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Guided Buying: Searching for a Supplier 
Updated March 11, 2026 

Purpose 

This document provides step-by-step process for searching and selecting suppliers in Guided 

Buying forms. 

Non-Catalog Order, Framework Order, Or Vehicle Request 

Form Searches 

From the Ariba homepage, scroll down to Procurement and Payment form and navigate to the 

appropriate form. Click to open the desired form. 

 

Click View all suppliers to open the search box. 
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In the search field enter the supplier’s name or if known, enter the SAP supplier number. 

Abbreviations may need to be used when searching. For example, Intl and International are 

both acceptable. 

 

 
 

Select the line of the appropriate supplier and click Select at the bottom right. 
 

 

The system will retain recently used items in a list. Press up and down arrow keys to navigate 

recently chosen suppliers and press enter to select a supplier. 
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Direct Pay Form Searches 

Navigate to Direct Pay Forms by Category. 

 

Click in the supplier text field and select Search. 

 

In the search field enter the supplier’s name or if known, enter the SAP supplier number. 

Remember, abbreviations may need to be used when searching. For example, Intl and 

International are both acceptable. 
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Select the supplier from the list and click Choose. 

 

The supplier is added to the form. 

 

If the supplier was not found using the search, they will need to be added to Ariba. 

1. New supplier requests should be submitted via the Ariba New Supplier Request form. 

2. To move an existing active supplier from SAP to Ariba submit the Legacy Supplier 

Request form.  

 

Guides for each of these forms are available in SAP Ariba Quick Resource Guides. 

https://nebraska.edu/offices-policies/business-finance/procure-to-pay/procurement-resources/sap-ariba-resources/quick-resource-guides

