Create Catalog Requisition

Updated March 2, 2026

Purpose

This document shows the steps needed to create a Catalog-based Requisition in SAP Ariba. It

also details what to do when a requisition is denied.

Helpful Hints

e Assemble all supporting documentation prior to beginning work in SAP Ariba.
e For the best experience, use an up-to-date modern browser like Google Chrome, Apple

Safari, Microsoft Edge, or Mozilla Firefox.

Procedure

Access SAP Ariba by clicking the SAP Ariba — Procure to Pay tile in Firefly.
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Search for items using the search box (A Below), or by scrolling the tiles to view categories and

stores (B Below).

Nebiaka Guided Buying

&
S
S

Shop  Yourfavorites  Yourrequests  Your approvals

Request a non-catalog item +
Request on behalf of &

Buy with a team &8

Recent requests

No recent requests

See all >

Shopping is available through Guided Buying (hosted catalog items) or via a link to a supplier

website (punchout catalogs).

Hosted catalog items can be searched for and selected. Enter the quantity desired and click

“Add to Cart”.

Nebiaska' Guided Buying

projector

Product information

< Projector - Sony VPL-PHZ10 Laser Projector

— B

Projector - Sony VPL-PHZ10 Laser Projector

From Ariba P2P Test Supplier

The Sony VPL-PWZ10 is a cost-effective projector@with excellent picture quality,
easy installatiogand low running costs The VPL-PWZ10 laser projector is a
versatile, affordable choice for installation in a wide range of education, business,
and entertalfigient eavironments. The powerful Z-Phosphor laser light source is
teafied with Sy advanced BrightEra 3LCD projection engine to deliver
eXirerbly hilght, detail-packed WXGA-resolution images with 5,000 lumens of
BPghtn@Ss and rich, stable colors. WXGA (1280 x 800), 16:10 resolution, Quick
power On/Off reduces warm up time, Use any angle, even upside down, 20,000
Rour lamp life, automated dust removal system, 5 year warranty.

$1,899.00 USD / each
Available immediately

Quantity

[[T 1 J+]ean

Add to cart ¢ Add to favorites
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Punchout catalog items can be found by searching for the desired supplier or clicking on the

appropriate tile. Click the Buy from Supplier link to visit the supplier website.

Nebiadka! Guided Buying

< VWR USA a partner of Avantor

VWR USA a partner of Avantor

m " T rom VWR INTERNATIONAL LLC ***ACH*** 5
3 P ) L
. W Buy from supplier Add to favorites

part of avantor

Shop on the supplier's website by adding items to the shopping cart. Follow the prompts to
check out of the supplier site, and return to SAP Ariba (various vendors have different methods
of accomplishing this task). Click Close Session to exit supplier site without items in the

shopping cart.

Mhm Guided Buying

.\ 7avantor-

delivered by VWI' .

Applications & Protocols

My Account Welcome
My Dashboard
@ Your Orders
My Ordars; My Orders
My Quotss
Request a Quote Tools: Order Entry Shopping Lists

Order Status updated daily.

Account

The confirmation screen will display. Continue shopping and add additional items to the cart, or

click “Check out” to proceed.

You have 1 item in your cart

Projector - Sony VPL-BHE10 Las...
The Sony VPL-BAWELOTE a cosBelfective pro..

~— & 5189900050 Delete

Quaptity

T

Total: $7,596.00 USD
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The Checkout screen displays. Complete the screen as noted below:

¢ -\.l' a4« Loy WL 'h'lﬁ . bl
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A
o

A. Click into the field to create a title for the Requisition (the first catalog item name is the
default). Be as descriptive as possible.

B. Validate “Ship to” information.

C. Indicate “Need by Date”. Note: This date will be validated in the Line Item area of the
Checkout screen based on supplier lead time.

D. Validate “On Behalf Of” information. The “On Behalf Of” defaults to the current user;
however, you can search for and select a new user. The Requisition will then update to
reflect that user’s “Charge to” information and approval workflow.

E. The Suppress Order field determines whether a purchase order will automatically be
sent to the supplier in the Ariba Network.

a. The Suppress Order field defaults to NO. This means the purchase order will be
sent to the supplier. Examples of when to select NO: updating line PO line items,
changing PO prices, updating delivery information, etc.

b. If the selection is switched to YES, the supplier will not receive a copy of the
purchase order. Examples of when to select YES: internal changes to the order,

such as cost object changes, GL changes, etc.

Need-by Date (i
May 22, 2025 =

On Behalf Of

Sydney Zach W

Suppress Order (@

Yes @ No
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The Summary screen displays. Complete the screen as noted below:

Omr"G

r - Sony VPL-PHZ10

299 (UNL Dept Buyer)

E. (optional) Modify Line Item quantity. NOTE: Quantity of punchout catalog items cannot
be modified here. To modify punchout catalog line items, delete the line item and return
to the supplier website.

F. Enter or validate the Cost Center to be charged for this Line Item (it will default to the
Requester’s Cost Center).

G. Validate the GL Account for the Line ltem.

H. Search for or validate the Project/WBS for this Line Item.

I. Validate the shipping info for this Line Item.
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J. (optional) Comments — Can be added here for the Line Item. Indicate if text should be

visible to the supplier. (Note: Comments added here are at the Line Item level. To add

comments pertinent to the entire document, see next page.)

K. (optional) Attachments — Can be added here for the Line ltem. Indicate if the

attachment(s) should be available to the supplier. You cannot open/view an attachment

once it is added here. (Note: Attachments added here are at the Line Item level. To add

attachments pertinent to the entire document, see next page.)

Line items can be split between cost centers, GLs, or Project/WBS. In all cases, the total of

splits must equal 100%.

Account Type

Operating Supplies

Account Assignment *

X (Cost Center/WBS)

unting GL Account (0000531650 {Audio/Visual Equipment Under $5000))

Bill To

470049123 (UNIVERSITY OF NEBRASKA)

Split accounting type

Percentage
Gl it (0000531650
(Audi Equipment Under $5000))
GL Account

Project/WBS

(no value)

0000531650 (AudiofVisual Equipment Un._./ |

Amount to split

| $7,596.00 USD

Quantity

GL Account (0000531650
(Audio/Visual Equipment Under $5000))

GL Account

0000531650 (Audio/Visual Equipment Un

Project/WBS

(no value)

aska.edu Lincoln, NE 68588-0623 United

Allocated percentage
100.00 %

Unallocated percentage
0.00 %

Amount

$7,596.00 USD

Cost Center
0000001000 (ARIBA-Corporate Services)

0000001000 (ARIBA-Corporate Services)

(=]

=}
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To add comments at the document level, enter them in the text box. To add attachment(s) at the
document level, upload them in the area provided. For each, indicate whether or not to share with

the supplier by checking the checkbox. Click Add.

Comments
Share with supplier il
4
Attachments
é}) Drag and drop file here oto upload, then click the Add button Share with supplier ﬁ

Note: If comments and/or attachments are not line-item specific, it is recommended that they
always be entered/attached at the document level as they are easier to be overlooked at the line-

item level.

Scroll to the bottom of the Checkout screen and view the current approval workflow. The
approval workflow will update as the requisition progresses through the approval process. To add
an Approver/Watcher, mouse over the dashed line on either side of an existing Approver and

click the “ + “ icon.

A e NN e A NN P NN P TN rsa S s VNI NN G AP B 5 Pl ™

Approval Flow Click on the line to add approvers
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Add Approval Request X

Add this personas* (3 Approver ) Watcher

Reason: ‘ Provide a reason e ‘
| ‘EmaitAddrass ~ earch for Email Address A ‘

Email Address Name D
noreply@ansmip.ariba.c AP Manager 1 apmanager!
noreply@ansmip.ariba.c AP Resource 1 presourcel Chooss
noreply@ansmp.ariba.c AP Resource 2 apresource2
30773707
g’ Choose Q

A. Select type of role:

a. Approver — Must take action on the request.

Updated March 2, 2026

b. Watcher — Will receive notifications regarding the status of the request but will not

be required to take action on the request.

B. (optional) Provide a reason why this user is being added to the workflow.

C. Search for and select the user to be added.
D. Click “Add”.

Once all edits on the Checkout screen have been completed, scroll to the top of the screen and

click Submit to send the Requisition for approval.

Note: If there is missing/incorrect information on the Checkout screen, the Submit button will

remain grayed-out until all items are corrected.

Nefiada Guided Buying

< Projector - Sony VPL-PHZ1
Checkout /| PR436

Ship to Manage locations Charge to Manage details Total cost
1100 No 17th St GL Account (0000531650 (Audio/Visual Equipment Not aggiit
Lincoln, NE 68588-0699 Under $5000))
United States

v S addil I detai
Items (1)

$7,596.00 USD

§7,596.00 USD
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A confirmation screen displays.

[¥] Success X

Your requisition has been sent for approval

View requisition |

What to do When a Requisition is Denied

The following example will demonstrate how to withdraw a denied requisition. In this case, the
approver has denied the request because she needs additional documentation. To edit a denied

request, it must be withdrawn first.

When a request is denied, an email will be sent like the one shown below.
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To locate a requisition, go to the Your requests tab in the Guided Buying home page or, if

recently created, go to the Recent requests pane on the right-hand side of the same page.

i -

(="

Welcome o University of Mebraska Aniba testing!

S Rl L e I e i i P B i o T

With the denied requisition open, there are three options at the top right of the document:

Withdraw, Buy again, and Delete (click the ellipses icon). Click Withdraw.

L Tes Toa Cont $1,000.00 USE :

Denied

Approval Flow

© Do ©

Comments

® s '.,:;;'._' p )

A Withdraw request dialog box opens. Enter comments in the text field and click Withdraw.

x
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A success message appears. Click “View requisition” to open the request.

Updated March 2, 2026

Click Edit, make required changes to the request, and click Submit after edits have been made.
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+ 51,000.00

-

A success message opens. Click Done. The request will be re-routed through the normal

approval channels.

<l Success

Nebraska

System

Copyright © University of Nebraska Board of Regents

1"

O

Nebraska State
College System



