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Ariba 9R1 Training Workbook: Creating a Requisition
This document will review tips for effectively creating Catalog and Non-Catalog Ariba Purchase Requisitions.

e Back to Top—Return here
o Logging In—Access and log into Ariba

¢ Create a Catalog Requisition—Create a request using an existing supplier catalog

¢ Create a Non-Catalog Requisition—Create a request for a supplier without an existing catalog

e Edit Requisition—Update shipping and accounting information

e Search for Requisitions—Search for previously entered requisitions

e Comments and Attachments—Add, edit, or delete comments or attachments without editing a document

e Approvers—Add an approver to a requisition approval flow without editing a document
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Log in to Ariba

1. Loginto Ariba at https://ariba.nova.edu using your email/computer user name and password.

User Name:
Password:
Goto:

Forgot your user name
or password?

To properly view this application IE 6+, Firefox 3+, or Safari 3.2+ with Adobe Flash Player 7+ is required.
© 1996 - 2009 Ariba Inc. Al Rights Reserved

Back to Top


https://ariba.nova.edu/
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Create a Catalog Requisition

1.

Home

Nolr

Create

Sourcing
Search Manage

Check Request

Travel Authorization

v
v

2. Catalog Home page

a. Locate the needed catalog one of four ways
i. Click on the ‘All Categories’ drop do
i. Search for the supplier’s name in th
i. Click on the Suppliers link to view a
Review and select from the categor

Procurement

Click ‘Create’ = ‘Requisition’ at the top of the page, or through Common Actions.

AGEMENT

T&E Suppliers

Recent Preferences

wn

e search box

list of suppliers with catalogs (2" image)
ies listed

All Categories ¥ Il Office Depot

Browse By: Categories Euggliers'
Create Non-Catalog Item

* All Categories

Punchout Catalog

Office Supplies

NSU Stationery- Letterhead and ...
Coffee, Tea, and Cutlery

Audic Visual Equipment and Supplies by @
For Dental Use Gnl

o ps (1) o
Medical Supplies

STANDARD TECHNOLOGY EQUIPMENT
Other Technalogy

Scientific and Research

Promeotional Items

upplies (393)

ad and Envelopes (26452)
d Letterhead (26492)
Kitchen Appliances

Maintenance, Repair, and Operating ...
220)
(220)

For Facilities Use Only P

€€, Tea, and Cutlery

Ao
o

Audio Visual and
Audio Visual Supplies (1)

Other Technology (5)

Scientific and Research

Standard PCs and Laptops (1)
Standard Monitors (1)

IT Accessories (2)
Printers and Scanners (1)
Software (1)
More ...

Laboratory Supplies and Fixtures (1)

romotional Items

Promotional Items (1)

Kitchen Appliances (15)

Kitchen Appliances (15)

Catalog Home

‘AII Categories " | |[Searl:hl Options

Browse By: Cateqories | Suppliers
Jo ieer)

26 supplier(s) found.

Albers Appliance, (15)
Kitchen Appliances (15)

Atlantic Binding & Laminating Inc, (393)
Binding and Lamination Supplies (393)

CITY MAINTENANCE SUPPLY (226)
Lighting Supplies {226)

7

ANIXTER INC (1) iii. List of Suppliers View

Punchout Catalogs (1)

B&H Photo Video Inc, (1)
Audio Visual Supplies (1)
Audio Visual Supplies and Equipment (1)
Punchout Catalogs (1)

Fisher Scientific (1)

Laboratory Supplies and Fixtures (1)
Punchout Catalogs (1)




b. Access the needed catalog. For this example, we will search for ‘Office Depot.’

(m

Catalog Home -
|AII Categories VIlOfﬁce Depot * HSear\:h 1ons

Browse By: Categories | Suppliers

Create Non-Catalog Item

a Punchout Catalog (15) STANDARD TECHNOLOGY EQUIPMENT
(- Punchout Catalogs {15} Standard PCs and Laptops (1)
(=]

Standard Monitors (1)

Office Supplies (357) - Other Technology (5)
General Office Supplies (2) @ IT Accessories (2)
Customized Rubber Stamps (1) ‘@ Printers and Scanners (1)
Toner (1) Software (1)

Binding and Lamination Supplies (393) More ...

NSU Stationery- Letterhead and Envelopes (25452)
Customized Envelopes and Letterhead (26492)

Scientific and Research
Laboratory Supplies and Fixtures (1)

Coffee, Tea, and Cutlery (220)
Coffee, Tea, and Cutlery (220)

Promotional Items
Promotional Items (1)

C.
Markers, Pens.’

Catalog Home

All Categories v| |Ofﬁce Depot i Search | Options

Create Non-Catalog Item

Your search path: All Categories > "Officz Depat”

Es Supplier Punchout Catalog Resources

h (1]
I Office Depot:Construction Paper, Markers, Pens, l

Shorten View

d. Navigate within the catalog as needed to locate, select, and add items to your cart.
i. Each punchout catlog will have unique functionality and tools.

ii. For catalog training documents, view categories at
http://www.nova.edu/procurement/vendors.htmi.

- Order by Item Number | Bulletin Board | My Shopping Lists — o
Office B ¥ G = Y
stapler Q e . %
DE POT p! My Account. Orders. Quick Entry~ My Lisis. Cart -
'SEARCH SUGGESTIONS 'CATEGORY MATCHES

Office Supplies  Pap

Message swingline electric Electric Staplers Welcome, Wright, Tina M

stapler Specialty Staplers |
Last update by: TINA M R

staplers basic Staplers & Staples

long reach stapler Heavy-Duty
automatic stapler Staplers

Quick Order

d. Examples of catalog navigation

Your search for “electric stapler” found 30 resuits.

=aBrowse Catalog Advanced Sorting Available!

i |
Office Supplies (30) Please use Advanced Sorting options below to sort products by Best Value Item, Coniract ltem, price and more!

School Supplies (3 221 Grid s=List
Brand s e
=Bran
Showing 1-12 of 30 Results 12 3] Next
[] Esselte (7
O Max 2,

Swingline® Optima® 70 Electric Stapler

[ Rapid 2
[ Stanley-Bostitch (5
D Swingline (12 lem # 170260 @
See all Brand + Sold Online (Delivery Only)

Limited Availability

AA . contract Items

swingline stapler Reduced Effort & echno\Dgy Furniture School Suppl\es Copy & Print
slectric stapler Basic

096 /each

DD TO SHOPPING LIST

Click on the catalog description to access a punchout catalog, e.g., ‘Office Depot:Construction Paper,


http://www.nova.edu/procurement/vendors.html

AR B Af SPEND MANAGEMENT
e. Check out of the punchout catalog to return to the Ariba requisition.

The item listed below was added to your shopping cart. Need Help?

= Email Assistance
Description Your Price/unit Qty. = FAQs

Swingline® Optima® 70 Electric Stapler $179.96 reach 1

Hem # 179260 Entered Hem # 179260
& W Contract ltems

Continue Shopping SHOPPING CART p CHECK OUT p

3. This will take you to the Ariba requisition ‘Summary’ tab.
a. Add a title and click ‘Submit.’
i. Go to edit if errors are present or changes are needed.

PR143960: Back to Catalog ' Suhm\tl

Review your requisition, make changes as necessary, and submit the request for approval.

m foprovel Fow
l Enter Requisition Name: * \.

On Behalf of: wright Tinam |

Is this Purchase
Order for the O
next Fiscal Year:

Related Projects: Create Project  Add To Project

My Labels: [} Apply Label...

Line Items (1) Show Details  [I1]]
Mo. Type Description Qty Unit Price Amount

1 Swingline(R) Optima(R) 70 Electric Stapler 1 each $179.96 USD
L | [2dd from Catalog... ] [Add Non-Catalog Item...

Total Cost:  $175.96 USD

Update Total

Back to Top
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Create a Non-Catalog Requisition

1. Click ‘Create’> ‘Requisition’ at the top of the page, or through Common Actions.

Procurement T&E

Suppliers

Sourcing

Recent Preferences

U PR g P . I Sy S W

Create Search Manage

Check Request

Travel Authorization

v
v

2. Catalog Home page
a. Click ‘Create Non-Catalog Item.’

Catalog Home

All Categories ™ |

‘ [ Searl:h] Options

Browse By: Categories | Suppliers
Create Non-Catalog Item

Punchout Catalog (15)
Punchout Catalogs (15)

a

G

Dffice Supplies (357)
General Office Supphes (2)
Customized Rubber Stamps (1)

Standard PCs and Laptops (1)
Standard Monitors (1)

¥ |

a2

Other Technology (&)
IT Accessories (2)
Printers and Scanners (1)

STANDARD TECHNOLOGY EQUIPMENT

3. Complete all fields.
a. Fields marked with an asterisk are required to proceed.
b. Click ‘Yes’ for ‘New Supplier:” if a supplier is not available in the Supplier drop down.
i. Attach a W9 to the ‘Summary’ tab of the requisition for new suppliers.
4. Click ‘OK’ to return to the Ariba requisition.

M 1tems:0 Total: $0.00 USD

PR143963:

If you cannot locate the item you want in the catalog, request a non-catalog item using the fields below. Mon-catalog items may take longer to process because your purchasing department may get involved to ... ¥

Enter full description of the item below. Include sizes, dimensions, colors and other specifications when applicable.

Quantity:

-

=
I

Full Description: Realspace PRO Quantum 9000 Series Ergonomic

Mesh Mid-Back Chair, Black

Unit O Measure:  *|each
Commodity Code:  *|Furniture and Furnishings Estimated Unit Price: *[$325.93 | ysp

Amount: $325.99 USD

Manufacturer Name:

Part Number:

| tew Supplier:

louam ]
*[130313

* Oves @no

Supplier: Workscapes Inc ]
Contact: Workscapes Inc [ select ]
uUpdate Total

5. This will return you to Catalog Home.
a. ‘Click Checkout’ to return to the Summary tab of the requisition.

PR163666: W Items: 1 Total: £5.00 USD

Add items to your requisition from the catalog, and optionally select cataleg items you've identified as your favorites. You can also enter details for non-catalag items.

Catalog Home
[ il categories =] |

|[Search]

Options

Browse By: Categories | Suppliers

Create Nen-Catalog Item




b. Add a title, and click ‘Submit.’

SPEND MANAGEMENT

i. Goto edit if errors are present or changes are needed.

PR143963: Realspace Chair for Tina 12/15/2014

Back to Catalog

Review your requisition, make changes as necessary, and submit the request for approval.

Sppco flow

Enter isition Name: " [

Chair for Tina 12/15/2014

On Behalf

Wright Tina
Is this Purchase

Order for the O

next Fiscal Year:

Related Projects: Create Project  Add To Project

My Labels: £ Apply Label...

Line Items (1}

| [Add from Catalog. . | [Add Non-Catalog Item... |

Hide Details [I1] ¥
No. Type Description Qty Unit Price Amount
1 [E]  Realspace PRO Quantum 9000 Series Ergonomic ... usp  $325.99 USD .
Supplier: Workscapes Inc, Realspace PRO Quantum $000 Series Ergonomic Mesh Mid-Back Chair, Black
Contact: Workscapes Inc
Aceounting:
Bill To: Accounts Payable- East Campus
Activity Code: £ 66-Business Services
Dept./Program: H  66005-BUS SVS
Index/Org: £} 160100-OFf of Procurement Managmnt (OPM) b

Total Cost: $325.99 USD
Update

Total

Back to Top
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Edit Requisition

1. Once the order is created, you will return to the Ariba requisition ‘Summary’ tab.

a. Set default accounting and delivery information using these instructions, prior to entering an order.
i. Once defaulted, edits to shipping and accounting will be needed only when atypical information

is used.
b. Click in the box next to the desired line item and click ‘Edit.’

|

Enter Requisition Name:

0On Behalf Of: Parish, Ann-MariciEd

Is this Purchase
Order for the
next Fiscal Year:

My Labels: £ Apply Label...

Line Items (1) Hide Details [0 |
No. Type Description Qty Unit Price Amount
1 Swingline(R) Optima(R) 70 Electric Stapler 1 each $179.96 USD $173.96 USD ~
Supplier: Office Depat Inc, swingline(R) Optima(R) 70 Electric Stapler
Accounting:
Bill To: Accounts Payable- East Campus
ﬁ Activity Code: B 66-Business Services
Dept./Program: £ (no value)
Index/Org: £ (no value)
Account: £} 3266-Supplies-Office
\l Edit l Copy | [Add from Catalog... ] [Add Non-Catalog Item...|
Total Cost:  $178.96 USD
Update Total

i. Scroll down to ‘Accounting — By Line Item.’

ii. First, clear existing accounting, if needed.
1) Click ‘Reset Accounting Fields’ to clear ‘Index/Org’ and ‘Dept/Program.’
2) Click in ‘Activity Code’ box and click the X’ to clear this field.

Edit thiz PunchOut catalog item n
ACCOUNTING - BY LINE ITEM|

Bill To:

Accounts Payable- East Campus

Activity Code: B 66-Business Service B [ﬂ

e Must enter
Dept./Program: Index/Org

Index/Org: [

©]

Account: £ *|3266—Su lies-Office |°—|

To ensure accuracy, please confirm account code if generated by the system and adjust if needed.

2L
Reset Accounting Fields

Split Accounting


http://www.nova.edu/oiit/izone/forms/ariba-floor-room-phone.pdf

-@-ﬁAHIEA‘

iii. Click on the drop down arrow for ‘Index/Org.’
1) The last few indexes used will be listed in the drop down.
2) Click to choose one of these indexes, or click ‘Search for More’ for additional choices.

ACCOUNTING - BY LINE ITEM

Bill To:

Activity Code:
Dept./Program:
Index/Org:

Account:

5plit Accounting

Accounts Payable- East Campus

B| o
gl o
ol

* 140122-Undergraduate Admissions

223241-Davie Eye Cl-PC
160100-0ff of Procurement Manag
229110-NMB Cl-Opt Clinic P/C
162680-Athletics Services Building

mnt (OPM) ht code if generated by the system and adjust if needed.

Search for more...

=)

a) Search for an index in the ‘Choose Value for Index/Org’ pop up.

b) Click ‘Select’ to c

hoose an index.

Choose Value for Tndex/Org |

1D and/or Name t

(no value)

155020-Publications Office

Field: [ID and/or Name :.' 155020 r

=[]

155020

iv. Click on the drop down arrow for Dept./Program and click ‘Search for More.’

ACCOUNTING - BY LINE ITEM

Accounts Payable- East Campus

[©]

Bill To:

Activity Code: +}
l Dept./Program: ln

Index/Org: *

Account: *

58050-COUS UG ADMISSIONS
2923-NMB Optometry Clinics
58045-COLLEGE OF UG STUDIES
66005-BUS SVS

25010-PHYSICAL PLANT ADMIN

S h fol —
earch for mors

Reset Accounting Fields

1) Only the Dept./Program matching the index will be shown—Click ‘Select.’

Choose Value for Dept./Program

{no value)

Field: [1D and/or Name V| ]
ID and/or Name T 0 Name

66012-BUS SVS-
PUBLICATIONS

66012

BUS SVS- m
PUBLICATIONS




v. Click on the drop down arrow for ‘Activity Code’ and click ‘Search for More.

ACCOUNTING - BY LINE ITEM

Bill To:

Accounts Payable- East Campus

lActivity Code: l

Dept./Program: £
Index/Crg: [

Account: &

1) Only the Activity Code matching the index will be shown—click ‘Select.’

[©]

£6-Businass Servicas
58-Stdnt Affrs & Call of UG Studies
81-DIVISION OF CLINICAL OPERATIONS
75-Campus Housing

55-Sherman Library Rsrch Tech Cir

.

Search for more...

Edit this PunchOut catalog item

ACCOUNTING - BY LINE ITEM

Bill To: Accounts Payable- East Campus

Choose Value for Activity Code

Field: |ID and/or Name V| |

| [ Search ]

* |155020-Publications of (3|

Dept./Program: 1

Index/Org:

ID and/or Name *

(no value)

66-Business Services

56

Account: £ ’
To ensure accuracy, please confirm accouy
m
vi. Accounting errors are now cleared.

Vii.

ACCOUNTING - BY LINE ITEM

Bill To: Accounts Payable- East Campus

Scroll down to ‘Shipping - By Line Item’ and click on drop down arrow for ‘Ship To:’

Activity Code: B * |66—Business Services |Q|

|66012-BUS sVS-PUBLI{ D |

* | 155020-Publications 0f (|

"

Dept./Program: [

Index/Org: [

Account: 5 3266-Supplies-Office | Q|

To ensure accuracy, please confirm account code if generated by the system and adjust if needed.

Reset Accounting Fields

. Split Accounting

SHIPPING - BY LINE ITEM I

Deliver To:

[(none selected) | @]

* |Parish, Ann-Marie |

Floor: *

*

Room:
Phone (xoc-xxx-3000¢): *

]
L 1
L 1
L 1

Meed-by Date: [
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viii. Click on the ‘Field:” drop down for more search options.

lchnose Value for Ship Tnl

[Field: | Name 4 |
I T Mame Street State Postal Code
ADMSVC  Admin Service Bldg 3600 South University Drive FL 33328
AHCCEN Central Florida AHEC 328 S. Central Avenue FL 32703
AHCEVR Everglades AHEC 5725 Corporate Way Suite 102 FL 33407

ix. Select desired ‘Field,” e.g. ‘Street’ for street address.
X. Enter search information and click ‘Search.’

Choose Value for Ship To ﬁ

ot Name Street State
ADMSYC  Admin Service Bldg 3600 South University Drive FL
AHCCEN Central Florida AHEC 328 5. Central Avenue FL
AHCEVR Everglades AHEC 5725 Corporate Way Suite 102 FL
AHCPSL AHEC Community Affairs University Park 584 NW University Blvd FL
ALLIED NSU Cellege Health Care Sciences PA Program Terry 3200 South University Drive FL

xi. Click ‘Select’ next to the correct address.

Choose Value for Ship To
Field: | Street ~|[s001 I'Search’
Dt Name Street State Postal Code
8001
SW
RHILL2 NSU OIIT 36th FL 33314
Street
Suite
2
NSU- 8001
N SW
RHLBSY Business FL 33314
- 36th
Services
St
NSU - :?:1
RHLOPM Procurement 26th FL 33314
Management
i
8001
repus MY SR smsia
Publications  36th
St

Postal Code

33328

32703

33407

34986

33314
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xii. Manually type in the ‘Floor,” ‘Room,’ and ‘Phone’ information.

SHIPPING - BY LINE ITEM

Ship To: * |NSU - Publications [
Deliver To: * |Parish, Ann-Marie |
loor: * | |

W Room: * | |

Phone (oo 1) © | |

Meed-by Date: | |

xiii. Click ‘OK’ to accept these changes and return to the ‘Summary’ tab of the requisition.

Defver To: .
Phone (oo
Need-by Date: [

COMMENTS - BY LINE ITEM

Add Comment

ATTACHMENTS - BY LINE ITEM

Add Attachment

2. Follow the same steps to update ‘Shipping — Entire Requisition.’

Approeal o

Enter Reguisition Name:

©On Behalf Of: Parish, Ann-Marie

Is this Purchase
Order for the [}
next Fiscal Year:

My Labels: B Apply Label...

Line Ttems (1) Hide Details [ |¥

No. Type Description Qty unit Price Amount

Supplier: Office Depot Inc, Swingline(R) Optima(R) 70 Electric Stapler ~
Accounting:

8ill To: Accounts Payable- East Campus

Activity Code: B 66-Business Services
Dept./Program: ) 66012-BUS SVS5-PUBLICATIONS

Index/org: 6 155020-Publications Office
Account: £ 3266-Supplies-Office:
To ensure accuracy, please confirm account code if generated by &
the svstem and adiust if needed.
L | (Add from Gatalog...) (Add Non-Catalog Ttem...
$175.96 USD
Update Total

| sHIPPING - ENTIRE RequisITION ||

shsTo * e sdesd [0
Deliver To: N —
Phane (oocxmomsds T[]

Need-by Date: [}
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3. Click on the Approval Flow tab, to see if all errors are now cleared.
a. Click the ‘Summary’ tab to make additional edits.

Approval Flow

APPROVAL FLOW - REQUISITION

The approval flow cannot be displayed because the Ariba system found the following errors or missing fields.

Enter Requisition Name must be set.

4. When all errors are cleared, enter a requisition title and click ‘Submit.’

PR21119: Office Depot - Publications - 12/16/14 - Stapler

Review your requisition, make changes as necessary, and submit the request for approval.

[ Enter Requisition Mame: * | Office Depot - Publications - 12/16/14 - Stapler | |

On Behalf Of: Parish. Ann-Marie

Is this Purchase
Order for the =
next Fiscal Year:

My Labels: £ Apply Label...

Line Ttems (1) Hide Details  [11] %

[] Mo. Type Description Qty Unit Price Amount

i o MLCounLs FayaUIES Las Caripus

Activity Code: B 66-Business Services
Dept./Program: ) 66012-BUS 5VS-PUBLICATIONS
Index/Org: 155020-Publications Office
Account: 3266-Supplies-Office

To ensure accuracy, please confirm account code if generated by
the system and adjust if needed.

Reset Accounting Fields

(Add from Catalog... | [Add Non-Catalog Item... |

Total Cost:  §178.96 USD

SHIPPING - ENTIRE REQUISITION

Ship Te: * [NSU - Publications
Deliver To: * |Parish, Ann-Marie

Room: * [Front Desk

Back to Top
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Search for Requisitions

) Procurement

Search _ Manage

Catalog
)@] Check Request
Expense Report
Receipt

T&E

Recent  Preferences

HWELCOME TO ARIBA PPRD!!

Previous requisitions can be searched for in Ariba at any time.
Click ‘Search’ then ‘Requisition’ to start a document search.
a. Most Ariba users have permission to view only documents that they create or are an approver for.

7 configure Tabs ~ {) Refresh Conts]

NEW CATALOG ANNOUNCEMENT: The Office of Procurement Management is pleased to announce the Home Depot catalog is now available.

**IMPORTANT FISCAL YEAR END DATES**

2. Set your search options the first time you search for a document.

a. Click ‘Search Options’ to view the available search filters.

Search Filters

Enter Requisition Name:

D:

|

L1

Facility:

Index/Org:

]

(select a value) [ select ]

b. Scroll to the bottom of the ‘Search Options’ drop down and click ‘Select All.

Search Filters

Enter Requisition Name:
ID:

Account:

Activity Code:

Approved By:
Approvar:
Collaboration:
Commadity Coda:

Date Approved:
Date Created:
Dats Orderad:
Dats Recsivad:

Date Submitted:

Dept./Program:

{

(select a value) [ select ]
(select  valus) [ sslect]

(select a value) [ select ]

(select a valug) [ select ]

No Choice v

(select a valug) [ select ]

No Choice ~

No Choice A
No Choice A

(select a value) [ select ]

To:

Today, 11:59 PM [z

Facility:

Index/Org:

Need-by Date (any line tem):
HNon-Catalog Item (any line itam):
Order ID (zny line item):
Originating Systam:
Originating System Ref. ID:
Praparer:

Price (any line item):
Purchasing Unit:

Reguester:

Status:

Supplier (any line item)s
Supplier Part Numbar:

Total Cost:

L 1

{select 2 value) [ select ]
OYes ONo ® Either

Gorden,Wendy [ select ]

L 1w [ ]

(select a value) [ select ]

GordenWendy [ sslsct ]

(select a value) [ select ]

s

us|

=

 Account
v Activity Code

« Approved By

« Approver

« Collabaration

¥ Commodity Code:

« Date Approved

¥ Date Created

+ Date Ordered

# Date Received

# Date Submitted

# Dept/Program

v Description (any line item)
# Enter Requisition Name:

¥ Facility

1

« Index/Org

« Nead-by Date (any line item)
# Nen-Catalog Ttem (any line item}
¥ Order ID (any line itam)

# Originating System

¥ Originating System Ref. ID
« Preparer

¥ Price (any line item)

« Burchasing Unit

# Requester

 Status

« Supglier (any line item)

¥ Supglier Part Number

# Total Cost

Hide All

3. Click ‘Select’ next to ‘Preparer’ and click ‘Clear’ each time you search, to remove the defaulted information.
a. Repeat these steps under ‘Requester.’

i. Clear defaults to ensure inclusive search results. If ‘Preparer’ and ‘Requester are not cleared,

only documents prepared and requested by the listed user will display in search results.

Preparer:
Price (any line item):

Purchasing Unit:

I

Status:

Gorden, Wendy [

Gorden, Wendy

To:

(select 2 value) [

Gorden Wendy [ select ]

Select from list ...

Mo Chaice e
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4. Type the PR number into the ‘ID:’ field.
Enter the DO number into the ‘Order ID’ field if the PR is not available.
i. Enter the exact Ariba DO number, without the additional 0 added in Banner.
1) Example: Search for DO12345 not DO012345
5. Note the ‘Date Created’ field is now defaulted to the previous two weeks.

a.

u Account:

Date Crested:
To:
Date Ordered: No Choice V'

a.

Search Filters

(select = valuz) [ select ]

Entar Requisition Name:

Activity Cads: (select a value) [ select ]
Approved By: (select a valus) [ select ]
Approver: (selact a value) [ select |

No Choice w

(select a value) [ select]

No Choice W

Collaboration:

Commadity Cade:

Date Approved:

Custom v

From:

Men, 15 Jun, 2015 lx
Today, 11:53 PM )

No Choice V'

No Choice W

(select 3 valuz) [ select ]

Date Received:
Date Submitted:

Dept./Program:

Description (any line tem): [ |

Facility:

Index/Org:

Meed-by Dats (any line itam):
Non-Catalog Item {any line item):

Order ID (any line item):

Search Options

L 1

{select = valus) [ sslect]

Oes (ho (8 Either

Originating System:
Originating System Ref. ID:
Preparer:

Price (any line itam):
Purchasing Unit:
Requester:

Status:

Supplier (any line item}:
Supplier Part Number:

Total Cost:

L 1
L

(select 2 valug) [ select ]

[ el Jm

{select = valus) [ select ]

(select 2 value) [ select ]

{select 2 valug) [ select ]

—

Search | [Resst| [Save Search

Click the ‘Date Created:’ drop down to select a predetermined date range.

b. ORclick on the calendar icons to select a specific date range.

6. Click

Search Filters

sl PR150500

Enter Requisition Name:

From: [Men. 15 Jun, 2015 B
[Teday, 11:59em | [

Account: 2i2ho) [ select ]
i No Chaice
Activity Code: Today select |
. Yesterday
P G This Week =
o Last Week
~CEE This Manth —
Cellaboration: Last Month :lv
olssermen This Quarter
Commedity Code: Last Quarter  Beoject ]
This Year
Date Approved: Last Year
Date Created:
To:
Date Orderad: No Cheice

Date Received:

No Choice W
No Choice WV

(select a valug) [ sslect ]

Date Submitted:

Dept./Program:

pe e |

‘Search.’

Facility:
Index/Org:

Need-by Date (any line item):

Non-Catalog Ttem (any line item):

Order ID (any line item):
Originating System:
Originating System Ref. ID:
Preparer:

Price {any line item}):

Purchasing Unit:

b, [Resusst=r

Status:
Supplier (any line item):
Supplier Part Humbar:

Total Cost:

Search Options

T vl [z
Oves ONo ® Either

{select = valus) [ sslect ]

(select = valus) [ sslect]

(select 2 valug) [ sslect ]

(select = valuz) [ select ]

L ]
L Jre [ Juw

6. f

7. Click the document number or name to open the located document(s.)

Search Results

O Type ID

Hl PR150501 HPD Ostenaath'\c Medicine/Clinical Immunn\ci-i StationereJune 2045 '

O

a.

Enter Requisition Name

(o) |

Found 1 item

@D
Status Activity Code Date Created 4  Total

Compasing 0 Tue, 23 Jun, 2015 $315.62 USD

Fesst) [Save Search

Add approvers, attachments, or comments to Composing or Submitted documents without editing.

Back to Top
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Comments and Attachments

Comments and attachments are used to explain details or reasons for an order to approvers. Comments and

attachments can be added to ‘Submitted’ documents without clicking ‘Edit’ or ‘Withdraw.’
Click ‘Add Comment’ under ‘Comments — Entire Requisition’ to create a new comment.

1.

a.

ﬁmmmm Orders | Receints _History

Realspace Chair for Tina 12/15/2014

Is this Purchase
Order for the
next Fiscal Year:

Related Projects:  Create Project  Add To Project

My Labels: @ Apoly Label..

Line Items (1)

Hide Details [I[] | ¥

1 E

Supplier:
Contact: Workscapes Inc
Accounting:

No. Type Description

Realspace PRO Quantum 9000 Series Ergonomic ...

Workseapes Inc,

Bill To: Accounts Payable- East Campus

Activity Code: £]  66-Business Services
Dept./Program: @ 66005-BUS SVS
Index/Org: £ 160100-0ff of Procurement Managmnt (OPM)

Qty unit Price Amount
1 each $325.99USD $325.99 USD A

Realspace PRO Quantum 5000 Series Ergonomic Mesh Mid-Back Chair, Black

V]

SHIPPING - ENTIRE REQUISITION

ship Te: Nursing Program- Terry Bldg
Deliver To: Wright, Tina M

Floor: 2

Room FRONT DESK.

Phone (xxx-xoex-xocex):  954-262-8825
Need-by Date: 8

COMMENTS - ENTIRE REQUISITION

Type the desired comment.
Comments are visible to all individuals with access to view this document, including approvers,
Procurement, and Accounts Payable.
b. Click ‘OK.

Add Comment

lDther users will see your onmments.'ﬁ : l

Chair needed to replace existing, broken chair)|

Comments:

Total Cost:  $325.99 USD




SPEND MANAGEMENT

2. Click ‘Edit’ to modify a comment.
a. Adjust the comment as needed, and click ‘OK.’
3. Click ‘Delete’ to remove a comment.

[Friday, December 19, 2014 at 11:58 AM]

D
(g4 comment) 2. 3

Comments ]
Visible to Supplier
Wright, Tina M Chair needed to replace existing, broken chair. O

4. Onthe ‘Summary’ tab under ‘Attachments — Entire Requisition,’ click ‘Add Attachment.’

‘COMMENTS - ENTIRE REQUISITION

[Friday, December 19, 2014 at 11:58 AM]

Add Comment

Comments DID
Visible to Supplier
Wright.Tina M Chair needed to replace existing, broken chair. O

[ATTACHMENTS - ENTIRE REQUISITION

Add Attachme:

a. Click ‘Browse’ to search your computer for the document.

Add Attachment

File: Browse...

b. Click on the document and click ‘Open’ to select.

—
& Choose File to Upload

G@-“, » TEST ATTACHMENT

~ |42 ][ Search TESTATIACHMENT 0]

Organize v New folder =~ A @
> (8 Documents  *  Neme : Date modified Type
b g Music =
X | B Testing attachments.doc 6/14/20139:52AM  Microsoft W|
» [ Pictures
- [ Videos

48 Computer
& &y Local Disk (C)
&3 PricingDiscrepan|
1 x® podb (\oit-nas.q
8 tinawrig (\insuly|
1 ProjectTracking_

- €l Network

-~ i ] »

File name: Testing attachments.dec v | AllFiles (*.%) V]

Open ' Cancel
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c. Click ‘OK’ to add the attachment.

Add Attachment

File: C:\Users\tinawrig\Desktop\CURRENT Doc:l.JMENTS\TEanG\Tes

i. Attachments are visible to all individuals with access to view this document, including approvers,

Procurement, and Accounts Payable.
5. Click ‘Delete’ to remove an attachment.

ATTACHMENTS - ENTIRE REQUISITION

Attachments

File Name 1 size Creator

Testing attachments.doc Download 22 KB Wright,Tina M

Add chment

Visible to Supplier

]

[ Delete ]

Back to Top
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Add an Approver
Approvers and watchers can be added to ‘Submitted’ documents without clicking ‘Edit’ or ‘Withdraw.’

1. Click the ‘Approval Flow’ tab.
2. Click ‘Add Approver.’

CMOUE  Approval Flow -ﬂ Receipts | History

Legend: Pending E Watcher ‘

fa)
Quijada Marissa R Crocguet,Marc M Corominas,Miguel A J—'%:

[=]| 65 watcher | W

PR143963 EI

3. Click the drop down arrow for the ‘Add approver to the approval flow:’ field.
a. Click ‘Search for more.’

Summary Approval Flow Orders Receipts History
l : rlﬁdd approver to approval flow: l* |OJ

. Procurement - AV/IT
Add this approver as:
Procurement - MRO

Provide a reason: Procurement - Office Supply/Furniture

Carominas,Migusl A
Wright, Tina M

Legend: Pending E
=

lEean:h for more...

b. Type the approver’s last name or first name and click ‘Search.’
c. Click the check box next to the approver’s name and click ‘Done’ to select.

Choose Values for Add approver to approval flow

l o |
Add to Currently Selected R Currently Selected
Field: | MName V|I|curnminas | Search Mame t ID Email Address
Mame * ID Email Address No items
Corominas,Miguel & coroming  coromina@nova.edu




4.

a.

AR B A*

Approvers must approve the requisition before it can be ordered.
b. Watchers are given access to review documents, but do not approve.

In the ‘Add this approver as:’ field, click the radio button next to ‘Approver’ or “Watcher’ to select approval type

5. Type a note into ‘Provide a reason,’ letting the individual know why he or she has been added as an approver.

Summary Approval Flow Orders Receipts History
Add approver to approval flow: * |Corominas,Miguel A Q

I Add this approver as: OAEerver (®) Watcher
—
|Please be aware of this purchase x |@

I Provide a reason:

Legend: Pending [ Watcher |

PR143963 ¥

Crocquet,Marc M

Quijada, Marissa R

Corominas, Miguel A

[=| 66 watcher

</

® add approver to the approval flow, as the first or subsequent approver

O add approver in parallel to the entire approval flow

6. Choose the location to add the approver.

a.

Composing requisition options are

i. ‘first or subsequent’

ii. ‘parallel to the entire approval flow’

Summary Approval Flow Orders Receipts History

Add approver to approval flow: ™ |Corominas(l~‘ligue| A |@|

Add this approver as:

Provide a reason:

O] Approver (O watcher

|3lease review prior to all other appro\rerﬁ x |

Legend: Pending E Watcher ‘

~
Quijada Marissa R Crocguet,Marc M Corominas,Miguel A J—'%:

PR143963 ¥

[=]| 56 watcher _}

L

<

® Add approver to the approval flow, as the first or subsequent approver

O add approver in parallel to the entire approval flow
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b. Submitted requisition options are
i. ‘parallel to the entire approval flow’
ii. ‘before the selected approver’

iii. ‘after the selected approver’
1) Inthis example, the approver would be added before ‘Budget Approver.

’

Summary Approval Flow Orders Receipts History
Add approver to approval flow: ™ Corominas, Miguel A e

Add this approver as: ® approver () Watcher

Provide a reason: |Approval needed due to accounting

1)
Legend: [1] Active Pending Emr—‘
[2]| supler,robinL () Budget Approver (®)

[=d| 61 watcher

PR144271 ¥ [~ Approved

4 - -
O add approver in parallel to the entire approval flow
® ndd approver before the selected approver in the approval flow

Add approver after the selected approver in the approval flow

7. Click ‘OK’ to add the new approver.
8. ‘New approver was added successfully’ message will display.

9. Click ‘Delete Approver’ to remove a manually added approver.
a. Only manually added approvers can be deleted, and only by the individual who added them.

[ @Bk
Summary Approval Flow Orders Receipts History

Legend: Pending [Z] Watcher |

[=| coreminas,Miguel & [=]| 66 watcher

PR143963 ¥

Quijada,Marissa R Crocquet,Marc M
<] | >

Add Approver | | Delete Approver ﬂ

New approver was added successfully,

Back to Top

Please contact aribahelp@nova.edu if you have any questions or need assistance with requisition creation or editing.
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