
Drexel University P2P Transformation
Create Check Request



Agenda

 Explain the steps to create a check request
 How to request a new Supplier if not available in the system

 How to request a new address to an existing Supplier



Important: Points to be considered for creating check request

 User creates check request by logging in to Ariba Guided Buying
 This QRG explains on how to create a check request



Create Check Request

Click on the ‘Invoicing & 
Payment’ tile
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Create Check Request (Continued)

Click on the tile ‘Check Request 
Form’
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Create Check Request (Continued)

Enter the ’invoice number’
3

Verify the ‘On Behalf Of’ field
4

Select the Supplier
5

If you are requesting a new supplier or need to update an existing 
supplier's address, select "_NEW SUPPLIER REQUEST_" from the 
dropdown. If you are updating an existing supplier's address, select 

"_EXISTING_SUPPLIER_UPDATE_"



Create Check Request (Continued)

Enter the Supplier Invoice number
7

Select the invoice date
6

Enter the invoice amount
8

Enter the description
9



Create Check Request (Continued)

Select the accounting date
(This is typically be the same as the invoice date)

10

Select what type of goods or 
services this is for

11

Select the appropriate answer
12

Select the appropriate answer
13



Create Check Request (Continued)

Verify the answer to this question
14

Verify the answer to this question
15



Create Check Request (Continued)

Select the option ‘Request new 
supplier to be onboarded’

14.1

Fill in the necessary details to create 
a new supplier

 If your supplier is not an existing Supplier in the system and needs to be set up for payment, 
select ‘Request new supplier to be onboarded’

14.2



Create Check Request (Continued)

Select the option ‘Request new 
address added to existing supplier’

15.1

Fill in the necessary details to add a 
new address

 If your supplier is onboarded in the system and you need to add a new address, select 
’Request new address added to existing supplier’

15.2

Add the contact information

15.3



Create Check Request (Continued)

Expand the accounting section
16

Select the Account Type

18

Select the Chart from the drop 
down
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Create Check Request (Continued)

Select the Org from the drop down

Select the location from the drop 
down

(This field is optional)

Select the account from the drop 
down

Select the activity from the drop 
down

(This field is optional)
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Create Check Request (Continued)

Drag and drop or click the ‘browse’ 
button to attach the invoice 

documentation
(An attachment is required)
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Create Check Request (Continued)

Validate the approval workflow
24



Create Check Request (Continued)

Click the button ‘Send Request’ to 
submit the request for approval
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