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Module 7 Voucher Payment Status

Module 8 Reporting
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A message from Steve Relyea
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Training Structure & Flow

Each functionality covered today will follow this 2-step process:

8 Conient
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MODULE
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A COLLABORATIVE PROCURE TO PAY MARKETPLACE

System Introduction

Lessons in This Module

= CSUBUY Introduction
= Basic Navigation
= Searching

= Search for Suppliers

Campus Customers 5



CSUBUY Introduction

System Introduction
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CFS & CSUBUY

LESSON OBJECTIVES

= Review integration types associated with CSUBUY.
® Learn what processes are in which system.

CSUBUY@ Campus Customers 7
A COLLABORATIVE PROCURE TO PAY MARKETPLACE



m The California State University CSUBUY@

HOW DOES DATA FLOW
BETWEEN CSUBUY AND CFS?

CSUBUY s

Purchase Order
Voucher
Supplier Sync Data Check
DOA Data Check
Payment Status
Chartfields y .

Users and Permissions

S CFS (Common Financial Services)

The Data Check includes multiple

PeopleSoft validations including
combo edits.

For detailed listing of the appropriate SetIDs and/or Business Units to use, reference the P2P: Business Unit Document.



m The California State University

BUYING \ BUDGET CHECKING
Requisitions & PO related activities CSUBUY Procure.to.Pay L) Purchase Orders (record Enc.), PO
including requesting, PO dispatch, and Invoices (reverse Enc.) & Invoice Posting
Change Orders WHAT TO DO WHERE?

RECEIVING
Confirm goods have been received or
services have been rendered by supplier

STUDENT & EMPLOYEE
— DIRECT PAYS

Reimbursements & payments for
students and employees

PUNCHOUT SUPPLIER DIRECT PO
Request direct PO’s for goods and services
provided by punchout suppliers

PAYMENT
|1f? Posting of vouchers, payments and
payment corrections

SUPPLIER PAYMENTS

Match, review and approval of invoices
submitted by suppliers for voucher
creation.

= CLAIMS
@ Claim Process

(CSUBUY Invoice override available)

RECONCILIATION

Reconcile requests and purchase orders

created including closing POs
CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

For detailed listing

roy 1099
[10%9) 1099 Processing
(CSUBUY Invoice override available)

Campus Customers 9
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CSUBUY Overview

LESSON OBJECTIVES

= Explain the purpose of the CSUBUY system.

= |dentify how the CSUBUY system can benefit your role.
= Log in to the CSUBUY system.

= |ocate system help and support resources.

CSUBUY@ Campus Customers 10
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What is CSUBUY?

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

T e earch (A1t q ooouso W QW A R

Dashboards * Shopping Home Page

Shopping Home Page

Organization Message | OJi:h inl:.s m The california state University

welcome 1o the

CSUBUY

“*TEST

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

CSU Form Requests ~

Request to Clase / Supplier Extension

Goods and Services  Hospitality Form (Nam-
ues Travel) : Recpen PO Request

‘Request ware Request 1T Software Request

CSUBUY@ Campus Customers 11
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Who Uses CSUBUY?

Overview of the user groups that use CSUBUY for purchasing.

Accounts
Payable

Create
Payment for
Purchases

Shoppers Requestors Approvers Procurement

Shop, Create,
and Submit
Carts

Shop and
Create Carts

Review and Approve
Requisitions

Review and Approve
Requisitions

Eéml;!,glgjvaﬂi Campus Customers 12
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How Does This Change My Role?

In CSUBUY, Campus
Customers will:

= Shop for items and services.

* Track requests, purchases,
and payments.

= Create receipts for goods and
services.

CSUBUY@ Campus Customers 13
A COLLABORATIVE PROCURE TO PAY MARKETPLACE



How Do | Log In?

CSUBUY

Production Site

= SSO

csleBUY®R2 " GampusCustomers 14
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Where Do | Get Help?

CSuUBUY
System { Help button within the system
Help

Resources CSUBUY Training & Resources

Support{ Local CSU admin

CSUBUY@ Campus Customers 15
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Process Overview

Create
Check Out R'gpﬁirgi}t/ice)n Purchase
9 Order

CSUBUY@ Campus Customers 16
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Basic Navigation

System Introduction
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Basic Navigation

LESSON OBJECTIVES

= Navigate the Shopping dashboard.
= | ocate your user profile.
= |dentify the key features of the notifications center.

= Update your system notification settings to your
desired preferences.

®  Use the search feature.

CSUBUY@ Campus Customers 18
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Shopping Home Page

[—
CSUBUY®

Shop + Shopping Home Page

Organization Message

Weicome to the

CSUBUY

**TEST ENVIRONMENT**
Chico

Simple Advanced

Search for produc forms, part number, etc

Showing Resufts 1-4 of 4

Name: PR-09 SMXMP

My Purchase Orders
Requisitions Number: 4

6344 -
6344 2 Folders 28 My Vouchers
Name: PR 33 SMXMP

All orders v Do
TYPE DETAILS FOLDER NAME DAYS IN FOLDER T SHORTCUTS
Requisitions Number: 4104223 San Marcos - Commodity - Supplies 28 My Requisitions

All r Search (Alt+Q) Q 92000USD W

Quick Links )

View Carts

My Requisitions

My Purchase Orders
Search for Supplier
Request New Supplier
& CSUBUY Help

My Approvals v ... Orders Search

cument Nur

oD a2

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

R | Privacy Policy

Campus Customers
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How to Access Profile Settings

CE§UBUYW AllY Search (Alt+Q) a gooousp W o €& a4 2

Shop * Shopping Home Page

Organization Message

[ p—

SUBUY®

My Profile »  Users Name, Phone Number, Email, et

Welcome Cal Poly to Procure-to-Pay (P2P) in CSUBUY!

We are excited for Cal Poly to join the enhanced Procure-to-Pay (P2P) process in CSUBUY. As you begin using the a

Barbara Buyer

User Name  bbuyer

Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings

App Activation Codes
Early Access Participation

ettings

Administrative Tasks

User's Name, Phone Number, Email, etc.

First Name Barbara
Last Name Buyer
Phone Number

Mobile Phone Number

E-mail Address * nobody@jaggaer.com

Business Unit Cal State Univ, Chico P2P (CHXCO)
Authentication Method Loca

User Name * bbuyer

* Required

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Campus Customers
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CSUBUY System Personas

Sally Shopper Assigned Shopping Personas

User Name  sshopper Personas ? | Edit Persona

CalPoly Foundation (CalPoly Foundation) Name *

Internal Name *

User Profile and Preferences Create New Persona
Active
Update Security Settings
Default User Settings Configuration Details

User Roles and Access Business Unit

Assigned Roles

Access

Price File Approvals

Assign Business Unit Administration
Ordering and Approval Settings
Permission Settings
Notification Preferences
User History

Administrative Tasks

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

CalPoly Foundation

CalPoly Foundation

| Cal Poly Foundation P2P (SLXDN) v |

Campus Customers 21



Set Up Your Notification Preferences

Notifications Preferences

Notification Preferences:
Shopping, Carts & Requisitions

Prepared By - Cart Assigned Notice @ None
Prepared By - PR line item(s) rejected @ None
Prepared By - PR rejected/returned @ None
Cart Assigned Notice (2] None
Receive PR and PO notifications for Carts None

Assigned to Me @

Assigned Cart Processed Notification (2] None
Assigned Cart Deleted Notification (2] None
E Notifications are globally defaulted and can be modified by the user.
CSUBUY Campus Customers 22
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Set Up Default Settings

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

CSUBUY®

My Profile »  Custom Field and Accounting Code Defaults

Barbara Buyer

User Name  bbuyer

User Profile and Preferences

ttings

art Assignees
User Roles and A
p

sion Settings

Ordering and Ap

Perm

Notification Pre
User History

Administrative Tasks

Custom Field and Accounting Code Defaults

Header (int.) | Codes | Code Favorites | Internal Information | Cart

Custom Field Name
Buyer
Deliver To Location
Invoice Reviewed By
Invoiced Received (mm/dd/yyyy)
Multi-Year PO
Tax Code
Payment Method Override
Payment Handling Override
Pay Group Override
Cancellation Date
Escheatment Date
Payment ID Ref
Total Payment Amount
Recenciliation Date

FY Processing Options

Default Value Description

No Default Value
0010010500_SLCMP Administration
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value
No Default Value

No Default Value

7

Edit Values

All =

Users who submit requisitions for multiple business units should not default their chartfields.

Campus Customers 23



Orders Flyout: Use the Search Feature

Orders
Search

My Orders

c S U B U Y oo
A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Quick search

All Orders

Requisitions

Purchase Orders
Change Requests

Procurement Requests

Vouchers

Receipts

O

= Search for Requisitions

= Search for Purchase Orders
= Change Requests

= Vouchers

My Orders

= |[tems Assigned to Me

Campus Customers
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Log in and Notifications

Learn how to log in and access your profile and notification settings.

Log In
1. Open the login page for the site you want to access.
2. Enter your user credentials.

@ 3. Select Sign In.

Update Notifications

Select your user icon in the top right corner.

Select View My Profile.

Update user profile settings.

Select Notification Preferences from the side menu.
Choose a set of notifications to update.

Select Edit Section to update your preferences.
Select Save Changes.

NouhWwWN =

CSUBUY@ Campus Customers 25
‘A COLLABORATIVE PROCURE TO PAY MARKETPLACE



Searching

System Introduction

Campus Customers 26




Searching

LESSON OBJECTIVES

= Locate requests and orders.
= Save a search.

CSUBUY@ Campus Customers 27
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Introduction to Search

Searching and Advanced Search

Saved Searches

Eéﬁélrvw Al - Search (Alt+Q) a 000USD W
Orders ¥ Search » Al Orders
= Search All Orders saveAs ¥ A PinFiters ¥
Quick Filters My Sear Type of Order: All ¥ Created Date: Last 90 days ~  Quick search

Add Filter = Clear All Filters

Supplier ~
< > Page 1 of14  1-200f275Results

Quality Classroom
Supples o
56 Sunat = Order Created Completed

upplies

PP [0 identifier ¥ Type Order Status~ Order Owners Date/Time @ Date ¥ Supplier
Initech (22 ]
Steelcase Distributor  @ED) O cootesaT Voucher  (EEZLEE) Michelle 9/26/2024 Quality Classroom Supplies

Tanner 417:38 PM °

BD Biosciences, Inc 16 ]

Ruth Canseco

~ seeMore @ show More
[ cootessT Voucher  (EXIEE) Michelle 9/26/2024 Quality Classroom Supplies

Business Unit v Tanner 4:06:03 PM °
Ruth Canseco

CSUSM Associated

Students Inc P2P @ i

(SMXS1) [0 4124940 change  (CZIZIID Lindsay 9/26/2024 9/26/2024  Initech @

S0 Foundation por Request Swensen 2:49:28 PM 2:53:04 PM

SSU Foundation P2P

(SOXON) [ 52 ) Michelle
Tanner

csus Pop BRxMP) @

Assaclated Students Inc gy [ 2400024177 Purchase Michelle 9/26/2024 9/26/2024 Initech @

P2P (BKXSI) Order Tanner 2:47.02 PM 25332 PM

Foundation P2P (BKXDN) (@3

© Show More O  cooteset Voucher  (EZZXLEM  Bryan Dinno 9/26/2024 Steelcase Distributor @

Carolyn 2:46:16 PM

Order Owners v Faulconer

Tanner, Michelle (105 ) [0 2400024167 purchase (L) Michelle 9/26/2024 9/26/2024  Victor's Vehicle & Repair @

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

M 4 2

2 Export Al ¥

Q

£+ 20 PerPage v

Total Amount ¥

71.78 USD

7.46 USD

8696.00 USD

8696.00 USD

217.00 USD

2,270.00 USD

& Al = Search (Alt+g) Q 0.00USD W Q|- A2
Manage S
Add New » Manage Searches 8
Expand All Collapse Al

4+ Personal under *Persenal’) or dacument searches that are being shared with yau {listed under "shared). To add a documentsearch o a folder, select
o the "Save Search’ button after performing a document search and follow the prompts. Use the top-level “favorites” tab to manage (create,
= Yau have no personal searches. delete, movescopy, edit) the folders isted on the lef

4 Shared

You have no shared searches

4

Campus Customers 28



Search Options

Global Search Field Module Fly-Out Searches
Search specific documents and or suppliers Search for documents in specific modules

* Shopping Home Page
Shop

Orders Orders Quick search

Find Results That Have: @

Search All Orders
Contracts

My Orders Requisitions
Accounts Purchase Orders
Payable Approvals
Change Requests

Procurement Requests

Suppliers

Vouchers

Sourcing Receipts

CSUBUY@ Campus Customers 29
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How to Build Your Search

[ oo [ST—
CSUBUYE Al + Search (Alt+Q) Q 000USD W Q |w 4 2
Orders » Search » Purchase Orders
= Search Purchase Orders G'I'i saveAs ¥ Apinfiters v  Segportal v
Quick Filters My Searches Created Date: Last 90 days ¥  Quick searche Q@ Aii Filter +  Clear All Filters ?
[ ] < > Page 1 of 31 1-20 of 616 Results 6 20 Per Page w [
Supplier o Voo Fel g
Qua\ity Classroom m PO Created Requisition Shipment Matching
Supplies **  Number ¥  Supplier Date/Time @) PO Status Number PO Owner Status Status Total Amount ¥
Initech m bt
Cheleea's Consiruction e 240002479T  Initech @ 9/30/2024 4125792 Laura SentTo  No 521.25 USD
Company G 10:47:01 PM Bennett Supplier Matches
Bradford .
Toecommunications €D we  240002478T  Initech @ 9/30/2024 4125843 Laura SentTo  No 521.57 USD
10:45:00 PM Bennett Supplier Matches
Acme Corporation @ % PP
¥ See More © show More e 240002477T  Initech @ 9/30/2024 4125832 Laura Sent To No 523.44 USD
10:41:42 PM Bennett Supplier Matches

PO Status v

w. 2400024767  Initech @ 9/30/2024 4125831 Laura SentTo  No 518.19 USD
Completed [ 599 10:39:06 PM Bennett  Supplier Matches
Pending m

e 2400024757 Initech @ 9/30/2024 (LG 4125830 Laura Sent To No 521.88 USD

CSUBUY@ Campus Customers

A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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Step 5: Configure Column Display

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply to the lifetime of the current search
unless the search is saved. Columns marked with an * are custom defined data elements

Type to Filter Available Columns... [ Pin Columns as my defaults

[] Account* i1 PO Number
[] Account Override * :: Supplier

[ ] Accounting Date :: Created Date/Time

1
1
[] Amount-Only / Blanket PO * :* PO Status +
1

[] AP sStatus -1 Requisition Number

Apply Cancel

CSUBUYE Campus Customers 31
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Step 6: How to Save Your Search

rs

Created Date: Last 90 days ~ | Quick search

Business Unit: Cal State Univ, ... v X

< > Page 1

PO
***  Number ¥

. 2300000604
«s 2300000603

«s 2300000595

... 2300000594

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

of 15 1-20 of 283 Results

Supplier

David's Doughnuts €

Acs Group &

Hewlett-Packard Company
e

Acs Groun ©

Created
Date/Time €@

4/28/2023 7:37:20 AM

4/28/2023 7:37:04 AM

4/27/2023 3:28:33 PM

4/27/2023 3:25:32 PM

PO Status

All -

Requisition
Number

3751913

3751913

3762860

3757546

Chris Jones - Chico

Lavla Betar-

Sent To Supplier

Sent To Supblier

05USD w

2 Pin Filters

ers

Matching
Status

No Matches

No Matches

Search (Alt+Q) Q 1,293.
M saveas
® save As
Q e
% Manage Searches
@ My Purchase Ord
@ My Recent Approvals
Shipment

PO Owner Status

Layla Betar- Sent To Supplier

Makhoul

Layla Betar- Sent To Supplier

Makhoul

No Matches

No Matches

O~ A4 2

hd 2 Export All =

-~

{3 20PerPage =

Total Amount =

450.45 USD

18,478.42 USD

516.18 USD

375.00 USD

Campus Customers 32



Step 6: Save Your Search : Create Personal Folder

Top level personal folder
Top level shared folder \

Step 1: Details

Nickname %

¥ Add Description

Step 2: Select Folder Destination

4 Personal

4 Shared
AP Reports
Buyer Pending Requisition

Campus Suppliers

You have no personal searches.

Add New o

Cieate Personal Folder

* Required

am

Save Changes Close

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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Search and Filters

Learn how to search and filter for requests and orders.

Navigate to Orders > Search > Requisitions.
Use Quick Filters on the left panel.

Use Add Filter for refined results.

Add a column to the Results Page.

*Select Export search results.

Save Search.

OX

ok WwWwnN =

*Additional Training on Export later

CSUBUY@ Campus Customers 34
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Search for Suppliers

Shopping

CSU BUY@ Campus Customers 35
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Search for Suppliers

LESSON OBJECTIVES

= Overview of searching for shoppable
suppliers.

= QOverview of searching all CSUBUY
suppliers

CSUBUY@ Campus Customers 36
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Supplier Search

[ cuST—

CSUBLY®

Quick Filters

Approved By n

Martin, Margot
Bush, Kara
McClurg, Tu
Jones, Chris

Requester, Rocky

V¥ See More
Business Unit

No Business Unit
Commodity Code

No Commodity Code

= Search Suppliers

My Searches

Show More

<@<

Suppliers » Manage Suppliers » Search for a Supplier

2] ©

Relationship: In Network v  Status: Active ¥ | Quick search

< >

O

Qe

NG

&

Page 1 of 13 1-20 of 257 Results
Company Supplier Last
Name @ Classes Modified ¥
*Supplier Not 9/20/2024
Known 7:31:06 AM
500 % H 8/6/2024
Replication 3:57:42 PM
(500)

A-TOWN AV 9/12/2024

11:52:21 AM
Academic g 9/20/2024
Recruiting 7:26:15 AM
Services

Supplier
Number ¥

1003736726

1004041955

1003873861

‘!504408208

Al =

Search (Alt+Q) Q 000USD W (VI A 2
K savess ¥ A PinFilters ¥ 2 Export Al ¥ Actions w
Qo AddEiher' Clear All Filters ?
o-ﬁ 20 Per Page ¥
Registration Registration Registration Supplier  Duns Diversity
Status eType Date ¥ Type Number ¥  Classification ©
Approved Solicited 5/12/2023 Non- None (None)
Catalog
In Progress  Solicited 3/28/2024 Non- None (None)
Catalog
Approved Solicited 9/14/2023 Non- None (None)
Catalog
Approved Solicited 8/27/2024 Non- None (None)
Catalog

Powered by JAGGAER | Privacy Policy | J Page Info

CSUBUYE
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Supplier 360

I e iy

CSUBUYE Al + Search (Alt+Q) Q 0.00USD W QD |- 4 2

Suppliers » Manage Suppliers » Search for a Supplier » Supplier Profile - Acco Engineered Systems Inc

< Back to Results 60f 257 Results v £ >
Acco Engineered Systems Supplier 360 Supplier Actions ¥
Inc , . .
« Supplier Details o 7 Products and Services o2
¢ 3
i
Supplier Number 1003734708 In Network NAICS Codes
Registration Status Profile Complete @ Active Primary
Registration Type Solicited  .# D Non-Catalog @ 331110 - Iron and Steel Mills and
! . . . . Ferroalloy Manufacturing
View Supplier Registration Acco Englneered Systems Inc Secondary
Legal Name Acco Engineered Systems ...
DBA Acco Engineered Systems |... g;:;izndary NAICS Codes
About .
. Aliases
Supplier 360 Commodity Codes
Summary Supplier No. 1003734708 100003 (Engineering Services)
3rd Party Ref No. -
General y Keywords
Additional Information [ weuiDs cHxco-1003734708 |

There is no Keywords to
P T armemnia dianlav

Powered by JAGGAER | Privacy Policy | J Page Info

-

Supplier Classes

MBU IDs in the Supplier 360 is where users can see if the supplier is available for their campus to shop from.

CSUBUYE
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Supplier Status

Registration Status:

Definition

None

Invited

In Progress
Registration Complete

Approved

Loaded, not invited

Registration invitation sent to supplier
Supplier has started registration
Supplier has completed a registration

Supplier profile has been approved through registration workflow

Status: Definition

Enabled for Procurement @
Not Enabled for Procurement ®

CSUBUY Network Relationship

Active for Shopping

Inactive for Shopping

In Network &g

Search results should be limited to “In Network”

c s U B U Y o0
A COLLABORATIVE PROCUS I

IRE T0 PAY MARKETPLACE
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Searching Shoppable Suppliers

——— All + Search (Alt+Q) Q 1,293.0

CSUBUYE

Shop » Shopping » Browse By » Suppliers

[=] Search For Supplier ?

Supplier

Supplier Type All v

Hosted Catalog
) PunchOut Supplier
Showing 1 - 20 of 73 Resulis Mobile Punchout
Results Per Page Non-Catalog Sort by: | Best Match v
Supplier Name Type Preference Supplier Name

*Supplier Not Known = Bob Loblaw

Academic Search, Inc = Boritch, Nicolas

Acco Engineered Systems Inc =

C Point Assoc LP
Acs Group El

Carolina Biological Supply Co.

T
i o

AGB Search LLC

CSUBUY@ Campus Customers 40
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Searching CSUBUY Suppliers

Supplier Management Flyout Supplier Profile Search

FSUBUVW Alv Search (Alt+Q) Q 000USD W O ™ A 8

Suppliers earch Suppli B

= Search Suppliers KisaeAs ¥  APinfiters v Actions v

Relationship: In Network ~  Status: Active Quick search Q @ AddFitter v

Manage Sup p|ier5 Supplier Management Home quekpters !

Clear AllFilt
Approved By v
" < > Page 1 of 13 1-20 of 257 Results £} 20 Per Page v
Search for a Supplier Mot Wergo o
Appmvals Bush, Kara (2] Company Supplier Last. Supplier Registration  Registration  Registration Supplier  Duns. Diversity
"||||'|'E||||r s;“ed sgamhgs McClurg, Tu [} Name @ Classes Modified ¥ Number ¥ Status Type Date ¥ Type Number ¥ Classification
Jones, Chris (1] 43 © *supplier Not Known 9/20/2024 1003736726 Approved Solicited 5/12/2023 Non-Catalog None (None)
REqUE'StS Requester, Rocky (5 7:31:06 AM
¥ SeeMore © Show More:
£ 500 Replication A 8/6/2024 1004041955 InProgress  Solicited 3/28/2024 Non-Catalog None (None)
S —— Business Unit v (500) JsrazPM
No Business Unit 257 ) 5 © ATOWNAV 9/12/2024 1003873861 Approved  Solicited 9/14/2023 Non-Catalog None (None)
11:5221 AM
Commodity Code v
5 © AcademicRecruiting @ 9/20/2024 1004408208 Approved  Solicited 8/27/2024 Non-Catalog None (None)
No Commodity Code (D) Services 72615 AM
(2] 5 © Academyof 7/1/2024 1003734705 Approved  Solicited 3/30/2023 NonCatalog 961537383 None (None)
@ show More Nutrition and 9:08:30 AM
Dietetics
Contract Party Type v
%) © AccoEngineered 8/12/2024 1003734708 Profile Solicited 3/30/2023 Non-Catalog None (None)
Supplier [ 246 ] Systems Inc 3:45:26 PM Complete
Customer [7]
5 43 © ACHAugust Testing 8/14/2024 1004161120 Approved  Solicited 8/14/2024 Non-Catalog None (None)
) Show More: 11:3526 AM
Country of Origin v 4 © Acme Corporation % 9/20/2024 1004408209 Approved Solicited 8/27/2024 Non-Catalog None (None)
7:30:57 AM
United States [222 ] 8

CSUBUY@ Campus Customers 41
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Supplier Filtering and Saved Searches

Supplier Filters

Supplier Saved Searches

= Search Suppliers

Relationship: In Network

Quick Filters My Searches

Clear All Filters

Approved By v

< > Page 1
Martin, Margot e
Bush, Kara 9 Company
McClurg, Tu m Name °
Jones, Chris @ 43 @ *Supplier Not Kn
Requester, Rocky o

V¥ See More © Show More

43 & 500 Replication
Business Unit v (500)
No Business Unit © i3 @ ATOWNAV

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

[ —
CSUBU

Suppliers

Add Filter =

| Find search filter...

Quick Filters My Searches

Manage Searches

General Information

[[] Business Unit

[] Contract Party Type

[] Country of Origin

[ Include Organizational Nodes
[1 Internal Modification

[] Last Modified

[] Status Flags

[] Supplier

[] Supplier Classes

Favorite Searches

You do not have any favorite
searches yet.

[] Supplier Contact Email

= Search Suppliers

Relationship: In Network ~

Manage Suppliers » Search for a Suppler

Clear AllFilters

<

>

@

]

©]

Page 1 of13
Company Supplier
Name @ Classes.
*Supplier Not Known
500 Replication Y HE
(500)

ATOWN AV

Academic Recruiting @
Services

Academy of
Nutrition and

Dietetics

Acco Engineered
Systems Inc

ACH August Testing

Acme Corporation

8

Status: Active v | Quick search

1-20 of 257 Results

Last
Modified

9/20/2024
7:31:06 AM

8/6/2024
3:57:42 PM

9/12/2024
11:52:21 AM

9/20/2024
7:26:15 AM

7/1/2024

9:08:30 AM

8/12/2024

3:45:26 PM

8/14/2024
11:35:26 AM

9/20/2024
7:30:57 AM

Supplier

Number ¥

1003736726

1004041955

1003873861

1004408208

1003734705

1003734708

1004161120

1004408209

Alv

Registration

Status

Approved

InProgress

Approved

Approved

Approved

Profile
Complete

Approved

Approved

Search (Al1+Q) Y

Registration

Type

Solicited

Solicited

Solicited

Solicited

Solicited

Solicited

Solicited

Solicited

000USD W O ™ 4 8

K save A El APinfiters v Actions v

ter ~

 Manage Searches

% 20Perage v

Registration Supplier  Duns Diversity
Date ¥ Type Number ¥ Classification
5/12/2023 Non-Catalog None (None)
3/28/2024 Non-Catalog None (None)

9/14/2023 Non-Catalog None (None)

8/27/2024 Non-Catalog

None (None)

3/30/2023 Non-Catalog 961537383 None (None)

3/30/2023 Non-Catalog None (None)

8/14/2024 Non-Catalog

None (None)

8/27/2024 Non-Catalog None (None)
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MODULE

2
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A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Shopping
Lessons in This Module

= Shop from a Punchout
= Chartfields

= Shop Using a Form

= Check Out
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Shop from a PunchOut

Shopping
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Shop from a PunchOut

LESSON OBJECTIVES

® | ocate the PunchOut
®  Add items to a cart with a PunchOut.
® Transfer items in PunchOut cart to CSUBUY cart.

CSUBUY@ Campus Customers 45
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PunchOut Catalog

Showcases .

CSU Form Requests >
GENERAL >
INFORMATION TECHNOLOGY >
LABORATORY & SCIENTIFIC, MEDICAL & ATHLETIC >

v

FACILITIES MANAGEMENT

BLACK BCXSAFETY Pstenal GRAINGER 2} irg [ Loues | PRO m

Test Hosted Catalogs

CSUBUY@ Campus Customers 46
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ChartFields

Shopping
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ChartFields

LESSON OBJECTIVES

= Update chartfields to check out.

CSUBUY@ Campus Customers 48
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Chartfields

[rp—
CSUBUY®

Gifts

>

Manufacturer
Name

Manufac
Part Number

more info

A~ TAX CODE

~  CHARTFIELD
Business Unit

SLCMP

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Requisition - 4129534

Summary Taxes/SEH POP
Contract no value
Quote number  no value
item

BIC Round Stic Xtra Life Ballpoint Pens, Medium Point
(1.0mm), Black, 60-Count Pack, Flexible Round Barrel
For Writing Comfort, Perfect Teacher Appreciation

ITEM DETALLS €}

BIC
GSMB09-Blk

146-9067020-8777947,1

Fund DeptiD

60022_SLCMP  100300_SLCM
ME se CAFES-Agribus

no vall
Add/View
Catalog No. Size/Packaging  Unit Price
B0012YVGO EA 5.99
w
Contract no value

Commodity

170003 / General Supplies

X

no value

Clauses Add/view

Account Account Override  Program

P 660003_SLCMP  novalue no vaiue

Ay
Quantity Ext. Price
aty:1€A 5.99

Taxable N

X
no value

Values have been overridden
for this line a #

Values have been overridden
for this line a s

Class Project

no value no value

Search (Alt+Q)

®

wsvso w0 @ 48
Summary -

Total (48.75 USD) v

total 45.46
Sales Ta: 3.29
Use Tax 0.00
g 0.00

Hal 0.00
48.75

What's next for my order? v

Wait for Validation 1

Approver (DO NOT DELETE), Workflow

Requisition Validation 1
Future

Wait for Validation 1
Future
P

Account Code is
defaulted by the
Commodity Code
selected

Account Code
Override is populated
to override the
default account code
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Splitting Chartfields

more info

~ CHARTFIELD Values have been overridden for

this line £ W
Business Unit Fund DeptlD Account Account Override  Program Class Project
SLCMP 60022 _SLCMP 100300_SLCMP 616003_SLCMP no value no value no value no value

Override Line hartfield X

% of Pri
S Account * & Account Override & ngram‘g: Class & iject‘g: sotrriee ve

Q No Value Q No Value Q No Value Q 50

(3.00 USD) o
v _SLCMF Searc Q

No Value Q No Value Q No Value Q 50

3.00USD)

split Total 100%
(5.99 USD)

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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Copying Chartfields to Lines

Values have been overridden =
“  CHARTFIELD
for this line s 0

Business Unit Fund DeptiD Class Project

Account Account Override Program
SLCMP

60022_SLCMP 100300_SLCMP 660003_SLCMP  no value no value no value no value

Copy To Other Lines: Chartfield

| o Select code values to be copied and the line(s) they will be copied to.

./ Business Unit </ Fund ~/ DeptiD [ Account override ] program ] class [ Project
sLCMP 60022_SLCMP 100300_SLCMP 660003_SLCMP no value 1o value no value no value
Cal Poly, San Luis Obispo M E Project Based CAFES-Agribusiness Supp! d Services

Amazon.com

(2 Im

Catalog No Size/Packaging Unit Price Quantity Ext. Price
Pilot G2 Retractable Gel Pens, Fine Point, 0.7 mm), Black Barrel, Black Ink, Pack Of 36 Pens BODOCPFPK4 EA 39.47 1 EA

e Copy Close

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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Shop from a Punchout and Update
Chartfields

Locate the Supplier catalog.

Search for items.

Add items and quantity to your cart.
Review your cart in CSUBUY.

Review the accounting fields.

Update fields with the correct information.
Checkout.

Submit your cart from the PunchOut.

OX

O NouvhWDN=
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Shop Using a Form

Shopping

CSU BUY@ Campus Customers 53
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Shop Using a Form

LESSON OBJECTIVES

= Access shopping forms.
= Submit shopping forms.
= Determine when to use each shopping form.

CSUBUY@ Campus Customers 54
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Available Forms

‘ Goods and Services Request

‘ Hospitality

‘ Independent Contractor

‘ Payment for Unauthorized Purchase

‘ Facilities and Construction Requests

CSUBUY@ Campus Customers 55
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Check Out

Shopping
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Check Out

LESSON OBJECTIVES

= Update accounting fields to check out.

CSUBUY@ Campus Customers 57
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Check Out and Submit Order

oo T—

CSUBUYE

Item

Arms, Black (HONCMY1AUR10)

A ITEM DETAILS €

Supplier Part 2729611
Auxiliary 1D

more info...

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Shopping Cart +« Shopping Cart

1 HON Convergence Vinyl Task Chair with Seat Slide, Adjustable

Manufacturer HON COMPANY
Name

Manufacturer HONCMY1AUR10
Part Number

Catalog No.

2729611

Contract:

Commodity
Code

Override
Receiving
Required

Prepayment

All » Search (Alt+Q)
= @®
Size/Packaging Unit Price
EA 285.43
150007 Q
Furniture
"4

1,293.05USD W O |m 4 2

= Assign Cart Proceed To Checkout
Quantity Ext. Price
Qty: 1 EA 285.43 - 0O
Taxable \/
Asset O
Asset Profile ID Search Q
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Requisition Approval Workflow

Summary
What's next?

C’ Show skipped steps

Submitted

@ Submitted - 10/8/2024 11:51 AM - Edna Lewis

DOA Approval - DeptiD
@ Pending - Unassigned

Procurement Review

In Workflow

Create PO

Finish

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Complete

What's next? ~

C’ Show skipped steps

Submitted
v

@ Submitted - 10/8/2024 9:35 AM - Joy Ming-Lan Sun

y Requisition Validatior o Requisition Validation 2

Wait for Validation 1 v
@ Approved - 10/8/2024

Wait for Validation 2

Initial Review N4
@ Approved - 10/8/2024 9:36

DOA Approval - DeptlD
@ Approved - 10/8/2024 9:36

Secondary Review
@ Approved - 10/8/2024 9:36 AM - Joy Ming-Lan Sun

Independent Contractor Review
@ Approved - 10/8/2024 9:36 AM - Joy Ming-Lan Sun

Procurement Review
@ Approved - 10/8/2024 9:37 AM - Joy Ming-Lan Sun

Campus Customers
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Check Out Validation Rules

Checkout Validation Description Error Message
Prevents requisitions from proceeding without a Please add a DeptID to the Chartfield(s) for this
LRI DeptlD listed in the chartfield requisition.
You answered a question on the Independent
Independent Contractor  Prevents requisitions for Independent Contractors Contractor Request that is not compliant with the
Error1,2 &3 from being submitted that do not comply. Public Contract Code 10831-10832. Please contact
HR to determine next steps.
. Prevents Payment for Unauthorized Purchase from You specified *Supplier Not Known on your
Supplier Not Known on . . . . . .
. being submitted if the Supplier selected is the Unauthorized Purchase Request. Please update your
Unauthorized Purchase Error . ” . . . . .
Supplier Not Known” supplier. request with a valid Supplier selection.
Non-Facilities User Prevents Facilities & Construction requisitions from You. ?Peaﬂed a DeptID Fhat Isn't aIIowgd fora .
- . . e Facilities and Construction Request. This form is only
Submission being submitted by department other than facilities ) e . s
available to individuals in the Facilities Department.
CSUBUYE End-Users will need to correct the error prior to submission of the cart.
6o Campus Customers 60
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Checking Out

Learn how to check out and submit your order.

N

No vk Ww

Review the Showcase section and Form Types

Select Goods and Services Form and create a shopping
cart for a blanket purchase order.

Click Proceed to Checkout

Enter Chart Field data

Add an internal note and attachment
Note the approval workflow

Click Submit Request

Campus Customers 61



Other Shopping Forms and
MODULE Functions

Lessons in This Module

= Request a New Supplier

= Extend or Re-Invite a Supplier

= Additional Forms

= Blanket Orders

= Muilti-Year PO (penny lines) - Possible Future Enhancement
= Assign a Shopping Cart

= Reorder

= Withdraw Requisition

CSUBUY@ Campus Customers 62
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Request a New Supplier

Additional Shopping Requests

CSU BUY@ Campus Customers 63
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Request a New Supplier

LESSON OBJECTIVES

" Request a supplier to purchase goods or
services form.

CSUBUY@ Campus Customers 64
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Review Process to Request a New Supplier

Create and submit a request for new supplier.

Request routes for review/approval by CSU Supplier
Management team.

If approved, a supplier profile is created*

Supplier Management Team invites new supplier to register in
the supplier portal.

Once the supplier completes their profile, and is approved, a
notification is sent that supplier is available for shopping.

" Users may receive a “false” rejection for request due to the supplier not being in the CSU network but in the
CSUBUY 5o applications global network. If this occurs, the System Supplier Management team will provide additional Campus Customers 65
A COLLABORATIVE PROCURE TO PAY MARKETPLACE Con tex t.



New Supplier Process

Quick Links

View Carts
My Requisitions
My Purchase Orders

Search Direct Pay Requests

Request New Supplier

 CSUBUY Help

c S U B U Y oo
A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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Request a New Supplier

Request New Supplier

Supplier request form Cal State Supplier Request

Supplier name *

* Required Close

CSUBUYE Campus Customers 67
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Extend or Re-Invite a Supplier

Shopping

CSU BUY@ Campus Customers 68
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Extend or Re-Invite a Supplier

LESSON OBJECTIVES

= Extend a supplier to your campus that has
an approved profile that is in use by other
campuses

® Re-Invite a supplier that has an incomplete
CSUBUY profile.

CSUBUY@ Campus Customers 69
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Extend or Re-Invite Process

Access the Extend/Re-Invite form
from the showcase or view forms.

Select the desired request type:

Extend or Resend an Invitation.

Complete questions, review the
form, and submit.

CSUBUY@ Campus Customers 70
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Review Process

Create and submit the extend/re-invite
request.

Request routes for review/approval

by CSU Supplier Management team.

If approved, the supplier profile is
extended or invited to register.

CSUBUY@ Campus Customers 71
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Request a Supplier

Learn how to request a supplier.

1. Search for a supplier and identify if it needs extended or
re-invited.

2. Access the Extend or Re-Invite form from the showcase or

@ view forms.

3. Select “Resend an invitation to an existing CSUBUY
supplier” or Extend an existing CSUBUY supplier to new
campus”

4. Complete the form and submit.

CSUBUY@ Campus Customers 72
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Additional Forms

Additional Shopping Form Types & Functions

CSU BUY@ Campus Customers 73
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Additional Forms

LESSON OBJECTIVES

= Access form requests.
= Determine when to use each form request.
= Submit form requests.

c s U B U Y oo
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Request to Close PO

e e o
- &
CSUBUY® Al Search (Alt+Q) Q 4875USD W | ra §
Shop » Shopping » View Forms
« Back to Shopping Home

Request to Close PO Instructions

Request Actions w  History 2
Form Number 1010601

Purpose Generic Request

Use this form to request to close an existing PO. This request will route to your Purchasing department for review and processing.
Status Incomplete

Instructions
Questions A

Review and Submit

Discussion

Form Approvals

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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Supplier Maintenance Request

pe—— (s )
CSUBUY® Al Search (Alt+Q) Q 4875USD W @ | 42
Shop » Shopping » View Forms
¢« Back to Shopping Home
Supplier Maintanence Req... |nstructions Request Actions w | History | 7

Form Mumber 1010684

Purpose Generic Request Use this form to request changes to an approved Supplier profile. Changes may include:
Status Incomplete o Addresses
= DBAs
Instructions » Distribution Method
= Supplier Class
Questions A = Withholding Configuration
.

Payment Methods

Review and Submit DO NOT use this form to request new Suppliers, CSU Employees or Students.

Discussion

Form Approvals

CSUBUYE

Campus Customers 76
‘A COLLABORATIVE PROCURE TO PAY MARKETPLACE



Supplier Extension or Reinvite

| <o ) °
- !
SUBUY® All Search (Alt+Q) Q 4875USD W Q@ | o §
Shop » Shopping » View Forms

¢ Back to Shopping Home

Supplier Resend Invitation...

Instructions Request Actions w  History 2
Form Number 1010664
Purpose Generic Request Use this form to request
Status Incomplete « A registration invite be resent to a Supplier that is loaded but has not completed the registration (Resend).
» Make an existing approved Supplier available for selection to a new campus or business unit (Extension)
Instructions
NOTE TO REQUESTER: Inivitations to register a supplier will require the supplier to provide important information such as legal structure, company financials and tax. Also, it
Questions A

provides access to the Supplier profile. Please provide an email for a supplier contact who can accurately complete these details. This component is key to expedite the

registration process. Please contact your supplier's representative to ensure that they can provide this information. If they cant, they should be able to provide you with the
email address of someone who can.
Review and Submit

Discussion

Form Approvals

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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Form Requests

Learn how to use form requests in CSUBUY.

= Request to Close PO
= Supplier Extension or Re-Invite

= Supplier Maintenance Request
= New Supplier Request

CSUBUY@ Campus Customers 78
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Blanket Orders

Other Shopping Requests

CSU BUY@ Campus Customers 79
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Blanket Orders

LESSON OBJECTIVES

= Determine when a blanket order is applicable.
" |ndicate a request is a blanket order.

CSUBUY@ Campus Customers 80
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When to Use Blanket Orders

c s U B U Y oo
A COLLABORATIVE PROCURE TO PAY MARKETPLACE

For goods

4‘
E Payment 1
and services

P
that require E Payment 2

multiple

payments

e
E Payment 3

Campus Customers
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Specify a Blanket Order

[ cufe—

CSUBUY® Al ~ Search (Alt+Q) Q 129305USD W 0O ™~ & 8
Shop » Shopping » View Forms

« Back to View Forms
Goods and Services Requ...  Form Fields - Form Fields Request Actions w  History 2

Form Number 783846
Purpose Procurement Request
Status Incomplete * Response Is Required

Q  Field Name Is Searchable

Instructions General Information

Suppliers A What type of goods or services are you requesting? * Q
Form Fields A

Review and Submit

Did you receive one or more quotes for your request? *

O Yes O No

Is this a Blanket Order? * @

O Yes (O No

Is the request for a renewal of a previous purchase?

CSUBUY@ Campus Customers 82
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Specify Amount Only/Blanket Order on Requisition

[ L—

CSUBUYE All = Search (Alt+Q) 12870USD W Q |w A 2
RGQUiSitiOH + 4126173 @® E @ ses Assign Cart Submit Request
Summary PO Preview Comments Attachments @:1::[‘-:

General Information &S Address Information &S PO Information £ Summary >
Transaction Details Ship To Accounting  no value EA PO Information
Date
Cart Name  2024-10-01 dtiller 01 no address .
PO Dekails
© Required PO Type no value
Business CSU Fresno P2P (FRXNO)
Accounting Rate
Unit Al _ ’
Deliver To mount v
Only / mm/dd/yyyy
Deliver To  AS102_FRSNO Blanket PO
Location COLLEGE OF AG SC PO Type v
ECH Multi-Year X
PO
Amount-Only / Blanket \/
Ship Via Best Carrier-Best Way PO
Terms/FOB X
Due Date  no value Override [
Needed Multi-Year PO

CSUBUY@ Campus Customers 83
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Assign a Shopping Cart

Shopping
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Assign a Shopping Cart

LESSON OBJECTIVES

= |dentify when to assign a cart to another
user.

= Determine who should be the assignee
= Add notes as necessary

CSUBUY@ Campus Customers 85
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Assign a Shopping Cart

CSUBUY@ Campus Customers 36
A COLLABORATIVE PROCURE TO PAY MARKETPLACE



“Prepared By"” Versus “Prepared For”

Prepared By Prepared For

The user that submitted the cart into User that created the cart:
workflow:
= May have created the cart. = |f a Shopper, must assign cart to
= May have been assigned the cart a Requester

by another user. = Becomes the PO Owner

=  Must have the Requester role

csu BUYE Note: “Prepared By” and “Prepared For” can be the same user. If either of these are approvers, they will not be allowed .
AEDLMBURATVVEFRGEURETVFAYMAHK;PLAOL‘E to approver their OWn documents' 'ampus CUStomerS 87



Assign a Shopping Cart

Learn how to manage a shopping cart.

Create a shopping cart with items.

Select Assign Cart.

Search for the individual to assign the cart to.
Enter their information.

Select Search.

Enter a note to the assignee.

Select Assign.

OX
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Reorder

Shopping

Campus Customers 89




Reorder

LESSON OBJECTIVES

® Find a previous order.
= Add items to a new cart.
" Copy to new cart

CSUBUY@ Campus Customers 90
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Reorder

2 Items B |V

BD Biosciences, Inc - 2 Items - 20,000.00 USD e/
~ SUPPLIER DETAILS ZE CSUFresno (FRXNO-1) : 2350 Qume Dr, San Jese, California 95131 United States ra
Contract no value Supplier Account
no value
No.
Quote number no value PO Clauses Add/View
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
[ Goods and Services Request \/
Contract: no value

CSUBUYE
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Copy to New Cart

[ e S——

CSUBUY®

Requisition « 4125792

Summary Taxes/S&H

General Information

Transaction Details

Status +/ Completed

(9/30/2024 10:47 PM)
Cart Name  Test for PR-93 (Sonoma)
Business CSU Offc of the Chancellor
Unit P2P (COXSU)
Submitted 9/30/2024 10:09 PM
Purchase 240002479T view | print
Order

javascript:void(0);

Comments

Address Information

Ship To

Attn: Laura Bennett

c/o Receiving

1801 East Cotati Ave
Rohnert Park, CA 94928
United States

Deliver To

Deliver To CONT-BFFS4_COCSU
Location CONTRACTS & PROCUREMENT
Ship via Best Carrier-Best Way

Attachments History

Al + Search (Alt+Q) 0.00USD W Q |w A
@® E @ o « | 1of928Results ¥ < >

Copy to New Cart
Add Comment

Add Notes to History
PO Information

View My Orders (Last 90 Days)

Accounting  no value
Date Continue Shopping
PO Type no value View Carts
Amount- X View Cart return message(s)
Only / . . -
Blanket PO See configuration for this requisition
R view XML
Multi-Year X —
PO Use Tax 0.00
Shipping 0.00
/
Term§ FoB - X Handling 0.00
Override
Needed 521.25

J §

Powered by JAGGAER | Privacy Policy | J Page Info

Note: Chartfields will not copy to the new cart.

CSUBUYE
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Copy to New Cart and Reorder

Learn how to Reorder items not in a PunchOut. (For Requestions that contain Forms only.)

Copy to New Cart (entire requisition)
Locate the requisition you would like to order again
Go to the ellipses (“Three dots”).

1

2.

3. Click “Copy to New Cart”.

4.  Follow process as if you created the cart through shopping
5. Checkout

Reorder (form or line from requisition)
1

Locate the requisition containing the form you wish to add to your active
cart.

Go to the ellipses (“Three dots”).
Click Add to Active Cart.
Checkout

=l

CSUBUYE
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Withdraw a Requisition

Requisitions

CSU BUY@ Campus Customers 94
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Withdraw a Requisition

LESSON OBJECTIVES

= Determine when to withdraw a requisition.

c s U B U Y oo
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Withdraw a Requisition

Requisition + 3846591

Summary Taxes/S&H PO Preview

General Information

Transaction Details

Status Pending

Cart Name 2023-08-22 bgrace 01

Business Unit CSU Fresno P2P (FRXNO)

Comments 1 Attachments

Shipping Information

Ship To

Contact: Brian Grace
2671 E Barstow Ave
Fresno, CA 93740
United States

Delivery Information

Billing Information

Bill To

Accounts Payable

5150 N Maple Ave M/S JAS8
Fresno, CA 93740

United States

PO Details

9 @ A Withdraw Entire Requisition

Withdraw Entire Requisition

Copy to New Cart
Add Comment
Add Notes to History

View My Orders (Last 90 Days)

Withdraw Entire Requisition X

Note: At any point in the process the submitter can withdraw a requisition

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Reason

Once a requisition is withdrawn, it cannot be reinstated. Click OK to withdraw,
or CANCEL to leave the requisition unchanged.

expand | clear

Characters beyond the limit are not saved, i.e., the note is truncated. Once the
note is attached, it is accessible from the History tab of the document
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\[o]p]VINJM Requisition Approval Workflow

Lessons in This Module

= Approval Workflow

4 = Approval Actions

CSUBUY@ Campus Customers 97
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Requisition Approval Workflow

Requisition Approvals

CSU BUY@ Campus Customers 93
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Requisition Approval Workflow

LESSON OBJECTIVES

= Review approval workflow for a submitted
requisition.

= Know difference between Manual and
Automated approval steps

CSUBUY@ Campus Customers 99
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Workflow Overview

. . Accessibility/
Sul?n'u't Imt.'al —> DOA —> Secor!dary —> Security IT Review
Requisition Review Approvals Review .
Review
|
\4
Facilities Independent Security and Hospitalit Caterin Vehicle
. Contractor |—> Safety —> preafity 1 ring .
Review . . Review Review Review
Review Review
|
\4
Alcohol Branding Legal Live Animal Security
- and Logo |—> Services |—>| EH&S Review |[—>| Purchase Purchase
Review . . . .
Review Review Review Review
|
\4
Procurement Procurement Campus VP Chancellor
- Director |—>| Sole Source [—>| Office Proc [—>| Create PO(s)
Review . .
Review Approval Review
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Approval Workflow View

What's next? v

orkflow

— . o O
P Wl CsuBuYR Al Search (AIt+Q) 54175.00UsD W Q| &
Requisition + 3838055 ® & - IR e - < > C’ Show skipped steps
Summary Te Histor
Submitted
General Information # - Shipping Information # - Billing Information PR SURET) = v
0/ .
oending 8/9/2023 8:43 AM
Transaction Details Ship To Bill To
P Total (28,712.75 USD) v Celia Gonzalez
Status Pending Contact: Celia Gonzalez Accounts Payable e Hending = N .
Pro ent Review 2671 E Barstow Ave 5150 N Maple Ave M/S JASE o N
Fresno, CA 93740 Fresno, CA 93740 = nhee
Cart Name Sawyer Test United States United States urpose: Start - Parallel Steps
Business Unit CSU Fresno P2P (FRXNO)
Delivery Information PO Details
26,500.00
Submitted 8/9/2023 8:43 AM
Deliver To Accounting no value 221275
Location Date H S H H
000 o Requisition Validation 1
ship Via Best Carrier-Best Way PO Type no value E—
71275 Completed
Due Date no value Amountonly /X
Blanket PO
What's next? v
Multi-vear PO X
iorkfon o Wait for Validation 1
Terms/FOB X .
e (D show skipped steps Approved
Needed
Submitted
v
Reference ID no value
End - Parallel Steps

Powered by JAGGAER | Privacy Policy

DOA Approval: Level 1
Approved

v
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Approval Actions

Approvals
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Approval Actions

LESSON OBJECTIVES

= Add comments to a requisition.
= Approve, reject, and return requisitions.
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Comments on a Requisition

oo TT—

CSUBUY® All > Om 4 2

OR B
/ = ® = @ 10of 1 Results ¥ < >

Attachments History

Search (Alt+Q) 1,293.05USD W

Requisition +« 3761916

Summary Taxes/S&H Comments Copy to New Cart

[ Add Comment ]

General Information

General Information

0 Values vary by line

Shipping Information

Ship To

Contact: Melissa Taylor
940 West 1st Street
Chico, CA 95929
United States

Delivery Information

Deliver To KNDL210_CHICO
Location Glenn Kendall Hall 210
Ship Via Best Carrier-Best Way
Due Date no value

Billing Informati

Bill To

Accounts Payable
400 West 1st St.
Chico, CA 95929
United States

PO Details

Accounting Date
PO Type

Amount-Only /
Blanket PO

no value

no value

Add Notes to History

View My Orders (Last 90 Days)

Continue Shopping

View Carts
View Cart return message(s)

See configuration for this requisition

CSUBUYE
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Create & Add a Comment

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Records found: 0

ADD COMMENT

o Adding text for comments on a requisition

No comments have been added

(2

#

expand | clear

Characters beyond the limit are not saved, i.e., the note is truncated. Once
the note is attached, it is accessible from the History tab of the document.

This will add a comment to the document. If you select a user they will receive an email indicating that a

comment has been added to the document.

Show comments for

Requisition v  +

o -

I Email notification(s) | Add recipient

Attach file (optional)

Attachment Type @® File

O Link/URL
File Name
File Choose File

|:| Terri L Kelly (Prepared by, Prepared for) <fbcfsprq@calstate.edu=

Upload your file
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Review a Requisition

Put a Add Approve,

return, or
reject

request

mment
on hold O enis
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\Y[e]»]VIR Purchase Orders

Lessons in This Module

= QOrder Status
= Distribution
= Purchase Order Changes

"= PO Close & Reopen Process
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Order Status

Purchase Orders
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Order Status

LESSON OBJECTIVES

= Search for a purchase order.
= |dentify the status of a purchase order.
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Search for Purchase Orders & Locate Order Status

[ el ——

CSUBUY® Vouchers ¥ Search (Alt+Q) Q 0.00USD W AV A 2
Orders » Search » Purchase Orders
= Search Purchase Orders Bsaveas v  APpinfiters v  BExportAl ¥
Quick Filters My Searches Created Date: Last 90 days ~ Q @  AddFilter +  Clear All Filters ?
. ~ < > Page 1 of 4 1-20 of 62 Results
Supplier — g {3} 20 PerPage =
Medline o PO Created Requisition Shipment Matching
GovConnection o ***  Number ¥ Supplier Date/Time @) |PO Status Number PO Owner Status Status Total Amount ¥
g;’f’rﬁgaaﬁ'ed”c (4] «. 2300000201  Cole's Contracting 4/3/2023 3745088 Robert  SentTo No Matches  4,400.00 USD
Services @ 10:10:06 AM Parkinson  Supplier

Hewlett-Packard o
Company i

« 2300000199  Cole's Contracting 3/31/2023 3744902 Robert Sent To Fully 4,400.00 USD
B&H Photo Video [ 4] Services ©@ 1:37:19 PM Parkinson  Supplier Matched
V¥ See More Show More

«s 2300000197 Acs Group & 3/30/2023 B 3744300 Robert Sent To Fully 1,018.88 USD
PO Status v 10:50:00 PM Parkinson  Supplier Matched
Completed m - 2300000194 Acs Group & 3/30/2023 B 3743003 Robert Sent To No Matches 1,018.88 USD

1:05:24 PM Parkinson  Supplier
Business Unit v
_ - 2300000174  IRG Plotters & 3/27/2023 3739982 Deepti  SentTo NoMatches ~ 2,163.91 USD
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PO Distribution

Purchase Orders
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PO Distribution

LESSON OBJECTIVES

= |dentify the distribution methods for a purchase order.
= Print PO for manual distribution

= PO failures are managed by the software provider
(JAGGAER).

CSUBUY@ Campus Customers 112
A COLLABORATIVE PROCURE TO PAY MARKETPLACE



Purchase Order Distribution

@ oxmL Email
=41 Fax ‘¥ Manual

A Supplier Portal

c s U B U Y oo
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Email Distribution Confirmation

Shop

Orders

Contracts

Accounts
Payable

Suppliers

Sourcing

Reporting

X Tools

ﬂ.} Administer

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Purchase Order

B -
CSUBUYE

Status Summary

General Information

Supplier Name

Purchase Order No.

Purchase Order Date

Revision No.

Revision Date

Owner Name

Owner Email

Revisions

"

240002557T

10/9/2024

10/9/2024

Edna Lewis

fbcfsprq@calstate.edu

1

Confirmations

n Bradford Telecommunications

« Bradford Telecommunications « 240002557T Revision 0

Shipments

Document Status

Requisition Number

Workflow

PO Status

Al ~

Change Requests Receipts

4131162 view | print

v Completed
(10/9/2024 9:13 AM)

Open

Search (Alt+Q)

Vouchers

Distribution Status

The system distributed the purchase order using the method(s) indicated

Sent To Supplier

below the last time it was distributed: view

Email (HTML Body)

somebody@nobody.com

Distribution Date/Time 10/9/2024 9:13 AM
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Print PO for Manual Distribution

=
CSUBUY®

Summary Revisions 1

General Information

Transaction Details

ier Name

86 Supplies

2400024887

10/3/2024

10/3/2024

SLXMP-1003963890

PO Owner Information

ner Name Chris Dott

ner Email

chris.dott@risenow.com

vner Business
unit

Cal Poly San Luis Obispo P2P (SLXMP)

Purchase Order - BG Supplies - 240002488T Revision 0

Address Information

ship To

Attn: Chris Dott

Dept: Biclogy

1 Grand Ave, Bldg 82

San Luis Obispo, CA 93407
United States

Delivery To

0010010300_SLCMP

ship Via Best Carrier-Best Way
Due Date no value

FOB FOB Destination

Bill To

Accounts Payable, Cal Poly SLO
cal Poly SLO

1 Grand Ave

Al Search (Alt+Q)

@

4875 - o /©® a2

- 0 - 20f15Results ¥ | <)
Add Comment
Create Change Request

Add Notes to History

4 PO Information P Summary
_ Add Discou
no value Details Cancel PO
no value Finalize Revision
. Print PO
X Sent To Supplier
Soft Close PO
lie
Multi-Year PO X Close PO

BG Supplies

TEST PO-PLEASE DO NOT FULFILL

Purchase Order

% CALPOLY

Purchase Order Date

PO)/Reference No.

[ Revision No.

Oct 3, 2024

2400024887

| [}

Order acceptance instructions:

Delivery Information Billing Information
Billing Address

Campus

Supplier
Delivery Address Supplier Information
Chris Dott

1 Grand Ave, Bldg 82

San Luis Obispo, CA 83407
United State:
Delivery Information

Cal Poly San Luis Obispo
P2P (SLXMP)
Accounts Payable, Cal Poly SLO

1Grand Ave

San Luis
United Sta

Billing Information

A 93407

Deliver To

0010010300 SLCMP

piier Account

Ship Via Payment Terms

Net30 (0% 0, Net 30)

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Due Date FOE. FOB Destination

Contract

no value

Quote number

Goods and Services Request - Demo

ADDITIONAL INFQ

Information

36 Supplies
123 Main Street

Catalog No.

mmodity Code

Unit Price
Quantiy
Taxable

150,00 USD

true

Unit of Measure

Product Description

The Purchase Order number shall be referenced on all invoices and on the outside of all packages. No change or modification in terms, quantities or spe:
express authorization in writing from the Procurement Office. No other CSU officer or employee may authorize changes.

Supplier Instruetions

Size / Packaging

cations may be made without the

Unit Price Ext. Price

Quantity
5 750.00 USD

150,00 USD 5

170002

Commodity Code

Override Receiving Reguired

Prepayment

170002
Medieal Supplies
Mo

Taxable

Tox Code

Yes
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Purchase Order Changes

Purchase Orders
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Purchase Order Changes

LESSON OBJECTIVES

= Change PO Owner.
® Purchase Order Change Process.
= Change Request.
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Change PO Owner

[—
CSUBUY®
Oroers b Searcn b Purchase Orders

= Search Purchase Orders

Quick Filters My S

Supplier

Quality Classroom Supplies
Initech
Chelsea's Construction Company

Bradford Telecommunications

00008 .

Acme Corporation

 See More © show More
PO Status v
Completed [ 603 ]
Pending 7 )
@ show More
Business Unit v

CSU Offc of the Chancellor P2P
(coxsu)

Cal Poly Humboldt P2P (HMXMP)

Sonoma State Enterp, Inc P2P
(SOXSE)

Sonoma State University P2P
(SOXMP)

Cal Poly Humboldt FND P2P
(HMXDV)

o«
o
(51
[ 50

¥ See More © show More

PO Owner

<

javascriptvoid(0):

Created Date: Last 90 days ~

<

> Page 1

PO Number ¥

2400024837

2400024827

DP0O000106T

ﬁuua 10T
n 002479T

Create Quantity Receipt
Create Voucher

Create Credit Memo
Open PO

Soft Close PO

Close PO

Change PO Owne:

Create cXML Vouche
Resend PO o Supplier
Queue for Export

& Queue for Index

& View Index Record

2400024707

of 31

AlY Search (Alt+0) Q soom00zusp W o @ A g
M saveAs v  APinFilters v  ZExportAl «
Quick search Add Filter v Clear All Filters ?
1-20 of 620 Results ¥ 20 PerPage v
Supplier Created Date/Time @) PO Status Requisition Number PO Owner Shipment Status Matching Status Total Amount ¥
Chelsea’s Construction Company @ 10/2/2024 4:30716 PM  [eayo B 4127960 Jackie Rudman Sent To Supplier No Matches 2,646.01 USD
Chelsea’s Construction Company @ 10/1/2024 4:44:06 PM [eyo B 4126254 Erika Takenaka Sent To Supplier No Matches 1,000.00 USD
Scoops Food Truck @ 106172004 4 ISYM_ Comnictor | 412425 Cunthia William No shipments No Matches 650.00 USD
Acme Corporation @ C h an ge P 0 Own e r ¥ pments No Matches 950.00 USD
Initech @ Supplier No Matches 521.25 USD
Initech @ Supplier No Matches 521.57 USD
Changes may not be immediately reflected in search results as the
Initech € Supplier No Matches 523.44 USD
selected purchase orders are updated.
Initech @ Supplier No Matches 518.19 USD
Enter a new owner for the selected purchase orders.
Initech @ Supplier No Matches 521.88 USD
New Owner Name, User Name, Email Q
Supplier No Matches 110.75 USD
I
Chelsea's Construction Com) Comment * Supplier No Matches 110.25 USD
Chelsea's Construction Com) b Supplier No Matches 108.25 USD
Chelsea's Construction Com) 7~ Supplier No Matches 107.25 USD
Chelsea’s Construction Com) Supplier No Matches 110.25 USD
» Selected Purchase Orders (1) e

CSUBUYE
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* Required Save Change

Close
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Purchase Order Change Processes

Change Order (Buyers) Change Request (End Users)

PO

Change request

Submit Requisition

orkflow

Finalize Revision PO Update
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Change Request

Change Requisition PO

Submit

Request Workflow Updated
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OX
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Change Request Process

Learn how to make a change request.

W

Search PO’s and note where you can see the PO status
Select the purchase order you would like to update.

Select the Document Actions ellipsis drop-down menu and
select Create Change Request.

Select or enter the emails of individuals you would like to
notify.

Enter the reason for the change request and select Create
Change Request.

Select the Edit tab to make updates to the order and select
Save.

Select Submit Request.
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PO Close & Reopen Process

Purchase Orders
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PO Close & Reopen Process

LESSON OBJECTIVES

= PO Close & Reopen Process

= PO Close Process

= Bulk Close a Purchase Order

® Manually Reopen a Purchase Order

CSUBUY@ Campus Customers 123
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PO Close & Reopen Process

Auto-Close

= Automatically closed Reopen

when the PO/Voucher

are matched & paid. = |[f manually closed in
error. This should be an

exception.
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PO Close Process

Showcases

CSU Form Requests

Goods and Services Request IT Hardware Request IT Software Request Independent Contractor Request Hospitality Form
) Facilities and Construction Request
Payment for Unauthorized Purchase Request to Close PO -
For Facilities Use Only

Soft Close: Is a purchase order closed in the CSUBUY system but remains open in CFS. Receipts and
vouchers are not able to be completed when a purchase order has been soft closed. Buyers have
permissions in the system to close a purchase order.

PO Closed: Is a purchased order that is closed in both the CSUBUY system and CFS.
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\[olp]VIN W Receiving

Lessons in This Module

= Receiving Goods and Services
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Receiving

Receiving Goods and Services
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Receiving

LESSON OBJECTIVES

= |dentify the type of items that need a receipt.

= Compare the differences between cost and
quantity receipts.
= Apply the process of receiving an order.
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What needs a receipt?

Goods

= 3-Way
= Receipt Required

Services or Blanket POs

= 2-Way
= No Receipt Required
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Cost vs Quantity Receipts

Quantity Cost

Standard Receipts Amount Only or Blanket

Orders

1. PO for 100 hours of legal
services.

1. Ordered 10 items.
2. Create quantity receipt for

all 10 items.

2. Verify Services Received
approval step

c S U B U Y oo
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Steps for Receiving

Locate PO Create a Receipt Complete and

Submit Receipt
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-Way Match - Verify Receiving

CSUBUYS Al - Search (Alt+Q) s000002us0 W @ @ 4 8
Voucher + Initech + C001689T ® = O snronyser | - [IEERTTER R
Summary Matching Supplie A 1

You are feviewing an voucher currently assigned to the approver Laura Bennett SIUTEN =
@ Fiease see the highlighted items below for any matching exceptions. Related Documents v
Purchase Order: 2400024587 -
2400024587 Requisition: 4125765 [=]
Match Status Matching Method Voucher Line No. PO Line No. Catalog No. Descriptien Size/Packaging Unit Price Quantity Ext. Price What's nexi? v
A pe Matched 1 Software to do 0/EA 500.00 USD 1 500.00 Wo
something, 5 Users, usD
One license
C’ Show skipped steps
MATCHING SUMMARY
Submitted
Ordered Received Net Invoiced Exception Reason 0/2/2024 314 P
. @ Submitted - 10/2/2024 3:14 PM - Cynthia
Quantity - 1
williams
Unit Price 500.00 USD - 500.00 USD
Ext. Price 500.00 USD - 500.00 USD | Iueice Validation 1
Document DTS&H 2563USD - 25.63 USD
Verify Received
@ Pending - Laura Bennett
VOUCHERS O/ CREDITS 0 / RECEIPTS 0
AP Review
% AP Manager Review
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\[e]p]VINJW Voucher Payment Information

Lessons in This Module

7 = Locate Voucher Payment Status
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Voucher Payment Information

Purchase Orders
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Voucher Payment Information

LESSON OBJECTIVES

= Locate voucher payment details.

c s U B U Y oo
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Look Up Payment Information

Included with the Paid Voucher:

» 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
» VVoucher Payment Amount: Available at Go-Live
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Search for Payment Information

Learn how to search for payment information.

" Navigate to Home > Accounts Payable > Search

for Vouchers.
@ = Search to review payment information on the voucher.
" View how a PO is linked to a voucher.

Campus Customers 137
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MODULE B

Lessons in This Module

= Search

= Voucher Payment Information
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Search

Reports
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Search

LESSON OBJECTIVES

® Locate a Requisition.

" Locate a Purchase Order.
" Locate a Receipt.

= |Locate a Voucher.

= Recycled Reporting.
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Find a Requisition

[ ca [P——
CSUBUY®

Orders » Search » Requisitions

Quick Filters My Searches

<

Supplier

BG Supplies o
500 Replication a
*Supplier Not Known o
ATOWN AV (1]
Jackson Hardware Supply °

v See More © show More

Requisition Status v
Completed o
Pending o
Withdrawn (1]
T Show Mare
Business Unit h

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

= Search Requisitions

Submitted Date: Last 90 days

0O O O 0O o o oo o o

1-14 of 14 Results

Requisition Number ¥

4106344

4078843

4077834

4068791

4075555

4075112

4075108

4072436

4073288

~  Quick search

Supplier

Jackson Hardware Supply @
QIAGEN, Inc @

500 Replication €

500 Replication €

A-TOWN AV @

BG Supplies @&

BG Supplies @

BG Supplies @

Staples @

Requisition Name

PR 39 SMXMP

2024-07-30 tayres 01

2024-07-26 tayres 01

2024-07-16 tayres 01

2024-07-24 rrequester 01

2024-07-24 cdott 02

2024-07-24 cdott 01

2024-07-18 rrequester 01

2024-07-19 cdott 01

Al ~

Requisition Status
Withdrawn

Search (Alt+Q) Q 4875USD W
3 SaveAs w A PinFilters «
Q @ | addFilter ~  Clear All Filters

-

Prepared For

Lindsay Swensen

Thomas Ayres

Thomas Ayres

Thomas Ayres

Rocky Requester

Chris Dott

Chris Dott

Rocky Requester

Chris Dott

Submitted Date €@
9/4/2024 47416 PM
8/13/2024 6:55:28 AM
7/26/2024 7:09:20 AM
7/26/2024 6:50:03 AM
7/24/2024 10:05:20 AM
7/24/2024 T:46:51 AM
7/24/2024 7:41:54 AM
7/23/2024 2:31:04 PM

7/23/2024 8:27:10 AM
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o 1@ 4 g

2 Export Al w

?
£3 20 Per Page v

Total Amount  ~
20,377.50 UsD
920.00 USD
50.00 USD
50.00 UsD
1,000.00 USD
0.00 USD
804.368 USD
804.36 USD

107.96 USD

v JAGGAER | Privacy Policy



Find a Purchase Order

[ calR——
CSUBUYW®

Orders » Search » Purchase Orders

Quick Filters M) che
Supplier '
BG Supplies o
500 Replication [ = ]
#*Supplier Not Known [ 1]
ATOWN AV (1]

Bord A Petite CateringInc ()

V¥ See More D Show More
PO Status W
Completed m

Pending o

D Show More

Business Unit W

Cal Poly San Luis Obispo
P2P (SLXMP) G

CSUBUYE
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= Search Purchase Orders

Created Date: Last 90 days ~

1-15 of 15 Results

PO
Number

2400024937

2400024881

2400024867

2400024857

2400024847

240001886T

Quick search

Supplier

Bord A Petite Catering Inc
e

BG Supplies @

BG Supplies @
Bentz Testing @
500 Replication €

QIAGEN, Inc @

Created
Date/Time €@

10/3/2024 7:41:37 AM

10/3/2024 7:38:27 AM

10/3/2024 7:37:43 AM

10/3/2024 7:37:37 AM

10/3/2024 7:37:14 AM

8/13/2024 6:55:49 AM

PO Status

All -~

Requisition
Number

3974916

4075108

4022226

4022981

4026153

4078843

Search (Alt+Q)

Q 4875USD W

+ Save As v

Q @ | AddFilter ~
Shipment
PO Owner Status
Terri L Kelly No Shipments
Chris Dott Sent To
Supplier
Gisella Higgins  SentTo
Supplier
Rocky Sent To
Requester Supplier
Chris Dott SentTo
Supplier
Thomas Ayres

Sent To

Clear All Filters

Matching
Status

Mo Matches

Mo Matches

No Matches

No Matches

Mo Matches

Mo Matches

o @ 4 2

3 Export All
?

-l} 20 Per Page +

Total Amount ¥

500.00 UsD

804.38 USD
287,430.00 USD
8.00 USD
66.50 USD

920.00 USD

red by JAGGAER | Privacy Policy
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Find a Voucher

E?;UEITY‘@ Vouchers ¥ Search (Al+Q) Q 0.00USD W Q |w AR

Accounts Payable » Vouchers » Search For Vouchers

= Search Vouchers M SaveAs w  APinfilters v R ExportAl

My Drafts Search
Quick Filters My Searches Created Date: Last 90 days ~ Q @ | AddFilter +  Clear All Filters ?
Supplier o ~ < > Page 1 of 3 1-20 of 57 Results ¥ 20 PerPage v ~
Medline (11 ] Supplier
ADC Pariners, LLC 5 ) Voucher Voucher Voucher Created Due  Discount Submitted Voucher Voucher Pay
*** Number ¥ Number(s) ¥ Supplier PO Number  Status Date/Time @) Date ¥ Date ¥ DiscountAmount ¥ Date ¥ Source Type Status 1
Thomas Scientific o
Staples o C0000222 V-012 Halogen 2300000440 | ul] 4/19/2023  5/19/2023 - 0.00 USD 4/19/2023 Manual PO In
Acs Group o Light Corp 12:28:21 PM 12:35:.09 PM Voucher Proce
ss
“ See More ) show More
(] C0000219 CASAM36656 Fastenal @ 2300000419 [LgEnl] 4/19/2023  5/19/2023 - 0.00 USD 4/19/2023 Electron PO In
Voucher Status hd 11:35:56 AM 11:35:56 AM  ic Voucher Proce
(Supplie ss
Complete [ 33 ] .
Pending ([ 24 ] System)
) show More
O 0000213 V020 ADC 2300000261 Pending 4/18/2023  5/18/2023 - 0.00 USD 4/18/2023 Manual PO In
Voucher Type v Partners, 11:43:07 AM 12:04:56 PM Voucher Proce
LLC® ss
PO Voucher [ 54 ]
O C0000210 V-011 Halogen 2300000379 Pending 4/18/2023 5/18/2023 - 0.00 UsSD 4/18/2023 Manual PO In
PN Cradit Mamn [ 2 ]
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Voucher Pay Status

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Voucher Type

PO VYoucher

PO Voucher

PO Voucher

PO VYoucher

PO Voucher

PO Voucher

Pay
Status

In
Process

In
Process

In
Process

In
Process

Payable

Payable

Total Amount ¥

56,320.00 USD

1,608.75 USD

3,011.75 USD

314.03 USD

107,250.00 USD

314.50 USD

Payment Information

Pay Status Payable
Payment Method Unknown

Payment Record  no value
No.

Payment Record  no value
Date

Payment ID Ref no value

Cancellation Date no value
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Recycled Reporting

[ [ ———
CSUBUY®
Orders » Search » Purchase Orders

= Search Purchase Orders

P2P (SLXMP)

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

Quick Filters My Searches
Supplier ~
BG Supplies o
500 Replication e
*Supplier Not Known (1] O
ATOWN AV (1]
Bord A Petite CateringInc () O
“ See More T Show More
PO Status s O
Completed m
Pending o o
T Show More
O
Business Unit v
Cal Poly San Luis Obispo m O

Created Date: Last 90 days

1-15 of 15 Results

FO
Number ¥

2400024937

240002488T

240002486T

240002485T

2400024847

240001886T

* | Quick search

Supplier

Bord A Petite Catering Inc
e

BG Supplies @
BG Supplies @
Bentz Testing €
500 Replication €@

QIAGEN, Inc @

All Search (lt+Q) Q 4875USD W oD a2
B savess w A PinFilters S Export Al v
Q @ | addFilter v Clear All Filters ?

£} 20 Per Page v

Utilize filters to create a report to identify Purchase |" ~
Orders with recycled products. Recommended -
filters: B s
= Production Description: Contains “recycle” | .

= Commodity Code: “159” Prefix represents
Recycle Commodity Code oS
= Product Flags: Recycled o uso
8/13/2024 6:55:49 AM 4078843 Thomas Ayres  Sent To No Matches 920.00 USD
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WRAP UP

Payment Status

System . Other Shopping
Introduction Srepeie Requests Approvals
Purchase Orders Receiving Ve Reporting

CSUBUYE
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CSUBUY System Help

= Help button within the system

SUPPORT Support Resources

= Local CSU admin

» CSUBUY Training &
Resources

c s U B U Y oo
A COLLABORATIVE PROCURE TO PAY MARKETPLACE
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