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Ariba PR Creation – Engineering/Polytech Guide 
 
Click on “Requisition” to create (PR) purchase requisition. 

 
Choose to Shop by Catalog Supplier 
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Or “Add Non-Catalog Item” 

 
When done with each part number and item description, click “Add to Cart” and keep 
adding each item. Only 1 per vendor PR. 

 
 
When done adding items click “Proceed to Checkout”. 
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Click on the top check mark to mark all l ines and then click the drop down to “edit”, this is 
where you enter your account information, GL code, and ship to address. 

 

 
 
“Line item Details” will include the information you’ve already put on each line, you don’t 
need to make changes here. Unless you forgot information in previous screens, then you 
will have to edit each line item by clicking that line-item choice. 
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Click “Save” before “Submit” to review. 

 
If you want to review before submitting click “Print”. If you need to make changes now you 
can click “edit” to go back in and make changes. 

 
When you submit your PR will become a PO (Purchase Order). If approves need to review 
our PR will stay PR until it gets approved. 

Stages of an order, PR composing, PR submitted, PO ordered, PO received. 

All orders under $1k are auto received in the system, it does not mean the order has been 
sent by the vendor. Some catalog vendors can change statuses to PO confirmed and PO 
shipped. 

 
 


