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Ariba P2P is the approved global tool used for ordering goods and services at Refinitiv. For all Purchase 

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. 

 
 

 
 
 

 
Create Purchase 
Requisition (PR) 
in Ariba 

 
Option 1: 
Catalog PR 

 
 
 

Option 2: 
Non-Catalog PR 

Search Catalog by Product 
OR 
Search Catalog by Supplier 

 
 

 
Ensure to have a Quote* in 

order to proceed further 

 

 
*Contact Sourcing support for any queries 

 
 
 
 
 

 
Complete Purchase Requisition with all 
required information 

 
 
 

Submit PR 

 
 

 
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 

 

 
Supplier Invoices Refinitiv + 
Product/Service Delivery by Supplier 

Supplier receives PO 
Supplier invoices Refinitiv + delivers 
products/services 

 
 
 

Purchase Order Generated 
PR gets approved + Purchase Order is 
generated to supplier. 

 

 
Purchase Requisition Approvals 

Relevant approval flow will be 
triggered in the system. 
Approval requirements may vary 
depending upon value and category 
of purchase 

 
Requestor may be 

contacted for more 

information, if required. 

 
 
 

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

 
 

3 way matching 
PO + Invoice + Goods receipting match 

 
 

Payment Released 
Payment is made to Supplier 
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Filter the specific information 

you need 

Create Menu: List of 

 
performed 

Recently Viewed: Quickly 

display recently viewed items 

Common Actions: Quick access 

to perform various actions 

Search: Search by document type or content 

Application Tabs based on permissions 
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Creating Purchase Requisition by Catalog - By Supplier Creating Purchase Requisition by Catalog - By Supplier 
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Approval workflow may vary depending on the nature of the purchase (category), spend 

value and region. You may check your specific approval flow in your request. 

m 
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Goods Receipting - Receiving an Order 

Goods Receipting — Receiving an Order - Full Receipt 

Goods Receipting - Receiving an Order - Partial Receipt 
 

 
 

Change Accounting Details and Ship To Address 
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Edit or Withdraw a PR in Ariba 

Return an Ariba P0 Invoice to Accounts Payable 

Invoice Reconciliation from Email and To- Do List 
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If someone is out of 

the office and did not 

create a delegate, how 

can I 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. 

 

 
Do not 

that you receive or it will cancel the request. Instead, you 

 
 

The Request Approval issue using email will continue 

until Refinitiv has their own Ariba instance. 
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