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From: PCBO Subscription <pcbo_subscribe@csusm.edu> 
Sent: Tuesday, December 9, 2025 4:08 PM
To: pcbodist@coyote.csusm.edu
Subject: [Pcbodist] P2P Resources and Quick Tips

 

P2P Resources and Quick Tips
Subscribe to the PCBO Mailing List

PCBO Communications Archive

 
Sent on behalf of:  Procurement & Contracts
 
Hello Campus Partners,
 
Now that we have passed our one-year CSUBUY P2P Anniversary, we wanted to remind you of
resources available to help with entering requisitions, PO or requisition tracking, and reporting. We
also wanted to include some quick tips!
 
If you need a refresher training on how to enter a requisition, copy from a previous requisition (doesn’t
have to be your own!), or would like help tracking your requisitions or PO’s, please hop into our weekly
Office Hours! We’re happy to help!
 

Procurement Office Hours:
Date: Every Thursday
Time: 1:00 pm – 1:45 pm
Location: Zoom
 

 
Training guides, video walkthroughs, 15 minute appointment booking for specific questions are all

mailto:jheath@csusm.edu
mailto:jheath@csusm.edu
mailto:pcbo_subscribe@csusm.edu
https://www.csusm.edu/bfs/pcbo/pcbo_communications_archive.html
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fcsusm.zoom.us%2Fj%2F89855094877&data=05%7C02%7Cjheath%40csusm.edu%7Ce91853e3db474cbe18ad08de37808d7c%7C128753abcb284f8297332b9b91d2aca9%7C0%7C0%7C639009222530453959%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=bCi%2B%2BH6YrPpOLBEob%2FKm8%2BOlh1ERaJED%2FF7qT0AmFuc%3D&reserved=0
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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. How do I create a requisition in CSUBUY P2P? 
a. Make sure that you have access to CSUBUY P2P.  If you do not, follow the instructions for question 1 


above. 
b. View the End User Training Recording and Presentation, and/or a Requisition “Start to Finish” Training 


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


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


 
4. 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 #14 below. 
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5. How do I change my business unit when I 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). 


 
6. What do I need to include for Internal Notes and Attachments on my requisition, and are they required? 


a. Internal Notes should include your Supplier contact name and email address, and the CSUSM contact 
name and email address.  You should also include any other notes that you feel may be needed by the 
Procurement and Contracts team.   


b. Internal Attachments should include, at the very least, the quote or proposal provided by the Supplier 
based on your scope of work.  You should also include any other documentation that the Supplier has 
provided you with.  Other documents may be required based on the type of purchase you are making. 


c. Internal Notes and Attachments are required for all requisitions EXCEPT for Punchout supplier 
requisitions.   


 
7. 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. 
  


8. 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.  


 
9. 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 based on the IITS “risk” review 
and the dollar amount. 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.  Please note:  if you were advised 
to use Supplier Not Known, Procurement is not able to move forward with the purchase unless 
the supplier is set up and active in P2P. 


 
10. 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. 
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b. If you want to specify your location on campus (suite/room number), you can add it in the Ship To, Attn: 
field.   
 


11. 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. 


 
12. How can I buy gift cards? 


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


13. 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. 
 


14. 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 
 


15. 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.  
 


16. 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. Click History. 
ii. Under the Action column, find the row that shows the requisition was returned/rejected. 


iii. If the requisition was returned by the User “system”, check the Note column for the reason. 
iv. If the requisition was returned by an individual, check the Note column for the reason.  If you 


need more information, please reach out to that individual directly. 
 


17. How do I see why my Change Request was returned? 
a. Go to the Orders in the flyout, then My Orders, then My Change Requests.  Click on the Change Request.   


i. Click History. 
ii. Under the Action column, find the row that shows the change request was returned/rejected. 


iii. If the change request was returned by the User “system”, check the Note column for the reason. 
iv. If the change request was returned by an individual, check the Note column for the reason.  If 


you need more information, please reach out to that individual directly. 
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18. 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. 
 


19. 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 
  


20. 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.   


 
21. I have a shopping cart showing on my Home page and need to create a new shopping cart (requisition).  What 


do I do? 


 
a. If you want to save that active cart and start another: 


i. Go to the Shopping Cart in the flyout, and View Carts. 
ii. The active cart will be noted as “Active” next to the Cart Number. 


iii. To start a new shopping cart/requisition, click Create Cart at the top righthand side of the 
screen.   


b. If you want to delete that cart entirely and start another: 
i. Click into the cart from the Home page 


ii. Click the trash can. 
iii. The cart will clear from the Home page and now show $0.00. You can start a new shopping 


cart by selecting the correct CSU Form Request from the home screen.   
 


22. My Bill To address is not showing as an option to select on the Edit Address Information page, what do I do? 
a. Make sure that you are shopping under the correct Shopping Persona for that Bill To address. 


i. While in the Edit Address Information screen, click the magnifying glass in the Search additional 
field.   


ii. Select the correct Bill To address. 
 


23. How do I add or remove a DOA Approver? 
a. Please visit www.csusm.edu/fso/common-forms and fill out the appropriate form request. 
b. Work with FSO. 


 
24. How do I add a line to a requisition? 


a. If the requisition has not yet been submitted to workflow, view the How to Add a Line to a Requisition 
training resource located at 
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html#training 
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b. If the requisition is already in workflow, but not yet a PO, send a Comment to the current workflow 
approver and ask them to return the requisition to you by selecting Return to Requisitioner in the 
approval menu.  Once the requisition is back in your shopping carts, follow the instructions in (a) above. 


c. If the requisition is already a PO, view the Change Request Process for Requesters training resource 
located at 
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html#training 
 


25. How do I delete a line from a requisition? 
a. If the requisition has not yet been submitted to workflow, scroll to the line and click the ellipses (…)  at 


the line you want to delete, select Remove.  
b. If the requisition is already in workflow, but not yet a PO, send a Comment to the current workflow 


approver and ask them to return the requisition to you by selecting Return to Requisitioner in the 
approval menu.  Once the requisition is back in your shopping carts, follow the instructions in (a) above. 
 


26. There is a discount on my quote, how do I enter that on my requisition lines?   
a. Enter the discounted amount in the Cost Details on the line(s) 


i. Finish building your shopping cart and Proceed to Checkout. 
ii. In the Item Line box, click the pencil. 


1. Check the box next to Contains Discount. 
2. Click Save. 


iii. Repeat for each line where a discount was applied. 
 


27. I am leaving the University, what do I need to do to make sure my requisitions (or other roles) are reassigned 
to someone else?   


a. Submit a ticket in P2P requesting a change.   
i. For instructions on submitting a ticket in P2P, view the Enter a CSUBUY Support Ticket support 


resource located at 
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html#trai
ning 


ii. In the Description field, include your separation date and the name and title of the individual(s) 
who will serve as your replacement for each of your P2P roles.   


 
28. How do I make a change (chartfield, cost, etc.) to a requisition? 


a. If the requisition is already in workflow, but not yet a PO, send a Comment to the current workflow 
approver and ask them to return the requisition to you by selecting Return to Requisitioner in the 
approval menu.  Once the requisition is returned it will go back to your Draft Cart for you to make 
changes and resubmit. 


b. If the requisition is already a PO, view the Change Request Process for Requesters training resource 
located at 
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html#training 


 
29. How do I print (or PDF) a copy of a PO? 


a. Use the search bar at the top of the CSUBUY P2P home page to find the PO.   
b. Click the ellipses, at the top of the page, to view the Purchase Order Actions 


 
c. From the menu, select Print PO 
d. This will open a printable screen for you to print or create a PDF. 



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


From: PCBO Subscription <pcbo_subscribe@csusm.edu>
Sent: Thursday, May 29, 2025 4:11 PM
To: pcbodist@coyote.csusm.edu
Subject: [Pcbodist] Berti and P2P Support
Attachments: ATT00001.txt; ATT00001.txt


 
 


From: PCBO Subscription <pcbo_subscribe@csusm.edu>  
Sent: Monday, April 28, 2025 3:12 PM 
To: pcbodist@coyote.csusm.edu 
Subject: [Pcbodist] Berti and P2P Support 
 


 
Partners in Campus Business Operations 


Berti and P2P Support 
 


Subscribe to the PCBO Mailing List  


PCBO Communications Archive  


 
Sent on Behalf of:  Procurement & Contracts 
 
Hello PCBO Community, 
  
Berti the P2P Support Bot has taken flight! 
 
For P2P Support, please use the following resources in the order noted below: 
 


1. Ask Berti! See instructions below for adding Berti to Teams! 
 


2. Enter a CSUBUY Ticket by clicking on “Open a Ticket Using ServiceNow” on the 
P2P Home Screen. See below. 
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3. Book an Appointment using the Booking Tool found at 
https://www.csusm.edu/procurement/procurementservices/index.html. 
 


 
To interact with Berti and get answers to your P2P questions, please follow the instructions below: 
 


1. Go to Microsoft Teams and click on “Apps.”  
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2. Click on “Built for your Org” and select P2P Support Bot (Berti). 
 







4


 
 


3. Click on “Add.” 
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4. Click on Open. 


 
5. Ask Berti all of your P2P questions via Teams chat! 


 
 


 


 
 
 
 
 
Thank you, 
 
Procurement & Contracts 
procurementservices@csusm.edu 
https://www.csusm.edu/procurement/ 
 








P2P Updates and Reminders


•Berti the P2P Bot!
•Requisition Tracking
•How to Copy a Requisition
•P2P Reminders
•Questions and Resources


Procurement & 
Contracts







BERTI


Don’t have time to sift through the P2P information on our website? Ask Berti to do it for you! Berti will 
even let you know where it found the information.
• Instructions on how to use Berti: 


https://www.csusm.edu/bfs/pcbo/archive_notices/berti_p2p_support.pdf


Procurement & 
Contracts







P2P CSUBUY – REQUISITION TRACKING


Did you know that you can use reports in P2P to track all of your requisitions? A guide is at 
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/export-reports.pdf.


How does it help?
• Track requisitions from the past year to determine which ones need to be renewed
• You can copy the past year’s requisition to a new requisition for this year (don’t forget to update the form 


info).
• This will help identify PO’s that need to be closed.
• This will help identify PO’s that require an invoice be submitted to AP.
• This is especially helpful with knowing when to start the IT review for an annual renewal.


Procurement & 
Contracts







P2P CSUBUY – REQUISITION TRACKING


Procurement & 
Contracts







P2P CSUBUY – HOW TO COPY A REQUISITION


• See previous question to Berti! 
• This is also in the CSUBUY End User 


Training presentation and recording 
on our website. 


• Come to Office Hours for a live demo 
or assistance! 


• You can copy from any requisition, 
not just your own!


• Double check that you are using the 
correct form type and update the 
information in the form (dates of 
service, updated pricing, updated 
details or information).


Procurement & 
Contracts







P2P CSUBUY – REMINDERS


1. Please see the PCBO Notice and information on how to handle a $0 line on a requisition.
2. Please see FAQ’s (item 4) on how to handle IT Software requisitions when a supplier is not responsive 


to the supplier invite.
3. How to click on the workflow step to see who the potential approvers are and see your requisition 


status.
4. What to do when someone leaves CSUSM? Please put in a ticket with their replacement.
5. Requisition Comments. All communications regarding a requisition should be done via req comments. 


Please be sure to add the intended recipient on the requisition comment. Remember to check 
comments!


Procurement & 
Contracts


Contact InfoSubject Matter ExpertQuestion Topic


Check P2P or email suppliersetup@csusm.eduAccounts PayableSupplier Setup Issues


fso@csusm.eduFinancial Systems OperationsDOA Issues


Check P2P or email accountspayable@csusm.eduAccounts PayableInvoices/Payment Status


Message the IT reviewer on the requisition in P2P. IITSIT Review







P2P CSUBUY – QUESTIONS


Questions?


Available Resources at: https://www.csusm.edu/procurement/procurementservices/index.html:
1. Training Videos
2. BERTI
3. Appointment Booking
4. Office Hours


Procurement & 
Contracts






_______________________________________________

Pcbodist mailing list -- pcbodist@csusm.edu

To unsubscribe send an email to pcbodist-leave@csusm.edu





available on our website at:
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html.
We’re also attaching the most recent PCBO P2P presentation.
 
FAQs are attached. The most up-to-date version can be found at:
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_faqs.pdf
 
Quick Tips!
 

1. Make sure to use the correct form type and persona (business unit). Contact Procurement for

assistance if you are unsure on what form type to use.

2. Please double check your commodity code to make sure it aligns with the goods or services you

are purchasing.

3. Please attach the requested information and attachments to ensure timely processing.

4. Double check that you are only selecting Yes to “Receiving Required” for tangible items that will

be shipped to, and received by, Distribution Services.  This does not apply to supplies purchased

through Punchout vendors (Amazon, Staples, etc.) in P2P.

5. Check out FAQ 4 for Software requisitions when a supplier is not cooperating or willing to be set

up in CSUBUY.

6. If you are expecting more than one invoice, make sure you check the Amount Only/Blanket PO

box so that your PO does not close after the first invoice is vouchered. 
 
Thank you!
 
Procurement and Contracts
procurementservices@csusm.edu
 

https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_p2p.html
https://www.csusm.edu/bfs/pcbo/10282025mtg/p2p_procurement_updates.pdf
https://www.csusm.edu/procurement/procurementservices/csubuy_p2p/csubuy_faqs.pdf
mailto:procurementservices@csusm.edu

