How-To Guide for End Users

e Login URL:

o https://ds.calstate.edu/?svc=csubuy

e Updating your User Profile:

o Howto
1.
2.
3.
4,

o Howto
1.
2.
3.
4,

add a Pcard to your profile

Click on View My Profile

Navigate to Default User Settings = Payment Options

Click Add a New Card and enter in the Pcard details

To have your Pcard default in your shopping cart select “Default card”

add your favorite Requester(s) to your profile

Click on View My Profile

Navigate to Default User Settings = Cart Assignees

Click Add Assignee and search for the appropriate requester(s)

Multiple requesters can be added and you can select one as preferred (default)

o How to add your favorite ship to address(es) to your profile

1.
2.
3.
4,
o Howto

NouhkwnNR

Click on View My Profile

Navigate to Default User Settings = Default Addresses

Click Select Addresses for Profile and choose appropriate address(es)
Choose the default box for the address you would like to default when checking out
update your system notifications

Click on View My Profile

Navigate to Notification Preferences

Select Shopping Carts & Requisitions/ Purchase Orders

Click on Edit Section

Click Override on the field you want to update

Select appropriate option from the dropdown

Click Save Changes

o How to create a cart

1.

Navigate to Shop = My Carts and Orders = View Carts

[ pav——

SUBUY®

»

Shop (Alt+P) Open My Active Shopping Cart

Shopping View Carts

View Carts
View My Orders{Last 3u Days)

My Carts and Orders b
Admin

Shopping Settings


https://ds.calstate.edu/?svc=csubuy

2. Click Create Cart

o How to see your draft carts
1.

[e—
CSUBUY®
Shop » My Carts and rcers » View Carts » Draf Carts
Cart Management

DraftCarts | Assigned Carts

> Filter Draft Carts

v Search (Alt+)

Navigate to Shop = My Carts and Orders = View Carts

Shop (Alt+P)
Shopping

My Carts and Orders
Admin

Shopping Settings

Click Draft Carts

Select appropriate Shopping Cart Name to make that the active cart

Open My Active Shopping Cart

View Carts

View Carts
View My Orders {Last v Days)

Select the Action Dropdown to View, Activate or Delete the cart

CSUBUY®
Shop » My Carts and Orcers » View Carts b DraftCarts

Cart Management
Draft Carts ™ Assigned Carts

> Filter Draft Carts

Type = Cart Number =

ol o))

Al Search (Alt+Q)

Shopping Cart Name = Cart Description Date Created ~

2020-04-24 csmith 01 42412020

Total = Action

Q 000USD W @k 42

Q 4993UsD W @ | 42

CresteCart 7

“

4993USD  view |+

View

Delse



o 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

Al

Shopping Home Page

Organization Message

2]
~

Welcome to CSUBUY UIT Marketplace!

simple

Online Searchable Help ?

Search Search By Keyword

Q

Browse the Table of Contents

GENERAL

amazon Cpe M;”; 0ol

4. Click Cancel PunchOut to return to CSU BUY

SelectSite PunchOut

1 Staples EEEE[TY@

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

CSUBUY® A Search(ats) Q  smouso ® Ok &4

Shopping Cart ~ 20200424 csmith 0 FORN-)
simple Estimate (49.93 USD) v
Q Subtotal 2993
Tax1 0.00
Shipping 000
1item AC ost | Handiing 0.00
Staples Advantage ~ item 49.93USD a 4993

Needto make changes? MODIFY [TEMS | VIEW ITEMS ~tem(s) was etreved on: 4/24/2020 2:54:37 PM PROCEED TO CHECKOUT

o Staples 100% Recycled 8.5"x 11° Copy Paper 20 Ibs, 92 Brightness, 500/Ream, 10 Reams/Carton (620014)
ASSIGN CART
Qgpox  Staples 100% Recycled 8.5" x 11" Copy Paper, 20 620014 4903 cr 4993 : 0O
) Ibs., 92 Brightness, 500/Ream, 10 Reams/Carto.
o

2. Click the pencil icon on the shipping header



Shipping O

Ship To

Attn: Claire Smith
Bldg/Rm:

401 Golden Shore
Long Beach, CA 90802
United States

Delivery Options

Requested Delivery Date no value

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

Click Add to my addresses

Give it a nickname and make it your default if applicable
Save changes

Ship To

Nouvsuw

(® CURRENT ADDRESS

dd to my addresses
Att * Claire Smith
Address Line 401 Golden Shore Make default @

City Long Beach

CA

90802

United States

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

O Chico-Assoc Students-BMU — Claire Smith, [Bidg/Rm:*], 940 West 15t Street, Chico, CA 95929, United States

Search additiona Q Results PerPage 10 v

o How to add your Pcard to your order

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

NouhkwnNR



O

o

How to add an internal note and/or attachment

P wnNE

How to add tax to your order

Edit Billing

Bill To

(® CURRENT ADDRESS

90802

United States

ntact Line 1 Accounts Payable
Al s Lin 401 Golden Shore
City Long Beach

State cA

D Add to my addresses

O CSU Chancellor's Office5 - Accounts Payable, 401 Golden Shore, Long Beach, CA 90802, United States

Search additiona Q

Credit Card Info

Select a new credit caj

@® New credit card

Card Number

Results PerPage 10 Vv

Select one of your credit cards

O PCARD

Click on proceed to checkout
Click the pencil icon on the Internal Notes and Attachments Header
Enter the note and save changes
Click ADD and upload a file or link and save changes

[r——

SSUBUY®

Requisition ¥ : 2953282

Summary POF
General
Cart Name 2020-04-24 csmith 01
Description no value
>repared by Claire Smith
Prepared for Claire Smith

Internal Notes and Attachments i mmm——

Shipping
shipTo
Attn: Claire Smith
Bldg/Rm:
401 Golden Shore

Long Beach, CA 90802
United States

Delivery Options

Requested D

no value

ADD

1. Click on proceed to checkout

2. Click on Taxes/S&H tab

no value

Select no credit card

L 4 O No credit card assigned

Al

Billing s

Bill To

Accounts Payable

401 Golden Shore
Long Beach, CA 90802
United States

Credit Card Info

en assigned
ecified

Searc



CSUBUY®

Requisition ¥ : 2953282

Summary PO Praview Comments Attachme

General s 3 Sh

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

v
CSUBUY® Al ~ Searc

Requisition ¥ : 2953282

Summa Taxes/S&H PO Previe omments  Attachment Histor

1 ltem ACTIONS FOR 1 SELECTED ITEMS ~

Staples Advantage ~ 1item 49.93 USI@ 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 29093 71/
Ibs., 92 Brightness, 500/Ream, 10 Reams/Carto...

Taxable Yes Taxt 0% 000
Shipping 0% 0.00
Handiing 0% 0.00

o How to add shipping and handling to your order
Click on Proceed to checkout

Click on Taxes/S&H tab

Click on override

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

el

Enter % or amount
Click the check mark in the header to save

o

CsuBUY® s

Requisition ~ : 2953282

EDIT Taxes/S&H for all lines in this group. @ x
Staples Advantage 1 ttem 49.93USD.
a1 0%
shipoing_use default
diro  ooous
Handing
pertne 0%
perPo 0.00USD
Ogger= Staples 100% Recycled 8.5"x 11" Copy Paper, 20 4903 Ter o 23 0O
) Ibs., 92 Brightness, 500/Ream, 10 Reams/Carto.
Vs Tax o 000
Shipping os 000

Handiing 0% 000



o How to assign your cart to a Requester
1. Click ASSIGN CART

ES[JBTIV‘ A Search (Alt+Q) Qa 4993UsD W Q@ } 42

Shopping Cart + | 20200424 comith o)

simple Estimate (49.93 USD) v

ot rumber Q Subotal 1993

Taxt 000

Shipping 000

1 ttem CTIONS FORO SELECTED ITEMs ~  [] Handing 0.00

Staples Advantage 1 ttem 49.93UsD (m] 4993
Need to make changes? MODIFY ITEMS | VIEW TEMS  Hemi() was rerieved on: 4/24/2020 254557 P PROCEED TO CHECKOUT
+ Staples 100% Recycled 85" 11° Copy Paper 201bs, 92 Brightness, 500/Ream, 10 Reams/Carton (520014)

Qgapoe Staples 100% Recycled 8.5 x 11" Copy Paper, 20 620014 49.93 1oer 49.93 .|

Ibs., 92 Brightness, 500/Ream, 10 Reams/Carto. /
b3

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

User Search x

Q 20D FILTER =

< > rage 5 10 Per Page ~
Nome @ UserName ¥ Email - Phone
Campus Admin cadmin chris dott@risenow com - +

Alex Aguirte aaguine slaguire@calstate.edu - +

4. Click ASSIGN

Assign Cart: User Search x

Alex Aguirre
SEARCH

Add to Profile O

ASSIGN CLOSE

o 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



O

CSUBUYw

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

Cart Management

Type = Cart Number & Shopping Cart Name &

Normal 2951253 2020.04.22 01000022948 01

How to submit your order

Cart Description

Al Search (Alt+Q) Qa 4993UsD W o A
Creste Cant

Date Created & Total & Created By & Assigned To =

472212020 3396USD  Alex Aguirre. Claire Smith

1. Once your cartis final, click PROCEED TO CHECKOUT

[
CSUBUY®

Shopping Cart ~

20200424 csmith 0

simple Advanced

1item

Staples Advantage ~

Need o make changes? MODIFY ITEMS | VIEW ITEMS  tem(s) was retreved on: 4/24/2020 2:54:37 PM

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

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

&

620014

Al Search (Alt+Q) Q 49.93usD W 4

Estimate (49.93 USD)

2. When all required data is complete click PLACE ORDER

fau——
CSUBUY®
Requisition ~ : 2953282
summay  Tacsistn  popreie
General s Shipping s
art o 20200424 csmith 01 shpTo

it novalue

Claire Smith

Claire Smith

Reporting:

Attn: Claire Smith
Bldg/Rm:

401 Golden Shore
Long Beach, CA 90802
United States

Delivery Options.

o How to access your past orders

1.

novalue

2. Click Add Filter to narrow your results

Q Subtotal
Tal
Shipping
ACTIONS F creomems - [ Handiing
1ttem 49.93USD (m]
PROCEED TO CHECKOUT
ASSIGN CART
4903 ot 4993 : 0
A~ Search (Alt+Q) a 4993UsD W Q|
@
Billing i oraft
Total (49.93 USD)
BilTo
Subtotal
Accounts Payable
401 Golden Shore Taxt
Long Beach, CA 90802 Shipping
United States
Handling

Credit Card Info

h a
N Claire Smith T
Number annmmnnm
ASSIGN CART
ecurity Co 123
piration Date 10/2022

‘What's next for my order?

Navigate to Orders 2 My Orders = My Purchase Orders

b
o *

49.93
0.00
0.00
0.00

4993

I
o *

4003
000
000
000

49.93



