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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.

Requester: Authorized to purchase directly in the CSUBUY Marketplace. A Requester is a ProCard holder.
Shopper: Authorized to shop and create a cart. Assigns order(s) to a Requester to complete the purchase.
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Login URL

O Production Environment — https://marketplace.calstate.edu/

Updating your User Profile

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

[iseare

2. Navigate to Default User Settings = Payment Options

B
) CSUBUYR
My Profile b Payment Optians

Rocky Requester Payment Options

ro User Name  rrequester

1k

T Apply the defautt card.
Add a New Card

User Profile and Preferences My Care Card Details ? ‘

Update Security Settings

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

Cardholder Name
Custom Fieldana Accounting Code Defaults card Number
Defaut Addresses
Expiration Date 1 V2007
Cart Assignees
Defautt card @
Checkoyt Setticg
e — N

Payment Options

UserRom

Save

Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

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

|

2. Navigate to Default User Settings = Cart Assignees

e
7 CsUBUYR

MyProfile b Cart Assignees

Rocky Requester Cart Assignees )
ro User Name  rrequester Tadd Assignee..

My Cart Assignees ?
User Profile and Preferences

Name Action

Update SecudbeSel
Custom Field and Accounting Code Defaults
Default Addresse
{  Cart Assignees

e —
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

Es— S A T gumE 9N
Yex ooy 4 Dy e b Sy

Al Aquime .
Shopping Home Page

Orgariraton Message BN R
ekcome to CSUBLIY UIT Marketplace’
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2. Navigate to Default User Settings = Default Addresses

CSUBUY®

My Profile » Default Addresses

Rocky Requester Default Addresses

User Name  rrequester ‘ © No addresses defined in profile. |

Ship To  gill To
?

Upda T
it Select Addresses for Profile

© No addresses defined in profile. |

User Profile and Preferences

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)

4 BN

My Profile » Default Addresses

|

Rocky Requester Default Addresses

]
User Name - rrequester © No addresses defined in profile. |

E

ShipTe sl To

User Profile and Preferences
?

Update Security Settings =
o Select Add for Profil
Default User Settings resses for Profile

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

Default Addresses Shipping Addresses Select Address Template

Cart Assignees Select Address | V|
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

LR At

Shopping Home Page

Orgwiraton Message

2. Navigate to Notification Preferences

User Profile and Preferences
Phone Number
Language, Time Zone and Display Settings
Early Access Participation Mobile Phone Number
Guided Tour Instructions
Update Security Settings Eomai Address *
Default User Settings

User Roles and Access Campus

Ordering and Approval Settings

Authentication Method
*
Notification Preferences User Name
Administration & Integration
Shopping, Carts & Requisitions * Required

Purchase Orders

User History

3. Select Shopping Carts & Requisitions/ Purchase Orders

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

ext.
Intemational phone numbers must begin with +

Intemational phone numbers must begin with +
nobody@sciquest.com b4

Cal Poly San Luis Obispo (calpely)

Local

Irequester

Save Changes
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My Profile » Notification Preferences » Shopping, Carts & Requisitions.

Rocky Requester

User Name  rrequester

User Profile and Preferences
Update Security Settings
Default User Settings
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
Adpinisiaiendrintesaion
Shopping, Carts & Requisitions
Receipts

User History

4. Click on Edit Section
5. Click Override on the field you want to update

Notification Preferences: Shopping, Carts & Requisitions

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

Prepared By - Cart Assigned Natice
Prepared By - PR line item(s) rejected
Prepared By - PR rejected/returned
Cart Assigned Notice

Receive PR and PO netifications for Carts
Assigned to Me

Assigned Cart Processed Notification
Assigned Cart Deleted Nofification
PR submitted into Workflow

PR pending Workflow approval

PR Workflow Notification available
PR Workflow complete / PO created
PR line item(s) rejected

Cart/PR rejected retumed

None

None

None

Email & Notification

None

None

MNone

None

None

Nane

None

Email & Notification

Email & Notification
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My Profile » Notification Preferences b Shopping, Carts & Requisitions:

|

Rocky Requester Notification Preferences: Shopping, Carts & Requisitions

on

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

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 Querride None
User Rales and A
R Prepared By - PR rejected/retumed ® Default () Overide None
Ordering and Approval Settings
Permission Settings Cart Assigned Notice ® Default Override Email & Notification
Notification Preferences
Admiristration & Integration Recelve PR and PO notifications for Carts ® Default Override None
Assigned to Me
shopping, Carts & Requisitions
Purchase QOrders Assigned Cart Processed Notification Default None v
Receipts
e b Assigned Cart Deleted Notification ® Defautt Override None
User Histary
PR submitted into Workflow ® Default Override None
PR pending Workflow approval ® Default Override None
PR Workflow Notification available ® Default Override None
PR Workflow complete / PO created ® Default Override None
PR line item(s) rejected ) Default Qverride Email & Notification
Cart/PR rejected/retumed ® Default Override 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

[ [av——

CSUBUY®

»

Open My Active Shopping Cart

S View Carts
View My Ordel
My Caris and Orders

Admin

Shopping Settings
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2. Click Create Cart
& G
Shop b My Cartsand Orcers b Vew Carts b DrstCarts
Cart Management
i
DraftCerts | Assigned Carts

3 Fie: Draf Carts

NoGarts Found

How to see your draft carts

A swow) G w0 W O AL

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

[ [av——

CSUBUY®

»

Shop (Alt+P)
Shopping

My Caris and Orders
Admin

Shopping Settings

2. Click Draft Carts

[e—

& KNG

31op b My Catsand Oicers b Vew Darts b DrstCarts

Cart Management

i

DraftCerts | Assigned Carts

3 Fier Draft Carts

NoGare Found

[

Open My Active Shopping Cart

View Carts

View My Orders {Last 3u Days)

A swap) G onup W ON AL

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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CartManagement e '

Trpe Cart Number Shogsing Cart Harse Cart Denerigtion e Crauted = Frasl Actian /

.';.\! 020.04.28 cxemith 01

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

g ¢ ENoppng Home # Shopping Home Fage

Shopping Home Page

GENERAL

amazon

4. Click Cancel PunchOut to return to CSU BUY

L ¥ 80,00

=
CSUBUY®E [

M Staples

Ordering

How to add/edit your order’s ship to address
1. Click on Proceed to Checkout
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2. Click the pencil icon on the shipping header

O,

Shipping
Ship To

Attn: Claire Smith
Bldg/Rm:

401 Golden Shore
Long Beach, CA 90802
United States

Delivery Options

no value

Requested Delivery Date

Select appropriate address, complete Blg/Rm
Click Add to my addresses

Nouksuw

Save changes

Click on Search additional to see available addresses

Give it a nickname and make it your default if applicable

Q r
R
o l= . 1
O
PROCEED T0 CHECKOUT
ASSIOH CART

anm
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Edit Shipping

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 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 1st Street, Chico, CA 95029, United States

Search additiona 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

Nouhsuw
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Edit Bllling x
Bill To
(@ CURRENT ADDRESS o]
Accounts Payable [ Acdtomyaddresses
CA
90802
United States
O csUChancellor's OfficeS - Accounts Payable. 201 Golden Shore, Long Beach, CA 90802, United States *

L

Q

Results Per Page 10

Credit Card Info
Select one of your credit cards

(O PCARED

Select a new credit ca)

) e

How to add an internal note and/or attachment

Seleet no credit card

SAVE CHANGES CLOSE

1. Click on proceed to checkout
2. Click the pencil icon on the Internal Notes and Attachments Header
3. Enter the note and save changes
4. Click ADD and upload a file or link and save changes
Susbyw e
Requisition - : 2953282
General rd Shipping s Billing rd -
iaan o
Internal Motes and Attachmants I -
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How to add tax to your order

1.
2.

Click on proceed to checkout
Click on Taxes/S&H tab

[ o L ———

CSUBUY®
Requisition ¥ : 2953282

Summary Taxes/S&H PO Preview Comments Attachme

General L Sh

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

Enter the tax percentage

Click the check mark in the header to save

CSUBUYR
Requisition = : 2953282

1 tem ACTHONS FOR | SELECTED ITEMS = @

Staples Advantage ~ 1 tem 49.53 us@ v

o o0
Shigping o 0.00
o o0
Total 4553
Oz~ Staples 100% Recycled 8.5 x 11° Copy Papes, 20 4993 1cT W LS

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

How to add shipping and handling to your order

1.

2.
3.
4

o w

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

Enter % or amount

Click the check mark in the header to save
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Requisition ~ : 2953282

EDIT Tioset/SAH for all s i this growp @ x

Srapien Adewrtage 1 hem

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

L g P———— a summ B Pp 42
Shopping Cart = & o
i Etenate (49 9 USTH) -
Q
Mem (o B ) e =
1 e 4853 USD. o 9
PROCERD T0 CHECKOUT
- / -

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

4. Click ASSIGN
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Assign Cart: User Search b 4

Assign Cart To: Alex Aguirre
SEARCH

Add to Profile O

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

Trpe = Cart Wb Shogping Cact Name Cart Dencrigtion Date Crestmd = Tatwt

Crested By Briguad 2

How to submit your order
1. Once your cartis final, click PROCEED TO CHECKOUT

CsuBtYw

- a suum W Q) .
Shopping Cart = & 0
sarce ) -

Q

Tt
- s g
e 455 Us0 "
PROCEED T0 CHECKOUT.
ASSIGN CANT
e (m]

2. When all required data is complete click PLACE ORDER
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Reporting

C5UBUYR

- S (a0 a suusn ¥ Q) -
Requisition = : 2953282 o = 0
Generdl / Shappirg s’ Biing A A
-
ien . BT
w5
'
Crmct G ks b
ey Doy

How to access your past orders

Navigate to Orders = My Orders = My Purchase Orders

CSUBUY®

Shop » Shopping » Shopping Home » Shopping Home Page

Shopping Home Page
Orders 2 &

gt > Al Luis Obispo to CSUBUY Marketplace!
My Orders Requisitions

Purchase Orders

GENERAL

2. Click Add Filter to narrow your results

ll‘,:SlilllthW Ar s 6 e O 4R

Orders b Search » Purchase Oders

=

! My Searches « Search Purchase Orders s v

r Manage Seartres
(] Created Date:Last 00 s v QLickszznch Q@ Cear Ml Fiters

]IL My Auichse Orcers

B v

{1 0parpgev
Fait: Searches

PO Number = Supplier Created Date/Time ¥ PO Status Reaisition Number Prepared For Shipmnt Status Total Amount
Zf_“’fgf;g"f\‘“”y L) Caolne Biologic Sucply Co LA 55 | Compleed W Aechqie SertTo Supple 2300
36276 ErErger £5202012:1018PM | Completed 91595 AlexAguine SertTa Supplier 39UD





