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Visit Finance.columbia.edu. Under the Systems tab, choose CU MarketPlace. 

 

Click the shopping cart icon on the left and choose Shop. In the Shop search bar, enter the product you 
wish to purchase. 

 

 

 

https://www.finance.columbia.edu/content/systems#!
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Click product link to open details about the product, update quantity field then click add to cart. 

 

Click the shopping cart on the upper right toolbar to view cart or checkout. 
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!!!IMPORTANT: Category code must manually be changed to identify product as a radioactive product!!! 

Scroll down on the requisition page to the line item section and click the pencil icon to edit. 

 

Click the magnifying glass  to open a search for the Category Code and type ‘RAD’ in the description 
then click filter. Click the + sign next to the category “41106006 Radio nucleotides or nucleosides”.  

  
You’ll be returned to the line edit screen showing the newly chosen category code. Click save. 
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Changing to a radioactive category will prompt a delivery address change request on the requisition page 
that will be highlighted on the upper right under the draft summary section as shown on the left below. 

 

Ship-to Campus/Building Address 
Codes 

Morningside/CEPSR 1052020212 
Manhattanville/Geffen 3051SCSC3- 
Medical Center/Georgian RADSAFE-MC 
Lamont Doherty Earth Observation/Receiving RADSAFE-LD 
Nevis RADSAFE-NL 

Go to the shipping section and click the pencil icon to change the shipping location to the 
appropriate RAM shipping location from the table listed above. 

  

Type the appropriate code into the ‘search additional’ box that appears in the edit shipping window and 
click the address that populates beneath in blue (See below an example for a ship-to delivery address for 
CUIMC). 

 

The contact name field should be your name. Click “Add to my addresses” and provide a Nickname for 
the address (See below an example for a ship-to delivery address for CUIMC). Then click “save”.   
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Edit the accounting codes section of the requisition page to provide the appropriate chartstring for your 
purchase. Address any other instructions that may appear in the right side summary section. Then click 
Place Order to complete your purchase. 

 

 

Note: Under the right side summary right side summary section you will 
see the routing activity. Once your requisition receives departmental 
approval, it will route for special approval to members of the Radiation 
Safety Office. If you click the words “Special Approval”, the list of approver 
names will appear for your reference. Contact Radiation Safety at rso-
ehrs@columbia.edu or 212-305-0303 if you have any questions. If the RAM 
supplier asks for a copy of your current license or proof of delivery address, 
please forward their inquiry to Radiation Safety at rso-ehrs@columbia.edu. 
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