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Updated: 11/21/2023
PURPOSE

This Quick Reference Guide (QRG) is designed to show the steps needed to approve Requisitions in
SAP Ariba via both the Guided Buying interface and via email. When approving requests via email,
you must SEND the email to process!

HELPFUL HINTS

» Assembile all supporting documentation prior to beginning work in SAP Ariba.
» For the best experience, please use the following browsers:
Google Chrome (64-bit) Apple Safari (64-bit)

Microsoft Edge (32-bit) Microsoft Edge Chromium (32-bit and 64-bit)

Mozilla Firefox (64-bit)
PROCEDURE

1. You will receive an email notification from the SAP Ariba system when your approval is required
(refer sample email below). The email contains important information about the request. Review the
email as noted below.

l?:lsl&mam Requisition

Requires your action

On benalf of o

This requisition that . submitted requires your approval Requisition
Reason PR410 - BIOO5 S 7/25/23
specified.

Created
Tuesday, July 25, 2023 at 8:17 AM, CDT

Glick Approve: o Deny to approve or deny the Requisition, and enter yaur comments in Total Amount
the email that spens. To view the Requisition in the Ariba solution, click View $579.98 USD

A. Information about the Requester.
B. Information about the item(s) being requested.
. C. The Approval workflow in place for this Requisition.
D. Links to APPROVE or DENY the request from the
Header Details email notification. SKIP TO STEP #5 (Page 4) IF
USING THESE LINKS. YOU MUST SEND THE
Max Approval Ar
resly i i EMAIL TO PROCESS.
Line ltems e E. Link to VIEW the request in SAP Ariba. SKIP TO
y STEP #4 (Page 3) IF USING THIS LINK.
L SSI\SIERWFM\_;SK TISSUE CULTURE 250088 aﬂ;{ INTERNATIONAL LLC ;‘!;D E;:e $217.85 $435.70
PLUG SEAL WEACH™" uso usD
Account Assignment Unioading point
X(Cost Center/WBS) Office 123
Gl Accaunt ProociWBS Type Praparton
EPDZ(:‘E-?SHUS(Reseamh & Lab Equipment JWDZ]UUSSOSEIDQH Ronning Start Percentage 100.00
2 Description Supplier Qty Unit Price Amount
VWRFLSK TISSU CLTR 250ML VNT VWR INTERNATIONAL LLC 1.00 case $144 28 $144.28
CAP CS100 **"ACH"* usb usD
Account Assignment Unloading poin
X(Cost Center/WBS) Office 123
GL Account Cost Center Project/WBS Type Proportion
E,l;[:;?a]mli(ﬁeaeavch & Lab Equipment ZLZ]UEE}UE&[DDH Ronning Start Percentage 100.00
Approval Flow (As of Tuesday, July 25, 2023 at 11:41 AM, CDT)
Status Required Reason e Approver Date Time
Ready for Yes Unknown approver 43732454:01146417:88627698 Customer
approval was specified. Administrator
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2. Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay’ tile in Firefly.

3.

All apps
All menus

Split view

Favorites Notifications

Business Intelligence
ng

Budget Workbench (BCS
Reports

Firefly Help
Staff Lists

Project Verification
Statement

Self Service

Business Applications

Annual Salary Notifications Available by July 1, 2023

Self Service

Workflow Inbox

Y LV

Business Applications

ePAF Actions

Shop

Your favorites  Your requests

Your approvals

Employee Self
Service
(ESS)

s W

SAP Logon

System Admin & Forms

SAPPHIRE
Documentation

YSAPPHIRE

Manager Self
Service
My Staff (MSS)

Business
Intelligence
Reporting

Resources

Submit a Help
Request

Alternative Worksite
Arrangement

SAP Ariba

Procure to Pay

\

A\
/1\\

SAP Ariba

Find goods and services

Notifications

Approve: PR410

- July 25, 2023

TR

Approve: PR338

&R

July 18, 2023
Admin
Reconcile requests: 17
—  Approve: INV7320009-3-166
2] aribasystem - July 11, 2023
= Approve: INV7320008-2-165
N Y ap ey e

e




Name

Nel LINIVERSITY IO!

Approve Requisition System

PROCEDURE (CONTINUED)

Updated: 11/21/2023

4. The Requisition details display. Review as noted below.

<

BIOOS S| 7/25/23
Request details | PR410

Submitted

Approval Flow

®

Request

Comments

(B

Customer Administrat. .

G

Ciick on the fine to add approvers

Approved

Virite your comment...

Attachments

& Drag and drop file here, or browse to upload, then click the Add butten.

Ship to

1100 No 17th St
Lincoln, NE 68588-0699
United States

Items (2)

History

Date

July 25, 2023 12:41 PM

(D

(£

VWR FLASK TISSUE CULTURE
250ML PLUG SEAL

0000152396 (VWR INTERNATIONAL LLC
TACH"™)

VWRFLSK TISSU CLTR 250ML
VNT CAP CS100

0000152396 (VWR INTERNATIONAL LLG
ACH!)

Real User

Sam llig

A. The Approval workflow in place for this Requisition.
Completed nodes are in “green” and active nodes
are in “blue.”
B. Comments (if applicable).
C. Attachments (if applicable)
D. Shipping information for the Requisition.
E. Information about the item(s) being requested.
F.  Previous actions completed on the Requisition (if
applicable).
G. Links to APPROVE or DENY the Requisition.
Charge to Total Cost $579.98 USD
GL Account (0000533103 (Research & Lab Equipment Net Amount §579.98 USD
Parts))
~ Show advanced options
Quantity Price Net Amount
2 case §217.85 UsSD $435.70 USD
Gross Amount
$435.70 USD
Quantity Price Net Amount
1 case §144.28 USD $144.28 USD
Gross Amount (3
$144.28 USD
User Action Summary
Sam lilg Submitted PR410 submitted for approval
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PROCEDURE (CONTINUED)

5. After clicking the APPROVE or DENY links, you will have the opportunity to enter comments. NOTE:
You should always include a comment back to the Requester when you DENY a Requisition (i.e., to
inform the Requester of the reason for the denial). The comment box displays. Enter comments, as
needed and click “Approve/Deny”.

Approve request X

Enter an optional commaent for the requastar.

Cancel Approve

APPROVING VIA EMAIL

A pre-populated reply email will display. Do not edit or delete any of the text highlighted in the image
below. Comments can be entered only in the area indicated below (in red font). The final step is to
SEND the email!

From: A
To: buyerapproval-prod3+NUSystemCHILDSITE-1-T@ansmtp.ariba.com Cc Bec
Subject: Approve PR303 Priority ~
Calibti S LAY B T U S We x, = iE === 0Py @ 4 F Rvw =T

[:Begin Comments section. Enter your comments starting on the next line:]
>>>REPLY TEXT GOES HERE<<<

[:End Comments section:]
IMPORTANT: Send this message to approve this request.

Do not edit or delete the text below this line.
[x] WorkflowActionID,NaWiAXjWT+zdZv, 1jbhsk8id3grs,NaWiAE4Uelvpll,1,NaWiAE4Uelvpll NUSystemCHILDSITE-1-T;

Joseph Smith
Maintenance Supervisor
518C Nebraska Hall
Lincoln, NE 68588-0527
jpsmith@nebraska.edu

r I lJm.uslwlou

System |

6. Your approval/denial is complete at this point. If approval action is not taken within 14 days of a
request being submitted the request will escalate to the Approver’s Supervisor. Supervisor is
determined by the Approver’s Personal Profile.
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