Initiating a New Supplier Request Form in CSUBUY P2P

Follow these instructions if the supplier does not exist at all in CSUBUY P2P or was invited in the past
with a contact person that is no longer valid.

Once you have determined that this supplier doesn’t exist in CSUBUY by doing a supplier search (see
“How to Look Up a Supplier” directions if you haven’t done this yet), go to the Home flyout, Request
New Supplier on the right side under Quick Links like the below image:
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Use this form ta:
= Request the setup of a new supplier for purchases and/or payments.
DO NOT use this form to register CSU Employees or Students.
Additional Information for New Supplier Setup
Requests to setup a new supplier will require the supplier to complete a registration and provide important information such as legal structure, company financizals and
tax. Please provide an email for a supplier contact who can accurately complete these details. This compenent is key to expedite the registration process. Please contact
your supplier's representative to ensure that they can provide this information. If they can't. they should be able 1o provide you with the email address of someone whe can.
The submitted request will be evaluated to identify whether the supplier should be invited to register into the CSU Supplier Master. The evaluation may result in:

+ Arecommended akernztive CSU Supplier whe can provide the goods and/or services requested

» Adding the requasted supplier into the CSU Supplier Master

= Rejection of the requested supplier into the CSU Supplier Master if the supplier already exists. if the information provided is not sufficient to evaluate the supplier, or if
the validation of the supplier information deems the supplier should not be zdded.

For questions contact your Campus Supplier Administrator.

?

Click on San Marcos for the question “Which campus will use this supplier”, and answer the rest of the

questions
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Which campuses use this supplier? *

Bakersfield Chico Fresno Humboldt

Office of the Chancellor San Luis Obispo ) San Marcos Sonoma
Do you need to use the supplier for a PO or Invoice Payment within 1-2 business days? ¥

Ye= [ No
Select the type of products and/or services the supplier will provide *

Supplier will provide a Supplier will provide a service, labor, ar Supplier will Supplier will create custom goods {branded/promotional,

service remotely. installation on campus/in California. provide goods. commiesicned art, floral arrangements, ete.)

Provide additional detsils of the products and/ar services the supplier will provide you

2000 characters re

Does the supplier have a pre-existing personal relationship with an employee of the University? (Relative, current or former employee, etc.) ™

Yes Ne

Type the Registration contact’s first and last name and email address of the person that will be
registering for the supplier. This is the contact that we will be sending the email registration invitation to
for the boxes below. This will likely be someone in the Accounting department or similar of the company,

not a sales rep.
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+ Additional New Supplier Request Details

Important Instructions:

For the Supplier to complete their registration, they must input impertantinformation such as legal structure, company financials and tax.

Please provide an email address of the supplier contact whe will receive the invitation email, and who can accurately complete the registration.
This contact may not be your regular supplier representative.

Invitation emails cannot be forwarded to a different email address.

An incorrect email address will cause delzys in processing the new supplier request.

Registration Contact First Name
Registration Contact Last Name
Email Address *

Will transactions with this Supplier need to distinguish between different divisions or departments (operating under the same TIN)?

Ho Yes

Please provide name(s) and address(ss) for additional Supplier divisions or departments that need 10 be established in this Supplier's profile

Once you click submit, the form it will be approved, unless there is an error that needs correcting, and
the new registration invitation will be emailed by the CSU Supplier Management Team to the supplier
email you provided on the form.

Please let your suppliers know that this will be coming to them, and they will need to open the invite and
complete registration, or we won’t be able to use them as a supplier.

Once they complete the registration, the registration status on their supplier profile will say “approved”
and “active for shopping” the registration will be complete.

The supplier invitation email comes from noreply@jaggaer.com.

It has the words CSUBUY in it, so it looks like this:

From: CSUBUY <noreply@jaggaer.com>

If a supplier doesn’t receive the email, they should look in their spam/junk folder.
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