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CSUBUY®E Requesting P2P Shopper/
Requisitioner Access

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

From the MyHumboldt portal, S

select the Tools drop down, and
. . ) Account Settings
select Account Setti ngs. e successfully signed in to myHumboldt as bar332. Reset password and more

Zoom
Attend online classes

{=} My Email
u Access your Humboldt email..

—i1as

Select the Requests tab, then

al Poly
under that select Request Access. Hllmb()ld to

APPROVALS REQUESTS MY ACCOUNTS MY PROFILE

VIEW REQUESTS REQUEST ACCESS CHANGE ACCESS

If you are requesting access for
yourself, click the box for Include o Select a user
Self, and it will autopopulate your
. . . Select the users for whom you want to request access. Include Self
information. If you are requesting

access for someone eIse, Skip to The selected users are shown below.

the next step.

To request access for another © seictnvner

whom you want ta equest access. [ nclode Salf

employee, use the search box or

magnifying glass on the right to
select the employee.

Under the next section, (2 Select

Resources and Permissions), use o Select resources and permissions
the drop down to select Search.

ISeIect v

Select

Dept
Job

System
M Search




For SHOPPER Access: Under the
Name Search, type “Shopper/
Reciever”, hit enter. (CFS/P2P
Shopper/Reciever) should
appear, click the box to the left.
Click Continue.

e Select resources and permissions

Find Roles By:

Name ~ Description

shopper °

‘ (CFS/P2P) Shopper/Receiver

‘ 1 Total CANCEL CONTINUE

Supervisor Approval

Ability to shop and receive items in P2P Required Required

Please note: Shopper access is intended for employees to create carts, then assign those carts to an employee
with Requisitioner status. Shoppers cannot submit carts into Requisitions.

For REQUISITIONER Access: Under
the Name Search, type
“Department Requisitioner”, hit
enter. (CFS) Department (CFS/
P2P) Department Requisitioner
should appear, click the box to
the left. Click Continue.

a Select resources and permissions

Find Roles By:

Name « Description

requ

() (CF8/P2P) Department Requisitioner

Supervisor Approval

Department Requisitioner and P2P Requestor Required Required

1 Total CANCEL CONTINUE

Please note: A Requisitioner does not need to request Shopper access. A Requisitioner will be able to shop,
create carts, and submit the carts into Requisitions.

In the next section, click on the
person icon with the exclamation
mark to the left of the employee’s
name.

o Specify approving supervisor(s)

The list of users to specify resource sponsorship. [ Select self for all users

First Name Humboldt User Name

Last Name

) 2!Rapp Bethany bar332

One or more required sponsors have not been assigned |

In the list of supervisors, use the
magnifying glass to the right to
search and select the supervisor
then click Continue.

Select Supervisor

Last Name = First Name Job Department Job Title Email Address O\

In section 4, you may leave the
selection as defaulted, then click
Submit Request below section 5.

o Specify access period

Start: | 07/25/2025 m End: Permanent

Format: mm/ddfyyyy

Rapp. Bethany

o Submit request

Enter optional comments below, then click Submit Request.

SUBMIT REQUEST

These requests require approval before an overnight feed to sync the systems. Access is not instantaneous.






