SONOMA STATE

UNIVERSITY Completing an IT Hardware Request Form

Title: Completing an IT Hardware Request Form

OBJECTIVE: Completing an IT Hardware Request
Form

CONTENTS:

LESSON 1: COMPLETING AN IT HARDWARE REQUEST FORM ..PG. 2
VIEWING YOUR CART BEFORE COMPLTED
VIEWING YOUR REQUISITION ONCE SUBMITTED

Completing an IT Hardware Request Form

Jenifer Barnett
Last Updated: 1/22/25



SONOMA STATE

UNIVERSITY

Lesson 1: Completing an IT Hardware Request

Form

Title: Completing an IT Hardware Request Form

Step

Action

1

Log into
CSUBuy P2P

https://finance.sonoma.edu/procurement/department-resources/csubuy-

procure-pay-p2p

SONOMA R . .
STATE Financial Services

UNIVERSITY

Accounting & Accounts Payable Accounts Receivable Financial Aid & Seawolf Procurement Property Contact
Financial Reporting and Travel & Cashiering Service Center Management Financial
Services

Home / Procurement

CSUBUY Procure-to-Pay (P2P)

CSUBUYE

CSUBUY P2P enables new processes and tools to automate the ordering of goods and services, confirmation of the receipt of those goods and services, and the review
and payment of vendor invoices. It will increase the visibility of our spending at a product and vendor level, enabling our operations and finance teams to make better
informed decisions on a daily basis.

CSUBUY P2P Login

From the
Shopping Hope
Page scroll down
to the Showcases
section. Select
the IT Hardware
Request.

S M| seahate a  oouw w 0D By

Shop * Shopping Home Page
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3 | Please select
Supplier Not
Known

[ —
CSUBUY®
Shop » Shopping » View Forms

< Back to Shopping Home

IT Hardware Request Suppliers
Form Number 14969170

Purpose Procurement Request  Supplier
Status Incomplete

Instructions

*Supplier Not Known
Sonoma State University (SOXMP-1): 401 Golden Shore, Long
Beach, California 90802 United States

5
v Search Registered Suppliers

Request Actions w  History 2

T Hardware Request

Contract:

Moritor
Procurement equest 1T Hardware Request
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Select price orcontract.

Suppliers
Supplier
Form Fields A o
Review and Submit Zip Code Within 5 Miles v
4 C o I e te th e F or e M s easous W © 1D Dy
p Shopping Cart * Shopping Cart ® & ... | AssinCen
g s 5
items needed :
L *Supplier Not Known - 3 Items - 1,100.00 USD for
budget amount and :
Tl (1192500) .
1 Hardare Reauest 0 e 10000
Contract: ‘Select price o contract. Sales Tax 93.50
vreree a0
j snosing o0
- @ oo e tanding o
Tor vmm
JT—
Commody Code 115002 Q Taxable v
[m]
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5 | Select Proceed to " .
Checkout - .
4]

*Supplier Not Known - 3 ltems - 1,100.00 USD
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In the Requisition

| t | | ~ Values have been overridden for =
page, complete a CHARTFIELD Wi ne asw
req ui red Business Unit Fund DeptiD Account Account Override Program Class Project
‘ ey . S0CMP $0100_S0CMP 3068_S0CMP 616002_SOCMP no value no value no value no value
req u |S|t|0n flelds Sonoma State University CSU Operating Fund ‘Accounts Payable T Hardware
. | d h . Id IT Hardware Request -]
g rtf rovse
information. b
2 Monitor EA 300.00 2 600.00
~ ITEM DETAILS ra
Commodity Code 115002/ 1T Hardware Taxable N
Override Receiving Required X oot X
Prepayment no value Asset Profile ID no value
PO Clauses Add/View
A~ TAX CODE Values have been overridden for
this line. a ¢
Tax Code RNP
RohnertPark Sales Tax
A CHARTFIELD Values have been overridden for
this line a ¢
Business Unit Fund DeptiD Account Account Override Program Class Project
socMP 50100_S0CMP 3068_50CMP 616002_SOCMP no value novalue no value no value
Sonoma State University CSU Operating Fund Accounts Payable IT Hardvware
If you Want tO S | sengn) - TY
Requisition * 4156564 ® @ @ - | Asgce

communicate
comments for the
IT team, that is
located here but
not required.

[]
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8 | Once completed *
the Requisition - [ ———
page, Assign Cart | Bl cwens -

Total (1,193.50 USD)

nnnnnnnnn

‘Sonoma State Unlversity P2P (SOXMP)

119350

9 Click “SEARCH
and search for

Nick Arnold Assign Cart: User Search

Assign Cart To: no value
or SEARCH

Note To Assignee:
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User Search

Last Name i ] arnold

First Name ;)

User Name o

Business i ] Sonoma State University P2P (SOXMP)
Unit

Results Per Page

=a -
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Assign Cart: User Search

Arnold, Nick

or SEARCH

Assign Cart To:

Add to Profile

[]

Note To Assignee:

4

=n -

10 | Click on the +
button on the right.
11 | Youcan add a
note if needed and
then click Assign.
12 | Once the

Requisition has
been assigned to
Nick Arnold. He or
someone else on
the IT Equipment
Team will do one
of the following:

Option 1- Complete the requisition and submit into the workflow on behalf
of the requestor.

Option 2- (For a non punchout supplier) Return the requisition to
requestor with instructions, product details, supplier and attach the quote.
Requestor will complete the requisition and submit it to the workflow

Option 3- (For a punchout Supplier) IT will Return or Reject the
requisition; IT will start a new cart with punchout catalog and assign the
shopping cart to the requester. The requestor should complete the cart
and submit the requisition into the workflow.
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Title: Viewing your cart before completed

1 | To monitor your | M2 e
assigned cart, s [ oo
click on View : SONOMA STATE
Carts .

a ooousD W @ Pu pl

‘Supplir avalabe, fequest. f your Supp

2 | Click on the =v o0 O
Assigned Carts ' f—
Tab o
= R == e maw as mees mE
[  Norma 40420 xXMP-APOSTEST  ompo4 623200 KalaGarclalugo  JenlferBamet  Vew w
I e T
9
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Title: Viewinqg your requisition once submitted into workflow

1 Once the IT
Equipment Team
submits the cart
into work flow you
can find it under

CsuBuve A | semchig a  oouo w o @ D
Shop * Shopping Home Page

Quick Links ,

SONOMA STATE

UNIVERSITY

My Requisitions R

2 | The summary will
also show you Summary =d
what step the

requisition is in

Total (1,193.50 USD) ~
workflow.

Shipping, Handling, and Tax charges are calculated and charged by each
supplier. The values shown here are for estimation purposes, budget
checking, and workflow approvals.

Subtotal 1,100.00

Sales Tax 93.50

Use Tax 0.00

Shipping 0.00

Handling 0.00
1,193.50

What's next? ~

Workflow

Submitted
N

1172772024 4:27 PM
® Submitted - 11/27/2024 4:21 PM - Jenifer Barnett

Start - Parallel Steps

Requisition Validation 1
completed

Wait for Validation 1
Approved

End - Parallel Steps

Initial Review
@ Pending - Unassigned

10
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