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IMPACTED USER GROUPS

« All Users
How to Update User Profile in CSUBUY

1. Go to User dropdown menu in upper right corner of screen and select View My Profile.

All = Search (Alt+Q) Q 0.00USD W Q

Janelle Gieseke

View My Profile

Dashboards

Manage Searches

Manage Search Exports
2. The My Profile page has a sidebar that contains different sections of the user profile that can be adjusted.

Janelle Gieseke User's Name, Phone Number, Email, etc. 9 ?

your name in your profile:
e Your organization’s settings may
restrict name edits.
Phone Number o The name may be controlled by an
external system (e.g., HR/ERP) and

User Name  jgieseke 9 First Name e NOTE: If you don’t see an option to change

Last Name Giesske
User Profile and Preferences

User's Name, Phone Mumber, Email, ete

1 " - Internationl phone numbers must begin with +
Language, Time Zone and Display Seitings synchronized into CSUBuy meaning it

App Activation Cades Mobile Fhone Number can’t be edited directly in the portal.
Early Access Participation International phone numiers must begin with + In that case, contact your local CSUBuy
ate S v Setti i administrator (e.g., procurement support
Update Security Settings E-rrail Address ® janclle. gisseke@risencw.com = . N ( g, P ot ) pbp \
Default User Settings 'eallm wr: in }I]ot:]r o(;izr;za ion) or submi Ia
Usar Rales and Access Business Uinit CSU Fresno P2P (FRXNO) *  Q IS A the Ry SUIPIFIEIT (IELL
Ordering and Approval Settings
T e YV e Authentication Method Local v
Permission Setlings
Motification Preferences User Name * joieseke
User History
Administrative Tasks 2
* Required Save Changes

3. User Profile and Preferences allows the user to update personal information like first/last name, phone
number, email, etc. Select Save Changes to complete.
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4. Notification Preferences allows the user to customize their CSUBUY notification settings by different
document types and whether the notifications are sent via CSUBUY, email, or both. Default settings for
each type of document and their specific workflow steps can be overridden via the Edit Section button.

Janelle Gieseke Notification Preferences: ]

4
o Form Requests
User Name  jgieseke

¥ Form Request

User Profile and Preferences Form Request Discussion Message @ None
Update Security Settings
Default User Settings v Form Request Review Workflow # Edit Section
User Roles and Access Form Request Pending Approval in Workflow @ Email & Notification
Ordering and Approval Settings ) . )
. Form Request Workflow Notification Available @  Email & Notification
Permission Settings
Naotification Preferences Form Request Workflow Error © MNone
Administration & | ration
) s o Form Request Potential Duplicate Supplier @ None
Shopping, Carts & Requisitions . In CSUBuY, we recommend that campuses avoid
Change Requests Form Request Approved in Workflow @ Hons turning off notifications until they are fully familiar
Purchase Orders Form Request Rejected in Workflow @ - W|tdh the szstem. Ncl)(::flcail:lons provide |Tport:nt
Catalog Management up a.tes El o'ut wor c'>w items, approvals, an
Form Request Completed in Workflow @ None required actions. Turning them off too early may
Accounts Payable q - i1 f q o
result in missing critical information. Please wait to
Receipts Form Request Contract is Executed @ None adjust your notification settings until you
Contracts ) . Erallihisiincaion understand what each natification is for. Failure to
Sourcing Director Saureing o Recuest Workfiow \pproved Wit respond to notifications may delay the process in
Incomplete items @
. Procurement or Accounts Payable.
Supplier Management

Form Requests

5. After selecting Edit Section, check the Override option and use the dropdown menu to set notification
preferences for each step of the workflow process. Select Save Changes to complete.

Notification Preferences: Email w 9
Form Requests 9

v Form Request Save Changes
Form Reques Discussion Message @ O Default | ® overide None v

I
+ Form Request Review Workflow Motification
Email & Natification

Cancel

Form Request Pending Approval in Workflow @ Email & Notification

Form Request Workflow Notification Avallable @ Email & Nofification -
Form Request Workflow Error © None
© Success

Form Request Potential Duplicate Supplier @ None Successfully Saved Changes

Rev. 12/2025



m The California State University E ==k

Quick Reference Guide

ﬂ
v . Updating User Profile
c s U B U o 0 P J

A COLLABORATIVE PROCURE TO PAY MARKETPLACE q & -
|
6. Default User Settings allows users to set default
ship to/bill to addresses, which are required for User Profile and Preferences
"Punch-out" requests. This is also where the user Ybdate Security Settings

can adjust accounting code defaults and cart assignees. Default User Settings <
Custom Field and Accounting Code Defaults

Default Addresses {b

Cart Assignees

User RHoles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

7.To set default ship to/bill to addresses, select Default ~Pefault Addresses

Addresses, then Select Addresses for Profile.

choose address template based on campus, and

. . . Select an address to edit
select Save. Do this for both Ship to and Bill to tabs. — PRt I
Associated Students of ssu [ Select
- Receiving Address
Template

Associated Students of SSU - Receiving
0 CSU Bakersfield
C5U Bakersfield - Antelope Valley

CSU Bakersfield - Campus Receiving
CSU Chancellors Office - Campus Receiving
v CSU Channel islands
| £8U Chico - Campus Receiving %

CSU Chico - University Farm

CSU Dominguez Hills

CSU EAST BAY

8. Accounting Code Defaults should only be updated by users that work between multiple business units.

The user must first remove the default business unit by going to Codes tab and selecting Edit on the
business unit line. Select the bolded business unit and uncheck the Default box, then select Save.

Custom Field and Accounting Code Defaults
Janelle Gieseke 9 Header (int) Codes CodeFavorites  Intemal Information Cart
User Mame  jgieseke Hemer{inl.rwiles Intemal Information  Cart ?
7 Custom Field Name Default Value Description Edit Values
Custom Field Name Default Value Descriptign Edit Values Business Unit ) FRSNO CSU Fresno Edit
Business Unit FRSNO CSU Fresng Edit Values »
User Profile and Preferences 7’
Edit Values “
Update Security Settings & i Edit Existing Value o
—— . vl FRSNO
value Description A FRSNO C5U Fresno i
Custom Field ans

C an 5 3 FRSHO £SU Fresno iption ﬂﬂem
Default Addresses @

User Roles and Access - us ive
Ordering and Approval Settings w @
Permission Setti * Custom Field Values marked with an

* Custom Field Walues marked with an asterisk are role-based values. Users can
asterisk are role-based values. Users can anly madify the Default status of these
only modify the Default status of these Custom Field Values.

Custom Field Values.

Administrative Tasks
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9. Once the default business unit is removed, the user can Header(nt) Coded] Cado Favortes el informaton
use Code Favorites tab to set their most frequently used _ i
Chartfield combinations by navigating to Add > enter N — :

Use Code Favorites lor quick access 1o accounting code combenations saved to your profile during

Chartfield info > Save . Favorites can be used via the ChhOOL Y01 i oot b CcS PRI SAcking the TN Wl eering & ooy

used combination of accounting codes with or without splits. Code Favorites are accessed during
checkout by editing the codes section or by selecting it a5 your default accounting codes in your

User dropdown menu, under Change Shopping prfie
Persona. Current persona will be listed at the top of the @Q
page, and user can return to default profile via Change Chartfield
Shopping Persona.

Business  Fund Deplid  Account Account Program  Class Project
Linit Crvemide

novalue  novalwe novalue novalve novalue novalue novalue  novalue

Chartfield l
Mickname Test O Default 9

Business Unit Fund DepliD Account Account Override Program Class
FRSNO A44105_FRSNO 28180_FRSNO o value 0101_FRSNO
Select from Select from all values.., Select from all values... Select from all values... Select from all values.. Select from all values...
profile values..,
pncel

\ 4

View My Profile
Dashboards

Manage Searches
Manage Search Exports

Set My Home Page

I Change Shopping Perscna J|’n-| 0

Select a shopping persona from the list below

FRXMNO - CSU Fresno 0

FRXTH - CSU, Fresno Athletic Corp

Cancel

¥

I {0 Shopping As: FRXTH - GSU, Fresno Athletic Corp Business Unit: C5U, Fresno Athletic Corp P2P Q
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