
CU Marketplace Instructions 
 
1. Login to CU Marketplace and use the “search” feature to find items. If your item is available on CU 
Marketplace, simply click “add to cart.” If your item needs to be purchased through a supplier, navigate to the 
new window and follow the site’s instructions for checking out. Note: Please remember to select the least 
expensive shipping option unless the purchase is urgent. 

 
 
2. Once you complete the vendor’s checkout process, CU Marketplace will automatically update your cart. You 
can now complete your purchase by clicking the cart icon and selecting Checkout.  
 
This will take you to the checkout dashboard: 

 
Fill out each required section by clicking on the icons/buttons circled in pink and update the information 
accordingly  
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3. For Shipping: search for “538 W 120th St,” then scroll until you find “Fl07 RM0704.” Select this as your 
shipping address to ensure delivery to the Pupin Hall mailroom  

 
4. For Accounting Codes: Complete each field by entering the chartstring information from the account that 
will be paying for your purchase 

 
 
5. Under Internal Notes and Attachments: Click “add” to upload the OrderBot form (please note the OrderBot 
form must be filled out correctly or it will be returned). Make sure to also upload your purchasing form and 
documentation of your PI’s approval 

 
 
6. Click Assign Cart and use “search” to select Tina Phounsavath (tp2882@columbia.edu) 

 
 
7. Follow the remaining CU Marketplace instructions to complete and submit your purchase request. 
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