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Announcements 

REMINDER: Update your profile before you start shopping: Set your Ship To Address; 
Set your Bill To Address; and Deliver to Location. When prompted to enter your 
Department Name in the Ship To field, enter your full department name, no abbreviations.  

Tips & Tricks! 

REMINDER: Verify you are shopping under the correct Persona. Your Persona should 
correspond with the correct business unit. This guide can assist in updating your 
Persona/Business Unit. 

 
 
Notification Preferences 
 
CSUBUY notifications are defaulted globally, please note, not all notifications are turned on. 
Users can modify their notification preferences. An example of a notification defaulted as None 
is Receipts. Change the preference from None to Override to receive Receipt notifications. 
 
To change notification preferences, navigate to the top right of your screen, and select View My 
Profile from User dropdown.  
 

 
 
 
 
 
 
 
 

[Continue to next page for remaining steps] 
 

 

REMINDER: Clear your cart before start a new request so you have a $0 balance.  

https://www.humboldt.edu/sites/default/files/strategic-business-services/2024-12/qrgsetshiptoaddress.pdf
https://www.humboldt.edu/sites/default/files/strategic-business-services/2024-12/qrgsetbilltoaddress.pdf
https://www.humboldt.edu/sites/default/files/strategic-business-services/2025-01/qrgsetdelivertolocation.pdf
https://www.humboldt.edu/sites/default/files/strategic-business-services/2025-01/qrgoverridingyourshoppingpersona.pdf
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Select Receipts from the Notification Preferences. Then select Edit Section at the top right to 
modify preferences. 
 

 
 
Select the Override button of the notifications you would like to receive. Then select the Save 
Changes button to save notification modifications selected. 
 

 
 

 
Receipts – Goods 
 
Goods require a 3-way match, so a receipt is required to be completed. 
 
Standard receipts for a good are based on quantity ordered.  
 
User will locate the purchase order and select Create Quantity Receipt from the ellipses to 
create the receipt for the number of items physically received.  
 
If all the items ordered are physically received, then the quantity receipt will be for the total 
amount of the items ordered. 
 
Finally complete and submit receipt in the CSUBUY system. 

https://csyou.calstate.edu/Projects-Initiatives/csubuy/Training/CSU12_CreateReceipt_V2.mp4
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Office hours and training resources can be found on our CSUBUY Training Website: 
Click this Zoom link to access training. 
 
Mondays: 11:00 a.m. - 12:00 p.m. 
Tuesdays: 10:00 a.m. - 11:00 a.m. 
Wednesdays: 3:00 p.m. - 4:00 p.m. 
Thursdays: 1:00 p.m. - 2:00 p.m.  
Fridays: 10:00 a.m. - 11:00 a.m 

Help & Support 

https://linkprotect.cudasvc.com/url?a=https%3a%2f%2fwww.humboldt.edu%2fstrategic-business-services%2fprocure-to-pay%2fcsubuy-p2p%23training&c=E,1,brb2zMtMq2nqlTKQy8D-746V-pZc0fdag5GavsORBWVBix8TkBznPbK9WB4cSyopqgRYEACwTPD3LuauVtHMqZ7OzeCTu_7eBgaJlcA62kg9btdL0_qFoWXn&typo=1
https://humboldtstate.zoom.us/j/82642213157?pwd=iraa66UCvCD3F4qmT0h3VNcyRoLXVH.1

