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Procure to Pay — Issue 21 - December 2024
Reminder - Supplier Request Process Updated

The supplier request process has been updated to make the process more user-friendly.
The new dynamic form will direct users through the request process for both individuals
and company suppliers. Users will find the updated individual request process to be very
similar to the Firefly Supplier Request process.

Individual supplier request — Requestors will submit the Ariba Supplier Request Form
including the individuals name, email address, phone number, and physical address, and
submit a completed W9, W8 or Visiting Personnel form to a secure folder. The individuals

SSN number must be included on the form. Once the supplier request is approved the
supplier will be available in the system within 24 hours.

In the event a phone number is not available for supplier 0’s may be used in their place.

Supplier Request Form

1 s this Supplier Request for an Individual? * O Yes O No

This updated process allows SAP Ariba and Relish Data Assure to continue the important
task of validating supplier FTINs, addresses and banned/debarred status.

Outstanding Individual Supplier Requests

Procure to Pay is working swiftly to resolve all outstanding supplier requests. In the event
that you have an.individual supplier request pending completion in SAP Ariba that was
submitted prior to November 25th, 2024 you may use this link to submit the supplier’s
completed W9, W8 or Visiting Personnel form.

New Ariba Form - Legacy Supplier Request


https://nebraska.edu/-/media/projects/unca/offices-policies/business-and-finance-office/procure-to-pay/ariba-quick-reference-guides/supplier-registration/request_new_individual_supplier.pdf
https://urldefense.com/v3/__https:/uofnebraska.sharepoint.com/:f:/s/nu-ProcuretoPay-PAYMENTSERVICESNUP2P/EhswWT05wpNOo5PJkiEPOgcB8maF4qWCwsx1Jcfl8oDpXQ__;!!PvXuogZ4sRB2p-tU!CCOI7bifxyp_Tf8l4iE0GJwzOGiIxNEzIrzF1dlaxsR0ve5rEQJQmi1xHdsjZ0JEO6sNQwR-hAuPWBPTny5IgNo5L-rT$

The Legacy Supplier Request form has three functions:
1. Move an existing SAP supplier from SAP into Ariba.
2. Update a Legacy supplier profile in Ariba
3. Move an existing SAP supplier to Ariba and update the supplier profile.

A Legacy supplieris a supplier that has previously migrated from SAP into Ariba, the
supplier has NOT completed the SAP Business Network registration process is therefore
not able to update their own supplier profile. Legacy supplier can be identified in Ariba by
their registration status, which will show as “not invited”.
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To provide ACH enrollment documents for a Legacy supplier, use option 2 “Update a
Legacy Supplier profile in Ariba.” Use the comments box to note that itis an ACH request
and upload the ACH enrollment documents to the Legacy Supplier Documents folder.

The Firefly Supplier Maintenance Add/Change tile will be discontinued on January 10th,
2025.

Visiting Personnel Form Updated

The Visiting Personnel Form has been updated to include a field for the supplier phone
number, remove references to eSHOP and correct a broken link. The new form is available
in Sapphire.

Please legibly print
name and address
information!

UNIVERSITY OF NEBRASKA

Invoice Number Reference is
Last Date of Service in

Visiting Personnel / Nonresident Alien Independent Contractor MMDDYY format

Miscellaneous Expense Voucher

Legal Name

FTIN (SSN / EIN AITIN)*

Purpose

Phone#

Dates of Visit



https://urldefense.com/v3/__https:/sapphire.bravais.com/adminportal/document/23962__;!!PvXuogZ4sRB2p-tU!FNtM2YSMaAAnEi7iGHAqmxSx_iCZ4phW-LxksP6uFtzkTAOqvxYL_Xvv7sJuOfAwHTo_lntROwfAEBMKHne-DtVJxTJ0jWfAGADdmyyP$
https://urldefense.com/v3/__https:/sapphire.bravais.com/adminportal/document/23962__;!!PvXuogZ4sRB2p-tU!FNtM2YSMaAAnEi7iGHAqmxSx_iCZ4phW-LxksP6uFtzkTAOqvxYL_Xvv7sJuOfAwHTo_lntROwfAEBMKHne-DtVJxTJ0jWfAGADdmyyP$

Just Around the Corner- Holiday Shutdown

Holiday Shutdown for the University of Nebraska and the end of a sales quarter (December
31st) for suppliers is coming soon. Suppliers often provide special pricing incentives to
purchase prior to the end of the year. To beat the year end rush, you are encouraged to
complete your contract and purchase requests as soon as possible.

REMINDER! P2P Monthly User Forum

P2P will be hosting a monthly user forum Thursday December 12th, 2024 at 9am. The
forum topic will be Ariba Supplier Request process and updates to the Visiting Personnel
form. Access to the forum is available via Bridge. Register here.

Bridge LMS
Training & Developm..

**You have received this message due to your status as an individual with an SAP ID.


https://urldefense.com/v3/__https:/nebraska.bridgeapp.com/learner/calendar?date=2024-09-26&liveCourseId=4649&view=agenda__;!!PvXuogZ4sRB2p-tU!FNtM2YSMaAAnEi7iGHAqmxSx_iCZ4phW-LxksP6uFtzkTAOqvxYL_Xvv7sJuOfAwHTo_lntROwfAEBMKHne-DtVJxTJ0jWfAGHa4JfkB$

