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PURPOSE

This Quick Reference Guide (QRG) is designed to show the steps needed to create a tactical sourcing
request in SAP Ariba.

There are three (3) types of tactical sourcing requests:

« Self-service — requests under $10,000; your request will be sent directly to the vendors selected.

» Low Touch —requests from $10,000 - $50,000; Procurement will review before vendors are notified.
 High Touch — requests over $50,000; Procurement will review before vendors are notified.

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. Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay” tile in Firefly.
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PROCEDURE (CONTINUED)

3. The categories available under that tile display. Scroll to locate the “Tactical Sourcing Form” tile.
Click on the tile.

Nebiasia: Guided Buying

< Facilities / Furniture

?
Facilities Services

Tactical Sourcing Form
®
o
Faclltes and Fumiure
Building & Facility Construction Services
Maintenance and Non-Catalog Form
Repair Services Non (3 Adhositem
Catalog Form -
(5 Adhac tem Y

Furniture & Furnishings

4. The Tactical Sourcing Form displays. Complete the form as noted below. Required fields are
denoted by “ * “. Click “Next” to proceed.

Nésisfa Guided Buying

< Please provide a title*
Request for quote

m

om

-~

RFQ Header
A. Enter a brief namettitle of the -
request. _I_
B. Validate “Ship to” address; edit, if
needed Requester *' Estimated budget *

Check “same as total target price”.
This will allow SAP Ariba to create
the total based on the item(s)
requested.

Enter a date for responses from
vendors.

Enter a description for the sourcing
project.

Enter a title for the first line item.
Enter a target (desired) price for
the item.

Enter the quantity needed.
Validate/change unit of measure.
Enter a detailed description of the
item.

(optional) Search for and select a
contact at the University (this will
be made visible to vendors).

Add email/phone information for
contact.

(optional) Click to add attachments.
IMPORTANT: Mouse-over this area
to reveal the “ + “ symbol; click to
add additional line items.

Stipto* !?
[ 2000 (UNL ceneralPceiving) |

1100 No 171h St Lincoln, NE B8588-0699 United Stales

Respond by date*

e September 4, 2023 E]

Sourcing Event Header fields

G Project Header Description™

Total target price

0.00 USD

o ——

] same as tota target price

Purpose

0.00 USD under budget

i (il We have defaulted the title to the item name but please do not forget to change it

~ RFQ Items

Title*

G\im =

Quantity*

QO

Detailed description*

_0 4

Supplier Part 1d

I

Manufacturer Part Id

I

Requirement Attachment

Reference documents

Target unit price”

Q= 1w

Unit of measure

0 e 1]

University Contact Name:

o -

Emall

I

Phane

I
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PROCEDURE (CONTINUED)

5. The “Invite suppliers” screen displays. Select the vendors/suppliers to be included in this request
(i.e., these are the vendors who will be invited to submit quotes for your items). Mouse-over each
vendor to display the “Select” icon. Click “Submit” to proceed.

Nebiigka. Guided Buying Find goods and services Q| & B B

Request for quote

Requester £ Stipto ) Respond by cate mated budget
oug Justus 1100 No 17th St September 4, 2023 ,000.00 USD 2
Linceln, NE 68588-0699 i
United States
v Show details
Invite suppliers [ [ setectan | [ Fiterdy | [ 1. son |
BECKMAN COULTE THOMAS SCIENTIFI USA SCIENTIFIC IN
am RINC 33% CLLC 33% on HEACH™ 33%
el @ PALATINE, IL Match o ® PITTSBURGH, PA Match = @ cCity, Match
Vendor ID:0000120876 Vandor ID:0000222176 Vendor ID:0000501634
Qualification Divarsity. Qualification: Diversity Qualification: Diversity

6. The confirmation screen displays. Your request has been sent to the selected vendors.

| Success

Your request f

a quote has been sent 1o the suppliers you chase. You'll be notifled when

a quote is recelved

Back o homa l View request ]

NOTE:

- Self-service requests (i.e., under $10,000) will be sent directly to vendors. You will receive
responses from the vendors and can choose accordingly.

+ Low Touch (i.e., $10,000-$50,000) and High Touch (i.e., more than $50,000) requests will route to
Procurement so that a sourcing event can be prepared. The Procurement Buyer will receive vendor
responses.

You can check the status of your Tactical Sourcing request at any time by accessing SAP Ariba and
clicking “My requests” from the homepage.

N:hﬂa Guided Buying

Find goods and servi4

Your favorites  Your requests  Your approvals

Recommended for you
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To review quotes received from vendors:

1. Access SAP Ariba and click “My requests” from the homepage.

Guided Buying

Find goods and servi

Shop Your favorites Your requests Your approvals

Recommended for you

2. Locate the request with a status of “Receive quotes.” Click on the request title.

Guided Buying Find goods and services
< | Your requests
All(3)  Quotes (2)  Toreceive (0)  Custom forms (0)  Invoice requests (0)
Filter by Last 3 months H Request D ‘ ‘ Find a request Q
?
Date requested August 28, 2023 Amount $5,000.00 USD Receive quotes
RFQ186 /
Date requested August 28, 2023 Amount $51,000.00 USD Request sent
FQ1
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To review quotes received from vendors:

3. The “Receive quotes” screen displays. Review the screen as noted below. Click “Award” as
appropriate. NOTE: The example below is a self-service request which allows the requester to
choose the vendor and make the award.

Nebiis? Guided Buying

<

Request for quote / RFQ186

C— [

Receive quotes

Process

Request sent

Receive quotes

(@) Reausster

Supplier participation

(@) Pemepates

© Bid comparison

Overview

Rollup terms

Receive quotes Award

Your raquest for a quote has been sent to the suppliers you chosa. You'll be notified when a quate is recaived.
= Suppliers can send in their quotes until the Respond by date on your request
- You can accept a quate any tim, but e racommend that you wait until you racaiva all quotes to ensure you get the best deal

ip to 1) Respond by date
55 3100 Ko 1710 &1 XS Seplamber 4, 2023
Lincoln, NE 68588-0699

Urited Satas

\/ Show details

0

@ e pancpae
0

(© Noresponse

® Oecinea
0

Suppliers

Filter by:

exenceapica | |

All suppliers %

Compare bids

2
s750

BECKMAN COULTER ING ™"ACH"™"

Primary bid Primary bid

W Complete item fulfilment

Extended Price

THOMAS SCIENTIFIC LLC ™ACH™TH

Reset filters

Requisition completed

%¢ Estimated budget
® 530000 USD

Provides the current progress in
the workflow. The blue node is the
active node.

2/2 /2 i2 0/2 B. Provides summary information on
T vendor engagement with the
request.
Overview G C. Summary of the quotes provided by

the vendors.

The vendor quotes/responses can
be filtered, as needed.

Click to expand and see details on
the vendor quotes.

Click “Award,” as appropriate.

THOMAS SCIENTIFIC LG “AGH"THGMAS SCIENTIFIC HOLDINGS

Budget

Items Suppliers Terms
Fiterby: [ [attems x | [ [ sppers x | }na x |20more so. s | Al
v Show advanced optons
O e (Qualified ) (Gualifie

BECKMAN COULTER INC *HACH™*

Primary bid Primary bid
V1 items U1 items
Total Extended Price $750.00 USD $500.00 USD
Total Cost $750.00 USD $500.00 USD
Show less
L $0.00 USD $0.00 USD
e Total Cost
> 2 tems
$750.00 USD $500.00 USD
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PROCEDURE (CONTINUED)

4. IMPORTANT: You will need to return to the Guided Buying homepage and then locate your request
again (refer Step #1, Page 4). The request displays. Scroll to the “Awarded quotes” section and click
“Create purchase requisition.”

Nefidha Guided Buying

Request for quote / RFQ186

Supplier participation

(@ Fcass (@) s g @ oo © Merse
2/2 0/2 W) ) ?

/ Show details

Awarded quotes ’ Create purchase requisition

Purchase
0000120876 — Primary
beoi e Valid until: September 30, 20
BECKMAN COULT kathya@nitorpartners.com Vel untl: Sep 0,208
ERING™5hch™ $500.00 USD
Show details
Overview
« Bid comparison 0 L
Overview
Rolluj TS Suppliers,
L ¥ PPV PISY S N - S LR AP PR e i o, s

5. The confirmation screen displays. Click “Done.” You will be returned to the Guided Buying
homepage. NOTE: The Requisition has been prepared at this point; however, it has not been
submitted for approval.

7] Creating requisition

We're craating a requisition for the selected quotes. We'll notify you in guided buying once it's completed.

6. From the homepage, locate the request again (refer Step #1, Page 4). The request displays. Scroll
to the “Awarded quotes” section and click “View PR ####.”

Guided Buying Find goods and services
Request for quote [ RFQ186
W Show details
2
Awarded quotes
urchase
0000120876 Pl Y P
BECKMAN COULT Valid until: September 30, 2023
ERING "*ACH™" $500.00 USD
Show details
Overview
NP SORr P NSRS SR ot e T OE N R, e eV VS
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PROCEDURE (CONTINUED)

7. The Requisition displays. Click “Edit.”

'\duia Guided Buying

Request details | PR1031
Composing
?

Ship to Charge to Total Cost $500.00 USD

1100 No 17th St GL Account (0000533103 (Research & Lab Equipment Net Amount §500.00 USD

Lincoln, NE 68588-0699 Parts))

United States
* Show advanced options

Items (1)

W‘ i AN PP PO TP P U gV O o, oy PO e SR RN Ny N

g R o - e

8. The confirmation screen displays. Click “Edit.”

/1 Edit the requisition? x
You can edit the requisition on the checkout page.

Comments

'Write comments {optional)

m Cence!

9. The Requisition displays. Review and complete the information including the areas in RED (you may
need to expand the Line ltem sections to view these fields):
*  “Need by date”
* "Cost Center”
*  “Project/WBS”

Click “Submit” when complete.

Netiiska Guided Buying

Checkout | PR1031

Ship to Manage locations Charge to Manage details Total cost $500.00 USD

?
1100 No 17th St GL Account (0000533103 (Research & Lab Equipment Not amount $500.00 USD
Lincoln, NE 68588-0699 Parts))

United States

Need-by Date (i Unloading point
= \ |

&, Need By Date must be set.

On Behalf Of Company Cade

‘ v ‘ 1000 (University of Nebraska) v ‘
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