How find and fix errors on an
SAP Ariba Marketplace
order or Invoice

Drexel University




1 When you log into SAP Ariba Guided Buying, scroll down and select, "Link to SAP
Buying & Invoicing.

& Drexel EUCER=TLF-

Shop Your favorites Your reguests Your approvals

Your one-stop shop for all Source to Pay processes!

Leam more Recent requests

INVwn32052025- 1648 Composing

INVWFO2052025-1648

$0.00 USD
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INVTEST1-16 Rejected
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Catalogs Link to SAP Buying & Invoicing Requisition & Approvals $2 38 USD
Requested 38 days ago
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Locate the order on the Home page and click on it to open. In this example,
"INV386061100-5835" is the order that needs to be corrected|
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3 | Click "Submit". If you are unable to submit your, any errors will be displayed so you |
can see what you need to fix.

£ Acrounts Payahle
& Provurement Services

e |

INV386061100-5835

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval, You may also print the details of the request, Review your request and take the desired ac

Delete Copy Edit ‘ Print

Summary Approval Flow Redersmoe Histary
Header Information = B B | ¥ icad invoice | Invoice Sur
Supplier:  Blackhawk Metwork Inc Payment Terms (no value)
Supplier Contact:  Blackhawd Network Inc Ship From:  Blackhawk Metwork Inc
5 20427 M 27th Ave
nwosce ID: INV3BG061100-5835 Phoenix AZ 85027
IBEOE1100 Unsted States

emit To Address Blackhawk Metwork Inc

20427 N 271h Ave
MNon-PO Phoenix AZ 85027
United States

Irmvaice Date:  Mon, 03 Mar, 2025

(i
Lisa Wells
Paper Invoice

Supplier

Form Details:  Form Item Details



V. S -Any errors on your order will be displayed. The order has errors due to the "Ship
To" info is not filled in.|

¢ «( Accounts |;.'|_\‘Il|l|l‘ O\ ? @ t:?g; @

& Procurement Serviees

Acting as: Lisa Wells Stop

Error
This request contains errors or warnings. You must correct the errors before continuing.

G) [External Error]:
No authority on fund 311393 and org 3671

SAP Ariba

Wendi B. Williams (whw29@drexel.edu) last visit 3/4/2025 5:31 PM | Drexel University-C1 | C107_UIZ



5 \:.To correct your errors you will dlick "Edit"

¢ Accomnts Payahle

& Prowvurement Services

INV386061100-5835

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review your request and take the desired ac

Summany Approval Flow Referaoes

Header Information =

IMaoace LIrgem:

Form Dretails:

Blackhawk MNetwork Inc
Blackhawk Metwork Inc
INW386061100-5835
386061100

Mon, 03 Mar, 2025
MNon-PO

Lisa Wells

Paper Invoice

Supplier

Farm 1tem Details

Histary

Payment Terms

Remit To Address

D =9

(no value)

Blackhawvk Metwork Inc
20427 M 2Tth Ave
Phoenix AZ BS027
Unsted Stales

Blackhawk Metwork Inc
20427 N 27h Ave
Phoenix AZ 85027
United States

T

Upload Imwaice



6 Click "OK"

Jocurment

[t reset, click Preferences)

vsk 1025 425 PM | Dresel Unbversin-C1 | T10T_UID

1856 - 2025 drfoa Inc. AL H
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Locate the "Ship To" on your order, select the drop-down to add your address info.

Lo

B Non-PO
FO-Based

Contract-Based

Hackhawk Medwark Inc

ackhawk Metwork Inc [ select |

386061100

_isa Wells

wrm ltem Details

FPayvment Terms:

Ship From:

Ship To:

Remit To Address:

[rvo valuwe)

Blackhawk Metwark Inc
20427 N 27th Ave
Phoenix A2 85027
United States

(no value)
| Blackhawi Network Inc
20427 N 27th Ave
Phoenix AZ 85027

United States

|+

Upload Invoice

$1,499.99 USD Detals



8 Click this text field.

Z

Capturin,. _de the

Choose Value for Ship To

Found mare than 500 items. The resulls shown here include unique items from the first S00 items found,

ALT

~] [ -

Location T Mame Country/Reghan  City StaleProvince/Region  Street

11THST 1ITHST Urited States PHILADELPHIA  PA 850 M 11TH STREET
142701 1427 VINE 5T 15T FLOOR United States PHILADELPHIA PA 1427 VINE STREET
142702 1427 VINE 5T 2ND FLOOR United States FHILADELPHIA  PA 1427 VINE STREET
142703 1427 VINE 5T 3RD FLOOR United States PHILADELPHIA PA 1427 VINE STREET
142704 1427 VINE 5T 4TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET
142705 1427 VINE 5T 5TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET
142706 1427 VINE 5T 6TH FLOOR United States FHILADELPHIA PA 1427 VINE STREET
142707 1427 VINE 5T 7TH FLOOR United States PHILADELPHIA  PA 1427 VINE STREET

142708 1427 VINE 5T 8TH FLOQR United States FHILADELPHIA FA 1427 VINE STREET




9 Using the drop-down labeled "Name", search for the correct address by using the
street #, name or building name. In this example 3141 was used.

Choose Value for Ship To

Capturing, e the

Found more than S00 items. The results shown here incude urigue items from the first 500 items fournd.

ALT

ia ]

Location T Marne Courtry/Region {1 StateProvince/Region  Streel

L1ITHET LITHST United States PHILADELPHIA PA B50 N 11TH STREET
142701 1427 VINE 5T 15T FLOOR United States PHILADELPHIA PA 1427 VINE STREET
142702 1427 VINE 5T Z2ND FLOOR United States FHILADELFHIA PA 1427 VINE STREET
142703 1427 VINE 5T 3RD FLOOR United States PHILADELFHIA PA 1427 VIME STREET
142704 1427 VINE ST 4TH FLOOR United States PHILADELFHIA PA 1427 VIME STREET
142705 1427 VINE ST 5TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET
142706 1427 VINE 5T 6TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET
142707 1427 VINE ST 7TH FLOOR United States PHILADELFHIA PA 1427 VINE STREET
14208 1427 VINE ST BTH FLOOR United States PHILADELFHIA P4 1427 VINE STREET

1




When the correct address is located, click "Select" and then "Done'|

%

10

| J

Choose Value for Ship To

Marme L 3141 | | Search

Location T Name Country/Region  City State/Province/Region  Street

3141CH 3141CH  United States Philadelphia PA 3141 Chestnut Street




1 Next step is to add the "Ship To" address to Line I[tem. Scroll down the Line Items.

Accounting Date:

1094 Transaction:  Na

Department: | {no value) "

My Labels:  Apply Label..~ (i)

Header Taxes, Charges, and Discount

MName 1 Tvpe Tax Rate Amount Accounting Dietails

Mo items

- =

MNo. T Description Oty Unit Price Amount

| 1 & Amazon gift cards for winners of LeBow Gen ... |1 | IEm:h ~ ] |$1,499.5 |usnv £1,499.99 USD

' [ Delete H Copy ” Edit H Add Item Details = H Import Accounting H Expornt Accounting




12 \:Check the box next to the Line and then click "Edit"|

.'-‘.q'l_l,:l.lllir".': Date:

1094 Transaction:  Na

Deepasrtrnent: (no value)

Capturing,

—ode thy

My Labels!  Apply Label...w ()

Header Taxes, Charges, and Discount

Mame T Type Tax Rate Amount Accounting Dietails

No items
| | Add Ipdate
Line Items (1)
: MNa. 1 Drescription Oty Linat Price Amaount Discount Charges Taxes  Gross Amaourt Aco
-:f 52 6 Amazon gift cards for winners of LeBow Ger ... 1 Each $1,499.¢ (LSO $1,499.99 USD |U3D $1.499.99 USD
[ Delete v Copy ] | Add item Details v | | Import Accounting Export Accounting | [ Add ltem | [ Update

B:



13  Locate the "Ship To" field for the Line Item and use the drop-down to repeat Steps

9 and 10.

f386061100-5835

1= for wanners of LeBow Gen ...

,’; Amazon gift cards for winners of LeBow Gen

m
i

Confirming Order

Additional Pricing Details

(o value)

Qry

Each

Validate and |

Exit | ‘

il

Price AmoLsnt Discount Charges Taxes Gross Amont

$1,499.99 USD $1,499.99 UsD $1,499.99 USD

Reference Date: Mon, 3 Mar, 2025 =]

Shep Fram: Blackhavk Netwark [nc
20427 N 27th Ave
Phoenix AZ 85027

United States

Ship To: (no value)



14 \':When the "Ship To" address is added, click "Validate and Exit"|

1386061100-5835 [ faicateana) AL

=
Oty Linit Frice AmnoLent Discount Charges Taxes Gross Arnount
15 for winners of LeBow Gen ... 1 Each $1,499.99 USD $1,499.99 USD £1.499.99 USD
B Amazon gift cards Tor winners of LeBow Gen Al Student Expa Reference Date: Moary, 3 Mar, 2025 e L
.
£ Shep From: Blackhawk MNetwark Inc

ConTirming Order 20427 N 27th Ave

Phoenix AZ 85027

United States

; - Ship To: 3141CH
Additional Pricing Details L&} L

3141 Chestrut Streel
N value)

Philadelphia P& 19104

United States



\ Review the information to ensure all is correct, then click "Submit" \
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{ Aceounts Payable
& Procurcment Services

Acting as: Lisa Wells

INV386061100-5835

These are the detalls of the request you selected. Depending on its status. you can edit. change. copy. cancel. or submit the request for approval. You may also print the details of the request. Review your request and t§
Delete l | Copy dit ‘ | Print |

SuUmMmany Approval Flow Faference Histary

Header Information &

Supplier:  Blackhawk Natwork Inc

Payment Terms {ma value)
PP n Blackhawk Network inc ship From:  Blackhawk Network Inc
20477 M 2THh A
sice I, NV3E35061100-5835 20 .f_-'_rL 42 th & -_"El
e Lot o Phoenix AZ 85027
upplier invoice £ 386061100 United States
- Ship To:  3141CH
woice Date Ao, 03 Mar, 2025 . 5
pice Date: Mo, 03 Mar, 2025 2141 Chesinut Street
woe  Non-PO Philadelphia PA 19104
; United States
i i = Remit To Address:  Biackhawk Metwork Inc
Or Lisa Wells 20427 N 27th Ave
Phoenix A7 85027
I bm Paper Invoice

United States

Supplier
Form Details:  Form item Details
Mulliple Remils: ‘Yes

Code:  (no value)
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