Create Supplier Request Ne System

Updated: 07/29/2024

PURPOSE

This Quick Reference Guide (QRG) is designed to show the steps needed to request a NEW Supplier in

SAP Ariba and how to check the status of your request. The supplier will need to complete registration
before it is available in 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)

CREATING THE REQUEST

1. Access SAP Ariba by clicking the “SAP Ariba — Procure to Pay” tile in Firefly.
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2. From the Guided Buying homepage, scroll to the “Procurement and Payment Forms” tile and click
“New Supplier Request”.
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CREATING THE REQUEST (CONTINUED)

3. The “Supplier Request” screen displays. Complete the screen as noted below. Required fields are
denoted by “ * “. Click “Submit” when finished.

P a g e 8 @
Supplier Request Form
1 Reason for New Supplier o
p
~v 2 General Supplier Information
2.1 Supplier Full Name * e
2.2 Supplier Main Address
- Street () House Number ()
Street 2 (7
Street 3 (%)
District &
Postal Code & city @
Country/Region (2
~w 3 Primary Supplier Contact e
3.1 Contact First Name *
3.2 Contact Last Name *
3.3 Contact Email*
3.4 Contact Phone
v 4 Additional Information Q
4.1 Select the Service and/or Material Categories the Supplier q
provides
A. Enter a reason for the new supplier.
: . m cancel
B. Enter the full business name of the supplier. Enter
as much address information as is known.

C. Enter contact info for the primary contact at the
supplier.

D. Search for and select the commodity(ies) provided
by the supplier.

NOTE: The system will check to see if a potential duplicate supplier already exists in SAP Ariba
(refer screenshot below). If a potential duplicate does exist, you can choose to “Cancel” or continue
the Request.

%) 1 potential duplicate was found based on information suppliers provided. See duplicates
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4. The confirmation screen displays. Click “Done” to continue.

< Mmﬁal&i

[ i Your supplier request submission is in progress. Once it is complete, you can view the submitted request

Supplier Request Form

v 2 General Suppler Information

2

2

Supplier Main Address. +

i

Primary Supplier Contact

Contact First Name

Contact Last Name

Contact Email

Contact Phone

v 4 Additional Information

provides

1 Reason for New Supplier New supplier for QRG

‘Supplier Full Name Just-Us Consulting

4.1 Selectthe Service andjor Material Categories the Supplier All Commadities

Your request will be reviewed by a P2P Supplier Manager. Once your request has been approved,
the Ariba supplier registration will be emailed to the supplier for them to complete (see screen shot
below). Once the supplier completes their registration, they will be available in Ariba. The timeliness

of the registration completion is mainly dependent on the supplier not P2P.

From: Valerie Glaser <sdsystem-prod3+NUSystem. Doc865827831 @ansmip.ariba.com>

Date: Wednesday, October 18, 2023 at 6:14 PM
To:

Subject: Invitation: Register to become a supplier with The University of Nebraska System

=

Register as a supplier with The University of Nebraska System

Hello!

Valerie Glaser, University of Nebraska Payment Services, has invited you to register to become a
supplier with The University of Nebraska System. Start by creating an account with Ariba

Network, It's free.

The University of Nebraska System uses Ariba Network to manage its sourcing and procurement

activities and to collaborate with suppliers. I

already has 2n sccount with Ariba

Network, sign in with your usemame and password.

Click Here to create account now

For more information visit our website: hitt

finance/procure-to-p;

I rebraska. eduloffices

ibs-fag

- University of Nebraska
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CREATING THE REQUEST (CONTINUED)

Once the supplier manager has sent the registration, they will add the requester as a watcher on the
workflow. This action will allow you to receive notification when the supplier submits their registration
and when a supplier manager has approved their registration.

Below is an example of the first email you will receive. This email indicates the supplier has submitted
their registration.

- From: Ariba Admimistrator <no-replyf@ansmip.anba.com=
Date: Tuesday, June 18, 2024 at 202 AM

To: Bath a.edu>
Subject: WS1148176559 - Supplier Registration for Eugene f

Fl

Approval for Supplier Registration Questionnaire was approved by RELISH Pil,

I Coution: Hon-NY Email

W511481 76556 - Suppler Reglstration for Eugens MINIEH approval for Supplier Registration Questionnaire was approved by RELISH FIL
The following task can be s-hlcd: Approval for Supplier Reglstration Questionnaire

Task description:

The following notes might alvo be helpful to you: PI completed

You are being sent this email because somesne in the approval flow of the task has approved the decwment.

Below is an example of the second email you will receive. This is a once daily email
summarizing any actions taken by a supplier manager on your supplier requests or
registrations you are watching. These actions include approving a supplier request and
approving a supplier registration. The supplier number is assigned after the registration is
approved.

e 18, 2024 at 4:32 PM
To SESRESER T
Subject: W5114817655% - Supplier Registration for Eugene

v G AR e

Approval for Supplier Registration Questionnaire completed

' Caulion: Hon-NU Email

WELL401 76559 - SuppSer Registration for Eugens

The Tallewing Lask is complete] Approva] for Supplies Registration Quedticnnaire

Task description;

k submitted on 06 1772004 03:51 PM

WHELISI92162D - SuppBer Requast for Sarak “Hrgam |

Thi fallawing Lask is complobe; Approval for Supplier Request

Task description: Approval for Supdlinr raguast

The remainder of the document will cover how to check the status of your supplier request.
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Create Supplier Request

CHECKING THE STATUS OF THE REQUEST

To check the status of your request in the Ariba Classic Ul:

1. From the Guided Buying launch page, click the “B&l Classic Ul tile.

SAP Ariba

B&l Classic Ul

2. The classic user interface opens. In the “My Documents” section, click the supplier request you're
researching.

My Documents v To Do
Title Date | Status Date |

() Sorler et or s sz o on 102023, v
E‘ L 7/8/2023  Draft 7/9/2023
3 - 7/8/2023  Active 719/2023
(= 7/8/2023  Pending Selection 7192023
k3 7/8/2023  Active 719/2023
3] Sourcing Project 7/8/2023  Active 7/9/2023

[ I P 1~ v S A | YT,

2. The request displays. Note the approval process flow and status. The request can be edited by
clicking the “Edit” button.

Approve supplier request: Just-Us2 Consulting

Supplier name Requested by Requested on
Just-Us2 Consulting July 10, 2023

Process Flow

on SO Q.

Req

Questionnaire details Edit
1 Reason for New Supplier new request /
« 2 General Supplier Information
2.1 Supplier Full Name Just-Us2 Consulting

- PP B s P . . > - s
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CHECKING THE STATUS OF THE REQUEST (CONTINUED)

3. When your request to add a supplier has been approved by a P2P Supplier Manager, an invitation
will be emailed to the supplier. The status of your request changes to “Approved”, meaning the
Supplier Manager has approved your request, and the process flow displays in green. To check the
status of the supplier’s registration, click the blue “View supplier profile” button.

Approved

Approve supplier request: ABC Contracting LLC 1

# 1 potantial duplicate was

Supplier nam Requested b Request
ABC Contracting LLC UNL LN User 1 May 21, 2024

Process Flow

® —¢ ®

Invited Status

The supplier profile opens and displays the status of the registration and the date the invite was
created (e.g., Invited and May 21, 2024). An ERP Vendor ID has yet to be created. Click the
“Registration” link at the left to view more details.

@ About

Regi
ABC Contracting LLC Invited

SM Vendor ID: 567479363 Qualification Statu Onboarding time Created On
Not Qualified May 21, 2024 Phane

Supplier IDs

ERP ID AN IL

S67479368
ACM ID
ACM_21985519

Diversity

VDRB16019 Not Available

Address

Not Provideq

The supplier’s registration details display. In the screen shot below, the process flow is mostly blue,
indicating steps that are currently active (e.g., supplier is in the process of completing their
registration). In the Questionnaires section, the email status is “SENT”. If the supplier had opened
the email invitation, the email status would change to “OPEN”, and the date would change. This
does not necessarily mean that the supplier has taken any action, however.

@ Registration
Currant tes
vt by VI

ABC Contracting LLC

mplate version (V71)

Questionnaires

Supplier Registration Questionnaie ~~~ Edemal SENT 21 May 2024 3:02PM COT

Internal Form Intemal
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CHECKING THE STATUS OF THE REQUEST (CONTINUED)

Pending Resubmit Status

The supplier profile opens and displays the status of the registration. Pending Resubmit
indicates the registration was returned to the supplier by Ariba for necessary updates. Click the
“Registration” link at the left to view more details.

s

@ About

Registration Status

ERP Integration Status:

OMC Consulting LTD Pending Resubmit Not Integrated
Suavensr i - Qualification Status: Onboarding time Created On
Vi SAP Biisiess Nabiork profie Not Qualified Nat Available Feb 15, 2024
£ Summary Supplier IDs
[} Contacts
© ERP data SM Vendor ID: ERP ID: AN 1D
- . S66279763 VDRAE0S198 AN11199572297

ity fog AN D
ACM_19830354

& Supplier request

o REisalion fje— Diversity

(@ Questionnaires

The supplier’s registration details display. Click on the action button as indicated below.

@ Registration Current tempiate versicn (V6)

OMC Consulting LTD e by Valerie Glaser

2

February 15, 2024

Pending Resubmit

Chemt

Emai

chemylamolagmailcom

Offcs prone 4404200 6577

Process Flow

O,

C
©
o

Questionnaires

‘Supplier Regiswation Questionnaire. Extemal — B

Intermal Form Intemal

Scroll down to the comments section. Click on "show more".

- Y
Comments (1) n ((ouessorane )

Relisn Data Assune requested maore information for Approval For Supplier Regriration Questionnaine

Molarch 14, 2024

A ERE R RS EEA R RS BEA RSP R AR R bR

ADDRESS
.3

RESULT.... sharw mcae —
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CHECKING THE STATUS OF THE REQUEST (CONTINUED)

The supplier receives an email from Ariba containing the necessary changes. Those changes are shown
in the comments section. As the user requesting the supplier, we welcome you to reach out to your
supplier and remind them to take action.

Supplier Registration QuesTiennasng

Waberie Glaver

®
®
:x
O

s Pequesad mees Injormation for Approvel For Suppier Reginnon Guemdorrare
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CHECKING THE STATUS OF THE REQUEST (CONTINUED)

Pending Approval Status Example #1

The “Pending Approval” status can mean one of two things: 1) the supplier has not completed their
registration; or 2) the supplier has completed their registration, and the P2P Supplier Manager
hasn’t yet approved the registration.

The example below shows the Registration Status as “Pending Approval” and an ERP Vendor ID
has yet to be assigned. Click the “Registration” link for more details.

HOME SUPPLIER MANAGEMENT RELISH MORE...v

Back to search results

o - ‘

Registration Status: Preferred Status: ERP Integration Status:
Fatimah Pending Approval I Mot Preferred Not Integrated Em
SM Vendor ID: S66820128 Qualification Status: Onboarding time: Created On: fat’:j
View SAP Business Network profile Not Qualified Not Available Apr 4, 2024 Phy
Nat
El Summary Supplier IDs Me’
Nof
{7} Contacts ‘
O ERP data SM Vendor ID: ERP ID: AN ID: v
566820128 VDR5030905 AN11201110403
' Certificates
[ Activity log o
ACM_20354173

2 Supplier request 7
2# Registration h Diversity by

@ Questionnaires

PP b e s g ey FT i B b e e ol e pn i esir s 3T pepa I o i P pr e D D IR

The supplier’s registration details display. The blue process flow indicates the supplier is still in the
process of completing their registration (e.g., RELISH confirmation).

Back to search results

@ Registration Current template version (V7)

Fatimah Invited by Vslerie Glaser
s 10: S6820126 i April 4, 2024
View SAP Business Network profile
Registration status Pending Approval

@ Summan
iRy Supplier recipient Fatimah
£ Contacts.
© ERP data Email fatime @gmail.com
£ Certificates
= Office phone

@@ Activity log

Process Flow
A Supplier request

R T - U S —— ,

@ Questionnaires To Do for Internal Form

®

®
®
o
O
5

. Questionnaires
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CHECKING THE STATUS OF THE REQUEST (CONTINUED)

Pending Approval Status: Example #2
The example below also shows the Registration Status as “Pending Approval” and an ERP Vendor
ID has yet to be assigned. Click the “Registration” link for more details.

Back

About
@ 4
7

Registration Status: Preferred Status: ERP Integration Status:
Amanda Pending Approval Not Preferred Not Integrated Eny
SM Vendor ID: 567177555 Qualification Status: Onboarding time Created On: ace
View SAP Business Network profile Not Qualified Not Available May 10, 2024 PH
Nof
[ @ summary Supplier IDs My
Noj

{7} Contacts

© ERP data SM Vendor ID: ERP ID: AN ID: o
567177555 VDR5276289 AN11203398943 i
(S Certificates Ef
@ Activity ACM ID: 1
3 Activi 4
. ACM_20959065 :
Ad:
2 Supplier request '
2 Registralion s Diversity NG}
@ Questionnaires i
L I I A et A e I T

The supplier’s registration details display. The green process flow indicates the supplier has
completed their registration, and now the P2P Supplier Manager needs to approve it.

@ Registration

Current template version (¥7)

Amanda Invited by Adam
SM Vendor 1D: S67177555 Invited on May 10, 2024
View SAP Business Network profile
Registration status Pending Approval
8 Summary Supplier recipient Amanda
£ Contacts
© ERPdata Email
( Certificates
Office phone

@ Activity log

Process Flow
& Supplier request

+# Registration —@ ................................................................ !

@ Questionnaires To 0o for Intera Form

10



Create Supplier Request

Nel UNIVERSITY IOI

System

CHECKING THE STATUS OF THE REQUEST (CONTINUED)
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Registered Status

The example shows the Registration Status as “Registered”, and an ERP Vendor ID has been
assigned. Click the “Registration” link for more details.

HOME SUPPLIER MANAGEMENT RELISH MORE...v

Back to search results

i

About
@
Registration Status: Preferred Status: ERP Integration Status: 5
HANNAH Registered Not Preferred Integrated Emaf
SM Vendor ID: S66832696 Qualification Status: Onboarding time: Created On: handg
ERP Vendor ID: 0000455455 Not Qualified 6 weeks Apr 8, 2024 Phor
View SAP Business Network profile Not|
. Mob
£ Summary Stpplier 105 Not s
By Gontacts SM Vendor ID: ERP ID: AN ID: =
O ERP data 566932696 0000455455 AN11203623332 :
& Certificates ACM 1D
B Activity Loy ACM_20410532 ;
¥ o8 - Add,
A Supplier request
Di it
W Regislratlmh i
E Qualifications U3,y
@ Questionnaires / i
@
B T T i B e A T SL P L L s e AV SRV Sl Sl a v g

The supplier’s registration details display. The process flow is entirely green and indicates the
supplier has completed their registration and a P2P Supplier Manager has approved it. The supplier

is ready to use in Ariba.

@ Registration

HANNAH Invited by

SM Vendor 1D:
ERP Vendor 1D: 000

Invited on

View SAP Business Network profile Regsiration statis

& Summary Supplier recipient
{3 Contact

Lk Email

© ERP data

C Certificates Office phone

(& Activity log

Process Flow
& Supplier request
12 Registration

& Qualifications

Valerie Glaser

April9, 2024

Registered

Current template version (V7) \

sha.edu

® Questionnaires @

®
®
®

11
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