Initiating a Supplier Extension Form in CSUBUY P2P
Follow these instructions if the supplier is set up in CSUBUY, but not extended to CSUSM vyet.

Go to the Supplier flyout, Manage Suppliers, Search for Supplier

Suppliers Quick search

Manage Suppliers »  Supplier Management Home

Ap | Search for a Supplier
provals

Requests

Performance

Type the supplier’s name in the Quick search box and click magnifying glass like the example below:

[ o [ ———
CSUBUY@ All = Sean
Suppliers » Manage Suppliers » Search for a Supplier

= Search Suppliers

Relationship: In Network ~  Status: Active for Shop... ~ | Embrace Software x Qo

Click on the company’s name:

Company Supplier Last Supplier Registration Registration
Name a Classes Modified ¥ Number Status ¥ Type

©® I3 © Embrace Software . 12/13/2024 1008833935 Approved Solicited
Inc (XAP LLC) 10:30:25 AM
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[ TS

CSUBUYE

Suppliers » Manage Suppliers » Search for a Supplier » Supplier Profile - Embrace Software Inc

¢ Back to Results Tof1Results » <€ >

Embrace Software Inc Supplier 360
L‘ i -
Doing Business As : XAP LLC Suppller Details

Supplier Number 1008833935 % In Network

Registration Status  Approved Active for Shoppl

Registration Type  Solicited  #
D Non-Catalog @
XAPLLC
# https://www.embracesofty
About Legal Name
Supplier 360 DBA
Summary
Aliases
General
Additional Information Supplier No.

Supplier Classes 3rd Party Ref No.

System Settings MBU IDs

Contacts and Locations Date of Last Order

sity

Diversity

w and Review
Registration Status
Legal and Compliance

,. Business Description
Accounts Pavable

All » Search (Alt+Q) Q 0.00 USD

FRXNO-1008833935

[ &)
=

FRXNO-1008833935

»

SMXMP-1008833935
SMXMP-1008833935
SMXMP-1008833935
SMXMP-1008833935
SOXMP-1008833935
SOXMP-1008833935
SOXMP-1008833935
SOXMP-1008833935

16 Values Selected

2/7/2025

Approved

Click on “Supplier 360” on the left side of the page like the image above (highlighted in blue).

Look at “MBU IDs” to the right of that and see if our campus ID SMXMP is listed. You should see SMXMP
on the MBU ID list 4 times. This represents all four of our campus Business Units. If the SMXMP MBU ID
is missing, then you will need to add it by submitting an Extension Form. SMXMP is the San Marcos
Campus ID. There should be four SMXMPs listed on the list: one for SMXMP, one for SMXRS, one for

SMXND, and one for SMXSI.

To see if our campus is currently able to use the supplier, the SMXMPs are highlighted below.

CSUBUYE

« Back to Results Tof2Results v <€ >

Embrace Software Inc Supplier 360

&
Doing Business As: XAP LLC

Supplier Details

Suppliers » Manage Suppliers » Search for a Supplier » Supplier Profile - Embrace Software Inc

BKXMP-1008833935
BKXMP-1008833935
BKXMP-1008833935
CHXC0-1008833935 ?

FRXNO-1008833935

Supplier Number 1008833935 % In Network XAP LLC
i i # https:/www.embracesofty FRXNO-1008833935
RegTstratfon Status ApPr?ved © Active for Shopping | eqol Narme
Registration Type  Solicited  .# D NonCata SMXMP-1008833935
on-Catalog @ DBA
SMXMP-1008833935
Aliases
About SMXMP-1008833935
Supplier 360 Supplier No. SMXMP-1008833935
S 3rd Party Ref No.
ummary
General MBU IDs 12 Values Selected
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If SMXMP is not listed when you bring up the supplier, then you will need to initiate a Supplier Extension
Form by going to the Shop flyout (the little red shopping cart), Shopping, View Forms:

Shop (Alt+P) By Keyword v Search...

Shopping GoTo

Shopping Home
My Carts and Orders

Advanced Search

View Favorites

View Forms

Browse By
Suppliers
Categories

Contracts

Click on CSU Forms (see below in blue):

Expand All
ro 4 Personal

You have no personal favc

Q
e 4 Shared
AP Forms

-
AL CSU Forms

Supplier Management

Click on the Supplier Extension Form or Re-invite Form (t is usually the last form at the bottom):

Supplier Extension or Re-Invite —
Template Title: Supplier Extension or Re-Invite Copy

Purpose: Generic Request
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Click Next:

« Back to View Forms

Supplier Extension or Re-l...

Form Number 15031552

Purpose Generic Request
Status Incomplete
Instructions

Questions A

Review and Submit

Discussion

Form Approvals

Instructions Request Actions w  History

Use this form to request:

« A registration invite be resent to a Supplier that is loaded but has not completed the registrat
(Resend).

+ Make an existing approved Supplier available for selection to a new campus or business unit
(Extension).

NOTE TO REQUESTER: Inivitations to register a supplier will require the supplier to provide
important information such as legal structure, company financials and tax. Also, it provides access"
the Supplier profile. Please provide an email for a supplier contact who can accurately complete th
details. This component 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 to
provide you with the email address of someone who can.

Then click on “Extend an Existing Supplier to New Campus” bubble like the below example, and click the
“San Marcos” bubble when it asks, “what campus is requesting this extension?”

Next, it asks “which San Marcos business unit needs to use this extended supplier?” Click the bubble
for the Business Unit you need (SMXMP, SMXRS, SMXSI or SMXND).

What are you requesting? * 2]

() Resend an invitation to an existing CSUBUY supplier
@ Extend an existing CSUBUY supplier to new campus

+ Extension Request: Supplier Information

Which campus is requesting this extension? *

() Bakersfield

() Chico

() Fresno

() Humboldt

() Office of the Chancellor
() San Luis Obispo

@ San Marcos

) Sonoma

Which San Marcos business unit needs to use this extended supplier? * (2]

[[] SMXMP - Cal State San [] SMXSI CSUSM Associated [[] SMXRS - CSUSM [] SMXND - CSUSM
Marcos P2P Students Inc P2P Corporation P2P Foundation P2P
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The next question asks, “Do you need to use the supplier for a PO or Invoice payment within 1-2
business days?” Choose the yes or no bubble. (example in image below)

Fill in the supplier’s name and CSUBUY supplier number as it is listed on the supplier profile.
Select the box for the type of products and/or services the supplier will provide to you.
In the next box below that, provide additional details if you can.

Where it asks, “will the extension require additional remit or fulfillment address”? add the address if
you know it, otherwise, click next and submit the form.

Do you need to use the supplier for a PO or Inveice Payment within 1-2 business days? ™

) Yes i) Mo

Supgpliers Legal Company Mame *

CSUBUY Supplier Mumber ®

Select the type of preducts andfor services the supplier will provide. ™

[} vendor will pravide a service, labor, or ) vendor will provide a ) vendor will ) vendar will sreate custom gooda (branded/promaticnal,
inatallation on campua/in California. service remotely. provide goods. commissioned art, flaral arrangements, etc.)

Provide additional details of the preducts and/or services the supplier will provide you.

2000 characters remaining

Please provide additional infarmation for the extension such as providing additional fulfillment or remit address.

2000 characters remaining

Will the extension require additionzl fulfillment or remit addresses?

) Yes (0 Ne
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Now you are done.
After the form is approved, the extension happens quickly, usually within a few hours.

Please search for and bring up the supplier profile in a few hours to look in the MBU ID section and make
sure the SMXMPs are listed.

It will show in the Supplier 360 section when you click on MBU IDs link on the supplier profile.

Once SMXMP appears in the MBU ID section, you can shop using the supplier.

Revised 07/24/2025 Page 6



