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Budget Checks 
What happens during the budget check?  



What is a Commodity Code? 
A four letter code that identifies an item according to a general purchasing category.  The categories are 

fairly broad so don’t be too narrow in your search.  For example, when ordering a replacement bulb for 

a microscope, it would most likely fall into the category of “Equipment-Laboratory”.  You would not find 

a category called Replacement Bulbs.   Commodity Codes are important tools that are used to report 

purchasing trends and categorize the types of purchases made by the University. 

 

How do I find the commodity codes?  
Select the “search” link near the Commodity Code box.  It is recommended that you search on the 

description to find the correct code.  If you're not sure, leave the search blank and select the Search 

button.  This will bring up all the Commodity Codes in Magnus Mart.  Change the number of Results to 

show per page from 20 to 200 and you will be able to scroll easily through the list. 

 

When do I need to supply a Commodity Code?   
You need to supply a Commodity Code when one is not supplied for you by MagnusMart.  The most 

common instances are when using forms (e.g. Non-Catalog Order Form, Request for Payment Form) 

Note:  Items ordered from our enabled vendors in the Shopping Showcase have the Commodity Codes 

pre-assigned.   

 

If this is a brand new vendor that we have never used before which form should we use 

to place the order? 
Use the Non-catalog form for most orders.  Enter “Purchasing Dept” in the vendor name box at the top.  

Then add the requested new vendor information in the box.  Be sure to complete all boxes where the 

information request is in bold type.  

Return to Main Menu 

How do we provide the vendor’s W9 to Purchasing?  Do we attach it? 
Do not attach the W9 form to the new order.  Have the vendor email it to MagnusMart@csuohio.edu. 

For speakers, how do we provide the birthday and SS numbers? 
Have the vendor email the information to MagnusMart@csuohio.edu. 

Which form should I use if I have speakers that come and want to give them a check 
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Return to Main Menu 

Roles 
Can Shoppers build their cart and give it to the requestor? 
Yes, that is what shoppers do.  They build their cart and assign it to the Requestor for their department 

so the Requester can submit it. 

Is everyone with a CSU ID a shopper? 
No, they must also be employed by the university in order to gain access to MagnusMart. 

Does the shopper get an email that their cart has been processed by the Requester and is 

now in the workflow for approval? 
Yes, they can receive an email or notification in MagnusMart that their cart is now a purchase 

requisition in the workflow.  This is set up as a preference using the “Shopping, Carts, and Notifications” 

area under their profile. 

Can a Shopper edit the original requisition? 
The Shopper can edit their cart while it is still in the draft cart mode.  Once the Requester has submitted 

it into work flow for approval they cannot make edits. 

Can a Requestor also shop? 
Yes, but requestors cannot approve their own orders. 

What is the difference between the Shopper and Requestor roles? 
Shoppers cannot submit a cart into workflow.  They have to assign the cart to the requestor.  Requestors 

can shop and submit carts into workflow.  Requestors can edit the contents in their assigned carts. 

If I am a Requestor, do I have to assign my cart to another Requester? 
No, requestors can submit their own carts. 

What if a person’s role needs to change?  How can this be done? 
Use the Workflow Change-Add Request Form found on the MagnusMart site to make any changes to the 

roles within a department.  The form must be completed and signed.  It can then be delivered to the 

Purchasing department or scanned and emailed to MagnusMart@csuohio.edu.  Here is a link to the 

MagnusMart website:  http://www.csuohio.edu/purchasing/magnus-mart/ 

 

As a Requester or Approver, how will I be notified that I have actions to complete? 
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Are the chart fields (account codes) validated to see if there is an incorrect combination? 
Yes. The initial budget check is validating the combination against the chart fields in PeopleSoft to 

ensure it is a legitimate combination. 
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