
CSUBUY Supplier Portal 
Creating an Invoice



Using this link, login to the portal using your existing login information.

https://app01.jaggaer.com/apps/Router/SupplierLogin?CustOrg=CalStateUniv&tmstmp=1734721567747


Click to enter The  
CSU POrtal 



Select: Orders> Sales Orders And Shimpments > Search for Sales Orders 

NOTE: 

To create invoices, user 
permissions must be “manage all 
portal activities” or include 
“Create Sales Invoices/Credit 
Memos.” 

If you are not seeing the Orders 
section, please reach out to the 
Admin on your company’s 
supplier profile. They may 
reference the User Management 
guide to learn how to add the 
permission to your user access.

https://www.calstate.edu/csu-system/doing-business-with-the-csu/contract-services-and-procurement/Documents/Accessible_User-Management.pdf
https://www.calstate.edu/csu-system/doing-business-with-the-csu/contract-services-and-procurement/Documents/Accessible_User-Management.pdf


Click the Sales 
Order Number 



Click Create > Invoice 
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Invoice 3045288 

Entry SUrrvnary Messages 

Buyer Voucher Number 

Invoi ce Date * 

Due Date 

Supplier Name * 

Invoice Number * 

Currency 

Purchase Order Number 

Customer 

Paid Date 

Payment Cancel Date 

0 Tacount, Ta.x, Shipping & Handl:ing 

3 Lines 

240002908T 

Line Stat us PO Line Item 

An.achments 

110 va l.u e 

2/1 9/2025 

rrm/dd/yyyy 

3/ 21/ 2025 

O Required 

US Dollar 

21 50055 

The Ca lifornia Sia te Univers ity 

no va l.u e 

✓ 1 Goods and SeNices RequeS'! 

2 ✓ 2 Goods and Ser't'ice-s Reque-S"i 

3 ✓ 3 Goods and SeNices Requee: 

Complete required 
fields 

Check box to add 
details for tax, 
shipping, or 

discount 

Cata log No. 

Remit To 

kara bush 

136 pa losverdea blvd 

1edondo beach. Ca liforn ia 902n 

Unit e-d S a~es 

Em ai l karajbushi@gmai1.com 

Phone 1-909--2603906-

Size.JPackag ing 

EA 

EA 

LO 

Select alternate 
remit address, if 

you have multiple in 
your profile 

Scroll down to view the PO line 
items and make adjustments as 
necessary ( delete rows for later 

invoicing, change quantity, 
change unit price) 

Unit P ric,e Qua ntity Ext . Price 

1,000.00 2 2,000.00 

25.00 2 50.00 

100.00 100.00 



Optional: 
upload PDF of 

invoice 

Ext . Pri ce 

2,000.00 

50.00 

100.00 

• 
• 

Summary 

0 Conect these issues. 
You are unable to p,oceecl until addressed. 

Requ ired: Invoice Number 

The California State University 

Invoice Image 

Supplier Search Tips.pdf 

New Supplier Decision Tree.pdf 

Total (2,150.00 USO) 

Subtotal 

Discount 

Taxl 

Tax2 

Shipping 

Handling 

Related Documents 

Sales Order: 2150055 

2,1 50.00 

0.00 

0.00 

0.00 

0.00 

0.00 

2,150.00 

Complete: to submit 
invoice 

Save: save invoice for later 
(will not be submitted until 
you click Complete) 





Review invoices any time: 
Orders> Supplier Invoices> Search for Supplier Invoices 

Suppliers invited by the fi rst wave Procure-to­
Pay (P2P) campuses can update and/or 
maintain information, review pu rchase orders 
and create or submit electronic invoices. The 
fi rst wave P2P Campuses include: 

Sourcing Events 

Show 

No Results 

Commodity Code 

105001 

150021 

170003 

V 

0 

V 

0 
0 
0 

IC) Show More 

Your invoice# 

Created Date: Last 90 days ... 

1-1 of 1 Resu lts 

Supplier Invoice 

Number(s) ..., 

2123 

Invoice 

Number 

C002000T 

Customer 

Name 

The 

California 

state 

University 

Invoiced/ Created 

By 

System 

PO 

Number 

2400029 

0BT 

Q CD Add Filter • Clear All Fihers ? 

i) 20 Per Page ..-

Supplier 

Invoice Created Invo ice Invoice Due Paid 

Date T Datemme 0 Source Type Date T Date iscount Amount T Tota l Amount T 

2/19/ 2025 2/19/2025 Supplier PO 3/ 21/2025 0.00 USD 2,150.00 USD 

11:32:54 AM Portal Invo ice 



RESOURCES
CSUBUY Supplier Resources

Login issues or technical problems: Chat or Submit a Case or Call

Assistance with registration related issues: csubuy-suppliersupport@calstate.edu

CSU Supplier Portal

Reset your password

https://www.calstate.edu/csu-system/doing-business-with-the-csu/contract-services-and-procurement/Pages/vendor-resources.aspx
https://jaggaer.my.site.com/SupplierSupportRequest/s/
https://www.jaggaer.com/support/support-phone-numbers
mailto:csubuy-suppliersupport@calstate.edu
https://app01.jaggaer.com/apps/Router/SupplierLogin?CustOrg=CalStateUniv&tmstmp=1734721567747
https://solutions.sciquest.com/apps/Router/SupplierPasswordReset
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