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Working with a Shopper’s Orders

Section Objectives

At the end of this section, you should be able to:
* View a Shopper’s orders
* Assign an account number to an order
* Approve a Shopper’s order
* Reject a Shopper’s order

* View PR History
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The Shopper Role

A Shopper is another role in the PantherBuy apiiina

While a Shopper can search for items and add tbearshopping cart, a Shopper
cannot enter account number information into tloer

A Shopper cannot submit an order directly to a 8app

Once a Shopper submits an order it is reviewed Dg@artment Buyer. The Buyer
enters the account number information and subimé&otder for approval.

The Shopper role can be very helpful in high volipuechasing areas, and also when
orders are complex and the department buyer migthiven familiar with the items
needed.

The Shopper role is typically popular in areas tlascientific buying.

Department Buyers have the ability to reject a $leos order.
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Working with a Shopper’s Orders

Login to Panther Buy as a Shopper. Enter an ordefor a dry erase board from Garcia
Marketing. Enter a second order for a desktop lamgdrom Target.

1. Navigate to thélomepage

Panther Buy

N — Home

2. Click on Logout

3. Log back intdPantherBuyas a Shopper
* Username - shp#

» Password — password

4. Submit a separate order for each of the follgwiems
« ltem1l
» Supplier — Garcia Marketing (Catalog)
* Dry Erase Board (#6117-4920)
¢ Quantity — 1 @ $184.06
 ltem?2
* Supplier — Target (Punchout)
* Desk lamp (#LEDL557BL)

* Quantity — 1 @ $55.44

5. Log Back into PantherBuy as a Department Buyer
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Working with a Shopper’s Orders — Account Code #issient

6.

Locate the Approvals link in thaction Itemsarea

* Under the Approvals link is a link to the “UnasseginApprovals”
Action Items ?
- My Orders
Requisitions

Returned (1)

Pending (13)

Recently Completed (14)
Purchase Orders

Pending (4)

Recently Completed (14)

- Approvals

Unassigned Approvals
Requisitions (2]

7. Click on the link

8. The two requisitions that you created as a Shopl appear at the top of the list

Assign Substitute

Apply Action to Selected PR(s) [ Assign || 6o
- Dent Med-Office of the Dean (Account Gode Assignment) ?
Results per page |10 ¥ Requisitions Found: 2 4 Page|1 ¥ |of1 b
Requisition No. ¥ Approver & State = Approval PR Date/Time = Requisitioner = Amount =  Action Select
Priority
a
322225 view Not Normal 7/30/2009 10:43 AM Shopper 55.44 USD  As=ign O
Assigned Shopper55
Requisition Name: 2009-07-30 shp55 01 Suppliers: Target Office
Cart Description:
No. of line items: 1
322223 view Not Normal 7/30/2009 10:41 AM Shopper 184.06 USD  Assign O
Assigned Shoppers5
Requisition Name: 2009-07-30 shp55 01 Suppliers: Garcia Marketing
Cart Description:
No. of line items: 1

9.

Select the two requisitions you created by atiglon the check boxes at the end of each
row
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Working with a Shopper’s Orders — Account Code #issient

10. Click in the drop down box and seléssign

Assign Substitute

—> Apply Action to Selected PR(s) | Assign

Results per page | 10 %

Requisition No. ¥
322225 view

Requisition Name:
Cart Description:
No. of line items: 1

322223 view

11. Click onGo.

- Dent Med-Office of the Dean {Account Code Assignment)

2009-07-30 shp55 01

Requisitions Found: 2

Approver = State =~ Approval PR Date/Time = Requisitioner =
Priority
o

Not Normal 7/30/2009 10:43 AM Shopper

Assigned Shopper55
Suppliers: Target Office

Not Normal 7/30/2009 10:41 AM Shopper

Assigned Shoppers5

V| Ge
=
Approve/Complete g
Forward... 1
Place PR On Hold
Add Notes to History  glact

55.44 USD Assign
184.06 USD Assign

12. Your login name will now display as the Apprgvend copies of the requisitions are
placed in theMy PR Approvaldolder. You can take action on the requisitiamsrf the

either folder.

Assign Substitute

~My PR Approvals 4———

Apply Action to Selected PR(s) i.épp__rpv_e_,tfgqrqg_\e_ge_

] fead]

Results per page | 10 7\:_'

Requisition No. =
322225 view

Requisition Name:

Requisitions Found: 1

State = Approval PR Date/Time = Requisitioner =
Priority =
Active Normal

7/30/2009 10:43 AM Shopper Shopper55

Amount =

?
4 Page L;{\uf 1k
Action Select

55.44 USD 2pprove

Requisition No. *

322225 view
Regquisition Name:
Cart Description:
No. of line items: 1

2009-07-30 shp55 01

O
2009-07-30 shp55 01 Suppliers: Target Office
Cart Description:
No. of line items: 1
Assign Substitute Apply Action to Selected PR(s) | A_S_S\_er_ ;_‘ [
- Dent Med-Office of the Dean (Account Code Assignment) ¢
Results per page |10 ¥

Requisitions Found: 1

Approver & State = Approval PR Date/Time = Requisitioner =
Priority
o
Department Assigned Normal 7/30/2009 10:43 AM Shopper
Buyers5 Shopper55

Suppliers: Target Office

£
4 Page|1 ¥ of1 D
Amount = Action Select

55.44 USD
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Working with a Shopper’s Orders — Account Code #issient

13. Click onViewto see the requisition for the Dry Erase Baaud4.06).
14. Go to the Accounting Codes area and clicEdit.

15. Enter the following account number

e 02.49010.6000.00000.000000.00000.00000
16. Click onSave

17. Click in theAvailable Actionsdrop down box at the top right corner of your sore

fyailable Actions: | Approve/Complete Step % | | Go

=
18. SelecApprove/Complete Step

19. Click onGo.
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Working with a Shopper’s Orders — Approving Orders

Action Items ?

- My Orders
Requisitions
Returned (1)
Pending {13}
Recently Completed (14)
Purchase Orders
Pending (4)
Recently Completed (14)

- Approvals
My Assigned Approvals
Requisitions 1)
Unassigned Approvals
Requisitions (1)

20. The requisition will be removed from the depehtAccount Assignmemblder and the
My PR Approvafolder, and will now move into the appropriate @egment folder for
order approval.

21. Open up or scroll to the appropriate Departrf@der associated with the dollar amount
of the order.

. (0.00 — 500.00)

22. Since the order has already been reviewedrenddcount number entered, you do not
need to review the order again.

23. Since the order is not being edited it is rextassary to assign it to yourself.

24. Select the order by checking the box at theadrtlde line.
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Working with a Shopper’s Orders — Approving Orders

25. Selec”pprove/ Completérom the drop down menu and click Go|,

Assign Substituts

Apply Action to Selected PR(s) | Assign v || Go
Assign =
- Department: 49010 {(DENT MED Dean's Office): (0.00 - 500.00) USD 4' AD ,‘D\.E’rcﬂmhte &
. Forward...

Results per page |10 Requisitions Found: 1 Place PR On Hold frb

Requisition No. ¥ Approver & State = Approval PR Date/Time = Requisitioner = |Add Notes to History  plect
Priority
o
322223 view Not Normal 7/30/2009 10:41 AM Shopper 184.06 USD  A=si
Assigned Shoppers5

Reqguisition Name: 2009-07-30 shp55 01 Suppliers: Garcia Marketing

Cart Description:

No. of line items: 1

26. The order is approved and removed from the eyt folder.
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Working with a Shopper’s Orders — Rejecting Orders

Reject a line item in a Shopper’s requisition

27. View the next order awaiting Account Assignment
* lamp from Target Office Product$55.44)

28. Scroll toSupplier/Line Item Details

29. Click in the check box at the end of the litgen

30. Click in the drop down box and sel&#ject Selected Items
31. Click onGo.

Supplier / Line Itemn Details
Hide line details For selected line items | Reject Selected Items ¥| Go

Target Office  more infe... PO Number To Be Ass\gmed
edit by line item...

The items were retrieved from an external supplier site, therefore your ability to edit or view the items in this apphcatmn may be limited. Click this message for more details.
The following lines cannot be accessed on the supplier's website. Click this message for more details.  Line(s):

Product Description

Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 2 LAMP,BANKERS,BRS/BLU € mors info... LEDL557BL EA 55.44 1EA 55.44 USD
Manufacturer Name LED Taxable X Internal attachments
Manufacturer Part Number LEDL557BL Capital Expense x add attachment...
Supplier Part Auxiliary 1D LEDL557BL Commodity Code Facilities Maintenance PO Clauses
more info...

32. Enter a reason for rejecting the line item @iiek on Reject Line Item

Add Note ?
Reject Line Reason
I ordered this item yesterday.|

970 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 i1s accessible from the
History tab of the document.

Rejact Line Item | Cancel |

33. Scroll to the top of the screen. FromAwailable Actiongirop-down box, choose
Approve and Complete Step.

Available Actions: | Approve/Complete Step % || Go

34. Click onGo.
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