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Submitting and Managing Catalog Orders

This guide offers a step-by-step process for creating and managing catalog orders, helping
individuals streamline their purchasing, maintain accurate accounting, and effectively

manage requisitions.

1. Click the "Catalogs" tile

FLIDNoNa| Ariba Buying Find goods and services

Shop

Seeall >

Catalogs Sourcing & Procurement Requisition & Approvals
Contracts

2. Click "Buy from Supplier”

RLI0VoNa] Ariba Buying Find goods and services
< Catalogs
Catalogs

Amazon US Punchout

Catalog
Amazon US Punchout Catalog IAMASTER-CARR |
=

CDWG PUNCHOUT Thomas Scientific GovConnection Test McMaster Punchout

PunchOut Punchout Catalog

e Catalogs

3. Click "Yes"
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riba Buying

Open supplier site?

Click Yes to open the supplier site to shop. After you select items to purchase and
check out, the supplier site will automatically redirect you back to guided buying
Do you want to continue?

4. Ifyou are not automatically redirected, click "Click here"

Redirecting to Amazon Punchout
Click here if the session doesn't open in a new tab automatically.

Conditions of Use | Privacy Notice © 1996-2025, Amazon.com, Inc.

5. Use the search bar to search for the product/service and click the search icon.
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me Deli'vwlDWen'di All Printer Paper EN Hello, Wendi
© Philadelphia 19104 P Q ® ~ L) Account for Drexel University ~

Punchout Group: Drexel Ariba Punchout

Back to Campus  Black-Owned Businesses  Buy Again  Today's Deals Business Savings  Gift Cards ~ Savings For You Quantity Discounts Support Black-owned  Lists ~  Business Prime ~

6. Once you are done adding items to your cart, click the carticon.

me Deliver to Wen.dx Hello, Wendi
© Philadelphia 19104 Account for Drexel University ~

Punchout Group: Drexel Ariba Punchout

Back to Campus  Black-Owned Businesses  Buy Again  Today's Deals Business Savings ~ Savings For You  Gift Cards ~  Quantity Discounts Support Black-owned  Lists ~  Business Prime

ts with fast delivery Page 1of 4

MONTHS £ r 1
sy ! Suons |
- 6L

tock - ordersoon.  Amazon Basics 1/3-Cut Tab,  HP OfficeJet 8015e Wireless ~ HP DeskJet 4255e Wireless  HP Printer Paper | 8.5x 11 HP 67 Black/Tri-Color Only 6 left in stock - order
[2855e Wireless Assorted Positions File Fold Color All-in-One Printer, 6. All-in-One Color Inkjet Print... Paper | Copy &Print 20 lb | 1... Standard Yield Ink Cartridge... Canon PIXMA TS6420:
olor Inkjet Print.... ey e de s 51,379 o ek 17 9,066 ok Sk iy 27,483 e de sk F 79,077 *ode kK ¥t 55, One Wireless Inkjet Pri
6318 $71340 $9999 £69%° spse $3689 s ke et 5,267
List Price: $353:99 List Price: $69:95 $59%
List Price $429.99
@ Added to Cart
rt Add to cart Add to cart Add to cart Add to cart Add to cart Add to cart

GetHelp W  Cancel Session
Homepage

7. Review your cart and click "Proceed to Checkout"
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Cart

from: A

rred by

r organization
FREE delivery Mon, Feb 24 for Prime members
FREE Returns

Color:

lanila
Size: Letter
Buy 6, save 12%

Save for later  Sh.

Qty: 1 Request quote for 861+
uently bought together

bon Basics Hanging Organizer File Folder, Letter Size, Green - Pack of 25

Sheets, 92 Bright, White
:

e Products

Homepage

Amazon Basics Multipurpose Copy Printer Paper, 8.5 x 11 inches, 20 Ib, 1 Ream, 500

Amazon Basics 1/3-Cut Tab, Assorted Positions File Folders, Letter Size, Manila - Pack of
100

| #1 Best Seller

In Stock

$10.98

Subtotal (2 items): $20.27

This order€ontains a gift

( Proceed to checkout )

Price

$13.40

Business Price

Bulk savings to consider

Top Flight PSTF1ONWT
#10 Envelopes, Strip ..
e de ek 5,825
$18.99

See all buying options

Amazon Basics 2-Ply
Flex-Sheets Paper.
e e e ke o
$18.12

=

AddtoCart X

See all buying options

Amazon Basics Yellow
Highlighters 12 Pack,
Chisel Tip, Office and..
e e e K 6,657

$6.87

Typical pri

Savings: $0.54 (7%)

Business Price

See all buying options

GetHelp W Cancel Session

8. Click "Submit order for approval." You may update the shipping address on the

requisition page.

amazon

Drexel Ariba Punchout (Drexel University)

1 Group
2 Business order PO number: No value entered
information

Jose J. Cruz
NEW COLLEGE BUILDING
PHILADELPHIA, PA 19102

3 Shipping address

4 Payment method Pay by Invoice

Add a promotional code A
Enter code

Apply

5 Review items and shipping

Checkout (2 items)

Change

Change

Change

@ Checkout defaults have been set for this order

order. Admin defaults will remain the same.

Your order is ready to be placed. Select this option if you would like to remove your defaults for your next

L. This order requires approval.

© Important message

If tax exemption is applied to this order, you acknowledge your tax exemption certificate may be provided to

Submit order for approval )

Order Summary

Items (2): $20.27
Shipping & handling: $0.00
Total before tax: $20.27
Estimated tax to be collected $0.00
Order total: $20.27
How are shipping costs calculated?

Prime shipping benefits have been applied to
your order.

Review your cart in Ariba and click "Check out"
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riba Buying

S
E{ < @1 ,
\/‘ ppir he
Catalogs
amazonbusiness w
N =
Amazon CDWG PUNCHOUT
Catalogs

Catalog Management is a strategic process that involves the management and

Thomas Scientific
PunchOut

Find goods and services

You have 2 items in your cart X

Amazon Basics Multipurpose Co

$6.87 USD x 1 Delete

Amazon Basics 1/3-Cut Tab, Ass.

$13.40 USD x 1 Delete

Toa: $20.27 USD

GovConnection Test McMaster Punchout
Punchout Catalog

10. Complete the required fields. You may update the requisition title or Save and exit the
requisition to continue at a later date. Click "Manage details" to adjust the allocation

information.

When contacting Procure Systems or Sourcing please include the Purchase Request ID
found under the requisition title. Ex) PR4970.

Ariba Buying

tion title: * lAmazon Basics Multipurpose Copy Printer Paper...

PR4970
pricing is competitive.

Ship to

NEW COLLEGE BUILDING
PHILADELPHIA, PA 19102
United States

Need-by Date * G

f Need-by Date must be set

NCB 1ST FLOOR

on Behalf Of
Jose J. Cruz

Edit shipping locations

Charge to

Chart (D - Drexel University)

i] Bidding Not Required For Purchases Under $10,000: Bids and proposals for purchases under $10,000 USD (or equivalent) are not required, but still encouraged to ensure

Manage detally Total cost $20.27 USD

Rm-MS/Deliver To

Jose J. Cruz

11. Click "(no value)"
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riba Buyi

o Manage details

t

Accounting

D - Drexel University

3231 - Procurement Services

Activity

(no value)

USE 9L UL

———

Edit per item

D The changes that you make here apply to every item in the shopping cart. Please note that when changing the value of a field, the change is automatically saved

Bill To

3141CH

(no vaiue) v

A The value.of

(no value) V.

-~

12. Select the appropriate account code from your most recent list or click "Browse all" to

search for an account code. This will apply to all items in your cart.

riba Buying
o Manage details

: D - Drexel University

Org

3231 - Procurement Services

Activity

(no value)

USE 9s UL

————

110001 - Education & General Vi
Account

(no value) N
(

Clear selectior

3012 - Lab Supplies Expense

6310 - Software/Computer Equip Exp >$5,000
3499 - Other Purchased Services

3441 - Equipment Service Contracts

3365 - Software Licenses & Leases

3355 - Equipment Lease/Rental Expense
3053 - Communications Service Expense
3370 - Building Lease/Rental Expense

3360 - Computer Lease/Rental Expense

3357 - Univ Multi Year Vehicle Lease

Browse all

-~

13. You may edit the accounting information per item by clicking "Edit per item"
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riba Buying

o Manage details

X and exit 000
t
i

The changes that you make here apply to every item in the shopping cart, Please note that when changing the value of a field, the change is automatically saved

Accounting

Bill To
e X 3141CH
Expense v

D - Drexel University

Org

3231 - Procurement Services

(no value) (no value) v

USE 9L UL v _—

———

-~

14. Select the item(s) you wish to update using the checkbox and click "Next"

riba Buying

lon title: * | Amazon Basics \ Changing accounting details for specific item X

t / PR4970

Choose the item(s) for which you want

1ge accounting details

[i] Bidding Not Required For N,

pricing is competitive.

Bhipping: Addreas Frice , but still encouraged to ensure

Amazon Basics Multipurpose Copy Printer Paper . Chart (D - Drexel University)  $6.87 USD

Ship to ( Amazon Basics 1/3-Cut Tab, Assorted Positions Chart (D - Drexel University) §13.40 USD $20.27 USD
NEW COLLEGE BUILDING

PHILADELPHIA, PA 19102

United States

Need-by Date * ®

A\ Need-by Date must be set

Ship To
NCB 1ST FLOOR
NEW COLLEGE BUILDING Pk

On Behalf Of Cancel
Jose J. Cruz ~ .

——

15. Select the allocation information for the item(s) selected and click "Done"
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riba Buying

|, Manage details x E
B [ e ke hathor changg e Vakoe of a i, the hange o automaioay saved
Accounting
Account Type Bill To 2
Expense . st
Ghan -
D - Drexel University v 110001 - Education & General N
org
3231 - Procurement Services e 3011 - Office Supplies Expense b
Actty Losation
(0 vae) v (n0 vaiue) ~
B3
—————— B ——
16. Complete the header information starting with the Need-by Date. This is an
informational field for the supplier and does not guarantee delivery by the date
selected. Please be reasonable when making a selection.
Ariba Buying L
< on title: *| Amazon Basics Multipurpose Copy Printer Paper... | Total cost $20.27 USD Siveande

PR497

Neec

3-by Date 2 Rm-MS/Deliver To

Jose J. Cruz

A Need-by Date must be'set

Ship To

NCB 1ST FLOOR

NEW COLLEGE BUILDING PHILADELPHIA, PA 19102 United States
On Behalf Of Is Team Re
Jose J. Cruz v No
Is Team Received Is this a Blanket Order?
No
Yes @)No
Type of Purchase * If Sole Source, provide justification G
No Choice

A Type of Purchase must be set

Accounting Date Department

' B (no value)

17. Enter the recipient's name. This will default to the requisition owner's name. Please add
additional delivery information such as the mailstop or room number. (25 Character

Limit)
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riba Buying ® o @

n title '|Amazon Basics Multipurpose Copy Printer Paper... | Total Cost $20.27 USD | Saveand exit | oo

/ PR4970

Need-by Date * (i Rm-MS/Deljgér To

February 25, 2025 & | Jose J. Crig

Ship To
NCB 1ST FLOOR

NEW COLLEGE BUILDING PHILADELPHIA, PA 19102 United States

On Behalf Of Is Team Requisition

Jose J. Cruz v No

Is Team Received Is this a Blanket Order?

No

Yes (@No

Type of Purchase * If Sole Source, provide justification @
No Choice b
A Type of Purchase must be set.

Accounting Date Department

B (no value) Y

18. To update the shipping location for all items, select the Ship To field, click the drop-
down menu, and choose "Browse all"

Ariba Buying ;

¢ Requisition title: * IAmazon Basics Multipurpose Copy Printer Paper... I Total Cost $20.27 USD Save and |
Checkout PR4970
Need-by Date * G Rm-MS/Deliver To
February 25, 2025 &3 Jose J. Cruz/iRm 207
Ship To

NCB 1ST FLOOR

Clear selection 19102 United States

NCB08 Is Team Requisition

NCBpZ b

Browse all

Is this a Blanket Order?
No
Yes @No
Type of Purchase * If Sole Source, provide justification G
No Choice
A Type of Purchase must be set
Accounting Date Department
] (no value)

19. Search for the address using the search bar. To refine results, use the filter to the left to
filter by street name. Select the desired address with the radio button, then click
"Select”
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riba Buying @ @

- — Choose a shipping address X
on title: * | Amazon Basics Multip! 10.27 USD | swveandeit | o
t / PR4970 Company locations (17) Your addresses
Need-by Date * @ ID v || NCB X Q
February 25, 2025 £ | -
ID Street Address3 Street Address2 Street Address1 >
Ship To
NCB 1ST FLOOR NCBO1 245N 15TH STREET NCB 1STFLOOR  NEW COLLEGE BUILDING
NEW COLLEGE BUILDING PHILADEL
On Behalf Of @ NCB02 245N 15TH STREET NCB 2ND FLOOR  NEW COLLEGE BUILDING
Jose J. Cruz
NCBO3 245N 15TH STREET NCB 3RD FLOOR  NEW COLLEGE BUILDING
Is Team Received
Ne NCBO4 245N 15TH STREET NCB 4TH FLOOR  NEW COLLEGE BUILDING
T f P y
ypeiohRurchase NCBO5 245N 15TH STREET NCB 5TH FLOOR  NEW COLLEGE BUILDING
No Choice
A Type of Purchase must be set
NCBO6 245 N 15TH STREET NCB 6TH FLOOR  NEW COLLEGE BUILDING
Accounting Date
- j noRAT 745 M 16TU QTOEET MOR 7TU T AND MEW 0L EaE g PN v

20. In the "On Behalf Of" field, search for and select the individual with the appropriate
purchasing authority by clicking "Browse all.”
Ifyou have purchasing authority, no changes are needed. If ordering for a manager or
colleague with purchasing authority, select them. If they are ordering for you and you
don’t have authority over the selected cost center, they should be selected.
Updating the 'On Behalf Of' field will also update the recipient field. If you made
changes to the 'On Behalf Of field, verify that the recipient field is correct.

Ariba Buying 1

< on title: * |/—\mazon Basics Multipurpose Copy Printer Paper... | Total Cost $20.27 USD Save and e

PR497(
On Behalf Of Is Team Requisition

Josed. Cruz No

Browse all

Is

N

& Yes (@No
Type of Purchase * f Sole Source, provide ustification G

No Choice

A\ Type of Purchase must be set

Accounting Date Department

(no value)

A Hide additional details

Items (2)

21. Click "Name" or "Email Address"
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Ariba Buying

¢ | Requisition title 'lAmazon Basics Multipurpose Copy Printer Paper... Total Cost $20.27 USD Save and

Checkout / PR4970

‘O" Behalf Of On Behalf Of X
| Jose J. Cruz
Is Team Received Email Address v Wendi Q
No
Epnail Adtcess
¢ Name o
\
Type of Purchase * i ekl =
No Cholce D AJ Cortese
4 Type of Purchase must be set noreply@dnr.com AJ Raven Choose
Aot Dte noreply@dnr.com  AJ Tortoriello at3625@drexel edu
{ noreply Aadi S. Vadhavkar asv54@drexel edu
Aadrita G @drexel edu
Aakanksha P. Rao ap xel edu

Items (2)

22. Search for the individual.

Ariba Buying

¢ | Requisition title: * |Amazon Basics Multipurpose Copy Printer Paper... Total Cost $20.27 USD Save and exit

Checkout / PR4970

on Benalf Of On Behalf of =
Jose J. Cruz
Is Team Received Name v T 2

No

Email Address Name D
Type of Purchase *
No Choice

nr.com AJ Cortese

exel.edu

A\ Type of Purchase must be set

noreply@dnr.com  AJ Raven ar?

83@drexel edu

nr.com A

Accounting Date

noreply@dnr.com  Aadi S. Vadhavkar asv4@drexel edu

Aadrita Gosw

nr.com Aakanksha P. Rao

Items (2)

23. Click "Choose"
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riba Buyi

-4

t / PR4970

on title: '|Amazon Basics Multipurpose Copy Printer Paper... l Total Cost $20.27 USD

| saveandexit | e

On Behalf Of On Behalf Of

Jose J. Cruz v

Is Team Received

2

Name v Wendi
No

Email Address Name (o}
Type of Purchase *

noreply@dnrcom  Wendi B

No Choice v

& Type of Purchase must be set

Accounting Date

Items (2)

-~

24. Click "Yes" or "No" for "Is this a Blanket Order"

riba Buying

n title: * |Amazon Basics Multipurpose Copy Printer Paper... |

On Behalf Of Is Team Requisitiol

Wendi B. Williams / No

m Re

Is this a/Slanket

N
¢ Yes (@No

Type of Purchase * If Sole Source, provide justification G

No Choice

4\ Type of Purchase must be set

Accounting Date Department

(no value)

A Hide additional details

Items (2)

t $20.27 USD

25. Select the "Type of Purchase"
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Ariba Buying :

title: * IAmazon Basics Multipurpose Copy Printer Paper... I Total Cost $20.27 USD
PR4970

Save and e

On Behalf Of

Wendi B. Williams

Is Team Received Is this a Blanket Order?
No
Yes @No

Type of Purchase *

No Choice

If Sole Source, provide justification G

Clear selection

No Choice

Goods Only

(no value)

Services Only
Goods and Services

Event with Minors

A Hide additional details

Items (2)

26. Click the drop-down menu for an item to adjust the shipping and/or allocation for the
specific item.

LI o] Ariba Buying

¢ Requisition title: *| Amazon Basics Multipurpose Copy Printer Paper... I Total Cost $20.27
Checkout / PR4970
ltems (2)
‘ Amazon Basics Multipurpose Quantity Price Am
> Copy Printer Paper... 1 Each $6.87 USC $6.8
’ Amazon.com
Amazon Basics 1/3-Cut Tab, Quantity Price Am
> Assorted Positions... 1 Each $13.40 USD 313
Amazon.com
amantic

27. You may enter split accounting by clicking "Accounting”
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Ariba Buying

I Total Cost $20.27 USD

title: * IAmazon Basics Multipurpose Copy Printer Paper...

PRA4970

Supplier Location
Amazon.com

ng Dept, P O Box 80463 Seattle, WA 98108 United

Supplier Part Auxiliary 1D

139-5770640-3738038,1

P Accounting Chart (D - Drexel University)
> Shipping Ship To (NCB 2ND FLOOR)
> Comments

> Attachments

> Others

Amazon Basics 1/3-Cut Tab, Quantity

Price Amount

L

28. Then click "Split accounting"

Ariba Buying 1

title: * IAmazon Basics Multipurpose Copy Printer Paper...

I Total Cost $20.27 USD

PR4970

v Accounting Chart (D - Drexel University)

Account Type
Expense
Chart

D - Drexel University

org

3231 - Procurement Services

Activity

(no_value)

> Shipping Ship To (NCB 2ND FLOOR)

> Comments

> Attachments

Bill To
3141CH
Fund

110001 - Education & General

Account

3011 - Office Supplies Expense v

L

n

(no value)

29. Enter the split percentage and adjust the allocation information for the split account.
You may delete the split account using the trash bin icon.
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riba Buying

L o @

|Amazon Basics Multipurpose Copy Printer Paper...

| Total Cost $20.27 USD

‘ Save and exit

TSZST=PTOCUTENTENT SETVICES: ~T TIUTT=OMCE SUPPIES EXPense ~T
Activity Location
(no value) (no value) v 9
Percentage Quantity Amount
v Chart (D - Drexel University) [0 [ % 0.00 $0.00 USD @
A\ Percentage must not be A\ Quantity must not be zero. A\ Amount must not be zero
Chart Fund

D - Drexel University

Org

3231 - Procurement Services

Activity

(no value)

> Shipping Ship To (NCB 2ND FLOOR)

> Comments

110001 - Education & General

Account

3011 - Office Supplies Expense

Location

(no value)

30. To edit the shipping location for the specific item, click "Shipping" and select the
shipping address. If needed, you may adjust the commodity code under the "Others"
drop-down menu.

Ariba Buying

L

Amazon Basics Multipurpose Copy Printer Paper...

| Total Cost $20.27 USD

Account Type

Expense

Chart

D - Drexel University

Org

3231 - Procurement Services

Bill To
3141CH
141 Chestnut Street Philadelphia, PA 19104 United
States
Fund

110001 - Education & General

Account

3011 - Office Supplies Expense

Activity Location
(no value) (no value)
Split accounting

D Shipping Ship To (NCB 2ND FLOOR)

> Comments

> Attachments

> Others

31. Click the vertical ellipses and select "Delete" to delete an item.
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riba Buying

n title: * IAmazon Basics Multipurpose Copy Printer Paper... I Total Cost $20.27 USD Savepnd it |
PR4970
Net 30 Days 74770000 (Paper products)
Additional Supplier Email Address (i Contract
(no value) 2
Amazon Basics 1/3-Cut Tab, Quantity Price Amount
> Assorted Positions 1 Each $13.40 USO $1340 pejete ;
Amazon com -
Comments
Wiite your comment | Share S
| Share with supplier
£
Attachments

32. You may add a comment for internal use.
(You cannot share comments with suppliers for catalog orders. Comments cannot be sent

to a specific individual.)

riba Buying

n title '|Amazon Basics Multipurpose Copy Printer Paper... I Total Cost $20.27 USD Sa
Comments
Share with supplier
Lz
Attachments
&> Drag and drop file here, or browse to upload, then click the Add button "] Share with supplier
Approval Flow Click on the line to add approvers
Request Wendi B. Williams Julie A. Jones Approve

33. You may add an attachment for internal use.
(You cannot share attachments with suppliers for catalog orders.)
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Ariba Buying

¢ Requisition title: * lAmazon Basics Multipurpose Copy Printer Paper...

| total cost 520,27 USD A

Approval Flow

’ Request

Checkout / PR4970
Comments
Jwiite your comment
Attachments
&> Drag and drop file here for brows I

upload, then click the Add button

Wendi B. W

Share with supplier

Share with supplier

Click on the line to add approvers

Julie A, Jones. Approved

34. Review the approval flow.

Ariba Buying 1

title: * IAmazon Basics Multipurpose Copy Printer Paper...

I Total Cost $20.27 USD Save and ¢|

PR4970

Attachments

Request

Share with supplier

Click on the line to add approvers

Julie A. Jones Approved

Continue shopping

35. Selecting each approval node will display a list of individuals authorized to approve at

each step.
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riba Buying

L o @

|Amazon Basics Multipurpose Copy Printer Paper...

I Total Cost $20.27 USD

Attachments
Wendi B. Williams

& ¢ A dios il et ows Added as approver.
Requester must review and approve a requisition
made on their behalf

@ Wendi B. Williams

Reguest

Share with supplier

Click on the line to add approvers

Julie A."Jonhes.

Continue shopping

36. You may add sequential approvers or watches either before or after each approval step

by hovering over the approval timeline and click the icon shown below.

LI el Ariba Buying 1
Multiple users (3)

title: * IAmazon Basics Multipurpose Copy Printer Paper...

PRA4970

Attachments

Approval Flow

Request

' [SAPg

Added as approver.
| less than 25k approval needed
Julie A. Jones

Jier

Joshua L. Hurdle

B line to add approvers
Michele Arias

060

Julie A. Jones

Continue shopping

37. Select "Approver" or "Watcher"
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Add Approval Request

Add user or group as:* ) Approver @ Watcher

Reason: Provide a reason.

Choose user or group:*

Name Vv | Search for Name

Matthew Connolly
mjc529@drexel.edu
noreply@dnr.com

Elizabeth Otruba
eao77@drexel.edu
noreply@dnr.com

Name
” Alexander Velic
QO avB47@drexel.edu
noreply@dnr.com
3 Kale Powell
O kp3348@drexel.edu
noreply@dnr.com
Levi A. Smith

lasS67@drexel.edu

38. You may provide a reason.

Add Approval Request

Add user or grepas:, (®) Approver (O Watcher

Reason | [Provide a rgason

Choose user or group:*

Name v | Search for Name

Matthew Connolly
mjc529@drexel.edu
noreply@dnr.com

Elizabeth Otruba

eao77@drexel.edu
noreply@dnr.com

Kale Powell
kp3348@drexel.edu

Name
= @
Alexander Velic
&) avB847@drexel.edu
noreply@dnr.com
» @
- @

noreply@dnr.com

Levi A. Smith
las567@drexel.edu

39. Search for the approver by name and select them using the radio button.
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Add Approval Request

Add user or group

as:* (®) Approver () Watcher

Reason Provide a reason.

Choose user or group:*

Name Vv | Kenneth

®

Kenneth Munroe

noreply@dnr.com

kim4s5@drexel.edu

®
o
@
o

40. Click "Add"

Amarachi F. Kenneth-Gabriel

noreply@dnr.com

Kenneth E. Mercer

noreply@dnr.com

Kenneth . Kim

noreply@dnr.com

Kenneth G. Slough

afk43@drexel.edu

kemd446@drexel.edu

kik32@drexel.edu

kgs66@drexel.edu

Add user or group as:* ®) Approver

Reason: | Provide a reason
Choose user or group:*
Name Vv | Kenneth
Name
noreply@dnr.com

Kenneth A. Barbee

noreply@dnr.com

Kenneth C. Bruce

noreply@dnr.com

Kenneth Bingham

noreply@dnr.com

Kenneth M. Liebman

noreply@dnr.com

) Watcher

D

AIRD/ WUIEASLEUU

kab33@drexel.edu

keb335@drexel.edu

binghamk@drexel.edu

kmi384@drexel.edu

41. Click the red 'x' to remove the added step.
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tion title: * lAmazon Basics Multipurpose Copy Printer Paper... | Total Cost $20.27 USD mit Save and ¢|
Checkout / PR4970

Attachments

&3 Drag and dro

to upload, then click the Add button

Share with supplier

Approval Flow

Click on the line to add approvers

Request Kenneth Munroe Wendi B. Williams Julie A. Jones... Approved

Continue shopping

Participant Terms

42. Click the "More Actions" button

riba Buying L e @

1 title: * |Amazon Basics Multipurpose Copy Printer Paper...

i] Bidding Not Required For Purchases Under $10,000: Bids and proposals for purchases under $10,000 USD (or equivalent) are not required, but still encouraged to ensure
pricing is competitive.

Ship to Edit shipping locations Charge to Manage details Total cost $20.27 USD

NEW COLLEGE BUILDING Chart (D - Drexel University)
PHILADELPHIA, PA 19102
United States

Need-by Date * G Rm-MS/Deliver To

February 25, 2025 E3 Wendi B. Williams

Ship To

PSA 2ND FLOOR v

XEL UNIV RE

PHILADELPHIA, PA 19104 United State

On Behalf Of

‘eam Requisition

Wendi B. Williams v No

Is Team Received Is this a Blanket Order?

43

Click "Validate." This will check the requisition for any errors and perform a live budget
check.
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riba Buying

n title: * [ Amazon Basics Multipurpose Copy Printer Paper... | ‘jve and exit

Validate

. Edit team buying setting
[i] Bidding Not Required For Purchases Under $10,000: Bids and proposals for purchases under $10,000 USD (or equivalent) are not required, but still

/ PR4970 A

pricing Is competitive.

Ship to Edit shipping locations Charge to Manage details Total cost $20.27 USD
NEW COLLEGE BUILDING Chart (D - Drexel Universily‘
PHILADELPHIA, PA 19102 N,
United States -
“
Need-by Date * ® Rm-MS/Deliver To
February 25, 2025 & | Wendi B. Williams
Ship To
PSA 2ND FLOOR v
DREXEL UNIV RECEIVING PHILADELPHIA, PA 19104 United States
On Behalf Of Is Team Requisition
Wendi B. Williams v No
Is Team Received Is this a Bianket Order?

-~

44. Click "Submit." Any errors will be displayed at the top of the page.

riba Buying

e and exit

» title: * | Amazon Basics Multipurpose Copy Printer Paper... ]

Validate

Edit team buying setting
@ External: Budget check was successful

[i] Bidding Not Required For Purchases Under $10,000: Bids and proposals for purchases under $10,000 USD (or equivalent) are not required, but still encouraged to ensure
pricing is competitive.

Ship to Edit shipping locations Charge to Manage details Total cost $20.27 USD
NEW COLLEGE BUILDING Chart (D - Drexel University)

PHILADELPHIA, PA 19102

United States

er To
February 25, 2025 [ Wendi B. Willams

PSA 2ND FLOOR

On Behalf Of Requ

Wendi B. Williams \ No

45. Click "View requisition”
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riba Buying

n Basics Multipurpose Copy Printer Paper... \ Edit \ Withdraw
details / PR4970

= Help Center
| [ Success X $20.27 USD
GE BUILDING (

Lia, PA 19102 Your requisition has been sent for approval
s

[ome [ Ve |

Amazon Basics Multipurpose Copy ~ Quantity Price Amount

Printer Paper... 1 Each $6.87 USD $6.87 USD

Amazon com

46. Review the submitted requisition for accuracy. To withdraw it from the approval flow
or make edits, click "Withdraw" or "Edit."

L IDToes| Ariba Buying

< Amazon Basics Multipurpose Copy Printer Paper... Total Cost $20.27 USD

i

Submitted

Approval Flow Click on the line to add approvers

O,

Request

Wendi B. Williams

Added

Comments approver.

requisition

Attachments

47. Click "Show advanced options" to review the header information.
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Ariba Buying

¢ Amazon Basics Multipurpose Copy Printer Paper...

fetails PR4970

Ship to Charge to

NEW COLLEGE BUILDING
PHILADELPHIA, PA 19102
United States

Chart (D - Drexel University)

v Show advanced|options

Items (2)

Amazon Basics Multipurpose Quantity Price
» Copy Printer Paper. 1 Each $6.87 USI

Amazon.com

Total Cost

Share with supplier

$20.27 USD

Wit

= Setting up g|

Gel

48. Review the requisition history.

Ariba Buying

< Amazon Basics Multipurpose Copy Printer Paper...

est details PF

Amazon Basics 1/3-Cut Tab, Quantity Price
> Assorted Positions 1 Each $13.40 USD

Amazon com

History

Date Real User User Action

February 18, 2025 2:16 PM Jose J. Cruz Jose J. Cruz Requisition sent to the external system

February 18, 2025 2:16 PM Jose J. Cruz Jose J. Cruz Submitted

Summary

Cost $20.27 USD

Wit

Setting up g|

49. To delete the requisition, click "More Actions."
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Basics Multipurpose Copy Printer Paper... Total Cost $20.27 USD Withdraw ‘ ‘ Edit a
tail 0 ! =
H
>
Flow Click on the line to add approvers —
g S p guided buying
Wendl B. Williams Julle A. Jones.
arted with your help
| §
t Share with supplier
4
nts
2
and drop file he the Add buttor Share with supplier -

50. Click "Delete"

riba Buying

Basics Multipurpose Copy Printer Paper... Total Cost $20.27 USD

etail 70

again

Delete

H |

Flow Click on the line to add approvers

ed buying

Wendl B. Williams Julie A. Jones.

ing started

h your help

Share with supplier

N

nts

ad, then click the Add buttor Share with supplier ~
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