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AGENDA

Module 1 System Introduction

Module 2 Shopping

Module 3 Other Shopping Requests & Functions

Module 4 Approvals

Module 5 Purchase Orders

Module 6 Receiving

Module 7 Reporting
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Training Structure & Flow
Each functionality covered today will follow this 2-step process:
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Content

Demos

Each functionality covered today will follow the following 3-step process:
• Watch the facilitator’s lead to follow the steps of how the functionality 

works to accomplish the scenario
• Utilize the scripted example to facilitate a self-guided exercise

• Collective recap of the scripted scenario focusing on:
 Key Takeaways
 Challenges
 Q & A
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MODULE
Lessons in This Module

System Introduction

1
 CSUBUY Overview

 Basic Navigation

 Searching and Reporting

 Search for Suppliers
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CSUBUY Introduction
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System 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.
 Locate system help and support resources.
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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

Approvers

Review and Approve 
Requisitions

Procurement

Review and Approve 
Requisitions

Accounts 
Payable

Create 
Payment for 
Purchases
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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.
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How Do I Log In?

CSUBUY

Production Site
• SSO
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Where Do I Get Help?
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CSUBUY 
System 

Help
• Help button within the system

Support 
Resources

• Local CSU admin
• CSUBUY Training & Resources
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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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System Introduction
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LESSON OBJECTIVES

Basic Navigation

 Navigate the Shopping dashboard.
 Locate your user profile.
 Identify the key features of the notifications center.
 Update your system notification settings to your 

desired preferences.
 Use the search feature.
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Shopping Home Page
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How to Access Profile Settings
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• Profile is not changeable 
Note favorites vs. defaults
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User Profile and Preferences

Set Up Your Notification Preferences

Notifications Preferences
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DEMO

Log in and Notifications

Learn how to log in and access your profile and notification settings.
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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
1. Select your user icon in the top right corner.
2. Select View My Profile.
3. Update user profile settings.
4. Select Notification Preferences from the side menu.
5. Choose a set of notifications to update.
6. Select Edit Section to update your preferences.
7. Select Save Changes.
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Search

19

System Introduction
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LESSON OBJECTIVES

Search

 Locate requests and orders.
 Save a search.
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Searching and Advanced Search

Introduction to Search

Saved Searches
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Locate Requests and Orders
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Save Search
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DEMO

Search and Filters

Learn how to search and filter for requests and orders.
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1. Navigate to Orders > Search > Requisitions.
2. Use Quick Filters on the left panel.
3. Use Add Filter for additional filters.
4. Add columns.
5. Select Export search results.
6. Save Search.
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Search for Suppliers

25

Shopping
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LESSON OBJECTIVES

Search for Suppliers

 Search for a supplier.

26

26



Campus Customers

Search Options
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Find a Supplier
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DEMO

Suppliers

Learn how to search for a supplier.
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1. From the Shopping flyout, select Browse By > Supplier.
2. Expand the Search for Supplier Filter by selecting the Plus

icon.
3. Enter the Supplier or choose the Supplier Type from the 

drop-down menu.
4. Select Search.
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MODULE
Lessons in This Module

30

Shopping

2
 Shop from a Punchout

 Check Out

 Shop Using a Form

 Reorder

 Assign a Shopping Cart
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Shop from a PunchOut
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Shopping
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LESSON OBJECTIVES

Shop from a PunchOut

 Locate the PunchOut
 Add items to a cart with a PunchOut.
 Transfer items in PunchOut cart to CSUBUY cart.
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PunchOut Catalog

33

33



Campus Customers

DEMO

Shop from a PunchOut

Learn how to shop from a PunchOut.
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1. Locate the Supplier catalog.
2. Search for items.
3. Add items and quantity to your cart.
4. Submit your cart from the PunchOut.
5. Review your cart in CSUBUY.
6. Checkout.
7. Submit request.
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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.
 Submit shopping forms.
 Determine when to use each shopping form.
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Available Forms

Goods and Services Request

Hospitality

Independent Contractor

IT Hardware

IT Software

Payment for Unauthorized Purchase

Facilities and Construction Requests
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DEMO

Request Forms

Learn how to submit request forms listed below.
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 Goods and Services
 Hospitality
 Independent Contractor
 IT Hardware
 IT Software
 Payment for Unauthorized Purchase
 Facilities and Construction Requests
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Assign a Shopping Cart
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Shopping
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LESSON OBJECTIVES

Assign a Shopping Cart

 Identify when to assign a cart to another 
user.
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Assign a Shopping Cart
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Note assign same or higher role. If you don’t see name, the individual may not be in 
CSUBUY
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Prepared By

1. Submitted the cart.
2. Created the requisition.

42

“Prepared By” Versus “Prepared For”

Prepared For

1. Created the cart .
2. Then assigned it to another user.

Note: “Prepared By” and “Prepared For” can be the same user.

• Prepared By:  The user submitting the cart, creating the requisition

• Prepared For:  The user who created the cart and then assigned it to another 
user. This individual owns the requisition

Note that the Prepared By and Prepared For can be the same user.
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DEMO

Shopping Cart

Learn how to manage a shopping cart.
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1. Create a shopping cart with items.
2. Select Assign Cart.
3. Search for the individual to assign the cart to.
4. Enter their information.
5. Select Search.
6. Enter a note to the assignee.
7. Select Assign.
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Check Out
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Shopping
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LESSON OBJECTIVES

Check Out

 Update accounting fields to check out.
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Chartfields
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Check Out and Submit Order
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DEMO

Update Chartfields

Learn how to accurately select accounting fields.
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1. Navigate to the shopping cart.
2. Review the accounting fields.
3. Update fields with the correct information.

Show favorites of the charfield
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MODULE
Lessons in This Module

3

Other Shopping Forms & Functions

 Other Forms

 Request a New Supplier

 Reorder

 Blanket Orders
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Other Forms
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Shopping
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LESSON OBJECTIVES

Other Forms

 Access other forms.
 Submit other forms.
 Determine when to use each form.
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Direct Pay
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Request to Close/Reopen Purchase Order
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DEMO

Other Forms

Learn how to use form requests in CSUBUY.
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 Direct Pay
 Request to Close/Reopen Purchase Order
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Request a New Supplier
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Shopping
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LESSON OBJECTIVES

Request a New Supplier

 Request a new supplier from which to 
purchase goods or services.
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Review Process

Create and submit request for new supplier.

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

If approved, a supplier profile is created.

Notification is sent that supplier is available 
for shopping.
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1. User creates and submits request for new supplier
2. Request routes for review/approval by CSU Supplier Management team
3. If approved, supplier profile gets created
4. User gets notified that supplier is available for shopping
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New Supplier Process
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When to use each process (standard vs emergency)
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Request a New Supplier
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DEMO

Request a Supplier

Learn how to request a supplier.
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1. Select the Supplier Request Form from the Quick Links 
widget on the home page.

2. Enter in the Supplier name.
3. Select Submit.
4. Complete the supplier request.
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Reorder

61

Shopping
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LESSON OBJECTIVES

Reorder

 Find a previous order.
 Update items in the new cart.
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Reorder

63
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DEMO

Reorder

Learn how to shop for items that were previously purchased.

1. Locate the purchase order that has the items to add to 
your active cart.

2. Go to the Summary subtab.
3. Scroll down to the list of items in the order.
4. Select the item.
5. Select Add to Active Cart.
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Blanket Orders
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Shopping
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LESSON OBJECTIVES

Blanket Orders

 Determine when to use a blanket order.
 Identify an order as a blanket order.
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When to Use Blanket Orders

For goods 
and services 
that require 

multiple 
payments.

Payment 1

Payment 2

Payment 3
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Specify a Blanket Order
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DEMO

Blanket Orders

Learn how to create a Blanket Order.
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1. Navigate to Goods and Services Request Form.
2. From the Instructions page select Next.
3. Complete the supplier information, then select Next.
4. Complete the Form Fields information. Be sure to select 

Yes under “Is this a Blanket Order?”.
5. Select Next.
6. Review the request, then select Submit.
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MODULE
Lessons in This Module

4

Approvals

 Approval Workflow

 Approval Actions
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Approval Workflow
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Approvals
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LESSON OBJECTIVES

Approval Workflow

 Explain the approval workflow.
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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)

End users specifically approves vouchers. That’s something we will need to cover 
but not necessary approving requisitions
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Approval Workflow View

74

End users specifically approves vouchers. That’s something we will need to cover 
but not necessary approving requisitions
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Approval Actions
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Approvals
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LESSON OBJECTIVES

Approval Actions

 Add comments to a requisition.
 Approve, reject, and return requisitions.
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Create & Send Comments
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Review a Requisition

Put a 
request 
on hold

Add 
comments

Approve, 
return, or 

reject
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MODULE
Lessons in This Module

5

Purchase Orders

 Distribution

 Order Status
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Distribution

80

Purchase Orders
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LESSON OBJECTIVES

Distribution

 Identify the distribution methods for a purchase order.
 Apply the process for error handling with purchase 

orders during distribution.
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Purchase Order Distribution

cXML Email

Fax Manual
82
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Order Status

83

Purchase Orders
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LESSON OBJECTIVES

Order Status

 Search for a purchase order.
 Identify the status of a purchase order.
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Define Order Status
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DEMO

Search for an Order

Learn how to search for an order and check the status of it.
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1. Select Orders from the flyout menu.
2. Select Purchase Orders.
3. Use the Quick Filters to view purchase orders with a 

specific order status.
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MODULE
Lessons in This Module

6

Receiving Goods and Services

 Receiving
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87



Campus Customers

Receiving

88

Receiving Goods and Services

End users do not create 3-way good receipt at every campus. Chico/Fresno does 
not. They would do services receipt. That is what should be demo for them.
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LESSON OBJECTIVES

Receiving

 Identify the type of items that need a receipt.
 Determine the locations where items may be 

received.
 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
• Created by Central Receiving

Services or Blanket PO
• 2-way
• No Receipt Required –Verification Approval
• Verified by Campus User

90

Needs to say that services need a 2-way (no receipt) 
by Campus Users while goods need a 3-way (receipt 
required) by Central Receiving
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DEMO

Receipt Verification

Learn how to verify services are received:

91

1. Navigate to the Orders flyout, select Accounts Payable > 
Vouchers to Approve.

2. Locate the voucher to Verify Services Received.
3. Review and approve or reject the voucher.

This will have to be toggled.  Chico/Fresno campus customers does not create 
receipts. They approve services.
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MODULE
Lessons in This Module

7

Reporting

 Locate reports using the search function.

 Voucher Payment Information
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Search

93

Reports
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LESSON OBJECTIVES

Search

 Locate a Requisition.
 Locate a Purchase Order.
 Locate a Receipt.
 Locate a Voucher.
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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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Voucher Pay Status
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DEMO

Filter Options and Export

Learn how to filter options and export.
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1. Navigate to Home > Accounts Payable > Search for 
Vouchers.

2. Select Add Filter.
3. Select filters under Identifiers, Dates, General 

Information, Item Details, and Custom Fields.
4. Select the box beside each voucher. 
5. Select Export All or Export Selected Rows.
6. Complete Title and Type. 
7. Select Submit.
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Voucher Payment Information

100

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:

102

End users won’t see all of this. First 5-6
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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

104

System 
Introduction

Receiving Goods 
and Services Purchase Orders Shopping

Other Shopping 
Requests Approvals Reporting
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SUPPORT
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CSUBUY System Help
• Help button within the system

Support Resources
• Local CSU admin
• CSUBUY Training & 

Resources
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Q & A
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