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CSUBUY User Guide Purchasing

Overview

CSUBUY is a one-stop shop to access preferred suppliers and vendors for ordering department supplies.
CSUBUY Shopper and Requester roles perform several actions related to searching for goods, creating shopping
carts, placing orders and tracking the order status.

Shoppers will browse through the Showcase Catalogs for supplies and create a shopping cart, and then assign
the cart to a designated Department Requester (also referred to as a fiPro Cardholdero).

Requesters (or Pro Cardholders) are notified when orders are ready to be placed. Requesters can finalize orders
and track the order statuses.

End Users are encouraged to view the following (training on-demandb videos through Microsoft Stream:

e CSUBUY T Setting Up Your Profile
e CSUBUYT
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1.0 Creating a Profile

All CSUBUY users must be able to access the Campus Users Portal (or Single-Sign On). Then, all Shoppers and
Requesters must create a CSUBUY profile.

1.1 Single-Sign On

Processing Steps / Field Screenshot / Description
Name

Step 1: Navigate to Campus
Single
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¢ Notifications (bell) icon T displays a list of all notifications

e User Profile icon T use to view and manage profiles, and link to other home page components
1.2.2 Navigation Tools

The navigation pane located on the left margin displays navigation tools, such as the shopping cart and
order details. Other icons are links to Accounts Payable receipts, and other administrative settings.

1.2.3 Organization Message

Purchasing may use this section of the home page to enter messages directed to CSUBUY users.

1.2.4 Shop

The Shop section allows users to search for products/items using the search filter, saved favorites, and
browse by supplier, category, or contracts.

1.2.5 Showcases
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Processing Steps / Field
Name

Screenshot / Description

Step 2: On the Ship To tab, click
on fiSelect Addresses for Profileo.

Step 3: Click on iCSULB
Receiving Departmento from the
Select Address Template drop-
down menu.

== Liip To | Bill To

2

—— L
| Select AdSERRERES w2

_Vi" {ZSULB Receiving Department

Step 4: Check the fiDefaulto box.

The useris name will appear in the
fiAttn.o field.

Step 5: In the fiDeliver Too field,
type the Department Name,
followed by a comma; then the
Department or Building Number.

Step 6: Click on fiSaveo.

This action saves CSULB
Receiving Department as the end
useris default shipping address,
and notes the department for
purchased deliveries.

NOTE: To change the Ship To T
Deliver To address, click iDelete
Addresso, then enter a different

address in the fiDeliver Too field.
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2.4 Default Bill To Address
End users must set Accounts Payable as the default billing address for payment for purchased items.

Processing Steps / Field
Name

Screenshot / Description

Step 1: In the User Profile, select
fiDefault User Settingso, then
fiDefault Addresseso from the
drop-down menu.

8 N30 \M:: Settings ‘— bt
Custom Field and Accounting Code Defaults
#5 Jéiault Addresses ‘—

Cart Assignees

Checko'*

Step 2: On the Bill To tab, click
fiSelect Addresses for Profiled.

DefasimalEiar = .

Step 3: From the Select Address
Template drop-down menu, click
iCSULB Accounts Payable,
which is the CSULB default billing
address.

s e R G S
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Action Items/Notifications

Screenshot / Description

Action Items: A number next to
the flag icon indicates the number
of shopping carts processed by a
Shopper, assigned to the
Requester and waiting for the
Requester to complete the
purchase process.

0.00USD W

All Search (Alt+Q) Q
— By e

0.00USD W -

Notifications: A number next to
the bell icon indicates that there is
a list of natifications related to the
usersj notification preferences
(i.e., Shopping Carts &
Requisitions).

NOTE: In this example, a Shopper
will see a list of the carts assigned
to the Requester for their
approval.

Users may click on the individual
notification to view the cart details,
or select fiClick here to see all
notificationso to see all listed
notifications.

¢ :aremsitions

X

31 Notification Preferences

When end users receive access to CSUBUY, their profile will set default notifications based on their role.
Shoppers and Requesters notification preferences will differ due to the notification category (i.e.,

Administration & Integration, Shopping, Carts & Requisitions, Purchase Orders, or Receipts).

Users may decide if they wish to receive notifications for various actions, as well as edit the notification
method (i.e., email or push notifications).

3.1.1 View Notification Preferences

This user guide is using Shopping, Carts & Requisitions notification preferences in the guide

examples.
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Purchasing

Processing Steps / Field
Name

Screenshot / Description

Step 3: Choose the notification to
change and select the fiOverrideo
option.

Step 4: Select the notification
method from the drop-down
menu.

Step 5: Click iSave Changeso at
the bottom of the page.

(T e P2 ST TN

NNEET cation Rrafaransre.

v

4.0 CSUBUY Shoppers

End users authorized to shop for supplies for their CSULB Department will
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Processing Steps / Field Screenshot / Description
Name

Step 7: After verifying the correct
Requesteris name and emalil
under the Action column, click the
fiselecto link.

NOTE: search results can include
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Purchasing

Processing Steps / Field
Name

Screenshot / Description

Step 3: Verify all cart information
is accurate.

Step 4: Although each supplier
may use different language, like
ficheckouto or fisubmit carto, follow
the supplieris instructions to
submit the cart.

Step 5: Confirm the shopping cart
submission.

Submitting or completing the order
will transfer the shopping cart to
the CSUBUY, and opens the Cart
T Draft Requisition page.

NOTE: Shoppers may choose to
continue searching for items and
shop from other Showcase
catalogs.

When purchasing items from
multiple suppliers, all items should
be added to a single shopping
cart.

4.2.2 Assigning a Cart

Shoppers will review the shopping cart in their CSUBUY home page before assigning the cart to
a preferred Requester.

Processing Steps / Field
Name
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Processing Steps / Field Screenshot / Description
Name

the cart contains the correct

items, sizes, quantity, etc.
3) Quantity: Shoppers may

make changes to the quantity

if needed by using this field.

4)
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Purchasing

Processing Steps / Field Screenshot / Description
Name

Step 4: Carts are assigned to the
Shopperts preferred Requester.
To assign the cart to another
Department Requester, click
fiSearch for an assigneed to select
from your created list of
Department Requesters.

Step 5: Use the fiNote To
Assigneeo field to enter
information that will assist
department Pro Cardholders with
the month-end reconciliation
process.

The minimum information should
be:
1) who the purchase is for;

2) the department or university
business purpose for the
purchase;

Last Revised: 01/21/2021

Page 17 of 29



CSUBUY User Guide Purchasing



CSUBUY User Guide Purchasing

Processing Steps / Field Screenshot / Description
Name

Step 1: Click the User Profile
icon located in the ribbon at the
top of the Shopping Home Page
Step 2: Select fiView My Profiled
from the drop-down menu.

This action opens the end useris
profile, displaying the userts
name, phone number, email, etc.

Step 3: Select fiDefault User IR

Settingso, then iPayment - I

Optionsa. User's Name, Phone Number, E?ail, etc.
Language, Time Z d Display:Ss*tings

Zone and

Step 4: Click iAdd a New Cardo. - .
P ek Add a Tew Lardo Py " "Options

Apply the defang

Add a New Card

Step 5: Enter the card details in Pauriiient Options ~a

the following fields: Name this

card, Cardholder Name, Card Apply the default card

. . Add a New Card
Number and Expiration Date. — =
My Cards (;:%-i: 3:7." =
) ) . Nama shis cacd (o ol isa

Step 6: Click the fidefault cardo Trurcella Alvear

checkbox. Card Numbi XXXXXXXXXXXXA764
Expiratioff Date |31 v} 1 2022 V‘

Step 7: Click iSaveo. Default ji- 'R B
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5.3 Checkout and Pay

Processing Steps / Field Screenshot / Description
Name
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Processing Steps / Field Screenshot / Description
Name

Shoppers may add notes
regarding the purchase, and
attach required forms (i.e.,
Hospitality and approval of
ATI/IITC) in the Billing page.

Step 2: Using the Requisitions
navigation menu in the Billing
page (which is not equivalent to a
PeopleSoft Requisition) select
fiCommentso to see comments
entered by the Shopper.

Step 3: Select fiAttachment
Overviewo to see attached files.
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Purchasing

Processing Steps / Field
Name

Screenshot / Description

Step 5: Use the Add Comment
window to add a new comment or
to attach a file.

This is where Shoppers will
upload any required forms and/or
documents. Requesters can use
this tool to collect required
documents, such as invoices.

NOTE: Users would click
fiRemoved to delete attached
documents or to delete comments
if necessary.

Step 6: In the Billing page, click
fiPlace Ordero to finalize the
purchase.
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6.0 Transaction Notifications

If Shoppers and Requesters have chosen email as a preference for receiving notifications, they will receive emails
regarding purchase transactions.

6.1  Shopper Notifications

Processing Steps/Field Screenshot / Description
Name

Shoppers will receive an email
notification that includes the
assigned cart and assignee
information.

Re: A shoppifrai= Haatian=ansiana st ts s

The note to the assignee is
included in the email notification.

Shoppers will receive the invoice Re: PO, #(111275383): 95
by email from the supplier when
the items are shipped.

2MFFING \.-Ul‘rlﬂl‘»_.'. .
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Purchasing

Processing Steps/Field
Name

Screenshot / Description

Shoppers will attach invoices to
the Order Comments window.

Step 1: In the left navigation
pane, select the Orders icon;
select fiSearcho, iAll Orderso, and
then iCommentso.

Step 2: Use the comments drop-
down menu to narrow the search
for specific comments.

Step 3: Select the purchase order
record and click iNew Commento.

Step 4:
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Purchasing

Processing Steps/Field
Name

Screenshot / Description

Requesters will receive a
notification that the purchase

order has been created and has
been sent to the supplier.

Re: PURCHASE ORBER# 111213407

Nacd mmmna- 2NN a0 460

Requesters will receive a PO
Acknowledgment email from the
supplier.

FW: GRAINGER PO Acknowledgement for PO #: 111275383~ 4TH EM&¢;
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7.0 Accessing Past Orders

Purchasing

Processing Steps / Field
Name

Screenshot / Description

Step 1: Click the Orders icon on
the left navigation pane.

Step 2: Select iMy Orderso, then
fiPurchase Orderso.

This action displays a list of
completed purchase orders
placed in CSUBUY.

Step 3: Select a specific PO
number hyperlink to access
general information such as the
document status and the product
description.

» Search b Purchase Orders

Orders
= Search Purchase Ords¥

Step 4: Click iDocument Actionso
for optional actions, such as
adding comments, adding notes to
the transaction history, or creating
quantity receipts.

Add Comment

Distribygion Date/Time

1123031

Supplier:
Status:

Add Notes to Hi
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	Overview  
	CSUBUY is a one-stop shop to access preferred suppliers and vendors for ordering department supplies. CSUBUY Shopper and Requester roles perform several actions related to searching for goods, creating shopping carts, placing orders and tracking the order status. 
	Shoppers will browse through the Showcase Catalogs for supplies and create a shopping cart, and then assign the cart to a designated Department Requester (also referred to as a “Pro Cardholder”). 
	Requesters (or Pro Cardholders) are notified when orders are ready to be placed. Requesters can finalize orders and track the order statuses. 
	 
	End Users are encouraged to view the following ‘training on-demand’ videos through Microsoft Stream: 
	• CSUBUY – Setting Up Your Profile 
	• CSUBUY – Setting Up Your Profile 
	• CSUBUY – Setting Up Your Profile 

	• CSUBUY – How to Shop for Supplies 
	• CSUBUY – How to Shop for Supplies 

	• CSUBUY – How to Submit and Pay 
	• CSUBUY – How to Submit and Pay 


	Objectives: 
	In this training guide, you will learn the key features and functionalities that Shoppers and Requesters perform in the CSUBUY Marketplace. 
	 
	DISCLAIMER: All purchases made on the CSUBUY Marketplace must follow the How to Purchase and Pay and Procurement Card Guidelines. 
	 
	1.0 Creating a Profile 
	All CSUBUY users must be able to access the Campus Users Portal (or Single-Sign On). Then, all Shoppers and Requesters must create a CSUBUY profile. 
	 Single-Sign On 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: Navigate to Campus Single-Sign On. 
	Step 1: Navigate to Campus Single-Sign On. 
	Step 1: Navigate to Campus Single-Sign On. 
	Step 1: Navigate to Campus Single-Sign On. 
	Step 2: Enter your Campus email and password. 
	Step 3: Click “Sign In”. 
	Step 4: Click the CSUBUY chiclet to open the CSUBUY Shopping Home Page. 
	 

	 
	 
	Figure
	 
	Figure




	 CSUBUY Shopping Home Page 
	 
	Figure
	1.2.1 Shopping Home Page Ribbon 
	The shopping home page ribbon features icons that represent system notifications: 
	• Search icon – use to search for products/items 
	• Search icon – use to search for products/items 
	• Search icon – use to search for products/items 

	• Shopping Cart icon – use to view products/items in the shopping cart 
	• Shopping Cart icon – use to view products/items in the shopping cart 

	• Action Items (flag) icon – displays the number of shopping carts waiting for action 
	• Action Items (flag) icon – displays the number of shopping carts waiting for action 


	• Notifications (bell) icon – displays a list of all notifications 
	• Notifications (bell) icon – displays a list of all notifications 
	• Notifications (bell) icon – displays a list of all notifications 

	• User Profile icon – use to view and manage profiles, and link to other home page components 
	• User Profile icon – use to view and manage profiles, and link to other home page components 


	1.2.2 Navigation Tools 
	The navigation pane located on the left margin displays navigation tools, such as the shopping cart and order details. Other icons are links to Accounts Payable receipts, and other administrative settings. 
	1.2.3 Organization Message 
	Purchasing may use this section of the home page to enter messages directed to CSUBUY users. 
	1.2.4 Shop 
	The Shop section allows users to search for products/items using the search filter, saved favorites, and browse by supplier, category, or contracts. 
	1.2.5 Showcases 
	Users can access suppliers’ shopping sites by clicking any of the chicklets. The CSUBUY Marketplace has identified suppliers by their merchandise and popular campus needs (i.e., General; Facilities Management; and Laboratory & Scientific, Medical & Athletic). 
	2.0 Set Up a User Profile 
	All end users must set up their user profile before shopping and placing orders as Shoppers and Requesters. 
	 Access the User Profile Icon 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 2: Select “View My Profile” from the drop-down menu. 
	This action opens the end user’s profile, displaying the user’s name, phone number, email, etc. 

	 
	 
	Figure
	Figure
	 




	 User’s Name, Phone Number, Email, etc. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: Type the phone number. Include the extension, if applicable. 
	Step 1: Type the phone number. Include the extension, if applicable. 
	Step 1: Type the phone number. Include the extension, if applicable. 
	Step 1: Type the phone number. Include the extension, if applicable. 
	Note: the email address is required and defaults to the ºÚÁÏÍø email address. 
	The Department and Position fields are not editable fields. 
	Step 2: Click on “Save Changes”. 

	 
	 
	Figure




	 Default Ship To Address 
	End users must set up their default Ship-To address, which is the campus location where suppliers will ship purchased items. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 
	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 
	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 
	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 
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	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 2: On the Ship To tab, click on “Select Addresses for Profile”. 
	Step 2: On the Ship To tab, click on “Select Addresses for Profile”. 
	Step 2: On the Ship To tab, click on “Select Addresses for Profile”. 
	Step 2: On the Ship To tab, click on “Select Addresses for Profile”. 

	 
	 
	Figure


	Step 3: Click on “ºÚÁÏÍø Receiving Department” from the Select Address Template drop-down menu. 
	Step 3: Click on “ºÚÁÏÍø Receiving Department” from the Select Address Template drop-down menu. 
	Step 3: Click on “ºÚÁÏÍø Receiving Department” from the Select Address Template drop-down menu. 

	 
	 
	Figure


	Step 4: Check the “Default” box. 
	Step 4: Check the “Default” box. 
	Step 4: Check the “Default” box. 
	The user’s name will appear in the “Attn.” field. 
	Step 5: In the “Deliver To” field, type the Department Name, followed by a comma; then the Department or Building Number. 
	Step 6: Click on “Save”. 
	This action saves ºÚÁÏÍø Receiving Department as the end user’s default shipping address, and notes the department for purchased deliveries. 
	NOTE: To change the Ship To – Deliver To address, click “Delete Address”, then enter a different address in the “Deliver To” field. 

	 
	 
	Figure




	 
	 
	 Default Bill To Address 
	End users must set Accounts Payable as the default billing address for payment for purchased items. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 
	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 
	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 
	Step 1: In the User Profile, select “Default User Settings”, then “Default Addresses” from the drop-down menu. 

	 
	 


	Step 2: On the Bill To tab, click “Select Addresses for Profile”. 
	Step 2: On the Bill To tab, click “Select Addresses for Profile”. 
	Step 2: On the Bill To tab, click “Select Addresses for Profile”. 

	 
	 


	Step 3: From the Select Address Template drop-down menu, click “ºÚÁÏÍø Accounts Payable”, which is the ºÚÁÏÍø default billing address. 
	Step 3: From the Select Address Template drop-down menu, click “ºÚÁÏÍø Accounts Payable”, which is the ºÚÁÏÍø default billing address. 
	Step 3: From the Select Address Template drop-down menu, click “ºÚÁÏÍø Accounts Payable”, which is the ºÚÁÏÍø default billing address. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure
	Figure



	Step 4: Check the “Default” box. 
	Step 4: Check the “Default” box. 
	Step 4: Check the “Default” box. 
	Step 4: Check the “Default” box. 
	Step 5: Click “Save”. 
	This action saves the default shipping address. 

	 
	 
	Figure




	 
	3.0 Action Items and Notifications 
	The CSUBUY system notifies all end users when shopping actions occur. For example, Shoppers are notified if a Requester rejects a cart or returns items from the shopping cart; and Requesters are notified when there are assigned shopping carts waiting for them to place the order. 
	All users may choose how they want to receive notifications: either by email, or by checking the action item and notification icons in the ribbon at the top of the CSUBUY shopping home page when logging into CSUBUY (or push notifications). Users may also choose both options. 
	Action Items/Notifications 
	Action Items/Notifications 
	Action Items/Notifications 
	Action Items/Notifications 
	Action Items/Notifications 

	Screenshot / Description 
	Screenshot / Description 



	Action Items: A number next to the flag icon indicates the number of shopping carts processed by a Shopper, assigned to the Requester and waiting for the Requester to complete the purchase process. 
	Action Items: A number next to the flag icon indicates the number of shopping carts processed by a Shopper, assigned to the Requester and waiting for the Requester to complete the purchase process. 
	Action Items: A number next to the flag icon indicates the number of shopping carts processed by a Shopper, assigned to the Requester and waiting for the Requester to complete the purchase process. 
	Action Items: A number next to the flag icon indicates the number of shopping carts processed by a Shopper, assigned to the Requester and waiting for the Requester to complete the purchase process. 

	 
	 
	Figure
	 
	Figure


	Notifications: A number next to the bell icon indicates that there is a list of notifications related to the users’ notification preferences (i.e., Shopping Carts & Requisitions). 
	Notifications: A number next to the bell icon indicates that there is a list of notifications related to the users’ notification preferences (i.e., Shopping Carts & Requisitions). 
	Notifications: A number next to the bell icon indicates that there is a list of notifications related to the users’ notification preferences (i.e., Shopping Carts & Requisitions). 
	NOTE: In this example, a Shopper will see a list of the carts assigned to the Requester for their approval. 
	Users may click on the individual notification to view the cart details, or select “Click here to see all notifications” to see all listed notifications. 
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	Figure




	 Notification Preferences 
	When end users receive access to CSUBUY, their profile will set default notifications based on their role. Shoppers and Requesters notification preferences will differ due to the notification category (i.e., Administration & Integration, Shopping, Carts & Requisitions, Purchase Orders, or Receipts). 
	Users may decide if they wish to receive notifications for various actions, as well as edit the notification method (i.e., email or push notifications). 
	3.1.1 View Notification Preferences 
	This user guide is using Shopping, Carts & Requisitions notification preferences in the guide examples. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: In the User Profile, select “Notification Preferences”, then “Shopping, Carts & Requisitions” from the user profile drop-down menu. 
	Step 1: In the User Profile, select “Notification Preferences”, then “Shopping, Carts & Requisitions” from the user profile drop-down menu. 
	Step 1: In the User Profile, select “Notification Preferences”, then “Shopping, Carts & Requisitions” from the user profile drop-down menu. 
	Step 1: In the User Profile, select “Notification Preferences”, then “Shopping, Carts & Requisitions” from the user profile drop-down menu. 

	 
	 


	The Notification Preferences page contents include the following: 
	The Notification Preferences page contents include the following: 
	The Notification Preferences page contents include the following: 
	None: notification that indicates there is no notification preference for a specific action. 
	Email & Notification: notification that indicates users will receive email and push notifications when logging into the CSUBUY Marketplace. 
	Information: icon provides a description of the notification. 
	To make changes: 
	Step 2: Click the “Edit Section” link to make changes to notification preferences. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure



	Step 3: Choose the notification to change and select the “Override” option. 
	Step 3: Choose the notification to change and select the “Override” option. 
	Step 3: Choose the notification to change and select the “Override” option. 
	Step 3: Choose the notification to change and select the “Override” option. 
	Step 4: Select the notification method from the drop-down menu. 
	Step 5: Click “Save Changes” at the bottom of the page. 

	 
	 
	Figure




	4.0 CSUBUY Shoppers 
	End users authorized to shop for supplies for their ºÚÁÏÍø Department will shop in the CSUBUY Marketplace. This section will provide instructions on: 
	1. how to select cart assignees who are authorized Pro Cardholders (aka Requesters) who will pay for purchases; 
	1. how to select cart assignees who are authorized Pro Cardholders (aka Requesters) who will pay for purchases; 
	1. how to select cart assignees who are authorized Pro Cardholders (aka Requesters) who will pay for purchases; 

	2. how to shop for items; 
	2. how to shop for items; 

	3. creating a shopping cart; 
	3. creating a shopping cart; 

	4. and, assigning the shopping cart to a Requester. 
	4. and, assigning the shopping cart to a Requester. 


	 
	Note that all purchases made on the CSUBUY Marketplace must follow the How to Purchase to Pay and Procurement Card Guidelines. 
	 Cart Assignees 
	Shoppers must designate the Pro Cardholder(s) in their department with a Requester role to whom they will assign shopping carts for review and purchase completion. 
	Follow the next steps to select one or more Requesters. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 2: Select “View My Profile” from the drop-down menu. 

	 
	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 3: In the User Profile, select “Default User Settings, then “Cart Assignees” from the drop-down menu. 
	Step 3: In the User Profile, select “Default User Settings, then “Cart Assignees” from the drop-down menu. 
	Step 3: In the User Profile, select “Default User Settings, then “Cart Assignees” from the drop-down menu. 
	Step 3: In the User Profile, select “Default User Settings, then “Cart Assignees” from the drop-down menu. 
	NOTE: In order for the Assignee names to be visible, the ºÚÁÏÍø end user must have previously logged into CSUBUY. 
	If the Assingee has not logged into CSUBUY, consult with the Department ASM. 

	 
	 


	Step 4: Click “Add Assignee”. 
	Step 4: Click “Add Assignee”. 
	Step 4: Click “Add Assignee”. 
	This action opens a User Search page with a pop-up window with various search fields. 

	 
	 


	Step 5: Type the last name and first name of the chosen Department Requester (aka the Assignee). 
	Step 5: Type the last name and first name of the chosen Department Requester (aka the Assignee). 
	Step 5: Type the last name and first name of the chosen Department Requester (aka the Assignee). 
	Step 6: Click “Search”. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure
	Figure
	Figure
	Figure



	Step 7: After verifying the correct Requester’s name and email under the Action column, click the “select” link. 
	Step 7: After verifying the correct Requester’s name and email under the Action column, click the “select” link. 
	Step 7: After verifying the correct Requester’s name and email under the Action column, click the “select” link. 
	Step 7: After verifying the correct Requester’s name and email under the Action column, click the “select” link. 
	NOTE: search results can include CSUBUY end users from other CSU campuses. When searching for your Department Requesters who may have a popular last and/or first name, be sure to verify the campus email address (@csulb.edu). 

	 
	 
	Figure


	Step 8: To add more assignees, follow steps 4-7. 
	Step 8: To add more assignees, follow steps 4-7. 
	Step 8: To add more assignees, follow steps 4-7. 

	 
	 
	Figure


	Step 9: When adding at least one more assignee, select a Requester as the preferred Requester. The preferred Requester will be the default Pro Cardholder who will review and approve the shopping carts and complete the purchase process. 
	Step 9: When adding at least one more assignee, select a Requester as the preferred Requester. The preferred Requester will be the default Pro Cardholder who will review and approve the shopping carts and complete the purchase process. 
	Step 9: When adding at least one more assignee, select a Requester as the preferred Requester. The preferred Requester will be the default Pro Cardholder who will review and approve the shopping carts and complete the purchase process. 
	If necessary, Shoppers may also remove Requesters. 

	 
	 
	Figure




	 Shopping for Department Supplies 
	Shoppers will shop for department supplies in the CSUBUY Marketplace from various contract suppliers. 
	4.2.1 Creating a Cart 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: Use any of the search fields in the Shop section. 
	Step 1: Use any of the search fields in the Shop section. 
	Step 1: Use any of the search fields in the Shop section. 
	Step 1: Use any of the search fields in the Shop section. 
	Or, click on a supplier catalog in the Showcase section. This action will “punch out”, or redirect the Shopper to the supplier’s website. 
	Once the Shopper enters the supplier’s website, the shopping experience will be similar to other online shopping platforms. 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Step 2: In the supplier’s website, select the items to purchase, and update the quantity. When satisfied with the purchase details, add the item(s) to the shopping cart. 
	Step 2: In the supplier’s website, select the items to purchase, and update the quantity. When satisfied with the purchase details, add the item(s) to the shopping cart. 
	Step 2: In the supplier’s website, select the items to purchase, and update the quantity. When satisfied with the purchase details, add the item(s) to the shopping cart. 
	NOTE: All items do not necessarily have contracted prices, so Shoppers are encouraged to search for the best pricing amongst all of the catalogs and suppliers. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure
	Figure
	Figure



	Step 3: Verify all cart information is accurate. 
	Step 3: Verify all cart information is accurate. 
	Step 3: Verify all cart information is accurate. 
	Step 3: Verify all cart information is accurate. 
	Step 4: Although each supplier may use different language, like “checkout” or “submit cart”, follow the supplier’s instructions to submit the cart. 

	 
	 
	Figure


	Step 5: Confirm the shopping cart submission. 
	Step 5: Confirm the shopping cart submission. 
	Step 5: Confirm the shopping cart submission. 
	Submitting or completing the order will transfer the shopping cart to the CSUBUY, and opens the Cart – Draft Requisition page. 
	NOTE: Shoppers may choose to continue searching for items and shop from other Showcase catalogs. 
	When purchasing items from multiple suppliers, all items should be added to a single shopping cart. 

	 
	 
	Figure




	4.2.2 Assigning a Cart 
	Shoppers will review the shopping cart in their CSUBUY home page before assigning the cart to a preferred Requester. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1:  Items to view on the Cart – Requisition page: 
	Step 1:  Items to view on the Cart – Requisition page: 
	Step 1:  Items to view on the Cart – Requisition page: 
	Step 1:  Items to view on the Cart – Requisition page: 
	1) Name this cart: Shoppers are encouraged to utilize this option when placing orders. This is a great place to enter a department reference number, or other identifying information. Check with your department coordinator or ASM for directions when using this field. 
	1) Name this cart: Shoppers are encouraged to utilize this option when placing orders. This is a great place to enter a department reference number, or other identifying information. Check with your department coordinator or ASM for directions when using this field. 
	1) Name this cart: Shoppers are encouraged to utilize this option when placing orders. This is a great place to enter a department reference number, or other identifying information. Check with your department coordinator or ASM for directions when using this field. 

	2) Product Description: Review the supplier and product information to ensure 
	2) Product Description: Review the supplier and product information to ensure 



	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	the cart contains the correct items, sizes, quantity, etc. 
	the cart contains the correct items, sizes, quantity, etc. 
	the cart contains the correct items, sizes, quantity, etc. 
	the cart contains the correct items, sizes, quantity, etc. 
	the cart contains the correct items, sizes, quantity, etc. 
	the cart contains the correct items, sizes, quantity, etc. 

	3) Quantity: Shoppers may make changes to the quantity if needed by using this field. 
	3) Quantity: Shoppers may make changes to the quantity if needed by using this field. 

	4) More Actions: Use the “More Actions” drop-down menu to perform other actions such as storing the cart as a favorite; or removing or moving items to a different favorite cart. 
	4) More Actions: Use the “More Actions” drop-down menu to perform other actions such as storing the cart as a favorite; or removing or moving items to a different favorite cart. 

	5) Continue Shopping: Click “Continue Shopping” to return to the Shopping Home Page to search or choose different catalogs to shop for more items. 
	5) Continue Shopping: Click “Continue Shopping” to return to the Shopping Home Page to search or choose different catalogs to shop for more items. 

	6) Empty Cart: Click “Empty Cart” to empty all items from the cart and cancel the purchase or start over. 
	6) Empty Cart: Click “Empty Cart” to empty all items from the cart and cancel the purchase or start over. 

	7) Update: Click “Update” to refresh the shopping cart to reflect any changes made during the cart review. 
	7) Update: Click “Update” to refresh the shopping cart to reflect any changes made during the cart review. 


	NOTE: In the event that the cart is not ready to be assigned, Shoppers may return to active shopping carts at a later time or date by clicking the shopping cart icon located on the navigation pane. Select “My Carts and Orders”, “Open My Active Shopping Cart”, then choose the saved cart. 

	 
	 


	Step 2: Select “Assign Cart” to open the Assign Cart: User Search popup. 
	Step 2: Select “Assign Cart” to open the Assign Cart: User Search popup. 
	Step 2: Select “Assign Cart” to open the Assign Cart: User Search popup. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 4: Carts are assigned to the Shopper’s preferred Requester. To assign the cart to another Department Requester, click “Search for an assignee” to select from your created list of Department Requesters. 
	Step 4: Carts are assigned to the Shopper’s preferred Requester. To assign the cart to another Department Requester, click “Search for an assignee” to select from your created list of Department Requesters. 
	Step 4: Carts are assigned to the Shopper’s preferred Requester. To assign the cart to another Department Requester, click “Search for an assignee” to select from your created list of Department Requesters. 
	Step 4: Carts are assigned to the Shopper’s preferred Requester. To assign the cart to another Department Requester, click “Search for an assignee” to select from your created list of Department Requesters. 
	Step 5: Use the “Note To Assignee” field to enter information that will assist department Pro Cardholders with the month-end reconciliation process. 
	The minimum information should be: 
	1) who the purchase is for; 
	2) the department or university business purpose for the purchase; 
	3) and any other relevant information. 
	Step 6: Click “Assign”. 

	 
	 


	This action confirms the cart has been assigned and adds the confirmation to the Shopper’s list of Shopping, Carts & Requisitions notifications. 
	This action confirms the cart has been assigned and adds the confirmation to the Shopper’s list of Shopping, Carts & Requisitions notifications. 
	This action confirms the cart has been assigned and adds the confirmation to the Shopper’s list of Shopping, Carts & Requisitions notifications. 
	This action completes the shopping process. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure
	Figure
	Figure
	Figure



	Step 7: If it is necessary to unassign a cart, click the shopping cart icon on the navigation pane; then select “My Carts and Orders”, “View Carts”, and “Assigned Carts”. 
	Step 7: If it is necessary to unassign a cart, click the shopping cart icon on the navigation pane; then select “My Carts and Orders”, “View Carts”, and “Assigned Carts”. 
	Step 7: If it is necessary to unassign a cart, click the shopping cart icon on the navigation pane; then select “My Carts and Orders”, “View Carts”, and “Assigned Carts”. 
	Step 7: If it is necessary to unassign a cart, click the shopping cart icon on the navigation pane; then select “My Carts and Orders”, “View Carts”, and “Assigned Carts”. 
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	Step 8: In the Cart Management page, locate the order to unassign. 
	Step 8: In the Cart Management page, locate the order to unassign. 
	Step 8: In the Cart Management page, locate the order to unassign. 
	Step 9: Select “Unassign” from the Actions drop-down menu. This action will unassign the cart. 

	 
	 
	Figure




	5.0 CSUBUY Requesters 
	End users with the CSUBUY Requester role are Pro Cardholders authorized to approve and complete orders and pay for their ºÚÁÏÍø Department supplies. 
	Note that all purchases made on the CSUBUY Marketplace must follow the How to Purchase to Pay and Procurement Card Guidelines. 
	 Add a Pro Card to Your Profile 
	Requesters, before approving a shopping cart and completing the purchase process, must enter their Pro Card (credit card) into their CSUBUY profile. Requesters are not to use personal cards or accounts for purchases from the CSUBUY Marketplace. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 1:  Click the User Profile icon located in the ribbon at the top of the Shopping Home Page 
	Step 2: Select “View My Profile” from the drop-down menu. 
	This action opens the end user’s profile, displaying the user’s name, phone number, email, etc. 
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	Step 3: Select “Default User Settings”, then “Payment Options”. 
	Step 3: Select “Default User Settings”, then “Payment Options”. 
	Step 3: Select “Default User Settings”, then “Payment Options”. 
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	Step 4: Click “Add a New Card”. 
	Step 4: Click “Add a New Card”. 
	Step 4: Click “Add a New Card”. 
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	Step 5: Enter the card details in the following fields: Name this card, Cardholder Name, Card Number and Expiration Date. 
	Step 5: Enter the card details in the following fields: Name this card, Cardholder Name, Card Number and Expiration Date. 
	Step 5: Enter the card details in the following fields: Name this card, Cardholder Name, Card Number and Expiration Date. 
	Step 6: Click the “default card” checkbox. 
	Step 7: Click “Save”. 

	 
	 
	Figure




	 Accept a Shopping Cart 
	Once Requesters have set their notification preferences and entered their credit card details, they are now prepared to accept a shopping cart and pay for department supplies. 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: Open the shopping carts by clicking the notifications icon, then open one cart at a time, or select “Click here to see all notifications” to open a list of all assigned carts. 
	Step 1: Open the shopping carts by clicking the notifications icon, then open one cart at a time, or select “Click here to see all notifications” to open a list of all assigned carts. 
	Step 1: Open the shopping carts by clicking the notifications icon, then open one cart at a time, or select “Click here to see all notifications” to open a list of all assigned carts. 
	Step 1: Open the shopping carts by clicking the notifications icon, then open one cart at a time, or select “Click here to see all notifications” to open a list of all assigned carts. 
	This action opens the Cart Management page. 

	 
	 
	Figure


	Step 2: In the Cart Management page and Assigned Carts tab, select the purchase from the Shopping Cart Name list, or select “View” from the Action drop-down menu. Each option opens the Shopping Cart. 
	Step 2: In the Cart Management page and Assigned Carts tab, select the purchase from the Shopping Cart Name list, or select “View” from the Action drop-down menu. Each option opens the Shopping Cart. 
	Step 2: In the Cart Management page and Assigned Carts tab, select the purchase from the Shopping Cart Name list, or select “View” from the Action drop-down menu. Each option opens the Shopping Cart. 
	Requesters are encouraged to review the cart details, particularly the product description, quantity, price, and any other relevant information before completing the purchase. 

	 
	 
	Figure


	Requesters may update purchase information or empty a shopping cart. 
	Requesters may update purchase information or empty a shopping cart. 
	Requesters may update purchase information or empty a shopping cart. 
	Step 3: If making changes, click “Update”. 

	 
	 
	Figure




	 Checkout and Pay 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1:  Click “Proceed to Checkout.” 
	Step 1:  Click “Proceed to Checkout.” 
	Step 1:  Click “Proceed to Checkout.” 
	Step 1:  Click “Proceed to Checkout.” 
	This action opens the Billing page. 

	 
	 
	 


	The Billing page shows the order is ready to be placed.  
	The Billing page shows the order is ready to be placed.  
	The Billing page shows the order is ready to be placed.  
	The Billing page shows the default ºÚÁÏÍø Accounts Payable bill to address, credit card information, and line items, such as the product description and purchase details. 

	 
	 


	Requesters may also select line item actions from the drop-down menu. 
	Requesters may also select line item actions from the drop-down menu. 
	Requesters may also select line item actions from the drop-down menu. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Shoppers may add notes regarding the purchase, and attach required forms (i.e., Hospitality and approval of ATI/ITC) in the Billing page. 
	Shoppers may add notes regarding the purchase, and attach required forms (i.e., Hospitality and approval of ATI/ITC) in the Billing page. 
	Shoppers may add notes regarding the purchase, and attach required forms (i.e., Hospitality and approval of ATI/ITC) in the Billing page. 
	Shoppers may add notes regarding the purchase, and attach required forms (i.e., Hospitality and approval of ATI/ITC) in the Billing page. 
	Step 2: Using the Requisitions navigation menu in the Billing page (which is not equivalent to a PeopleSoft Requisition) select “Comments” to see comments entered by the Shopper. 
	Step 3: Select “Attachment Overview” to see attached files. 

	 
	 


	The Comments section is for the Requester to include their own addition notes should the comments need to be referenced during month-end reconciliation. 
	The Comments section is for the Requester to include their own addition notes should the comments need to be referenced during month-end reconciliation. 
	The Comments section is for the Requester to include their own addition notes should the comments need to be referenced during month-end reconciliation. 
	Step 4: Click “Add Comments” to add a new comment or attach forms and/or documents. 

	 
	 




	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure
	Figure
	Figure
	Figure



	Step 5: Use the Add Comment window to add a new comment or to attach a file. 
	Step 5: Use the Add Comment window to add a new comment or to attach a file. 
	Step 5: Use the Add Comment window to add a new comment or to attach a file. 
	Step 5: Use the Add Comment window to add a new comment or to attach a file. 
	This is where Shoppers will upload any required forms and/or documents. Requesters can use this tool to collect required documents, such as invoices. 
	NOTE: Users would click “Remove” to delete attached documents or to delete comments if necessary. 
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	Step 6: In the Billing page, click “Place Order” to finalize the purchase. 
	Step 6: In the Billing page, click “Place Order” to finalize the purchase. 
	Step 6: In the Billing page, click “Place Order” to finalize the purchase. 

	 
	 
	Figure


	This action completes the purchase process, and creates a requisition number and requisition summary. 
	This action completes the purchase process, and creates a requisition number and requisition summary. 
	This action completes the purchase process, and creates a requisition number and requisition summary. 

	 
	 
	Figure




	6.0 Transaction Notifications 
	If Shoppers and Requesters have chosen email as a preference for receiving notifications, they will receive emails regarding purchase transactions. 
	 Shopper Notifications 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Shoppers will receive an email notification that includes the assigned cart and assignee information. 
	Shoppers will receive an email notification that includes the assigned cart and assignee information. 
	Shoppers will receive an email notification that includes the assigned cart and assignee information. 
	Shoppers will receive an email notification that includes the assigned cart and assignee information. 
	The note to the assignee is included in the email notification. 

	 
	 


	Shoppers will receive the invoice by email from the supplier when the items are shipped. 
	Shoppers will receive the invoice by email from the supplier when the items are shipped. 
	Shoppers will receive the invoice by email from the supplier when the items are shipped. 

	 
	 




	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure



	Shoppers will attach invoices to the Order Comments window. 
	Shoppers will attach invoices to the Order Comments window. 
	Shoppers will attach invoices to the Order Comments window. 
	Shoppers will attach invoices to the Order Comments window. 
	Step 1: In the left navigation pane, select the Orders icon; select “Search”, “All Orders”, and then “Comments”. 

	 
	 
	Figure


	Step 2: Use the comments drop-down menu to narrow the search for specific comments. 
	Step 2: Use the comments drop-down menu to narrow the search for specific comments. 
	Step 2: Use the comments drop-down menu to narrow the search for specific comments. 
	Step 3: Select the purchase order record and click “New Comment”. 

	 
	 
	Figure


	Step 4: Choose the appropriate email recipient, or add an email recipient. 
	Step 4: Choose the appropriate email recipient, or add an email recipient. 
	Step 4: Choose the appropriate email recipient, or add an email recipient. 
	Step 5: Type a comment in the text field. 
	Step 6: Attach the file. 
	Step 7: Click “Add Comment”. 

	 
	 
	Figure




	 Requester Notifications 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Requesters will receive an email confirming a shopping cart has been assigned to them. 
	Requesters will receive an email confirming a shopping cart has been assigned to them. 
	Requesters will receive an email confirming a shopping cart has been assigned to them. 
	Requesters will receive an email confirming a shopping cart has been assigned to them. 
	The note typed in the Assign Cart: User Search window appears in the email. 

	 
	 


	Requesters will receive a notification of the submitted requisition after placing an order. 
	Requesters will receive a notification of the submitted requisition after placing an order. 
	Requesters will receive a notification of the submitted requisition after placing an order. 

	 
	 




	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 
	Processing Steps/Field Name 

	Screenshot / Description 
	Screenshot / Description 
	Figure
	Figure



	Requesters will receive a notification that the purchase order has been created and has been sent to the supplier. 
	Requesters will receive a notification that the purchase order has been created and has been sent to the supplier. 
	Requesters will receive a notification that the purchase order has been created and has been sent to the supplier. 
	Requesters will receive a notification that the purchase order has been created and has been sent to the supplier. 

	 
	 
	Figure


	Requesters will receive a PO Acknowledgment email from the supplier. 
	Requesters will receive a PO Acknowledgment email from the supplier. 
	Requesters will receive a PO Acknowledgment email from the supplier. 

	 
	 
	Figure




	  
	7.0 Accessing Past Orders 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 
	Processing Steps / Field Name 

	Screenshot / Description 
	Screenshot / Description 



	Step 1: Click the Orders icon on the left navigation pane. 
	Step 1: Click the Orders icon on the left navigation pane. 
	Step 1: Click the Orders icon on the left navigation pane. 
	Step 1: Click the Orders icon on the left navigation pane. 
	Step 2: Select “My Orders”, then “Purchase Orders”. 
	This action displays a list of completed purchase orders placed in CSUBUY. 

	 
	 
	Figure


	Step 3: Select a specific PO number hyperlink to access general information such as the document status and the product description. 
	Step 3: Select a specific PO number hyperlink to access general information such as the document status and the product description. 
	Step 3: Select a specific PO number hyperlink to access general information such as the document status and the product description. 

	 
	 
	Figure


	Step 4: Click “Document Actions” for optional actions, such as adding comments, adding notes to the transaction history, or creating quantity receipts. 
	Step 4: Click “Document Actions” for optional actions, such as adding comments, adding notes to the transaction history, or creating quantity receipts. 
	Step 4: Click “Document Actions” for optional actions, such as adding comments, adding notes to the transaction history, or creating quantity receipts. 
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