
1

      Panda Purchasing Supplier User Guide
Panda Purchasing is the WWF-UK purchase to pay online portal. You can register at www.PandaPurchasing.com

The portal can be used to carry out purchase ordering and invoicing activities online, quickly & easily.

Here is a summary of the process:
 A buyer at WWF-UK raises a requisition to order goods or services from the supplier
 When approved internally it becomes a Purchase Order and an email is sent to the supplier
 The supplier acknowledges the order online
 When the goods or services are complete the buyer receipts the order online and the supplier is emailed a notification
 The supplier can then invoice online the amount receipted

The benefits include:
 Reducing paper use
 Suppliers can see the status of their order at all times
 Approval of orders is carried out before the invoice is received so that as soon as the invoice is submitted it will be included in

the next appropriate payment run
 Paper invoices will not get lost or delayed waiting for approval
 Suppliers can update their own contact and payment details so that they can be confident these details are kept up to date
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Supplier process
You are required to perform 2 key actions on the system at different stages of the process.

1. The 1st stage is for you to acknowledge the Purchase Order, including checking that the details are correct.

2. The 2nd stage is for you to create and upload (if you want to) your invoice to send to finance for payment (This can only be done
after the WWF-UK Buyer has processed a goods receipt note to confirm receipt of the goods or services).

To Acknowledge an order
When a Purchase Order has been created by a WWF-UK Buyer and it has been approved internally this will then send an email to you with
a copy of the PO attached and a link to the system.  You then need to acknowledge the order following the instructions and screenshots
below.

Log into the system using either by clicking on the link in the email or by going to www.PandaPurchasing.com

If you follow the link in the email you will be taken directly to the “Orders Awaiting Acknowledgment” screen.  If you log on to your
homepage, you will see an alert that tells you that there is a purchase order to acknowledge. Click this alert or on the Acknowledge Orders
button.

This takes you to the “Orders Awaiting Acknowledgement” screen.
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Click on the “Select” Button on the purchase order that that you want to acknowledge

Review the contents of the Purchase order and only if they are all correct click “Acknowledge Order”

If you want to change prices, quantities or delivery dates on the Order you can change any of these fields as displayed below and then click
on “Send Amendment”.

If the VAT is incorrect you MUST contact the buyer to cancel the order & raise a new one, as the VAT rate on the order must match the
invoice.

If you make any changes the order will go back to the original WWF-UK Buyer to accept the changes and then for further internal approval
before coming back to you to “Acknowledge Order”.

When you acknowledged the order, your WWF-UK Buyer will be emailed to inform them of this.

The order is now available for the WWF-UK Buyer to receipt the goods or services when they have been provided.

Raising Invoices
When you receive a Goods Received email notifying you that your WWF-UK Buyer has receipted the purchase order, you are ready to
create your invoice.
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Log into the system using your account details at www.pandapurchasing.com

You will have an alert that says you have x number of purchase orders ready for invoicing. Click the alert link in the box or click on the
Advanced Invoicing button.

You will then be presented with available purchase orders for invoice. If you cannot immediately see the PO then you may need to change
some or all of the following:

If the WWF-UK contact is only Part-
receipting a PO then you will need to
change the drop-down menu option below
from Fully Receipted Orders to Partially
Receipted Orders.

The date setting shows orders from the last
14 days so change this if they are older to
ALL

If the PO has been part invoiced previously
then you will need to untick the Hide
Invoiced Order box below for the PO to
show for further invoicing.

The values that you can see at this point are the total purchase order values and so may not be the amount available to invoice. Only the
amounts that have been receipted by the buyer will be available to invoice.

You should raise each of your invoices separately.

Select the Purchase order you would like to invoice. You can select multiple orders when they are available. And click “Add to basket”.

The amounts shown will continue to be the total order value at this stage.

Then click “Checkout”
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Enter your own Invoice number in the box as shown below and change the Invoice Date and Tax Point Date to be the same as your invoice

You can then add an attachment of your own invoice if you want to. Adding an attachment may help with any queries in the future. To do
this click on “Add files for Upload”, browse to find your file and then click on “Upload”.

Click “Continue”

Then you are presented with a summary of your invoice.

Check that the details, including all values are correct, and if you need to amend the invoice (e.g. if you need to raise several of your own
invoices against a single order), click on “Amend Invoice” and you will be shown the screen below

For a service invoice you will only be able to change the net value (excluding VAT) of each line under the column “Invoice Amount”
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For a goods invoice only change the quantity.

Select “Recalculate Invoice” and then click “Submit”. A warning message will appear to ask you to do a final check before clicking on OK.
This has then generated the invoice and it will be passed to the finance system for payment. (The status will say “Sent for Payment”)

Checking Invoice Status
You can check on your invoice status at any time by looking in “My Invoices” and “Invoice History”. Once the invoice has been paid the
invoice status will be updated to Paid and if you open it up it will also show you the payment run date.
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Changing Your Password
You can change the password on your account by doing the following.

Click on the My Account – Company Profile option from the left hand menu or Company Profile button.

Click on the Users Tab and then click on the Name link as in the example below.

Click on the Edit button.
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Enter your new password in the New Password and Confirm Password boxes and then click OK.  If you want to you can also change other
user details here.



9

Amending Company Details
To amend any of the company details select My Account and Company Profile

Select the required tab to amend and click on the edit button

After making the changes select OK

The screen below will appear.  Please make sure you click on Send for Approval otherwise the changes will not be submitted.

Please note that some changes go to WWF-UK Finance team for approval, so may not take affect straight away.
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New Supplier Registration Process
As a new supplier you will need to register on the portal

Before you register, you will need the email address of the WWF-UK contact  that will be your buyer.

Go to www.pandapurchasing.com and click on the Register button below.

This will take you to the following screen.  Complete the details remembering to enter the WWF contacts email address in the WWF
Designated Contact Email Address field.

On the next tab enter in the contact details for the user of the system, note that the email address entered will be the username for the
account.
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Once you have clicked on Continue on this tab the system will email you your login details.

You will then move on to the Financial details tab for you to enter in your bank details.  Please note that Sort Code field should be entered
in one text string and without any dashes or spaces, for example 123456.

Once completed click on Continue.
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This takes you to the final tab to  Confirm and Submit your details. Check that all of your details are correct, then you must view our Terms
and Conditions before you tick to confirm acceptance of them

Then enter the Captcha phrase in the box at the bottom and click on Submit.

Your registration will go for approval internally at WWF-UK before being registered on the system ready for PO’s to be raised.
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Internet Browsers
We are aware that there are some issues for users not using Internet Explorer. We have some fixes for other browsers (see below), but if
possible it’s best to use Internet Explorer

Internet Explorer
This browser is fully supported and is the best browser to use with Panda Purchasing

Google Chrome Users
You may need to change your language settings for Panda Purchasing to work fully in Google Chrome.

To change your language settings please follow the instructions below

Click on the Customise and Control Google Chrome button and select Settings from the menu as below.

Click on the Show Advanced Settings link.

Click on the Languages and Spell Checker settings button and this should display as below.

Click on Add and select English (United Kingdom) from the drop down list.

Then click on the Display Google Chrome in this language and then click on OK and close Chrome down completely.
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Open Chrome back up again.

Click on the Customise and Control Google Chrome button and select Settings from the menu as below.

Click on the Show Advanced Settings link.

Click on the Languages and Spell Checker settings button.

Click on the X next to English (United States) and English so that English (United Kingdom) goes to the top of the list.

Click on OK.

This will now fix the problem and display correctly for all future sessions.
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Firefox Users
Firefox users may also need to change their language settings for Panda Purchasing to work fully.

To change your language setting in Firefox

Click on the top left Firefox drop down menu and select Options and then options again from the menu as below.

Select the Content tab

and click on Choose next to Languages
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Select a language to add English/United Kingdom [en-gb] and click Add

Click on English/United States [en-us] and click Remove

Click OK then click OK again

Then close Firefox and re-open it

This will now fix the problem and display correctly for all future sessions.
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Safari Users
If you use Safari as your default browser we are aware of some display issues and so suggest that you use Internet Explorer if at all
possible if you have a Windows PC, otherwise use Google Chrome or Firefox using the fixes above.


