Ariba P2P Guide

Quick Start Guide: Process View

Ariba P2P is the approved global tool used for ordering goods and services at Refinitiv. For all Purchase
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Option 1: Search Catalog by Product
Catalog PR | OR
9 Search Catalog by Supplier
Create Purchase ~ ~ ~
Requisition (PR)
in Ariba a ( )
| Option 2: | Ensure to have a Quote*in
Non-Catalog PR order to proceed further
. \.
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Supplier Invoices Refinitiv +
Product/Service Delivery by Supplier

*Contact Sourcing support for any queries

( )

Purchase Order Generated
PR gets approved + Purchase Order is

« Supplier receives PO
* Supplier invoices Refinitiv + delivers
products/services

T

Goods Receipting

generated to supplier.

\_ J
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3 way matching

User receives product/service +
confirms in Ariba via Goods Receipting

- J

PO + Invoice + Goods receipting match

- J

Complete Purchase Requisition with all
required information

Submit PR

Purchase Requisition Approvals

* Relevant approval flow will be
triggered in the system.

« Approval requirements may vary
depending upon value and category
of purchase

Payment Released
Payment is made to Supplier

Orders Ariba P2P is the primary approved purchasing channel. All purchases made should comply with our
purchasing policy and the supplier should comply with Refinitiv Supply Chain Ethical Code.

Ariba P2P-PR Workflow

Relevant Approval Flow
will be triggered in the
system.

For Non-Catalogue
requests a Quote should
be available prior to
raising a PR

Requestor may be
contacted for more
information, if required.


mailto:a.tan@refinitiv.com
https://www.refinitiv.com/en/policies/supply-chain-ethical-code
https://refinitiv.sharepoint.com/sites/globalsourcing/SitePages/Findyoursourcingpartner.aspx
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Ariba System - Navigation Quick Start

Application Tabs based on permissions

£.7% THOMSON REUTERS

‘ HOME VISIBILITY 518
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Requisition v | Title
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Common Actions

Create

Requisition

Sourcing Request

Contract Request (Procurement)
Supplier Request

More

Manage

Personal Workspace
Public Reports

My Tasks

More

Recently Viewed

Supplier Req...apore Pte Ltd
Supplier Req...apore)Pte Ltd
Supplier Req... GARCIA MARTI

Common Actions: Quick access
to perform various actions

Welcome to Ariba Module

Refinitiv approvers will NOT be able to approve the Ariba requests(PR/SRF/Invoices/Us{
Ariba and complete the approval process. In the approval email, click "View" instead of

post which the approval action can be performed.

To Do

My Documents

Watched Projects

Recently Viewed: Quickly
display recently viewed items

Notifications

Q = S Help v ANURAJGR ¥

Search: Search by document type or content

Filter the specific information

you need

Create Menu: List of
“Create” actions to be
performed

and w
approv

'

v
v July 2019 v
v Event Status (Last 12 months) v
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Creating Purchase Requisition by Catalog - Product

o THOMSON REUTERS

Create Menu: Click the

Create manu and select
Supplier Request

New

Common Actions: Click the Requisition

option to create 3 new Purchase
Requisition. If not listed, click the More
x option to select

opens the approval request in a browser, post which the approval action can be performed

My Document ToDo

July 2019

Recen

From the upper right hand corner of & hep~
the dashboard, click the drop down

for Create and click Requisition.

This will open the Requisition

Summary page. Enter required fields

as noted by Asterisk (*):

- Title

+ Deliver To (note this field will be
prepopulated)

Choose On Behalf Of if creating the

requisition for another user. Update
Company Code and any other defaults
based on the Requester.

Cxr
Click Continue Shopping to add
catalog items.

brove the Ariba requests(PR/SRF /Invoices/User profile requests) thuuyir e i wi
proval process. In the approval email click “View” instead of Approve, and system

ANUR

Create v

Quick Survey

ot Sy

Creating Purchase Requisition by Catalog - Product

eCatalog

o

Search the catalog by entering
product name or keyword.

Use the search field to select
categories OR use flters on the left
side of the page to refine your search

This will bring up the items in the
catalog within that search category
(example —pens).

Add items to your cart individually by 7oem

entering the quantity and clicking the
Add to Cart button. You may review
your cart at any time.

Once all desired items are added to
your cart, click Proceed to Checkout.

Note that a requisition could contain
both catalog and non-catalog items.

Catalog

Once on the summary page, review
the approval flow for errors/missing
information, If any errors are
presented, make necessary changes
to submit your requisition. If there
are no errors, skip to step 4 and
Submit the requisition.

To make updates, select the line item
and choose Actions Edit to open the
line item detail. Make necessary
updates

Choose options from drop down
menu and click OK.

Click Submit to complete the
requisition and send for approval.

W

B oM BBt

W

ovaoey o

ccm  PRE148 Tost Catalog Orderfor ORG

v Approval Flow
The approval flow cannot be displayed because the Ariba system found the following errors or missing fields.

A\ - Line item 1: Select a valid Plant
+ Line item 2: Select a valid Plant

/' Thiition s beee submitied
saatatne | | e Reumon
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Creating Purchase Requisition by Catalog - By Supplier

From the upper right hand comer of
the dashboard, click the drop down
for Create and cick Requisition.

“This will open the

Summary. Enter required fields,
Including On Behalf Of, and click
Continue Shopping to add ftems.

Punchout supplier as designated by
the punch-out icor in front of the
supplier’s name

n Search by Supplier, choosing the

Glick on the supplier name to get to
the Buy from Supplier fink.

Cick Buy from Supplier to punch-out,

Punching out will take you directly to

. the Supplier website to begin
searching for the items you want to
purchase.

Note in the upper right hand corner
. directly beneath your name, you will
see the option to Close Punch-out
Catalog Shopping Session. If you do
not find what you are looking for on
the supplier’s website, this link will
take you back into Ariba to search for
alternate goods and services.

Begin Searching for items using the
search functionality in the Search bar.

Or Search using the drill down
A

Note that searching will vary by
supplier website.

Q

Miscetaneous

Raw Materials

Purchating Ovgenization

[£ Open Systems Technology PunchOut Catalog

THOMSON REUTERS

Creating Purchase Requisition by Catalog - By Supplier

THOMSON REUTERS

Drill down to search for the item you
wish to purchase.

Select the item.

Click (+) at end of line item to Add to
Cart.

N2QTF s957.0

S s S

1

- Select Action Checkout

This will take you back into Ariba.

Proceed to Checkout to complete
your requisition by updating the
accounting and correcting any erors.

Click Submit.

PR4910 Test for P-O Catalog Order

e 1 £ $957.48 USD
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Creating Purchase Requisition in Ariba - Non-Catalog Creating Purchase Requisition in Ariba - Non-Catalog

Mool
= Help v NURAJGR v
o From the upper right hand comer of Qa & @ " AUBSIGR e Once on the summary page, review =
Bl e castioaro, cick he crop cown the approval flow fo errors/missing o

for Create and click Requisition. information. If any errors are + Line tems
Hadiiy,  WiiGes, presented, make necessary changes
to submit your requisition. If there
This will open the Requisition Quick Survey are no errors, skip to step 4 and -
PY  summary page. Enter required fields ” Submit the requisition. :
= as noted by Asterisk (*): ;
- Title Select the line item in error and ’
« Deliver To (note this field will be monsonmemas: o Sy : choose Actions Edit to open the line
prepopulated) item detal. Make necessary updates.

Choose On Behalf Of if creating the n Choose options and click OK.

BY requisition for another user. Update

Company Code and any other defaults S, Click Submit (if you do not want to .
based on the Requester. - - . add additional items to the

a—» = requisition). Comn y Line e
Click Continue Shopping to add — Note to add items click Continue
catalog items. X shopping and follow steps to add

additional items (Add Non-Catalog
tems or items from the Catalog).

Qn o ———— )

“This will open the form to Create

E=E
. Non-Catalog item detai. Enter all — I:Il

required fields as denoted by an

asterisk (*):

« Full Description of item

+ Commodity Code (you may also
select material group, which wil
populate commodity code, and

Approval - Workflow

2 ° Approval workflow may vary depending on the nature of the purchase (category), spend
[ aee]

oot Ty (ki) value and region. You may check your specific approval flow in your request.
« Enter Quantity =
« Verify/Select Unit of Measure
« Enter Price 5 2
« Select Vendor (if known) v Approval Flow
« Need by Date
Sutrte
. Click Add to Cart. o ANURAJ G R g JAMDA rcing Support ASIA
Click Proceed to Checkout and _— PRS149 Test NON-Catalog for ORG
review the cart and make updates. - =

Note that a requisition could contain -

both catalog and non-catalog items. Approved
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Goods Receipting - Receiving an Order Goods Receipting - Receiving an Order - Partial Receipt

=1
. . c T T - 2
To find the requisition to be received, ‘ Lcee | To enter a partial receipt, enter the = .

under Manage click Receive. This can My ToDo quantity/amount on the line item .
be found from the upper right hand Prepackaged Reports | under the Accepted column. Note SR
corner of the screen or under Pubc Reports the date received defaults to the

common actions. THOMSON REUTERS current day.

kze . - i Reconcile lnvoice
This will open Receiving Steps . Click Next.
X Roport Search Fiers
allowing you to search for your order. -

[~

Use the drop down to chose which ID
you want to search by:
3

This will bring you to the Summary

page. pes
- Order D o e
- Requisition ID. . anctod

- ReceiptID. Review the Total Received. [ © s s

- Contract ID

|
B8 A

Click Submit.

You will see confirmation that o
Receiving has been Done and will
have the options: Recelpt RC2046, 7000001217 - Test for Receipts QRG Prev [ e

- Continue receiving

s e e + select another order to receive G L O
+ Go back to the Home page

n Enter the ID and click Search.

E

7000001217 - Tost for Receipts ORG has been recaived

rocoiing against ERP Order 7000001217

othe request o receie

+ Retum 1o o Arba Buyer Home page

Goods Receipting — Receiving an Order - Full Receipt Change Accounting Details and Ship To Address

M you start the request from the . ==
Home Icking the Create
Torecaive tha antir quantity/amount 1 . o o sl o, you
on the order, click Accept All. wi be sble to edit the Company

Code field in the Summary tab.

Raview the Total Recoived. You willcontitwe shopping and add
fou will continwe. e
your line items to your cart.

Click submit.
p  Ater adding your Ine s o your
cart cick Proceed to Checkout
You will see confirmation that . -
Recelving has been Done and will
Rl e the options: n Scrofl down o the ine ftems and
+ Select another order to receive select ane or more fines to view and e '
Click the Actions button and select R A b 0. e
= o
o change any of the avaiable ields,
R T r [ : click the dropdown menu and select
veoipt RC2064 7000 o ] €
Receiving - Done n it i . i
= enter and select 1t
i o ‘When done making changes, cick
the Next button.  you made
als0 cick the Done button
changes,
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Edit or Withdraw a PR in Ariba Invoice Reconciliation from Email and To-Do List

Find the requisition to be edited using o S ook - 3~ %l | ¢ i3 MY 2
‘the Search functionality (for more =
Open the Email, z
| [ el o 2 Gt
Reference Guide on Searching). bk o - -

outlined In the emall
body - [,

Search results will appear at the
bottom of the screen. Total Amount of
invoice - may include
VAT/TAX if applicable

Select the requisition you wish to edit
by clicking on the PR ID#.

. = . . - Click on the view.
button, Click the PO
button and then click

Note: You can Edit a requisition that
n is in composing status. You can Edit on the receive PRSI S R

or Withdraw a requisition that is in button.

submitted status. Confirm Edit by IRinonce1-1360

have been received X .

i . = amount on the line
item under the 4054 . 30 Bioge
Accepted column and

click submit ? W “

. ‘The Summary page will open allowing
You to make any necessary changes
to the reqisition. You will be able to
edit any fields that are open for
editing. Click Submit when all
changes are completed.

Return an Ariba PO Invoice to Accounts Payable e

[ Bacorchiation Soc e ki oo . o s
Lo into Ariba and navigate to your To Reconcile under the Required Action
BB 0ot tocatetherelated invoce - - [ 1 — column to open the request. ma
Reconcillation document and click 7 ol i o e
Soncher i ek Ade : m P
column to open the request. 2 = - @ request is opened In edit mode
and the Exceptions tab Is displayed. - e
Tha raquest is opaned in adit mode -
and the Excoptions tab is displayed. = [ - Gkt Puriease Orifes ambber ¢
2 button. :
Click the Refer button. Click the = - == &
dropdown arrow at the right of the -

1f goods and services have been
received enter the quantity/amount
on the line item under the Accepted

Refer to field to perform a search.

Click Search more. column. Note the date received
For future requests, simply select defaults to the current day. Click
Invoice Referral speclalist from the Submit

recent history list shown here.

In the Name fleld, enter “Invoice
Referral Specialist” and click Search.
Enter comments including the specific
reason why you are returning the
invoice. =
*#4Do NOT select the Visible to

supplier checkbox here,*** e

Click either of the Submit buttons. =
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Approving PR via Ariba Tool

‘You can approve a requisition directly
‘within the SAP Ariba application from
the To Do documents.

Locate the requisition to approve.
Click the requisition ID to open for

review and approval.

After reviewing the requisition, click
Approve. This will open a dialog box

to enter comments.

Please enter Comments as needed
for approvals.

Click OK.

Note to Deny a requisition, follow » i
steps 1-5; however, click Deny. Please
enter Comments when denying a 2
requisition providing the reason for s

denial.

Approving PR via Email

that you receive or it will cancel the request. Instead, you
where you can then click ‘Approve’ directly in the system.

The Request Approval issue using email will continue
until Refinitiv has their own Ariba instance.

Do not click the “Approve” link on any Ariba approval emails

should click ‘View”, which will bring you into the Ariba system

Approving PR via Mabile

with the tiles that show the items
requiring approval. Click the To
Approve tile to open the list of
requisitions.

Approval from the Mobile App starts

Click the requisition you want to

open.
8 21
View the detail and Click Approve or
Deny.
7 s 0

® PRISS - Te 30.00

Delegate Approval/ Proxy

SMw 40550

Y A

‘ Delegate Authority Ursss NEAL EGERTON

&  Hepr  NEALEGERTON+

Logout

references | 1) Ouigm.

Change password (2) AowrovaiFiom
g€ P O]

Change secret question

Delogate authority @

7| Cortiue o oy ma by el of spprovadrecuests

Change defaultlocale

Change email notification preferences [p—

Edit dofaul preferences

Manage nonstandard addresses

Activate mobile device

Change reporting preferences

If someone is out of
the office and did not
create adelegate, how
can | get my request
approved? Contact My
Help Desk. Ensure you
have the email approval
from the person (who is
out of the office) or from
his/her manager.

Theme

Dark Theme

v Light Theme
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Ariba P2P - Support

Does all suppliers needs to be on Ariba Network to transact with Refinitiv?

If the transactions require a purchase order, or if the suppliers are hosting purchasing catalog for us, then they do
have to be on the Ariba Network. Once a supplier has been on-boarded they can register for the no fee Ariba
Light Account offering.

Situations where the suppliers do not need to be on Ariba network

The Ariba Network is a primary approved purchasing channel for Refinitiv. In addition to Ariba, there are other
alternative payment methods based on the type of goods/ services we procure including American Express
Card Solutions and Field glass. Please contact your Global Sourcing Contact or business partner to learn more.

Purchase order terms and conditions of purchase

The terms and conditions governing Refinitiv purchase orders are based on the country where the Refinitiv
company is located, as identified in the purchase order. If the supplier process Refinitiv Data provided by or on
behalf of Refinitiv, the Privacy Exhibit to the Purchase Order Terms and Conditions applies to the provision of
products and services. Privacy terms contained within a signed agreement between the suppliers and Refinitiv
take precedence over the terms of the Privacy Exhibit to the extent they conflict with the Privacy Exhibit.

Please note that the Refinitiv standard payment terms are 60 days from the date of the invoice submitted to the
Account Payables team.

Support

Find your Global Sourcing
Partner here

Relevant supplier support and
materials canbe found on the
Refinitiv Supplier Portal.

Using Ariba- For Active
Ariba Supplier Listing

a.tan@refinitiv.com
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https://refinitiv.sharepoint.com/sites/UsingAriba
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