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Reviewing and Changing Order Distribution

Information

Standard Form Orders

The buyer is responsible for reviewing the fulfillment address and order distribution method before you submit
your transaction for approval. Please ensure your non-catalog, blanket order, USD/Quote, or software
transaction has the correct order distribution information to properly send your order to the supplier. This will
ensure there are no delays in your order being sent to the supplier once all required approvals have been

made.

Quote Form

a copy of the quote to your order.

DO NOT USE THIS FORM TO PLACE A BLANKET ORDER

Part A. Supplier Information ?

University policy requires the use of contracted suppliers.
Before adding a supplier, you must first check the
contracted supplier list. Low-value, one-time purchases
that are not available from a University contracted
supplier should be obtained by using a University P-card.

If the supplier or service provider is not available in The
PantherExpress System or you need to update payment
or purchasing site information for an existing supplier,
then please go to the PantherExpress Website (Supplier
verification Form) for detailed information regarding
adding a New Supplier, the Supplier Verification Form,
and W-2 or W-8 requirements,

Part B. Details ?

Item/Quote No.: - This is a required field. Enter the item
identification or quote number in this field. If the Quote
Mumber is not known, enter "MN/A" or "Unknown",

Capital Asset

Instructions: This form should be used when you need to place an order using the USD unit of measure. This form should also be used to enter orders based on a quote
received from a supplier. The USD unit of measure is hard coded in the form, and is defaulted to a quantity of one. If you are submitting a quote, it is best practice to attach
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USD/Quote Form ?

Available Actions: | Add and go to Cart

Part A. Supplier Information ?

o
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UPMC  maore info..
select different supplier

Supplier

PITTSBURGH-3: (preferred)
FOREES TOWER

IS DEPARTMENT

ROOM 3024

PITTSBURGH, PA 15213 US

Fulfillment Address

select different fulfillment center

Supplier Phone +1
Distribution
The system will distribute purchase orders using the method(s) indicated below (Do NOT Leave Blank):

Check this box to customize order distribution information. If cXML is selected, that is the suppliers preferred
order delivery method. Do not select any other method.. k]

Fax +1 919-659-6100
Email (HTML Body) O
Manual |
Part B. Details ?
Item/Quote No. 43523452345 I

Product Description Test ltem - This is a test item. ‘

222 characters remaining expand | clear

UsD - US Dollar

Packaging (UCOM)

The fulfillment address and distribution information is located in Part A. Supplier Information.
The numbered flags correspond to information provided below

1. Supplier Information: Supplier

When you select the supplier that will be providing the product(s) needed, the fulfillment address and

distribution information will load.

2. Supplier Information: Fulfillment Address
The fulfillment address is the supplier location where orders are received, processed, and filled. Most suppliers

have multiple fulfillment addresses.
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Example: UPMC has many locations. In the screenshot provided above, the Fulfillment Address is the Forbes
Tower location.

3. Supplier Information: Changing the Fulfillment Address Information

If the fulfillment address shown for the supplier is not correct, you can use the select different fulfillment center
link to pull up a list of all fulfillment addresses for that particular supplier. Use the Select link, to the right of the
correct address, to select the address you wish to use.

@ Wozilla Firefox - m} X
@ @ httpsi/usertest.sdiquest.com/apps/Router/FormSupplierSearchPopup?Tmstmp= 155559982158 e @ ﬁ =
~
Results Per Page Suppliers found: 1 4|Page 10of1[x] ?
b Supplier Name/Address Select
UPMC
MCKEESPORT: FINANCE 1500 5TH AVE MICKEESPORT, PA 15132 US Select
PITTSBURGH-1: 568.1 SCAIFE 200 LOTHROP STREET PITTSBURGH, PA 15213 US Select
PITTSBURGH-10: 442 FALK MED BLDG 3601 FIFTH AVE ATTM: ART DE MATEO PITTSBURGH, PA 15213 US Select
PITTSBURGH-11: ATTN TREASURY DEPT 200 LOTHROP ST PITTSBURGH, PA 13213 US Select
PITTSBURGH-13: THOMAS E STARZL TRANSPLANT INST ATTN: ART DE MATEQ MONTEFIORE 7 SOUTH Select

PITTSBURGH, PA 15213-2582 US
PITTSBURGH-15: MEDICAL MEDIA SERVICES 2300 MCKEE PLACE FIRST FL 200 LOTHROP STREET PITTSBURGH, PA Select

15213 US
PITTSBURGH-16: PO BOX 371980 PITTSBURGH, PA 15250 US Select
PITTSBURGH-17: UPMC/STEELERS STYLE 2008 MEDICAL & HEALTH SCIENCES FOUNDATION FORBES TOWER select

SUITE 8084 PITTSBURGH, PA 15213 US
PITTSBURGH-18: FORBES TOWER 11070 200 LOTHROP STREET PITTSBURGH, PA 15213 US Select
PITTSBURGH-19: BST ROOM 112 200 LOTHROP STREET PITTSBURGH, PA 15213-2582 US Select
PITTSBURGH-2: PO BOX 382007 PITTSBURGH, PA 15250-8007 US Select
PITTSBURGH-20: FORBES TOWER ROOM 6010-A PITTSBURGH, PA 15213 US Select
PITTSBURGH-3: FORBES TOWER IS DEPARTMENT ROOM 3024 PITTSBURGH, PA 15213 US Select
PITTSBURGH-4: DEPT OF SURGERY PO BOX 7533 PITTSBURGH, PA 15213 US Select
PITTSBURGH-42: UPMC CANCER CENTERS OFFICE OF DIRECTOR UPMC CANCER PAVILION PITTSBURGH, PA Select

15232 US
PITTSBURGH-47: 3471 FIFTH AVE SUITE 1200 PITTSBURGH, PA 15213 US Select
PITTSBURGH-48: 3175 E. CARSON STREET PITTSBURGH, PA 15203 US select
PITTSBURGH-S: 200 LOTHROP STREET PITTSBURGH, PA 15213 US Select
PITTSBURGH-50: CORPORATE ACCOUNTING 200 | OTHROP ST FORBES TOWER 704711 PITTSBURGH PA 15213 Select 4

Using the Select Different Fulfillment Center link will open a pop-up window that lists all supplier
addresses. To change the address, use the Select link to the right of the correct address.

4. Supplier Information: Distribution

Distribution is the method and information (Fax, Email) to provide the order to the supplier. Default Distribution
information is tied to the specific Fulfillment Address. Each Fulfillment Address could have a different default
for the distribution information.

Before you send your order to the supplier, review the Distribution information to ensure it is correct. To change
the default, you will check the box to the left of the method; this check mark defines the distribution method to

be used.

A. Fax: If your order needs to be faxed to the supplier ensure the Fax check box is checked and the fax
number listed is correct. You can edit the FAX number, if needed, by typing in the text box for this line.

B. Email (HTM, Body): Ensure the Email check box is checked if your order needs to be emailed to the
supplier. Make sure the email address in this field is correct or edit by typing in the provided text box.

C. Manual: Manual means the purchase order is created in PantherExpress but is then printed and
distributed outside of the system. Select the Manual check box next to this option if you do not want the
purchase order sent by PantherExpress. There is no text entry for this option.

D. cXML: This option sends your purchase order to the supplier electronically, using XML, from the

PantherExpress System to the supplier’s order entry system. This option will appear if the supplier is set
up to receive orders in this format.
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