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How To & Who Can Submit the RU 
Marketplace Access Form
How to submit Access form:
• Access Form via Link

Forms Repository | University Procurement Services (rutgers.edu)

• Complete Form

• Submit Form via Link
UPS Self Serve | Qualtrics Survey Solutions

Who can submit Access form:
• Requests will only be accepted from individuals listed on the form’s  

drop-down menu for the Unit-Division/ Business Manager field

• Requests received from anyone other than an individual listed on the 
form will not be processed and will be returned

https://procurementservices.rutgers.edu/resources/forms
https://rutgers.ca1.qualtrics.com/jfe/form/SV_4MfeqH34iMABCo6


Marketplace Roles
Role Definition

Shopper System default role; assigned when first logging into RU MarketPlace. 
• Ability to browse and shop Punchout catalogs
• Can create a "shopping cart"
• Must  “assign” cart to a Requestor to complete transaction/purchase

Requestor Role assigned to individuals who have the responsibility for submitting Requisitions in RU 
MarketPlace. 
• Ability/ knowledge of Chart of Accounts to input fund source for a transaction
• Role assigned to unit’s department administrator/ administrative staff member

Approver Role assigned to individuals responsible for affirming a unit’s purchasing requisition based on  
budget and policy. 
• Cannot approve Requisitions where they are listed as the “Prepared for”
• Approvers are assigned by Unit-Division-Organization (UDO) and Project ID
• A unit’s Business Manager may be an Approver

Inquirer Role assigned to individuals to view Requisitions, PO, and Invoice data in RU Marketplace. 
• Cannot submit or approve Requisitions
• A unit’s Business Manager may be an Inquirer

IPO Invoice Processor Role assigned to to individuals responsible for approving a department's purchasing requisition in 
RU Marketplace, based on policy, which involves an IPO.
• Cannot submit or approve Requisitions
• A unit’s Business Manager may be an Inquirer



Roles: A role in RU Marketplace assumes certain responsibilities and is assigned
by a Business Manager. 
• Shopper
• Requestor
• Approver
• Inquirer
• IPO Invoice Processor

Rules: A rule is assigned by the Business Manager/designee to perform an approval
action for a requisition, based on the accounting string (UDO or Project) and 
dollar threshold.

Roles v. Rules in RU Marketplace



• Action – Add New, Add to Existing, Remove from Existing, Replace Existing
• Employee Type – Employee, Guest, Consultant, Temp, Student Worker
• Net ID – Individual’s Net ID; NOT Employee ID
• Unit-Division – Individual’s primary/ HR designated unit-division
• First Name – Individual’s first name
• Last Name – Individual’s last name
• Role – Requestor, Approver, Inquirer; individual may have multiple roles 

assigned
• IPO Number – IPO Number

Role Requests in RU Marketplace

ALL fields must be completed

• Shopper role is a default Role; it is NOT necessary to request the Role
• Complete section  if the person DOES NOT already have the Role
• To add individuals/Approvers to Rules,  they must have the Approver Role prior to being added to 

Rules



• Roles only need to be assigned once
• Roles are not UDO or Project specific; they are university wide

Before Making ROLE Requests…

Question:
• Does the end-user need to have the Role added to their profile?
• Does the end-user already have the Role?

Answers:
• If individual is new or has not been assigned the Role responsibility, 

then add Role
• If individual is not new or has already been assigned the Role responsibility, then you do not 

need to add Role



Rule Requests

Available Actions Action Description
Add New Create NEW rules for either project or GL (UDO) be adding approvers

Add to Existing Approvers are added to the existing rule; NO approvers are removed

Replace Existing Replace existing rules with the approvers listed on this form; ALL previous 
approvers are removed

Remove from Existing Rules Approvers are removed from existing rule

Notes:
• Multiple Approvers are allowed for each dollar threshold
• Secondary Approver is NOT backup for the Primary Approvers, they are

additional approvers in the workflow process.



• Rules are UDO and Project specific
• Rules need to be assigned by UDO and Project 
• Rules need to be maintained/ update as people and circumstances change

Before Making RULE Requests…

Question:
• Does the Rule already exist?
Answer:
• Yes- In Action Field enter Add or Remove for approvers being modified
• No- In Action Field enter New and add approvers in appropriate dollar threshold(s)

Question:
• Is the Rule being updated/modified with additions or removals?
Answers:
• Yes- In Action Field enter Add or Remove for approvers are being modified
• No- In Action Field enter New and add approvers in appropriate dollar buckets

Question:
• Do you need to review existing Rules before making updates/ modifications?
Answer:
• Yes- ask for a rule pull via a ServiceNow Help UPS Desk Ticket; UDO and Projects List will need to be 

provided
• No- no action needed



Current Access Form Overview

Updated 
Drop Down



NEW Access Form Overview
New form will improve submitter user experience by having separate sections/ 
tabs for various access options in RU Marketplace 
• Instruction tab - instructions for each tab and link to Job Aids in Canvas 
• Marketplace Role tab - form for RU Marketplace roles 
• Projects tab - form for RU Marketplace Project based rules
• UDO tab - form for RU Marketplace UDO based rules 
• UDO + Fund tab - form for RU Marketplace UDO & Fund based rules
• IPO tab - form for assigning IPO Invoice Approver to specified RU IPO
• Discretionary Spending tab – updating Discretionary Spend approver

Available 
December 1



NEW Access Form: Marketplace Role Tab
New form will improve submitter user experience by having separate sections  
that need to be completed.  

Sections for the following: 
• Add/Remove Role
• Switched Departments
• Left University/ Retired
• Division & Business Manager Update



NEW Access Form: Marketplace Projects Tab
If you are ADDING, REMOVING, or REPLACING individuals to existing rules, 
review existing rules first.

Available Actions: 
• Create New Rule / Replace Existing Rule
• Remove from Existing Rule
• Add to Existing Rule



NEW Access Form: Marketplace UDO Tab
If you are ADDING, REMOVING, or REPLACING individuals to existing rules, 
review existing rules first.

Available Actions: 
• Create New Rule / Replace Existing Rule
• Remove from Existing Rule
• Add to Existing Rule



NEW Access Form: Marketplace UDO+Fund Tab
If you are ADDING, REMOVING, or REPLACING individuals to existing rules, 
review existing rules first.

Available Actions: 
• Create New Rule / Replace Existing Rule
• Remove from Existing Rule
• Add to Existing Rule



NEW Access Form: Marketplace IPO Tab
This is for IPO Department only. There can only be 1 primary IPO Invoice 
Processor assigned. This is the person who will receive the email for the IPO 
Purchase Order.

Available Actions: 
• Add user as an Approver for IPO 
• Remove user as an Approver for IPO



NEW Access Form: Marketplace IPO Tab
This is for IPO Department only. There can only be 1 primary IPO Invoice 
Processor assigned. This is the person who will receive the email for the IPO 
Purchase Order.

Available Actions: 
• Add user as an Approver for IPO 
• Remove user as an Approver for IPO



NEW Access Form: Marketplace Discretionary 
Spend Tab
This is for updating existing Discretionary Spend approvers. 

Available Actions: 
• Add to Existing Rule 
• Remove from Existing Rule



Rule Pull Request for Specific Unit
Current Rule Pull Request
• Create request using ServiceNow form
• Request processed, and rules are emailed 

NEW Rule Pull Request AVAILABLE: DECEMBER 1
• Will be able to pull rules for both Project and UDO based rules on-demand
• Use self serve report

Reasons to Review and Update Rules

• Verification that all listed approvers are still in the same role

• Verification that approval structure/ queues are still aligning with the unit/ department structure

• Allows Business Managers to review and update rules and assign backup to rules where only a 
single approver is listed



Appendix: RU Marketplace Access Form 
Designees
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