
Placing Research Alcohol Order Through SPO - Requesters

Space Planning & Operations
Alcohol Service Center - New Website
Ordering Research Alcohol QuickStart

For Department Approvers



Placing Research Alcohol Order Through SPO - Requesters

When someone places an order for research 
alcohol with Space Planning & Operations 
(SPO), and inputs your name and contact as 
their approver, you will receive an email 
from the alcohol ordering system to approve 
the order

1) In the email, click on the “Click Here To 
Review Order” button or copy and paste 
the URL into your browser
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2) When prompted, enter your PennKey
      username and password
     
     For PennKey issues, please contact
     PennKey support:
     https://pennkeysupport.upenn.edu/help

3) Approve the Two-Factor request

     For issues with Two-Factor, please contact
     Two-Step support:
     https://upenn.edu/twostep     

https://pennkeysupport.upenn.edu/help
https://upenn.edu/twostep


APPROVING AN ORDER
4) Review the order and if it is approved to process,
     enter your initials in the box labeled “Initial here to 
     confirm Budget Code.”

5) Click the “Approve” button

With the new system, you will have the ability to make
corrections/adjustments on this page. Simply click on
the pencil icon next to the section you wish to edit. A
Box with open where you can make your adjustments.
Click the “Accept” button to commit any changes, or
“Close” to cancel



APPROVING AN ORDER (continued)

Once you have approved the order, you will be taken
a confirmation screen

Once the SPO team review and approve the order, a
pickup slip will be emailed to the Requester

As a reminder, all orders not picked up after 30 days
from the date that SPO approves, will be automatically
cancelled in the system and a new order will need to
be submitted
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APPROVING AN ORDER (continued)

This is an example of a pickup slip for an order that
has been approved by SPO. The Requester will print
a copy of this slip and bring it to pick up their order



REJECTING AN ORDER
If you need to reject an order click on the “Reject And
Cancel” button



REJECTING AN ORDER (continued)

Select one of the reasons from the list, or you can select
“Other” and add a note. Click the “Submit” button to reject
the order. Click “Close” to go back to the prior screen
without rejecting the order

When an order is rejected, the Requester will be notified, 
via email. If the alcohol is still needed, a new order will
need to be placed
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