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Introduction to PantherBuy

Section Objectives

At the end of this section, you should be able to:
Log in to Panther Buy
Update your password
Navigate the Panther Buy Home Page
Search for supplier products by various methods

Set-up personal Ship-To locations
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PantherBuy Features

The PantherBuy system is a web-based procuremec¢ss which links authorized University
of Pittsburgh purchasers to contracted suppliétge University uses this system to streamline
the process of purchasing goods.

Purchaser selects goods from an online catalogle€t®d suppliers or the purchaser
punches out to a supplier’s customized UniverditRitisburgh website.

Purchaser creates a requisition to request thénpsecof the selected goods.
Requisitions are automatically and electronicatiyted for approval.
Approved requisitions are then transmitted electally to suppliers for fulfillment.

University pays suppliers automatically without theed of an invoice.

System features include:
Ease of use.
Simplified approval process.
Access to many University contracted suppliers.
University discounted contract pricing.
Next day delivery and no freight charges on mashs.

Automated invoicing, therefore no discrepancies tasult in a NOID.

Purchasing Policy
Please note the following purchasing policy:

All University units are required to use Universityntracted suppliers, when available, to purchase
goods and services. A listing of these supplemovided at
http://www.bc.pitt.edu/purchasing/downloads/arCamgf. pdf.

When contracted suppliers are not available foragtipular commaodity or service, University
purchasers must follow the University’s competitigiding requirements (see Policy 05-02-16), or
directed or sole-source purchase justification regunents (see Policy 05-02-17).

When the contracted supplier and product are avd@an the Internet Procurement (Panther Buy)
System, all University units are required to uélthe Internet Procurement (Panther Buy) System to
execute the purchase transaction.
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PantherBuy Suppliers

Currently, the system gives you access to produmts the following suppliers: (Asterisk indicates a

Punchout Supplier)

Agilent Technologies

Life Science Products, Inc.

Apple Inc.*

Miltenyi Biotec

Bio-Rad Laboratories

MP Biomedicals, LLC

CDW-G*

New Brunswick Scientific

Cell Signaling Technology

New England Biolabs

Centre Business Products

Office Depot*

Cosh Healthcare

Penn Oxygen & Supply Company

Dell*

Perkin-Elmer Life & Analytical Sciences

Dormont Appliance

Physician Sales and Service

EMD Chemicals

Promega*

Fisher Scientific*

Qiagen*

Franklin Interiors*

Rainin Instrument

Garcia Marketing

Roche Applied Science

GE HealthCare Bio-Sciences (former
Amersham Biosciences)*

ySanyo Commercials Solutions

Gemini Bio-Products

Sarstedt Inc.

GovConnection*

Scott Electric

Grainger*

Sigma Aldrich*

Hewlett-Packard*

Smart Solutions Technologies

Integrated DNA Technologies*

Spectrum Chemicalsab [Products

Invitrogen* T.R. Last
ISC BioExpress Target*
Knoll/Workscape* USB Corp.

Laboratory Product Sales*

Valley National Gas

Lenovo*(IBM PC Division)

Van Dyk Business

**FOR THE MOST UPDATED LIST OF SUPPLIERS, PLEASE GO TO:
WWW.PANTHERBUY.PITT.EDU
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Logging in to PantherBuy

Logging In (Production)
To access PantherBuy in your office for the finste, follow the directions below:

1. Open your Web browser.

2. Type the following URL into the Address box.

https://solutions.sciqguest.com/org/pittsburgh

Panther: Hie » SciQuest Applications

3‘ Version 9.2

User Name | 1

Password | __:I [Eo |

"Forg ot your Fasswurl:i?

Mote: User Name and Password are case-sensitive.

3. Enter User Name & Password.
Username — assigned Username
Password — assigned Password

4. Click Go.

NOTE: Once you login you will be prompted to chamgour password.

NOTE: If a password is forgotten, there is a linkndhe PantherBuy homepage to
retrieve a lost password.

Copyright University of Pittsburgh. All rights reserved.

Department Buyer User Guide Introduction to Panther Buy
7/31/09 Chapter 1 - Page 5



Changing Passwords

Changing Passwords when you know your current passwd

1. Click onProfile Department Buyer55 Profile | logout

2 Click on Change Password |

Change Password - User: dbt55 ( Department Buyer55 ) | ?

Passwords are case sensitive. The minimum password length is 7
alphanumeric characters.

Old Password ||-|||-||--|||- |

New Password lesssscss |

Confirm New Password |"...... |

| Change Password I

3. Enter the Old (current) Password
4. Enter a new password
5. Confirm the new password

6. Click onChange Password

Password Rules
Minimum of 7 characters
Can be alphabetic or numeric
Case sensitive — can be upper case, lower cas@xed case

Expires every 45 days
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Changing Passwords

Changing Passwords when you don’t know your currenpassword

User Settings H Purchasing ” Permissions ” Hlstury‘

Department

User Name

Question
Answer

Confirm Answer

User Identification | Personal Settings | Roles | Department Permissions | Email Preferences | Navigation Setup I
First Name
Phone Number ‘1 |412 |555-2478 | |Cnuntry Code, Area, Phone Number, Extension
+1(412) 555-2478
E-mail Address

Please enter a question and answer that we can prompt you with should you ever forget yvour password.

Dent Med-Office of the Dean

dbt55

Dad's Nickname?
save

1. The first time you login to the application ckegour profile User Settings.

Click on Profile

2. Enter a question and answer that the systerprcanpt you with, if you forget your

password.

3. Click onSave.

4. When you forget your password...

5. From the Login screen click tk®rgot your Passwordfink

Panther! vy

SciQuest Applications
Version 9.2

User Name [gpts5 [

Password| _|

i—'orgot your Password':_'

MNote: User Name and Password are case-sensitive.
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Changing Passwords

6. Enter youtdsernameandEmail Address

7. Click onGo

panther@&?¢: Reset Password SciQuest APplications
@ Version 9.2

User Name dbtss

""" orieiemoeew w e s s ww e o oo Emall Address pantherbuy@bc.pitt.edu

Please enter your user name and the email
stored in your user profile. These are case
sensitive.

An email with instructions on how to chanae your
password will be sent once the values entered
are validated.

8. Instructions for changing your password willdemt to your email address

Pdﬂth&rﬁ?ﬁ?‘: Reset Password SciQuest A?plfcations
¢ Version 9.2

Your request has been submitted.
Please check the inbox of the email address provided for instructions on how to change your password.
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Changing Passwords

9. View the email and click on the link to finisésetting your password

From: support@sciguest.com Sent:  Fri 7/25/2008 3:11 PM
To: Pantherbuy

Ca

Subject: PASSWORD RESET REQUEST

Jpl

Re: PASSWORD RESET REQUEST

Dear Department Buyer55,

You are receiving this message because you have requested to reset your password. You have completed the first step, which is to validate your user
identity. The next step is to provide and confirm your new password. Please click on the link below or copy and paste it into your browser in order to

finish resetting your password:

https://usertest.sciquest.com/apps/Router/ResetPassword?Action=auth3&0rgName=PittsburghTrain&Username=dbt55&Ticket=HmacSHA1%
231NCDf47v%23VvWPUta99)%2FkG%2 FseXDx0L11803c%30&Tmstmp=1217013041030966

Please contact your SelectSite Support Team with questions or for any further information.

PantherBuy@be.pitt.edu

Support Team Contact Infermation:
The University of Pittshurgh

Thank You,

10. Answer the security question, then enter atypesthe new password

Panthe

': Reset Password SciQuest Applications

Version 9.2

o s

Please enter the answer to the security question entered in yvour profile.

Security Question Favorite Hockey Team
Answer

New Password

Retype New Password [,eessses|

11. Click onGo

12. You will be logged into PantherBuy
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Put a PantherBuy Icon on the Desktop

To put an icon on your desktop for PantherBuy feltbe next steps:

1. Click and drag the icon from the Address linéht® desktop.

£ | https: f{solutions. sciquest. com/apps/Router Login?Orghame =Pittsburgh &URL = b

2. Right click on the icon.

2|

Login

3. Select th&kenameoption.

4. Change the name RantherBuyby typing over the highlighted text.

s

Panther Buy

5. Presgnter

6. Inthe future, double click on this icon for gatcess to PantherBuy.
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Logging In (Training)

Logging In (Training)

To access PantherBuy training, follow the directibelow:

=

Click on the PantherBuy training icon

2. Enter your assigned Username

dbt#

3. Enter Password

password

4. You should be at the PantherBuy Home Page
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PantherBuy Home Page

r55__ profils

| logout

create invoices or credits

[ Shop Hosted Catalogs |Everything il | Go advanced search ]
Go to: favorites | quick order  Browse: suppliers | categories | chemicals
Showcased Suppliers < { 8 £
//V PantherBuy News
iy
Please dick one of the below links to BF'&!‘EN,!;Q! EMD bB.e'oLab:;
see each news item
Upgrades to PantherBuy |
Internet Explorer 8 | shop Punch-Outs €
Bio-Rad | Lab Supplies
Upgrades to PantherBuy [G1o =N [ 1IDT @ Invitrogen ‘ | A ‘ ‘ o ‘
On July 27, 2009, PantherBuy will be
upgraded to the 9.2 version of the
SciQuest software. This upgrade will o
affect the user interface, product o e S e
searching and order placement. New
features will also be available for
Approvers. Please visit the PantherBuy Office/Computer
Website for more information:
http:/ /www.pantherbuy.pitt.edu “ @ m
Questions? Email us at
pantherbuy@bc.pitt.edu or visit our _ TARGET
webpage, www.pantherbuy.pitt.edu | || == 0 ‘Sw‘;m
MRO/Facilities

Action Ttems
- My Orders

Requisitions

Pending (6)

Recently Completed {3)

Purchase Orders Furniture

Pending (3)

Recently Completed (4) i |

v Workscape

1. User Information - In the upper left corner, information about therusalisplayed within a
boxed area. In this box is the user’'s name, atbrtke user’s profile & the log out link.

2. Cart Summary —-The upper right corner displays a summary of ttogping cart. Click this
shortcut to go directly to the cart page where datails can be reviewed & updated.

3. Navigation Tabs- Located across the top of the application, algau to go to different
screens.

4. PantherBuy News- Bulletin board area that displays messages @oPtnther Buy
community.

5. Action Items- Contains items for notification as well as iteraquiring review and/or
approval.

6. Hosted Catalog / “Shop-at-the-Top” Search AreaContains options for searching for
supplier items available from the Hosted Catalogdiars.

7. Punchout Supplier Punchout allows you to access suppliers’ webssessi,ch for
products, and return them to the shopping caraintierBuy.

8. Supplier ShowcaseFhe Supplier Showcase is featured across the tdpediome page.
Each supplier in the showcase displays an iconmdliows users to access a hosted catalog
or punchout. The Supplier Showcase is intenddugiolight suppliers you may not be
familiar with in PantherBuy, diversity suppliergw suppliers added to the system, and to
make it easy for you to search for products.
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Search Methods

Search Methods

[ Shop Hosted Catalogs |Everything v Go | advanced search

Go to: favorites | quick order  Browse: suppliers | categories | chemicals

This is the new Hosted Catalog / “Shop-at-the-T8parch Area. In the text box, users can
enter in a product description, catalog numberpbepname, SKU, etc. into this text field and
the results will then be displayed.

If you would like to expand the search options,@inclick on the*advanced search’link

Go
next to the button.
Advanced Search |Everything v simple search...
Find Resulis That Have:
All of These Words Supplier Name
Part Number (SKU) Manufacturer Name

Other Options

Include similar terms [] Exclude Words

Exact Phrase Any of These Words

Search change preferences

Go to: favorites | quick order  Browse: suppliers | categories | chemicals

There are various ways in which you can searcitéars in PantherBuy. Depending on the
information known about the required product, onenore of the following methods can be
used.

Search by Description— e.g., product description, supplier name, cgtalamber.
Browse by Supplier— filter results to those from a specific supplier
Browse by Category— View all items from all suppliers for a speciiommodity.

Quick Order — If an exact catalog number is entered, QuickeDaditomatically adds
the item to the cart without the user having to emitem manually.

Chemical Resource -€hemical products are found using chemical strestdrawn
by the user.
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Search Methods

Try several methods to search for an overhead progor.
1. Navigate to thélome/Shopab.

PantherBuy
N  Home/Shop

First, perform a simple search.

Enter “overhead projector” in the text fieldtla¢ “Shop-at-the-Top.”
Click onGo.

What are your results?

o a0 bk w D

Next perform amadvanced searcfor overhead projector in thexact Phrasdield located
under the “Other Options” section.

7. How do your results differ?
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Search Methods

8. Note the following:

All of these wordsvill only list products that include all the wordatered in the
search field.

Any of these wordwill include products containing any of the wortgered.

Exact phrasewill return results with products containing theet words (including
spaces & punctuation) in the order entered in daech field.

9. Search by a Supplier Name and Product Desaniptio
Smart Solutions Technology (can enter partial Sepplame; is not case-sensitive)
Exact Phrase“overhead projector”

10. Did this narrow down your results?

11. Do a final search by searching on a specifialGg number.

V1002
- Note: You can also search for a product via alegtao. using th&earch for
fields at the top right corner of your screen

12. The more information you have about a prodesypecially a catalog no., the easier your
search will be!

Note:

Since Roche Diagnostics (a catalog supplier) thénSupplier Showcase, you can also
search by clicking on Roche’s icon and then seagchy product description, catalog
#, or by browsing categories.

If a featured supplier is a Punchout Supplier katig on the supplier’s icon will take
you to their website.
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Search Methods

Browse by Supplier

13.

14.

15.
16.
17.

18.

Select th®&rowse by Supplieoption
Select Smart Solutions Technology

Click on for Printing & Photographic & Audio & Visual
Equipment

Scroll through the results
Filter your results by a specific Category

Locate the “By Category” filter on the left ltaside under thRefine and Filter Search
area Click on the link to filter the search results

Click on thé'show all” link in the filter area, this will display all @ahe various
subcategories

19. Click on the “more...” link; click on the “Projaon screens or displays” link
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Search Methods

Browse by Category

20. Click onBrowse by CategoryselectElectronics.

21. Click onViewfor Printing & Photographic & Audio & Visual Equipent

22. Filter by Supplier by selecting the suppliemesfrom theRefine and Filter Searchrea.

23. View your results.
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Search Methods

Search Tips

The most direct method for searching is via a ogtaumber. If you have up-to-date
supplier catalogs, locate the product in the paptalog to get the catalog number
before searching for it in PantherBuy.

SelectBrowse by Categorgr Browse by Supplieio locate a product when you don’t
have a catalog number.

Searching by descriptive text or catalog numbar8rowsing by Category or
Supplier will only show you results from Hosted &lag vendors. This seardoes
not include the Punchout suppliers.

To search for products from a Punchout suppliew, yaist first punchout to that
supplier's website.

The Chemicals search feature can be used to searcbmmercially available
chemical products using chemical structures. Rleafer to the Shopper’s Quick
Reference Guide for instructions on using thisueat
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Setting up Ship-to Locations

Ship-To locations can be set up as part of the ussmpersonal profile. Set up a ship-to
location.

1.

Navigate to Addresses screen.

Panther Buy

N  Profile Purchasing Addresses

2. Click on

3. Enter your standard building abbreviation in‘theek Name” field.

4. Click onSearch

5. Click on the radio button to select the address.

6. Add the room number to the address and clictherDefault checkbox if this address will
serve as the default ship-to.

7. Also, you can change the Nickname to somethiagerdescriptive, e.g. Salk-Susan’s
office. This is important, especially if you haweiltiple ship-to addresses within the same
building.

8. Click onSave.The address will be added to the list of avail&hgping addresses.
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Lab 1. Setting up Ship-to Locations

1. Set-up a second ship-to location.
It will be for 440 Salk Hall.

Edit the name field to read Salk-Dr. Miller’s lab.
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Lab 1 Solutions: Setting up Ship-to Locations

1. Navigate to the Addresses screen

Panther Buy
N  Profile Purchasing Addresses

2. Click onSelect Addresses for Profile

3. Enter the standard building abbreviation

Salk
4. Click onSearch

5. Click on the radio button to select the address
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Lab 1 Solutions: Setting up Ship-to Locations

6. Add the room number to the address

440
7. Edit the address name by calling it Salk — Ditldvls lab.
8. Click onSave

9. The new address will be added to list of avédl&hipping Addresses.
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