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Procure to Pay
9.2 PantherSoft Financials

The Procure to Pay process begins with submitting a Requisition for goods/services in PantherSoft via the eProcurement navigation. There are
TWO ways to shop for goods and services. The first, and the option you will want to ALWAYS choose first, is through the myFlUmarket and use
the supplier’s catalogs. These vendors and all the items in their catalogs have been pre-approved for FIU purchasing. Your turn around time for
ordering the goods will be much faster. When your Requisition is approved it will source right to a Purchase Order.

When what you are shopping for is not available in myFlUmarket, then use “Special Requests — Create a Non-Catalog Request’. Enter all the
required information into a blank Requisition form — the item, supplier, accounting, etc.. After it's been approved, the requisition automatically
routes to a buyer to be sourced to a Purchase Order.

Once the goods/services are received, the department must create the Receipt in PantherSoft.

If a department receives Invoices from the supplier, they should be forwarded to Accounts Payable in a timely manner so the supplier can be paid.

myFlUmarket}=
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Al ~ Search & Advanced Search | Signout

2] New Window (2) Help D‘Persuna\\zapaga
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2—Click myFIlUmarket

When creating a requisition ALWAYS search
the myFlUmarket first.
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Kelly Lo, CPM.
Director of Purchasing

Purchasing Services

1—Banner - User Profile, Action ltems, Notifications, Shopping Cart, Quick Search Option

2—Navigation Bar - Hover your mouse over each of the buttons to access a fly-out menu

3—Shop —Search the market suppliers

4—Message Area— messages from the Purchasing Department g@
enherSeds

5—Product Showcase— quick links for supplier catalogs




Launch directly to the supplier’'s website by choosing a Supplier’s button (#5). Or use the Shop field (#3) to search all of the sup-
plier’s sites for items. In this example we used the Shop field to lookup “paper towels”:

myF I U m a r kEE y her ¥ | ¥ | Action Item: Notifications | ™

W Shop | Shopping = Shopping Home »  Product Seard

Select Order From Supplier next to the item
you want and you will be re-directed to the
supplier's website

Shop Everything - bapertowels m

Go'to: advanced search | favorites | quick order Browse: suppliers | categories | contracts

Results for: Everything : paper towels

Showing 1 - 20 of 197 Results

Add Keywords ?  Results PerPage 20 ~ Sort by: Best Match -
[ Go | Paper Towel Roll Centerpull White PK6 from Grainger
Part Number 40092
L Manufacturer Info 44500 - (GEORGIA-PACIFIC) add favorite | compare
Filter Results ?
By Product Flag largerimage
Green (41) B Towal Di [ poll & Qudor from Sunalior =

NOTE* The exact steps to creating a shopping cart will vary with each supplier’s website. The basic steps are - add items to your
shopping cart and then view the cart to checkout or submit. The items you selected will transfer into PantherSoft and myFIUmarket .

FIU Financials

Al ~ Search Home | it | Addio Favorites Sign out
Favorites MainMenu > eProcurement > Requisition

Roary Panther ¥ | ¢ | Action Items | Notifications | W 14580USD | Q. ~
myFIlUmarket}~
e e

W Shop My Carts and Orders ~ Open My Active Shopping Cart +

o R

o B Shopping Cart ¢ Continue Shopping 1tem(s) for 3 total of 145.80 so

You can give the cart aname thatis  emm——_—_pGy oG e ) e—— T

descriptive of what it contains. sclect Al E1

or

Have you made changes? | Update | & | @ Help | | Emptycart |
Then click “Proceed To Checkout’ R | Grainger more néc.

The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 8/5/2015 1:53:38 PM
Proceed to Checkout ‘ a1

Product Description

Perform an action on (0 items sel

Unit Price  Quantity Total []
‘“’X::g‘;‘ﬂ‘;: White Core Dia. 3 In. Sheets per Roll 200 Sheet Size 13-14 x 9 In. Uses Dispenser 145.80 Usn 1 14580us0
. Mfr. No. 54050 Package Quantity 6 ¢ EA

Part Number 4C)92
Manufacturer Info 44500 - (GEORGIA-PACIFIC)
NIGP Code 73560

™ Shop My Cartsand Orders  Open My Active Shopping Cart

Place Or

. 4) Go to Express Checkout ) Return to sh rt 4 Continue Shoppin:
Click “Place Order’ e OTaes 0 to Express Checkou eturn to shopping ca ‘ontinue Shoppin

D All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

.. . . Cart| PO Preview Comments (1) Attachments History
Finish the Review & Submit page to
Summary  Supplier Info a 1
Complete the Order (page 3) Hide header Hide value description:
General 2
Cart Name 2015-05-29 Lab Supplies
Description
Requested Delivery Date
prepared by Roary Panther
Prepared for Shari McEwen
Supplier / Line Item Details 2
Hide line details For selected line items Add To Favorites M o |
Grainger moreinfo, Contract i
PO Number To Be Assigned

View/edit by line item
The item(s) in this group was retrieved from the supplier's website. What does this mean?
Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 5/29/2015 8:50:16 AM
Line(s): 1.2.3
Need to make changes? MODIFY ITEMS | VIEW ITEMS  Item(s) was retrieved on: 8/5/2015 10:37:36 AM
Line(s): 4
Product Deseription Size / Packaging UnitPrice  Quantity  Ext.Price [

1 Inverter Generator Rated Watts 1600 Surge Watts 2000 Engine Brand Honda Voltage 120 16.7 Amps EA 1,360.00 1EA 136000usD [

Breaker Yes Engine Size 98.5¢c 4 hr. Run Time Full Load 6.2 hr. Run Time 12 Load Sound Level dB 53

W) PansticSege




Review & Submit

Favorites | Main Menu > eProcurement > Requisition

Checkout - Review and Submit o

Review the item information and submit the req for approval.

s
7" My Preference: Requisition Settings

Summary

Business Unit |FIUO1 Florida International Univ Requisition Name [

Requester | 1111111 Panther, Roary Priority Medium ~
*Currency |USD

Cart Summary: Total Amount 91.08 USD
Expand lines to review shipping and accounting details

["4}" Add More ltems

Requisition Lines (2)

Line Description Item ID Supplier Quantity uom Price Total Details Comments Delete
(9 1 @ ‘White Core Dia. 3 In. Sheets W W GRAINGER INDUSTRIAL 2.0000 Each 455400 91.08 O Add @
SUPPLY
@}d All/ Deselect All Select lines to: [ Add to Favorites Q8 Add to Template(s) [l Delete Selected 9’

Total Amount 91.08 USD

Shipping Summary

& Editfor All Lines

R check Buaget

# Save & submit @ saveforLater [ AddNore tems | 68 Preview Approvals

1—Requisition Settings—Ship To & Accounting information can be updated for the entire requisition by clicking on Requisition Settings

2—Note Ship To & Accounting can be adjusted at the Line-Level by clicking on the gray triangle next to the line selection box
3—Details—Allows users to note details like: buyer info, Amount Only, RFQ

Save & Submit the requisition when finished. This triggers approval workflow. Be sure to Check Budget after submitting. Budget
Checking before submitting the requisition will result in an error.




Sgecial Reguests -Create a Non-Catalog Request

To request a non-market item, choose “Special Requests — Create a Non-Catalog Request’. Enter all the required information into a blank
Requisition form — the item, supplier, accounting, etc.. After it's been approved, the requisition automatically routes to a buyer to be sourced to a
Purchase Order.

1—After logging into PantherSoft Financials,
navigate to eProcurement -> Requisition

All ~* Search QAd'-;‘EnIZE‘EI Search
Favorites Main Menu > eProcurement > Requisition _

2—Click Special Requests

Create Requisition 2
When creating a requisition ALWAYS search

the myFIUmarket first. Welcome  Panther, Roary @ Home

Ve My Preferences Requisity

Request Options > Search Al M

Enter search criteria or select from the
menu on the right to begin creating your
requisition

Webh
Browse Supplier Websites

orequest

myFlumarket

Favorites : Main Menu > eProcurement > Requisition

Create Requisition 2 @j
Welcome  Panther, Roary Home ¥ MyPreferences 38 Requisiion Setings | OLines

Request Options W Search Al - Search Advanced Search

All Request Options Special Requests -

Web Enter information about the non-catalog item you would like to order:
myFlUmarket Item Details
@, “item Description |
Special Requests -’ P
-~ *Price *Currency  |USD
o (- 3 *Quantity @, “Unit of Measure @,
‘) ?‘ “Category @ Due Date [

1— Complete all of the required fields Supplier

o o *Supplier ID @,
—
= D_', *Supplier Name QJ Suggest New Supplier

Supplier Item ID
2—Click Add To Cart. Another blank Cre-

ate Requisition page will open to add addi- Manufacturer

tional items to the cart. The items can be Mfg ID @,
seen in the cart at the top of the screen. Manufacturer

3—Click Checkout when ready to complete. Mg ltem 1D

Additional Information

(Bl

Finish the Review & Submit page to
complete the order (page 3).

[ sendto Supplier [T Show at Receipt [T Show at Voucher

Reguest Hew [tem

[CIRequest New Item A notification will be sentto a buyer regarding this new item request.

@l Addto Cart '




e
Receiving

As soon as the goods/services are received, a Receipt should be completed in PantherSoft using the Purchase Order number. The original
invoices must be sent to Accounts Payable. Finalizing the Three Way Matching—Purchase Order, Receipt and Invoice—is mandatory in order

for a supplier to be paid.

Favovritts : Main'Menu > ePrqu'rement > Receive Ttems

1—Navigate to eProcurement -> Manage Receipts
Receive Items. Search Criteria
. ) Received Date From |07/13/2015 5] To(08/12/2015 [5) Show Status Received//Open -
2—Click Add New Receipt.
Business Unit [FIU0T |Gy Receipt ID Ship To
. PO Unit G Receiving
3—Click Add. A | Seach  Clea
" Add New Receipt Process Receipts In Manage Return To Supplier
Business Unit:  |Flup1 @, I
Receipt Number: [NEXT

PO Receipt

Add |

1—Clear all of the search criteria except PO~ [*°t Purehase Order
Search Criteria

Unit FIUO1 o" PO Unit [FIUO1 Q @ Days +- Today
D @, Start Date B
o) Line / Schedule 1 9 End Date )
2—Click Search to view a list of open pur- Reisnse U | A, Supplier Lootup
tem ID @ Supplier Item ID Y
chase orders 9 Ship To Y Manufacturer I @
Ship Via @ Manufacturer's item ID | @

3—Select the purchase order to be received

Retrieve Open PO Schedules

4—Click OK

Shipping Related More Details
PO ID Line Sched Release Due Datev PO Qty R;;iz; Item Description
(ﬂ} FlUO01 0000137897 1 1 09/09/2015 2.0000 1250UL TIP BULK 1000/PK

¥ selectan O clearan

) Cancel Refresh

1—Enter the amount or Maintain Receipts

quantity received Receiving
Business Unit FIU01 Receipt Status Open b4
2—Click Save Receipt D NEXT Add Header Comments Activities
Header Details
* Header

Close Short All Lines Print Delivery Report | | Run PO Receipt Accrual

Select Purchase Order

A B B s € g o1 O st

Receipt Lines Personalize | Find
More Details Links and Status | ltem/MfgData = Optional Input || Source Information
Line tem Description Receipt Qty :I'f)e;"' Receipt Price M“g"”; Status gn"’:: Serial 2?:4:'0: ﬁg’;“ Device Track
1 B Your Order Description Om B FA @ 1000000 200000 Open O (d [EA 1@, Device Track X
] Interface Receipt Run Close Short Interface Asset Information
T Save | [ZINolly {3 Refresh [kAdd | UpdateiDisplay.

This is an outline of the Requisition process. To understand the full process, users should attend Procure to Pay

training and refer to the Procure to Pay Manual.
' PantherSede



http://finance.fiu.edu/controller/Docs/Training_Manuals/Procure%20To%20Pay%20%28ePro%29%20Final.pdf

