
CSUBUY, Procure to Pay (P2P) 
End User Training



Agenda

Module 1- Introduction

Module 2- Basic Navigation 

Module 3- Supplier

Module 4- Punchout Catalogs

Module 5- Form Requests

Module 6- Detailed Functionality

Module 7- Purchase Orders

Module 8- Receiving

Module 9 - Payment (Voucher) 



Module 1- Introduction 

• What is CSUBuy P2P?

• P2P vs. CFS

• Integration

• Roles and Permissions



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
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P2P- Roles and Permissions

• Shopper- Ability to create shopping carts and assign to a requestor 
to submit into workflow.

• Requestor- Ability to query, create and submit requisitions.

• Approver- Ability to review and approve requisitions (Compliance 
Review) Examples:  HR, IT, Fleet, EH&S….etc

• DOA Approver- Ability to review and approve requisitions 
(Financial  Review) 



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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Module 2- Basic Navigation  

• Profile Settings

• Bill To/Ship To Set Up

• Notifications

• Default Settings 



CSUBUY P2P Login –Need to update once 
P2P link is posted on Financial Services 
Home page and Procurement homepage

 



Shopping Home Page
 

• Shopping Cart and Total
• Heart – Bookmarks
• Flag- Action Items
• Bell- Notification
• Person- Profile



How to Access Profile Settings
 

You will need to go 
and make sure your 
Profile is updated 



Update Default Address- Ship to and Bill to
 



Shopping Home Page
 

❖ Quick Links
❖ Fly out Menu



• Notifications Preferences

 

Set Up Your Notification Preferences

Notifications are globally defaulted and can be modified by the user.

❖ Notifications are 
individual

❖ You can customize 
options 

❖ Turning on/off Email 
or Notifications per 
type



Note: Shop Fly Out—Browse By Suppliers will give you only CSUEB approved suppliers ready for shopping.





❖ Accounts Payable Fly Out- Search Vouchers (invoices submitted into workflow) and Receipts. 



     

❖ Supplier Fly Out- Search for all suppliers in CSUBuy
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Module 3- Supplier

Search for Suppliers
•Two Options for Searching

•Shop Flyout 
•Supplier Flyout (All Campuses in P2P)

•Supplier Extension Request Form
•Request New Supplier Form



Search for CSUEB Suppliers Shop Flyout

• Check here to see if your supplier is available, if yes, you can select them and 
move your requisition forward



Search for Suppliers Flyout- All Campuses
 

 



Suppliers Menu

❖ Search for Suppliers

Manage Suppliers

❖ Review Previously Requested Suppliers
❖ Review and Approve Suppliers

Approvals

❖ Search for Previous Requests

Requests

❖ My Evaluations

Performance

 



Supplier Search
 

1. Who Approved the Supplier
2. Should always be In Network
3. Should always be Enabled for Procurement
4. Quick Search Field 
5. Add Filter 
6. Save As
7. Configuration Columns
8. Registration Status



Supplier Search



Supplier Status
 

Registration Status #8: Definition
None Loaded, not invited

Invited Registration invitation sent to supplier

In Progress Supplier has started registration

Registration Complete Supplier has completed a registration

Approved Supplier profile has been approved through registration workflow

Status #3: Definition
Active for Shopping Active for Shopping/Requisition

Not Active for Shopping Inactive for Shopping/Requisition 

CSUBUY Network Relationship #2
In Network Search results should be limited to “In Network”



*Is Supplier Available to CSUEB
 



Is Supplier Available to CSUEB
 



Supplier 360 - What BU’s that Supplier is Extended to
 

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



Supplier 360 - What BU’s that Supplier is Extended to
 

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

CSUEB has 3 Business 
Units:
EBXMP (main campus)
EBXDN (Foundation)
EBXDF (Ed Foundation)
**The campus community 
will use EBXMP.



Supplier 360 - What BU’s that Supplier is Extended to
 

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

If EBXMP is not listed but 
this Supplier should be 
Extended to CSUEB for 
use, a Supplier Extension 
Request should be 
submitted 



Supplier 360 – Supplier Registration Invitation 



Supplier Extension or Re-Invite Request
 



Supplier Extension or Re-Invite Request
 



Supplier Extension Request
 

Complete all Questions and 
Submit into Workflow
Helpful Hint:
Only the * are Required

If extending please extend 
to all 3 Business Units:
EBXMP
EBXDN
EBXDF

 



Supplier Re-Invite Request
 



If Supplier Does Not Exist 
 

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



Request New Supplier 
 

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



Request New Supplier 
 

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



Request New Supplier 
 



Request New Supplier 
 



Request New Supplier 
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Module 4- Punchout Catalogs

❖ Do not have both P2P and Marketplace browsers open at the same time.

❖ Do not use punchout catalog (Dell, CDWG…) for IT equipment. See Module 5 IT 
Hardware Form Request. 



Punchout Catalog Purchase 

Place order at the 
punchout 

supplier’s website 

Punch back in to 
CSUBUY Shopping 

Cart
Requisition   Purchase Order 



Punchout Catalogs
❖ Make sure you are in the correct Business Unit--EBXMP (Persona)

❖ Make sure your cart is empty before you start shopping otherwise you will 
have to re do all the shopping again!









❖ Assign cart is only applicable to “shopper” role, please work with your department to identify 
the correct “requestor” in your department. 



“Prepared By” Versus “Prepared For” 

Prepared By

The user that submitted the cart into workflow:
❖ May have created the cart.

❖ May have been assigned the cart by another 
user.

❖ Must have the Requester role

Prepared For

User that created the cart:
❖ If a Shopper, must assign cart to a Requester
❖ Becomes the PO Owner

❖ “Prepared By” and “Prepared For” can be the same user.
❖ This is applicable to all requisitions.   



• Shopping cart turn into a “Requisition” and a PO will be issued (Procard will 
no longer be utilized).

• Since punchouts are managed by the suppliers, each will have a unique look 
and feel.

• Ensure web browser allows for pop-ups. Punchout supplier's site will appear 
as a separate browser screen.

• Make sure shopping cart is empty before shopping. 

• Receiving is now required on punchout catalogs purchase over $500. 

• Best Practice – keep punchout catalog carts to eight (8) lines/items or less. 
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Module 5-Form Requests  
❖ Goods and Services Request

❖ IT Hardware Request-includes Technology Purchase Review (TPR)

❖ IT Software Request-includes Technology Purchase Review (TPR)

❖ Independent Contract Request- includes the ICR Process

❖ Hospitality Form (Non-Travel)- Includes the Hospitality Questions

❖ Payment for Unauthorized Purchase



Requisition Process

Form Shopping Cart Requisition Purchase Order 





❖ Each Request form will have 
an Instructions Page  and a 
Suppliers Page  



❖ The Instructions Area will list 
the forms needed to complete 
the Request, you can click on 
them interchangeably 

❖ Or you can click Next through 
the forms required to complete 
the Request





❖ Form Fields very depending on the 
type of Request  

❖ The questions can be dynamic 
based on your answers

❖ The answer to the Sole Source or 
Sole Brand Question will always be 
NO, unless prior approval from 
Procurement

❖ Questions are required to move the 
form forward

❖ Once complete the form can be 
submitted into workflow

❖ Make sure your shopping cart is 
empty before you start a new 
requisition 

 



Workflow Overview
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Workflow Goods/Services



Workflow IT Hardware



Workflow IT Software



IT Hardware/Equipment Purchase Process 
❖ Work with IT to obtain a quote.
❖ Use IT Hardware Request Form. Do not use punchout catalog. 
❖ Build the form/cart with information you have, for example -monitor, 

equipment or laptop/computer description, quantity, special 
request……



Other Workflow Steps

❖ Facilities Review

❖ Vehicle Review

❖ Branding and Logo Review

❖ EH&S Review



Workflow – Segregation of Duties
Requestor/Shopper can not approve their own requisition 

For the purpose of this requisition, Jen Aaseth is the requestor and she is also 
listed under DOA Approval in the workflow therefore she can not approve this 
requisition. Amanda or Evan will have to approve this requisition. 



Payment for Unauthorized Purchase

❖ Goods and/or services that are not placed on an authorize CSUBuy Form and completed workflow through finalization 
of Purchase Order, require the Unauthorized Purchase Form to be completed and appropriate documentation must be 
attached.



❖ In order to complete the form, 
the supplier must have an 
APPROVED registration status 
available for shopping.  



❖ A requisition and purchase order will be generated but the workflow will be different. 
Procurement review for these will be the Director of Procurement.  
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Module 6-Detailed Functionality
❖ Blanket PO
❖ Multiple Line PO
❖ Ad-Hoc Approver
❖ Comments
❖ Internal Notes and Attachments
❖ External Notes and Attachments 
❖ Assets
❖ Withdraw a Requisition
❖ Copy to New Cart
❖ Multiple Year PO 



Blanket PO 



Blanket PO 



Multiple Line PO
How to create a multiple-line 
requisition: 

1. Complete the first 
item/line, on the ”Review 
and Submit” page, click on 
the down arrow next to 
Add and go to Cart, and 
click “Save to Cart and 
Add Another”. 

2. Repeat step 1 for each 
line. 

3. For the last line, on the 
Review and Submit page, 
click “Add and go to 
Cart” 

❖ If the quote/proposal has multiple lines, you must create multiple lines requisition. 



Comments



Comments Comments 
become a 

permanent record 
and can be viewed 

by any one. 



Internal/External Notes and Attachments



Internal/External Notes and Attachments

❖ Internal notes and attachments stay within CSUBUY and can be viewed by any one has access to 
CSUBUY.



Internal/External Notes and Attachments

❖ External notes and attachments can be viewed by any one has access to CSUBUY and Suppliers.



Withdraw a Requisition 

❖ Withdraw requisition can only be used while the order is in 
requisition workflow. Once it becomes a PO it can no loner be 
withdrawn.

❖ Once withdrawn, you cannot resubmit that order, however, you 
can easily copy the items to a new cart/requisition. 



Copy to New Cart



Multiple-Year PO
1. Requestor
❖ Build multiple lines in the cart. Follow the “Multiple Line PO” instruction.
❖ Make sure to label each line with year (Year 1 - 2025, Year 2 – 2026….)and description in 

Cost Detail.
❖ Submit the Requisition. In the PO Information, check “Multiple-Year PO”.

2. During Procurement Review (Buyer)
❖ Reduce the amount on the subsequent year PO line to $0.01 so PO will not be closed. 

3. Requestor 
❖ Submit “Change Request” each year to encumber the fund



Multiple-Year PO



Multiple Line PO
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Module 7-Purchase Orders

❖ Purchase Order Distribution 

❖ Search for Purchase Orders & Locate Order Status 

❖ Purchase Order Overview

❖ Purchase Order Change Requests

❖ Close a Purchase Order



Purchase Order Distribution 
❖ There are 2 ways to distribute PO. The supplier’s preferred PO distribution method 

is specified by the supplier during the registration process. 
• Method 1 Email - CSUBUY sends POs to the suppliers automatically. Department will not be copied. 

or

• Method 2 Manual – Buyer will distribute the PO to the supplier.

❖ Department can access CSUBUY and view PO.

❖ Department should never send PO to supplier.

❖ Set your notification preference is set up received notification once PO is 
distributed by CSUBUY. 



Purchase Order Distribution 



Search for Purchase Orders 
If you are not the PO Owner  

Type in PO number, supplier name, PO owner 
name……. 



Search for Purchase Orders
If you are the PO Owner 



Locate Purchase Order Status



Purchase Order Overview



Purchase Order Change Requests
Search the PO that needs a change and create change request 



Purchase Order Change Requests

Must provide 
reason/justification 



Purchase Order Change Request



Close a Purchase Order 



Close a Purchase Order 
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Module 8 – Receiving

Goods
▪ 3-Way
▪ Receipt Required

Services or Blanket POs
▪ 2-Way
▪ No Receipt Required



3-Way Goods Receiving 

Department to search 
the PO in P2P

Department to notify 
Receiving by using 

“Comment” tab. Add  
bryan.hill@csueastbay.edu  

as recipient 

Receiving will create 
the receipt 

Not required for purchase under $500

mailto:bryan.hill@csueastbay.edu


2-Way Service Receipt 
❖ Invoices will stop in workflow with the 

PO Owner.  
❖ This person will have to approve 

before payment will move forward to 
Accounts Payable.  

• Service was complete
• Service was satisfactory



2-Way Service Receipt
❖ PO Owner must open and review the invoice in the Attachment field. 



Q&A



Module 9-Payment (Voucher)

❖ Invoice and Credit Memo Require PO

❖ Invoice Submission Options

❖ Voucher Process and Approval Workflow

❖ Payment Status



Invoice and Credit Memo Require PO
❖ Voucher creation is done when the supplier invoice is submitted into workflow. 



Submission Of Invoice

 

• Supplier uploads its invoice(s) directly through their online portal

• For invoices that are not able to be uploaded by the supplier directly, 
such as PG&E invoices, those invoices can be routed to 
P2Pinvoice@csueastbay.edu as a separate attachment and will be 
uploaded by the AP Technician that handles that account. 

mailto:P2Pinvoices@csueastbay.edu


Look up payment status in CSUBuy

 



Voucher Process and Approval Workflow



Search for Vouchers
Capability to search invoice status through a variety of ways: Invoice #, Voucher #, Supplier Name, PO#



In the Quick Search, you can note the PO# 
to review the voucher

❖ Once you identify the voucher, for more detail, click Voucher Number



Voucher Details

❖ Matching Status
❖ Comments
❖ Attachments (including invoice)
…and much, much more

❖ Summary
❖ Remit to Information
❖ Workflow Status
❖ Payment Status



View Match Status in Voucher
3-Way Example

Hold for Receiving:

• Unmatched
• No Receipt has been entered

• Matched
• Matching Exceptions

• Variety of reasons based on 
why it’s a match exception



View Match Status in Voucher
2-Way Example

Verify Received:

❖ Unmatched
❖ Matched
❖ Matching Exceptions



View Voucher Approval Workflow
Voucher Hold for Receiving

❖ 3-Way - Holds for 30 days, then goes to match exception, 
AP will reach out to the department for resolution before 
payment. 

❖ 2-Way - A reminder is sent out to the requester for their 
approval before it moves forward for the AP Review

 
AP Review

❖ Assigned to AP Team to review by alphabet
❖ AP Manager Reviews

❖ AP Actions:
• Approve
• Return Voucher (internal comments)
• Place Voucher on Hold (internal comments)
• Forward (internal comment)
• Reject Voucher (internal comments)



Payment Status

Payment Details Viewable in Voucher



Payment Status

❖ Payment ID Ref is the check/ACH number assigned to the voucher. 

❖ This number is displayed after payment is issued.

❖ Suppliers receiving payment via check may receive a consolidated single check which includes multiple invoices. 

❖ P2P functionality allows departments to search a variety of ways including: supplier name, invoice number, PO#. 

❖ Once supplier located, departments can view all invoices associated with the check number. 
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Thank You 

&

Happy Shopping

Office hours information are available at Procurement website.  


