ARC Radioactive Materials (RAM) Procurement Instructions:

(Note: You must have Procurement privilege within the ARC system to be able to process a requisition within that site.
View the Finance page https://www.finance.columbia.edu/content/apply-access-finance-systems to learn how to gain
access from the Finance team.)

Login to ARC: Access the ARC Portal by visiting MyColumbia: https://my.columbia.edu/
Login with your UNI and Password. Choose the ARC Portal then Go to ARC.

Clicking the above link opens up your ARC center in a separate window.

Note: ARC windows will time out after 15 minutes of inactivity.

To open a new requisition: Menu — eProcurement — Requisition

1. Reguisition Settinis:
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Business tni Combia gniersty Provide a title for your requisition in the Requisition
Requester [p2696 SacheliJiian D Name O solessingle source
_— Prionty Name field (Input Principal Investigator’s Name). Reset

“Currency
Default Options (7

© pefault
these fields.

@ override If you select this option. the defaults specified below will override any predefined values for these fields only non-blank values are assigned N .
information.)
Line Defaults (2

Supplier a category Q Choose the Supplier by using the eyeglass icon ® nextto | =

Supplier Location Q Unit of Measurs Q that field to search vendors. Once you choose a vendor,

Buyer Q the field titled Supplier Location will automatically

Shipping Defautts populate based on the vendor you chose. You can choose

“snip To Q View Ship To Address View Bl To Address the Buyer using the eyeglass feature beside that field,

Due pate 5 “attention *Bill To Location ID Q however, the ARC system will route to the proper buyer

ship Via [cOMMON a Freight Terms [DES Q regardless of whether you choose one. Choose Unit of

Distribution Defaults

speedChart

Accounting Defaults Personalze | Find | &9 B First (4 107t ) Last *#*The most important field to focus on in this section is

SDAUs|, Detais | Assetinfornation | [P the Category field as it will route the Shipping of your

Dist Percent Location GL Unit Account Dept PC Bus Unit Project Activity Initiati RAM requiSitiOn and allow for proper prior approval by 'l
1 cuooooooot|@, [coLuM |a Q Q Q Q Q the Radiation Safety Office.*** (see next page for

> eProcurement~ > Requisition

<l

i ]

If you select this option. the defaults specified below will be applied to requisition lines when there are no predefined values for
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Choose Category Lookup by clicking the eyeglass icon “ to the right of the Category field. Search Category by setting
the search criteria to Description (default is ‘category’ so use the pull-down menu to instead choose ‘description’) then
type in RAD and click Find. Click on the desired category code to choose it.

Look Up Category
Help
MNote: You may either Search or Browse to look up the appropriate category for your special request
Search Categories
Search By Description w RAD Find
Categories Personalize | Find | View All | E‘—]\ L:i‘ First ‘4 1-130f13 '*' Last
Catalog Category Description Find in Tree
1 Non Catalog 26142300MC RAD-Radiation detectors - GUMC
B — — TG e Notice campus designations are 1nc}u46d in
Momeaeade the category numbers as well as within the
Y oniiig T Sgﬁfeﬁi.i'is”?ﬁ'ifn‘lﬁ32.32 description titles. Be st.lre to choose the
: ! correct campus designation to send your
4 Non Catalog 2514240001CAP Radioactive Equipment-Capital package to the correct location by clicking the
desired category code. This returns you back
5 Non Catalog 411080062M RAL Hatko nucteolides oF fid :
2 nucleosides - ZMBEI to the Requisition Settings page.
& Non Catalog TRADE IN Trade-in
P RAD-Radio nucleotides or
7 MNon Catalog 41106006LD Byt gyt st
o RAD-Radio nucleotides or
8 Maon Catalog 41106006MC R e
DA RAD-Multifunction upgrades
9 Mon Catalog 44101724MC (Medical Center)
PRty RAD-Radio nucleotides or
10 Non Catalog 41106006MY e
i RAD-Multifunction upgrades
11 Non Catalog 4410172403 (Morningside)
12 CU_ITM_RESEARCH 2614240001 Radioactive Equipment-Minor 2
a W fq94E Radioactive waste material
13 CU_ITM_WASTE_CLEAN 76131501 gl el
Browse Category Tree
Return

(Text table version below.)

Category Description

26142300MC RAD-Radiation detectors - CUIMC
26142300MS RAD-Radiation detectors - Morningside
41106006MS RAD-Radio nucleotides or nucleosides (Morningside)
2614240001CAP Radioactive Equipment - Capital

41106006ZM RAD-Radio nucleotides or nucleosides - ZMBBI
41106006LD RAD-Radio nucleotides or nucleosides - Lamont
41106006MC RAD-Radio nucleotides or nucleosides - CUIMC
44101724MC RAD-Multifunction upgrades (Medical Center)
41106006NV RAD-Radio nucleotides or nucleosides - Nevis
44101724MS RAD-Multifunction upgrades (Morningside)
2614240001 Radioactive Equipment - Minor

76131501 Radioactive waste material treatment
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Requisition Settings

Business Unit  COLUM Columbia University Requisition Name |Perkin Elmer Order
Requester [jp2696 Sacheli Jilian D [T solersingte source
“Currency |USD priority Hioh

Default Options (7

Ifyou select this option, the defaults specified below will be applied to requisition lines when there are no predefined values for

nese felds In this example screenshot, the upper information and line default
‘é'{)verm!e Ifyou select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned. inf()rrnati()n has been input With the category code already chosen,
Notice in the Shipping Defaults section the Ship To section now

© petautt

Line Defaults (2

supper (0000001108 |4 Category. 4110500620 2 appears grayed out. The shipping address is automatically locked in once
Supplier Location |ACH-01 (e} Unit of Measure | EA Q .
. the correct category code is chosen.
uyer Q

Shipping Defaults

“shipTo RADSAFEZH = ew ship To Adcrese Vew 8l ToAdaress Finish the Shipping Defaults section by inputting the Due Date and

DueDate B “Atention e ocsmonty % || Attention ficlds and choose the correct Bill To Location ID using the
Ship Via |COMMON Q Freight Terms | DES aQ .
Distrbation Defoute | eyeglass icon “ next to that field to search.
SpeedChart a B
Accounting Defaults Personalize | Find [ 2] B First (& 101 & Last

If you are using only one chartstring for the payment of this requisition
vt Porcemt  Location cLunt  Account  Dept PCBusUt  Project  Actiy it — you may input it in this Distribution Defaults section. If using multiple
! Cuouo0oNT_jQ [coLum 2 2 a 2 2 chartstrings leave it blank and continue on by clicking ‘OK’.

< n | 3

Chartfields1 || Details || Assetinformation

K || Cancel |

2. Create Requisition
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Create Requisition (z

Welcome  Sacheli,Jillian D

@ Home A lypreferences Requisition Setings | 2= 0Lines [ Checkout |
Request Options = search Al - [ Seach | agvanced Search
Enter search criteria or select Catalog Web Special Requests . . .
'gg;ﬂ?gj:; ;u"u‘,",zgﬂ";&" ® Browse Catalogs ® Browse Supplier Websites = Create a non-catalog request You will choose spec1al request for non-service purchases.
All ltems Catalog McKesson Punchout
Construction Consultant
Equipment & Fumniture
Facilities ConstiOprMaint Srv
IT Hargware
Wore.
Forms [§r Favorites Templates
Create and Submit Forms Browse Favorite ftems and Browse Company and Personal
Senices Templates
8 epro services @ Recenty orderea ) External Catalogs
Request Services View recently ordered items and Browse Supplier Website ftems
senices

Fixed Cost Service Calibration of Model Rad Eye.
Variable Cost Senice Freight
Time and Materials Unquenched LSC standards, 20.

Calibrate and service 125 me.

Annual senice and license f...

More.

(=] Notify
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Favorites = ‘ Main Menu v >

ARC

eProcurement > > Requisition

Home | Workist | AddtoFavorites Sign out.

Create Requisition 2

New Window | Help | Personalize Page =
Welcome ~SacheliJilian D

® Home 7 WyPreferences % Requisition Setiings | ¥ 0 Lines. | Checkout \« L. .
— S Each line item you add to your cart will be counted next to the basket
Request Options = Search All - I Search | A venced Search
icon & here. Click Checkout once you have added all products you
All Request Options Special Reqllests > .
Catalog Enter information aboutthe non-catalog item you would like to order. wish to purchase.
All ltems Catalog
Construction Consultant Item Details

Equipment & Fumiture
Facilities ConstOpr/baint Srv

“item Description

|
ITHardare e [ | scurrency [ Input the required starred (*) fields as well as the additional
wen oy [ ] TuniofMeasure - (EA Q information field then click add to cart. You will do this for each
McKesson Punchout “Category [4110600621 Q Due Date [11/03:2017 | . N X .
item you are purchasing from this supplier.
Special Requests
Supplier
Forms SupplieriD 0000001198 Q E
Favorites supplier Name |PERKINELMER LIFE ANAIQ, PERKINELMER LIFE ANALYTICAL Suggest New Supplier
Templates ‘Supplier ltem ID

ePro Services

Fixed Cos! Senvice Manufacturer
Variable Cost Senvice MigID Q
Time and aterials
Manufacturer
Recently Ordered Mig HemD

External Catalogs
Additional Information

e

Send to Supplier ‘Show at Receipt ‘Show at Voucher

Request New Item

Request ew ftem NUIcation will e sentto & buyer regarding this new item requsst

-

| Addto Cart

3. Checkout — Review and Submit

-
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Checkout - Review and Submit

Review the item information and submit the req for approval.

e My Preferences L] Requisition Settings.
Requisition Summary

Business Unit  COLUM Columbia University Requisition Perkin Elmer Order
Requester jp2606 SacheliJillian D oleiSingle Source
“Gurrency [USD Priority High -

Cart Summary: Total Amount 800.00 USD

n

Expand lines to review shipping and accounting details

[ AddMore tems
Requisition Lines (7

Line Description

Item ID Supplier Quantity uom Price Total Details Comments Delete
1 g» RAM Product PERKINELMER LIFE 10000 Each 500.0000 500.00 2 @ et a
ANALYTICAL
? RAM Product 2 PERKINELMER LIFE 1.0000] Each 300.0000 300.00 B O Add m
ANALYTICAL I
Select All / Deselect Al Select lines to: [l Add to Favorites 73 Add to Template(s) 1 Delete Selected {ZMass Change
. . . . Total Amount 800.00 USD
Click each arrow to expand line information as shown below.
Shipping Summary

# Edit for All Lines

Ship To Location RADSAFE-ZM
Address 612 West 130th Street
Room L1-02
New York, NY 10027
Attention To John Smith
Comments
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|8) Most Visited @ Getting Started £ Suggested Sites A Invoice 0827343943 ] Web Slice Gallery 2 ARC 2 Swipe Card 2 CUMCIT

Fovorits~  MeinMenu~ ) aProcuwement~  Requisiion
ome | Womist | AddtoFavories | Signout
Line  Desaription ttem D Supplier Quaniity om Frice Totst Detsils  Comments Delete -
[E]" & RaM Product PERKINELMER LIFE 10000, Esch 5000000 500.00 . @ edit i |
ANALYTICAL
shipping Line 1 “shipTo  |[RADSAFEZM Ao Shipto Comments  Quanity o000 =
Address 612 et 120 Srest View Ship To Address Price 2000000 Price Adjusiment
Room L1.02
New York, NY 10027 Pegging Inquiry

Pagging Wettbench
Attention o [John Smith

DueDate 111922017

0
Ship Via  |common Q
Distibdegy T - spectchat [ @ rliqudsteBy Ami %
Accounting Lines Paonaize | Fina | view a1 6 Fimt 4 vort ) Lan Click the arrow © in front of Accounting
Granteta et | Dot | et remaon | Petinfamation | Budaet fermation | ) . . .
e e e = = B @ mm o s lines to expand the section. Then click | _
C=Y Q 0 2 a Q Yy Y a & 2] chartfields2 if you’d like to add multiple lines.
[z & rasrociaz remELER LiE oo £ach woo0 w0 B O 0 Add or subtract accounting lines using the +
s L 1 e as srio Comments cumntty | o000 = and - icons to the right of the line. Input the
Address 012 West 130th Street View Ship To Address. Price 300.0000 Price Adjustment . . . . .
L e Pegging iy chartstring information using either the
Peging Worsench . .
tenenTo e = speedchart function if you have saved
Dus Date 11022017 ] . -
snpvis oo o speedcharts or input each field manually. Use
—— N .
the eyeglass icon ¢ to search for any needed
ostibey @y | speeschat Q. lausesy A v information. Once done you can collapse any
Accounting Lines Personalize | Find | ViewAll || B Fist (& 1af1 ® Lest . . 1 . f . b .
Cranteia et | Dot | st momaton | Acetinfomation | gudge fomation | £ item or accounting line information by again
[ T A O T S clicking the arrows
BN a a a Q Q o[ Jal Ja a Ja @ =
[ Select Al Bessiect Al selectiinesto: [ AcatoFovortes 08 Adato Templatet) [ oetete selectes Buvios range
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Checkout - Review and Submit
Review the item information and submit the req for approval »*

My Preferznces Requisition Setiings

Requisition Summary
Business unit [COLUM Columbia Universiy Requisition |Ferin Eimer Order
Requester jpz850 Sacheliillian D [sotersingle source

“Currency |USD Priority Hoh ¥

Cart Summary: Total Amount 800.00 USD.
Expand lines to review shipping and scsounting details [ AgoMore tems
Requisition Lines |3
Line  Deseription Hem 1D Supplier Quantity o Price Total Detsils  Commants Delate

P @ & Rav Procua PERKINELMER LIFE 10000 Escn s00.0000 50000 B @ 0O
ANALYTIGAL

£ Ram Prosue 2 PERKINELUER LiFE T000d  Each a00.0000 30000 B Oum 0
ANALYTICAL

n

[P scitiinesto:  [assiormertes O agtioTempisies)  Doeis Seecid (-
ToalAmount 50000 USD

Shipping Summary

¥ Eaitfor Al Lines

Ship To Location RADSAFEZM
Address 812 West 120th Strast
Room L1-02

New Yerk, NY 10027
AtientionTs  John Smith

Comments

Requisition Comments and Attachments

Enter raquisition comments

- Once all chartstring information has been entered above, enter
; any comments/attachments and you must list the Principal
Ao mers Commani ns Asacnmanis Investigator’s name in the approval justifications box shown.
Click each line item box as shown above then click the Check
Budget icon. You will be asked if you want to save the
requisition in open status, click OK. The phrase Budget
-) Checking Status will appear to the right of the budget check
g B _omemnn I cmie IR s )8 reicsme: icon with the word “Valid” if it has passed the check. You may
now Save & submit the requisition.

=) Notify [

[ send o sumpier [ show at Reseipt [ Shovin st voucher

Approval Justification

Enter spproval justification for this reauisition
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4. Confirmation

(€
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Confirmation
“Your requisition has been submitied

Budgat Status Valid

& [.4 =

View printsble version Eait This Requisition

Department Approval _

Line 1 Schedule 1 Distribution 1:Pending —sier new
tem:RAM Froduct B
Department Approval

Pending

Maliiple Agerovers
Depariment ppronal

Line 2 Schedule 1 Distribution 1:Pending [sten New
temRAM Product 2 FED
Depariment Approval

Pending

Wil Approvers
Department Approval

Prior approval _

siart
Perkin Elmer Order:Awaiting Further Approvals Elier
Petn
Radioastive aterials
Not Routed

Wultple Approvers
4 & Prior Aprv - Radioactive Mtrs &

& 2
B creste new Requistton B | anege Resutsitons _
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Ches Budzst

G @  https;//arcenterprise.columbia.edu/psp/fn92prd/EMPLOYEE/ERP/c/PV_MAIN_MENU.PV_PROCURE_REQ.GBL?PORTALPARAM_PTCNAV=EP_PV_PRO

NumberofLines 2
Total Amount 30000 USD

Pre-Encumbrance Balance  £00.00 USD

% | C || Q Search

On the confirmation page you will see that your requisition has been
assigned a requisition number and has routed first for Department
Approval and then Prior Approval for RAM. By clicking the blue words
“Multiple Approvers” in either section you will be able to see who the
approvers are for each section. Note that the requisition must first be
approved by the department before the prior approvers will be able to see
it in their queue to provide the RAM approval.

The bottom button to Manage Requisitions allows you to search for your
currently open requisitions where you will see your new one listed and be
able to click the requisition number to view it and can add additional files
if needed by clicking Procurement EDM.

Home.

!—
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