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How 
to 

start!
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Who is That?!?
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You MUST click the 
“Override” button in 
order to enter 
anything on this page.

You MUST also choose 
the vendor you wish 
to buy from.  You can 
enter the Vendor 
Number if known or 
click the Magnifying 
Glass and search 
selection list.
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Select the Type of 
distribution you wish 
to have for the PO.
Suggestion: 
• If this is a Blanket 

PO, then choose 
Amount.

• If this is for 
equipment ordered 
and received over 
time choose 
Quantity
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Select your “Ship To” 
Location from the drop 
down.  Remember 
when you choose “SEE 
BELOW”, you must give 
specific delivery 
instructions in the 
Comment Field.

Select the Project or 
Department you wish to 
charge, click Magnifying 
Glass and select 
number.
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After Selecting the 
Departmental 
Information, it will 
populate your 
Distribution line 
information 
automatically.

Your Employee 
Default Location will 
automatically 
populate as well.
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Special 
instructions 
regarding this 
item, such as 
delivery or 
handling 
instructions.
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NAME THAT ICON
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Add a line to this Requisition

Delete a line from this Requisition

Add a Comment to this line

Line Default Accounting 

Accounting Default

Once you have selected a category, NEVER CHANGE THE ACCOUNTING INFORMATION.
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What happens Next?
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What truly happens is It begins the process of 
becoming a Purchase Order, however it 
requires several steps to get to that point.
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Primary 
Approver

Secondary 
Approver

PurchasingProject 
Manager

PI 
Designee

OSRA Supplemental 
Approver Amounts > 

$10,000
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Checking 
the 

Status.
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• Approved – the 
approver(s) have given 
their blessing and the 
request has been sent to 
Purchasing with a PO 
number.

• Open – this indicates that  
it is saved and there is a 
Requisition Number, 
however the “Check Box” 
has not been checked.

• Pending – indicates that 
the Approver must take 
an action to give it a PO 
number, however this 
number is of no value 
until Purchasing has 
Dispatched the PO.



Once the Status is APPROVED you can find the 
PO Number
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What if it is not approved?



Who has it?
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OPENPENDING



Where is the PO?
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Approval Statuses for PO’s:

• Approved – The PO is approved and awaiting 
the notification to the Vendor

• Cancelled – The PO has been cancelled via 
notification to Purchasing

• Complete – The PO has been worked on in 
Purchasing and awaiting System Process for 
Dispatch

26

Help Desk 
305-348-7200



Approval Statuses for PO’s continued:

• Dispatched – The PO is approved and the 
notification has been sent to the Vendor.  This 
is the only category which allows the 
department to take any action such as an 
order or receiving.

• Initial – The PO has been looked at and 
Purchasing is waiting for some information 
such as a State Contract or Hazardous 
Materials information or approval from EHS.
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Approval Statuses for PO’s continued:

• Open – No action has been taken in the 
Purchasing area.

• Pending Approval/Approved – This Po is awaiting 
a higher approval such as amounts in excess of 
$500,000.00

• Pending Cancellation – The PO was dispatched, 
however  a lower priced item was found from 
another vendor and the original vendor is being 
notified to stop the order.
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I have a PO and have purchased the 
merchandise so what is next?
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In PantherSoft there is a set of rules that has 
always been in place; Three Way Matching.
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Purchase Order

ReceivingInvoice



1. The PO is always created first.

2. The merchandise is received in good order.

3. The Invoice is received and entered into 
PantherSoft by the Accounts Payable Team of 
the Controller’s Office.

31

In some instances the Vendor Invoice is 
sent with the merchandise.  Never assume 
that it has also been sent to the AP Team.  
When in doubt  - Send it.



• Some Vendors send the invoice before the 
merchandise arrives or the service is rendered.  

• These invoices should also go to the AP Team 
immediately to be entered as legitimate invoices.  

• There is a State of Florida regulation, FS 215.422–
3a-c, which allows a vendor to receive additional 
Interest Payment on all open balances over 40 
days from the date of the invoice.

32



Will AP pay the vendor without the vendor having 
provided the service or merchandise?

Absolutely NOT!  Because of the Three Way Matching 
rule, until the department enters into the system 
and RECEIVES against the PO, the payment will 
never leave the University.  In effect the 
Department controls when payments are made by 
controlling the receiving of the merchandise or 
service.
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How do I ‘Receive’ Merchandise or Services?
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1) I did the Requisition.

2) Everything was approved and processed into a 
Purchase Order

3) The merchandise was delivered.

4) I Received against the PO

5) The Invoice came in and I delivered it to the 
Controller’s Office

And the Vendor is still not paid.  Can I find out why?
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You 
Certainly 

Can!
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Any Questions?


