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ParTneRs IN Campus Business O PERATIONS

Updated P2P Punchout Catalog Purchasing Instructions

Subscribe to the PCBO Mailing List
PCBO Communications Archive

Sent on Behalf of: Procurement & Contracts and Distribution Services

Hello PCBO,

| When the following option is not followed, your deliveries will be delayed. |

When entering a requisition below $5,000 for one of the punchout vendors in CSUBUY P2P, please update the PO Information to trigger two-way matching (see below for information on punchout
vendors). This will prevent the system from requiring that Distribution Services enter a receipt for the item and trigger an approval from the requestor confirming receipt of the item prior to payment.
Choosing this method will ensure the fastest delivery of your orders. If you choose not to use this method for punchouts, your package(s) will be held at the receiving dock until they can be opened and

contents verified for receiving.

INSTRUCTIONS:

Click on the pencil to edit this section of the requisition:
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To unsubscribe send an email to pcbodist-leave@csusm.edu
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Make sure Amount-Only/Blanket PO is checked:

Edit PO Information

PO Details

Accounting Date
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Tax Code

Please see below for current P2P Punchouts available:
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Please reach out if you have any questions

Lindsay Swensen
Director, Procurement & Contracts
California State University San Marcos

LSwensen@csusm.edu | 760-750-4450 | www.csusm.edu
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