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Creating Requisitions in Ariba Quick Reference Guide 

Last Updated: 11/07/2019 

This QRC provides the basic steps to create a requisition. Full approval of a requisition is required before a Purchase 
Order (PO) is generated and sent to the supplier.   

For assistance, contact the Procurement Services Helpdesk at pshelpdesk@purdue.edu.  

Jump Links: Access Ariba, Adding Items to the Requisition – Catalog, Adding Items to the Requisition – Non-Catalog, 
Preparing the Requisition – Summary, Preparing the Requisition – Line Item(s), Line Item Details, Accounting – Single 
Account, Accounting – Split Accounts, Shipping, Comments and Attachments, Preparing the Requisition – Approval Flow, 
Adding an Approver or Watcher, Submitting the Requisition, Approvals, Monitoring Requisitions, Editing a Requisition, 
Withdrawing a Requisition, Deleting a Requisition, Document Statuses 

Acce s s  Ariba  

Visit the OneCampus Portal 
and select Procurement – 
Ariba. 

https://one.purdue.edu/ 

 

Log in using Purdue Career 
Account ID and BoilerKey 
passcode. 

 

Adding It e ms  t o  t he  Re quis it io n  -  C at alo g 

This section will focus on selecting items from catalogs. There are 2 types of catalogs:   

 A CIF or hosted catalog allows users to add items to a requisition within Ariba. 

 A punch-out catalog requires users to ‘punch-out’ to the suppliers website, add the items to their cart, and 

then send the information back to the requisition in Ariba.   

From the Home Tab, click 
Requisition under the Create 
menu 

 

mailto:pshelpdesk@purdue.edu
https://one.purdue.edu/
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There are 3 ways to search for 
items in Ariba: 
1. Shop by Supplier – This is 

the preferred method and 
should be used before other 
methods. 

2. Shop by Category – This 
method can be used if the 
user is having difficulty in 
locating a supplier that 
offers the desired item. 

3. Search by Item or 
Keyword – This is the least 
preferred method. 

 

Sho p by  Supplie r 

 
To Shop by Supplier hover 
over the arrow to display 
additional options. 

 
 

A list of recently viewed 
suppliers is displayed.  

 

Click to select one of the listed 
suppliers, or click View All 
Suppliers for a complete listing. 
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A list of all suppliers is 
displayed. 

 

Catalogs listed with the  icon 

indicates it is a punch-out 
catalog. All other suppliers have 
hosted catalogs. 
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Selecting a supplier with a 
hosted catalog returns a list of 
items within Ariba. 

 

 

Selecting a supplier with a 
punch-out catalog prompts the 
user to click Buy from Supplier 
to launch supplier website. 
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Browse for items in the 
supplier’s Punch-out site. Each 
supplier’s Punch-out site will be 
structured differently.  
 
Generally, a search for specific 
items can be conducted by 
using the search function, or 
browse by category. 

 

Once desired item(s) is located, 
enter the quantity of that item, 
and click Add to Cart. 

 
Note: Catalogs that list multiple 
items in a list, will allow 
comparisons, by clicking the 
checkbox next to the items and 
then clicking Compare. 

 

Once all items have been added 
to the cart, click Shopping Cart. 
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Click Check Out. 

 

The cart is sent to Ariba and the 
punch-out closes. 

 

Click Review Cart.   

 

Continue to the Preparing the Requisition - Summary step. 

Sho p by  C at e go ry  

To Shop By Category hover 
over the desired category to 
display subcategories.  

 

A list of subcategories is 
displayed. 

 

Click to select one of the 
subcategories.  

 

From the list of subcategories, 
drill down by continuing to click 
through additional categories 
until the desired item listing is 
located. 
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From the list of results, find 
desired item and enter Quantity 
(Qty) to order. 

 

Click Add to Cart.  

 

Once all items have been added, continue to the Preparing the Requisition - Summary step. 

Se arch by  It e m o r Key wo rd   

This is the least preferred method for finding items. Searching by item only searches hosted catalogs and does not 
find the item(s) listed in punch-out catalogs. 

To Search by Item or Keyword 
enter a description, part 
number, or keyword in the 
search text entry box. 

 

From the list of results, find 
desired item and enter Quantity 
(Qty) to order. 

 

Click Add to Cart. 

 

Once all items have been added, continue to the Preparing the Requisition - Summary step. 

Adding It e ms  t o  t he  Re quis it io n –  No n-C at alo g 

Before placing a non-catalog order, an effort to search suppliers and catalogs should be made to verify the item(s) is 
not available from an established supplier.  
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From the Catalog tab, click 
Non-Catalog Item. 

 

Define the Non-Catalog Item: 
A. Provide a full Description 

for the item, make sure the 
vendor is able to fulfill the 
order based on this 
description. Select the 
appropriate Commodity 
Code, (must use a 4, 6 or 8 
digit commodity code).  
Requisition cannot be 
submitted with a two digit 
commodity code assigned. 

B. The Material Group will 
default based on the 
commodity code selected.  
The Account Type will 
automatically default to 
expense. 

C. Enter the Quantity, Unit of 
Measure, and Price for the 
item,  

D. Click the Update Amount 
button. 

 

Enter Supplier Information: 

A. Select the Vendor for the list,  
B. Provide the Supplier Part 

Number, if no supplier part 
number is known, enter NO 
PN.  

 If left blank, a 
Purchasing Agent is 
added to approval flow.    
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Se arching fo r Supplie r  

Click the Drop Down Arrow for 
the vendor field 

 
 

If the supplier name appears in 
your history, click on the name 
to select, or, click Search for 
more. 

 

Search by one of the following: 

 Supplier name 

 City 

 State 

 Postal Code  

 

Enter term in the text entry box 
and click Search. 

 

Results are displayed.  

 

Find desired supplier and click 
Select to add to requisition.  

Click Add to Cart. 

 

Once all items have been added, continue to the Preparing the Requisition - Summary step. 

Pre paring t he  Re quis it io n  -  Summary  

Once all items are added to 
requisition, click the shopping 
cart icon.  
 
Click Proceed to Checkout. 
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Complete the requisition Summary information. 

 

A. Title: Follow departmental naming convention. 

B. Deliver To: Specific delivery instructions from front or back door to person within the building. For example: 
Name, Department, Floor, Room #, etc. 

C. Need-by-Date: Communicates to the supplier when items are needed. If requisition needs several approvals be 
mindful of the time it takes for approvals and the PO to reach the supplier. The supplier may have to expedite 
shipping (at Purdue’s cost) to meet the date. 

D. Comments: Only recommended for non-catalog requisitions. List the following source information: 

 Quote Number 

 Supplier Contact Name, Email, and/or Phone Number 

 Web Address 

 Date   
To make comments visible to the supplier, click the Visible to supplier on the purchase order check-box. 

E. Attachments: Can be 
added to the entire 
requisition for non-catalog 
purchases.  

 

Click Add Attachment. 

Click Browse and select the 
document to attach. 

Click the Visible to supplier on 
the purchase order checkbox if 
the attachment should be 
available to the supplier. 
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Pre paring t he  Re quis it io n –  Line  It e m(s ) 

Line items may be edited, by 
selecting the check-box next to 
the item(s).  
 
NOTE: Multiple lines items can 
be edited at the same time by 
selecting the top checkbox to 
select all. This is called Mass 
Editing. Procure-to-Pay will use 
the values that are selected for 
the first item and apply to all 
subsequent items. 
 
Once the line item(s) is 
selected, click Actions and 
select Edit from the drop-down. 

 

Line  It e m D e t ails  

The Line Item Details provide 
information from the requisition 
such as:  

 Item Description 

 Part Number 

 Quantity 

 Unit of Measure (UOM) 

 Price 

 Commodity Code 

 Vendor 

 Payment Terms 
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Acco unt ing –  Single  Acco unt  

Select the appropriate account 
type from the Account 
Assignment drop-down:  

 F (Order) 

 P (Project) – WBSE 

 

Click the arrow for the Order or 
Project/WBS drop-down.  

 

The most recently used 5 
accounts are listed. To use one 
of these, click the account 
number (name) to select. 

 

To search for an account, click 
Search more.   

 

Select Internal Order or 
Description from the drop-
down. 
 
Enter search info in text entry 
box. 
 
Click Search. 
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Click Select next to the correct 
order number. 

 

The order information populates 
with the correct format.   

 

Acco unt ing  –  Split  Acco unt s  

Select the appropriate account 
type from the Account 
Assignment drop-down:  

 F (Order) 

 P (Project) – WBSE 

 X (Multi Account 

Assignment) – If using split 
accounting between Order 
and WBSE. 

NOTE: If using split line 
accounting and the split is only 
between Orders (F) or only 
between WBSE (P), then select 
the appropriate assignment. If 
the split line accounting will 
comingle Orders and WBSE, 
select X (Multi Account 
Assignment). 

 

To use multiple accounts, click 
Split Accounting.    
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From the Split By drop-down, 
select to split the item(s) by 
Amount, Percentage, or 
Quantity. 

 

NOTE: Only Percentage may be 
done as a mass change (all 
lines at one time).  For Quantity 
and Amount each line must be 
completed separately.      

 

If more than two splits are 
needed, click Add Split button 
until the correct number of lines 
are visible.  

Enter the Order or WBS 
Element number. 
 
Enter the Split Percentage for 
each line. 
 

Once information is entered, 
click Update. 

 

Click OK. 

 

Shipping  

If the Ship-To/Plant does not 
default from your preferences, 
select the appropriate location 
from the list.   

 

The Deliver To and Need-by 
Date will copy from the 
summary page.    
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C o mme nt s  and At t achme nt s  

Individual Comments and 
Attachments can be added to 
each line item as necessary.  
 
These comments and 
attachments will be associated 
with the specific line item. 

 

Click OK. 

 

Pre paring t he  Re quis it io n –  Appro val Flo w  

The Approval Flow section illustrates an individual or group of people who must approve the requisition before a PO 
is created.  

At least one of the people on the list must approve before the requisition can move forward. 

Click Show Approval Flow. 

 

A list of approvers or approver 
groups is displayed for the 
requisition. 

NOTE: If a group name is 
present, click on the name and 
all individual’s names in the 
group will display. 
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Adding an  Appro ve r o r Wat che r  

Click the down arrow button 
where you would like to add the 
person or group.   
 
Select one of the following:  

 Add Serial Approver – The 

added approver would 
approve before the next 
approver(s). 

 Add Parallel Approver – 
The added approver would 
approve at the same time as 
this approver.   
NOTE: The only place to 
add a parallel approver is 
the beginning of the 
approval flow. 

 

 

Click the Add approver(s) to 
approval flow drop-down to view 
a list of recent people or groups. 
 
To add someone that is not in 
the list, click Search more. 

 

Select the type of search 
needed from the drop-down. 
 
Enter the last name only. 
 

Click Search.  

Click the checkbox next to the 
name to be used. 

 

Click Done. 
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Determine if the person should 
be an Approver or a Watcher. 
 
Provide a reason for adding 
this approver.   

NOTE: This information will 
appear when hovering over the 
approval node.   

 

Click OK. 

 

The approver or watcher is 
added to the approval flow. 

 

Submit t ing t he  Re quis it io n  

When the requisition is 
complete, and additional 
approvers have been added as 
needed, click Submit to submit 
the requisition to the indicated 
approvers. 

 

Appro vals  

Before a requisition is considered approved, one approver from each node in the approval flow must approve the 
requisition.  

If one approver denies the requisition, Procure-to-Pay will no longer send the requisition to other approvers for review 
and will consider the requisition as denied. The requester should review the comments or contact the approver who 
denied for further instructions, the requisition will showing in composing status. 

Mo nit o ring Re quis it io ns  

Once a requisition has been submitted in Ariba, you can monitor the status of the requisition. Once the requisition is 
approved, and a purchase order (PO) is created, you will be able to monitor both the requisition and the PO. 

The requester can access the 
submitted requisition in the My 
Documents box on the 
Procurement Dashboard.  

 

Edit ing a Re quis it io n  

Requesters can Edit a requisition with a status of Submitted. 
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From the My Documents 
section, click on the ID of the 
requisition to edit. 

 

Click Edit. 

 

Ariba will pull the requisition 
from submission and open it for 
your changes. 
 
Make necessary changes. 

 

 Click Submit. 

 

After submitted the edited 
requisition, the approval flow will 
be re-drawn. 

 

Wit hdra wing a  Re quis it io n  

Requesters can Withdraw a requisition with a status of Submitted. 
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From the My Documents 
section, click on the ID of the 
requisition to withdraw. 

 

Click Withdraw. 

 

Once withdrawn, the requisition 
is pulled from submission.  

 

D e let ing a Re quis it io n  

Requesters can Delete a requisition with a status of Composing or Submitted. 

From the My Documents 
section, click on the ID of the 
requisition to delete. 

 

Click Delete. 
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D o cume nt  St at use s  

Document Prefix Statuses Description 

Requisition PR 

Composing 

The requisition is still being created and has not 
been submitted or the requisition may have failed to 
create a purchase order and was sent back to 
composing status and needs review. 

Submitted 
The requisition has been submitted for approval but 
has not been fully approved. 

Approved 
The requisition has been fully approved by all 
approvers. A PO is automatically created in Ariba. 

Ordering 
The PO is currently processing and being sent to the 
supplier. 

Ordered The PO has been sent to the supplier. 

*** 

Once a Requisition is “Ordered", a Purchase 
Order (PO) is created. The Purchase Order 
status can also be monitored from the Orders 
tab of the Requisition. Listed below are 
additional statuses that may apply to both a PR 
and PO. 

Receiving The PO has been partially received. 

Received 
The PO has been closed, either partially received 
and closed, fully received or cancelled.   

Purchase Order PO 

Confirming The supplier partially confirmed the PO. 

Confirmed The supplier fully confirmed the PO. 

Shipping The supplier has partially shipped the PO. 

Shipped The supplier has fully shipped the PO. 

Receiving The PO has been partially received. 

Received 
The PO has been closed, either partially received 
and closed, fully received or cancelled.   

 


