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Purpose

OHTJ(Q BobcatBUY User Interface Upgrade 21.2

The purpose of this Quick Reference Guide (QRG) is to acquaint users with the new look and feel of the new
BobcatBUY user interface (BCB Ul). The Ul enhancements are being implemented to give BCB a cleaner, more
open look and feel. Most of the enhancements do not affect the functionality of the system, they only affect the
layout of the screen and the look and feel of the system. The biggest change is the move from a tabbed view to a

scrolling view.

Universal Icons

Regardless of where you find these icons in BCB, the functionality is the same.

Show/ Hide Sidebar — Click to show
or hide the right sidebar

General &

Hide/Show Optional Fields — this is
a one-time only action

Hidden Section — This shows that
the section is closed; click to open.
This view will be maintained
throughout
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®

Filter View — Isolate specific
sections to view; if you want to
see one specific aspect, this will
show it to you

4

Edit — Click this icon anytime
you would like to add/edit info

Actions drop down — Make sure
the check is in the box to enable
the actions dropdown

=

Print — Opens print view of
screen

Show Section — This shows that
the section is open; click to
close. This view will be
maintained throughout the
process

* 3290188 ~

Copy to New Cart
Add Comment
Add Notes to History
~ Completl  View My Orders (Last 90 Days)
" | continue shopping
778/2021 9
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Cart/Requisition/PO/Invoice
Numbers — Available actions

have been moved to this drop
down
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Welcomel When you log into BobcatBUY on July 26, you will be welcomed
’ with a new pop-up window. You may select to see a step-by-step
It looks like you're new here. We'd like to give you a quick tour to introduce you to tour and/or da Video about the new user interface. |f you SeleCt
some of our new features, if you're interested. ) . . .
the No radio button to the Show me this again prompt, you will
Step-by-Step Tour . . .
no longer see this popup window in the future. You may also
Walk through a tour highlighting @ Yes QO No . . ) . R
important features bypass this window for the time being by clicking the Maybe next
Show this again @ Yes (O No time button.
Video If you select No to the Show this again question, you will no
Heads up! This video will open in a pop-up window. If you use a pop-up |Onger see this pop-up window. To turn it back on, click the
blocker, please ensure it does not block this. ’
otch avdeo oxpaimng oo ® Y8 O No profile drop down at the top right of the screen and select View

use this page

My Profile. When your profile opens, select the Guided Tour
Instructions on the left menu under your name. Click the Edit
Section link to update your response to the questions.

Show this again @ Yes (O No

Maybe next time

The biggest visual change on the home page is the new simple search experience. The functionality remains the
same, however the placement of the buttons has been moved.

Current Ul
Z 4 Bevcatsor Allv Search (Alt+Q) Q 19.98USD W O | AL
Shop » Shopping » Shopping Home
Shop | Everything ~I ]m

Goto: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

New Ul
Z £ mepcazsor All Search (Alt+Q) 1998UsD W Q0 m A2
Simple Advanced Go to: Non-Catalog ltem | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals
bparclw for products, suppliers, forms, part number, etc
Ul Updates:

1. The Shop dropdown category search has been changed and the Shop dropdown has been removed.

2. There are now two tabs above the search text field: Simple and Advanced. The advanced search link has
been removed.

3. The Go to links and Browse links have been moved above the search bar and a new Shop link has been
added to the Go to links.
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New Search Experience — Advanced Search

The only changes here are cosmetic. The Advanced search link is now a tab since the link was removed from the
menu.

Current Ul
Advanced Search | Everything v| simple search
Find Results That Have:
All of These Words | |  Supplier | |
Part Number (SKU) | | Manufacturer Name | |
Commodity Code Code. Descrint Q
Other Options
Exact Phrase | | Exclude Words | |
Any of These Words | |
m Hide Advanced Search on search results [J
Go to: simple search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

New Ul

Simple Go to: Non-Catalog Item | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts | Chemicals

Advanced Search Everything v

Find Results That Have: (2]

All of These Words | Supplier

Part Number (SKU) Manufacturer Name

Commodity Code Q

Other Options (2]
Exact Phrase Exclude Words

Any of These Words

8/24/2021 4
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Returned search results will look very similar to the current version. The only change is in the look and feel of
the filters on the left side of the screen.

Current Ul
Shop |Everything | [keyboard ] m
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Everything : keyboard

Showing 1-20 of 4000+ Results What does "+" mean? Compare Selected: 0
Add Keywords Resuts Per Page (20 v] Sortby:[BestMaich ] [] Page[T_~]or200 (3] 2

l:l E Universal Keyboard Cover, 1 Ea from FISHER SCIENTIFIC Order from Supplier 2

Part Number NC1828496 EA

Manufacturer Info UKO1 - (Viziflex Seels Inc) add favorite | compare

Filter Results
Where are my counts?

By Product Flag
Green A

Hazardous material ¢
Recycled £

By Supplier

CDW GOVERNMENT INC
FISHER SCIENTIFIC

MSC Industrial Supply Company
Office Max

By Category

Acetate or vinyl or polyester films
Acoustic ear muffs or defenders
Air cleaners

Air compressed spray

By Commodity Code

Air filters more...

Frame Mounted Keyboard Arm OL2AKMP-SS from FISHER SCIENTIFIC
Part Number NC1652532
Manufacturer Info OL2AKMP-SS - (Omni Enclosures)

KellyREST Viscoflex Keyboard/Mouse Wrist Support, Memory Foam, Black from Office Max
Part Number E652306
Manufacturer Info 52306 - (Kelly Computer Supply)

3M Underdesk Adjustable Keyboard Drawer With Leatherette Wrist Rest, Black from Office Max

Part Number E6KDI0
Manufacturer Info KD90 - (3m)
Ll )

3M Adjustable Keyboard Platform With Gel Wrist Rest, Black/Metallic Gray from Office Max
Part Number E6WR420LE
Manufacturer Info WR420LE - (3M)

Order from Supplier 22
EA
add favorite | compare

/. No PunchOut Access
EA

Not Available

add favorite | compare

‘2 No PunchOut Access
EA

Not Available

add favorite | compare

. No PunchOut Access

Not Ave E
add favorite | cOMy.. .

New Ul

Simple Advanced

keyboard

Y Hide

Search Results: 4000+

By Product Flag
[0 & Recycled
[0 & Green

[0 & Hazardous materia

By Supplier

[0 cbw GOVERNMENT INC
D Office Max

[0 FISHER SCIENTIFIC

|:| MSC Industrial Supply Company
By Category

O Netw

k cable

Go to: Non-Catalog Item | Favorites | Forms | Shop | Quick Order

Universal Keyboard Cover, 1 Ea

@m—s=t  FISHER SCIENTIFIC
Part Number NC1828496 Mfg. Name Viziflex Seels Inc
System Packaging  EA Mfg. Part No.  UKO1

Frame Mounted Keyboard Arm OL2AKMP-SS

@-=*  FISHER SCIENTIFIC

Part Number NC1652532 Mfg e Omni Enclosures
System Packaging EA Mfg. Part No. OL2AKMP-SS
y Viscoflex Key Wrist Support, Memory Foam, Black

mele=  Office Max
Part Number E652306 Mfg. Na
Mfg. Part No. 52306

System Packaging EA

e Kelly Computer Supply

Browse: Suppliers | Categories | Contracts | Chemicals

) -
Compare BEST MATCH ¥ @

<

@ Order From
Supplier

COMPARE

<

& Order From
Supplier

COMPARE

<

No PunchOut
Access
COMPARE

Note: If you would like to see this list in a grid view, click the four boxes next to the Best Match drop down. Click

again to return to a list view.
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Non-Catalog Items

The add Non-Catalog Item fields have had some fields renamed.

Current Ul

Non-Catalog Item ? X

Enter Supplier l
or

Supplier Search

Description Catalog No. Quantity Price uoMm
| | | [EA v

P
254 characters expand | clear
remaining

= Product Details

€ Controlled substance

o Recycled

¢ Hazardous material

& Radioactive

& Radiation Generating Equipment
4} Select Agent

_&Toxin

F¥ Energy Star

A Green

| Save and Add Another || Close |

Commodity Code | |
P

O0000o0oooo
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New Ul

Add Non-Catalog item X

Existing Supplier

)

ele o Q
Item v
Catalog No.
Description * * Quantity * Price » uoMm
EA v
4
Additional Details v
Commodity Code Q Product Flags

[] & controlled substance

[J #% Recycled

|:| # Hazardous material

[[] & Radioactive

|:| Radiation Generating Equipment
[] 4 select Agent

[[] & Toxin

D & Energy Star

|:| A Green

* Required fields g Preferred “ Save And Add Another Close

e Enter Supplier has been renamed to Existing Supplier.

e Brief description of service has been renamed to Description.
e Price estimate has been renamed to Price.

e Product details has been renamed to Additional details.

8/24/2021 7
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If you are entering an existing supplier,
the ook an feel o the ulflment cener

bowr Q Clear All Filters

Name

VWR International

PRIMARY PURCH: 1310 Goshen Parkway West Chester, Pennsylvania 19380 United +
States

Cancel

has changed. Click the + to add the
supplier.

The Shopping cart has changed; the biggest change is in the page layout. The screens have moved from a

tabbed format to a scrolling format.

Current Ul

Shop » My Carts and Orders » Open My Active Shepping Cart » Cart- 2875766 - Draft Requisition

P Shoppmg Cart  torsiepharie Fissey-Rol
[=) Ex

Cart Name 2020-01-27 frisbey 01
Description o

Supplier / Line Item Details

Show line details

8/24/2021

4) Continue Shopping
2 ltem(s) for a total of 19.98 usp

O =3 =3

Prevailing Wage m]

o For selected line items | Add to Favorites V‘E

A. Daigger & Co.®T more info.. Contract no value
ADA 620 LAKEVIE PO Number To Be Assigned
620 LAKEVIEW PKWY, VERNON HILLS, lllinois 60061-8135 United States
Add non-catalog item for this supplier.
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price ]
1 VINYL GLOVE PF SM 100PK 1000CS  more info. JX1118A PK PK 999 4 PK 9.99 USD m]
Select price or contract
2 "MICROSCOPE, STEREO ZOOM, BINOC"  more info. JX3499F EA EA 999 1 EA 9.99 USD a
Select price or contract.
Supplier subtotal 19.98 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow approvals Subtotal 19.98
Total 19.98 USD

EI= - L=

Powered by JAGGAER | Privacy Policy
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New Ul

Shopping Cart * 2875766 ~ 9 = ® B asgncan

i d .
Simple Advanced 0 5F Details
Search for products, suppliers, forms, part number, etc. n For

Stephanie Frisbey-Roll

Cart Name 2020-01-27 frisbey 01 Prevailing Wage O Estimate (19.98 USD)

Subtotal 19.98
Description Total 1998 USD
Urgent Normal v

2 ltems 2] \/B e

A. Daigger & Co. - 2 items - 19.98 USD e [ |
A SUPPLIERDETAILS ™ ADA 620 LAKEVIE : 620 LAKEVIEW PKWY, VERNON HILLS, lllinois 600618135 United States Add RorCatalog ttem
Contract no vaive PO Number To Be Assigned
Item Catalog No. Size/Packagi Unit Price Quantity Ext. Price
ng
VINYL GLOVE PF SM 100PK 1000CS JX1118A PK PK 9.99 1 PK 9.99 E\/

Remove
ITEM DETAILS

Add to Favorites
UNSPSC 46-18-15-04 Contract Select price or contract..

R Hote Move to Another Cart
i ; :
S ommadity 529 Q 000 characters remaining | Add to Draft Cart or Pending Req/PO
ol
Laboratory/Medical Equipment & expy Add to PO Revision
Supplies
External Note
6 000 characters remaining
expand | clear
2 "MICROSCOPE, STEREO ZOOM, BINOC" JX3499F EA EA 9.99 1 EA 9.99 see \/
A [TEMDETALS
Manufacturer  MEIJI TECHNO AMERICA Contract Select price or contract.
Narred Internal Note
*EMZ5-MA502 54100 F* Commacky 529 Q Scters remaning
wRRg Laboratory/Medical Equipment & e | cleat
supplies
41111700 External Note

The Search box from the Home page is now available in the cart.

The Edit Requisition and Assign Cart buttons now display at the top right corner.

Supplier Options have been added as a dropdown and links have been removed.

Actions drop down “For selected line items” name has been removed and replaced with a drop down
arrow, which is only enabled when the items are selected. Note: You also have sub-menus available to
Move to Another Car and Add to Draft Cart of Pending Req/PO to add items.

PwnNPR
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ates

1

5. Commodity Code has been added as a new field.

Active Cart
2020-01-27 frisbey 01 (2875766)

Bobcat BUY User Interface Upgrade 21.2

-/

Remove

Add to Favorites

Move to Another Cart >
Add to Draft Cart or Pending Req/PO >

Add to PO Revision

—

6. Item details can be collapsed by clicking on the drop down arrow.

Most of the changes are in the Requisition portion of the purchase in BobcatBUY. The screens are broken down
into 3 sections to make it easier to view. Scroll to see the various changes made to the Requisition screen.

Requisitions Current Ul (Part 1)

Orders » Search b Requisitions b

Billing - 145997942 - Draft Requisition

Al + Search (Alt+Q)

a 2462UsD W QO w A 8

400 Logout

Submit Requisition|

4 Return to shopping cart ) Continue Shopping

4h Almost ready to go! The list below needs to be addressed before the request can be submitted. 9

» Required field: Accounting Date

View C History e
Summary Shipping Billing Cost Center Object Code Supplier Info

© Required field

no value no value
O Required field

© Required field

© Required field

© Required field

General ? Shipping ]
Cart Name 2020-01-27 frisbey 01 edit | ShipTo | edn | Alllnvoices Directed To:
Description 1o value Attn: Stephanie Frisbey-Roll Accounts Payables
Ohio University WUSOC, Room 210
Urgent Normal Dept: 1 Ohio University
Prepared by Stephanie Frisbey-Roll FI/Rm/Ste: 2 Athens, Ohio 45701-2979
Prepared for Stephanie Frisbey-Roll West Union St Office Ctr United States
HR_P D al 160 West Union St
erson-| o valie Athens, OH 45701
Ad Hoc Approval (Req) no value United States Billing Options
Buyerld no value Requisition Date
Original Requisition Name no value i __ | pay Alone
Original Requisition Requestor  no value zxﬁ:mm“ = | L]
Original Requisition Number no value
o o ‘ ‘j‘ . Ship Via Best Carrist-Best Way
evalling Wage Requested Delivery Date no value
View/edt by line item,
Cost Center
Account Type Entity Source Org /PTA Entity / Project Source / Task Organization / Task Org Activity/Award Function
no vaiue 1o value no value no value no value

O Required field

View/edit by line item

(=

Hide value descriptions

Billing 2
edt

no value
x

View/edit byl, ==

? Object Code ?
| edit Object Code edit

no value
o © Required field

View/edit by I ==
=

8/24/2021
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Requisition

Summary

General

Cart Name
Description
Urgent
Prepared by
Prepared for
HR_Person_ID

Ad Hoc
Approval (Req)

Buyerld
Original
Requisition
Name
Original

Requisition
Requestor

Cost Center

Account Type

General Ledger

General Ledger

© 3291495 ~
PO Preview Comments Attachments History e
&S - Shipping
2021-07-12 frisbey 01 Ship To
no value Attn: Stephanie Frisbey-Roll
Ohio University
Normal e Dept:
FI/Rm/Ste: 2

Stephanie Frisbey-Roll

West Union St Office Ctr

160 West Union St

X

Best Carrier-Best Way

no value

Stephanie Frisbey-Roll Athens, OH 45701
United States
no value
no value Delivery Options
Expedite
no value
Ship Via
no value
Requested
Delivery Date
no value

Entity Source

Org /PTA Entity / Project  Source / Task
10-000000- 10 000000

000000 GENERAL BALANCE SHEET B,
GENERAL|BALANCE SOURCE

SHEET

SOURCEIBALANCE

Organization /
Task Org

000000
E SHEET
ZATION

Activity/Award
0000
UNSPECIFIED

11
®
i |
]

Assign Cart

All Invoices Directed To:

Accounts Payables
WUSOC, Room 210

1 Ohio University
Athens, Ohio 45701-2979
United States

Billing Options

Requisition no value

Date

Pay Alone X

&£ Object Code & - --

Object Code
% of Price 01

Test01

Function

no value 30%

Validate With ERP And Place Order

Billing &S -

‘Submit Requisition

€ correct these issues. v

‘You are unable to proceed until addressed

Required: Does this cart include the purchase of
technology (Software,cloud storage)?)

Required: Does this purchase require AE

purchasing Exception?
g v

Total (19.98 USD)

Subtotal 19.98

19.98
What's next for my order? v
Next Step Wait for Validation @
Approvel Amuda, Deep Sagar

o

Funds Available Validation
Future

Wait for Validation
Future

Account Approver Missing
Future

1. The tabs for the requisition have been removed

Return to Cart

Copy to New Cart
Add Comment

Continue Shopping

View Carts
View Cart return message(s)

See configuration for this requisition

. A drop down has been added to the Requisition
Number. The Return to Cart, Copy to New Cart, and Continue Shopping links were removed and added
to the Requisition drop down.

An additional button called Validate with ERP and Place Order has been added. Review the Realtime
ERP Validation QRG for more details.

2. The Exceptions section has been moved and renamed to Correct These Issues. When you click on the
link Required: Does this purchase require A&E purchasing exception, a new window will open displaying

8/24/2021
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the A&E information. You can also scroll down through the requisition to find the missing required
fields. The functionality remains the same as in current Ul.

New Ul

Edit Compliance Questions X

Compliance Questions

© Required

3. The old Summary page is now called the Requisition page. A new PO Preview tab has been added which

displays the line-item information.

Summary PO Preview Comments Attachments History

Preview PO 1

A. Daigger & Co. - 2 ltems - 19.98 USD
ltem

1 VINYL GLOVE PF SM 100PK 1000CS

"MICROSCOPE, STEREQ ZOOM, BINOC”

4. The ellipsis next to each section gives the
user the opportunity to Show Optional
Fields or Hide Optional Fields. Click the
pencil icon to edit details. This is a one-

time only action when you choose to hide

Catalog No.

JX1118A PK

JX3499F EA

Size/Packaging Unit Price
PK 9.99
EA 9.99

Requisition = 2875766 =

Summary P Freview

General

optional fields, the default is set to show all

fields.

8/24/2021

2020-01-27 Trisbey 01

ripli no value

PO Number
To Be Assigned
Quantity Ext. Price
1PK 9.99
1EA 9.99
Shipping
Hide optional fields
Help

¥
ORin LUInlversiiy

12
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Hide Optional Fields Show Optional Fields
General S General d
Cart Name 2020-01-27 frisbey 01
Description nao value
Urgent Normal

Prepared by Stephanie Frisbey-Roll

Prepared for Stephanie Frisbey-Roll

HR_Person_ID no value

Ad Hoc nao value
Approval (Req)

Buyerlc no value
Origina no value
Requisition

Name

5. The Shipping section can be added or updated by clicking the pencil icon.
@ CURRENT ADDRESS 'D -

Atn: % Stephanie Frisbey-Roll [ Addtomy addresses

Contact Line 2 Ohio University

FI/Rm/Ste: * 2
ss Line 1 West Unian St Office Ctr The current address is listed here.
This section is not displayed if the
Address Line 2 160 West Union St shipping address is not available.
Athens
State OH
Zip Code 45701

Country United States

Use the search box to search for
Search additional Q. | Results PerPage 10 ¥ addresses. The results will be
listed above the search box for ¢

your selection.

* Required fields

8/24/2021 13
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6. What's next for my order? Click this dropdown to view the approval workflow. The View Approvers tab
has been renamed to What’s Next for my order? The current workflow step is highlighted with the
green arrow pointing towards the workflow step.

View Workflow X
What's next for my order?

Wait for Validation

Amuda, Deep Sagar

Funds Available Validation

Wait for Validation

=

Click the Printer icon in the workflow section to see the
s approvals in the current format. Click the openina

Account Approver Missing

new window icon to see the full list of approvals for

Funds Available Validation 2

this order.

Wait for Validation 2

Create PO

Finish

Close
Approvals - 3291495 - Draft Requisition
= Funds Available Validation Wait for Validation Account Approver Missing Funds Available Validation 2 Wait for Validation 2
Submitted
Future Future™ Future™ Future™ Future™ Future™

7. Cost Center and Object Code Sections can be updated by clicking the pencil icon.

Current Ul
Accounting Codes
Account Type Entity Source Org /PTA Entity / Project Source / Task Organization / Task Org Activity/Award
General Ledger 10-100000-250100 10 100000 250100 0000 20
Select from all values Select from all values Select from all values Select from all values. Select from all values Select from all values.
Grants 11003-10-1530105 11003 10 100090 1530105
Select from all values Select from all values Select from all values Select from all values. Select from all values Select from all values.

E Cancel

8/24/2021

(s Create PO

Future™

Function

Select from all values

Split Total 100%

-

Firish

? X

30

70

ecalculate / validate show monetary calculations

14

split

emove

emove

add
split



New Ul

Bobcat BUY User Interface Upgrade 21.2

Accounting Codes

Account Type *

General Ledger

Organization Values

General Ledger - General Ledger

Grants - Grants

* Required fields

8/24/2021

"4

Entity Source Org /PTA * ==

10-100000-250100

D03-10-1530105

Entity / Project * == Source / Task * = Organization / Task Org * == Activity/Award * 2= Function =
10 "4 100000 v 250100 v 0000 Q 20 Q
(!
11003 s 10 "4 100090 v 1530105 "4

your cursor is in the
g Codes sec f yol

von't see all the options
available

e Click the + button to add a split.
e C(Click the diagonal arrow in the Account Type field to select GL or Grants account type.

e C(Click the magnifying glass to open a search box.

Custom Field Search X

Value ~

10-000000-000000

10-000000-100200

10-000000-329020

10-000000-500050

10-000000-520010

10-000000-809999

10-00000N-R3NNNN

° Type a full or partial cost center
to start searching.

Filter

Clear All Filters

° Click on the Filter button to

20 of 4000 Results 20 Per Page
search or press the enter key on your
Description
keyboard.
GENERALIBALANCE SHEET SOURCE|BALANCE +

SHEET ORGANIZATION

° Click the + button to add the
account.

GENERAL|BALANCE SHEET SOURCE|MATH +

GENERAL|BALANCE SHEET SOURCE|CH +
FACILITIES MANAGEMENT

GENERAL|BALANCE SHEET SOURCE|OU PRESS +

GENERAL|BALANCE SHEET SOURCE|LIBRARY +

OPERATIONS

NOT YET MAPPED VPFA +

GFNFRAI IRAI ANCF SHFFT SOLIRCFINIVISION OF -+ M
Cancel

15
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Edit Cost Center X

Accounting Codes

source Org /PTA * : Entity / Project * 3 Source / Task * Organization / Task Org * = Activity/Award * == Function = 5 of Price v
00000-250100 Q 10 v 100000 v 250100 "4 0000 Q 20 Q 30 i
(5.99 USD)
13-10-1530105 Q v 100090 4 1530105 v 70 [}
(13.99 USD)
Split Total 100%
(19.98 USD)
4
* Required fields Save Changes Close

e Be sure to scroll to the right to see all the options available.
e Select the type of split you would like to apply, % of Price or % of Quantity from the drop down.
e After entering the split, click on the check mark to calculate the split amount.

8. A new button called Filter View has been added with the options below:

Each option allows the user to isolate specific

®| = @ Assign Cart . information to review and/or edit.
FILTER VIEW
v/ View All

View Line ltems Only

View General Only

View Shipping Only

View Billing Only

View Cost Center Only

View Object Code Only

View Internal Notes and Attachments Only

View IT Questions Only

View Compliance Questions Only

View External Notes and Attachments Only
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Requisitions Current Ul (Part 2)

Internal Notes and Attachments ?

IT Questions 2 Compliance Questions ?  External Notes and Attachments 7
Internal Note no note edit ‘ Does this cart include the no value ed Does this purchase require A&E |no value ‘ ed ‘ Note to all no note ed
Internal Attachments purchase of technology © Required field & Purchasing Exception? © Required field ¢ Suppliers
Add Attachments (Seftware cloud storage)? Exception requested by? no value Attachments for all suppliers
will thls Pulchase.swre any no value Exception Reason o value T ——
sensitive information? e .
. A&E Justification no value
Will this purchase store data no value .
offsite (cloud service)? A&E Justification no value
Will this service be used by no value
more than 50 students or
members of the public?
Supplier / Line ltem Details 7
For selected line items | Add to Favorites V‘H
BROWN ENTERPRISE SOLUTIONS LLC more info.. Contract no value
PO Number To Be Assigned
Add non-catalog item for this supplier... View/edit by line item.
[The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 7/7/2021 1:29:57 PM
Line(s): 1
Product Description Catalog No Size / Packaging Unit Price Quantity Ext. Price )
1 Hammermill Copy Plus 8.5" x 11" Copy Paper, 20 Ibs., 92 Brightness, 500 Sheets/Ream, 3 Reams/Carton 24422900 T 19.69 3CT se.07usp  OJ edit
(105040) -
Manufacturer Name INTERNATIONAL PAPER Commodity Code 536 Internal Note no note

Manufacturer Part Number 105040 Print Services

Supplier Part Auxiliary ID
more info...

Internal Attachments A

Ht

Add Attachments

8/24/2021
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Requisitions New Ul (Part 2)

Internal N.. & --- IT Questions Compliance Questions ExternalN.. & -+ v

Internal Note Does this cart no value Does this no value Note to all
no value include the © Required purchase © Required Suppliers
purchase of require A&E no value
Internal ;

technology purchasing
Attachments Attachments

(Software,cloud Exception?
Add for all

storage)?)

suppliers

DEA Exp. Date Exception no value Add
no value Will this no value Requested by?

Purchase store Send to Bid
Event Title any sensitive Exception no value no value
no value information? Reason

Event Name Will this no value ARE no value
no value purchase store Justification
data offsite
Event Close (cloud service)? A&E no value
Date Justification
Will this service  no value
he used by
more than 50
students or
members of the
public?

no value

Event Issue
Date
no value

2 ltems

A. Daigger & Co. - 2 Items - 19.98 USD

~ SUPPLIER DETAILS " ADA 620 LAKEVIE : 620 LAKEVIEW PKWY, VERNON HILLS, lllinois 60061-8135 United States

Contract no value PO Number To Be Assigned

Catalog No. Size/Packagi Unit Price Quantity Ext. Price
ng

T VINYL GLOVE PF SM 100PK 1000CS JX1118A PK PK

ITEM DETAILS

UNSPSC 46-18-15-04 Contract: no value Internal Note no value

Internal Add

) .
moreinfo... Commodity 529 / Laboratory/Medical Attachments

Code Equipment & Supplies
External Note no value

Attachments Add
for supplier

e Inthe new Ul the Supplier/Line Item details such as the Manufacturer Name, CAS Number, and Supplier
details have been added from the More info... link in the current Ul. The item details can be expanded
and collapsed by clicking the arrow to the left of the item in the new UL.
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e Line Level actions available:

Override
Ship To
Delivery Options

All Invoices Directed To:
Credit Card Info ‘
Accounting Codes N
Object Code

Remove

Add to Favorites

Move to Another Cart >
Add to Draft Cart or Pending Req/PO >
Add to PO Revision

e C(Click the drop down arrow to see the line item options available.

2 ltems
A. Daigger & Co. - 2 Items - 19.98 USD

~ SUPPLIER DETAILS ™™ ADA 620 LAKEVIE : 620 LAKEVIEW PKWY, VERNON HILLS, lllinois 60061-8135 United States

Contract no value PO Number To Be Assigned
Item Catalog No. Size/Packagi Unit Price Quantity Ext. Price
ng
1 VINYL GLOVE PF SM 100PK 1000CS JX1118A PK PK 9.99 1PK 9.99 RV

8/24/2021

Use the same steps outlined in the Cost
Center and Object Code section above
to apply line item splits to your order.

Add to Favorites

Remove Selected Items

Remove All Iltems

Move to Another Cart >
Add to Draft Cart or Pending Req/PO >
Add to PO Revision

Change Commaodity Code
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Requisition Submission

Requisition Submission Confirmation Current Ul

@ Requisition Submitted

Next Steps

You can view or print this at: Requisition 3289966, or via the Search Requisitions page

+ View Approval Status

+ Search for another item

» View order history

» Check the status of an order
+ Return to your home page

» Create new draft cart

Requisition Summary

Requisition number 3289966 qQuick View
Requisition status Pending

Cart name 2021-07-07 frisbey 01
Requisition date 7/7/2021

Requisition total 19.98 USD

Number of line items 2

Requisition Submission Confirmation Current Ul

Simple Advanced

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

© Requisition 2875766 Submitted

Summary Options
Requisition number 2875766 )
3 Print
Requisition status Pending
Recent orders
Cart name 2020-01-27 frisbey 01
Return to your home page
Requisition date 7/7/2021
Requisition total 19.98 USD

Number of line items 2

e Inthe new Ul the Search field has been added to the top of the Requisition Confirmation screen.
e The Next Steps section has been removed. A new section called Options has been added. This section
includes links to Print, Recent orders, and Return to home page.
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View Workflow

Requisition View Approvals | Comments Attachments | History

- Funds Available Validation Wait for Validation Account Approver Missing Funds Available Validation 2 Wait for Validation 2 [} Create PO .
Submitted——— Future=* — Future™* Future=* — Future™* — Future=* Future™=* —
Future Finish
View approvers View approvers View approvers

Workflow for Submitted Requisitions Current Ul

Workflow for Submitted Requisitions New Ul

-

The biggest changes is that the workflow has
) Submitted changed from a horizontal view to a vertical view.

Stephanie Frisbey-R This is embedded into the Requisition Summary
page.

Funds Available Validation

0 Wait for Validation
The Approvals tab has been removed. Click the
Department Approval Departmental Approval step to see all the approvers
_ in the workflow step.

Deep Sagar Amuda

Close

8/24/2021 21



Bobcat BUY User Interface Upgrade 21.2

Assign and Approve the Requisition

Assign and Approve the Requisition Current Ul

Requisition 'View Approvals Comments Attachments | History
Summary Shipping Billing Cost Center Object Code Supplier Info

General g
Status Pending edit  ShipTo
Department Approval Attn: Michael Pidcock
Submitted 7/7/2021 301 PM g:‘; Lniversity
Cart Name 2021-07-07 amuda 01 FI/Rm/Ste:
Description create a requisition , PO - single item, 29 Park Place
muiltiple quantities, multiple Athens, Ohio 45701
distributions (1 GL account & 1 PA United States

account chosen frem "Grants Project &
Task Test Accounts.docx” split by % of

price) - Test for Grants approval Delivery Options
workflow step (OC-718710) and a Expedite

Assign and Approve the Requisition New Ul

Requisition * 3289994 ~

Department Approval
Attn: Michael Pidcock

Submitted 7/7/2021 3:01 PM Ohio University
Dept
Cart Name 2021-07-07 amuda 01 FIfRm/Ste:
29 Park Place
Description create a requisitien , PQ - single Athens, Ohio 45701
item, multiple quantities, multiple United States

distributions (1 GL account & 1 PA

AcraLnt Ahasan fram "Grante

Summary PO Preview Comments Attachments History
General &$ Shipping &S
Status Pending Ship To

Shipping

Billing

All Invoices Directed To:

Accounts Payables
WUSOC, Room 210

1 Ohio University
Athens, Ohio 45701-2979
United States

Billing Options

Available Actions: | Assign to myself

v|El]|

Billing

"| AllInvoices Directed To:

| edit

Accounts Payables
WUSOC, Room 210
1 Ohio University
Athens, Ohio 45701
United States

Billing Options
Requisition Date
Pay Alone

11
®
n ]

2979

no value
x

®  10f69Results ¥

2 7
Hide value descriptions
?

edit

Total (49,000.00 USD)

Subtotal

What's next?

Workflow

v

49,000.00

49,000.00

U

e Inthe new Ul the Assign to myself action from the drop down has been changed to a Claim button.

Current Ul

Available Actions: | Approve/Complete & Show Next v m
Approve/Complete & 0 o
Approve/Complete Step
Return to Shared Folder
PlaceReq on Hold b2
Return to Requisitioner L
Forward to ... tions
.- | Copy to New Cart N
Billing Add Comment :
[o: Add Notes to History dit
Reject Requisition

8/24/2021
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New Ul

Requisition * 3289994 ~ = @® ™ @ 10f69Results ¥ < > Reject !
Summary PO Pre Approve & Next Approve
Approve Return to Shared Folder
Return to Shared Folder S illi » . v
General 4 Billing K4 PlaceReq on Hold
PlaceReq on Hold Total (49,000.00 USD)
Status Pending e All Invoices Directed To: Return to Requisitioner
Department & Return to Requisitioner
Accounts Payables Subtotal F
orward to ...
Forward fo... WUSOC, Room 210
IS i+ . . IR —
Submitted 7/7/2021 31 Copy to New Cart 1 Ohio University 49,000.00
Athens, Ohio 45701-2979
Cart Name 2021-07-07 Add Comment United States
Description create a req! Add NOIES lo HIStory What's next? e
item, multipl Reject Workflow 2
distributions ! Billing Options v oe

account chosen from "Grants

e Inthe new Ul Requisitions can be approved by clicking one of the Approve and Next options from either
the Approve and Next button at the top right or the Requisition number drop down menu.
e Once the Requisition is approved, the PO Number can be found in the Related Documents section.

Total (500.00 USD) v
Subtotal 500.00
500.00
Related Documents v
Purchase Order: 700664 E

Purchase Orders

You will see the same look and feel applied to the PO section just like in the Requisitions section. Functionality
has not changed.

Current Ul (Part 1)

Orders » Search » PurchaseOrders » Summary- PO 700663
< Back to Results 30f52Results v | € >
PO/Reference No. 700663 Revision 0 9 Available Actions [Add Comment - m
Supplier A DAIGGER AND CO INC
Status | Purchase Order | Revisions PO Approvals Shipments Change Requests Receipts Invoices Comments Attachments History e
Summary = Codes Object Code (=
Hide header Hide value descriptions
General Information ? Shipping Information ? Billing/Payment ?
PO/Reference No. 700663 Ship To | edit | Bill To
Revision No 0 Attn: Michael Pidcock Accounts Payables
Ohio University WUSOC, Room 210
Urgent Normal Dept: 1 Ohio University
Supplier Name A DAIGGER AND CO INC  more info. FI/Rm/Ste: Athens, Ohio 45701-2979
Address 620 LAKEVIEW PKWY 29 Park Place United States
VERNON HILLS, lllinois 60061-8135 Athens, Ohio 45701
United States United States
Supplier Fax No. +1 800-320-7200 BillTo Address Code Billto
Purchase Order Date 7/7/2021 o ShipTo Address Code 103996
Total 550,000.00 Billing Options
Requisition Number 3289751 view | print Requisition Date 11/13/2022
HR_Person_ID 157785 Delivery Options | =t | payment Terms 0, Net 30
Oracle HR Person ID Expedite x i
- ) F.O.B. Destination
Buyerld 157785 Ship Via Best Carrier-Best Way
Michael Pidcock Requested Delivery Date no value
Prevailing Wage x



New Ul

(Part 1)
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Purchase Order *+ 700663 Revision 0 ¥ e

PO/Refe!
No

Revision

Urgent

Supplier

Confirmations

Summary Revisions @

General Information e &$
ence 700663
No 0
Normal
Name  ADAIGGER AND CO INC o
620 LAKEVIEW PKWY

Address

Supplier

No

VERNON HILLS, lllinois 60061-8135
United States

Fax +1 800-320-7200

Shipments Change Requests Receipts
Shipping Information &S -
Ship To

Attn: Michael Pideock
Ohio University

Dept:

FI/Rm/Ste

29 Park Place
Athens, Ohio 45701
United States

ShipTe Address 193996

Code

Delivery Options

X

Best Carrier-Best Way

no value

Invoices @

Comments

Billing/Payment

Bill To

Accounts Payables
WUSOC, Room 210

1 Ohio University

Athens, Ohio 45701-2979
United States

BillTo Address  Billto
Code
Billing Options

11/13/2022
Payment Terms 0, Net 30
FO.B Destination

Attachments

The Supplier name has been moved from the top of the PO summary page.

The Available Actions drop down has been move to the Purchase Order number drop down.

Details

Supplier Status
Sent To Supplier

Supplier

A DAIGGER AND CO INC

Total (550,000.00 USD)

Subtotal

Related Documents

Requisitions: 3289751

Invoices: T0000695

What's next?

3 of 52 Results ¥ < >

v

550,000.00

550,000.00

<

u

v
® Completed

0¥ —

Options

The approvals tab has been removed and added to the What’s Next section on the right side of the

The General Information section has been changed to look like that section on the Requisition page.
The Sipping Information section has been changed to look like that section on the Requisition page.
The Billing Information section has been changed to look like that section on the Requisition page.

Total 550,000.00
Reistion 3289751 v i
HR_Person_ID 157785
1.
2.
were not changed.
Add Comment
Add Notes to History
Cancel PO
Finalize Revision
Create Quantity Receipt
Create Cost Receipt
Print Fax Version
Send Test PO
Soft Close PO
Close PO
3.
screen.
4.
5.
6.
7.

Documents related to the PO, like the Requisition or Invoice are available in the Related Documents
sections. The What’s Next section show the PO Approval workflow just like in the Requisition workflow.

8/24/2021
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Current Ul (Part 2)

Orders » Search » Purchase Orders » Summary - PO 700663

Distribution Information ? Compliance Questions ? Supplier Information ?
Distribution Methods ‘Compliance Questions edit | Supplier Information | edit
This does not create a purchase order that will be sent to the supplier. Does this purchase require NO Contract no value
Fax +1800-320-7200 A&E purchasing Exception? Note to Supplier ne note
Email (HTML Attachment) procurement@ohio.edu Exception Requested by? no value Attachments for supplier
Exception Reason no value
P Add Attachments Size Date
L : A&E Justification no value
Distribution Options A&E Justification no value Non Prefered Vendor no value
Supplier Terms and Conditions 1o value add
Order acceptance instructions  This Purchase Order is subject to Ohio
University's standard Terms and
Conditions which are inc...
more...
Codes ? Object Code ?
Account Type Entity Source Org /PTA Entity / Project Source / Task Organization / Task Activity/Award Function ednt | Object Code
Org 725030
General Ledger 10-100000-100170 10 100000 100170 20 FROCESSIONAL SFRVICES
General Ledger GENERAL|UNRESTRICTEDIHISTORY GENERAL UNRESTRICTED HISTORY UNSPECIFIED UNIVERSITY RESEARCH
View/edit by line item...
View/edit by line item..
 Line Item Details ?
Hide line details For selected line items | Cancel Selected PO Lines v |m|
Add non-catalog item...
Product Description Catalog No Size / Packaging Unit Price Quantity Ext.Price [J
1 v create PO - multiple items, single distribution, req total >$500K and ad hoc approval to risk management, change  N/A EA 5500.00 100EA 550,000.00usD  [J edit
accounting date to FUTURE OPEN period - HEADER LEVEL(VPFA Review - req total >$500K; Req Ad Hoc Approval - S——t
Risk Management) 3» more info..
Taxable v Requisition Number 3289751 view | print
Commodity Code 529 External Note no note
Laboratory/Medical Equipment & Attachments for supplier
Supplies
Add Attachments

Shipping. Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget checking, and workflow approvals. Total 550,000.00 US™
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Distribution Information

Distribution Methods

“

Compliance Questions

Compliance Questions

&£ - Supplier Information

Supplier Information

This does not create a purchase order that will be Does this NO Contract no value
sent to the supplier. purchase
require AEE Note to no value
Fax +1 800-320-7200 purchasing Supplier
Exception?
Attachments Add
Email (HTML procurement@ohio.edu :
2 for supplier
Attachment) Exception no value
Requested by?
9 Y Non Prefered no value
. Vendor
] i Exception no value
Distribution Options
Reason
Supplier Terms  no value
and Conditions  add... ASE no value
Justification
Order This Purchase Order is subject to
Completed
Codes & Object Code #* -~
Details v
Organization / Object Code
Account Type Entity Source Org /PTA Entity / Project  Source / Task Task Org Activity/Award  Function 725030 Supplier Status
PROFESSIONAL SERVICES Sent To Supplier
General Ledger  10-100000-100170 10 100000 100170 0000 20 Supplier
General Ledger GENERALIUNRESTRICTEDIHISTORY GENERAL UNRESTRICTED HISTORY UNSPECIFIED UNIVERSITY A DAIGGER AND CO INC
RESEARCH
— TotaH{E5000000USD v
1 ltem n e S
{ Cramdnbal KE{J' 0000
Status  Item Catalog No. Size/Packagi Unit Price Quantity Ext. Price [ Cancel Selected PO Lines L
ng 5 0,000.00
Add to Favorites
T/ create PO-multiple ltems, single distribution,  N/A EA 5500.00 Qty: 100 EA 550,000.00 =+x/]  Add To Active Cart

req total >$500K and ad hoc approval to risk...

Add to Draft Cart or Pending Req/PO >

~
: =
A ITEM DETAILS [ Add to PO Revision -

Contract no value Requisition Number 3289751 view | print
What's next? ~
axab mal |
Taxable v External Note no value Workflow Status ® Completed
_ Attachments for Add
Commodity Code 529 / Laboratory/Medical Equipment & Supplies supplier Workflow 0 F
=

e The Actions drop down is now only available as a drop down when an item is selected with a check mark
in the box. This is displayed like the Requisition actions.
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The Ul on the Invoice page has been changed to have the same look and feel as the Requisition and PO pages.

Current Ul

Voucher Number
Supplier Invoice No.
Supplier Name

T0000695
E2ETEST 25 21.2
A DAIGGER AND CO INC

Supplier Account No.

Buyer Invoice Approvals Matching Comments Attachments History

Summary Payment Information (For AP use only) Discount, Tax, Shipping & Handling Codes Object Code
Hide header
General (For AP use only) ? Addresses
Invoice Type Invoice | edit | Remit To
Pay Status Scheduled for Payment per Terms 37120 EAGLE WAY

Voucher Number
Supplier Invoice No.
Supplier Name

T0000695
E2ETEST2521.2

A DAIGGER AND CO INC  more info...

United States

Phone 1-847-8165060-

A
CHICAGO, lllinois 60678-1371

Email ohio.ebs.r12@gmail.com

Available Actions [Mark as In Process v | 2]

?
Hide value descriptions

? Note/Attachments

| edit || Description

Internal Note

E2E TEST 25 21.2 upgrade
no note

External Attachments

Size Date
Fax 1-800-3207200- Ado Atachments
Address Id 96110
Invoice Date 7/7/2021 o #dit || 31d Party Address ID 96110 e fntenal Atiachments @ .
Date Invoice Received 07/07/2021 Add Attachments Size Date
Due Date 8/6/2021 y
Terms 0, Net 30 T”T" s Payabl [ edit
" \ccounts Payables
Terms Discount 0.00 USD WUSOC, Room 210
Invoice Name 2021-07-07 jonesw1 01 1 Ohio University
Discount Date no value Athens, Ohio 45701-2979
Ad Hoc Approval (Invoice) no value United States
Buyerld 157785
Michael Pidcock
i ? It ipDil i ?
Prevailing Wage x Payment Information (For AP use only) ? Discount, Tax, Shipping & Handling ?
Accounting Date 7/7/2021 \ edit | Discount, tax, shipping & handling
AP Invoice Ent Wendy J F.0.B. Destination Allocation Weighted e
nvoice tntry ency Jones Payment Method Standard Header-level -—
Match Status Matched Check No. 1o value Terms Discount 0.00 USD = |
Invoice Source Manual herk Nat s walie Discount 0.00 USD
New Ul
Invoice - T0000695 - | o — o ® @
Summary Matching Comments Attachments History
General (For AP use only) 4 Addresses a Note/Attachments K4 v
A DAIGGER AND CO INC v
Invoice Type Invoice Remit To Description E2E TEST 25 21.2 upgrade
Supplier Invoice No. E2ETEST 25 21.2
Internal Note no value
Pay Status Scheduled for Payment per Terms 37120 EAGLE WAY
CHICAGO, lllinois 60678-1371 Total (550,000.00 USD) v
Voucher T0000695
External Add
Number e United States e Attachments @ Subtotal 550,000.00
Email ohio.ebs.ri2@gmail.com Discount 0.00
Supplier Invoice E2E TEST 2521.2 Phone 1-847-8165060- Internal Add
No Fax 1-800-3207200- Attachments Taxt 0.00
Address 1d 96110 Tax? 0.00
Supplier Name A DAIGGER AND CO INC 3rd Party Address ID 96110 .
Shipping 0.00
Bill To Handling 0.00
Invoice Date 77772021
Accounts Payables 550,000.00
,000.
Date Invoice  07/07/2021 WUSOC, Room 210
Received 1 Ohio University
Athens, Ohio 45701-2979
. Related Documents v
Due Date 8/6/2021 United States
Purchase Order: 700663 ﬁ
Terms 0, Net 30
Requisitions: 3289751 ﬁ
Terms Discount  0.00 USD
Invoice Name  2021-07-07 jonesw1 01 Payment Information (For AP use on... & - -~ Discount, Tax, Shipping & Handling &
Discount Date  no value
Accounting 171200 Discount, tax, shipping & handling
Date
Ad Hoc no value Allocation Weighted
Approval F.OB Destination
(Invoice)
Header-level
Payment Standard What's next? v
Buyerld 157785 Method
Michael Pidcock Terms Discount 0.00USD Workflow O =
Check No. no value
Prevailing X Discount 0.00 USD
W .
Wage Check Date no value v Submitted
Tax 1 0.00 USD 7/7/2021 2:06 PM —]
ndy Jones =
Withholding no value
in P Tax 2 0.00 USD
= T
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1. The Supplier Name has been removed from the top portion of the screen, displaying only the Voucher
Number.

2. The Invoice Summary page has been consolidated to one page, removing all the subtabs from the
current Ul. All other tabs have been removed except for Matching, Comments, Attachments, and
History.

3. The Available Actions drop down from the current Ul has been removed and placed in the Invoice
Number drop down.

Current Ul New Ul

Mark as In Process
Mark as Cancelled L.Igﬁ
Resend Invoice

Summary Matching Mark as In Process

Available Actions | Mark as In Process m Invoice * T0000695 ~

Mark as Cancelled

General (For AP use on Resend Invoice

Add Comment

Add Comment
Add Notes to History Invoice Type  Invoice

Add Notes to History

General (For AP use only) section — Ul has been changed and all the fields remain the same.
Addresses section - Ul has been changed and all the fields remain the same.
Note/Attachments - Ul has been changed and all the fields remain the same.

Payment Information (AP Use only) - Ul has been changed and all the fields remain the same.
Discount, Tax, Shipping & Handling — Ul has been changed and all the fields remain the same.

Questions? ‘

For questions contact Finance Customer Care at financecustomercare@ohio.edu.

O N e
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