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Process and Procedure Changes for the PantherExpress System  
The PantherExpress Systems Solutions team is participating in and supporting an Office of the Chief Financial 
Officer initiative to improve budgeting controls and purchasing procedures. To support this effort, we are 
updating several forms and processing procedures to enhance the data integrity between the PantherExpress 
and Oracle (PRISM) systems. 

The following procedures will take effect starting July 1, 2019. 

Account code updates for a purchase order  
Once an invoice is received and charged to the Purchase Order (PO), it will be classified as fully or partially 
invoiced. At this point, the account code cannot be changed on the PO and all changes must be made using a 
journal entry to transfer charges to a different account code. Please double check your account codes before 
submitting your Purchase Order.  

Multi-year Specialty Forms 
Account code changes are permitted on multi-year service agreements, research sub-contracts, and supplier 
provided agreements even if invoices have been received against the transaction. These types of transactions 
can last multiple years, and account code updates may need to be made to accommodate budget- and project-
related changes.   

Blanket Order Timeframe 
Blanket/standing orders should not extend past the end of the fiscal year (June 30). If an account code change 
request is received by Customer Service, the group will make the change if the request is received within the 
fiscal year and does not extend past June 30 of that year. A new blanket order should be created each year.  

Cancelling a Purchase Order Line 
Once a purchase order line has been cancelled in PantherExpress the line cannot be “un-cancelled”. Because the 
PantherExpress System is now tied to the Oracle Budget Module, canceling a line relieves all remaining 
commitments for that line in Oracle. Once all of the commitments have been relieved on a purchase order line, 
Oracle cannot accept a request to have the line “un-cancelled”.  Make sure you do not need the item before 
cancelling the line in PantherExpress.   

Declining an Update My PO form request 
A new form will be introduced to PantherExpress to allow you to request a purchase order change. The new 
form is called Update My PO and will go in place July 1, 2019.  A request placed on the Update My PO form may 
be declined for the following reasons: 

a. The requested change can be performed by the department buyer who placed the order.  
b. The requested change meets one of the processes or procedures outlined on this document.  
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Updating a Purchase Order 
Starting July 1, 2019 Purchase Orders will no longer have “edit” functionality and users will no longer be able to 
directly edit any fields on the Purchase Order. To update a price, quantity, or add a line to a PO, users will need 
to use the Create Change Request functionality. Certain other changes will be allowable on the Update My PO 
form.  
 

Create Change Request Functionality 
The Create Change Request should be completed for quantity and price changes, for adding a line item to a non-
catalog order, using the add non-catalog item function, or for canceling a PO line. All other changes must be 
completed by using the Update My PO form (details below). 
 
In order to use the create change request functionality, you must go to the PO that requires the change and 
select “create change request” from the available actions menu. 
 
Please note, if there is a change request pending or in a draft state, Create Change Request will not be available 
in the drop down menu. The draft or pending change must be deleted, rejected, or completed before the 
selection is available. 
  

Price and/or Quantity Change 
You can add to the quantity ordered: 

• Before Invoicing – Use the Create Change Request feature to add to the quantity.  
o Please note, the Change Request update will not notify the Supplier. Once the Request is 

completed, contact the supplier to notify them of the change, generate a printout of the 
updated purchase order and then send this to the supplier (see below). 

• NOID Exception After Invoicing: 
o You cannot add items to your PO once it has been invoiced. There is one exception to this rule 

that occurs only when a quantity update it is needed to correct a NOID. For Example, the 
supplier sent you more items that you ordered but you decided to keep them. Use Create 
Change Request to correct this (see below). 

 

You can remove items from the quantity ordered: 
• Before Invoicing – Use the Create Change Request feature to remove item from the quantity.  

o Please note, the Change Request update will not notify the Supplier. Once the Request is 
completed, contact the supplier to notify them of the change, generate a printout of the 
updated purchase order and then send this to the supplier (see below). 

• After Invoicing – After you contact the supplier, you might be able to use Create Change Request. 
o If the items have not yet shipped, the supplier may be able to remove it/them from the 

shipment. If the supplier tells you they are able to remove the items, then you may use the 
Create Change Request feature. You will receive a credit invoice. If the items have already 
shipped, you will have to wait to receive the items and return them.  

 

You can modify the price of the orders: 
• Non-Catalog orders – You may use the Create Change Request feature 
• Before Invoicing – Use the Change request feature to modify the price.  



 

3 

o Please note, the Change Request update will not notify the Supplier. Once the Request is 
completed, contact the supplier to notify them of the change, generate a printout of the 
updated purchase order and then send this to the supplier (see below). 

• NOID Exception After Invoicing –  
o You cannot modify the price after your order has been invoiced. There is one exception to this 

rule that occurs only when the price update it is needed to correct a NOID. For Example, you 
placed an order for a custom order item and the exact price could not be determined at the 
time of the order. The supplier sent you an invoice for a higher price, discussed after the order, 
for the items than the price marked on the PO. Use Create Change Request to correct this (see 
below). 

 

Using Create Change Request to Update Price or Quantity 
1. Open the PO that needs to be updated. 

 

 
Purchase Order from a Non-Catalog Form open to the Status tab. 

 
2. In the top right corner, click on drop-down for the Available Actions menu, and select Create Change 

Request, then use the Go button to start the Change Request. 
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3. The Create Change Request window will pop-up. From this window, you can send an email notification 
to someone if needed. This notification is separate from any approval notification the system will send 
automatically to one of your departmental or purchasing services approvers if your order requires 
approval. If you do not see the name of the person you wish to email, you can use the “add email 
recipient” feature to search for the person’s name.  
 
If you don’t want to receive notifications, leave this page blank. When ready, select the Create Change 
Request button in the bottom of the window. 
 

 
 

4. The Change Request Summary page will load. Scroll down to the Line items, and select the line item 
under Product Description to open the form. 
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5. When the form opens, you can update the Quantity and/or the Price. 
 

 
 

6. Scroll to the top of the page, select Save in the Available Actions, menu, then select the Go button. 
 

 
 

7. A notification will appear that the changes has been saved. Close the Form. The Change Request will 
have updated. 
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8. Scroll to the top of the page. You will see a message indicating that the change request is ready to be 
submitted. Select the Submit Request button to finish the system process.  
 

 
 

9. Your Change Request is now submitted. A verification window will pop up showing you successfully 
submitted the change request. Each change request is given a unique identification number for you to 
use as a reference for the request. Selecting the request number from the verification window will open 
the request, or you can go to the Quick View link to see the request summary. 
 

 
 

10. Once the completed change order has been approved, you must contact the Supplier to make sure they 
are aware of the change. With the approved Change Request, you should generate a printout of the 
modified PO and send it to the supplier. To do this, open the PO, select “Print Fax Version” from the 
Available Actions drop-down, and then select the “Go” button. 
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Using Create Change Request for Hosted Catalog and Punchout Item Quantity Updates 
On punchout and hosted catalog orders, users may only use the Create Change Request functionality to update 
quantity. PantherExpress users are unable to change the pricing information on these types of orders. 
 

1. Open the PO that needs to be updated. 
 

 
 

2. In the top right corner of the purchase order summary screen, select the drop-down for the Available 
Actions menu, and select Create Change Request, then select the Go button. 
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3. The Create Change Request window will pop-up. From this window, you can send an email notification 
to someone if needed. This notification is separate from any approval notification the system will send 
automatically to one of your departmental or purchasing services approvers if your order requires 
approval. If you do not see the name of the person you wish to email, you can use the “add email 
recipient” feature to search for the person’s name.  
 
If you don’t want to receive notifications, leave this page blank. When ready, select the Create Change 
Request button in the bottom of the window. 

 

 
 

4. The Change Request Summary page will load. Scroll down to the Line items, and select the edit button 
for the line item.  
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5. When the Edit Line window opens, update the quantity, then select the Save button. 
 

 
 

6. When you return to the Purchase Order, the Quantity and Ext. Price will have updated. 
 

 
 

7. Scroll to the top of the page. You will see a message indicating that the change request is ready to be 
submitted. Select the Submit Request button to finish the system process. 
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8. Your Change Request is now submitted. A verification window will pop up showing you successfully 
submitted the change request. Each change request is given a unique identification number for you to 
use as a reference for the request. Selecting the request number from the verification window will open 
the request, or you can go to the Quick View link to see the request summary. 

 
 

9. Once the completed change order has been approved, you must contact the Supplier to make sure they 
are aware of the change. With the approved Change Request, you should generate a printout of the 
modified PO and send it to the supplier. To do this, open the PO, select “Print Fax Version” from the 
Available Actions drop-down, and then select the “Go” button. 
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Add PO Line Item to Non-catalog Order 
As a general rule, you shouldn’t add lines to a submitted Purchase Order. If you forgot an item when placing an 
order, those additional items should be purchased using a new Purchase Order. 
 
The one exception to this rule is to correct a Purchase Order for NOID resolution. If you need to correct a 
purchase order in this circumstance, you would use the Create Change Request feature to add the line item(s). 
An example would be, the supplier sends you more items than you ordered and, rather than returning them, 
you decide to keep them. 
 
The following method is to add a new item as an additional line to your existing form. To update the quantity of 
an item already on your Purchase Order, follow the instructions under Using Create Change Request to Update 
Price or Quantity. 
 

Using “Add non-catalog item” Functionality to Add New Line Item to Reconcile NOID 
1. Open the PO that needs to be updated. 

 
 

2. In the top right corner, click on drop-down for the Available Actions menu, and select Create Change 
Request, then use the Go button to start the Change Request. 
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3. The Create Change Request window will pop-up. From this window, you can send an email notification 
to someone if needed. This notification is separate from any approval notification the system will send 
automatically to one of your departmental or purchasing services approvers if your order requires 
approval. If you do not see the name of the person you wish to email, you can use the “add email 
recipient” feature to search for the person’s name.  
 
If you don’t want to receive notifications, leave this page blank. When ready, select the Create Change 
Request button in the bottom of the window. 

 
 

4. Scroll down to the lines. Underneath the supplier name, use the Add non-catalog item for this supplier 
link to open the Non-catalog Item functionality. 
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5. Required fields are indicated with bold text. This includes these are Product Description, Catalog No., 
Quantity, Price Estimate and Packaging. Only the Product Details (attachments and checkboxes) are not 
required. 
 
If you need to add an attachment use the expand link to open the product details and select the Add 
Internal Attachments button. These attachments will only be visible to Purchasing Services, they are not 
submitted to the supplier. 
 
Use the Save and Close button to finish editing. The Save and Add Another button will allow you to add 
additional lines.  

 

 
 

6. When you return to the Purchase Order, you will be able to review the changes. 
 

7. Scroll to the top of the page. You will see a message indicating that the change request is ready to be 
submitted. Select the Submit Request button to finish the system process.  
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8. Your Change Request is now submitted. A verification window will pop up showing you successfully 
submitted the change request. Each change request is given a unique identification number for you to 
use as a reference for the request. Selecting the request number from the verification window will open 
the request, or you can go to the Quick View link to see the request summary. 
 

 

 
9. Once the completed change order has been approved, you must contact the Supplier to make sure they 

are aware of the change. With the approved Change Request, you should generate a printout of the 
modified PO and send it to the supplier. To do this, open the PO, select “Print Fax Version” from the 
Available Actions drop-down, and then select the “Go” button.  
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Cancel a PO Line 
You may only cancel an entire line from a Purchase Order, in coordination with the supplier, in the following 
ways: 
 

• Before invoicing – Use the Change request feature to remove the line.  
 Please note, the Change Request update will not notify the Supplier. Once the Request is 

approved, generate a printout and contact the supplier, sending them the printout.  
• After Invoicing – Contact the supplier first.  

 If the items have already shipped, you will have to return them and receive a credit invoice.  

Please note, a cancelled line cannot be un-cancelled. If the supplier did deliver the item, you will need to add the 
line back by using the Add Non-catalog Item functionality in the Create a Change Request feature.  

1. Open the Purchase order that contains the line that needs cancelled. 
2. In the top right corner, click on drop-down for the Available Actions menu, and select Create Change 

Request, then use the Go button to start the Change Request. 
 

 
 

3. The Create Change Request window will pop-up. From this window, you can send an email notification 
to someone if needed. This notification is separate from any approval notification the system will send 
automatically to one of your departmental or purchasing services approvers if your order requires 
approval. If you do not see the name of the person you wish to email, you can use the “add email 
recipient” feature to search for the person’s name.  
If you don’t want to receive notifications, leave this page blank. When ready, select the Create Change 
Request button in the bottom of the window. 

 

https://pitt.sharepoint.com/sites/FIScloud/FO/COMM/Shared%20Documents/Department%20Projects/System%20Solutions/Encumbrance%20Project/Add_non-catalog#_Using_
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4. Scroll down to the lines. On the right side, select the line that needs cancelled, then click on the 
Select Line Item Action dropdown, and select Cancel Selected Items. 

 

 
 

5. A confirmation window appears. Enter the reason why you need to cannel this line, then click on 
Cancel Selected Lines. 
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6. Once the completed change order has been approved, you must contact the Supplier to make sure 
they are aware of the change. With the approved Change Request, you should generate a printout 
of the modified PO and send it to the supplier. To do this, open the PO, select “Print Fax Version” 
from the Available Actions drop-down, and then select the “Go” button.  
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Manage Change Requests 
Once a Create Change Request is submitted, the document will go through the same approval process as the 
requisition. The following steps will allow you to view the Change Request approval process. 
 

1. Open the PO and navigate to the Change Requests tab. 
 

 
 

2. Select the Change Request number. 
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3. Navigate to the Change Request Approvals. 
 

 
 

4. The Change Request Approvals workflow will open and show what has been completed for the 
workflow. The Submitted and Completed end points provide a timestamp.  
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Assigning Change Requests to Others 
Once the approval process is completed, a change request can be submitted or assigned to another person as a 
draft. This is done by using the Assign Draft button in the same notification panel at the top of the page as the 
Submit Request action.  
 

 
 
Once the assignee receives the draft, they can submit the Change Request for approval. This may be done by 
buyers who prepare orders for other buyers. 
 

Adding Comments to Change Requests 
A comment can also be placed on the document via the Document Actions drop-down on the same line as the 
Summary heading of the Change Request Summary page. 
 

 
 

Additional Notes 
• Change requests are not applied to the PO until approved. No change will be made to the current PO 

until all required approvals have been made. If an approver rejects a Change Request, no change will be 
made to the purchase order.  

• While a change request is pending approval you cannot create another change request against the same 
PO. That option will be unavailable until the current change request is no longer pending approval.  

• Change requests can be: 
o Withdrawn by the end users 
o Approved by the approver 
o Rejected by the approver 

Approver Information 
Approver Notifications 
Approvers will be notified via email when they need to take an action. These actions include: 

• Approving the request 
• Editing the request prior to approval 

o Use the Add Non-Catalog Item feature to add a line 
o Cancel a line or multiple lines on a PO 

• Returning the request to the originator 
• Rejecting the request 

 

https://pitt.sharepoint.com/sites/FIScloud/FO/COMM/Shared%20Documents/Department%20Projects/System%20Solutions/Encumbrance%20Project/Add_non-catalog#_Using_
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Navigating to the Change Request 
Approvers can get to the Change Request by selecting the link from the email notification or by navigating to the 
request within the PantherExpress System.  
 
Within the system, the navigation steps are as follows: 

1. Documents 
2. Approvals 
3. Select My Approvals from the filter approval area on the left side of the screen 
4. Go to type 
5. Select Change Request 

 

Pending Approvals 
Approvers will see all of the Change Requests that are pending their approval. Just like you assign an approval to 
yourself today, you can assign a Change Request to yourself from the Change Request screen.  
 

Document Actions 
The Document Actions menu contains all of the commands related to approving a Change Request. This menu is 
located at the top right of the screen and from the drop-down arrow you can Choose to Approve, Return, or 
Reject the request. Selecting the option performs the option.  You do not need to click GO after clicking the 
option. 
 

 
 

Returning the Change Request 
The change request can be returned to the buyer that submitted the request. If it is returned to the buyer, no 
change is made to the PO. 
 
When a change request is returned to the originator of the request it will remain in a draft state and the status 
will show as pending. Purchase Orders with pending Change Requests, cannot have a new request added to the 
PO until the first request is completed. No new change request can be created until this change request is either 
resubmitted or the draft is deleted by the originator.  
 
If there is a pending draft change request the Change Request option does not appear in the available actions 
dropdown box.  
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Rejecting the Change Request 
Rejecting the Change Request cancels the request. The request will be in a completed state as opposed to the 
pending state created by returning the Change Request. Rejecting the request will return the PO to the original 
state before the Change Request was submitted; no changes will have been made to the PO. 
 

Change Requests Statuses: 
• Pending – The Change Request is pending approval 
• Merge – The Change Request was approved and the requested changes are being made to the PO but 

not fully completed 
• Completed – The Change Request was approved and all changes have been made to the PO 

o Note: The PO will have a revision number listed 
• Returned – The Change Request was returned to the originator 

o Note: The request is now in a draft state and must be resubmitted or deleted before a new 
Change Request can be made for the PO 

• Rejected – The Change Request was rejected 
o Note: When a Change Request is rejected, no changes are made to the PO 
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Update My PO Form 
The Update My PO form is being introduced as a means for buyers, approvers, and specialty forms users to 
request certain changes that can no longer be made directly by the user. This change to the process is in 
coordination with other budgetary projects and initiatives across the Office of the CFO and to ensure the 
integrity of purchase data that is now integrated with the PRISM process. The Update My PO form must be 
submitted for certain changes to be made by a central processing group.  
 
The Update my PO form should only be used to change the account number, opening a PO, closing a PO, and 
changing the PO owner. You may also describe an “other” request and the PantherExpress team will do their 
best to support you. The request may, however, be declined if it is outside established policies or procedures or 
declined with a recommendation to use the Change Request feature.  
 
The form can be found on the home screen of the PantherExpress System, in the Standard Forms showcase. 
 

 

The Update My PO form has multiple screens and uses a wizard-like interface to support the user’s data entry by 
stepping you through filling out the form. The screens available or required on a form request include 
Instructions, Attachments, Questions, Review and Submit, and Form Approvals.  
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Instructions Page 
On this page you will find information regarding how the form should be used. The instructions indicate what 
types of changes may be requested through the Update My PO request. These are shown in the screenshot 
below and described in the text following.  

 

Change Account Code(s) 
This type of change allows you to update the account codes at the header or line level of your purchase order. 
To submit this request: 

• You must provide the entire account code string when the change is required and before any invoicing 
has taken place. 

 
If the PO has been invoiced (either partially or in full) your Update My PO form will be rejected. To change an 
account code on a PO that has been invoiced, you must submit a journal entry to transfer the charges to a new 
account code. You can find details on journal entries here: https://prism.pitt.edu/training/training-manuals/  
 

Open PO  
You may use the Update My PO form to re-open a closed PO. You would do this to:  

• Open a PO that is fully invoice and requires a credit. 
• Open a PO that was closed prior to being fully invoiced. 

 
 
  

https://prism.pitt.edu/training/training-manuals/
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Close PO  
Department buyers have the ability to close a purchase order that will not automatically close by using the 
Update My PO form. 
 
Reasons to close a purchase order using the Update My PO formL  

• The PO has been partially invoiced, but you have cancelled the remainder of the PO with the supplier. 
• You have cancelled the order with the supplier. 

 
If you need to relieve committed funds (an encumbrance) due to a quantity or price discrepancy, the purchaser 
has the ability to make these changes using the Create Change Request functionality.  
 

Change PO Owner 
You may use the Update My PO form to change a PO owner when a buyer has separated from the University or 
no longer has buyer privileges. The PO owner will only be changed if the PO is open and invoices are expected 
against the PO.  
 
An administrator or supervisor must request the PO Owner change and the PO number must be provided along 
with the name of the new owner.  
 
If the administrator or supervisor does not have PantherExpress privileges, please attach an email from the 
supervisor requesting the change. 
 

Other  
Please describe your issue or question as clearly as possible, so that we may provide assistance.  
 
Note: Your request may be declined if your request is outside of the established policies and procedures. 
 

Using the Update My PO Form 
After you have read the instructions form and are certain that the update you are requesting should be made 
using this form, use the Next button at the bottom right of the page to start filling out the form. 
 

 
 

Attachments 
Use the Attachments page to provide justification of the change, if needed. This part of the form is optional.  
 

1. To add attachments, select the Add Attachment button, then select Next. 
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Questions 
The Questions page has required information that must be provided, indicated with the star at the end of the 
question.  

1. You must enter the PO number of the Purchase Order you would like to update. 
a. If the PO number you enter is invalid, the Update My PO form will be returned or rejected.  

2. You must select at least one type of change you are requesting.   
a. You may select more than one type of change on the same form.  
b. Depending on the type of update you are requesting, additional fields will appear on this screen. 

 
Please provide all of the needed information in order to have your Update made. If you leave any required field 
empty you will receive an error, and will need to complete the field before you can submit your request.  
 
When you have entered all required information along with any additional information you wish to provide, use 
the Save Progress button to save the data you have entered or the Next button to move on to the Review and 
Submit screen. Both buttons appear at the bottom of the Questions screen.  
 
Example: Change Account Codes 

• Enter either the new code string or describe, in detail, the change you need to make using the text box 
provided. You must enter something in the text box. 

• You also have the option to attach documentation supporting or describing your requested account 
code change using the Upload button on this screen.  
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Example: Change PO Owner 
• Enter the New Owner name, including Pitt ID when possible. This information is required 
• You may also enter Additional Details for Change of Ownership in the text box. 

 

 
 

Review and Submit 
On this page you can see a summary showing what screens have been completed.  

• If a required field is not completed a warning will appear on this screen. Select the screen with the error 
to correct it. 

• If this shows all required field have been completed the Submit button will be available. 
 
Use the Submit button to submit the form.  
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A confirmation window will pop up. If you are sure you want to submit this form, select Yes. If you wish to 
return to the form, select No.  
 

 
 
After submitting, a notification message will indicate that the submission was successful. You can find your 
submitted Update My PO form requests in your Documents. 
 

Reviewing Approvals 
To review the Update My PO approval workflow, select Form Approvals from the menu on the left. 

• This page shows the workflow process associated with the form.  
• It will indicate if the form is pending approval, approved, or rejected  
• Submitted and Completed steps include a time stamp.  

 

 
 

Email Notifications 
The user submitting an Update My PO form will receive an email notification from the system for the following 
status changes: 

• Request is pending approval. 
• Request rejected 
• Request approved. 
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Purchasing Non-Catalog Items through the Shopping Menu 
You can quickly and easily add non-catalog items to a shopping cart. Non-catalog items can be entered when 
you cannot find the item needed from Hosted Catalogs or Punchouts. 
 
Important Note: Before you purchase an item through non-catalog item ordering, be sure that the item is not 
available from a Hosted Catalogs or Punchout. You should always order from one of those sources when 
available. 
 

Access  
There are two ways to access the non-catalog item ordering feature. 
 

1. From the home page, use on the non-catalog item link which is the second-to-last item in the “Go to” 
menu. 

 

 
 

2. From the Shop menu on the left side of the home page, select Non-Catalog Item under the “Go To” 
section. 
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The Non-Catalog Item overlay window 
The Non-Catalog item overlay window looks similar to the one shown below.  
 
Required information is indicated with bold headings. This is all information except the Product Details which 
includes a button to Add Internal Attachments as well as a checkbox list to select product types.  

 
 
The steps below may vary by organization. Some sites and users are set up to bypass the SKU search, while it is 
required for others. The steps below assume the Bypass the SKU search permission is enabled. Additionally, it is 
assumed that the permissions to add a new supplier is off, so only the selection from existing suppliers is 
permitted. 
 

Enter Supplier Name 
Enter the supplier name or information in the Enter Supplier box. As you begin typing the Auto Complete/Type-
Ahead functionality will display. Suppliers are ordered by best match and display with associated preference 
icons. The first eight matches are listed with a link to display all matches based on the entered criteria. 
 
When the supplier is selected, the preferred fulfillment center is defaulted. You can change the fulfillment 
information by using the “select different fulfillment center” link. From the popup window, use the Select link to 
enter the appropriate address. 
 
Order Distribution Methods 
You can also select the distribution method for your order using the Non-Catalog Item screen. The order 
distribution method is how the purchase order will be sent to the supplier. A screenshot of the Non-Catalog Item 
window with the supplier’s Distribution Methods link expanded is provided under the Save and Close or Save 
and Add Another heading below.  
 
Note: It is extremely important to select a distribution method for your order. Make sure you have the correct 
FAX number, or an email address set for order distribution.  For multi-line item orders, you only need to select 
the distribution method once. 
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Fill in All Required Fields  
Required fields are indicated with bold font and include Product Description, Catalog No, Quantity, Price 
Estimate, and Packaging.  
 
You can submit additional, optional, information using the Product Details link. This will expand the information 
on the screen for you to make selections regarding the product type or to add attachments. If you select the 
Product Details link again, it will hide these fields.  
 

Save Options  
If you only want to order one item from the supplier, use the Save and Close button.  
 
If you want to order multiple items from the supplier or another supplier, use the Save and Add Another button. 
The screen will empty except for the supplier. It will allow you to build a cart with as many non-catalog items as 
you need and you will see the list of items you’ve selected at the top of the Non-Catalog Item window. 
 

 
 

Finishing Your Non-Catalog Item Order 
When you have finished adding all of the items to your order, use the Save and Close button. 
 
The item(s) that were added can be viewed in your shopping cart. To edit the non-catalog item once added to 
the cart, simply select the item name from the card and the non-catalog item popup window will display. 
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Commitment Relief 
Most purchase orders created in PantherExpress are being exported to Oracle in order to match and commit the 
funds against the account code used on the purchase order. The following information and instructions pertain 
to relieving these committed (encumbered) funds.  
 

The following purchase order types are NOT being exported to Oracle 
• Dietrich School Stockroom orders (GL transactions) 
• CSSD Software Store orders (GL transactions) 
• Other Payment Requests  

 
All other purchase orders are being exported to Oracle to have the changes committed against department 
accounts.   
 

Fully invoiced POs and Line Items will have the full commitment relieved in 
Oracle.  
Any purchase order that has all line items fully invoiced will have the full commitment relieved in Oracle 
automatically. A fully invoiced purchase order will be automatically closed by the PantherExpress System.  
   
A purchase order line is considered fully invoiced when the quantity ordered on the line has been invoiced. 
Example: 2 boxes of paper for $50 on the PO; 2 boxes of paper for $35 on the invoice. 
 

Cancelling an entire purchase order or purchase order line.  
Commitments against accounts will remain until the commitment is relieved. If for some reason a purchase 
order is not fully invoiced or a line item on a purchase order is not fully invoiced, the originator of the 
transaction can perform a manual commitment relief in the PantherExpress system. 
 
Sending a cancellation to Oracle will relieve the remaining commitment for an entire PO or a PO line and this 
cannot be undone. Make sure you do not want the items, are not keeping them, or an invoice or credit will not 
be received for them before making the decision to cancel a line. 
 
Make sure you have cancelled the PO with the supplier. 
 

Cancelling cannot be “un-cancelled.” 
A cancelled line item has the commitment fully relieved on the PRISM side. This cannot be undone and the 
purchaser must always be careful that they are ready to cancel the PO or the line items before making this 
request.  
 

Punch-out Orders: Commitment Relief 
Manually closing a punch-out order (choosing close PO from the menu, and then choosing finalize revision) will 
send a message to Oracle to relieve any remaining commitment on a PO.   
 
This cannot be undone. You must be sure you are not expecting any additional invoices against the PO or any 
credit memos before manually closing the purchase order.  
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Auto-close Purchase Orders in the PantherExpress System 
As of April 1, 2019, fully invoiced purchased orders are automatically closed by the PantherExpress System.  
Once an invoice(s) have been received that result in a fully invoiced purchase order line status, the system will 
automatically close the purchase order. This process will take effect for all new purchase orders created in the 
System after the effective date. 
 
This procedural change was part of a budgeting project across all areas of the Office of the Chief Fianncail Officer 
to ensure all purchase orders invoiced have the commitments relieved in Oracle. Closing the POs will prevent 
problems with the commitment relief.  
 
Any PO that is automatically closed by the system can be re-opened however, manually closed POs cannot be 
reopened.  
 

Status Designation 
When the System automatically closes the purchase order, the “A/P status” will show as “Closed.” 
 

 
 

The Closed status is shown in the Document Status section on the Status screen of the Purchase Order. The 
Closed status will also appear at the top of the screen in the PO/Reference No. area.  

System Change Information 
This system change will ensure that the purchase order and invoice information matches between the 
PantherExpress System and PRISM (Oracle). This match is necessary to allow PantherExpress System data to 
feed information accurately to the Oracle Planning and Budget module for encumbrance accounting, and to 
match an Oracle system default.  
 
Automatically closing purchase orders also eliminates risk of a supplier over invoicing a purchase order that has 
been fully invoiced and paid.  
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Fully Invoiced 
Fully invoiced, in the PantherExpress System, refers to the quantity invoiced matching the quantity purchased. 
The cost of the item or total amount of the purchase order is not factored into the System’s decision to close. If 
the purchase order has multiple line items, then the PantherExpress System will not automatically close the 
purchase order until all line items have been fully invoiced at the quantity of items expected for each line.  
 

Examples and Scenarios 
Single Line Item PO Invoiced at Correct or Lower Price: auto-close 
You order one (1) box of latex gloves on a purchase order at a cost of $50.00. The invoice received is for one (1) 
box of latex gloves at a cost of $40.00. The full line item quantity (one box) of the purchase order has been 
invoiced. The PantherExpress System will consider this order fully invoiced and automatically close the purchase 
order. 
 

Purchase Orders with Price Discrepancies: does not auto-close 
A purchase order will not be automatically closed if it has an invoice discrepancy. Example: You order one (1) 
box of latex gloves on a purchase order at a cost of $50.00. The invoice received is for one (1) box of latex gloves 
at a cost of $70.00. The full line item quantity (one box) of the purchase order has been filled; however, the 
invoiced cost is greater than the purchase order. The system will not auto-close the purchase order until the 
price discrepancy is resolved.  
 

Line Item Substitutions: price dependent 
Price Matches 
You order three (3) blue sharpies but accept a substitution for green-colored sharpies. You are invoiced for three 
(3) green sharpies at the same price. The quantities match so the PantherExpress System considers this purchase 
order fully invoiced and closes the purchase order. 
 
Price Does Not Match 
You order three (3) blue sharpies but accept a substitution for green-colored sharpies. You are invoiced for three 
(3) green sharpies at a different price. Even though the quantities are the same, because both the price and the 
description do not match, the PantherExpress System cannot match the invoice line item to the purchase order 
line item and will not automatically close the purchase order. 
 

Multiple Line Item POs: quantity dependent 
All line items on a purchase order must be fully invoiced for the purchase order to be automatically closed by 
PantherExpress. Example: You order one (1) box of latex gloves and two (2) boxes of black pens. The invoice 
comes through for two (2) boxes of black pens at the correct purchase order price. The purchase order will not 
close because there is an outstanding line item quantity (one box of latex gloves). A second invoice for the one 
(1) box of latex gloves is received. The PantherExpress System now considers this purchase order fully invoiced 
and automatically closes the purchase order. The same would be true if the initial invoice was for one box of 
latex gloves and one box of pens; the entire quantity of items for each line item must be invoiced for the System 
to auto-close the purchase order. 
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USD/Quote Form in the PantherExpress System 
A USD/Quote form has been added to the Standard Forms showcase on the PantherExpress home screen. This 
form allows PantherExpress buyers to enter orders and quotes for single-quantity, non-catalog items at a fixed 
amount using US Dollar (USD) as the unit of measure. This form must not be used to make software purchases. 
 
The USD unit of measure cannot be used on the Non-Catalog Form to create an order in the PantherExpress 
System. All orders entered on the Non-Catalog Form using USD as a unit of measure will be automatically 
returned to the buyer as a draft shopping cart. 
 

 

The USD/Quote form is the third form in the Standard Forms showcase on the PantherExpress home page. 

USD Orders 
The USD/Quotes form should be used whenever a buyer needs to place an order using USD as the unit of 
measure. The USD measure indicates the total price for the line and is used to ensure there are no invoice 
discrepancies with the line. USD orders must have a quantity of one (1) item; this setting is programmed into the 
form and cannot be changed. 
 
Example: You are placing an order for a single-quantity item that will be paid across multiple invoices, such as a 
purchase that requires a down payment or installment payment.  
 

Quotes 
The USD/Quotes form should also be used to enter orders based on a quote from a supplier. The form can be 
used for both single and multi-line quotes. It is best practice to attach a PDF or Word copy of the quote you 
received from the supplier to your order. 
 
Example: You are outfitting a new, start-up lab and will be receiving a multi-line item quote from a lab furniture 
supplier. 
 

Quotes with Less Than Three Lines 
If you obtain a quote that contains three or fewer line items, please enter in each line item.  
 

Quotes with More Than Three Lines 
If your quote is more than three line items, you may combine all of the lines into one. We recommend, however, 
that you enter all of the line items associated with your quote separately.  
 

Completing the Form 
The USD/Quote form is similar in layout and appearance to the other Standard Forms that appear in the 
PantherExpress System. The blank fields with bolded field names indicated required fields will need to be 
completed before the order can be submitted and processed. Fields that are not described with bold text are 
optional. 
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The USD/Quotes form has instructions at the top. Each section of the form has details and information in the left-side column.  
Within the form, entry fields that are bolded are required; fields not labeled with bold text are optional. 

 



 

37 

USD/Quote Form Instructions  
The instruction panel spans both columns at the top of the form. It also provides information about when to use 
the form and any relevant information. Pay particular attention to the bold, all-caps note in the instructions, 
which reads, “Do not use this form to enter a blanket order.” 
 

 

Part A. Supplier Information 
Supplier: Enter the supplier name or use the Supplier Search link below the text entry box. This field is required.  
 
Verify that your USD/Quote transaction has the correct order distribution information (FAX number or Email 
Address) to send your order to the supplier. As with all Standard Forms, the order distribution method should be 
reviewed before you submit your transaction for approval. This will ensure there are no delays in your order 
being sent to the supplier once all required approvals have been made. 
 
Fulfillment Address: The fulfillment address is the supplier location where orders are received, processed, and 
filled. Most suppliers have multiple fulfillment addresses. 
 
You can review and verify the Fulfillment Address information for your order in the Supplier Information section. 
The Fulfillment Address is tied to the Distribution information. To change the address, select the “select 
different fulfillment center” link to pull up a list of all of the fulfillment addresses for the supplier. 
 
Distribution: The Distribution information is tied to the Fulfillment Address. Each Fulfillment Address for a given 
supplier can have different distribution information (FAX Number or Email Address). Please review the 
Distribution information that is shown to ensure that the correct FAX Number or Email Address is used to send 
your order to the supplier. Check off the appropriate check box next to the order distribution method you need 
to use for your purchase order: 

• 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. 

• EMAIL (HTML BODY):  Ensure the EMAIL check box is check if your order needs to be emailed to the 
supplier. Make sure the email address in this field is correct.  You may change the EMAIL address if 
needed. 

 
The left panel provides policy information, links to resources, and further information. 
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Part B. Details 
The Details pane is used to provide information about the order or quote. The left panel provides policy 
information, links to resources, and further information. 
 
Catalog No: 
Catalog No. is a required field. If you do not have a catalog or item number, you must still enter “N/A” or 
“Unknown.” If you have a quote with three or fewer line items, you should enter in a separate Catalog No. for 
each line item you add to the shopping cart. If you have a quote with more than three lines, you may choose to 
summarize the quote using just one line item by entering a general description, such as “Quote,” into the text 
field. 
 
Product Description 
The Product Description is required. If you have a quote with three or fewer line items, you should enter a 
product description for each of the lines. If you have a quote with more than three lines, you can enter “As per 
the attached quote” with a description of what is being ordered.   
 
Example: “See the attached quote for janitorial products.” 
 
Total 
The Total is a required field. You should enter the total cost of the order. If you have just one line, this is the 
total cost of the line. If you are summarizing a multi-line quote or order, you should enter in the full dollar 
amount of the quote or order.  
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Part C. Notes and Attachments 
If the total order is less than $10,000, this section of the form is optional; however, it is best practice to attach 
the details related to your supplier quote using the Add Attachments button. A If the supplier requires a copy of 
your quote to be sent along with your purchase order, use the Add Attachments button under External 
Attachments to ensure your supplier will receive this.  
 
If your quote or order is more than $10,000, Purchasing Services requires a copy of the supplier quote. 
Purchasing Services sees both internal and external attachments; please only upload the quote once and use the 
appropriate button relative to your supplier (External Attachments go to the supplier). For orders over $10,000, 
you should also reference the Requisition Check List to see what additional supporting documentation is 
needed. 
 

 
 
Once the form is completed, select the appropriate action form the Available Actions menu: 

• Use the “Add and go to Cart” action to add the form to your active cart 
• Use the “Add to Cart and Return” to add additional lines. 

 

Complete the purchase as you would do with any other form. 
  

https://cfo.pitt.edu/pexpress/documents/reqchecklist.pdf
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Quick Reference: Change Transactions by Purchasing Method 

Can I update an 
account code?  

Hosted 
Catalog Punchout Non-  

Catalog 
USD/ 

Quotes Blanket Order Services 
Agreement 

Before Invoicing Yes – Use the Update My PO form to complete this change 

After Invoicing 
No – Submit a Journal Entry after the 

commitment has been relieved to change the 
account code 

Yes – As long as it 
is the same fiscal 

year 

Yes - Use the 
Update My PO 

form to complete 
this change 

 

Can I update the 
price?  

Hosted 
Catalog Punchout Non-  

Catalog 
USD/ 

Quotes Blanket Order Services 
Agreement 

Before Invoicing NA Yes – Use the Create Change Request feature to adjust the price 

After Invoicing NA 
No 

Only exception to rule 
is correcting a NOID. 

Yes – As long as it is 
the same fiscal 

year. Create 
Change Request  

Yes – Use the 
Create Change 

Request feature 
to adjust the price 

 

Can I add to 
item quantity?  

Hosted 
Catalog Punchout Non-  

Catalog 
USD/ 

Quotes Blanket Order Services 
Agreement 

Before Invoicing Yes – Use the Create Change Request feature to 
adjust the quantity NA 

After Invoicing No – Instead you must create a new order. 
Only exception to rule is correcting a NOID. NA 

 

Can I reduce 
item quantity?  

Hosted 
Catalog Punchout Non-  

Catalog 
USD/ 

Quotes Blanket Order Services 
Agreement 

Before Invoicing Yes – Use the Create Change Request feature to 
adjust the quantity NA 

After Invoicing No – You may cancel it from shipping, then 
receive a credit. If shipped, return for a Credit NA 
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Can I add a new 
line?  

Hosted 
Catalog Punchout Non-  

Catalog 
USD/ 

Quotes Blanket Order Services 
Agreement 

Before Invoicing No – Instead you must create a new order. NA 

After Invoicing No – Instead you must create a new order. 
Only exception to rule is correcting a NOID. NA 

 

Can I remove a 
line(s)? 

Hosted 
Catalog Punchout Non-  

Catalog 
USD/ 

Quotes Blanket Order Services 
Agreement 

Before Invoicing 
Yes – Use the Create Change Request feature to 

adjust the quantity.  
Note: Cancelled Lines cannot be un-cancelled 

NA 

After Invoicing No – You may cancel it from shipping, then 
receive a credit. If shipped, return for a Credit. NA 
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