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Managing Your TUmarketplace Homepage 
Purpose: The homepage of TUmarketplace displays many of the vendors and forms available to the Temple 
community. Users have the ability to expand and collapse each window to make the page more manageable. This 
document explains how to do so and discusses important links that are present on the homepage.  

 

1. Managing the homepage windows: 

1.1. Log into TUmarketplace. The homepage will be displayed.  

1.2. Notice that the Showcased Suppliers window, the AP/Purchasing Forms window, and the Punch-Out window 
are all expanded. 
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1.3. To collapse a window, click on the arrow in the upper right-hand corner of each window. 

 
 

2. Important links on the homepage:  

2.1. On the homepage, there are useful links located above the search bar, including one to submit non-catalog 
requisition and another that will take you to the list of TUmarketplace forms. How these links appear 
depends on the width of your screen. If there is enough space, these links will appear directly above the 
search bar. 

 
Otherwise, you must click on the three dots above the search bar, which will bring up the links. 
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2.2. Another set of helpful links are located down the left-hand side of the screen. Note that these links appear 
on every TUmarketplace page. 

 
  

Homepage 

Shop 

Accounts Payable 

Contracts 

Orders 

Menu Search 

Setup 

Administration 

Reporting 

Suppliers 
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Managing Your Email & Notification Preferences 
Purpose: Through the preferences in your TUmarketplace profile, you can set up the parameters dictating when you 
will receive emails and notifications when certain events occur. These options can help you keep track of the status 
of orders and other activities that occur in TUmarketplace. This guide demonstrates how to set your email and 
notification preferences.  
 

1. Log in to TUmarketplace.  

2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown. 

 
3. Click on the “Notification Preferences” link on the left-hand side of your profile page. The different types of 

notification preferences will appear. Click on the link for the type of notification you would like to edit. 
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4. On the resulting page, you can review the preferences that have been set for the type of notification you 
selected. Click the “Edit Section” link in the upper right corner to change your preferences. 

 
5. Change a selection by clicking on the radio button next to the notification option (“Default” or “Override”). If you 

select the “Override” option, you will select your contact preference from the dropdown box: “None”, “Email”, 
“Notification”, and “Email & Notification”. 

 
6. Access your notifications by clicking on the bell icon in the upper right corner of each TUmarketplace page. 
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Performing a Simple Search for Products 
Purpose: A simple search is helpful when you know the category or description of the product you need but are not 
sure which vendor sells it. This guide will demonstrate the steps to perform a simple search in TUmarketplace.  

 

1. Log in to TUmarketplace.  

2. Enter the name or description of the product in the large search bar toward the top of the homepage. As you 
type, recommendations might appear below the search bar. If you see one that might suit your needs, you can 
click on name of the product to view it or add it directly to your cart. Otherwise, perform the search by pressing 
the Enter key on your keyboard or clicking the magnifying glass to the right of the search bar. 

 
3. The search results will appear. You have a number of options regarding how your search results are displayed: 

3.1. Sort order: Select from the dropdown to choose how the results are sorted. 
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3.2. Product information: Click the gear icon and check the information you wish to have displayed, then click 
“Apply”. 

   
3.3. Grid vs. list view: Click the list/grid icon to swap between the two display types. 
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3.4. Comparison: To compare items, make sure you are in list view. Click “Compare” for the items you wish to 
compare to each other, then click the “Compare” button above the search results. 
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4. Filter your results using the lists at the side, e.g., by supplier or category. 

 
5. To view more information about the product, click on its name and a separate window will pop up. You can use 

the arrows at the top to scroll through the results list. 
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6. If, after you have reviewed the search results, you find an item you would like to purchase, you can add it to your 
cart.  

6.1. If the item is sold by a punch-out supplier, click “Order from Supplier” – you will be taken to the supplier’s 
punch-out catalog. 

 
The supplier’s punch-out catalog will appear in a pop-up window. Use the part number to find the correct 
item, enter the quantity, and click “Add to Cart”. See the “Placing a Punch-Out Order” guide for the steps to 
complete the order. 
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6.2. If the item is sold by a showcased supplier, enter the desired quantity and click “Add to Cart”. A notification 
will appear confirming that the item has been added to your cart. Click “View Cart” to see the items in your 
cart or “Checkout” if you wish to check out. Otherwise, continue shopping and the notification will 
disappear in a few seconds.  

 
7. Once you are finished shopping, you can navigate to your cart to check out. You can access your cart in one of 

two ways: 

7.1. Click on the cart icon at the top right of the page, and click “View My Cart” or “Checkout”. 
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7.2. Hover over the cart icon at the left side of the screen, hover over “My Carts and Orders”, and click on “Open 
My Active Shopping Cart.”  
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Comparing Products Side by Side 
Purpose: When shopping for products, one of the best ways to make sure you are getting exactly what you are 
looking for at the best price is by using side-by-side comparisons. By utilizing TUmarketplace’s extensive comparison 
feature, you can do just that. This guide will show you how to do a side-by-side comparison in TUmarketplace. 

 

1. Log in to TUmarketplace.  

2. Use the search feature in TUmarketplace to locate the items you are looking to purchase.   

 

3. Make sure you are viewing the results in list view; if you are in grid view, click the list icon to the upper right of 
the search results.  
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4. Click on the “COMPARE” link next to the items you’d like to compare, then click on the “Compare” button located 
above the search results.

 
5. A pop-up window comparing your selected items will appear.   
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6. Along the left column of the comparison window, you will see all the comparable attributes. Click on an attribute 
to sort the products according to that value. 

 
7. To remove an item from the comparison, click the X at the top of the column. 
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8. To add an item to your cart, do one of the following:  

8.1. To add a single item to your cart, enter the quantity desired and click the “Add To Cart” button at the top of 
the column. 

  
8.2. To add multiple items to your cart, check the box above the columns, click the “ACTIONS FOR # SELECTED 

ITEMS” link at the upper right of the window, and click “Add To Active Cart”. 
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Placing an Order and Assigning a Cart 
Purpose: Once you have completed adding items to your cart, the cart can be assigned, or you may place the order 
yourself. This document explains how.  

 

1. Once you have placed an item in your cart, go to the cart by doing one of the following: 

1.1. Click on the cart icon at the top right of the page, and click “View My Cart”. 

 
1.2. Hover over the cart icon at the left side of the screen, hover over “My Carts and Orders”, and click on “Open 

My Active Shopping Cart.”  
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2. From your shopping cart, you can update the cart name, add a description or internal note, set the priority as 
normal or urgent, or indicate who the cart is for (if someone other than yourself).

 
Next, you can either check out yourself, or assign the cart to someone else. 

2.1. To check out yourself: 

2.1.1. Click “Proceed To Checkout”. You will be taken to the draft requisition. Make any updates to the 
order (e.g., to the accounting codes), and then click “Place Order”. 
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2.1.2. A confirmation page will appear. 

 
 

2.2. Instead of placing the order yourself, you can assign it to someone else. You can do so either from your cart, 
or from the draft requisition page (see step a above).  

2.2.1. From either page, click “Assign Cart”. 

 
2.2.2. A search box will pop up. Click “SEARCH” to search for the person you wish to assign the cart to. 
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2.2.3. Another user search box will appear. Enter the search criteria, and click “Search”.  

 
2.2.4. On the results list, find the correct person and click the plus icon next to their name. 

 
2.2.5. Enter a note to the assignee if you wish, then click “Assign”.  
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2.2.6. A confirmation page will appear. 
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Placing a Quick Order 
Purpose: The Quick Order functionality allows users to enter and search for up to five product catalog number(s) and, 
if exact matches are found, the items are automatically added to the cart. This functionality works with all hosted and 
some punch‐out catalogs. 

 

1. Log in to TUmarketplace.  

2. Navigate to the Quick Order page in one of the below ways: 

a. If your window is wide enough, this will appear above the search bar. 

 
b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms” 

link. 
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c. Hover over the shopping cart icon at the left of the screen and click “Quick Order” in the “Shopping” section. 

 
3. On the Quick Order screen, select the category from the dropdown menu that best relates to the product(s) you 

are trying to locate. 

 

Note: The default setting of 
“Everything” will search 
across all categories 
throughout the entire 
database of 
TUmarketplace’s hosted 
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4. Enter the catalog or part number for the item(s) you wish to purchase and press Enter on your keyboard. Note: 
When entering catalog or product numbers make sure you are entering the correct information. If your SKU has a 
hyphen in it and you enter the number without the hyphen, your search will return your results without the 
desired item. In the below example, the same product number is entered twice, the first time without the 
hyphen and the second time with the hyphen.  
4.1. The correct part number shows the desired item and confirms that it has been successfully added to the 

TUmarketplace cart.  
4.2. The result for the incorrect part number offers a second search of similar results, from which you can add 

the item to your cart.  

 
5. Once you are finished shopping, click on the cart icon in the upper right corner to proceed to checkout. 
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Placing a Punch-Out Order 
Purpose: In TUmarketplace, you will notice a selection of punch‐out vendors with a link to their website. Punch‐out 
vendors are those that host their own catalogs, but provide special pricing for Temple University users. Note: Clicking 
on a punch‐out supplier will take you to that vendor’s website, but your order will still be finalized through 
TUmarketplace. 

 

1. Log in to TUmarketplace.  

2. Navigate to the lower section of the home/shop tab. You will see a selection of available punch‐out vendors. 
Please note: 

2.1. If you see a vendor marked with a yellow triangle in a circle, that site is currently running slowly. 

2.2. If you see a vendor marked with a red “x” in a circle, that vendor is currently unavailable.  

 

 



  

28 
 

3. Click on a vendor and you will be redirected to the vendor’s site, which may open in the same or a new window. 

3.1. In some instances, you will see a prompt asking, “Do you want to view only the webpage content that was 
delivered securely?” It is important to respond “No” to this prompt; otherwise, you may not see all the 
information, including the discounted pricing, on the vendor’s website. 

3.2. Notice you are still part of the TUmarketplace site by the indicator in the upper left corner. 
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4. Perform your search for your desired item on the vendor’s site. From the vendor’s page, you may see messages 
or other special features available for Temple users. Please note that each vendor’s site is unique, so the 
functionality will vary but, in the end, you will always return to your cart in TUmarketplace to complete the 
requisitioning process. 

5. Once you have completed your shopping and added items to your cart, you can check out and you will be taken 
back to your TUmarketplace shopping cart, within the TUmarketplace site.  
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6. Review your shopping cart in TUmarketplace and then finalize your order by clicking “Proceed To Checkout”. If 
you need to modify or view your items, click on the corresponding buttons above the item’s product description, 
and you will be taken back to the vendor’s punch-out site.  
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Placing a Non-Catalog Order 
Purpose: This document will guide you through the steps of placing a non-catalog order in TUmarketplace. A non-
catalog requisition is utilized when the item(s) or service(s) is not found through searching TUmarketplace catalogs. 
 

1. Log in to TUmarketplace.  

2. Click the “Non-Catalog Item” link. 

a. If your window is wide enough, this will appear above the search bar. 

 
b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms” 

link.   
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3. Once the link is selected, a pop-up window will appear where you will enter your product or service information. 
The following areas are required for you to place your order. 

 
3.1. Supplier:  

3.1.1. Type the supplier’s name to find the appropriate supplier.  

3.1.2. If the supplier is not in TUmarketplace, you may enter the information by clicking the “Manual 
Supplier” link.  

3.1.3. If you do not know a supplier that can provide the product, you can also select “Supplier Not 
Known”.  

3.2. Product Description: Describe the product or service you are requesting. 

3.3. Catalog No.: This is only necessary if you know that the product is categorized by its catalog number. 

3.4. Quantity:  

3.4.1. If you are ordering a product, enter the quantity here.  

3.4.2. If you are ordering a service, the quantity should always be 1.  

3.5. Price: Enter the price here (per item if you are ordering multiple products). 

3.6. Packaging: Enter the unit of measure (UOM) (per item if you are ordering multiple products).  

3.7. Commodity code: This describes the type of product or service. To find the appropriate code, click the 
magnifying glass and scroll through the list of commodities to find the appropriate one. You can narrow the 
list by entering a search term in the “Description contains…” field and clicking “Filter”. Click the plus icon to 
enter the code. 

3.8. Add Internal Attachments: This button will allow you to add an attachment to the order.  
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4. Click “Save” to add this item to your cart. Your order will appear as follows once it is in your cart. Click “Proceed 
to Checkout” to submit your order. 
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Purchasing Computer Software in 
TUmarketplace 
Purpose: When you need to purchase computer software through TUmarketplace, there are a few different ways to 
process your request. This guide will demonstrate the steps to purchase software. 

 

Pre-Approval for Software Purchases: 

Software purchases may require pre-approval from a variety of areas depending on the nature of the product: 

• Accessibility: Software that will be used by more than one person will require review and approval by the 
Accessibility office 

• Information Technology Services: Software that will be hosted or that will require assistance from ITS 
requires their review and approval 

• IT Security: All software requires a data security review by IT Security  

To obtain pre-approval, you must complete the pre-approval request form, located on TUportal, on the Staff Tools 
tab, in the University Forms section (search for “purchasing pre-approval”). For more information regarding pre-
approvals, refer to the Purchasing Services section of TUportal, located on the Budget and Finance tab in the Buying 
and Paying section. Click on “Procedures”, then on “Purchasing Pre-Approval Requests”. 

Note that pre-approval must be obtained before the software is purchased. This rule applies to renewals as well.   

 

Methods of Purchasing Software: 

There are four different ways to purchase software in TUmarketplace – each is discussed below.  

 

1. Computer Business Services (CBS) Showcase Supplier Catalog 

SAS and SPSS licenses must be purchased through the Showcase Supplier Catalog.  

1.1. Log in to TUmarketplace.  

1.2. Click on the CBS catalog. 
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1.3. Type “SAS” or “SPSS” into the search field that appears, then click on the magnifying glass. 

 
1.4. From the search results, choose a “License” option (not “Media” or “License and Media”), enter the desired 

quantity, and click “Add to Cart”. Note: The License option will not inclue an installation disc. 

 
1.5. The selected item will appear in your TUmarketplace account. Click the cart icon and then click “Checkout” 

to complete your order.  
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Additional requirements for SAS and SPSS purchases:  

• A signed Software Site License Agreement must be completed in order for your request to be fulfilled. 
Agreements can be found in TUportal by clicking on the Staff Tools tab, scrolling down to the University 
Forms section, and searching for “License”. Be sure to attach your assigned agreement as an internal 
attachment to your requisition.  

• Order fulfillment: Purchasing Services will email a confirmation letter to the contact person listed on the 
requisition. The email will include a SID (.txt) file for SAS and/or an installation key for SPSS. It will also 
contain a copy of your Software Site License Agreement.  

 

2. Punch-out Suppliers 

Software is also available in TUmarketplace through the following suppliers:  

 

Software orders totaling $5,000 or less that are submitted through a TUmarketplace Punch-out will be sent 
directly to the supplier for processing.  

Orders that are greater than $5,000 will be forwarded to Temple’s Purchasing Services for review prior to 
processing to determine whether there is a bidding opportunity for the product(s).  

 

3. Non-Catalog Items 

If you have a question with regard to your request, contact Purchasing Services or enter the request as a Non-
Catalog Item. When entering Non-Catalog requests, be sure to add supporting documentation, including part 
numbers and any pricing that you received. 

 

4. Contract Approval Request Form 

Software purchases that require a signature on an agreement will need to be submitted through the Contract 
Approval Request form in TUmarketplace for review by University Counsel and signature by the CFO’s office. Only 
representatives from the CFO’s office are authorized to sign on behalf of Temple University. 

 

  

Apple CDW•G Connection SHI 
(Software House International) 
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Adding Attachments to Requisitions 
Purpose: This document will guide you through the steps of adding and moving attachments to your requisitions. 

 

1. To add an attachment before placing the order: 

1.1. Navigate to your cart in one of two ways:  

1.1.1. Click on the cart icon at the top right of the page and click “View My Cart” or “Checkout”. 

 
1.1.2. Hover over the cart icon at the left side of the screen, hover over “My Carts and Orders”, and click 

on “Open My Active Shopping Cart”.  
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1.2. From your shopping cart, click “Proceed To Checkout”. 

  
1.3. You will be taken to the draft requisition, where you can add internal and external notes and attachments. 

Internal notes and attachments are viewable by Temple administration only; external notes and 
attachments which will go to the vendor with the purchase order. 
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1.4. Click the “Add” link under the appropriate section (internal or external), upload the file, rename it if you 
wish, and click save. The attachment will appear in the appropriate section. 

 
1.5. Clicking on the three dots next to the attachment gives you three options: edit (to rename the file), remove 

(to delete the file), and move (from the internal to the external section and vice versa). 

 



  

40 
 

2. To add an attachment after submitting the requsition: 

2.1. Navigate to the requisition (see Quick Search for a Requisition, Receipt, or Purchase Order). 

2.2. Open the “Comments” section of the requisition. 

 
2.3. Click the plus icon to add a comment.  

 
2.4. Click “Choose File” to select and add your attachment. 
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2.5. If you wish, rename the file in the “File Name” section and/or add a comment in the comment area. 

 
2.6. If you’d like the system to notify someone via email of the attachment, select them from the list, or click 

“Add Recipient” to find them. 
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2.7. Click the check mark to submit your attachment. 

 
2.8. The comment and attachment will be added to the requisition. 
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Using Quick Search to Find a Requisition, 
Receipt, or Purchase Order 
Purpose: When you need to quickly find a particular document in TUmarketplace – such as a requisition number, 
purchase order number, or receipt number – you may use the Quick Search function. This guide will demonstrate the 
steps to perform a Quick Search in TUmarketplace.  

 

1. Log in to TUmarketplace.  

2. Enter the relevant information in the search field at the top of the page. You will need to know at least part of 
the number that you are searching. 

 
3. To filter your search results by common criteria, click the dropdown menu to the left of the search field and 

select the one you want. 

 
4. Hit the Enter key on your keyboard or click the magnifying glass to the right of the search field. 
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5. If multiple options match your search, a list of them will appear; select the one you wish to view by clicking on it. 
Otherwise, if there is only one possible match, you will be taken directly to the appropriate page. Note that if you 
do not select a specific document type, related documents will appear among the search results.  
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Viewing the Status of Your Submitted 
Requisitions 
Purpose: This document explains how users can view the status of their submitted requisitions in TUmarketplace.   
 
1. Log in to TUmarketplace.  

2. Navigate to your submitted requisitions: Hover over the Orders icon on the left side of the screen, hover over 
“My Orders”, and click on “My Requisitions”. 

 
3. Review your list of requisitions. The current status is indicated in the “Requisition Status” column. 
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4. Open a requisition by clicking on the requistion in the “Requisition Number” column. 

 
5. On the requisition page, the requisition’s status and step in its workflow will show in the box to the right. The 

current step is indicated with an arrow in a blue circle. 
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6. Some steps are hyperlinked – you can click on them to bring up more information: 

6.1. Some steps occur in parallel. Click on the “Parallel Steps” link to view the steps. 

 
6.2. Click on other hyperlinked steps to see who the approvers are; they will appear below the step. Click the 

step again and the list of approvers will disappear again. 
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6.3. Click on the three dots next to the step to view more details about it. 

 
7. You can request to expedite some steps. If expediting is an option, it will appear when you click on the three dots 

next to the step. Add a reason, and then click “Expedite.” 
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Approving a Purchase Requisition 
Purpose: This guide will demonstrate the steps that designated approvers will take to approve submitted purchase 
requisitions. Completed purchase requisitions will be routed to approvers based upon the correct signature authority 
and dollar value of the requisition. 

 
1. Log in to TUmarketplace.  

2. Access your approvals in one of the two ways below:  

2.1. Hover over the Orders icon on the left side of the screen, hover over “Approvals”, and click on “Requisitions 
to Approve”. 

 
2.2. Click on the Action Items flag icon in the upper right menu and select “Requisitions to Approve”. 

 
3. Review the list of requisitions to be approved. Bring up a quick view of the requisition by clicking on the 

magnifying glass to the right of the requisition number.  
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4. Click “Approve” to approve the requisition or click “Assign” to assign it to yourself for review. 

 
5. If the quick view option does not provide enough information for you to approve, you may also click directly on 

the requisition number to review the requisition in its entirety. 
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6. Click “Assign to Myself” if you wish to review the requisition or click the down arrow and then select “Approve” 
to approve the requisition. 
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Approving via Email 
Purpose: This guide will demonstrate how to configure your TUmarketplace profile to allow you to approve 
requisitions via email, either from your computer or your mobile device.    

 

1. Creating your approval PIN: 

1.1. Log in to TUmarketplace.  

1.2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown. 

 
1.3. On the left side of the screen, click on “Update Security Settings,” then “Change Email Approval Code”. 
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1.4. When the dialog box appears, choose a code using a minimum of four characters - alpha, numeric, or a 
combination of both. The code is case sensitive and there is no limit to the number of characters used. Once 
entered, click "Save Changes." 

  
1.5. When you click save, the box will disappear, and a confirmation will flash at the top of the screen. 

 
 

2. Approving requisitions on your mobile device: 

2.1. An email will be sent to the address specified in your profile notifying you of requisitions requiring your 
approval. Access the email from your mobile device , scroll down to the box with the “Take Action” button, 
and click that link. 
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2.2.  “Actions” section. Enter your approval code (created in step 1 above), enter a comment if applicable, and 
click “Approve”. A confirmation will flash on the screen.  
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Managing Your TUmarketplace Favorites 
Purpose: As you use TUmarketplace more, you may notice that you begin to either order or search for some items 
repeatedly. To save time, you may store these items as favorites. This guide will show you how to create and manage 
your favorites. 
 
1. Log in to TUmarketplace.  

2. Search for your item. 

 
3. Among the search results, find the item that you would like to make a favorite, then click the heart outline icon 

next to the product, and the “Add Favorite” window will pop up.  
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4. Edit the item details: 

4.1. Update the item nickname if you wish. 

4.2. If you will typically order a certain quantity of the item, enter that number in the quantity field.   

4.3. If one would be useful, enter a product description.  

 

5. Select which folder to use as the destination for your item. There are two master folders, Personal and Shared. 
The Personal folder is accessible only to you, while the Shared folder stores favorites that can be accessed by 
anyone in TUmarketplace.  

5.1. If this is the first time you are adding a favorite, you may need to create a new folder. Click on the “Create 
New” link. You will be given the option of where to place this new folder. Since this is the first folder, this 
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will be a top-level personal folder. As your use of TUmarketplace increases, you may create as many folders 
as you find necessary to organize your favorites. 

 
5.2. A new box will appear where you will enter a name for the folder. You can also enter a description if you 

wish. Click “Save Changes” when complete. You will be taken back to the “Add Favorite” window.
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6. Click “Save Changes” to save the favorite in the selected folder. A confirmation window will appear showing that 
you have successfully favorited the item.  

 

7. Favorited items will be indicated by a heart filled-in with blue. 
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8. Navigate to your favorites using the link at the top of each TUportal page: 

a. If your window is wide enough, this will appear above the search bar.  

 

b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms” 
link.   
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Adding and Modifying Bookmarks 
Purpose: TUmarketplace allows users to bookmark pages that they use frequently. The purpose of this document is 
to demonstrate how to add and modify bookmarks in TUmarketplace.  

 

1. To add a bookmark: 

1.1. Log into TUmarketplace and navigate to the page you wish to bookmark.  

1.2. Click on the bookmark heart icon in the upper right-hand corner. 

 
1.3. On the resulting pop-up, click the “Bookmark this page” link. 
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1.4. The page you are viewing will be saved as a bookmark. It will automatically have a name. 

 
 

2. To access your bookmarks: 

2.1. To access your bookmarks, click on the heart icon from any page in TUmarketplace. 

 
2.2. Your bookmarks will appear on the resulting pop-up. 
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3. To rename a bookmark: 

3.1. Click on the heart icon at the top right of the page and click “Edit” on the pop-up. 

 
3.2. Click on the pencil next to the bookmark whose name you would like to change. 

 
3.3. Type in the updated name in the textbox that appears. If you wish to edit another bookmark, first click the 

checkmark to save your change. If you are done editing, simply click the “Done” button.  
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4. To reorder your bookmarks: 

4.1. Follow steps 3.1 and 3.2 above. Click the three horizontal lines next to the bookmark you wish to move and 
drag it to the desired position. Click “Done” when you are finished. 

 
 

5. To delete your bookmarks: 

5.1. Follow steps 3.1 and 3.2 above. Click the trashcan next to the bookmark you wish to delete. Click “Done” 
when you are finished. 
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Setting Your Shipping Addresses 
Purpose: In your profile, you must set up your default address with a room and floor number for your products to be 
delivered. Entering your default address will eliminate the need to enter it on each new request. The purpose of this 
guide is to show you how to set up your default shipping addresses.  
 
1. Log in to TUmarketplace. 

2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown. 

 
3. Once in the profile screen, navigate to the left side of the screen and click on "Default User Settings," then click 

on "Default Addresses." This will pull up your address information and you will be able to either edit or enter 
your “Ship To” and “Bill To” addresses. 
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4. Click the “Select Addresses for Profile” button. 

 
5. A search window will appear. Search for your address by entering the name of your building. When doing a 

search for your address template, remember to use an asterisk at the end of any partial search term. 

 

6. Select the correct address from the search results, add your information (see points below), then click save.  

6.1. If you have more than one address, you will be able to name each address in the nickname field and select 
which address will be your default.  
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6.2. Enter your room, floor, and attention. Please note: it is essential that a room and floor number appear 
before your name. Suppliers’ carriers, UPS, Fed‐Ex, and DHL will have a character limit on their shipping 
labels, which will truncate your delivery information.  

6.3. Enter your department name in the “Department” field.   

 
 

 

 

Note: The Bill To address will default to the Accounts Payable Address. Do not change this address. 
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Adding/Modifying Your FOAPAL Codes on a 
Requisition 
Purpose: This guide demonstrates how to input FOAPAL codes on specific orders, either by adding the codes if those 
fields are blank or by editing them if they are set to your default FOAPAL.   

 

1. View your cart by doing one of the following: 

1.1. Click on the cart icon in the upper right-hand corner and choose “View My Cart”. 

 
1.2. Hover over the cart icon on the far left of the screen, and then hover over “My Carts and Orders”. Choose 

“Open My Active Shopping Cart”. 
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2. After reviewing the items in your cart and if you are ready to check out, click the “Proceed to Checkout” button. 

 
3. You will be taken to a summary of your requisition. You can either edit your FOAPAL codes for the entire order, 

or for an individual item: 

3.1.  To edit your FOAPAL codes for the entire order, click on the pencil in the “Accounting Codes” section of the 
requisition summary. 
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3.2. To edit your FOAPAL codes for an individual item: 

3.2.1. Click on the three dots next to the price associated with that particular line item. 

 
3.2.2. In the window that appears, click “Accounting Codes”. 
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4. A window will appear where you can do one of the following. 

4.1. If you have saved one or more favorite FOAPAL strings and you would like to use one of them: 

4.1.1. Click on the heart icon. You will see the names you have given to your favorite strings. 

 
4.1.2. Select the one you want, and it will populate the fields. Click “Save Changes”. 

 
4.2. If you have added FOAPAL codes to your profile and you would like to use one of them: 

4.2.1. Click the diagonal arrow in each field and the codes saved to your profile will appear. Choose the 
code you wish to use for each field, then click “Save”. 

 
4.3. If you would have no saved favorite FOAPAL strings and have not saved any codes to your profile, or if you 

would like to look up values other than those you have saved:  
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4.3.1. Click on the symbol in the code field and a search window will appear. The symbol will be a 
magnifying glass if you have no saved codes, or it will be a diagonal arrow if you do. (Note: if you 
see a diagonal arrow, you must click on the arrow and then on the “Search” link to navigate to the 
search window.) 

 
4.3.2. In the search window, you can filter by code (in the value field) or by description. Once you have 

found the code you wish to use, click the plus icon. The window will close and the field will be 
populated with your chosen code. 
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4.3.3. Complete each of the FOAPAL fields and click “Save”. 

 
Note that you can also simply type in the FOAPAL codes if you know them, and then click “Save”.  

5. Once you click “Save”, the Accounting Code window will close, and you can view your requisition summary again.  
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Setting your Default FOAPAL 
Purpose: To make TUmarketplace transaction processing more efficient, FOAPAL codes can be entered and stored as 
defaults, eliminating the need to enter time with every transaction. This guide will demonstrate how to set your 
default FOAPAL codes.   

 

1. Log into TUmarketplace.  

2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown. 

 
3. At the left side of the screen, in the “Default User Settings” section, click the “Custom Field and Accounting Code 

Defaults” link. 
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4. Click on the “Codes” tab, which will show the fields you can set as defaults. Note: The Chart default value is 
already set to T – it is recommended that you do not change this value. Update each part of your FOAPAL 
defaults by clicking on the “Edit” button at the right side of the row corresponding to the code you wish to 
change. 

 
5. A screen will appear with a “Create New Value” button. Click on the button to enter your information. 
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6. A “Search For Value” window will appear. Enter your code and click the “Search” button. 

 
7. A window will appear with the corresponding description for your code. Make sure it is correct, then check the 

box to select it and click the “Add Values” button. 

 



  

76 
 

8. The code will appear in the box to the left – click it. 

 
9. On the screen that appears, select the code by checking the “Default” checkbox, then click save. 
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10. A “Success” pop-up will appear once you have set the code as your default. Click “Close” to return to the list of 
code fields. 

 
11. Follow the same steps to create defaults for the other parts of your FOAPAL. Note that for some, such as Fund or 

Program, you may enter more than one code. Setting these up now will allow you to switch between FOAPALs as 
needed in future orders.  
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Using Your Temple Purchasing Card in 
TUmarketplace 
Purpose: This guide will demonstrate how to utilize you Temple Purchasing Card (TPC or Pcard) within 
TUmarketplace. Note that, at this time, only select suppliers are set up to receive TPC purchases. Purchasing Services 
will add suppliers to the TPC program as they become available. 

 

1. Log in to TUmarketplace.  

2. Click on the user icon in the upper right-hand corner and choose “View My Profile” from the dropdown. 

 
3. Under “Default User Settings”, click “Payment Options”, then on “Add a New Card”.  
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4. Fill out the card details as described below, then click “Save” to add the card to your profile.  

4.1. Give the card a nickname. 

4.2. Enter the cardholder name. 

4.3. Enter the card number. 

4.4. Enter the expiration date. 

4.5. If you would like the card to appear each time you make a purchase, check the “Default card” box.  

 

5. To make a purchase using your Pcard, Create your TUmarketplace shopping cart as you normally would.  

5.1. When you get to the Final Review screen, you will see the Pcard box available if this vendor is eligible for TPC 
purchases. If you are going to purchase with the TPC, click the pencil icon.  
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5.2. The “Edit TPCard” window will appear. Select the card and enter its security code – that will not feed in from 
your defaults. Click “save” and the card will appear on the draft requisition.  

 

 

 

 

Note: TUmarketplace orders that are placed via the TPC  
will have a Purchase Order number that starts with the letters AX. 
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Setting up Your Substitute Approver in 
TUmarketplace 
Purpose: If you are an approver in TUmarketplace and plan to be on vacation or are otherwise unable to approve 
your requisitions for a period of time, you have the option of selecting a substitute approver to ensure that the 
requisition workflow approval process will not be delayed in your absence. This guide will demonstrate the process of 
assigning and terminating a substitute approver.  

Note: Your substitute approver must have signature authorization for the relevant FOAPALs that is at the same or a 
higher level than you. 

 

1. Log in to TUmarketplace.  

2. Hover over the Orders icon at the left of the screen, then hover over “Approvals”. Click on “Assign Substitute 
Approvers-Requisitions” or on “Assign Substitute Approvers-Purchase Orders” depending on which you wish to 
do (note that the process is the same for both, and that you must go through the process for each if you wish to 
assign a substitute approver for both types of orders). 

 
3. When assigning substitute folders, you can assign one, some, or all of your folders to another user.  

a. To assign one folder: Click the “Assign” button next to the folder. 

b. To assign multiple folders:  

• Place a check in each of the folders for which you would like to assign a substitute approver.  

• Click on “Substitute Actions”. 

• Select “Assign Substitute to Selected Folders”.  

c. To assign all folders, you can click the “Assign Substitute to All Folders” button.  
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4. An “Assign Substitute” pop-up window will appear. 

4.1. To set the substitute approver for a specific date range, check “Include Date Range for Substitution” and 
enter the appropriate dates. Note that you can click on the calendar icon to select a date, and the clock icon 
to select a time. (If you do not select this option, the selected individual will be immediately set as the 
approver, and you will need to return to this page to manually remove the substitute approver later). 

  
4.2. Begin typing the substitute’s name in the “Substitute Name” box and select them from the dropdown field.  

 
4.3. Click “Assign”.  
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5. The substitute’s name (and date range if you entered one) will appear in the “Substitute” column for the selected 
folder(s).  

 
6. To unassign your substitute approver, do one of the following: 

a. To unassign one folder: Click on the “Remove” button next to their name. 

b. To unassign multiple folders: Check the boxes, click the “Substitution Actions” button, and select “Remove 
Substitute from Selected Folders”.  
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Placing a Change Order  
Purpose: A change order is a document that sets out changes to a previously negotiated agreement or purchase 
order. This guide will show you how to complete a change order. 
 

1. Log in to TUmarketplace.  

2. Click the “Forms” link. 

a. If your window is wide enough, this will appear above the search bar. 

 
b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms” 

link.   
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3. Navigate to the correct folder in the panel on the left of the screen: Under “Shared”, click “Organization Forms”.   

 

4. Find “PO Change Request Form” in the list of organization forms and click on the form name or the “View Form” 
button to open it.  

 

5. Complete the information for the Change Order as detailed below: 

5.1. Enter the PO number. 

5.2. Select the type of change you wish to make to the Purchase Order using the drop down menu. 

5.3. Enter the new PO total. 

5.4. Describe the reason for needing the change to the Purchase Order. 

5.5. If you know the Buyer’s initials, you may enter them in that field.  
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6. Once the form is complete, select “Add and go to Cart” from the drop down at the top right of the window, click 

“Go”, and you will be taken to your cart to complete the transaction. 
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Placing a Blanket Purchase Order or Contract 
Manager Request 
Purpose: Blanket Purchase Orders (BPOs) and Contract Manager (CM) both provide for easy ordering of non‐catalog, 
repeat purchases from a single vendor. This guide will demonstrate how to request a blanket order or a contract in 
Contract Manager. Note: BPOs are being phased out in favor of CM.  

 

1. Log in to TUmarketplace: 

2. Click the “Forms” link. 

a. If your window is wide enough, this will appear above the search bar. 

 
b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms” 

link.   
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3. Navigate to the correct folder in the panel on the left of the screen: Under “Shared”, click “Organization Forms”.  

 

4. Find “Request to create a blanket order” in the list of organization forms and click on the form name or the “View 
Form” button to open it. 

 

5. The form will open. Complete the information as detailed below.  

• In the “Product Description” field, enter the information regarding the product(s) or service(s) you will be 
procuring. If you are requesting a contract in Contract Manager, please be sure to indicate that in the 
product description field. 

• Use the “Additional Description” field for further detailed information of the product(s) or service(s). 

• The quantity will be defaulted to 1. 

• In the “Unit Price” field, enter the total amount of the blanket order for the time period it will be used or a 
budgetary amount for your contract. Please note there is a $10,000 minimum for a blanket order. 

• Enter the start date and the end date; this may correspond to the fiscal year. 
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• If you know your supplier, enter it in the “Enter Supplier” field. If you need to search for the supplier, click 
the “Supplier Search” link. If the supplier is not in TUmarketplace, you may enter the information after 
clicking the “Enter Manually” link. 

• Enter the commodity code. If you are unsure of the code, you may search for it by clicking the “search” link 
and entering a short description in the description box.  

 

6. Once the form is complete, select “Add and go to Cart” from the drop down at the top right of the window, click 
“Go”, and you will be taken to your cart to complete the transaction. 

 
  

Please note: If you are requesting a contract in 
Contract Manager and you already have an 
agreement, please be sure to attach it to the 
requisition as an Internal Note. 
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Adding Receipts/Receivers to Purchase Orders 
Purpose: You must enter receipts (also known as receivers) for your POs that exceed $5,000 – receipts inform 
Accounts Payable that the associated invoice can be paid. Partial receipts may be entered to allow partial payments. 
Two types of receipts can be created: quantity receipts, which are based on the number of items/services received; 
and cost receipts, which are based on the dollar value of the items/services received. Multiple receipts may be 
entered, to allow for partial payments as an order is fulfilled. However, it is important not to allow the total received 
for a given item/service to exceed the amount ordered – doing so will delay payment.   

1. Log in to TUmarketplace. 

2. Navigate to the PO by completing a search (see Quick Search for a Requisition, Receipt, or Purchase Order) or via 
the “My Orders” link: 

2.1. Hover over the “Orders” icon on the sidebar, then over “My Orders”, and then click “My Purchase Orders”. 

 
2.2. A list of your POs will load. Click on the hyperlinked PO number of the PO to which you wish to add a receipt. 

  



  

91 
 

3. On the Purchase Order page, hover over the downward-pointing black triangle next to the PO number. A list of 
possible actions will appear. Choose either “Create Quantity Receipt” (to enter a receipt based on the number of 
ordered items/services received) or “Create Cost Receipt” (to enter a receipt based on the dollar amount of the 
ordered items/services received). 

 
4. Create quantity receipt: Clicking on “Create Quantity Receipt” in the previous step will open a Quantity Receipt 

page, listing out the items/services ordered and the quantity of each. 

4.1. You may enter the information requested in the first section of the quantity receipt, but it is not required.
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4.2. Enter the quantity received for each of the PO lines. Note that the default quantity for each PO line is the 
number ordered. Make sure not to enter a number greater than the number ordered – doing so will delay 
payment. You may also choose to enter a note for each PO line. Once you have entered the correct number 
received for each PO line, click “Complete” in the upper right corner.  

 
4.3. You will be directed to a page confirming the creation of the receipt and noting the receipt number. The 

receipt indicates to Accounts Payable that they can proceed with payment for the portion of the order 
received once you have submitted the associated invoice. 
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4.4. Note that the next quantity receipt you create for a PO will have a default quantity for each item/service 
equal to the difference between the quantity ordered and the quantity received on the previous receipt(s). 
E.g. if the PO was for three cappuccino machines and you entered a first receipt for two of those machines, 
the next time you create a quantity receipt, the default quantity will be one machine. 

 
However, note that if you first created a cost receipt for the PO and then enter a quantity receipt, the 
default values on the quantity receipt will not account for the cost receipt. See the note at the end of this 
section for more information.  

4.5. If applicable, you may enter the quantity of items/services returned or canceled by selecting from the status 
dropdown, and then clicking complete in the upper right corner. 
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5. Create cost receipt: Clicking on “Create Cost Receipt” in step 3 above will open a Cost Receipt page, listing out 
the items/services ordered and the total cost of each. 

5.1. You may enter the information requested in the first section of the cost receipt, but it is not required. 

 
5.2. Enter the dollar value received for each of the PO lines. Note that the default value for each PO line is the 

total cost of the item/service. Make sure not to enter a value greater than the value ordered – doing so will 
delay payment. You may also choose to enter a note for each PO line. Once you have entered the correct 
dollar value received for each PO line, click “Complete” in the upper right corner. 
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5.3. You will be directed to a page confirming the creation of the receipt and noting the receipt number. The 
receipt indicates to Accounts Payable that they can proceed with payment for the portion of the order 
received once you have submitted the associated invoice. 

 
5.4. Note that the next cost receipt you create for a PO will have a default dollar value for each item/service 

equal to the difference between the value ordered and the value received on the previous receipt(s). E.g. if 
the PO was for two portable espresso machines at $141.39 each and totaling to $424.17, and you entered a 
first receipt for $282.78, the next time you create a cost receipt, the default value will be the remaining 
$141.39. However, note that if you first created a quantity receipt for the PO and then enter a cost receipt, 
the default values on the cost receipt will not account for the quantity receipt. See the note at the end of 
this section for more information. 

 
5.5. If applicable, you may enter the dollar value of items/services canceled by selecting from the status 

dropdown, and then clicking complete in the upper right corner. 
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6. To see a list of the receipts created for a given PO, navigate to the PO page and click on the receipts tab. 
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Note: As mentioned above, the default values when creating a cost receipt do not account for previously created 
quantity receipts and vice versa. For instance, three cappuccino machines totaling $314.39 each were ordered, 
totaling to $943.17. A quantity receipt was entered for two of the machines. If another quantity receipt is created, 
the value will default to the one remaining machine. However, if the second receipt is instead a cost receipt, the 
default value will not account for the two previously received machines and will instead be the total $943.17. It is 
therefore not recommended that you mix cost and quantity receipts for a given PO, as doing so is more likely to 
result in accidentally exceeding the order amount, which will delay payment. 
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Creating a Payment Request Through 
TUmarketplace 
Purpose: Purchase orders are not required for products or services totaling $5,000 or less. When a Temple 
Purchasing Card (TPC or Pcard) is not accepted or not available, you may request payment by completing the 
Accounts Payable Invoice Payment form on TUmarketplace. 

 

1. Log in to TUmarketplace.  

2. Click the “Forms” link. 

a. If your window is wide enough, this will appear above the search bar. 

 
b. If your window is too small, you must click the three dots above the search bar, and then click the “Forms” 

link.   
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3. Navigate to the correct folder in the panel on the left of the screen: Under “Shared”, click “Organization Forms”.  

 

4. Open the “Accounts Payable Online Invoice Payment Form” by clicking title or on the “View Form” button. 

 
5. Complete the form (see image on p. 3). 

6. Once the form is complete, select “Add and go to Cart” from the drop down at the top right of the window, click 
“Go”, and you will be taken to your cart to complete the transaction. 
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Accounts Payable Invoice Payment Form: 
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Supported Browsers 
Purpose: This document provides details regarding the browsers and devices supported by Jaggaer.  

 

Supported browsers: 

Platform Browser Version 
Windows Internet Explorer (IE) Version 11 only* 

Edge Latest version with Windows 10 
Chrome Latest version (automatically updated by Google) 
Firefox Latest version (automatically updated by Mozilla) 

Mac Safari 4.0 and higher** 
Firefox Latest version (automatically updated by Mozilla) 

iPad Safari Embedded within the iPad** 

*Previous versions of IE are no longer supported. Users will be redirected to a page displaying recommended 
browsers. 
**Safari and iPad are supported by Jaggaer; however, not all supplier punch-out sites will support use of the browser 
or device.  

Note: Email approvals are formatted specifically to work with embedded browsers for Android, Blackberry, and 
iPhone/iPad mobile devices. The readability of emails varies based on the email client and the format selected. 

 

iPad configurations: 

Setting Option to select How to update 
Pop-up blocker “Disabled” Settings > Safari > General: Block Pop-ups 

Open new tabs in 
background 

“Disabled” Settings > Safari > General: Open New Tabs in 
Background 

Block cookies “Allow from Websites I Visit” or 
“Always Allow” 

Settings > Safari > Privacy and Security: Block 
Cookies 

JavaScript “Enabled” Settings > Safari > Advanced > JavaScript 

Notes: 

• By default, the pop-up blocker and the open new tabs in background settings are enabled. Both of these must 
be updated manually. Other supported settings are Apple default settings and do not have to be changed 
unless they were previously changed from their defaults.  

• The locations to update settings may vary slightly as Apple updates its operating system.  

• iPad is supported by Jaggaer; however, not all supplier punch-out sites will support it. 
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Mobile devices: 

Device maker Version Support Notes 
Apple iOS version 10.0 and higher Apple requires you to have an iPhone 6s or higher in addition to the 

iOS version requirement.  

Android Android version 4.0.3 and 
higher 

Android has no device requirements, meaning the mobile app will 
work on any type of Android phone as long as the operating system 
is 4.0.3 and higher.  

Blackberry Not officially supported but 
compatible 

When the app is used on a Blackberry, it uses the device browser to 
display the app screens instead of showing you the screens in a 
true native app view. Whatever the default browser is on the 
device will be the browser used. Because the app is not supported, 
Blackberry users are not able to receive push notifications on their 
device.  

Windows Not officially supported but 
compatible 

When the app is used on a Windows phone, it uses the device 
browser to display the app screens instead of showing the screens 
in a true native app view. Whatever the default browser is on the 
device will be the browser used. Because the app is not supported, 
Windows phone users are not able to receive push notifications on 
their device. 
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