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Resolving Submission Issues for Check Requests &
Confirming Orders Due to Missing Default Ship-To
Address on the User Profile

This guide provides step-by-step instructions to resolve issues preventing users from
submitting a check request or confirming orders. It details how to update the invoice in
Buying & Invoicing to allow submission and how to select an AP address for the supplier
contact field. Users can either update their profile and recreate the check request or
confirming order or follow the steps in this guide to fix the existing form and successfully
submit it.

Alert! All users require a default address on their profile. Once a default address is added,
future forms will not have this error. Please review the guide on adding a default Ship-To
address to the user profile first.

Alert! All check requests and confirming orders require attachments.

Tip! Users can either update their profile and recreate the check request or confirming
order or follow the steps in this guide to fix the existing form and successfully submit it.

1. From the Ariba dashboard, click "Invoice & Payment"
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2. Click "Link to SAP Buying & Invoicing"
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4. Ensure that “invoice” is selected on the left-hand side. Click the search button.
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“.m-m.m\ Payable Test Site
& Procurement Services
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5. Click "Search Options" and select "Title"

< Accounts Payable Test Site
“ & Procurement Services
Search Type: | Invoice
ice Change the search criteria or name, and then Search
Search Filters
1 a value
No Choice v
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Custom v
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No Choice
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plier:  (select a value)

Save Search

6. Search for the invoice by title and/or use the other search filters.
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Search Type: | Invoice

Invoice

Search Filters

Change the search criteria or name, and then Search.

Search Reset
°riba
7. Click on the invoice.
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No Choice

Found 1 item

8. Click "Edit"
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< (S Accounts Payable Test Site

& Procurement Services

INVWR02212025-1255

Summary Approval Flow Reference

Q & @ ®

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

Status: Composing

9. Add a Ship-To address. Choose from the most recently used options or search for a
different address.

< Accounts Payable Test Site

NVWR02212025-1255

Upload Invoice $2,000.00 U

r Contact:  Rosenberg, William

. On Behalf Of: | Jose J. Cruz
Form Det Form Item Details

10. Select a filter.
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Choose Value for Ship To

Found more than 500 items. The results shown here include unique items from the first 500 items found.

| Name Search

Location
Country/Region  City State/Province/Region  Street

Name —
United States PHILADELPHIA  PA 10 SHURS LANE Select
Country/Region —

city United States PHILADELPHIA PA 850 N 11TH STREET Select

StatelProvince/Region United States PHILADELPHIA  PA 1208 TASKER AVENUE Select
Street 1ST FLOOR United States PHILADELPHIA  PA 1427 VINE STREET Select

18210z 1427 vine 31 2ND FLOOR United States PHILADELPHIA  PA 1427 VINE STREET Selet |

142703 1427 VINE ST 3RD FLOOR United States PHILADELPHIA  PA 1427 VINE STREET Select

142704 1427 VINE ST 4TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET Select

142705 1427 VINE ST 5TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET Select

11. Use the search box to find the address.

Choose Value for Ship To

Found more than 500 items. The results shown here include unique items from the first 500 items found.

Name vi [I 1 ‘ Search

Location 1 Name Country/Region  City State/Province/Region  Street
10SHUR 10SHUR United States PHILADELPHIA  PA 10 SHURS LANE
1UTHST 1UTHST United States PHILADELPHIA  PA 850 N 11TH STREET
1208TA 1208TA United States PHILADELPHIA  PA 1208 TASKER AVENUE
142701 1427 VINE ST 1ST FLOOR United States PHILADELPHIA  PA 1427 VINE STREET
142702 1427 VINE ST 2ND FLOOR United States PHILADELPHIA  PA 1427 VINE STREET
142703 1427 VINE ST 3RD FLOOR United States PHILADELPHIA 1427 VINE STREET

142704 1427 VINE ST 4TH FLOOR United States PHILADELPHIA 1427 VINE STREET

142705 1427 VINE ST 5TH FLOOR United States PHILADELPHIA 1427 VINE STREET

12. Click "Search"
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Choose Value for Ship To

Found more than 500 items. The results shown here include unique items from the first 500 items found.

Location 1 Name Country/Region  City State/Province/Region  Street

10SHUR 10SHUR United States PHILADELPHIA PA 10 SHURS LANE Select

LTHST 11THST United States PHILADELPHIA PA 850 N 11TH STREET Select

1208TA 1208TA United States PHILADELPHIA PA 1208 TASKER AVENUE Select
142701 1427 VINE ST 1ST FLOOR United States PHILADELPHIA PA 1427 VINE STREET Select
142702 1427 VINE ST 2ND FLOOR United States PHILADELPHIA PA 1427 VINE STREET Select |
142703 1427 VINE ST 3RD FLOOR United States PHILADELPHIA PA 1427 VINE STREET Select
142704 1427 VINE ST 4TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET Select

142705 1427 VINE ST 5TH FLOOR United States PHILADELPHIA PA 1427 VINE STREET

13. Click "Select"

Choose Value for Ship To

Name \ Search ‘

Location T Name Country/Region  City State/Province/Region  Street
NCBO1 NCB1STFLOOR  United States  PHILADELPHIA NEW COLLEGE BUILDING
NCBO2 NCB 2ND FLOOR  United States  PHILADELPHIA NEW COLLEGE BUILDING
NCBO3 NCB3RDFLOOR  United States  PHILADELPHIA NEW COLLEGE BUILDING
NCBO4 NCBATH FLOOR  United States  PHILADELPHIA

NCBOS NCBSTHFLOOR  United States  PHILADELPHIA NEW COLLEGE BUILDING
NCBOB NCB6TH FLOOR  United States  PHILADELPHIA NEW COLLEGE BUILDING
NCBO7 NCB 7THFLOOR  United States  PHILADELPHIA NEW COLLEGE BUILDING

NCBO8 NCB 8TH FLOOR  United States PHILADELPHIA NEW COLLEGE BUILDING Select

NCB10 NCB 10TH FLOOR  United States PHILADELPHIA NEW COLLEGE BUILDING Select

NCB11 NCB 11TH FLOOR  United States PHILADELPHIA NEW COLLEGE BUILDING { Select ]

14. Scroll down to the bottom of the page. Click "Details"
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Add v
ine Items (1) =
1 Reimbursement for supplies Each USDwv $2,000.00 USD usD $2,000.00 USD
Delete v Copy Edit Add Item Details v Import Accounting Export Accounting Add Item v Update

°riba

15. Add a Ship-To address. Choose from the most recently used options or search for a
different address.

< “Ar.w.mv..m.k Test Site Qa & 0 € Q
& Procurement Services A

Line-Item Details - INVWR02212025-1255 Exit

Reimbursement for supplies 1 Ea $2,000.00 USD $2,000.00 USD

Rosenberg, William

16. Click "Validate and Exit"
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< Accounts Payable Test Site
o & Procurement Services

Line-Item Details - INVWR02212025-1255

Check Request Reimbursement

Reimbursement for supplies 1 Each

Exit

Rosenberg, William

Consult:

Cherry Hill NJ

Unit

NCB 4TH FLOOR

N COLLEGE BUILDING

HIA PA 19102

17. Click "Submit"

< Accounts Payable Test Site
“ & Procurement Services
NVWR02212025-1255
Invoice Entry Approval Flow
Header Information &
P @ Non-PO
¥ * | Rosenberg, William
Supplier Cont Roser elect |
pplier In: "
uppl Ord
On Behalf Of. Jose J. Cruz
Form Detail Form Item Details

1 Upload Invoice

Rosenberg, William

4TH FLOOR

NEW COLLEGE BUILDING

LPHIA PA 19102

Rosenberg, William
Consultant, 117 Belle Arbor Dr

orry Hill NJ 08034

Issues with the Remit-To Address Field

Tip! If the Remit-To address field did not auto-populate, please follow the steps below.

18. Click the "Supplier Contact" field.
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Ariba Buying

< | INVWR02212025-1255

| Total 2,000.00 USD

INVWRO2

Invoice Request

Composing  saved - just o

Charge to

On Behalf Of

Jose J. Cruz v

Pay to
Supplier *

10000503 (Rosenberg, William)

Supplier Contact

Rosenberg, William

Supplier Invoice # *
WR02212025

D The Remit To Address cannot be blank. Select

Invoice Date *

February 21, 2025

19. Click "Browse all"

Ariba Buying

Total 2,000.00 USD Save

< | INVWR02212025-1255

nvoice Request W

Composing  saved- just noy

Charge to

On B

alf Of

Jose J. Cruz v

Pay to
Supplier *

10000503 (Rosenberg, William)

Supplier Contact

Elear selecttion

Browse all

Rosenberg, William v

Supphe

WR02212025

Remit

@ The Remit To Address cannot be blank. Select

Invoice Date *

February 21, 2025

Alert! If the AP address is not listed, please contact Accounts Payable ap11@drexel.edu

20. Find the correct AP address and click "Choose"

Page 11 of 12


mailto:ap11@drexel.edu

Supplier Contact

| Location v
L

Search for Supplier Contact

Location Name

P0-2-10000503 Rosenberg, William

PO-1-10000503 Rosenberg, William

AP-1-10000503 Rosenberg, William

AP-2-10000503 Rosenberg, William

Country/Region

United States

United States

United States

United States

City State/Province/Region  Street

Cherry Hill NJ 34 Cameo Dr

Cherry Hill NJ Consultant, 117 Belle Arbor Dr

Cherry Hill NJ Consultant, 117 Belle Arbor Dr

Cherry Hill NJ 34 Cameo Dr

21. The AP address will auto populate in the Remit To Address field.

Ariba Buying

IINVWR02212025-1255

Total 2,000.00 USD

Send request

Invoice Request / INVWR02212025-1255

Composing  saved - 6 minutes ago

Charge to
On Behalf Of

| Jose J. Cruz
Pay to
Supplier *

10000503 (Rosenberg, William)

Supplier Contact

Rosenberg, William

Supplier Invoice #*

WR02212025

v browse to upload an invoice
Remit To Address
‘ [ AP-2-10000503 ~
34 Cameo Dr, Cherry Hill, NJ, 08003-5125, US
v

2

Drag and drop file here, or

Invoice Date *

February 21, 2025
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