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Guide
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Red boxes are steps 
you should follow

Yellow boxes are 
helpful notes

Purple boxes are tips 
for advanced users



Opening CFS 
(PeopleSoft)

Section 1



Navigate a web 
browser to 

www.csusm.edu

1

Click “Campus Apps”

2

http://www.csusm.edu/


Click “myCSUSM”

3



Click the “CSYou & 
CSU CFS Login” button

4

If you haven’t used this system 
recently, you will likely be 

prompted to select CSU San 
Marcos as your campus



Click the “CFS 
Production Login” 

button

5

This is the best page to 
bookmark for accessing this 

system in the future!



Enter your CSUSM 
Username and 

Password

6



Complete the DUO 
prompt

7



Creating a New 
Requisition

Section 2



Click “Purchasing”

8



Click 
“Requisitions”

9

Tip: If you do not see the “Requisitions” 
folder or “Add/Update Requisitions” as 

options, you need to complete the 
“Identity Management Access Request” 

form on the CSUSM IITS website



Click “Add/Update 
Requisitions”

Tip: If you do not see the “Requisitions” 
folder or “Add/Update Requisitions” as 

options, you need to complete the 
“Identity Management Access Request” 

form on the CSUSM IITS website

10



Click “Add”

Make sure these say “SMURS” and 
“NEXT” for a new CORP Requisition

You can click this tab to give 
yourself more screen space

11

12



Line Details & 
Chartfield

Section 3



Enter a short description of 
what is being purchased 

Enter how many of this thing 
you are purchasing (usually 1)

If Quantity is 1, enter “LOT”
If Quantity is >1, enter “EA”

If this Req is for Goods, enter 57800
If this Req is for Services, enter 96200

*

Tip: You can click the magnifying glass to see more 
Category options to choose from, but most

Requisitions will use 57800 “Misc Goods” or 
96200 “Misc Services” 

Enter the $ amount this will 
cost. Do not include tax

Click the Schedule 
button to proceed to 

entering Due Date and 
Chartfield

17

18

19

Enter a short name/title for this Requisition. 
Examples: 

“Dr. Brown Lab Supplies”
“Bus Transport to UCLA”

“Centrifuge for BioChem Lab”
“IC Tom Cruise”

*

13

14

15 16



Enter a Due Date. This should be an 
estimated date when you expect to 

have fully received all Goods/Services 
AND we will have finished making 

payment.

20 Click the Distribution button to 
proceed to entering Chartfield

21



Enter your Chartfield information:
Account – Fund – Dept – Project 

22

Click “Ok” to go back

23



Click “Return to Main Page” to go back

I know, I know, this button is in a ridiculous and confusing spot. Why on earth is this button different from every other Ok/Back button in CFS? Because that would be too simple and easy to understand, and of course CFS can’t do that!

24



Click “Save”

After you’ve hit “Save”, a Requisition # will 
appear here. Make sure you write down this 

number!

26

25

Tip: From this point save as often as you like (and it’s 
a good idea to save often!). The system will give you 
an error if you have not entered the Line Details and 

chartfield before you save.

Once you have saved you can exit and come 
back to continue working on this Req at any 

time

Pro Tip: If you need multiple lines, click the + button and 
then repeat steps 19 through 24 for each line. 

Occasionally, a requisition will need multiple lines (such 
as if you are using multiple chartfields, or if you have a 

quote which is broken down into multiple components). 



Requisition 
Defaults

Section 4



Click “Requisition 
Defaults”

27



If you know the Supplier# for your 
Supplier, enter the Supplier# here. If you 

don’t know the Supplier#, click the 
magnifying glass and see Steps 22-24

28

Tip: All requisitions require the vendor’s 
Supplier ID, issued in the campus Procurement 
System. If this vendor is new, complete Form 

204 Payee Data Record. See the CSUSM 
Corporation Procurement site for details.



Type the first few letters of the 
supplier’s name in the “Short Supplier 

Name” field (don’t use spaces)

29

Click “Search”
30

Click on the correct supplier in 
the search results

31

Tip: Some suppliers are expired or under “DBA” 
names. If you are struggling to find a Supplier 

that you feel should be in the system, reach out 
to CSUSM Corporation for assistance. 



Tip: Only the Supplier field MUST be filled. 
This page has many fields that we don’t 

use or are optional. 

The Supplier you selected on 
the previous screen will show 

up here 



If you Req has multiple Lines, you have the option to enter the 
Line Details/chartfield on this screen as the Defaults to save time. 
If doing this, be sure to check the “Override” bubble. You should 
do this screen BEFORE creating the lines (see Slide 11) for your 

new defaults to reliably apply. For simple Requisitions, it is safer 
to skip this portion and instead follow Steps 7 through 17 to enter 

the info directly on the Line

Advanced Technique for Reqs with 
Multiple Lines:

Most users can skip this 
slide



Click “OK” when 
finished

32



Check the “Apply” checkbox for any fields 
that you made changes to (probably only the 

Supplier field) 

33

Click “OK” when 
finished

34 If you used the Defaults screen to edit 
chartfield info, make sure to check the 
checkbox for all details that you want 

applied to all Lines



Requisition 
Comments

Section 5



Click “Add 
Comments”

35



Tip: In the interest of making the Req/PO process 
more efficient, we are requiring all Requisitions

to use the Standard Comments. There are 
instructions in the comments to help you. 

Click “Use Standard 
Comments”

36



In the Comment 
Type field enter 

“STD”

37

In the Comment ID field
If this Req is for GOODS, enter “GDS”

If this Req is for SERVICES, enter “SERV”
If this Req is for TECHNOLOGY, enter “IT”

If this Req is for INDEPENDENT CONTRACTOR, enter “IC”

38

Click “OK”

39



Read the instructions in the 
Standard Comment and fill in 

any info required

40

ProTip: click the popout button 
to view the entire comment in 

a window.



Every requisition shall have at least one attachment (a quote or 
proposal), and some will have more. To attach a file, click the 

“Attach” button.

41



Click “Choose File”

42



Select the file you 
want to attach

43

Click “Open”

44



Click “Upload”

45



When all files are attached, 
click “OK” to return to the 

main page

46

Tip: Multiple Attachments - Each comment can 
only attach 1 file. If you need to attach more 
files, simply use the + button to add a new 

comment and use the arrows to move between 
comments, repeating Steps 41-45 to attach a file 

to each comment as needed.



Approve & Budget 
Check Requisition

Section 6



Tip: To save and come back, if you are still 
working on the requisition, check the “Hold From 
Further Processing” box so CORP Admin knows it 

is not complete.



Click the green checkmark to 
Approve the requisition

47

Tip: Don’t click the red “x”! 
This will cancel the Req

Click the Budget Status button 
to Budget Check the requisition

48

After step 39, the requisition entry is complete! 
• OSP (Grant-funded) projects: send the 

Requisition # to your SPA so they can review 
and approve. 

• All other users: see the next section on how to 
generate a Req PDF and submit it to CORP 
Procurement for processing.



Generate 
Requisition PDF

Section 7

This part is so needlessly convoluted and so many of the steps don’t make any sense, but this is the way the system works. I hate it too.



Click the round Compass icon 
to open the NavBar

49



Click the Menu button to open 
the navigation pane

50



Scroll down and click on the 
“Purchasing” folder

51



Click on the “Requisitions” 
folder

52



Click on the “Reports” folder

53



Click on “Print Requisition”

54



Leave the search bar (Run 
Control ID) empty and click 

“Search”

55



Click “PRINT”

56

If you don’t see “PRINT” as an option, click 
“Add a new Value.” 

On the next screen, in the Run Control ID 
box type “PRINT” and then click “Add”



Enter the requisition # of the 
requisition you want to print. 

Include leading zeroes!

58

Click “Select All” to make sure all 
Status types are checked

59

Click “Run”
60

Make sure Business 
Unit is set to SMURS

57



Ensure that the dropdowns are set 
to “Web” and “PDF”, then click “OK”

61



Click “Process Monitor”

62



Click “Refresh” until Run Status shows 
“Success” and Distribution Status 

shows “Posted” on the top row. This 
may take approximately 30 seconds, 
and you may need to click “Refresh” 

multiple times

63

Once you see the correct 
Statuses, click “Details” on 

the top row.

64



Click “View Log/Trace”

65



Click the link to the PDF

66



Congratulations, here is 
your Requisition! Save this 
PDF to a location of your 

choosing.

67



Obtain Req 
Approval & 

Submit for PO
Section 8



Use Adobe Acrobat to open 
the saved PDF

68

Use Acrobat to combine this 
file with the same backup 

documents that you 
previously attached to the 

Req Comments in Steps 32-36

69

Yes, CFS should do this automatically. Does it? No.



Use Acrobat to send this Req to 
the relevant Approving Authority 

on the project for approval 
(Signature anywhere on the 

cover page is fine)

70



You now have a completed, approved 
requisition packet! Email this approved Req 

PDF to the CSUSM Corporation Procurement 
team and we will generate a PO within 48hrs 

(or notify you if we see issues with the 
requisition). CORP Procurement will send the 

completed PO directly to the Supplier.
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