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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 
 

 
 

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

 

 

   

https://finance.sonoma.edu/procurement/department-resources/csubuy-procure-pay-p2p
https://finance.sonoma.edu/procurement/department-resources/csubuy-procure-pay-p2p
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3 Please select 

Supplier Not 
Known 

  

 
4 Complete the Form 

Fields indicating 
items needed, 
budget amount and 
quantity.  
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5 Select Proceed to 
Checkout 
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6 In the Requisition 

page, complete all 
required 
requisition fields 
including chartfield 
information. 

 

 
 

7 If you want to 
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 

 
9 Click “SEARCH 

and search for 
Nick Arnold   
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10 Click on the + 

button on the right. 

 
11 You can 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 
assigned cart, 
click on View 
Carts 

 
2 Click on the 

Assigned Carts 
Tab 
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Title: Viewing your requisition once submitted into workflow 
 

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

2 The summary will 
also show you 
what step the 
requisition is in 
workflow. 
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