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1. Introduction, current status P4U

2. Basic knowledge, refresh

3. FAQ, Frequently Asked Questions, answers

4. Live demo, hints and tricks for the practice

5. Questions from the audience

6. Homepage, contact data
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1. Introduction, current use P4U
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ø CHF 90’000 daily volume

ø 650 user/month

ø 4’000 orders/month

> 86’000 orders

144 productive institutes

> 150’000 positions

> 100’000 different articles
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2. Basic knowledge, catalogues, catalogue systems
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> 15 mio. productsactual 90 suppliers/catalogues

Local, fixed catalogues Online-catalogues, 
supplier’s webshop

negotiated prices for “normal consumption”
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2. Basic knowledge, free text articles
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Local, 
fixed catalogues

Online-catalogues, 
suppliers webshop

no article found? Copy and record relevant 
information from the 
internet, catalogs, etc.

catalogue-article
with special price?
è Offer
è PromoCode

Attach offer to free text 
article

MUL-
purchase

check and 
add 

information 
to free text 

article
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2. Basic knowledge, shopping cart
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The shopping cart is the order container in P4U

Several shopping carts with preferred products 
can be saved

shopping carts can be shared with others from the same institute

The shopping cart checks the order volume for minimum order quantities 
from a vendor.

A saved shopping cart simplifies and accelerates 
future orders 
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2. Basic knowledge, requisition
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Create request   - Start order process 

... a request opens a task
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3. FAQ, Frequently Asked Questions
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3.5   Ordered - correctly delivered - product doesn’t fit

3.1   Browser settings, Firefox

3.2   Delivery addresses not completely maintained

3.3   Cancel order

3.4   Correctly ordered - wrongly delivered
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3.1 FAQ, Browser settings è Firefox (step 1/2)
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Right mouse button   è Menu bar must be active

Firefox  è Extras  è settings/preferences è privacy & security

Create chronicle
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3.1 FAQ, Browser settings è Firefox (Step 2/2) 
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Block pop-up window  è must be EMPTY in Firefox 

Firefox  è Extras  è settings/preferences è privacy & security

Generally for all browsers: Pop-up blockers must be deactivated.
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3.2 FAQ, Delivery addresses
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Error message:
The delivery address was not selected correctly. Please select an (institute) delivery 
address with a location code. Further information see manual page 22 below, chapter 
3.4.4 Step 4: Edit addresses

3.2 FAQ, Delivery addresses è Error
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Problem
èPersonal name

èMissing adress number
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3.2 FAQ, Delivery addresses è Solution
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3.2 FAQ, Delivery addresses è Solution
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Correct delivery addresses
… do not have personal names

… have an adress number
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3.2 FAQ, Delivery adresses, correct example
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Info about place of delivery Info about the customer
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3.3 FAQ, Cancel order, step 1 of 2
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Clarify cancellation
possibility

Incorrectly ordered and recognized,
... or product no longer available, 
... or delivery date is too long

Orderer

Contact
supplierStep 1 cancel

order supplier

Initial situation
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3.3 FAQ, Cancel order, step 2 of 2
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Mail with order number+
order position and institute
è p4u@mul.uzh.ch

Step 2
cancel
in systems
P4U/SAP

orderer

Important for buyers: Cancellation completed in P4U!

Info to
supplier
+orderer

Purchaser MUL



Infrastruktur / Material und Logistik

3.4 FAQ, ordered correctly, delivered incorrectly
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Step 2
returns processing

Buyer expected
replacement

Purchaser MUL
will check/forward
complaint

Enter complaint 
in order 47000*
in P4U

Step 1, complaint
(optional)

Supplier and orderer
agree on returns 
processing

orderer

order supplier goods Goods corresponds not the order
or are damaged

Initial situation
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3.5 FAQ, correctly delivered è Goods <> expectations
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goods goods do not meet
the expectations

Step 2
Return/credit memo

Clarify 
possibility for 
returns

Contact
Supplier

Step 1
Returns processing

Return 
goods

InvoiceWE

Credit memo for 
returned goods

Step 3
New order

Order Supplier

Orderer

Order Supplier

InvoiceWE

Initial situation
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4. Live-Demo, Tipps und Tricks zu …. 
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… Freetext articles

… Shopping cart

… Setting up a representative

… Search in catalogues

… Requisitions

… Orders

… My tasks

… Compare products
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6. Searching the MUL-Homepage
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6. Homepage
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6. Contact datas
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Strategic procurement, contact persons

Hotline 50600  or p4u@mul.uzh.ch

Fitim Asipi strategic buyer è KWF, institutes, suppliers
fitim.asipi@mul.uzh.ch, phone direct 54146

Stefan Holliger strategic buyer è suppliers, technical support catalogues
stefan.holliger@mul.uzh.ch, phone direct 54067

René Kunz project management è coordination supplier, KWF, institutes
rene.kunz@mul.uzh.ch, phone direct 54102
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