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P4U  ➔  Purchase for you

Tips and tricks for successful institutional purchasing with P4U
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1. Introduction, current use P4U

ø CHF 150’000 daily volume

ø 5’900 orders/month

> 390’000 orders

188 productive institutes + guests 

> 690’000 positions

> 425’000 different articles (62%!)

> 750 supplier (catalog + free text)

> 110 supplier with catalog

P4U, purchase volume in CHF 1.08.2016 - 31.12.2023
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2. Browser settings ➔ Firefox (step 1/2)

Supply Chain Management, Kompetenzzentrum Beschaffung

1. Open       Firefox application menu ➔ Menu bar must be active

2. Click on settings

3. data protection & security ➔ Firefox will "create" a history

The browser settings are required in order to use P4U.
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2. Browser settings ➔ Firefox (step 2/2)

Supply Chain Management, Kompetenzzentrum Beschaffung

Block pop-up windows must be EMPTY in Firefox

Open       Firefox application menu ➔ Settings ➔ Privacy & Security

The following generally applies to all browsers: pop-up blockers must 

be deactivated
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3. Basic knowledge, catalog systems
Why different catalog systems?

> 20 million productscurrently 110 suppliers/catalogs

Negotiated prices for "normal consumption"

OCI

Use for price-sensitive products or rapidly changing 

product ranges

➔ Always up-to-date prices and assortment

➔ No control over prices

Local catalogs

Use for static product ranges and price-stable products

➔ New prices/products require a new catalog

➔ Control over price changes
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3. Basic knowledge, product search local catalogs

Product search

The product search via the local catalogs takes place 

via the search mask.

If the manufacturer number is known, the items can 

be found more precisely using the advanced search.
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3. Basic knowledge, product search OCI catalogs

Product search

The product search in an existing OCI catalog 

must be carried out via the OCI catalog itself. 

Click on the desired OCI catalog:

Enter the article description / article number in 

the newly generated search mask.

The OCI shopping cart is filled and must be 

transferred to P4U.

In this case with the "Punchout data 

transmission" button.

The products are in the P4U shopping cart after 

transmission.26.03.2024 Supply Chain Management, Kompetenzzentrum Beschaffung



Direktion Immobilien und Betrieb

3. Basic knowledge, free text articles

Supply Chain Management, Kompetenzzentrum Beschaffung

Local, rigid 

catalogs

Online catalogs, 

webshop supplier

No article found?

Relevant information from 

the Internet, catalogs etc. 

copy, record
Catalog articles 

with special price?

➔ Offer

➔ PromoCode Attach quotation to free 

text article

MUL- 

Purchasing

check, 

add info to 

free text 

article

Training video: Create free text articles 
https://www.staff.uzh.ch/dam/jcr:a305f2da-4ac5-45b3-9a9e-

fb8c585a72c2/P4U_Freitextartikel_erstellen.mp4
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3. Basic knowledge, shopping cart

Supply Chain Management, Kompetenzzentrum Beschaffung

The shopping cart is the order container in P4U. The shopping cart can be 

filled with several products from different suppliers

Several shopping baskets with preferred products can be saved

Important to know:   Shopping carts can be shared with other customers

Der Warenkorb kontrolliert das Bestellvolumen auf Mindest-Bestellmengen 

bei einem Lieferanten

A saved shopping cart simplifies and speeds up future orders 
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3. Basic knowledge, ordering process

Supply Chain Management, Kompetenzzentrum Beschaffung

Start order process ➔ When all products are in the shopping cart, the task is 

started with the "Start order process" button.
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Under "Select another delivery address" you can choose from the available delivery 

addresses (postal addresses of an institute) for selection.

26.03.2024
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Supply Chain Management, Kompetenzzentrum Beschaffung

Edit addresses (step 2/3) ➔ The delivery address must contain a location code

Location code

The consignee name is automatically added to the delivery address when the order is added 

to the delivery address.
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Edit addresses (step 2/3) ➔ After selecting the delivery address, you can continue with the 

“For accounting" button. 
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Edit addresses (step 3/3) ➔ In the last step, the account assignment is checked.

Account assignment correct ➔ Press the “Submit order" button
Account assignment not correct ➔ 1. press the “Delete all allocations" button
       2. press the “Change all allocations" button
   3. enter new account assignment and save

3.1 Contact the P4U team if the account assignment is not available.
26.03.2024
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4. FAQ, most frequently asked questions

Supply Chain Management, Kompetenzzentrum Beschaffung

4.1 Delivery address error

4.2 Cancel order

4.3 Correct order ➔ Incorrect delivery

4.4 Incorrectly ordered ➔ Correctly delivered
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4.1 FAQ, delivery addresses ➔ Errors

Supply Chain Management, Kompetenzzentrum Beschaffung

Problem

➔Personal names

➔Missing location code

The name must not be present in the delivery address.

A location code is also required.
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4.2 FAQ, cancel order, step 1

Supply Chain Management, Kompetenzzentrum Beschaffung

Clarify cancellation

Possibility

Incorrectly ordered and recognized,

... or product no longer available, 

... or delivery date too long

Buyer

Contact 

supplier
Schritt 1 Cancel

Order Supplier

Initial situation

The contact person can be found in the respective order below the contract designation.
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4.2 FAQ, cancel order, step 2

Supply Chain Management, Kompetenzzentrum Beschaffung

Info mail with order no. + 

Order pos. and institute no.

➔   p4u@mul.uzh.ch

Step 2

Cancel in 

System 

P4U/SAP

Buyer

Important for purchasers: Cancellation completed in P4U!

Info to 

Supplier +

Purchaser

Einkäufer MUL
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4.3 FAQ, Correctly ordered ➔ delivered incorrectly or defective

Supply Chain Management, Kompetenzzentrum Beschaffung

Step 2

Returns processing

Customer expects

Replacement delivery 

Purchaser MUL

Complaint 

check/forward

Complaint in 

order in 

Enter P4U

Step 1

Complaint

Supplier and customer 

agree on returns processing

Buyer

Order Supplier Goods
Goods do not 

correspond to the order

Initial situation
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4.4 FAQ, Correctly delivered➔ Goods  <> Expectations

Supply Chain Management, Kompetenzzentrum Beschaffung

Goods
Goods do not does not 

meet the expectations

Step 2 

Return/credit note

Clarify 

Possibility for 

return

Contact 

supplier

Step 1

Returns process

Return of goods 

Goods

InvoiceGR

Credit note 

for returned goods

Step 3

New order
Order Supplier

Order Supplier

InvoiceGR

26.03.2024
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5. search P4U website

Supply Chain Management, Kompetenzzentrum Beschaffung26.03.2024
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5. Homepage SCM, P4U

Supply Chain Management, Kompetenzzentrum Beschaffung26.03.2024
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5. Contact details

Procurement competence center, contact persons

 Hotline 50600  or  p4u@mul.uzh.ch

Beat Temperli eProcurement Systemmanager ➔ KWF, Institut, Supplier

  beat.temperli2@uzh.ch, Telefon direkt 54214

Jan Caricato Sachbearbeiter Einkauf ➔ KWF, Institut, Supplier, Techn. support catalog

  jan.caricato@uzh.ch, Telefon direkt 54056

Stefan Holliger Leiter Digital Procurement & Support ➔ Supplier, Techn. Support catalog

  stefan.holliger@uzh.ch, Telefon direkt 54067

26.03.2024 Supply Chain Management, Kompetenzzentrum Beschaffung
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