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Requesting IT Hardware

Objective: To provide CSU East Bay, San Francisco State University, and Sonoma State University employees with the business process for requesting IT hardware through the P2P.

Scope: To assist customers with purchasing IT related hardware and submitting the requisition in the P2P.    


(Ctrl + Left Click to select a step below) 

P2P (CSUBuy) IT Hardware Requisition - Quick Checklist	1
Before you begin:	1
In P2P (Quick Steps)	1
Roles and responsibilities	2
Common terms:	4
Common compliance documents:	4
Step 1: Accessing the P2P	5
Step 2: Create the requisition in P2P	6
Step 3: Review or print your requisition	21
Step 4: Add comments and attachments	26
Step 5: Submit and track your requisition	33
Troubleshooting and common issues	40
FAQ	40


[bookmark: _Toc220580455][bookmark: _Toc220580491][bookmark: _Toc220581194][bookmark: _Toc220581244][bookmark: _Toc220581694][bookmark: _Toc220581732][bookmark: _Toc220581769][bookmark: _Toc220583016][bookmark: _Toc1643635817][bookmark: _Toc2032020701]P2P (CSUBuy) IT Hardware Requisition - Quick Checklist
[bookmark: _Toc220580456][bookmark: _Toc220580492][bookmark: _Toc220581195][bookmark: _Toc220581245][bookmark: _Toc220581695][bookmark: _Toc220581733][bookmark: _Toc220581770][bookmark: _Toc220583017][bookmark: _Toc765964211][bookmark: _Toc808576535]Before you begin:
· Have your item details ready (model, specs, quantity).
· Have a vendor quote.
· Have accessibility/security docs if required (VPAT/ACR, HECVAT, COI, etc.).
· Know your chartfields: Fund, Department ID, Account.

[bookmark: _Toc220580457][bookmark: _Toc220580493][bookmark: _Toc220581196][bookmark: _Toc220581246][bookmark: _Toc220581696][bookmark: _Toc220581734][bookmark: _Toc220581771][bookmark: _Toc220583018][bookmark: _Toc704236032][bookmark: _Toc1294711059]In P2P (Quick Steps)
· To access the Procure to Pay portal, open your browser and copy and paste the following link: 
· Click on the CSUBuy/P2P link. (https://csubuy.calstate.edu/)

· Select IT / Electronics > IT Hardware Request.
· If you do not know the supplier, use “Supplier Not Known.”
· On IT Hardware Cost Details, upload quotes and required documentation.
· Add to cart and select delivery location (RECEIVING_CMP for tangible items).
· Proceed to checkout and enter chartfields (Fund, Department ID, Business Unit).
· Add comments/attachments as needed, then submit the request.
· Save your requisition number and check status under Requisitions.






[bookmark: _Toc220581197][bookmark: _Toc220581247][bookmark: _Toc220581697][bookmark: _Toc220581735][bookmark: _Toc220581772][bookmark: _Toc220583019][bookmark: _Toc369511486][bookmark: _Toc1547961471]Roles and responsibilities
	
Role
	
What they do
	

	Customer (Requester)



Business Operations 
	Creates and submits a requisition in P2P. Provides supporting documentation and chartfields.

Provides recommendations; helps obtain quotes; supports supplier onboarding; tracks receipt, delivery, and deployment; supports invoice reconciliation.



	

	
	
	

	Delegation of Authority (DOA) approver:



IT Review:





Security Review

 



Buyer: 





Accounts Payable Technician

	Reviews the requisition, comments, chartfields and attachments then approve the request.

Review of IT-related requests to confirm that the requested items can be supported by IT staff and comply with campus standards for computing devices.

Evaluates a supplier’s technology, data practices, and safeguards to ensure university information is appropriately protected from unauthorized access, loss, or security threats.


Reviews requisition details, negotiate terms and conditions, and sources of requisition to purchase order. Dispatch the purchase order to the supplier. 

Review invoices, forwards invoices to department DOA for approval, create a voucher, and issues of payment to supplier. 



	

	
	
	



[bookmark: _Toc220581198][bookmark: _Toc220581248][bookmark: _Toc220581698][bookmark: _Toc220581736][bookmark: _Toc220581773][bookmark: _Toc220583020][bookmark: _Toc2024998976][bookmark: _Toc44870172]Common terms:
· [bookmark: _Toc220581200]CSUBuy/P2P: The Procure-to-Pay system used to create and submit a requisition.
· [bookmark: _Toc220581201]Requisition: A requisition is a formal request for something, usually goods, services, or resources.
· Requisition number: The number used to track your request in the P2P system.
· Purchase Order: A purchase order is a formal document issued by a buyer to a seller authorizing a purchase of specified goods or services at agreed terms.
· Receipt: A receipt is a written acknowledgment confirming that goods/services have been received.
· Voucher: A voucher is an internal document used to authorize and verify a payment before it is issued.
· Invoice: An invoice is a bill sent by a supplier to Accounts Payable requesting payment for goods or services provided.

[bookmark: _Toc220583021][bookmark: _Toc220581202][bookmark: _Toc353880578][bookmark: _Toc1169637510]Common compliance documents:

· VPAT: Voluntary Product Accessibility Template
A standardized document used by vendors to describe how their product or service supports accessibility standards such as Section 508 of the Rehabilitation Act. It helps organizations evaluate the accessibility compliance of technology products and the impact it will have on their campus.

· ACR: Accessibility Conformance Report. 
A completed VPAT form that details a product's conformance with accessibility guidelines. The ACR provides transparency into how accessible a digital product is and identifies any known limitations.

· HECVAT: Higher Education Community Vendor Assessment Toolkit
A comprehensive questionnaire designed to evaluate the cybersecurity and data privacy practices of third-party vendors that provide services to higher education institutions. It helps institutions make informed decisions about vendor risk.
[bookmark: _Toc220509954][bookmark: _Toc220510203][bookmark: _Toc220580130][bookmark: _Toc220580458][bookmark: _Toc220580494][bookmark: _Toc220581203][bookmark: _Toc220581249][bookmark: _Toc220581699][bookmark: _Toc220581737][bookmark: _Toc220581774][bookmark: _Toc220583022][bookmark: _Toc1319565447][bookmark: _Toc420597986]Step 1: Accessing the P2P
1. Customers can begin their IT hardware request by navigating to their campus P2P website: 
a. CSUEB: https://www.csueastbay.edu/procurement/purchasing/csubuy.html
b. SSU: https://finance.sonoma.edu/procurement/department-resources/csubuy-procure-pay-p2p
c. SFSU: https://procurement.sfsu.edu/csubuy2


2. Click the CSUBuy Login Button. Customers will login using their campus user login and password.
[image: ]
[bookmark: _Toc220580131][bookmark: _Toc220580459][bookmark: _Toc220580495][bookmark: _Toc220581204][bookmark: _Toc220581250][bookmark: _Toc220581700][bookmark: _Toc220581738][bookmark: _Toc220581775][bookmark: _Toc220583023][bookmark: _Toc1494366110][bookmark: _Toc737819046]Step 2: Create the requisition in P2P
1. After you log in, you will be directed to the CSUBuy Portal Shopping Home Page.
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2. If you do not see the Shopping Home Page, click the shopping cart icon in the left-hand navigation panel.

[image: ]
3. Scroll down and select the "IT / Electronics" catalog tile.[image: ]
4. Select the "IT Hardware Request" catalog item.
[image: ]

5. Review the instructions and click "Next" at the top of the screen.
[image: ]





6. In the Supplier field, enter the supplier’s name, and click search.
7. Check the supplier's name in the results and click “Select” to apply the supplier to the cart.
8. If the supplier is unknown, enter “Supplier Not Known,” click Search, and select the “Supplier Not Known” option from the list.	Comment by Amanda McGowan: @Michelle - This is the same question we already have on our list for Jen B.  This question applies to both guides. What does Jen want us to list if the Supplier is Not known.	Comment by Michelle Young: I will make sure the question is addressed to both hardware and software.

Q: When should we use “Supplier Not Known”?
A: Select “Supplier Not Known” when creating a requisition in the following situations:
· $0 requisition for an RFP: When a supplier has not yet been selected and the requisition is being submitted as part of the RFP process.
· $0 requisition for IT review/approval only: When the requisition is being submitted for an IT, accessibility, or security review and is not yet a purchase request.
· Buyer’s P-Card purchase: When requesting that the Buyer make an approved purchase using their P-Card.
· Payment of an old invoice without a PO: When an invoice needs to be paid but a purchase order (PO) was not created before the purchase.
Important: “Supplier Not Known” should only be used for approved situations where the actual supplier cannot or should not be selected when the requisition is created.

[image: ]


9. With "Supplier Not Known" selected, click "Next" at the top right.

[image: ]



1. Complete required fields on the "Products or Services Details" page. 
a. Request Type
i. Example: New purchase, renewal, upgrade, replacement, subscription, etc.
b. Name of IT Product 
i. Example: Microsoft 365, Adobe Acrobat Pro, Slack, Dell laptop, ServiceNow module, etc.
c. IT Request Number/ITPR  	Comment by Amanda McGowan: @Jonathan Is this a required field to make a hardware purchase?  	Comment by J Hale: @Amanda McGowan yes, this is a required field.  Updating to list "no" as the response for SSU and CSUEB, since this was to be used for ICT numbers from ServiceNow. SFSU uses this for BuyIT

i. Enter the ITPR provided by your campus. (ITPR applies to SFSU only)
ii. If you don’t have one yet, select no. 
d. IT Product Type 
i. Examples: Laptop, Server, Tablet, Smartphone, Monitor, Keyboard, Mouse, Docking station, Printer, External hard drive, Solid-state drive (SSD), Hard disk drive (HDD), Network switch, Router, Firewall appliance, Wireless access point, Graphics card (GPU), Memory (RAM modules), CPU (processor), Motherboard, Power supply unit (PSU), UPS (uninterruptible power supply), Webcam, Headset, Microphone, Speakers, Projector, Barcode scanner, Docking hub, NAS (network-attached storage) device
e. Provide the details and/or justification of the request
i. Explain: What the product is for, why you need it, what problem it solves or what capability it adds, and who will it be using the product. 
1. ️ If this is longer than 2,000 characters: Write: “See Attached” 
2. Upload full justification as a separate document.
f. List alternative product options that were considered and why those alternatives were rejected. 
1. Example: Google Workspace was considered but rejected due to lack of required compliance features.
2. If none, enter “N/A”
g. Does the product include either a standard or an extended warranty?
1. Specify: Standard or Extended warranty
h. Is training required to implement or use the product?
1. Yes/No
i. Provide any available supplier links for product details, technical details or accessibility information.
j. Click the next button in the upper right corner when you’re finished. 
10. On the "IT Hardware Cost Details" page, fill out all fields and attach:
· Price quotes
· Check Yes to attach other supporting documents (e.g., Terms and Conditions, Insurance Certificates, Statement/Scope of Work (SOW), proposals, etc.).
[image: ]
11. On the "Review and Submit" page, verify supplier and form details. 
Click "Add and Go to Cart."
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12. In the Shopping Cart, select the delivery location. 
· For tangible items, choose "RECEIVING_CMP."
· Click the "Proceed Checkout" button.

[image: ]


13. A requisition number has now been generated by the system. 
1. On the Summary Page, confirm the system-generated requisition number.
14. Edit the General Information, Address, and PO Information sections using the pencil icons in the upper right corner of each section. (⚠️ Make sure to always select the Accounting Date as the current date, or the system will reject the requisition. ⚠️)
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15. Scroll down to the bottom of the page and review the “Item Details” and “Chartfields” sections. 
Click on the pencil icon to the right of the screen to edit values. 
[image: ]  





16. Enter values in the following fields:
· Required: Fund, Department ID, and Business Unit
· Optional: Program, Class, and Project codes
Click Save. 
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[bookmark: _Toc220580132][bookmark: _Toc220580460][bookmark: _Toc220580496][bookmark: _Toc220581205][bookmark: _Toc220581251][bookmark: _Toc220581701][bookmark: _Toc220581739][bookmark: _Toc220581776][bookmark: _Toc220583024][bookmark: _Toc769393945][bookmark: _Toc1254601234]Step 3: Review or print your requisition
17. If you would like to view or print a copy of the requisition, click the printer icon in the top right corner of the page.
[image: ]

18. After clicking the printer icon, you will be redirected to a new page displaying a copy of your requisition.
Click the “Print” button in the top right corner of the page to print or save the document.

19. In the print dialog box, select “Save as PDF” to save the requisition to your computer. 
Click “Save”. 
                  [image: ]


20. Select a destination folder.
Enter a file name.
Click save.
[image: ]

21. The print dialogue screen will close and you will be returned to the requisition print summary page. 
Click the "Close" button at the top right corner of the screen to exit this page.
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22. On the Requisition Summary page, you can add comments and attach additional documents. 

[image: ]

[bookmark: _Toc220580133][bookmark: _Toc220580461][bookmark: _Toc220580497][bookmark: _Toc220581206][bookmark: _Toc220581252][bookmark: _Toc220581702][bookmark: _Toc220581740][bookmark: _Toc220581777][bookmark: _Toc220583025][bookmark: _Toc1094900420][bookmark: _Toc1938574221]Step 4: Add comments and attachments

23. Add internal comments by clicking on the Comments tab. 
Select a comment type and click the "+" icon.
Then select your comment type from the drop-down menu and click the “+” icon. 


[image: ]
24. Enter comments in the comment field.
To attach a file, click "Choose File", select your file, then click the "✔" icon to save. 
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25. Use the Attachments tab to upload internal documents for buyer/approver review or external attachments for the supplier. 
Click on the Add Internal Attachment link. 
[image: ] 











26. A new window will appear. Choose either the “File” or “Link” radio button, depending on the type of attachment.
Then, click “Browse” to open your file explorer, select your file, or paste in the URL.
Click “Save Changes.”
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27. Under the “Attachments” tab, you should now see the file you just uploaded listed as an attached document.[image: ]

28. To remove an attachment, click the ellipsis next to the file and select "Remove."[image: ]












29. Click on the “Remove” link in the drop-down menu to remove the attached file from the requisition. 
[image: ]







[bookmark: _Toc441328375][bookmark: _Toc44205571]Step 5: Submit and track your requisition
30. Click "Submit Request" to complete the requisition process. 
+[image: ]
31. After you submit the requisition, you’ll receive a confirmation notification like the example below which includes your requisition number. 
[image: ] 



32. To check the status of your requisition, click the “Orders” icon in the left navigation pane.
Then select the “Requisitions” link.
[image: ]

33. On the Search Requisitions screen, use the filter in the left navigation pane under “Prepared For” and select your name from the list.
[image: ]







34. To view the requisition, click the Requisition Number link from the list of requisitions.
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35. The summary panel on the right side of the page displays the status and details of your requisition, along with the name of the workflow task approver. If your requisition is not moving forward, email the approver, provide the requisition number, and request that they complete their review.
[image: ]
This completes the requisition process. 
[bookmark: _Toc1688430310][bookmark: _Toc279970366]Troubleshooting and common issues
• Supplier not found: Enter "Supplier Not Known" and continue, then attach a quote or supplier link for review.	Comment by Amanda McGowan: Same question repeated, Just need clarity.
• Missing required fields: Confirm Fund, Department ID, and Business Unit are entered before submitting.
• Attachments not saving: After choosing a file, click the check icon to save it, then confirm it appears in the attachments list.
[bookmark: _Toc220581207][bookmark: _Toc220581253][bookmark: _Toc220581703][bookmark: _Toc220581741][bookmark: _Toc220581778][bookmark: _Toc220583026][bookmark: _Toc1573930742][bookmark: _Toc1606688409]FAQ	Comment by J Hale: Updated FAQ questions to include links to request access and for p2p office house.
Q: Who can help if I do not have access to the P2P?
A: To request access to P2P, submit an access request ticket through the SFBRN Service Desk. In the details of your request, indicate that you are requesting P2P access.
 https://www.sfbrn.calstate.edu/form/get-help?category=access-identity-management&title=Access+Requests+and+Group+Management

Q: Who can assist if I get stuck? 
A: If you have access to P2P and need assistance creating a requisition, visit the Procurement P2P webpage for documentation and guides, or attend Procurement Office Hours.
 https://www.sfbrn.calstate.edu/csubuy-p2p

Procurement Office Hours: 
Mondays:  3:00-4:00 PM, [Zoom Linkfor Mondays: 3:00-4:00 PM]  
	Tuesdays:  3:00-4:00 PM,  [Zoom Linkfor Tuesdays: 10:00-11:00 AM] 
	Wednesdays:  3:00-4:00 PM,  [Zoom Linkfor Wednesdays: 1:30-2:30 PM] 
	Thursdays:  10:00-11:00 AM,  [Zoom Linkfor Thursdays: 9:00-10:00 AM] 
	Fridays:  10:00-11:00 AM,  [Zoom Linkfor Fridays: 10:00-11:00 AM]  

 
Q: What documents should I attach?
A: Attach all quotes received, plus accessibility and security documentation when applicable (examples: VPAT/ACR, HECVAT). Also provide any email address for direct contacts with the supplier. 

Q: How do I check status?
A: Go to Orders > Requisitions, filter by Prepared For, and open the requisition number to view status in the summary panel.

Q: Where do I find my requisition number?
A: After checkout, the system generates a requisition number on the Summary page and in the confirmation message.

Q: What if I do not know the supplier?	Comment by Amanda McGowan: Same question third time. Clarify with JEnB.
A: Enter "Supplier Not Known" in the Supplier field and attach a quote or supplier link.

Q: What if I’m unable to enter the requisition in the P2P system. 	Comment by Amanda McGowan: @Jonathan.  This should be directed back to Procurement, not ITS.
A: You will need to request access to the P2P portal in order to create requisitions. You can use the following link to submit an access request ticket with the SFBRN service desk: https://www.sfbrn.calstate.edu/form/get-help?category=access-identity-management&title=Access+Requests+and+Group+Management&utm_source
If you already have access but are still having trouble creating or submitting a requisition, please attend Procurement Office Hours for additional support. https://www.sfbrn.calstate.edu/csubuy-p2p	Comment by J Hale: Updated FAQ questions to include links to request access and for p2p office house.

 Q: Why did I get several automated emails?
A: The system sends notifications as the request moves through review, sourcing, shipping, receiving, and payment.

Q: What if the supplier only accepts credit cards? How do I request approval?
A: If a supplier only accepts credit cards, follow the same process for creating a new requisition. When entering the supplier, select “Supplier Not Known.” In the comments section of the requisition, let the Buyer know that the supplier does not accept purchase orders and that you are requesting approval to use a credit card for the purchase. Be sure to attach all required compliance documents and a price quote to the requisition. The Buyer will review your request. If approved, they will reject the requisition and include comments confirming that the purchase is approved for payment by credit card. Once you receive this approval, you may proceed with the credit card purchase.
Important: When reconciling your monthly P-Card report, you must include a copy of the Buyer’s approval with your report. This documentation confirms to the AP Technician that the credit card transaction was reviewed and approved.
Q: How do I request an accessibility or security review only?
A: To request an accessibility or security review of a product, follow the same process used to create a requisition. Enter $0.01 as the line amount. In the comments section of the requisition, indicate that the request is for accessibility or security review only and is not a purchase request. Be sure to attach all required compliance documentation (VPAT and HECVAT).
The requisition and supporting documentation will be reviewed for accessibility and security compliance. Once all required reviews have been completed and approved, the requisition will be closed. When the user is ready to proceed with the purchase, a new requisition will need to be submitted for the actual purchase.



Jonathan Hale
Revised 08-27-2026
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