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Approving Orders in PantherBuy

Section Objectives
At the end of this section, you should be able to:
Understand different approval levels
Navigate to thé\ction Itemsarea to view pending approvals
View Department Folders for requisitions pendingrapal
Assign pending requisitions to self
Approve pending requisitions
Modify requisitions
Reject requisition line items
Returning orders to requistioners
Forwarding pending requisitions to another approver
Assign aSubstitute Approveor an extended absence

Check the status of orders after action has bd@mtay an approver
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Approving Orders in PantherBuy — Approval Levels

Approval Levels

Department Buyers

Department Buyers in PantherBuy can have threeréifit levels of dollar spending: $0, $500,
and $5000.

If they have a $0 spending limit, every order pthedll require approval.

If they have a $500 spending limit, they can plaaers up to $500 without approval,
however, if that buyer places an order that is @580, it will require approval.

If the buyer has a $5000 spending limit, they miag@ orders up to $5000 without
approval, however, any order over $5000 will regipproval.

Approvers

Approvals in PantherBuy will occur at a departmlerel. There are three tiers of Approvers.
Each department must have at least one personvapgiat each level. Those levels are: $0-
$500, $500.01-$5000, and $5000.01 and above.

An approver at the $0-$500 level will see ALL orsleequiring approval from $0 up
to $500.

For example, if a buyer who has $0 approval placesrder for $350, it will go
to the approver(s) who are listed in the $0-$50@ea Once an approver at this
level has approved the order, it will go to theden

An approver at the $500.01-$5000 level will see Alrders requiring approval
greater than $500.01 up to $5000.

For example, if a buyer who has either $0 or $58fr@val places an order for
$1000, it will go to the approver(s) who are listedhe $500.01-$5000 range.
Once an approver at this level has approved ther pitdvill go to the vendor.

An approver at the $5000.01 and above level wél AEL orders greater than
$5000.01.

For example, if any buyer, regardless of dollarrapgl level, places an order for
$10000, it will go to the approver(s) who are liste the $5000.01 and above
range. Once an approver at this level has apprtineedrder, it will go to
Purchasing Services for further approval.
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Approving Orders in PantherBuy — Approval Levels

OK-to-Pay

The final approval setting is the $5000 OK—to-Pestfire. As per University policy, purchase
orders over $5000 are not to be paid until the $uer@ released by the department placing the
order. Every departmeMUST have at least one designated $5000 OK-to-Pay Appro

This person can be either a department buyer approver who is at the $5000 level. Orders
over $5000 will automatically go to the OK-to-Pajder and an email will be sent to the
appropriate Approver(s) that there is an order pgn@K-to-Pay.

The OK-to-Pay Approver will receive only one enraijarding the order. This email will
arrive when the order is received by the suppWénen the product arrives on campus, the
person who receives the order should inform thégdesed Approver and they can release the
funds in PantherBuy.

For example, Supplier Management places an ordé&6%w00 worth of computers. After
this order has gone through all the approvalsjlitog sent to the vendor. The oraeitl
not, however, be paid until Supplier Management rexeihe computers and their
designated OK-to-Pay Approver goes into Pantherdd/completes the OK-to-Pay step.

IMPORTANT NOTES

Each department MUST have at least one persorchtaggproval level.

An approver can be listed at one, two or all tHexels of approval.

For example, if Andrew Smith wants to be able tprape all orders in his
department that require approval, he can be planal three levels.

Each approval level can have multiple people listethat level.

For example, if Supplier Management wants to haveet people approving
orders at the $0-$500 level, two at the $500.018%36vel, and one at the
$5000.01 and above level, this is possible.

If your department has multiple approvers listedrat level, then any approvals that
fall into that level will be placed into a sharadder in theReviewsection of the
Home page.

For example, a buyer with $0 approval in Suppliemsigement places an order
for $350. This order will go into a shared folder &pproval. If Supplier
Management has three approvers at the $0-$50Q Ewebne of those three
approvers will have access to the folder to viewdify and approve the order. It
will only require the approval of one of the appso.

All orders over $5000 will go to Purchasing Sersiedter departmental approval.

Every department must have at least one Approvier a$5000 level to serve as their
OK-to-Pay approver.

If you are unsure what your approval limit is, @eaontact your department
administrator. If he/she does not know, pleaseamtriPantherBuy via email.
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Approving Orders in PantherBuy — Assign/Approve

Navigating to and Reviewing Requisitions

Locate the area on the home page labelétttion Items This is where all requisitions
which are pending approval will appear.

1. Logout as the Department Buyer.
2. Log back in as the designated Approver.
app#

password
3. Navigate to théction Itemssection on the Home Page.

PantherBuy

N  Home/Shop Action ltems

/ Profile | logout
Home/Shop
HomefShop 5 A able |

Sl Catalog No. (SKU) +
yabi

create invoices or credits

Shop Hosted Catalogs | Everything VH || Go | advanced search

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

Showcased Suppliers

PantherBuy News
by
Please dick one of the below links to Bp&‘ln!’@m JEMD &.'onLah?

see each news item

Upgrades to PantherBuy |

Internet Explorer 8 | Shop Punch-Outs <
Bio-Rad | Lab Supplies
Upgrades to PantherBuy ® e & e IDT @mitrogen ‘ il - ‘

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 Promega e ——————" bty ol
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 e TARGET
webpage, www.pantherbuy.pitt.edu | || 7

DEBE Supplier

MRO/Facilities

Action Items ‘— ?
Reguisitions - Pending (1)

- Approvals

My Assigned Approvals ERnitire

Requisitions (1) ‘

Unassigned Approvals ﬂvn.‘nnm
Requisitions (10)

WOrkstae
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Approving Orders in PantherBuy — Assign/Approve

L A als . . L .
Note: Clicking on th tab in the main navigation bar is another

way to access requisitions awaiting approval.

Note: The'My Orders” and “Approvals” will always be viewable in the Review area. .

4. Under the Action Items, approvers can selebeeidssigned or unassigned requisitions
and/or purchase orders to view and approve.

Action Items

- My Orders

Requisitions - Pending (1)

|—Apprnva|5 I
My Assigned Appruvals*_
Requisitions {1}
Unassigned Approvals
Requisitions {10)
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Approving Orders in PantherBuy — Assign/Approve

requisition purchase order | requisition outbox | purchase order outbox
+ Click to filter requisitions i
Show r ition details ‘
Assign Substitute Apply Action to Selected PR(s) | Approve/Complete : Go
- My PR Approvals 7
Results per page | 10 -V Requisitions Found: 1 < Page 1_\" of 1 b
Requisition No. > State = Approval PR Date/Time = Requisitioner = Amount & Action Select
Priority =
224504 view Active Normal 7/24/2008 6:45 PM Approver Approverss 594.00 USD approve [
Assign Substitute Apply Action to Selected PR(s) :'Agsggrr! :. Go
- Department: 49010 {DENT MED Dean's Office): (500.01 - 5,000.00) USD | 9]
Results per page | 10 7*" Requisitions Found: 2 4 Page |1 M| of 1 I
Reguisition No, ¥ Approver & State = Approval PR Date/Time < Requisitioner < Amount =  Action Select
Priority
o
321847 view Not MNormal 7/29/2009 4:01 PM Department 2,100.68 USD  Assign |l
Assigned Buyer55
321845 view Not Normal 7/28/2009 4:00 PM Department 711.84 USD Aassign 0
Assigned Buyers5
Assign Substitute Apply Action to Selected PR(s)fAﬁ_swg__rj_ | [5a
- Department: 49010 (DENT MED Dean's Office): (5,000.01 - *) USD I 7
Results per page |10 ¥ Requisitions Found: 1 < Page|l ¥|of1 P
Requisition No. > Approver = State = Approval PR Date/Time = Requisitioner = Amount =~  Action Select
Priority
a
321861 wiew Not Normal 7/29/2009 4:09 PM Department 5,875.81 USD As=ign O
Assigned Buyer55

To view more details about the requisitions pendipgroval (i.e. cart name, vendor,
number of line items) click on tf 3"e requisition details i ot the top of the

Approvals Tab.

Any orders waiting to be approved will appear ia thwer portion of the page and
will be divided into folders based on the apprdesakl. The approver in the above
screen shot has level two ($500.01 - $5000) arel kavee (over $5000.01) approval

limits.

To look at a requisition prior to assigning / appng an order, click oWiewnext to

the requisition number.

- Since the only detail about the orders that isleésis the Total Amount of the
order, if the Requisition number is not known, klan Viewto find the order

to be approved.
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Approving Orders in PantherBuy — Assign/Approve

5. Locate the requisitioto be approved.
Video equipment from VWR @ $2100.68

You can also locate your requisition via the retfoiser name

- Department: 49010 {DENT MED Dean's Office): (500.01 - 5,000.00) USD ?
Results per page Requisitions Found: 2 4 Page |1 #[of 1 I
Requisition No. ¥ Approver = State = Approval PR Date/Time < Requisitioner = Amount = | Action | Select
Priority il
S
321847 view Not Normal 7/29/2009 4:01 PM Department 2,100.68 USD| Assign O
Assigned Buyerss

6. Click on Assign in the Action column.

The Requisition will automatically move to the MiRApprovals folder.

7. View the order to make sure it is correct.

Scroll to the top of the page and sel&pprove/Completérom the drop down menu.

ft C.

Catalog Mo, {SKU)
unts |

Approvals Pre

requisition purchase order | requisition outbox | purchas

_> Available Actions: | Approve/Complete Step v || &o

Requisition ” PR &pprovals H PO Preview ” Comments H Hlstnryl
Summary Shipping | Billing | Accounting Codes | Internal Maotes and Attachments | Supplier Info | Taxes/S&H E
Hide header Hide value descriptions
General 7 Shipping ? Billing ?
Status 2 pending Ship To Bill To
Department Approval (Approver Attn: Department Buyerss University of Pittsburgh
Approver 55) Phone: +1 (412) 555-2478 Automatic Payment
Submitted 7/29/2009 4:01 PM Email: dummypb@gmail.com DO NOT INVOICE
Room: 659 Pittsburgh, PA 15260
Requisition Name 2009-07-29 dbt55 01 Salk Hall United States
Description 3501 Terrace Street
Prepared by Department Buyer55 E'ttfb;rsgth«tpﬁ‘ 15261
Department Dent Med-Office of the Dean nited States Viev/edit by lins item...
Approval Priority Normal
View/edit by line item...

8. CIickﬂ. The order has been approved.

9. Once approved, the order is assigned a PO #eamtdo the supplier.
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Approving Orders in PantherBuy — Modify

Modify the order for the radioactive materials by changing the account number. Orders
mustbe assigned to yourself before you can modify them

1. Navigate to thépprovalstab in the menu.
PantherBuy
N  Home/Shop Approvals

2. Locate the order to be approved.

This order will be the only order left in the folder orders between $500.01 - $5000.

3. Click onAssign,

Assign Substitute Apply Action to Selected PR(s) [ Assign ¥ Go

- Department: 49010 {DENT MED Dean's Office): (500.01 - 5,000.00) USD

Results per page | 10 ¥

Requisitions Found: 1

?

4 Page |1 ¥|of1 [

Requisition No. ¥ Approver = State ~ Approval PR Date/Time = Requisitioner = Amount = |Action| Select
Priority O
2
321845 view Not Normal 7/29/2009 4:00 PM Department 711.84 USD || Assign O
Assignead Buyer55

The Requisitionwill automatically move tc| My PR Approvals

screen.

at the top of the

4. SelecWView.

TheRequisitionwill open and all fields will now be editable.

5 Go tOthEl Accounting Codes |

Click on [edit],
Change the account n0.@2.49010.6010.00000.000000.00000.

ASSIGN your account code here:
Sub Code

6010 00000

Select from all values... Select from all values...

section.

Entity
05

Select from profile values...
Clear selected value...

Department Reference add split

49010

Clear selacted value...

Purpose Project

002691

Select from all values...

00000

Select from all values...

Save cancel

Click on 52ve |,
7. SelectApprove/Complete Stémpm the drop down menu.
Available Actions: | Approve/Complete Step ¥ | o
8. Click onﬂ to complete the approval process.

Once an order is approved and completed, the systomatically returns to the
approvals page.
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Approving Orders in PantherBuy — Reject

Reject the order for the overhead projector and matrized screens.

1. Navigate to thépprovalspage
2. Locate the order that is over $5000.

Assign the order.

W

Click onView

o

Scroll to the line items.

6. Select each item to reject by clicking on thg Abthe end of the line.

Supplier / Line Item Details ¢
Hide line details »Fur selected line items | Reject Selected Items v Go
SMART Solutions Technology mor= info... PO Number To Be Assigned
View/edit by line iter...
Product Description Catalog No Size f Packaging Unit Price Quantity Ext. Price
1 Z Motorized Projection Screen, 96" x 96"  more info... Access E 1 1,658.07 1EA 1,658.07 USD
104006 EA
Manufacturer Name Draper Taxable 4 Internal attachments
Manufacturer Part Number 104008 Capital Expense x add attachment...
UNSPSC 45-11-16-03 Commodity Code Audio visual PO Clauses
more info...
2  Motorized projection Screen, 79" x 140", HDTV  more info... Access E 1 1,703.87 2EA 3,407.74 USD
104023 EA
Manufacturer Name Draper Taxable X Internal attachments
Manufacturer Part Number 104023 Capital Expense x add attachment...
UNSPSC 45-11-16-03 Commodity Code Audio Visual PO Clauses
meore info...
3 7 overhead Projector  more info... V4002 1 270.00 3EA 810.00 USD
EA
Manufacturer Name Vutec Taxable x Internal attachments
Manufacturer Part Number V4002 Capital Expense x add attachment...
UNSPSC 45-11-16-07 Commodity Code Audio Visual PO Clauses
more info...
Supplier subtotal 5,875.81

In order to reject an entire multi-line order, yowst select each line in the order and
reject it.

A rejected order cannot be modified Once an order is rejected, if it needs modified,
you must copy the original order to a new cart.

This can be done by selecting the items still waiated selecting\dd to Active Cart
from the drop down menu in ti&ipplier/Line Item Detailsection.
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Approving Orders in PantherBuy — Reject

7. Scroll to the top of th Supplier / Line Item Details _

8. SelecReject Selected Itermfrom the drop down menu.

For selected line items | Reject Selected Items w E

9. Click on.&al.

10. After clicking onGo, a new window will pop up.

Add Mote ?

Reject Line Reason
Items no longer needed)|

577 characters remaining expand | clear

Maximum allowed characters are 1000

Characters beyond the limit are not saved, i.e., the note is
truncated. Once the note is attached, it is accessible from the
History tab of the document.

Reject Line Item | Cancel |

11. In the text field enter the reason for rejegtime order. Then click on the

Reject Line Item | button.

When items are rejected, they remain in the ordér aPending, but line item(s)

T
Rejectedcon % in front of the item description.
12. Scroll up to théwvailable Actionsdrop down menu.

13. Select Approve/Complete Step.

14. Click onﬂl. The rejected order is complete.

15 .When an order is rejected, the department baysiopper will receive an email
notification. An example of this notification follvs on the next page.
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Approving Orders in PantherBuy — Reject
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Approving Orders in PantherBuy — Return Order to
Requisitioner

Returning the order to the requisitioner is a way b return the order without rejecting it.
This can be used when an approver would like to hava different account number placed
on the order.

1. Navigate to th@&pprovalspage

2. Locate the order.

Assign the order.

W

Click onView.

5. Review the order.

6. Notice that the wrong account number was usddcaerds corrected.

7. Scroll to the top of the page and to the “Aval#sActions” drop down menu.

8. SelecReturn to Requisitioner.

9. Click on the button.
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Approving Orders in PantherBuy — Return Order to
Requisitioner

10. A pop-up window will appear to asking to lisé reason that the order is being returned.

11. The requisitioner will then receive an ematiifiyong them that their order has been
returned.

12. The returned requisition will appear underukersAction Itemssection.
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Approving Orders in PantherBuy — Return Order to
Requisitioner

13. Once the user has pulled the returned requnsitp, there are multiple ways that the
individual can check to see why the requisition wetarned:

Through theCommentstab

Through theHistory tab

14. Once the order is corrected, it can be subthéseusual.
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Approving Orders in PantherBuy — Forwarding PR(S)

There may be instances where an approver mayd$dbabagh another individual is a more
appropriate approver for a particular request.s Tianction is provided so that tRequisition
may be sent to a different approver for review.

A user can forward a requisition(s) awaiting ap@tpeither before or after assigning the
requisition to oneself.

1.

- In either case, the steps to forward the PR(s¢ éine same.

Navigate to the Approvals page.

PantherBuy

N  Home/Shop Approvals

Select the order(s) that are to be forwardeahtither approver.
Click on the box at the end of the line for eadjuisition to forward.

Selecforward from the drop down menu.

Click on theGo button.
A new window will pop up.
Enter the last name of the person to forward”iReo.

Note: You will only be able to find a person who gsprover Status in the PantherBuy
system. You cannot forward a requisition to a D&pant Buyer or a Shopper.

Click onSearch

Select the correct user by clicking the radio buttext to their name.

Click on the button.
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Approving Orders in PantherBuy — Forwarding PR(S)

7. After selecting the user, the window will disappand you will be taken back into
PantherBuy. A pop up window will have appeared.

8. Enter a note for the selected approver.

9. Click on theForward button to send the PR(S).
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Approving Orders in PantherBuy — Assigning a Suliste

NOTE: Please contact the PantherBuy Team at least 2 ilegdvance in order to
Assign a Substitute for your arepantherbuy@bc.pitt.edu

Assigning a Substitute can be very useful in thenéthat an Approver is absent for an
extended period of time or on vacation and doehawee access to the application. This
function allows an Approver to designate anothgrayer as their substitute. Substitutes are
able to review documents routed to the originakapgr.

NOTE: Substitutes can be assigned to any folder tehwtiie original user has access.

EXAMPLE: Approver Smith of the Pathology Departmengoing on vacation and is going to
assign two of his department PantherBuy approwetssasubstitutes. Judy Miller is
responsible for orders between $0 up to $500, akd Blart is responsible for orders between
$500.01 up to $5000.

Judy Miller will now see the Department folder faders between $0 up to $500 in her
Review pane on the PantherBuy Home Page.

Likewise, Jake Hart will now see the Departmendéolfor orders between $500.01 up to
$5000 in his Review pane.

1. Navigate to the Approvals Page

PantherBuy

N  Home/Shop Approvals

2. If you are an Approver with different approvalders, choose the folder that you will
assign to a substitute.

3. Click on theAssign Substitutink.
This link is located on the upper left-hand sidehaf folder title.

4. Enter in the last name of the user who will gigned as the substitute.
5. Click onSearch

6. Select the correct user if more than one usgeas.
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Approving Orders in PantherBuy — Assigning a Suliste

7. Click on theChoose Selected Uskutton.

8. The Substitute’s name will appear above the érdithme.

9. To end a Substitute’s assignment, click onBhd Substitutioink next to their name.
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Approving Orders in PantherBuy — Checking the Statu

Check the status of the orders as a Department Bug.e
1. Logout as the Approver.

2. Log in as the Department Buyer again
3. Go to theHistory tab.
4. Click onMy Requisitions
Look over the status of your requisitions.
Take note of the icons und8tatus
Here are some of the possible status icons youseayindeMy Requisitions

5. Now click onMy Purchase Orders
What are the differences between this view andéehaisitions view?
Has theWorkflow Statu®een completed?

Listed below are the various icons users may erteounder théVorkflow Statusn My
Purchase Orders

Note: Be aware that you will not be able to View/Chéuk status of a requisition that you did
not place yourself. If you are an Account Assigryeu will not be able to access the
requisition submitted by a shopper to get the P@bmar. If you are an Approver, you will
not be able to get the PO number from an ordemyay have approved. Only the person
who placed the order will be able to see this imfation.
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Approving Orders in PantherBuy — Checking the Statu

View a note on a rejected order:
1. Click on theHistory tab or theCommentsab

2. Click onMy Requisitions

3. Click on the requisition # of the order that bagn rejected

4. Once the requisition is opened up, click onHistory tab.

5. Notice in this example the line items were regddy the approver because the items were
no longer needed.
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