q ‘ v |
- ® Required @ Required @ Required @ Required
Organization Values CO-HR
BARO1 - GL Business Unit + v

BKLOT- GLBusiness Unit |1, // ,

COSEN - GL Business Unit
CSI01 - GL Business Unit — “ Close

CTYO01 - GL Business Unit

When you return to the main page, the Summary section should have no additional
corrections indicated. If it does, correct them at this time.

Use the Comment tab to enter support information for the requisition. Click the New
Comment plus-sign icon to add a comment. Comments are only for internal CUNY review. All
communications and supporting materials for requisitions should be entered into CUNYBuy to
maintain a complete record in one location, allowing any authorized person to derive
information and status.

r Summary PO Prev e‘.“/ Comments Attachments History
(U _ /

O Summary -

b Records found: 0 Show comments for Requisition v 4+ “

Total (53.88 USD) v
No comments have been added

=
4
m Subtotal 53.88
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Note: Do not add attachments for marketplace requisitions.

Once you have finished entering all relevant information, click the Submit Request button on
the top-right of the page. This will finalize your requisition and submit it into workflow.

ﬁv Buy Central Office All = Search (Alt+Q) 53.88USD W v] ||° A
Requisition « 3829204 E @ ses Assign Cart Submit Request

Once your requisition has been submitted, you will see a confirmation receipt. You can print
this confirmation by selecting the Print link. You can click on the Requisition number link to
return to the requisition page, which will provide information on the status of the requisition as
it goes through workflow.

@ Requisition 3801987 Submitted

Summary / Options/

Requisition number 3801987

7 Print
Requisition status Pending
Requisition Name CLASS SUPPLIES Gidna s
Requisition date 6/23/2023 Return to your home page
Requisition total 30.20 USD
Mumber of line items 1

Once the requisition is submitted, the status changes Summary
from Draft to Pending. As you scroll through the p——

Summary section, you will see that the Budget has

already been checked and the Budget Pre- Total (50.00 USD) v
encumbrance has been set. Subtota 50.00
Note: The budget is checked automatically in CUNYBuy 5000
and is checked prior to any approvals. Workflow
As you scroll down further in the Summary section, you ) Stbmitted
will be able to see the approvals that are required for this
requisition. Unlike CUNYfirst, there is no requirement for ot P e
Supervisor approval. In CUNYBuy, requisition approvals
are based on two criteria: o) Budget Check
e The department associated with the requisition. Budget Valid-Preencumbered.
e The dollar value of the requisition V) aporoves
o A requisition with a value of less than $2,500, et Porallel Stene
requires one level of approval (Department 1 /
Approval)_ Department 1 Approval

Active
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o A requisition with a value of $2,500 or greater and less than $10,000 requires two
levels of approval (Department 1 and Department 2 Approvals).

o All requisitions with a value of $10,000 or greater require three levels of approval
(Department 1, Department 2, and Department 3 Approvals).

Click on the Department Approval link to view

the list of approvers.

Category approvers are also indicated if the
category code of the requisition requires that

approval.

The requisition will be sent to the approval
queues of the identified approvers automatically

through CUNYBuy workflow.

4

Department 1 Approval

Kim Gates

Note: Marketplace requisitions will be sent directly to the supplier. They do not require the
creation of a Purchase Order by the purchasing department.

Check the Progress of a Requisition/Purchase Order

Click on the Orders icon in the left-hand menu and select the All Orders option from the pop-

up menu.

The Search All Orders page contains a significant amount of information. See the status and
details of requisitions, purchase orders, vouchers, etc. by clicking the Order Identifier link.

ﬁv Buy Central Office

Orders
Search >
My Orders

Approvals

Orders » Search » All Orders

= Search All Orders

Quick search

All Orders

Requisitions
Purchase Orders

Change Requests

Supplier Update Requests

Vouchers

Receipts
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Orders » Search » All Orders

= Search All Orders

Type of Order: All =+  Created Date: Last 90 days = | Quic

< > Page 1 of 63 1-20 of 1259 Results

Order

O Identifier ¥ Type Order Status

O COsSPR- Purchase
0000060066 Order

O 3780191 Requisition

O COCPR- Purchase
0000060026 Order

O 3780248 Requisition

[0 COCPR- Purchase
0000060029 Order

O 3780256 Requisition



Different Chartfields For Multiple Line Requisitions
For multiple line requisitions, you must change the chartfield on each item line at checkout.

1. Navigate to the Summary tab of your requisition and scroll down to Accounting Codes.
2. You must start by entering the chartfield in the Accounting Codes section by clicking on
the Edit Accounting Codes Section icon. This chartfield will be applied to all line items.

o~

Accounting Codes P LTI
GL Unit Operating Unit Fund Department Program Major Purpose Special Initiative Funding Source
CTYO 9999 10 80274 99999 _CTY 350 9999 999999_CTY
GL Business Unit QU not applicable Unrestricted Tax Levy Security Operations PC not applicabie nstitutional Support sl not applicable F5 not applicable

3. Scroll down to the Line Items section and click the Line Iltem Actions ellipses icon. Select
Chartfield(s) from the dropdown menu.

ALL STAR SOFTWARE SYSTEMS - 2 Items - 10,000.00 USD I:‘
~ SUPPLIER DETAILS & »uu ra
Status  Item Item Number uom Unit Price Quantity Ext. Price /
SOFTWARE YOU DOWNLOAD 5,000.00 Qty: 1 5,000.00 l:‘
Override
~ ITEMDETAILS [ S e
Supplier
no value Internal Note no value
General
Internal Attachments Add ) g
Delivery C-p'-.lc-y
o valu Ch Id(s)
ntract Reference (For Non-  no value Hoyale hartfield(s
ct OR City/NTL Attachments for supplier Add PO Information
tUse)
Remove

8111180500 / IT Software Licenses (non SaaS) & Support

Account 55007 Add to Favorites

Move to Another Cart >

4. Enter the new chartfield in the Override Line: Chartfield box and click the Save button.

Override Line 1: Chartfield

GL Unit * Operating Unit * Fund* &= Department * Program * = Major Purpose * Special Initiative * Funding Source * =
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Important Reminders:

Always verify your Business Unit (BU) or change it when you start to enter a new
requisition.

Always start with an empty cart.

Once a marketplace requisition receives all approvals, it is automatically sourced to a PO.
When searching for requisitions, if it is not found through the search function, check your
cart. A requisition that does not pass budget will be automatically returned to your cart as a
draft.

Do not set a billing address as default. If the billing address does not match the BU, it will
return an error and will not move forward.

Never include any attachments for marketplace requisitions.

Do all communication via CUNYBuy. All communications and supporting materials for
requisitions should be entered into CUNYBuy to maintain a complete record in one location,
allowing any authorized person to derive information and status.
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