


Release Highlights

On Monday, July 26, you will notice some changes in Buy-to-Pay due to the 21.2

Release. These changes include a full-width responsive layout that adjusts to the
width of your screen and a consistent toolbar across all documents. The only notable
change to functionality is a new feature related to the Change Request process.




buy@pay

Homepage

Before Release

AVl g §

Search (Ait+Q) Q 1998UsD W

Home b"ygpay S

Shop » Shopping b Shopping Home » B2P Homepage

Shop B2P Homepage
Dulels Organization Message
Contracts Welcome ta Buy-to-Payt Afte r Re I e a s e

Q B2P will be i due to planned from: 9:00 pm ET on Friday, July 23 through

o I Homepage has a full-width responsive layout that adjusts to the
' width of the screen. Fonts and tiles refreshed.

o Visit the Buy-to-Pay websitgdg —
o Visit the Buy-to-Pay websitf

o R FE & & B 0o & 0 P

Suppliers

buyBpay o
- Dashboards *+ B2P Homepage
Reporting Accounts Payable Dashboard ~ B2P Homepage  B2P Homepage ScaxpihelDyerioe Deshbot: | SppiaFoal | TeMi

W Shopping
Administer o
Convants Organization Message
Simple Advanced

— Accounts Welcome to Buy-to-Pay!

Search for products, supplie Payable BaP will be un-available due to planned maintenance from: 9:00 pm ET on Friday, July 23 through 12:00 pm ET on Sunday, July 25.

Suppliers
O New shopping experience is here! click here for more information.

Reminder: Check out the BzP blog and subscribe to get weekly updates!

Sourcing

Action ltems 5
Reporting Shopping

Administrative ltems

Administer

@ Price Files To Review Simple e Goto: Favorites | Forms | Non-Catalog ltem | QuickOrder  Browse: Suppliers | Categories | Contracts | Chemicals
Suppliers with Data Requi
Setup Search for products, suppliers, forms, part number, etc.

Action ltems Forms, Policy, and Punchouts

MY ASSIGNED APPROVALS

Forms, Policy and Guidance v

Requisitions To Approve o

SPR PR NR icQ VJF

Sourcing Event Evaluations o Now et . Special Payment Request Payment Request Non-Employee Rei Contractor Required Using Fed Funds >$50K
jon-Catalog Reques

UNASSIGNED APPROVALS

CP

Q Menu Search - Contract Party Request

D P




buy@pay

Basics
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Shopping Cart View
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Requisition — Check Out View
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Requisition — Approver View
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Functionality Update: Change Request

New - A change request for a purchase order can now be created even if there is an existing change request in Draft or
Returned status.

A message will be displayed to indicate that the
existing request will be canceled and cannot be
reinstated.

Message will ask if you would like to proceed with A\ This purchase order has a Change Request in Draft or Retumed status. If a

creating a new change req uest. new Change Reguest is created, the existing Draft/Returned reguest will
If the user Comp|etes the Change request creation be Cancelled and cannot be reinstated. Click Next to continue with the

process, a new Change request is created. The creation of a new Change Reguest and the cancellation of the existing

. . Draft/Returned t. If you do not wish to conti lick Close.
change request that was in Draft or Returned status is raft/Returmed request. 1 you do nat wish 1 cortinue, chck Close

canceled.
This is updated in history.
Once a change request is canceled, it cannot be

reinstated.
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