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How-To Guide for End Users

CSUBUY Marketplace roles of Shopper, Requester and Receiver perform several actions related

to searching for supplier goods and services, creating shopping carts, placing orders and
tracking order status. This guide provides instructions on key features and functionality
performed by Shopper, Requester and Receiver roles in the CSUBUY Marketplace.
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Login URL

o Test Environment - https://ds.calstate.edu/?svc=csubuy&env=test

o Production Environment — TBD

Updating your User Profile
How to add a Pcard to your profile
1. Click on View My Profile

Eene
CSUBUYR
S0 b g » SOpICHOTE ) ForpiHomesg:

Shopping Home Page

Welcome to CSUBUY UIT Marketplace!

Coto famorizs B

Alv sy

Q. sui E W t@

Alex Aguirre: .

- Manage Sezrches

Mansce Sezich Exparts

OUSE U oty kome Page

My 2e0ery Compled Reqistons

Completzd Purcrase 07rs

2. Navigate to Default User Settings = Payment Options

& BIE

My Prafile b Payment Options

b §

Rocky Requester Payment Options

User Name ~ rrequester
0 Apply the defautt card.

Add aNew Card
User Profile and Preferences My’

Update Security Settings
Default User Settings

Custom Field and Accou

ing Code Defaults

Defautt Addresses
Gart Assignees

Checkoyt Setting
e~ N

Payment Options.
T T

serRow

Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

Card Details ?

Name this card (e.g. My Visa) | =

Cardholder Name

Card Number

Expiration Date 1 v|2007
Defautt card (i

Save

3. Click Add a New Card and enter in the Pcard details
4. To have your Pcard default in your shopping cart select “Default card”
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How to add your favorite Requester(s) to your profile
1. Click on View My Profile

Sip ¥ Sheping > S3pr;Home ) SogpngHome g2

fsﬁivw My Seari(an) Qa g w O l@

Alex Aguirre:
Shopping Home Page

. Dashbaads
Manage Sesrches

Welcome to CSUBUY UIT Marketplace!

Manzge Sezich Exparts

S sethiy kome 2age

Complerzd Reguisitns

Complerzd Purcrase 07ers

ogat | ||
2. Navigate to Default User Settings = Cart Assignees
—
0 CSUBUYE
My Profile b Cart Assignees
Rocky Requester Cart Assignees ?
ﬁ User Name ~ rrequester
.||]L My Cart Assignees ?

User Profile and Preferences Name Action

Update Secuuit S

Custom Field and Accounting Code Defaults

Payment Options

User Roles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

User History

3. Click Add Assignee and search for the appropriate requester(s)
4. Multiple requesters can be added, and you can select one as preferred (default)

How to add your favorite ship to address(es) to your profile
1. Click on View My Profile

ESI’.I“B‘IRW Al sernjang) a gouE ON A@

S0 Socpng » Shepong e » ScpagHoneege Alex Aguine [']
Shopping Home Page w

Dashbozrds
e —— orfwss |
Manage Searc"es.

Welcome to CSUBUY UIT Marketplace! Manage Seaich Exports

Got: fentes 8IS SU. gyt mapage

My Fecenty Completzd Requisitons

My Fecenty Campletzd Pchss Orders

Logout
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2. Navigate to Default User Settings = Default Addresses

CSUBUY®

My Profile » Default Addresses

Rocky Requester Default Addresses

User Name  requester ‘ © No addresses defined in profile.

Ship To gl To

User Profile and Preferences

?
Updg
Select Addresses for Profile
‘ © No addresses defined in profile. ‘
Shipping Addresses Select Address Template
Select Address v
Template

Checkout Settings
Payment Options
User Roles and Access

Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

3. Click Select Addresses for Profile and choose appropriate address(es)

[ —
LW CSUBLY®
My Profile » Default Addresses

Rocky Requester Default Addresses

)
User Name - rrequester © No addresses defined in profile. ‘

E

ShipTo sl To

User Profile and Preferences
2

Update Security Settings
- it Select Addresses for Profil
Default User Settings Iresses for Profile

Custom Field and Accounting Code Defaults © No addresses defined in profile.

Default Addresses Shipping Addresses Select Address Template

Cart Assignees Select Address ‘
Template

"]

Checkout Settings

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

4. Choose the default box for the address you would like to default when checking out
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How to update your system notifications
1. Click on View My Profile

ESI‘.I‘B‘IRW MY Seamhing) Q gD W QM A@
00 b g b Shgpngeare » ScpagHime Page Alex Aguite .
Shopping Home Page @
Dasboats
Manage Searcres
Welcome to CSUBUY UIT Marketplace! Vanage Sexc Expots

Simple Advanced Cote: favortes  Brovse
o Gote: faortes  BUE SU. gy o page

par number, efc.

My Recenty Completzd Requisitons

My Recenty Campletzd Pchas Orders

Logout

My Profile b User's Name, Phone Number, Email, etc

Rocky Requester User's Name, Phone Number, Email, etc.
User Name  rrequester First Name Rocky
Last Name Requester

User Profile and Preferences
User's Name, Phone Number, Email, etc. Phone Number ext.
Lanquage, Time Zone and Display Settings Intemational phone numbers must begin with +
Early Access Participation Mobile Phone Number
Guided Tour Instructions Intemational phone numbers must begin with +
Update Security Settings
E-mail Address * nobody@sciquestcom b4
Default User Settings
User Roles and Access Campus Cal Poly San Luis Obispo (calpoly)

)rderi Anoroval Settin
Ordering and Approval Settings Authentication Method Local

* it
Notification Preferences User Name frequester
Administration & Integration
Shopping, Carts & Requisitions x Required

Save Changes

Purchase Orders

User History

3. Select Shopping Carts & Requisitions/ Purchase Orders
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My Profile » Notification Preferences » Shopping, Cants & Requisitions.

Rocky Requester Notification Preferences: Shopping, Carts & Requisitions £ &t Secton 7

User Name  rrequester The in-application notifications are not yet available for all Email Notifications.

User Profile and Preferences

Prepared By - Cart Assigned Notice None
Update Security Settings
Default User Settings Prepared By - PR line item (s) rejected Nane
User Roles and Access Prepared By - PR rejected returned None
Ordering and Approval Settings
. Cart Assigned Notice Email & Notification
Permission Settings
Notification Preferences Receive PR and PO notifications for Carts MNone
Adpinisiaiendrnteaation Assigned to Me
R .
‘ Shapping, Carts & Requisitions Assigned Cart Processed Notification MNone
Assigned Cart Deleted Notification MNone
Receipts
User History PR submitted into Workflow Nane
PR pending Workflow approval Nane
PR Workflow Notification available None
PR Warkflow complete / PO created Nane
PR line item(s) rejected Email & Notification
Cart/PR rejected/returned Email & Notification

4. Click on Edit Section
5. Click Override on the field you want to update
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My Profile » Notification Preferences » Shopping, Carts & Requisitions

Rocky Requester Notification Preferences: Shopping, Carts & Requisitions

rﬂ User Name  rrequester The in-application notifications are not yet available for all Email Notifications.

User Profile and Preferences

Prepared By - Cart Assigned Notice ® Default Override None
Update Security Settings
Default User Settings Prepared By - PR line item(s) rejected ® Default Override None
User Roles and Access
X Prepared By - PR rejected/retumned ® Default Override None
Ordering and Approval Settings
Permission Settings Cart Assigned Notice @ Default Override Email & Notifieation
Notification Preferences
Admiistration & Inteqration Receive PR and PO notifications for Carts ® Default Override None
Assigned to Me
Shopping, Carts & Requisitions
Purchase Orders Assigned Cart Processed Notification Default None v
Receipts
. Assigned Cart Deleted Notification ® Default Override None
User History
PR submitted into Workflow ® Default Override None
PR pending Workflow approval ® Default Override None
PR Workflow Noiification available ® Default Override None
PR Workflow complete / PO created ® Default Override None
PR line item(s) rejected ® Default Override Email & Notification
Cart/PR rejected/retumed ® Default Querride Email & Notification

Save Changes | Kancel

6. Select appropriate option from the dropdown
7. Click Save Changes

Shopping

How to create a cart
1. Navigate to Shop = My Carts and Orders = View Carts

Open My Active Shopping Cart
Shopping View Carts

View My Ordel
My Carts and Orders

Admin

Shopping Settings
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2. Click Create Cart
A BE
309 b My Catsand Oicers b Vew Carts b DistCarts
Cart Management

]

Draft Certs |~ Assigned Carts

¥ Fite Draft Carts

Mo Garts Found

How to see your draft carts

AT sact) G oo W O A )

1. Navigate to Shop = My Carts and Orders = View Carts

Shop (Alt+P)

Shopping

My Carts and Orders

Admin

Shopping Settings

2. Click Draft Carts

& e

3hop b My Cartsand Ocers b Vew Carts b Dzt Carts

Cart Management

i

DraftCerts | Assigned Carts

3 Fie: Draf Carts

NoGarts Found

Open My Active Shopping Cart

View Carts

View Carts
View My Orders{Last v Days)

A swom)  Q onup W ON 4L

3. Select appropriate Shopping Cart Name to make that the active cart
4. Select the Action Dropdown to View, Activate or Delete the cart
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CSUBUY®
Srop » My Carts and Ordrs » View Carts » DraftCarts
Cart Management

DraftCarts ™ | Assigned Carts

> Filter Draft Carts

Type = Cart Number = Shopping Cart Name = Cart Description

Noma o)) 2020.00.24 camith o1

How to punchout to a supplier catalog
1. Navigate to the Home Page Menu Option
2. Look for the Punch-Out Catalogs Showcase
3. Click on the desired supplier

[ —
SUBUY®

Shop » Shopping » Shopping Home b Shopping Home Page

Shopping Home Page

(8]

Organization Message

Welcome to CSUBUY UIT Marketplace!

Online Searchable Help ?

Search Search By Keyword Q

Browse the Table of Contents

Date Created ~

472472020

simple

Search (Alt+q)

a

Total =

49.93UsD W

4993USD  view

Al

GENERAL

amazon Cpoet O scra,

4. Click Cancel PunchOut to return to CSU BUY

Account Number: 1826707LA

[

A My Account

Action

1 Staples Eﬂéﬁ'ﬁlﬁg

Ordering

How to add/edit your order’s ship to address
1. Click on Proceed to Checkout

CSU Training Outline - End Users (1)2020
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o
CSUBUY®

Shopping Cart v 20200424 csmith o

simple

1item

Staples Advantage ~

Need to make changes? MODIFY ITEMS | VIEW ITEMS _Item(s) was retrieved on: 4/24/2020 2:54:37 PM
« Staples 100% Recycled 8.5 x 11" Copy Paper, 20 s, 92 Brightness, 500/Ream, 10 Reams/Carton (620014)

Ogzpzee Staples 100% Recycled 8.5 x 11" Copy Paper, 20 620014 4993
~ Ibs,, 92 Brightness, 500/Ream, 10 Reams/Carto...
4

2. Click the pencil icon on the shipping header

Shipping
Ship To

Attn: Claire Smith
Bldg/Rm:

401 Golden Shore

Long Beach, CA 90802
United States

Delivery Options

Requested Delivery Date no value

Click Add to my addresses

Nouksw

Save changes

CSU Training Outline - End Users (1)2020

1item

Click on Search additional to see available addresses
Select appropriate address, complete Blg/Rm

ACTIONS FOR 0 SELECTED ITEMS ~

49.93USD

4993

Give it a nickname and make it your default if applicable

Search (Alt+Q) a 4993usp W QB 4
= 0
Estimate (49.93 USD) v
Q Subtotal 993
Tax1 0.00
Shipping 0.00
] Hending 000
4993

O
PPROCEED TO CHECKOUT
ASSIGN CART
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Ship To

(® CURRENT ADDRESS

dd to my addresses
Attn: * Claire Smith

Nickname Name this address (e h
Bldg/Rm

Address Line 1 401 Golden Shore Make default @

City Long Beach
State CA

Zip Code 90802
Country United States

O CSU Chancellor's Office3 - Claire Smith, [Bidg/Rm], 401 Golden Shore, Long Beach, CA 90802, United States
(O calStateLA - Claire Smith, 5151 State University Dr, Los Angeles, CA 90032, United States

O Chico-Assoc Students-BMU — Claire Smith, [Bidg/Rm:*], 940 West 1st Street, Chico, CA 95929, United States

Search additional Q Results PerPage 10 ¥

How to add your Pcard to your order
1. Click on Proceed to Checkout
Click the pencil icon on the billing header
Click New Credit card
Enter Cardholder Name, Card Number, Card Security Code and Expiration Date
Click add to your credit cards
Give it a nickname and default
Save Changes

NouksuWw
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Edit Billing x

Bill To

(® CURRENT ADDRESS o]
Accounts Payable [0 Addtomyaddresses
401 Golden Shore
Long Beach
CA
90802

Country United States
O CSU Chancellor's Office5 - Accounts Payable, 401 Golden Shore, Long Beach, CA 90802, United States *
Search additional Q Results PerPage 10 ¥
Credit Card Info
Select a new credit ca Select one of your credit cards Select no credit card
® New credit card Q PCARD v Q© No credit card assigned

Cardholder Name

Card Number

How to add an internal note and/or attachment

1. Click on proceed to checkout

Click the pencil icon on the Internal Notes and Attachments Header

2
3. Enter the note and save changes
4

Click ADD and upload a file or link and save changes

[—

SSUBUY®
Requisition ~ : 2953282

Summary  Taxes/S8H PO Previe Comments  Attachments Histor

General Rl Shipping

2020-04:24 csmith 01 shipTo
no yalue Attn: Claire Smith
Claire Smith Bldg/Rm:
401 Golden Shore
Claire Smith Long Beach, CA 90802
United States

Delivery Options

Requested Delivery Date

Internal Notes and Attachments i mmm—

no value

ADD

CSU Training Outline - End Users (1)2020

no value

Al Searc

Billing St
Bill To

Accounts Payable

401 Golden Shore

Long Beach, CA 90802
United States

Credit Card Info

No credit card has been assigned
© A payment must be specified
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How to add tax to your order

1. Click on proceed to checkout
2. Click on Taxes/S&H tab

[ o L ——

CSUBUY®

Requisition ¥ : 2953282

Summary Taxes/S&H PO Preview Comments Attachme

.

General s 3 Sh

F

3. Select the first pencil icon to edit all lines or click on the pencil icon for the appropriate
line

4. Enter the tax percentage

5. Click the check mark in the header to save

[op—
CSUBUY® Al ~ Searc

Requisition ¥ : 2953282

Taxes/S&H PO Previe omments  Attachment Histor

1ltem ACTIONS FOR 1 SELECTED ITEMS ¥

Staples Advantage ~ 1item 49.93 US@ v
Tax1 0% 0.00
Shipping 0% 0.00
Handling 0% 0.00
Total 49.93

O Staples 100% Recycled 8.5"x 11" Copy Paper, 20 4993 1cT 2993 /S
. Ibs., 92 Brightness, 500/Ream, 10 Reams/Carto...

Taxable Yes Taxl 0% o0
Shipping 0% 000
Handling 0% 0.00

How to add shipping and handling to your order
1. Click on Proceed to checkout
2. Click on Taxes/S&H tab
3. Click on override
4. Select the first pencil icon to edit all lines or click on the pencil icon for the appropriate
line
Enter % or amount
Click the check mark in the header to save

o w
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CSUBUY®
Requisition ~ : 2953282
unmay  Tawes/saH PO P mments  Atiachments  Histon
EDIT Taxes/S&H for all lines in this group
Staples Advantage
Taxt use defautt ¥
stpping _use default
o0
Handing  use defaut ¥
perline
per PO
gz Staples 100% Recycled 8.5 x 11" Copy Paper, 20 903
" Ibs, 92 Brightness, 500/Ream, 10 Reams/Carto.
axcble Yes Taxt
shipping
Handling
CSUBUY®
Shopping Cart ~ 207
Simple
Search for product ms, part number
1item
Staples Advantage
Need to make changes? MODIFY ITEMS | Hem(s) was retreved on: 4/24/2020 2:5437 PM
= Staples 100% Recycled 8.5"x 11° Copy Paper, 20 s, 92 Brightness, 500/Ream, 10 Reams/Carton (620014)
Cggar= Staples 100% Recycled 8.5 x 11 Copy Paper, 20 620014

” Ibs., 92 Brightness, 500/Ream, 10 Reams/Carto.
k3

Mv ser
(@F
Titem 49.93UsD.
0%
0%
ooousp
0%
0o0usD
et wn /3 0
os 000
os 000
I 000
Al Search (A1t+Q) a 4993UsD W o 42
LI
Estimate (49.93 USD) v
Q subtotal 4993
Taxt 000
Shipping 000
poTions ForoseLecTeD Mmews + [ Handing 000
1 tem 49.93UsD (m] 9%
PROCEED TO CHECKOUT
903 1oer 998 [m] -

>l

Click Select if you have your favorite requesters added to your profile or click search
Select the appropriate requester by clicking +

User Search x
ik search a Ao0FUTER~
< > page 1 5 1100f4sRes 10 Per Page ~
Name @ UserName v Emal v Phone
campus Admin cadmin chis dott@risenov.com - +
Hexguire orocaczzsas ssquireqcaisate s - @
Alex Aguirte aaguine alaguire@calstate edu - +

Click ASSIGN

CSU Training Outline - End Users (1)2020
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Assign Cart: User Search b 4

rt To: Alex Aguirre
SEARCH

Add to Profile D

Note To Assignee

ASSIGN CLOSE

How to accept a cart from a Shopper (Requesters only)

1. Navigate to Shop = My Carts and Orders > View Carts > Assigned Carts or click on your
actions items icon and choose Carts assigned to Me

2. Click Shopping Cart Name to activate the cart or use the Action dropdown to view,
return or delete

Esnaﬁlﬁvw Al Search (Alt+Q) Q 4993UsD W o r A

Shop b My Carts and Orders » View Carts b Assigned Carls

Cart Management

1. Once your cartis final, click PROCEED TO CHECKOUT

CnSl_JB—lTW Al Search (Alt+Q) a 4993UsD W @ U
Shopping Cart ~  2020-04-24 csmith 01 JORN")
Simple Estimate (49.93 USD) v
1item ACTIONS FOR 0 SELECTED ITems ~  [] Handiing 000
Staples Advantage ~ 1ttem 49.93UsD [m] b

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 4/24/2020 2:54:37 PM PPROCEED TO CHECKOUT

« Staples 100% Recycled 8.5" x 11" Copy Paper, 20 Ibs., 92 Brightness, 500/Ream, 10 Reams/Carton (620014) -

ASSIGN CART
Qgpere  Staples 100% Recycled 8.5 11" Copy Paper, 20 620014 4993 1T 4993 : 0O
~ Ibs, 92 Brightness, 500/Ream, 10 Reams/Carto.
&

2. When all required data is complete click PLACE ORDER

CSU Training Outline - End Users (1)2020 Page 15 of 16



m The California State University

m The California State University

CSUBUYE

CSUBUY® &
Requisition ~ : 2953282
Summary  Taxes/SEH PO Previe omments  Attachment
General s Shipping s Billing ’
cartName 20200424 csmith 01 shipTo BilTo
Descript no valve

Attn: Clalre Smith
Bldg/Rm:

401 Golden Shore
Long Beach, CA 90802

Accounts Payable
401 Golden Shore
Long Beach, CA 90802
United States

Claire Smith

Claire Smith

United States
Credit Card Info.
Delivery Options.
Cardholder Name Claire Smith
Requested Delvery Date  no value
anmmnmm
ode 123
1072022

Reporting
How to access your past orders

1. Navigate to Orders 2 My Orders = My Purchase Orders

CSUBUY®

Shop » Shopping » Shopping Home » Shopping Home Page

Shopping Home Page

Orders
Search » All Orders
My Orders Requisitions

Purchase Orders

GENERAL

amazon

2. Click Add Filter to narrow your results

B
(SUBUYR

Orders b Seach b Purchasz Oders

=

My Searches « Search Purchase Orders sees +

Manage Searcres

ed DatesLast 0 s | Quick szrch

Clear Al itre

My Purchase Orders

Faverite Searchas

PO Number 7 Supplier Created Date/Time ¥ PO Status Reaisition Number
Zfﬂ“[ggf;!f““”y W i kg Szpy . poea G s
g g gmesm (G s

CSU Training Outline - End Users (1)2020
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Search (Alt+Q) Q 4993UsD W Q| 4
L =0
v Draft
Total(49.93 UsD) v
Subtotal 4993
Tax1 0.00
Shipping 0.00
Handling 0.00
49.93
PLACE ORDER
ASSIGN CART
What's next for my order? v

Luis Obispo to CSUBUY Marketplace!

Al~ Seetch (A1)

Prepared For
Net Aquine

Nex Aquine

wcases

¢ aum¥ Op 44
Expatt | ¥

B DRy
Shipment Status Tetal Ameunt =
Sert o Supplier 3D
Sert To Supplier 390D
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