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AGENDA

A message from Steve Relyea

Module 1 System Introduction

Module 2 Shopping

Module 3 Approvals

Module 4 Reporting
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A message from Steve Relyea
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Training Structure & Flow
Each functionality covered today will follow the following 2-step process:
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Content

Demos



Approvers

MODULE
Lessons in This Module

System Introduction

1
 CSUBUY Overview

 Basic Navigation
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CSUBUY Introduction
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LESSON OBJECTIVES

CSUBUY Overview

 Explain the purpose of the CSUBUY system.
 Identify how the CSUBUY system can benefit your role.
 Log in to the CSUBUY system.
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For detailed listing of the appropriate SetIDs and/or Business Units to use, reference the P2P: Business Unit Document.
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CSUBUY Procure-to-Pay
WHAT TO DO WHERE?

BUYING
Requisitions & PO related activities 

including requesting, PO dispatch, and 
Change Orders

RECEIVING
Confirm goods have been received or 

services have been rendered by supplier

RECONCILIATION
Reconcile requests and purchase orders 

created including closing POs

SUPPLIER PAYMENTS
Match, review and approval of invoices 

submitted by suppliers for voucher 
creation.

PUNCHOUT SUPPLIER DIRECT PO
Request direct PO’s for goods and services 

provided by punchout suppliers

STUDENT & EMPLOYEE 
DIRECT PAYS
Reimbursements & payments for 
students and employees

PAYMENT
Posting of vouchers, payments and 
payment corrections

CLAIMS
Claim Process
(CSUBUY Invoice override available)

1099
1099 Processing
(CSUBUY Invoice override available)

BUDGET CHECKING
Purchase Orders (record Enc.), PO 
Invoices (reverse Enc.) & Invoice Posting

For detailed listing of the appropriate SetIDs and/or Business Units to use, reference the P2P: Business Unit Document.
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What is CSUBUY?
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CSUBUY is the implementation of strategic, standardized procurement processes that allows for the 
elimination of manual touchpoints and steps resulting in efficiencies through automation, risk mitigation and 
cost savings for the California State University
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Who Uses CSUBUY?
Overview of the user groups that use CSUBUY for purchasing.

Shoppers

Shop and 
Create Carts

Requestors

Shop, Create, 
and Submit 

Carts

Procurement

Review and Approve 
Requisitions

Approvers

Review and Approve 
Requisitions

Accounts 
Payable

Process 
Invoices & 
Payments
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How Does This Change My Role? 

In CSUBUY, Approvers will:
 Review and approve 

requisitions and vouchers.
 Communicate using 

comments.
 Complete the approval 

workflow.
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Process Overview
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Create 
Purchase 

Order
Approve 

RequisitionCheck OutShop
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Basic Navigation
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LESSON OBJECTIVES

Basic Navigation

 Locate your user profile.
 Update your system notification settings to your 

desired preferences.
 Identify the key features of the notifications center.
 Set up user defaults
 Navigate the Shopping dashboard.
 Use the search features.

 Advanced Search
 Search Toolbar 
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Shopping Home Page
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How to Access Profile Settings
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Set Up Your Notification Preferences

Notifications Preferences

Notifications are globally defaulted and can be modified by the user.
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Orders Flyout: Use the Search Feature 

 Search for Requisitions
 Search for Purchase Orders
 Change Requests
 Vouchers

Search

 Items Assigned to Me

My Orders
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Searching
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LESSON OBJECTIVES

Searching

 Locate requests and orders.
 Save a search.
 Configure Column Display on Search Screen
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Searching and Advanced Search
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Introduction to Search

Saved Searches



Approvers

Global Search Field
Search specific documents and or suppliers
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Search Options

Module Fly-Out Searches
Search for documents in specific modules
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How to Build Your Search
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Step 5: Configure Column Display
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Step 6: How to Save Your Search
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Step 6: Save Your Search : Create Personal Folder
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MODULE
Lessons in This Module

2

Shopping

 Chartfields

 Shop Using a Form

 Check Out
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Chart Fields
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LESSON OBJECTIVES

Chart Fields

 Update chart fields to check out.
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Chartfields

31

 Account Code is 
defaulted by the 
Commodity Code 
selected

 Account Code 
Override is populated 
to override the 
default account code 
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Shop Using a Form
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Shopping
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LESSON OBJECTIVES

Shop Using a Form

 Access shopping forms.
 Determine when to use each shopping form.
 Submit shopping forms.
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Available Forms

Goods and Services Request

Hospitality

Independent Contractor

IT Hardware

IT Software

Payment for Unauthorized Purchase

34



Approvers

Check Out
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LESSON OBJECTIVES

Check Out

 Naming your cart.
 Adding an internal note.
 Proceeding to Checkout.
 Noting the approval workflow.
 Submitting Request.
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Check Out & Submit Request
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Requisition Approval Workflow
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MODULE
Lessons in This Module

3

Approvals

 Requisition Approval Workflow

 Using Comments on Requisition

 Review Requisition

 Approval Actions
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Requisition Approval Workflow
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Requisition Approvals
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LESSON OBJECTIVES

Approval Workflow

 Review approval workflow for a submitted 
requisition.

 Know difference between Manual and 
Automated approval steps
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Workflow Overview
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Submit 
Requisition

DOA 
Approvals

Accessibility/
Security 
Review

IT Review Facilities 
Review

Independent 
Contractor 

Review

Police 
Review

Hospitality 
Review

Catering 
Review

Vehicle 
Review

Alcohol 
Review

Branding 
and Logo 
Review

Legal 
Services 
Review

EH&S Review
Live Animal 

Purchase 
Review

Security 
Purchase 
Review

Procurement 
Review

Secondary 
Review

Procurement 
Director 
Review

Campus VP 
Sole Source 

Approval

Chancellor 
Office Proc 

Review
Create PO(s)
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Comment on a CSUBUY Transaction
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Requisitions
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LESSON OBJECTIVES

Comment on a Requisition, PO, or Voucher

 Apply comments to a requisition, PO, or voucher.
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Comments on a Requisition
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Create & Add a Comment
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Approval Actions
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LESSON OBJECTIVES

Approval Actions

 Locate your approval queue.
 Review a requisition.
 Approve, reject, and return a requisition.
 Add comments to a requisition.
 Forward a requisition.
 Assign substitute approvers.
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Requisition Approval Actions 

Approve a Requisition

Return to Shared Folder

Place Requisition on Hold

Return to Requisitioner

Forward Requisition

Reject Requisition

Add Ad-Hoc Approver

Assign Substitute
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Approve a Requisition
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Return to Shared Folder
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Place a Request on Hold
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Return to Requisitioner

53
Recommended approval action as it allows for the requisition to be modified and resubmitted back through requisition 

workflow.
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Forward a Requisition
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“Forward to” transition the approval to another approver (in-lieu of).
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Reject a Requisition

55
Note: Reject should be used if the request should not proceed to purchase order. If only small modifications are needed 

recommend to Return to Requisitioner to allow for resubmission.
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Add Ad-hoc Approver to Requisition Workflow

56Ad-Hoc is an additional approver that can be added at any workflow step.
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Assign a Substitute Approver
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Approval Queue
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Review a Requisition

Add 
comments

Put a 
request 
on hold

Approve, 
return, or 

reject
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DEMO

Review, Add a Comment, and Approve a 
Requisition

60

1. Navigate to requisition approval queue.
2. Open a shared approval, select a requisition, and assign it 

to yourself.
3. Review requisition details.
4. Review the Form information.
5. Ask question in the Comments.
6. Show how to return or reject.
7. Show how to Forward the requisition to another 

approver.
8. Show how to Assign a substitute approver.
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MODULE
Lessons in This Module

4

Reporting

 Create reports using search functions.

 Voucher Payment Information
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Search
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Reports
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LESSON OBJECTIVES

Search

 Locate a Requisition
 Locate a Purchase Order
 Locate a Voucher
 Voucher Pay Status
 Recycled Reporting
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Find a Requisition
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Find a Purchase Order
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Find a Voucher
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Recycled Reporting

67

Utilize filters to create a report to identify Purchase 
Orders with recycled products.  Recommended 
filters:
 Production Description: Contains “recycle”
 Commodity Code: “159” Prefix represents 

Recycle Commodity Code
 Product Flags: Recycled
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DEMO

Filter Options and Export

Learn how to filter options and export.

68

1. Navigate to Search for Requisitions.
2. Select Add Filter.
3. Select filters.
4. Select the box beside each requisition. 
5. Select Export All or Export Selected Rows.
6. Complete Title and Type. 
7. Select Submit.
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Voucher Payment Information
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Purchase Orders
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LESSON OBJECTIVES

Voucher Payment Information

 Locate voucher payment details.
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Look Up Payment Information

 Pay Status
 Payment Method
 Payment Record No.
 Payment Record Date
 Payment ID Ref.
 Payment Partially Paid
 Cancellation Date
 Escheatment Date
 Reconciliation Date
 Total Payment Amount
 Voucher Payment Amount

Included with the Paid Voucher:
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DEMO

Search for Payment Information

Learn how to search for payment information.
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 Search to review payment information on the voucher.
 View how a PO is linked to a voucher.
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WRAP UP
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System 
Introduction Shopping Approvals Reporting
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SUPPORT

74

CSUBUY System Help
Help button within the 

system

Support Resources
 Local CSU admin


	Approvers
	Slide Number 2
	A message from Steve Relyea
	Training Structure & Flow
	System Introduction
	CSUBUY Introduction
	CSUBUY Overview
	Slide Number 8
	Slide Number 9
	What is CSUBUY?
	Who Uses CSUBUY?
	How Does This Change My Role? 
	Process Overview
	Basic Navigation
	Basic Navigation
	Shopping Home Page
	How to Access Profile Settings
	Set Up Your Notification Preferences
	Orders Flyout: Use the Search Feature 
	Searching
	Searching
	Introduction to Search
	Search Options
	How to Build Your Search
	Step 5: Configure Column Display
	Step 6: How to Save Your Search
	Step 6: Save Your Search : Create Personal Folder
	Shopping
	Chart Fields
	Chart Fields
	Chartfields
	Shop Using a Form
	Shop Using a Form
	Available Forms
	Check Out
	Check Out
	Check Out & Submit Request
	Requisition Approval Workflow
	Approvals
	Requisition Approval Workflow
	Approval Workflow
	Workflow Overview
	Comment on a CSUBUY Transaction
	Comment on a Requisition, PO, or Voucher
	Comments on a Requisition
	Create & Add a Comment
	Approval Actions
	Approval Actions
	Requisition Approval Actions 
	Approve a Requisition
	Return to Shared Folder
	Place a Request on Hold
	Return to Requisitioner
	Forward a Requisition
	Reject a Requisition
	Add Ad-hoc Approver to Requisition Workflow
	Assign a Substitute Approver
	Approval Queue
	Review a Requisition
	Review, Add a Comment, and Approve a Requisition
	Reporting
	Search
	Search
	Find a Requisition
	Find a Purchase Order
	Find a Voucher
	Recycled Reporting
	Filter Options and Export
	Voucher Payment Information
	Voucher Payment Information
	Look Up Payment Information
	Search for Payment Information
	Slide Number 73
	Slide Number 74

