Step-by-Step Guide
Reviewing Incompatible Access Purchases

In This Guide

In CU Marketplace, users with Incompatible Access can enter requisitions over $5,000,
and then proceed to approve them.

This guide discusses:
v Inquiring on requisitions over $5,000 that were created and approved by the
same individual

The inquiries described in this Step-by-Step Guide cannot be performed
by individuals with the Shopper role in CU Marketplace, as Shoppers can
only view their own information.

Procedure

1. Begin by accessing CU Marketplace via your campus portal. Locate your CU
Resources section and, under the Business Applications area, select the CU
Marketplace link.

2. Perform a Document Search. Use your side
navigation bar and go to Orders & e L smpese
Documents > Document Search > Go |
Search Document. Requisition Identification
3. If the simple search appears, click the o
advanced search link. Reguistonformation
participant(s) F

4. Use the Search dropdown to select
Requisition.

5. Enter your search criteria:

a. Click the magnifying glass # to the right of the Prepared By field to search for
the Requestor.

Search |Rrequisition - simple search
b. The User Search pop-up window appears. il

Search for the Requestor by last name, firSt | reausition 1dentification
name, email address, and/or department. Bl

Requisition Narme

Requisition Information

c. Select the appropriate Requestor(s) from

Participant(s) el
the list of results. To select additional o :g
. Prepared By elissa Stanford
Requestors, click the Search for Another e —— o
Date ubmit Date A ast Monf b
User button and repeat steps b and c. s CT o — T =
- U er ):‘
d. Click the Add Selected Users button. o o

e. Click the magnifying glass ~ to the right of the Approved By field and search
for the same individual(s) as the Requestor(s) in step c.

Revised 11.18.13 Finance & Procurement Help Desk: 303.837.2161 Page 1 of 2
For additional learning resources, visit www.cu.edu/psc.



https://my.cu.edu/index.html

Step-by-Step Guide
Reviewing Incompatible Access Purchases

f. Use the Date dropdowns to enter the time period for which you want to review
data.

g. Use the Total Amount dropdown to select /s Greater Than and enter “5000” in
the next field.

6. Click the Go button (located at the top or bottom of the page) for a list of
requisitions over $5,000 that were created and approved by the specified individual.

Export your list into Excel to print a copy or edlit...

1. Click the Export Search button located at the left side of the page.

2. The Request Export pop-up window will Request Bxport . -
A ile Name IA-Repo
appear. Enter a File Name and select A =
Screen Export as the Export Type.
expand | clear
3. Click the Submit Request button, then Export Type Sereen Export
close the pop-up window. Fenuest aa well 2 he Sice and mumber of otrer pending requente. T 11 ee e

4. You may receive an email notification —

from CU Marketplace once your export is ready. (This will depend on how you have
set your email preferences in your CU Marketplace profile.)

5. Use your side navigation bar to go to Orders & Documents > Document Search
> Download Export Files.

6. The Export Status will show whether or not your file is ready.

Results per page |20 Results found: 2 4|Pagelofl|k ?
File Name s Description = Request Date / Time™ Expiration Date % Export File Size s Export Status Lo r
< IA-Report 1.zip 1/10/2012 3:52 PM 1/17/2012 489.0 KBytes Completed r
1A_Repo 1/10/2012 3:45 PM 1/17/2012 N/A No results r
Remove Selected
& inip N EvaliationVersion) eI A-REporii k=) =13
File Actions Options  Help
7. Select the name of your export and
open the .zip file. o B 5 @ @V e &G ¢
Tew Open Favarites Add Extract Encrypt Wiew Checkout ‘Wizard
Type Modified Size  Ratio Pz
Microsoft OF...  1/23{2012 12:25 PM 1,998 52%

8. Open the CSV file.

9. Your list now appears as an Excel spreadsheet. You may want to resize some of the
columns before printing.
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