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How to Create and Send Comments in CSUBUY

1. From the sidebar, got to Orders > Search and Sl CSUBUY®
select the type of document you want to add a
comment to (i.e. Reqs, POs, Change Requests, etc).
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4. The Add Comment window contains potential recipients (limited to users in document workflow),
a comment box, and the option to attach a file or URL.

Add Comment X

This will add a comment to the document. If you select a user they will receive
an email indicating that a comment has been added to the document.
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5. Once the comment is ready, select Add Comment. It can now be found in the Comments tab of the
document, and any recipients that were selected will be notified.

Eg[ﬁim Al Orders = Search (Al+Q) 0.00USD W vl |1° @ ‘[E
Requisition * 3824621 9 @ [ =) st Withdraw Entire Requisition - 10f 1 Results = o E
P —
Summary Taxes SEH PO Preview Comments 2 Attachments History

Rev. 12/2025



