Create Sourcing Request € System

Updated: 1/4/2024

PURPOSE

This Quick Reference Guide (QRG) is designed to show the steps needed to request a new Sourcing
Request 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.

Firefly

SeffService  Business Applications  System Admin & Forms

Resources.

Firefly News SAPPHIRE Submit a Help
Documentation Request
et vyl Y e IV W o
Business Applications
SAP Logon Business eSHOP SAP Ariba
Intelligence eProcurement Procure to Pay
Reporting

SAP Ariba

2. Click a category tile that best fits what you're purchasing (e.g., Professional Services).
o e WA W |

IT, IT Equipment, and Accessories, Facilities & Furniture

Scientific Supplies & Equipment

office Supplies Professional Services Cooperative Contracts

3. Inthe category tile (e.g., Professional Services), click the “Sourcing Event Request” tile.

< Professional Services

Request Links

Professional Services Professional Services Professional Services
Sourcing Event Contract Request Supplier Request
Request [ website W website

W website




Create Sourcing Request

Nel LNIVERSITY IO]

System

PROCEDURE (CONTINUED)

Updated: 1/4/2024

3. The “Create Sourcing Request” screen displays. Complete the screen as noted below. Required

4.

« % o«

fields are denoted by

. Click “Create” when finished.

Syt

Create Sourcing Request

To create a Sourcing Request, specify the fields below. Templates used for constructing your Sourcing Request appear in the section at the bottom of the page, and available Templates may cl

Mame: *

Untitled Sourcing Request

Description:

(e

Projected Spend

Copy from Project: | (no value)
Project State: ~| @
st L
@Reglnns" (no value) v @
Q campus:* | (no value) v I ®

Predecessor Project: I (no value)

T ® 0

depending on the project attributes  More

owner: |

Currency: [ US Dollar

c

Commodtty: * | (no value)

v]fﬁ
v
v]m

Execution Strategy: l No Choice

G Target Bid Date: *

Select a template

©

o ow»

@

(@ university of Nebraska Sourcing Request Template

Use this template to create a Sourcing Request.

Select the template you want to use, and answer any questions related to it to create you

omm

I

Enter a descriptive title for the request.
(required) Enter a detailed description.
Search for and select the Region(s) covered
by this Request.

Search for and select the Campus(es)
covered by this Request.

Select the reason for this Sourcing Project.
Enter the date when bidding should begin.
Search for and select the Commodity(ies)
included in this Request.

Select “Nebraska Sourcing Request
Template”.

The “Overview” tab of the Sourcing Request displays. Click the “Tasks” tab.

System

Related Knowledge

Sourcing Request
» Expand Projects

All Knowledge Areas

Overview Documents

Search Knowledge

Overview

ID;
Project State:
Version:

Project Status:
Start Date:

Due Date:
Owner:
Projected Spend:
Process Status:
Commodity:
Base Language:
Currency:
Regions:
Campus:

Project Reason:

Tasks Team

SR710856950 (D

Active @

Original

Gray

05/31/2023

05/31/2023 (D
0]

$100,000 USD

No Choice

Education and Training Se...

English
US Dollar
AUAL ()
3UNL (O

New Requirement (0

Message Board Event Messages History

Actions v Process

(S Approve Sourcing Request v/

Quick Links

Q €

h

g 0 ® @
ID SR710856950

Tasks: Incomplete Tasks: 2

Next Milestone: Approve Sourcing Request

All Tasks

>

All Documents

AQuick Link is a path to an important document in this project. To add a Quick Link to this
area, navigate to the document you want to link to and choose Add to Quick Links from its

menu.

Announcements

View more ()
Welcome to the project!

New Details

5/31/2023

o Execution Strategy: oice (D

2
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5. The “Tasks” tab displays. Click the “Prepare Sourcing Request”’ drop-down and select “Mark

Started” from the drop-down menu. Click the “Documents” tab.

St

Related Knowledge

o Sourcing Request
¥ Expand Prajects

£
All Knowledge Areas /
Search Knowledge Overview Documents Tasks Team Message Board Event Messages

History

Show: | (Any Status) [ (Any Owner)

v | | RequirediOptiona

Name Document

(S Prepare Sourcing Request * \/

(© | Action

: Mark Started
SAP Ariba
Doug A oug justus) | The Us 27y Mark Complete
Privacy Dis for Ariba Claud Parick
Associate Document

Owner
Project Owner

Project Owner

Q # ® @ ®

o]

ID SR714802463
Tasks: Incomplete Tasks: 2
Next Milestone: Approve Sourcing Request

Status Due Date
Not Started 06/05/2023
Not Started <>

& 1886 - 2023 Ariba Inc. All Rights Reserved

6. The “Documents” tab displays. Click the “Actions” link and select “Upload documents” to upload any

project documentation.

£

Sytem

Related Knowledge

< Sourcing Request
¥ Expand Projects

All Knowledge Areas

Search Knowledge Overview Tasks Team Message Board Event Messages

Name

(= Sourcing Request ltems

SAP Ariba

Daug Justus {doug justus) | Th ity of Nebraska Syste;

Privacy Disclesure for Ao C

Qwner

History

Project Owner

QA F 2 0 8

ID SR714802463
Tasks: Incomplete Tasks: 2
Next Milestone: Approve Sourcing Requey

Show Details Actions v

Search

Upload

( Document '

Create

Folder

Assembled PDF
Rights Reserved
Analytical Report

Compound Report

e i P
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7. The “Create Document” screen displays. Search for and select the file(s) to be uploaded. Click

“Create” to upload document(s).

Create Document Create
Upload the file and fllin additional information
Unttes D/
Upload file: Choase File | No file chosen
{Or drop file here
Description —size— || [ —font— -
Base Language: ‘ English v
Use As: ‘ None Y
[] Announce the creation of this new document.
[ unzip contents to project. @
Crears
8. Click the “Tasks” tab
e = @
< Nebfdﬂﬁ*m aQ & 8 0 8 @
ID SR714802463
Related Knowledge Tasks: Incomplete Tasks: 2
Sourcing Request Next Milestone: Approve Sourcing Request
» Expand Projects
All Knowledge Areas
Search Knowledge Overview Documents Tasks Team Message Board Event Messages History
Name ‘Owner Status
{5 Sourcing Request ltems Project Owner Mot Created

9. The “Tasks” tab displays. Click the “Prepare Sourcing Request” drop-down and select “Mark

Complete” from the drop-down menu.

< “Sriem
Related Knowledge

Sourcing Request
» Expand Projects

All Knowledge Areas

History

[ Prepare Sourcing Request * v

(S Action 12

Edit Task

Search Knowledge Overview Documents Tasks Team Message Board Event Messages
show: | (any Status) v || requrearogfial v | I (Any Owner) v
Name Document.

Owner
Doug Justus

Project Owner

a #8509 @
1D SR714802463

Tasks: Incomplete Tasks: 2
Mext Milestone: Approve Sourcing Request

Status Due Date
In Progress 06/05/2023
Not Started [
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10. Click the “Approve Sourcing Request” drop-down and select “View Task Details” from the drop-
down menu.

a e 9 09 @

ID SR714802463
Related Knowledge Tasks: Incomplete Tasks: 1

Sourcing Request Next Milestone: Approve Sourcing Request

> Expand Projects

All Knowledge Areas

Search Knowledge Overview Documents Tasks Team Message Board Event Messages History
Show: | (any Status) || requredroptionai | | any ownen
Name Document Owner Status Due Date
+ Prepare Sourcing Request * v Complete 06/05/2023
@ approve Sourcing Request * v Project Owner Not Started &
Action
equired
i View Task Details
Edit Task

Open Sourcing Request

11. The “Approval Task” screen displays. Complete the screen as noted below. Click “Submit” to route
the Sourcing Request for approval.

Nebiaska 2 2 0 @

This task requires approval on one or more documents. Prior to submitting this task, documents must be ready for approval. You can enter any necessary task messages and add additional approvers on the Approval Flow tab. More

Approval Task

Approve Sourcing Request

TSK714802473 Approve Sourcing Request Round 1: Not Started

Submit the sourcing request for approval.

> -
1 = it

A. (optional) Specify a due date for the

\_/ Days after parent phase starts: None

2. Specify Due Date o

3. Provide an initial message and click Submit

—sze— W[ —font— =l
Additional Attachments /
4.
Submit
Properties Task History Approval Flow
Pending
Submitted Approved
Buyer Professional Senvices
SAP Ariba

o approval.

B. (optional) Enter a message to
Approver(s).

C. Review the approval workflow. A
status of “Pending” indicates the
next approver in the approval
workflow.
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12. Note the status of “In Approval”.

= =

S Sten Q & 5 @ & @
ID SR714802463

Tasks: Incomplete Tasks: 1

Related Knowledge
Next Milestone: Approve Sourcing Request

= Sourcing Reguest
» Expand Projects

All Knowledge Areas
Search Knowledge Overview Documents Tasks Team Message Board Event Messages History
Show: | (Any Status) v ‘ ‘ Required/Optional | ‘ (Any Owner) v
' Actions v =
Name Docurment Owner Status Due Date
+  Prepare Sourcing Request * V' omplete 06/05/2023
[l Approve Sourcing Reguest * v In Approval g
* indicates required task

Your request will be reviewed by a Buyer.

To check the status of your request:

1. From the Guided Buying home page, click the “Your requests” tab to view requests.

Nd)lﬂs\l[\ﬁ Guided Buying

Shop Your favorites Your requests Your approvals

2. The status of the request appears at the right. Click a request to open/view more details. Use the
filters at the top of the screen or the dropdowns and search field to locate specific request(s).

Your requests

To receive (0) Custom forms (0) Invoice requests (0)

All(3) Quotes (0)
< |

F\Iterb\{ ‘ Last 3 months H Request ID ~ ‘ ‘

Composing

Date requested Amount $600,000.00 USD

PR1073
Allergen Test Kits
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