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PARTNERS IN CAMPUS BusiNEss O PERATIONS

Important Update
Procedures for ALL Punchout Vendor Purchases Under $5000

Subscribe to the PCBO Mailing List

PCBO Communications Archive

Sent on Behalf of: Procurement & Contracts & Distribution Services

Hello Campus Community,

The following procedures need to be followed for ALL punchout vendors for purchases under $5,000.
When the following instructions are not followed, your deliveries and payments will be delayed.

As we continue to refine our use of CSUBUY, we previously recommended selecting "Amount
Only/Blanket PO" for punchout vendor requisitions to enable two-way matching and bypass receiving at
Distribution Services. This step is ho longer required.

INSTRUCTIONS:

f Please note: This must be done for each line on your requisition.
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Click on the pencil to edit this section of the requisition:

Amazon.com - 5 ltems - 94.23 USD

~  SUPPLIER DETAILS . Cal State San Marcos P2P (SMXMP-4) - 6400 Valley View Street, Buena Park, California 90620 United States

C t no value
no value
Quote number no value PO Clauses Add/View
Line Status Item Catalog No, Size/Packaging
Duracell Coppertop AAA Batteries with Power Boost Ingredients, BO04KI5PBQ EA
24 Count Pack Triple A Battery with Long-Lasting Power, Alkaline
AAA Battery for Household and Office Devices
~ ITEMDETALLS §-
urer Name  DURACELL Con no value

DURMNZ2400B247 Com

no value

Receiving Requir

art 137-5098467-8643556,1
Contains Discount >

no value

more infe...

s Add/View

PO Claus

@

145010/ Facilities Supplies

Unit Price Quantity Ext. Price

18.27 Qty:1EA 18.27

x

no value

no value

Update the "Receiving Required" box to "No

Edit Line

Duracell Coppertop AAA Batteries with Power Boost Ingredients, 24 Count Pack BO0SKISPEQ  EA
Triple A Battery with Long-Lasting Power, Alkaline AAA Battery for Household and
Office Devices

Select price or contract

Facikties

" Again, please do this for every line item.

1827 aty: 1A

2

-

18.27

Close.



Below is a list of our current Punchout Vendors:

General

sespons S, STAPLES
Information Technology
Comnaction [ 3] &
Laboratory, Scientific, Medical & Athletic
SRR CARQLINA (G m‘;‘u Thomas ! vwre
mHor s
Facillities Management
s, Gragtat GRAINGER 5pRO WAXIES]

An updated Start-to-Finish training video for the Punchout Form Training will be available on the
CSUBUY website soon. Thank you!

Procurement & Contracts Distribution Services
California State University San Marcos California State University San Marcos
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