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Before requesting a new supplier:

1. Perform a search – see Supplier Search Tips
2. Review New Supplier Decision Tree

https://csyou.calstate.edu/Projects-Initiatives/csubuy/Training/Supplier%20Search%20Tips.pdf
https://csyou.calstate.edu/Projects-Initiatives/csubuy/Training/New%20Supplier%20Decision%20Tree.pdf


Login to CSUBUY and Select Request New Supplier 
from the Quick Links on the homepage.



Enter the name of the supplier 
you would like to request into the 
Supplier Name field.

Click Submit.



The New Supplier Request form will 
open.

Read the form Instructions carefully 
before continuing, including the 
information regarding Full Supplier 
profiles vs. Contract-only Supplier 
profiles.

Click Next.



You may add the supplier’s DBA name if applicable.

The first question on the form will ask if you are requesting a Full 
Supplier profile with payment options or a Contract-only profile 
with no payment options.



If you are requesting a Contract-only profile with no payment:

Scroll down to complete the Additional New Supplier Request 
Details section.
• Enter the First and Last Name and Email Address of the 

supplier’s Registration Contact.
• IMPORTANT! The supplier’s Registration Contact 

should be someone who will be able to fully complete 
their registration, including verifying their Legal Name 
and physical address, providing their TIN Number, 
and answering questions about their legal structure.

Click Next to proceed to the Requester Contact Information 
page.



If you are requesting a Full Supplier profile with payment:

Complete the Full Supplier Profile Information section.

• Check the box next to your campus.
• Select only the business unit(s) that needs to use the 

supplier now.
• Indicate whether you need to use the supplier for a 

PO or Invoice payment in the next 1-2 business days.
• Check the box(es) that apply to your engagement 

with the supplier:
• Remote services (performed outside of 

California)
• Services performed in California
• Goods
• Custom goods

• Provide a brief description of your engagement with 
the supplier in the additional details text box.

• If the supplier does have a pre-existing personal 
relationship with an employee of the University, 
select Yes to open a text box to enter a description of 
the relationship.

Scroll down to complete the Additional New Supplier 
Request Details section.



Complete the Additional New Supplier 
Request Details section:

• Enter the First and Last Name and Email 
Address of the supplier’s Registration 
Contact.
• IMPORTANT! The supplier’s 

Registration Contact should be 
someone who will be able to fully 
complete their registration, 
including providing their Tax 
Identification Number, banking 
information, and answering 
questions about their legal 
structure and their CA Secretary of 
State registration status when 
applicable.

Click Next to proceed to the Requester 
Contact Information page.



The Requester Contact 
Information section will contain 
your contact information.

Click Next.



The Review and Complete 
section will display whether you 
have completed all required 
fields on the form.

Once you have completed your 
review of this section, check 
the certification box.

Click Complete Request.
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You will see your submitted New Supplier Request form listed on 
the My Supplier Requests page.

As you request multiple new suppliers, your requests will all be 
listed on this page and you can filter your requests by supplier 
name or by the current status of the request forms.

You can access this list at any time by navigating to Suppliers > Requests > My Supplier Requests 
from the CSUBUY homepage.



New Supplier Requests that you 
have started but not yet 
submitted will have a Request 
Status of Incomplete.

The Actions menu for 
Incomplete supplier requests 
offers you the option to Delete 
the request if you no longer 
need to request the supplier or 
to Edit the request.

Selecting Edit will open the form 
for you to make changes and 
complete the form before 
submitting.



New Supplier Requests that you 
have submitted but are still in 
approval workflow will have a 
Request Status of Under 
Review.

The Actions menu for Under 
Review supplier requests only 
offers you the option to View the 
request. You cannot edit or 
delete the request after you 
have submitted it.



If you have New Supplier 
Requests that have a Request 
Status of Under Review, you 
can see where they are in 
approval workflow on the 
Supplier Request Workflow 
page.

The View Approvers link on the 
Active workflow step will display 
the approver(s) who can take 
action on your request.



If you have New Supplier Requests that have a 
Request Status of Approved, you can check 
their Registration status from this page.
Registration Statuses:
• Invited

• The supplier has been sent an 
invitation, but they have not 
accepted it yet

• In Progress
• The supplier has accepted their 

invitation and has at least created 
log-in credentials in CSUBUY

• Profile Complete
• The supplier has completed their 

CSUBUY profile and submitted it for 
review

• Approved
• The CSU Supplier Management Team 

has completed their review of the 
supplier’s profile and has made it 
active in CSUBUY

The Actions menu for Approved supplier 
requests only offers you the option to View the 
request. You cannot edit or delete the request 
after you have submitted it.



If you see that you have a New 
Supplier Request on the My 
Supplier Requests page that has 
a Request Status of Returned or 
Rejected or you have received a 
notification that your supplier 
request has been rejected, you 
can View your form and click 
the blue History link to view the 
reason for the rejection in a pop-
up window.



RESOURCES
CSUBUY Training Library

New Supplier Decision Tree

Supplier Search Tips

CSUBUY Supplier Resources

https://csyou.calstate.edu/Projects-Initiatives/csubuy/Pages/csubuy-training-library.aspx
https://csyou.calstate.edu/Projects-Initiatives/csubuy/Training/New%20Supplier%20Decision%20Tree.pdf
https://csyou.calstate.edu/Projects-Initiatives/csubuy/Training/Supplier%20Search%20Tips.pdf
https://www.calstate.edu/csu-system/doing-business-with-the-csu/contract-services-and-procurement/Pages/vendor-resources.aspx
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