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PURPOSE

Updated: Sept. 1, 2023

This Quick Reference Guide (QRG) is designed to show the steps needed to custom forms and

requests in SAP Ariba.

HELPFUL HINTS

Assemble 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. Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay” tile in Firefly.
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2. Scroll to locate the

ided Buying

“Procurement and Payment Forms” tile. Click the tile.
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3.

The custom forms available display. Click on a tile to select a form. NOTE: The forms available will
be updated periodically, as needed.

< | Procurement and Payment Forms

College of Dentistry
@

Mot intendad for department use
- Intarnal catalag anly

PCard Exception
Request Form

9

Use this form for authorization
of Purchasing Card exceptions.

Delivery Address
Request Form

2

Use this form te request a new
Delivery Address, update an
existing addrass or remove an
address.

Pre-Approval Form
@

Use this form for authorization
1o purchase outside of SAP
Ariba. This form is for internal

department budgetary approval.

Non-P0 invoice form

Direct Pay
&0

Use this form to request
payment for invoices NOT
associated with a purchase
order o framework order.

One Time Refund Form
(Warrant Request)

?

Use this form to create a one
time payment NOT assoclated
with a purchase such as student
loans, scholarships and refunds.

If you need mare help, or couldn't find what you were looking for, use the resources below:

Lina itam form

Framework order item

Custom form

Reverse Goods Receipt
Form

9

Use this form to request

reversal of & system automated
goads receipt.

V)

PCard / Group Card
Request Form

2

Use this form to request a new
purchasing or group travel card
or change or cancel an existing
card

Custom form

Surplus Property
Pickup Form

9

UNMC & UNO - Use this form to
schedule pick up of surplus
property, or report missing
property.

Complete the form fields as shown in the sample below. Required fields are denoted by “ * “. Click
“Submit” when complete.

PCard / Group Card Request Form New

Once your new card arrives Procure to Pay will contact you for training

Standard Cardholder Purchase Limits
Spending Limit Per Cycle: $10,000.00
Single Purchase Limit: $4,959.00

Cardholder Information

*
Cardholder name

Cardholder departme:
N
Cardholder email

Cardhalder campus

N
Cardhalder phones

Use this form to request a new purchasing or group travel card, or change or cancel an existing card

Upon submitting this form, it will route to yeur department approver and then Procure to Pay for processing.

For limits other than these, please include a comment in the Additional Notes field.

Card Information

Default cost object for

Submit
?)
% *
ype of request New
Change
Cancel
.
Type of card Chaose one v
enter of WBS element
Please use your default cost object for billing purpeses for Ariba chackout
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PROCEDURE (CONTINUED)

5. The confirmation screen displays. Click “Proceed.”

v

Your form 'PCRS - PCard { Group Card Request Form' has been submitted!

6. Click “Exit.”

PCR3 - PCard / Group Card Request Form okt ] l e ] l L
Submitted on 09/04/2023, §:49:36 AM

Use this form o request a new purchasing or group travel card, or change or cancel an existing card.

Upen submitting this form, it will reute to your department approver and then Procure to Pay for processing,
Once your new card arrives Procure to Pay wil contact you for training

Standard Cardholder Purchase Limits

Spending Limit Per Cycle: $10,000.00

Single Purchase Limit: $4,999.00
For limits other than these, please include a comment in the Additional Notes field.

Cardholder Information Card Information =
A b A o g paA

. "o




	Slide Number 1
	Slide Number 2
	Slide Number 3

