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How to Request a New Supplier in SAP Ariba 
1. The "Product Name" is the name or title of the requisition. Click into the field and type 

the name or title of the requisition. 

 

2. In the "Catagory" field, click "Choose a category". This is the commodity code. 



Page 3 of 12 
 

 

3. Select the most accurate commodity code for the order. This identifies what type of 

purchase is being made. 

 

4. Click in the description field. Add a brief description of the order. 
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5. Select the quantity of the item(s) of the requisition. 

 

6. Select the unit price of the order. (The unit price is based on the quantity.) 
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7. Answer the question, "Do you have an invoice in hand for goods or services that have 

already been rendered without an established purchase order?" The response should be 

"No". If the answer is "Yes",  use the Confirming Order form. 
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8. Answer the question, "Is the supplier a current or recent former student or employee 

(within the current or previous calendar year) of Drexel University, its subsidairies 

and/or affiliates?" The answer should be "No". If the answer is "Yes", contact your HR 

Business Partner for assistance in hiring this individual or/business. 

 

9. Answer the question, "FOR SERVICES ONLY: Is the supplier a U.S. citizen or permanent 

resident?" The answer should be "Yes". If the answer is "No", contact the Office of Tax 

Compliance for more information regarding this type of payment. 
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10. If the supplier is not currently a supplier with Drexel University, select the "Request 

new supplier to be onboarded" field. 
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11. A "New Supplier Information" section will be made available to add the new supplier's 

contact information for them to be sent an invitation to register as a supplier with 

Drexel University. Please add the business name, the supplier contact person, or 

department that should receive the invitation to be onboarded. Please include their 

email address and contact phone number. 

 

12. In the "New Supplier Address" section, enter the supplier's country, complete street 

address including Apt, suite, unit, building, floor, etc. if applicable, city, state, and zip 

code. 
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13. In the "Supplier" section, click "View all suppliers". 

 

14. In the "Search field, type in "New Supplier".  When done, click the search icon. 
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15. The supplier, "_NEW SUPPLIER REQUEST_", will appear. This is a place holder until the 

supplier is onboarded. Click "Select". 
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16. The "_NEW SUPPLIER REQUEST_" is now the placeholder for the new supplier. The 

Supplier Onboarding team will replace it with the new supplier once they have 

completed the supplier registration. 

 

17. Once the requisition is reviewed to make sure everything is accurate, select "Add to 

cart" 
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