
 

Procure to Pay – Issue 22 – March 2025 

 Just Around the Corner – Fiscal Year End 

P2P Early Fiscal Year End Reminders 

• Beat the rush and plan ahead for year-end purchases. Enter Purchase Orders now. 

• Submit all Ariba PO invoices to invoicesautomation@nebraska.edu  for payment as 
soon as they are received. 

• Enter Ariba direct pays and SAP parked documents as soon as possible. 

• Reconcile Purchasing Card Charges. 

• Enter all employee travel and non-travel expenses as soon as the travel is 
completed or the expense is incurred. 

 Ordering Ethanol UNMC & UNO 

UNMC and UNO end users may order ethanol in Firefly using the Stock Transfer Order tile, 
located in the Business Applications section. A user guide is available here (you must be 
logged into Firefly to view). 

 ACH Warrant Reference Numbers Update  

ACH payment reference numbers have rolled to the next sequence of digits and will now 
start with number 7######. For payments going forward, 2###### will denote a paper 
warrant, 7###### will denote ACH (previously 6######). 

 

mailto:invoicesautomation@nebraska.edu
https://urldefense.com/v3/__https:/sapphire.bravais.com/adminportal/document/36509__;!!PvXuogZ4sRB2p-tU!Fjs7qmEWhBp9nWUEG0EpquQObCN-V4PLcwRQPXEMasT0jpnvACOkwDhlASosnV2FO5YPfyfXsDoUn1KwJsEPAMvINSnDpivo5SP6CH98$


 

Individual Supplier Request 

To request an Individual (non-company) be added to Ariba, requestors must submit the 
Ariba Supplier Request Form, including the individual’s name, email address, phone 
number, and physical address, and submit a completed W9, W8 or Visiting Personnel form 
to a secure folder. The individual’s 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. 

 If a phone number is not available for a supplier, zeros may be used in place of the phone 
number. 

 

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

 Legacy Supplier Request 

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 supplier is a supplier that has previously been migrated from SAP into Ariba. The 
supplier has NOT completed the SAP Business Network registration process and is 
therefore not able to update their own supplier profile. Legacy suppliers can be identified in 
Ariba by their registration status, which will show as “not invited”. 

 

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


 

NU Milage Reimbursement increased 

Effective January 13, 2025, the University has set the mileage reimbursement rate to the 
current GSA standard of $0.70 per mile. 

 If travel occurred before January 13, 2025, the mileage reimbursement will reflect the 
previous rate. The Firefly travel application will automatically adjust the rates per the date 
of travel. If you have a Blanket Travel Authorization (BTA) reimbursement report that needs 
to be submitted for dates before January 13, 2025, you will need to create a separate 
expense line for those expenses. If reports have existing mileage entries for dates on or 
after January 13th, it is recommended to delete and re-add the expense line to ensure the 
new rate applies as expected. 

 Punchout Catalog Cart Timely Submission & Approvals 

Pricing and inventory are live and up to date for many of the punchout catalogs in Ariba. It is 
important that carts are checked out as quickly as possible and not left draft status. For 
example, Amazon will hold inventory and pricing for carts pulled from their punchout for 
seven (7) days, after that time, pricing and inventory are subject to change. 

 REMINDER! P2P Monthly User Forum 

P2P will be hosting a monthly user forum Thursday, March 27, 2025 at 9 a.m. The forum 
topic will be checking payment status, and when to request a stop payment reissue versus 
a warrant cancellation. Access to the forum is available via Bridge. Please Register here. 

 

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