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Various Legends in PantherBuy

Listed below are two different tables. Each tablmdividually labeled with the name of the

page that contains the icons listed below. Besa#h icon is a brief summary of what the icon
means.

LEGEND

v Requisition Approved

=  Requisition Pending Approval

.  Requisition Rejected

4= Requisition Withdrawn

%% Pending, but line item(s) Rejected

v Approved, but line item(s) Rejected
Legend

I Status Requires Attention

v Approved Purchase Order

= Purchase Order Pending Approval

v Rejected Purchase Order

%% Pending, but line item(s) Rejected

v  Approved, but line item(s) Rejected

In the Hosted Catalog Search, sometime there wifymbols that are displayed in the item
description. In order to see what these icons maagou have to do is hover your mouse over
the icon and the information will be displayed ashs

[1-14C]Glycine, 9.25 MBqg, 250 uCi. from GE Healthcare Bio-Sciences 540.00 usc
Part Number CFA30-250uCi EA
5002057 - (GE Healthcare) 1 Add to Cart -
¢S =dd favorits | compare
Product Flags 5 5
S-1 e u . ionine, 270 kBqg, 10 uCi. from GE Healthcare Bio-Sciences 437.00 usc
azardous material
o FA360-10uCi EA
& Radioactive 5002084 - (GE Healthcare) L rnaE
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Example of a Printed PO

Summary - PO PB252073

PO/Reference No.

PB252073

Supplier Fisher Sciantific
General Information Shipping Information Billing/Payment
PO/Reference Ho. PB252073 ship To Bill To
isi Attn: Department BuyerS5 University of Pittsburgh
Revision flo. N Phone: +1 (412) 555-2478 Automatic Payment
Approval Priority Normal Email: dummypb@gmail.com DO NOT INVOICE
Supplier Name Fisher Scientific Reom: 208 Pittsburgh. PA 15260
Craig Hall United States
Address 3970 Johns Creek Court 200 5 Craig 5t
:U'te 500 oA 2004 US Pittsburgh, PA 15260
uvanse,
United States BillTo Address Code Ap
Phona +1 (770) 871-4500
Supplier Fax Na. +1(770) 871-4600 i » ;
Purchase Order Date 7/30/2009 ShipTo Address Code CRAIG
Total 338.00 USD
Requisition Number 322173
Job Number
Contact Information
Ovner Name Department BuyerSs
Ovmer Department Dent Med-Office of the Dean
Ovmner Phone +1(412) 555-2478
Ovner Email pantherbuy@be.pitt.adu
Accounting Codes
Entity Department Sub Code Purpose Project Reference
02 43010 6010 00000 000000 00000
Operating DENT MED Dean's Office Scientific & Clinical Supplies Default-No Value Defzult-No Value
Line Item Details
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1/ Beaker Tongs with Fiberglass-Covered Jaws, Grip 100 to 2000mL Beakers 02622 1/EA 67.60 USD 5EA 338.00 USD
Manufacturer Nzme Fisher Scientific Praducts Group Taxable X Requisition Numbar 322173
Manufacturer Part Number 27883 Capital Expense x PO Clauses
UNSPSC 41-12-24-04 Commedity Code Scientific
Once submitted, the request may be subject to workflow approvals. Please see the PR Approvals link above for more information. Subtotal 338.00
Shipping 0.00
Handling 0.00
Total 338.00 USD
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Favorites

Favorites can be used to identify items that arguently ordered. By setting up Favorites, less
time is spent searching for items that will be oedeagain in the future.

The Favorites navigation menu is used to createritag folders and items.
Items can be moved and copied between folders.
Favorite folders can be edited and deleted.

The Favorites feature is applicalolely to Hosted Catalog suppliers

If a supplier updates prices for catalog items,phees for those items will also
update in Favorites.

Many Punchout suppliers have their own Favoritasuie on their individual
websites.
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Create a Favorites Folder

Create a Favorites folder called Lab Supplies. Addishes and graduated cylinders from
Fisher Scientific to the folder. Select items fronthe folder and put them in a cart.

1. Navigate to th&avoritesscreen

Panther Buy

N  Favorites

Profile | logout 009-07-30 dbt55 01 | 40 item(s), 629.80 USD

catalogho sk~ |
oun e

[Epen] [ (B )

(+) expand all (-) collapse all

= Personal Select a folder on the left to browse favorites.
My Favorites Favorites provides quick access to items saved by you or shared by your organization.

= Shared

Company Forms

2. Click on - My Favaorites

3. Click on

4. Click on the first choiceSubfolder of selected folder

Create New Personal Favorites Sub-Folder 7 X
Name |Dr. Smith's Lab Supplies
Description
254 characters remaining expand | clear
Save I Cancel

5. Enter the Folder Name

Your Namd.ab Supplies

6. Click onSave
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Add Items to a Favorites Folder

7. Return to thélome/Shograge
8. Search for the following item from Rainin Instrant, LLC

Pipet-Lite LTS 24-channel pipette 2-20uL (cat. #20)

Shop Hosted Catalogs |Everything v |400-111p-5g | 6o | advanced search

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

9. Click on theadd favoritelink under the “Add to Cart” button

Profile | logout

Home/Shop

create invoices or credits

Shop Hosted Catalogs |Everything v|[L24-20 || Go | advanced search

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

Results for: Everything : L24-20 Showing 1 - 1 of 1 results BRI
Refine and Filter Search 7 Products per page Eﬁﬁliﬂ Sort hy: |7B§7I;~17&Eh ”ﬂ\ 4 Page I’li\‘ (i e
Add Kaywirds Pipet-Lite LTS 24-channel pipette 2-20 ul from Rainin Instrument, LLC 9.99 uso
Go Part Number L24-20 20microL, EA
4 -3

By Supplier ' Manufacturer Info L24-20 - (RAININ) d__ Add to Cart ¥

Rainin Instrument, LLC (1) _’ add favorite | compare
e — larger image

Mechanical Pipettors (1)

By Packaging UOM
EA (1)

10. A pop-up window will appear where you can ¢dé “ltem Nickname” and select which
folder the item should be added to:

Add To Favorites ?
Step 1: Edit Item Details
Item Nickname Quantity
|Pipet-Lite LTS 24-channel pipette 2-20 ul - For PI J. Smith |

from Rainin Instrument, LLC , Catalog No. L24-20
Add Description

Step 2: Select Destination Folder

= Personal
B My Favorites

----- Dr. Darth Vader's Lab Supplies

i Dr. Smith's Lab Supplies <—

=] Shared

Mo shared folder available..,

Submit I Cancel |
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Add Items to a Favorites Folder

11. Select the appropriate folder and clickSarbmit

Add To Favorites

Product has been successfully added to Favorites

Close

13. Respond to the successfully added messageéckinglonClose
14. Following the above steps, add a second labtibeeyourFavoritesfolder

Magnetic Hang-Ups. 3/pkg. Holds 3 RAININ pipettedipetman. (catalog # HU-
M3)

Home/Shop

create invoices or credits

{ Shop Hosted Catalogs |Everything

V‘ |HU*M3 ‘ Go advanced search

Go to: favorites | quick order

Browse: suppliers | categories | chemicals
Results for: Everything : HU-M3

Showing 1 - 1 of 1 results
Refine and Filter Search ? Products per page | 200 % Sort by:  Best Match v 4 page ofl b 7

Add Keywords "] Magnetic Hang-Ups. 3/pkg. Holds 3 RAININ pipettes or Pipetman. 9.99 =D
I from Rainin Instrument, LLC 3/PK

By Supplier | Part Number HU-M2 ) _ Add to Cart =
Rainin Instrument, LLC (1) Manufacturer Info HU-M3 - (RAININ) add favorite | compare

By Category largar image
Pipet Holders (1)

By Packaging UOM

3/PK (1)
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Select Items from a Favorites Folder

Create a new cart by selecting the two lab items iyjour Favoritesfolder.
15. Click onFavorites(menu bar)

16. Click on " My Favorites

. ----- Dr. Smith's Lab Supplies
17. Click on PP

Your own lab supplies folder

Profile | logaut

Favorites

Favorites

" Dr. Smith's Lab Supplies

(+) expand all {-) collapse all Rartlisperpage| 20 ] Total Praducts 1 3 4 Page[1 ¥]of1 b
= Personal edit | move/copy | delete | add tocart  []
[E- My Favorites sy s
G418 Powder - for PI J. Smith from Gemini Bio-Products 9.99us0
Dr. Darth Vader's Lab Supplies & g y sg, EA
Dr. Smith's Lab Supplias (cell Media Supplements) _|:|1 Add to Cart
edit | move/copy | delete
= Shared
Company Forms | Magnetic Hang-Ups for pipettes - Needed for Res. 1. Jones from Rainin Instrument, LLC 9.99 usp ¥
Part Number HU-M3 3/PK
Manufacturer Info HU-M3 - (RAININ) [x Add to Cart

=dit | move/copy | delete

larger image

Pipet-Lite LTS 24-channel pipette 2-20 ul - For PI 1. Smith from Rzinin Instrument, LLC 9.99 u=o ]
] Part Number L 20microl, EA

Manufac [ Add to Cart

=dit | mave/capy | delata

larger image

18. Select the 24-channel pipette and magnetic-bpsand click on thAdd to Cartbutton
for each item.

19. Note the message under each item
Results per page Total Praducts + 3 < Page of1 [

edit | move/copy | delete | add to cart D

G418 Powder - for PI 1. Smith from Gemini Bio-Products 9.99 usD

O
Part Number 400-111F (5g) 5g, EA
Manufacturer Info 400-111P (5g) - (Cell Media Supplements) Md_'bn '(;,rt
edit | move/copy | delete
.| Magnetic Hang-Ups for pipettes - Needed for Res. L. Jones from Rainin Instrument, LLC 9.99 usp ]
i Part Number HU-M3 3/PK
Manufacturer Info HU-M3 - (RAININ) 1 ]| addtetart
=dit | move/copy | delsts
|1 item(s) added, view cart |
largerimage
Pipet-Lite LTS 24-channel pipette 2-20 uL - For PI J. Smith from Rainin Instrument, LLC 9.99 uso O
j Bart Number 0 20microl, EA
& . Manufacturer Info 24-20 - (RAININ) 1_| Add to Cart
- edit | move/copy | delete
I_I item{s) added, view cart I
larger image
20. Click onCarts(menu bar)
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Select Items from a Favorites Folder

21. Complete the order by adding Ship-to and Actmformation

Salk-1128
02.49010.6010

22. Submit the requisition

Note: Once a Favorites Folder is created, you cantadasito the Favorites folder at the
same time you are adding the item to your cartceQmu find the item, click on treedd

favoritelink, and thermAdd to Cart
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Remove Items from a Favorites Folder

23. Items can be deleted fronfravoritesfolder. To delete an entire folder delete andradl

items in the folder, simply highlight the appropeidolder and click on th
button. A confirmation will appear, click on OK tomplete the deletion of the folder.

24. Click onFavorites

25. Click on the folder name

26. Click on thaleletelink under the “Add to Cart” button for the iterysu wish to remove
from the folder.

°¥ select Draft Cart or Add Item tg Cart]

er55  Profile | logout

Favorites

Hom op Favaorites
s Ciwoveicony | [gpelets| || pr. Smith’s Lab Supplies
(+) expand all (-) collapse all Results per page EZD - Total Products ¢ 3 4 Page|1 ¥ af1 b

= Personal edit | move/copy | delete | add to cart [

[=t My Favorites

- Dr. Darth Vader's Lab Supplies G418 Powder - for PI 1. Smith from Gemini Bio-Products 9.99 =0

Part Number 400-111P (5g) Sg, EA
Manufacturer Info 400-111P (5g) - (Cell Media Supplements) !’1 Add to Cart

B Or. Smith's Lab Supplies

= Shared

Company Forms
| Magnetic Hang-Ups for pipettes - Needed for Res. I. Jones 9.99 uso ]
f n Instrume

from Rain ent, LLC 3/PK
HU-M3 |1 ‘ Add to Cart
HU-M3 - (RAININ) edit | move/copy | delete

I Pipet-Lite LTS 24-channel pipette 2-20 uL - For PI J. Smith 9.99 uso [
’ from Rainin Instrument, LLC 20microL, EA
. part Numb 124-20 L adrocan |
¥ . » 28-7 (BATN o
Manufacturer Info L24-20 - (RAINIM) edit | move/capy | delete

|arger image

27. You will then be prompted to confirm the dedetof the item

Magnetic Hanf 0 P
Z i mlnm-:lrlternet..-a'-.
from Rainin Ing .

Part Number
Manufacturer

ger image ———____*[ oK ] [ Cancel ]

Pipet-Lite LTS-=z= . T
from Rainin Instrument, LLC

EI es. I. Jones

3) Click OK to delete the Favorite Ttem(s)

ot PI J. Smith

&

28. Simply click the OK button to confirm deletion
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Move or Copy an Item Between Folders

29. Click onFavorites
30. Click on the folder that has the items you widike to move or copy

31. Click on thenove/copyink for the item(s) you are moving or copying

32. Expand the folders under “My Favorites” byking on the folder name, this will show all
folders that are listed under that heading
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Move or Copy an Item Between Folders

33. Choose the folder that you would like to mowgicthe selected item to and then click on
either the or button

34. A confirmation will appear, click thélosebutton to return to the application
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