
eBucs Upgrade:  What’s Changing 

 

Summary of changes 
 

 Homepage, Forms, PunchOuts 
o Very few to no changes 
o Same layout, slightly different aesthetic 
o Layout/Functions of the Forms and PunchOuts have not changed 

 

 Shopping Cart 
o Empty Cart location 
o Create New Cart location 
o Cart Name location 
o “Open Form” symbol  

 

 Draft Requisition  
o Edit button now indicated by pencil icon 
o Layout of the draft requisition has not changed 

 

 Requisition 
o Available Actions drop-down menu location (withdraw requisition, copy to new cart, 

add a comment, etc.)  
o Approvals workflow location  
o Layout of the requisition information has not changed 

 

 Approving a Requisition 

o Available Actions drop-down menu location (approve, reject, return, etc.)  
o Folder containing your pending approvals has not changed 

 

 Comments 
o New symbols for adding, posting and replying to comments on requisitions and 

purchase orders  

 

 Purchase Order 
o Invoices location  
o Invoice payment status location  

o Available Actions drop-down menu location (create quantity receipt, create cost receipt, 

etc.) 
o Layout of the PO information has not changed 

 

 

  



 

Switch between versions: 

  
 

- To toggle between Classic and New Shopping Experience versions of eBucs, click the bubble 

located in the bottom left corner of the screen. 

 

 

eBucs Homepage/Forms & PunchOuts: 

- Other than aesthetic, the eBucs homepage will remain relatively unchanged.   

 

- Forms and PunchOuts will remain where they are currently located.  

 

-  Layouts/functions of the Forms and PunchOuts will remain the same.   

 

- The vertical menu on the left side of the screen & the functions in the top right corner will also 

remain the same.  

  



 

Shopping Cart:  

 

 

A)  

- The Empty Cart and Create New Cart functions are now located under a drop-down menu 

labeled Shopping Cart.  

 

-  You can change the name of your cart on the line to the right of this drop-down menu. 

 

 

B) If you see mistakes in your pricing, quantity, product description, etc. you can open the form by 

clicking the square next to each respective line item.  The form will appear for you to make 

corrections. 

 

 

C) Removing or moving an item from the cart is the same as before.  Select the item by clicking the 

checkbox out from it and use the Actions for Selected Items drop-down menu to carry out the 

function. 

  



Draft Requisition – Inputting information: 

 

- The box on the right side of the screen of the draft requisition will tell you what additional 

information you need to input to place the order. 

 

- To see a list of what information is needed, click the down-arrow out from Correct these issues. 

 

 

- The edit button is now indicated by a pencil icon.  Click the pencil in the respective section to 

change/input information in that section.  

 

- To input the Commodity Code, select the checkbox for the item(s) and use the Actions for 

Selected Items drop-down menu just as before.  Note: most forms default the commodity code 

in for you.  If it does not ask you for one, a commodity code was defaulted in for you.   



Requisition – Available Actions & Approvals Workflow: 

 

- “Available Actions”:  Withdraw Entire Requisition & Copy to New Cart functions are now 

located from a drop-down menu under Requisition on the top left of the document next to the 

requisition number. Click the down-arrow to access the functions.  You can also add a comment 

form here in addition to the Comments tab (see section on Comments for more information).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A) To view the Approvals Workflow, click the down-arrow out from What’s next? located in the 

box on the right of the document.  The workflow will show vertically from the top beginning 

with Budget Auth. 

 

B) Click the 3 dots out form each step and View Approvers to view who the approvers are at that 

step. 



Approving a Requisition – Assign to Myself, Approve/Complete, Reject Requisition: 

 

- As of now, the folder containing your pending approvals will remain in the same location and 

have the same layout. 

 

 
 

- “Available Actions”:  Assign to Myself, Approve/Complete Step, Reject Requisition, Return to 

Requisitioner, etc. functions are now located from a drop-down menu under Requisition on the 

top left of the document next to the requisition number. Click the down-arrow to access the 

functions.   

  



Adding a comment to a Requisition or Purchase Order from Comments tab: 

 

A) To review and/or add comments, click the Comments tab at the top of the document below the 

requisition or PO number.   If there are existing comments, a red badge will indicate how many 

comments are already on the document. 

 

B) To add a comment, click the Plus symbol and a comment field will appear for you to type your 

message. 

 

C) To post your comment, click the Checkmark symbol or click the X symbol to cancel.  

Note: Comments in the upgraded version will still allow you to add recipients.  Recipient’s name must 

be added and checked for them to receive a notification of the comment as before.  You can also still 

add attachments to your comment by clicking Choose File. 

 

 

- You can also reply to an existing comment by clicking the Reply To arrow on the top right of the 

comment. 

 



Purchase Order – Invoices:  

 

- Invoices are now located under Related Documents in the box on the right side of the purchase 

order.   

- Click the down-arrow to show a list of the invoices and the requisition associated with the 

purchase order.  

 

 

- You can click each invoice and it will take you to a new page.  Scroll down and the amount of the 

invoice will be listed in the bottom right corner of the document.  

 

 

 



Invoices – check payment status: 

 
 

- To check the payment status of an invoice, click into the invoice you want to check under 

Related Documents of the purchase order and the payment status will be located in the General 

section of the invoice document.   

 

Purchase Order – Creating Receipts:  

 

 
 

- “Available Actions”:  Create Quantity Receipt & Create Cost Receipt functions are now located 

from a drop-down menu under Purchase Order on the top left of the document next to the PO 

number. Click the down-arrow to access the functions.  You can also add a comment form here 

in addition to the Comments tab (see section on Comments for more information).  

 


