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➢ To submit an order using any non-USD currency, please use the Confirming Order when you already have an invoice in 

hand for goods/services rendered or the Check Request forms for reimbursements for students, adjunct faculty, and 

non-Drexel affiliated individuals

➢ The invoice can be submitted using a foreign currency, it will then route through approvals including an approval 

from Treasury

➢ The Treasury group will review the invoice and apply the conversion from the selected currency to USD based on 

the most up to date conversion rate.

➢ Note: Before using the Confirming Order or Check Request form, you must confirm you have a Ship to address 

defaulted from your user profile



Confirming Order Form

Click on the “Requisition & 

Approvals” tile

1

➢ Sign into Ariba Guided Buying via SSO



Confirming Order Form

Click “Confirming Order Form”

2

Note: You will need to have a 

default ship to address set on 

your user profile to submit this 

form. If you do not have one 

set please first go to your user 

profile and set your ship to 

address



Confirming Order Form

The on behalf of field will 

default to your name. Update if 

necessary

3

Search for a supplier using the 

drop down. The Supplier 

Contact and Remit to Address 

will then default 

4



Confirming Order Form

Enter Supplier Invoice #

5

The invoice date defaults to 

today. Update as needed

6

Enter the supplier invoice 

amount and use the currency 

drop down to select the correct 

foreign currency

7

Enter a full description for the 

order

8



Confirming Order Form

Select a commodity code from 

the drop down
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Indicate whether your supplier 

is onboarded and answer any 

follow up questions

9

Add the accounting date

11



Confirming Order Form

Indicate whether you have an 

invoice in hand
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Select No – If this is a 

reimbursement the Check 

Request form should be 

used
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Indicate whether this is for a 

service

14

Indicate whether the supplier is 

a current or former student or 

employee

15

Indicate whether the 

supplier is a U.S. Citizen or 

Permanent Resident Alien

16

Indicate whether service was 

performed outside the United 

States

17

Note: The answers you select 

may prompt follow up questions



Confirming Order Form

Upload an attachment 

18

Check the box 

to confirm you 

have set a 

Ship to 

address on 

your user 

profile

Check the box to confirm that 

you understand the Drexel 

Purchasing Policy

20
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Confirming Order Form

If taxes are required expand 

the Taxes section and click 

+ Add tax

21

Expand the 

accounting 

section and 

enter relevant 

accounting.

Note: Activity 

and Location 

are optional

If split accounting is required, click 

Click Split Accounting to add the 

split. The split % must total 100%

23

22



Confirming Order Form

Add any 

additional 

attachments, 

then click Add

Note: The treasury group is on the 

approval flow to review any 

documents with non-USD 

currency

25

Add any 

necessary 

comments, then 

click Add

24

Click Send 

request
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Check Request Form

Click on the “Requisition & 

Approvals” tile

1

➢ Sign into Ariba Guided Buying via SSO



Check Request Form

Click “Check Request Form”

2

Note: You will need to have a 

default ship to address set on 

your user profile to submit this 

form. If you do not have one 

set please first go to your user 

profile and set your ship to 

address



Check Request Form

The on behalf of field will 

default to your name. Update if 

necessary

3

Search for a supplier using the 

drop down. The Supplier 

Contact and Remit to Address 

will then default 

4



Check Request Form

Enter Supplier Invoice #

5

The invoice date defaults to 

today. Update as needed

6

Enter the supplier invoice 

amount and use the currency 

drop down to select the correct 

foreign currency

7

Enter a full description for the 

order

8



Check Request Form

Indicate whether your supplier 

has been onboarded and 

answer any follow up questions

9

Enter the accounting date

10

Select ”Neither Goods not 

Services”

11



Check Request Form

Indicate whether your supplier 

is a current or former student or 

employee

12

Indicate whether your supplier 

is a US citizen or Permanent 

Resident Alien 

13

Enter any special handling 

instructions

14

Check the box to confirm you 

have set a Ship to address on 

your user profile

15



Check Request Form

If taxes are required expand 

the Taxes section and click 

+ Add tax

16

Expand the 

accounting 

section and 

enter relevant 

accounting.

Note: Activity 

and Location 

are optional

If split accounting is required, click 

Click Split Accounting to add the 

split. The split % must total 100%

18

17



Check Request Form

Add any 

additional 

attachments, 

then click Add

Note: The treasury group is on the 

approval flow to review any 

documents with non-USD 

currency

20

Add any 

necessary 

comments, then 

click Add

19

Click Send 

request

21
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