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Partners in Campus Business Operations CSUBUY 
P2P Related to Requisitions and Purchase Orders

Subscribe to the PCBO Mailing List
PCBO Communications Archive

Sent On behalf of:  Procurements & Contracts

Hi PCBO Community,

It's finally here! We're happy to release a list of frequently asked questions related to P2P requisitions
and purchase orders at CSUSM. The document is attached, and is also available on the website at:

https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html

We recommend visiting the CSUBUY P2P website for training materials, "start-to-finish" training
videos, and information on upcoming training opportunities.

Thank you!

Procurement and Contracts
California State University San Marcos
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CSUBUY P2P Frequently Asked Questions (FAQ’s) 


FAQ’s related to Requisitions and Purchase Orders 
 
 


1. How do I get access to CSUBUY P2P? 
a. Please work with FSO to complete the Common Financial System Access Form at 


https://www.csusm.edu/iits/services/idm/forms/finance_form.html to request CFS security access.  
i. You’ll need to enter your Department Manager’s Name (MPP) so it can be approved 


ii. For CSUBUY access, select Create Requisitions  


 
 


2. What is a CSU Form Request? 
a. A form request is simply a form in CSUBUY used to start a requisition. 


 
3. I started a form request and when I search for my supplier they are not showing.  Can I use Supplier Not 


Known? 
a. Supplier Not Known should only be used with the Independent Contractor Request form.  Please view 


the Instructions for submitting an Independent Contractor Agreement guide at 
https://www.csusm.edu/procurement/procurementservices/independentcontractor.html 


b. Before starting a form request, you should search for your Supplier and makes sure they are set up.  The 
Supplier needs to be active for shopping before you start your form request.   


c. Supplier Not Known may be used for IT Software requisitions in coordination with Procurement. If a 
supplier is not responding or cooperating in the supplier setup after five (5) days and three (3) follow up 
attempts, the requestor may move forward with Supplier Not Known and include documentation of 
their setup attempts. Please note that if the purchase does not meet ProCard requirements, 
Procurement is not able to move forward with the purchase unless the supplier is set up. 


d. For further instructions, see #13 below. 
 


4. How do I change my business unit when I have already have lines in my Shopping Cart?  
a. You must change your business unit before you start a form request.  If a form request has already been 


started and you have added lines to your Shopping Cart, you will need to delete that Shopping Cart and 
start over.  To change your business unit, go to the CSUBUY home page, click the head icon at the top 
right corner, and select Change Shopping Persona.   


b. Before starting a form request, ensure you are in the correct Shopping Persona/Business Unit, and make 
sure you do not have an active cart in progress (create new cart). 
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5. How do I add attachments to my requisition after I have submitted it?  


 


a. You cannot make changes to a requisition that you have submitted and is in the Workflow.  There are 
two options once you have submitted the requisition:  


i. Locate “who” has the requisition in the workflow and add a Comment asking that they return 
the requisition to you.  Once returned, you can add the attachments to Internal Notes and 
Attachments and resubmit. 


ii. Add the attachment as a Comment. 
  


6. How do I add internal notes to the requisition after I have submitted it?  
a. You cannot make changes to a requisition that you have submitted and is in the Workflow.  There are 


two options once you have submitted the requisition:  
i. Located “who” has the requisition in the workflow and add a Comment asking that they return 


the requisition to you.  Once returned, you can add the notes to Internal Notes and Attachments 
and resubmit (preferred method). 


ii. Add the notes as a Comment.  Be aware that your notes will remain as a comment and not show 
up as an Internal Note on the requisition.  


 
7. How will I know if my IT Software purchase is approved for ProCard after the IT review is completed?  


a. Once the requisition is in Procurement Review, the assigned Procurement Buyer/Analyst will reach out 
via Comments to let you know if ProCard is an option for your purchase. You may either proceed with 
ProCard or move forward with a Purchase Order based on the submitted requisition in this situation. 


i. If you decide to move forward using your ProCard the Buyer with “reject” the requisition and 
indicate further instructions in the Comments. 


ii. If you decide to move forward using a Purchase Order the Buyer will complete Procurement 
Review and the requisition will transition to a Purchase order.   


 
8. Where can I enter my campus Deliver To (the Deliver To list on the requisition is very limited and does not 


include my location)?  
a. Choose an official Deliver To Location in the system. Do not attempt to add a new deliver to address. 


The system will reject it. 
b. If you want to specify your location on campus (suite/room number), you can add it in the Ship To, Attn: 


field.   
 


9. How do I search for a Supplier? What if they do not show up?  
a. Please view the Requesting a New Supplier instructions at 


https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html#suppliers 
b. Work with Accounts Payable 


 
10. How can I buy gift cards? 


a. Please reach out to Accounts Payable for more information on compliant options for gift card purchases. 
 


11. My chartfield won't approve, what do I do?   
a. Check to make sure you are in the correct Shopping Persona/Business Unit. 
b. Try to validate the chartfield you have entered.  If that does not work, and it is a chartfield you have 


used previously, please reach out to FSO. 
 


12. How do I set up a default chartfield that I use all the time?   
a. Please view the Setting Default Addresses and Chartfield training resource located at 


https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html#training 
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13. How do I update the Supplier Name on a requisition? 


a. Note: only Independent Contractor requisitions should move forward with “Supplier Not Known” as the 
supplier without Procurement preapproval. 


b. You cannot make changes to a requisition while it is in the workflow.  If it is a submitted requisition, the 
Buyer can return it to the requestor to edit in their draft cart following the steps listed below. 


c. If the Requestor lets the Buyer know that the supplier is set up and provides the supplier’s name, the 
Buyer can add the supplier during the Procurement Review step. This can be accomplished through the 
Comments. 


d. If it is a draft cart, follow these steps: 
i. Open the shopping cart 


ii. Click on the request form type from the draft cart 
iii. Click Suppliers 
iv. Search for the Supplier.  Once the correct supplier is found, click Select. 
v. Confirm that the Supplier updated.  If so, Click Back to Cart 


vi. Proceed to Checkout, then Submit Request.  
 


14. How do I see why my requisition was returned? 
a. Go to the Shopping Cart in the flyout, and View Carts.  Click on the cart name.   


i. If the requisition was returned by an approver, check the Comments. 
ii. If the requisition was returned by the system, click View History. 


 
15. Where can I see how much money is left on the line(s) of my PO. 


a. Search for the Purchase Order in the quick search field.  Click on the Voucher tab.  From here you can 
see all vouchers that have been matched.  At the Line Detail you can see the amount that is still open, 
and the amount that has been invoiced. 
 


16. I have a default chartfield but I need to use a different one.  How can I change it on my current order   
a. Please view the Updating Chartfields training resource located at 


https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html#training 
  


17. The Account field is grayed out when I try to enter my chartfield.  What do I do if I need to change it? 
a. The Account Code is generated from the line item’s Commodity Code.  The first step it to review the 


Commodity Code to make sure it is correct.  If it is not, change the Commodity Code and see if the 
Account Code changes.  If you still need to change the Account Code, use the Account Code Override 
field.  Note:  using the Account Code Override field will generate an additional workflow step before the 
PO is sent to the supplier.  It is suggested that you check with Accounting before proceeding so that your 
PO is not held up.   
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