
Placing Research Alcohol Order Through SPO - Requesters

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

For Requesters
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1) Go to the SPO website:
     https://www.med.upenn.edu/spo/

2) Click on “Alcohol for Research”

3) Click “Order” button

https://www.med.upenn.edu/spo/
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4) When prompted, enter your PennKey
      username and password
     
     For PennKey issues, please contact
     PennKey support:
     https://pennkeysupport.upenn.edu/help

5) 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
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6) Fill out all fields on & click on the “Continue”
     button

Note: The Building field is a text/search. Start typing 
your building name and select your building. If your 
building is not listed, please use the “Contact Us” link 
at the bottom of the order form and provide your 
building name so we can add it to the list
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7) Continue filling out all fields on & click on the
     “Continue to Review Order” button

Due to EHRS & Fire storage regulations, orders at
SCTR & SPE are limited to three(3) total gallons per
order. If you receive this error, click the “Close”
button and adjust your order quantities within the
three(3) gallon limit

*Note: if you select “Other” and your location is
in either of these buildings, SPO will reject your order
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8) Review your order for any changes. If you need     
     to make any changes, click “Back.” To submit 
     your order, enter your initials and click the 
     “Submit” button
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9) Once you submit your order, you will be taken
      taken to a “Success” page. Our system will send
      an email to your Department Approver alerting
      them to approve your order. If they do not      
      approve the order within 30 days, it will be
      cancelled in our system and you will need to        
      place a new order. They will receive a reminder
      at 20 days
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You will receive a confirmation email that we have 
received your order that contains your order
number. Please note your number in case you have 
and issues with your order. You will receive 
notification once your order has been approved by 
your Department Approver & SPO

If your Department Approver does not approve your 
order within 30 days, our system will automatically 
notify you that your order has been cancelled and you 
will need to resubmit a new order

10) Once your order has been approved for pickup, 
you will receive a pickup email. Click on the
“Order Summary” button or copy/paste the URL into 
your browser to retrieve your pickup slip
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11) Click on the “Print for Pickup” Button 
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12) Your pickup slip will open in Adobe PDF. Print your 
slip and bring to the Alcohol Service Center to pick up 
your order
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