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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 procurement process which links authorized University 
of Pittsburgh purchasers to contracted suppliers.  The University uses this system to streamline 
the process of purchasing goods. 

·  Purchaser selects goods from an online catalog of selected suppliers or the purchaser 
punches out to a supplier’s customized University of Pittsburgh website. 

·  Purchaser creates a requisition to request the purchase of the selected goods. 

·  Requisitions are automatically and electronically routed for approval. 

·  Approved requisitions are then transmitted electronically to suppliers for fulfillment. 

·  University pays suppliers automatically without the need 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 most items. 

·  Automated invoicing, therefore no discrepancies that result in a NOID. 
 

Purchasing Policy 

Please note the following purchasing policy: 

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

When contracted suppliers are not available for a particular commodity or service, University 
purchasers must follow the University’s competitive bidding requirements (see Policy 05-02-16), or 
directed or sole-source purchase justification requirements (see Policy 05-02-17). 

When the contracted supplier and product are available on the Internet Procurement (Panther Buy) 
System, all University units are required to utilize the Internet Procurement (Panther Buy) System to 
execute the purchase transaction. 
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PantherBuy Suppliers 
Currently, the system gives you access to products from 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 (formerly 
Amersham Biosciences)* 

Sanyo Commercials Solutions 

Gemini Bio-Products Sarstedt Inc. 

GovConnection* Scott Electric 

Grainger* Sigma Aldrich* 

Hewlett-Packard* Smart Solutions Technologies 

Integrated DNA Technologies* Spectrum Chemicals & Lab 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 first time, follow the directions below: 

1. Open your Web browser. 

2. Type the following URL into the Address box. 

·  https://solutions.sciquest.com/org/pittsburgh 

 

3. Enter User Name & Password. 

·  Username – assigned Username 

·  Password – assigned Password 

4. Click Go. 

NOTE:  Once you login you will be prompted to change your password.  

NOTE: If a password is forgotten, there is a link on the PantherBuy homepage to 
retrieve a lost password. 
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Changing Passwords 

Changing Passwords when you know your current password 

1. Click on Profile  

2. Click on  

 

3. Enter the Old (current) Password 

4. Enter a new password 

5. Confirm the new password 

6. Click on Change Password 

Password Rules 

·  Minimum of 7 characters 

·  Can be alphabetic or numeric 

·  Case sensitive – can be upper case, lower case, or mixed case 

·  Expires every 45 days 
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Changing Passwords 

Changing Passwords when you don’t know your current password 

 

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

·   Click on Profile 

2. Enter a question and answer that the system can prompt you with, if you forget your 
password. 

3. Click on Save. 

4. When you forget your password… 

5. From the Login screen click the Forgot your Password? link 
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Changing Passwords 

6. Enter your Username and Email Address 

7. Click on Go 

 

8. Instructions for changing your password will be sent to your email address  

 



   

 Copyright University of Pittsburgh. All rights reserved.  

Department Buyer User Guide  Introduction to Panther Buy 
7/31/09 Chapter 1 - Page 9  

Changing Passwords 

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

 

10. Answer the security question, then enter and retype the new password 

 

11. Click on Go 

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 follow the next steps: 

1. Click and drag the icon from the Address line to the desktop. 

 

2. Right click on the icon. 

 

3. Select the Rename option. 

4. Change the name to PantherBuy by typing over the highlighted text. 

 

5. Press Enter 

6. In the future, double click on this icon for easy access to PantherBuy. 
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Logging In (Training) 

Logging In (Training) 

To access PantherBuy training, follow the directions below: 

1. 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 

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

2.  Cart Summary – The upper right corner displays a summary of the shopping cart.  Click this 
shortcut to go directly to the cart page where cart details can be reviewed & updated. 

3.  Navigation Tabs – Located across the top of the application, allows you to go to different 
screens. 

4.  PantherBuy News – Bulletin board area that displays messages for the Panther Buy 
community. 

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

6.  Hosted Catalog / “Shop-at-the-Top” Search Area – Contains options for searching for 
supplier items available from the Hosted Catalog Suppliers. 

7.  Punchout Supplier - Punchout allows you to access suppliers’ websites, search for 
products, and return them to the shopping cart in PantherBuy. 

8.  Supplier Showcase - The Supplier Showcase is featured across the top of the home page.  
Each supplier in the showcase displays an icon which allows users to access a hosted catalog 
or punchout.  The Supplier Showcase is intended to highlight suppliers you may not be 
familiar with in PantherBuy, diversity suppliers, new suppliers added to the system, and to 
make it easy for you to search for products.   
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Search Methods 

Search Methods 

 

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

If you would like to expand the search options, simply click on the “advanced search” link 

next to the  button. 

 

There are various ways in which you can search for items in PantherBuy.   Depending on the 
information known about the required product, one or more of the following methods can be 
used. 

·  Search by Description – e.g., product description, supplier name, catalog number. 

·  Browse by Supplier – filter results to those from a specific supplier. 

·  Browse by Category – View all items from all suppliers for a specific commodity. 

·  Quick Order  – If an exact catalog number is entered, Quick Order automatically adds 
the item to the cart without the user having to add the item manually. 

·  Chemical Resource – chemical products are found using chemical structures drawn 
by the user. 
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Search Methods 
Try several methods to search for an overhead projector. 

1. Navigate to the Home/Shop tab. 

PantherBuy 

N �  Home/Shop 

 

 
 

2. First, perform a simple search. 

3. Enter “overhead projector” in the text field at the “Shop-at-the-Top.” 

4. Click on Go. 

5. What are your results? 

6. Next perform an advanced search for overhead projector in the Exact Phrase field 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 words will only list products that include all the words entered in the 
search field.  

·  Any of these words will include products containing any of the words entered. 

·  Exact phrase will return results with products containing the exact words (including 
spaces & punctuation) in the order entered in the search field. 

9. Search by a Supplier Name and Product Description 

·  Smart Solutions Technology (can enter partial supplier name; is not case-sensitive) 

·  Exact Phrase  “overhead projector” 

10. Did this narrow down your results? 

11. Do a final search by searching on a specific Catalog number. 

·  V1002 
-  Note:  You can also search for a product via a catalog no. using the Search for 

fields at the top right corner of your screen 

 

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

 

Note:   

·  Since Roche Diagnostics (a catalog supplier) is in the Supplier Showcase, you can also 
search by clicking on Roche’s icon and then searching by product description, catalog 
#, or by browsing categories. 

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

Browse by Supplier 

13. Select the Browse by Supplier option  

·  Select Smart Solutions Technology 

14. Click on for Printing & Photographic & Audio & Visual 
Equipment 

 

15. Scroll through the results 

16. Filter your results by a specific Category 

17. Locate the “By Category” filter on the left hand side under the Refine and Filter Search 
area. Click on the link to filter the search results 

18. Click on the “show all”  link in the filter area, this will display all of the various 
subcategories 

   

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

Browse by Category 

20. Click on Browse by Category; Select Electronics. 

 

 

21. Click on View for Printing & Photographic & Audio & Visual Equipment 

22. Filter by Supplier by selecting the supplier name from the Refine and Filter Search area. 

 

23. View your results. 
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Search Methods 

 

Search Tips 

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

·  Select Browse by Category or Browse by Supplier to locate a product when you don’t 
have a catalog number. 

·  Searching by descriptive text or catalog numbers, or Browsing by Category or 
Supplier will only show you results from Hosted Catalog vendors. This search does 
not include the Punchout suppliers. 

·  To search for products from a Punchout supplier, you must first punchout to that 
supplier’s website. 

·  The Chemicals search feature can be used to search for commercially available 
chemical products using chemical structures.  Please refer to the Shopper’s Quick 
Reference Guide for instructions on using this feature. 
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Setting up Ship-to Locations 

Ship-To locations can be set up as part of the user’s personal 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 the “Nick Name” field. 

 

4. Click on Search 

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

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

 

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

8. Click on Save.  The address will be added to the list of available Shipping 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 on Select Addresses for Profile. 

 

3. Enter the standard building abbreviation 

·  Salk 

4. Click on Search 

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 – Dr. Miller’s lab. 

8. Click on Save. 

9. The new address will be added to list of available Shipping Addresses. 

 

 


