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What’s Changing?

All users will see new screen layouts and navigation for Searching the
Catalog, Shopping Carts, Checkout Process, Requisitions, and POs




Some basics...

Click to edit information in a panel

Click to display additional options
available for individual items or section

a During the Checkout Process, click to

filter the sections in the Summary tab to
view the accounting codes and line items

buy@pay

Requisition = < Document Actions w | History

Approve/Complete Step Approve/Complete Step

Return to Shared Folder Return o Shared Folder
Return to Requestor Return to Requestor
Forward to ... Forward 1o ...

Copy to New Cart Copy 1o New Can

Add Comment Add Comment

The menu options previously found under Document Actions are
now found by clicking the document type name in the top-left

* Click to add an item to Favorites
 Item is a user's personal Favorite
* Item is a shared Favorite

Use the scroll bar on the far right of your screen
to navigate through the requisition and PO



buy@pay

lcons

Shared cart
The recommended item has been added to a requisition in the last 30 days
ltem requires sourcing

Item is associated with a contract
Click to view further information about an item

Q0=

_ _ _ _ Navigation and View
Click to view help information _
- Collapse section

W or  Expand section
mm Show shopping search results in a grid view
Show shopping search results in a list view
Choose which item details to display on tiles in the grid view

Y show Y Hide Show or hide sidebar
Comparisons

COMPARE or ﬂ Click to add an item to the Compare list

comesne % or @] Item has been added to the Compare list

© corpere Click to generate a comparison

Compare No items have been selected for comparison



buy@pay

Homepage

buyBlpay - moouss w o € 408

Dasmooards B EZF Homegags

B2P }‘mm Wiaw Ancither Dashboard

iom Message

‘Welcome to Buy-1o-Pay!
Contracts

Accounts O Check out the B2P biog and subscribe to get wes=kiy vpdates!
=

wvable
Sho pp in o pane| has been Buy-to-Pay (B2F) is available for supplier onboarding & maintenance activities, reguisitioning, payment requests, and non-employee refmbursements campus-wide!

resized and now extends fully pliers Visit the Buy-to-Pay website for Training and Quick Reference Guides
across the homepage

——

The Advanced search is

reing ®  Shopping now accessed in a new tab

Action Items section has moved
down to accommodate

orting Simgla Advanced Goto: Favorites | Forms | Mon-Catalog ltem | Quick Order  Browse Suppliers | Categories | Contrects | Chemicals

Administer Search for products, suppliers, forms, part number, etc.

Go to (previously ‘Shortcuts’) and r A new PO (non-Catalog)

Browse options remain unchanged

widget has been added.

This will open the same ‘Add
Non-Catalog Item’ as with
the existing links in the
Shopping and Quick Links
sections

Action ltems 5?2 Forms, Policy, and Punchouts

My Assigned Approvals
Carts Assigned To Me

Orders PO NR ca VJF cp
Mon-Catalog

— . HaorEmployes N Paquired Lslng Fad . .
ﬂ My Returned Requisitions Faymant Raguast [ Indapandiant Contractor Funds ~ A58 Contract Farty Reguast

Forms, Policy and Guidance

Quick Links
Q Menu Search

Create Mew Receipt
L5
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Searching the Catalog

The search results can now be displayed in list view or grid view.

Simple Advanced
Toggle to see

arid view

test tubes

Y Hide
T

Search Results

Compare items Sort options

\ o Compare BEST MATCH ~ ]
Item is a Favorite I'—b v

1599 USD @,
Check Availability

Show or hide filter sidebar
4000+

Toggle to see
list view

By Product Flag TEST TUBES.JUMBO,ST

[] # eazardous i

material % ,

W B MASON COMPANY INC == [l 5
Part Mumber LRNLER2788  Mfg.
System Packaging SET Name

STANLEY BLACK &
DECKER INC

BEST MATCH ~

o Compare

[] & Recycled
[ & Green

By Supplier

[ 2a 0 ;o W
MASON COMPANY

INC
O =@ & THOMAS

Test Tube, 12x75mm, 5 mL, Sterile, PPN, Round Bottomn, Snap 1

USA SCIENTIFIC INC = (=) ™0 &2
Part Mumber 5611-5261
System Packaging  Smicrol €S

Mfg.

LRNLER2788

Part No.

Mfyg.
Mfg Part No.

Add item to Compare list

Click to add to Favorites

115261

Click to remove item that is on Compare list

=
4:@

1 Add To Cart u

1 Add To Cart o

COMPARE

<

COMPARE X

G .
\ N
-

TEST TUBES,JUMBO,ST
from W B MASON COMPANY INC

Part Number
LRNLER2788

1599 USD T

Check Availability

L Add ToCart ™

Select item details to
display on tiles in the
grid view

Tast Tube, 12x75mm, 5 mL, Sterile, PPN,
Round Bottom, Snap 12,0/75 MM,
IND.PACKED

from USA SCIENTIFIC INC

Part Mumber
5611-5261

273.50 UsSD

Ml AddToCart ~

e d

| 175 Name

Mfg. Part No.
Part No.
Product Flags
Supplier
Supplier Classes

System Packaging

Apply

Cancel

455.00 USD

LMl Add To Cart ™




Non-Catalog Item

Links sections or through the new PO (Non-Catalog) widget.

buy@pay

Step 1: Open the Add Non-Catalog Item window by clicking links in the Shopping and Quick

Step 2: Enter the supplier in the Select Supplier field or click the magnifying glass to open the Supplier:  Existing 3uppner% Do not use the

Supplier Search window.

Step 3: Once you have selected a supplier, there are a few changes that are highlighted below.

Non-Cataleg Item

ABC BUSINESS COMMUNICATIONS LTD 1 @@@ SELECT SUPPLIER
100 GEORGE BORROW ROAD, NORWICH, NR4 THU GB

& Distribution Methads
The system will distribute purchase orders using the method(s) indicated below:
O check this box to update PO distribution. Disregard for PR and NR.

Email (Plain Text) test@harvard.edu

Description Catalog No. Quantity  Price Unit of Measure

| | | | [Ea- Fach

#
254 characters remaining  expand | clear

Product Details

 sovea ciose | TP [

Scroll down to see the Additional Details and
Add Internal Attachments sections that were
previously found under Product Details

Existing Supplier
_ field to search for a
~ Select Supplier Q supplier

Add Non-Catalog ltem

Supplier:  Existing supplier ¥ %

ABC BUSINESS COMMUNIGQ, Fulfillment Address »  Distribution Methods

Mouse over the Click to expand Eulfillment Address and

Description % see further details Quantity % Price % Unit of Measure

EA-Each

254 characters remaining

Addisimmnl Pataila

7 Required fields



Edit cart name

\4

2liEng) traEEia oy Shopping Cart ¥ Thisis my cart name

HShopping Cart o snappervm
:

&
Simple Advanced
C Mo 020 08 OF cl oo [

isition Description or

Search for products, suppliers, forms, part number, etc.

Simple and Advanced Search

to continue shopping

ess Purpose
Standing Amount Based PO 0

2 ltems

For selected line \temslAdd to Favorites
[

bn-catalog item for this supplier...
SUPPLIER DETAILS (= (=)

Catalog No Unit of Measure  Unit Price  Quantity Ext. Price [J

12345 3 50000 [2 Jea 100000usp O ftem

Gadget

Product Description
Sponscred ltem @  more info..
Supplier subtotal 1,000.00 USD

Subtotal 1.000.00
Total 1,000.00 USD

Proceed to Checkout [T

Catalog No.

12345

Click to view items details

Click to open actions
menu for supplier

N

bupply Facilities Maintenance moreinic.
ABC BUSINESS COMMUNICATIONS LTD 1 - 2 ltems - 100.00 USD

Unit Price Quantity

50.00 ZEA

Ext. Price

100.00

Click to open actions

menu for individual items

D -
v [

buy@pay

Estimate (100.00 USD) v

Total: 100.00
a8

Assign Cart

'\

Click to open actions
menu once you have
selected items (i.e. clicked
the checkboxes)

Please note: The Requisition Description or Business Purpose field and the Standing Amount Based PO checkbox are
no longer available on the shopping cart. Click ‘Proceed to Checkout’ to update those fields.

Jaggaer, the B2P vendor, is working to add them back in.
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Checkout Process

view to line items only or

accounting codes with line items <
3032330 -

Requisition ~ :

H H Semma 20 Preview Commerts @ trachmer @ Histary Scroll-bar to naVigate through
Items previously in the left-hand menu are N the Summary section

now found across the top in tabs

General # Ship to & Bill to & -

Subtotal

(i.e. the items you viewed in the Final scowtns novawe | Click to edit section are located on one tab

Date

Review tab) are now located on the e Blue circles indicate the number

Summary tab. You can scroll through TN STERTesSIE amiemebsarmenten | avallable Vaidate Accountng Segmens
Holabaugh,/Stretegic Procurement

. . Preparedfor  Daniel Holaba idi :
using the scroll-bar on the far right. T e Buiding/Floom Room 294

1033 Massachusetis Ave
Dptional no value Cambridge, MA 02133-0000 As=ign Cart
Search Field :

dnited States Go to the What's next for my order?
Recuisition section to view and scroll through the == Whats next for my order?

Description or approval workflow information Sren Wi i
e S Bl To pp MestStep Wit for Validation Response

Purpose o Apgrovers  There are na approvers
Requisitions Final Review vistory | @ | 7 Harvard University
2020-08-12 90680714

< Retumn to shoppingl

This order iz read

Expand All | Collapsz Al

Standing ® Description or Business Purpose Workflow

';.;.mr-' e and Standing Amount Based PO

E— are editable here o Deaft

Active

2020-08-12 00620714 01 Exclude PO x 1 Zampis Reoosatar] 02

no valueg - I - O Esaiaad T of: Dankel Holabaugh
Sample Requesterils from Auta
Danisl Hoisbaugh Close
19 value on of

o value COA Validation
® -

X

General
Ship to & Bill to
Accounting Codes

Internal Notes and Attachm.
Faiung

External Motes and Attach..

Click to see Approvers
Ship to & Bil to assigned to that level Watt for Validation Response

Fours

Special Handling & AP

£d Hoc Approver

Supplier Infarmation

AN S S O . T U U Y

PO Comments edit clauses... Anﬂﬂlll'ﬂiﬂgmﬂ .f - }

Final Review
no clouse

Approvals

Click to expand Level 5 approval

oiuns

Comments = - Internal Motes and Attachments # = External Notes and Attachments

ATTM Mame,/Department Dan Holabsugh,Strategic Procursment
Building/Room Room 204

1033 Massachusetts Ave Ol Validation 2
Cambridge. MA 02133-0000 _

United States s

Artachment Overview

PO Preview



buy@pay

Checkout Process: coa at Header Level

Step 1: Click the eye icon to
filter the view of the Summary
tab to show Accounting Codes _

. . View Line Iterms Only
and Ilne |temS. View Accounting Codes Only

FILTER VIEW
+ View All

Step 2: Click pencil to
Accounting Codes open window to edit COA

Tub Org Object Fund in header section

220 45340 6600 225331
HMS*Harv Med Schoal Hb4S*Health Care Policy Laboratory

Suppliss+Materiale,

GEMERAL

Edit Accounting Codes x

Accounti Hover your mouse over the section to display
ounting the three options for add split (+), recalculate
Tub org [validate (check), and Code Favorites (heart)

45340 38 You may have to scroll to the right to see these

Click magnifying glass Click arrow to access
to search values COA segment favorites

Save Changes Close
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Checkout Process: coa at Line Level

Step 1: Click the eye icon to
filter the view of the Summary | 7TEFVEN

tab to show Accounting Codes | ~ ™" Step 3: Search and enter COA
View Line lterms Only

dline i values in the Override Line pop-up
an ine |temS. View Accounting Codes Only

Override Line 1: Accounting Codes

Accounting Codes

) . . . Accounting Codes i j .
Tub Org Object Fund Activity Subactivity-Activity  Root You will see_‘Values vary by line. Copy to other lines’

520 45340 5600 295331 287735 o value 65519 © valuss vary by = Copy o sther ines ——— in the Account Codes section when one of the line items

HMS*Harv Med Schosl HMS*Health Czre Pelicy Labaratory HMMS Kessler, King HMS5*A02, King Faisal HMS*Kesaler. Ronald Tub Org q iS assigned toa different COA
SuppliestMaterial Faisal Specialis MO Specialist Analvai A0A65510

GENERAL

. . 520 45340 6600 22533 387735 o value 63519
Ste[ 2 2 CI |Ck ( .. ) at the Ilne Ievel and HMS*Harv Med School  HMS*Heakh Care Policy  Labaratary HiMS*Kessler, King HAMS*AQ2, King Faisal

HMS*Kessler, Ronald
Suppliss+Materials, Faizzl Specialis, NO Specizlist, Analyaiz 40465310

Se'ect Accountinq Codes from the GENERAL AWARD NUMEER. Jan-  Coordizntion for the

18, Dec-19, Saudi Arabiz Matl

8 Items menu to edit line level COA details

ABC BUSINESS COMMUNICATIONS LTD 1 - 3 ltems - 300.00 USD s 8

Line items assigned to a different COA will
display an ACCOUNTING CODES section

ABC BUSINESS COMMUNICATIONS LTD 1 - 3 Items - 300.00

[tem Catalog No. Unit Price Quan!  price changed manually

Il
, ) e Item ) Unit Price Ext. Price
1 Widgets 54321 100.00 3 EA @ 300.00
1 Widgets 100.00 © 3200.00 - ]

Mouse over ‘i’ icon
TA INSTRUMENT] Line level does not state ‘Same as to see information
header’ like in original view. If
ftem nothing is stated, then line level Unit Price Quantity Ext. Price Ui Org IFITE BT By Sty car
COA is the same as header COA 520 45312 362445 730001 0000730001 66232

2 Instruments TZ3aT 25.00 S EA O 125.00 - HMS*Harv Med School  HMS*Cell Biclogy HME*Proteorne and HMS XTH(A1) 730001*Unspecified HMS*Harper, Jeffrey W

A ACCOUNTING CODES Values have been overridden forthisline £ # &

Interactome Research  Instr+Departmental 0268629
Fund Rsch HM 5 Pathology




Checkout Process: Action Menus

The menu options previously found
under Document Actions are now
found by clicking the document
type name in the top-left

Return to Cart is also here

Requisition ¥ : 3032330

Return to Cart

Copy to New Cart

Add Comment

Continue Shopping

Eccounting Date
no value

Prepared by
Sample Requester105

Prepared for
Daniel Holabaugh

Comments @)  Attachmenis @  History

Shipto&Billto /-

PO Comments
Add

Ship To

ATTMN Name/Department
Dan Holabaugh/Strategic
Procurement
Building/Room Room 284
1033 Massachusetts Ave
Cambridge, MA 02138-0000

Step 1: Click a checkbox
next to an item to select
it. A green arrow will

ABC BUSINESS COMMUNICATIONS LTD 1 - 3 Items - 300.00 UsD | display

+ SUPPLIERDETAILS (i (7 4

Item
1 Widgets

A ITEMDETALS 3

Contract:

Taxable

Catalog No.

54321

Internal Attachments  Add

External Note no value

Total (425.00 USD)

Subtotal

Validate Accounting Segments

Submit Request

Assign Cart

Total (425.00 USD)

+

Add to Favorites

Remove Selected Items

Remove All Items

Move to Another Cart

Change Supplier

Add to Draft Cart or Pending Requisition/PQO
Requires Sourcing

Remove Requires Sourcing

buy@pay

Submit Request button is
located here

Note: it is only active on the
Summary, Comments, and
Attachments tabs. You will
not be able to click if you are
on the PO Preview or
History tabs

Step 2: Click the drop-down
menu arrow in the section
heading to see list of available
actions that can be taken for
the selected item(s)




Submitted Requisitions

Items previously in the left-hand menu are now found across the top in tabs and in sections within the Summary tab.
You can scroll through using the scroll-bar on the far right.

Requisitions: 3011619

Test 1 - Mon-Catalog new Ul

Staws: Completed
Document Total: 100000 USD
View Related Documents

Requisitions

Summary

General
Ship 1o & Bill to

Accounting Codes

Intermal Notes and Attachm._.

External Mates and Attach...
Special Handling & AP
Ad Hoc Approver

Supplier Information

Approvals

Commemnts

Attachmemt Overview

Requisition ~ :

Surmnmary

Submitted

Cart Name

Accounting
Date

Prepared by

Optional
Search Field

Requisition
Description or
Business
Purpose

Standing
Amount Based
PO

3011619

Comments Attachments

v Completed
(2/3,/2021 3:47 PM)

2/1/2021 11:01 AM

Test 1- Non-Catalog new
ul

21,2021

Sample Requester10s

no value

History

buy@pay

1of 1 Results =

Scroll-bar to navigate through
the Summary section

Ship to & Bill to

Internal and External Attachments
are located on one tab

PO Comments

ship To

ATTH Mame/Department
Chemistry

Building/Room

1033 Massachusetis Ave
Cambridge, MA 02138-0000
United States

Bill To

Harvard University

Accounts Payable

Email invoices to AP_Invoices@harvard. edu
PO. Box 381588

Cambridge, MA 02238

United States

Completed

Click to open related documents

Go to the What's next? section
to view and scroll through the
approval workflow information

Total (100.00 USD)

Subtotal

Related Documents

Purchase Order; 80000003161

What's next?

Workflow

Submitted
2102021 11:01 &AM
Sample Requester105

COA Validation
Completed

Wait for Validation Response
Approved




POs

buy@pay

Items previously in the left-hand menu are now found across the top in tabs and in sections within the Summary tab.
You can scroll through using the scroll-bar on the far right.

Purchase Order:
80000002441 Revision 0

Supplier ABC BUSINESS £0_
Status: Completed
[Document Totak: 100,000.00 USD
Wiira Reilatid DoCumanes

Status

Purchass Order

Summary

General

Ship to & Bill to
Accounting Codes
Distribution Information
Special Handling

Suppier Information

Revisions

PO Approvals

Shipments

Change Reguests

Receipts

Invoices

Comments

Attachment Overview

Purchase Order ~ :

Status Summary

General

Accounting Date

PO/Reference Mo.

Revision MNo.

Priority

Supplier Name

Address

Purchase Order Date

Total

Requisition Number

Requisition Description
or Business Purpose

Standing Amount
Based PO

80000002441

Revisions ﬂ Shipments

Change Reguests ﬂ

3/12/2020

Blue circles indicate
the number available

20000002447

Mormal

A

ABC BUSINESS COMMUNICATIONS LTD

100 GEORGE BORROW ROAD
NORWICH, NR4 7HU GB

3/12/2020
100,000.00
2918098 view | print

no value

Invoices ﬂ

Receipts n

Ship to & Bill to

PO Comments

Ship To

ATTH: Sample Reguester101
Department
Building/Room

@ 5 14 of 20 Results =

Comments Attachments ﬂ

Scroll-bar to navigate through
the Summary section

1033 Massachusetts Ave
Cambridge, MA 02138

Click to open related documents

Completed

Total (100,000.00 USD)

Subtotal

Related Documents

Requisitions: 2918098

United States

ShipTo Address Code  HO63

Bill To

Go to the What's next? section
to view and scroll through the
approval workflow information

Invoices: 00001373

What's next?

Workflow
/‘ Submitted

\b A2 2020 757 AM
T Sample Requester1dl

Harvard University
Accounts Payable
PO Box 381588
Cambridge, MA 02238
United States

Assign PO Number
¥ Completed

Revise PO
Completed




