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Hello PCBO,

This is a reminder to make sure your suppliers are:

1. Setup in CSUBUY P2P, and

2. Active for shopping for CSUSM. Any blanket POs still in CFS for the 24/25 fiscal year must be moved to CSUBUY P2P for
the 25/26 fiscal year. In order to set up a PO, the supplier must be active for shopping at CSUSM!

TIPS

® Talk with a supplier that needs help registering. Send them these resources: Supplier Resources | CSU

® Talk with a supplier that refuses to register for CSUBUY. Remind them that CSUBUY is how the campus does business, and
we cannot work with suppliers that are not registered. No suppliers are exempt from registering in CSUBUY, regardless of

organization type.

® (SUBUY is not a third-party system, which is another concern we receive from suppliers.

How to Check if Suppliers are Set Up in CSUBUY

® Signinto csubuy.calstate.edu

® Click onthe Suppliericon, then Search for a Supplier
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Supplier Extension or Re-Invite
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Welcome to CSUBUY Procure-to-Pay at CSUSM! & CSUBUY Training Library
& Open a Ticket Using ServiceNow

Sourcing Office hours and training resources can be found on our CSUBUY Website.

Il Reporting Note: CDW-G, and Gordon Industrial are currently unavailable. We are working to correct this as soon as possible.
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Welcome to CSUBUY Procure-to-Pay at CSUSM!
Sourcing Office hours and training resources can be found on our CSUBUY Website.

Reporting Note: CDW-G, and Gordon Industrial are currently unavailable. We are working to correct this as soon as possible

Please email suppliersetup@csusm.edu with any questions.

Thank you!
Accounts Payable Team
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