Quick Reference Card 
Load Quote-To-Requisition for ORI-Steelcase

	A number of suppliers on the SAP Ariba Network offer Quote-To-Requisition capability as part of their e-catalog functionality. Departmental Shoppers can request a supplier (via the University-established Customer Service Representative) to write one or more customized quotes and place onto their respective e-catalog. The Shopper can navigate to the supplier’s e-catalog through SAP Ariba and utilize their quote-to-cart tool to transfer all line items to their Requisition for easy and convenient ordering. Customized quotes are frequently used for orders that may qualify for special pricing, have many line items, or have other content of a customized nature.


	 Role: SAP Requisitioner
	Frequency: As Needed



	Loading a Quote to Requisition

	
From the myUK Landing Page, Click the SAP Fiori Launchpad icon to begin.

Note: Please make sure you have reviewed the Default Values and Delivery Address guides prior to loading your quote and placing your order(s).
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There are 2 ways to place an order via requisition in the SAP S4 system. The following steps are how to add and use each app to access the catalog and load your quote:

1A:
To order via T-code ME51N within the SAP S/4 environment, select Add Apps from the upper right area of your home page and search for “ME51N” to find the app “Create Purchase Requisition – Advanced”

1B:
To order via the Fiori app within the SAP S/4 environment, select Add Apps from the upper right area of your home page and search for “Manage Purchase Req” to find the app “Manage Purchase Requisitions – Professional”
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1B:
[image: ]


	
The steps below outline how to access the Ariba catalog from either app.

Note: Ensure you have pop-ups allowed on your first visit to the Ariba Network.

Note: When prompted always click to Accept Cookies on any e-catalog when visiting sites.


2A:
Click the punch-out catalog icon to access Ariba Network 
e-catalogs


2B:
Scroll to the Items section. Click Create on the right and select Items from External Catalogs from the dropdown menu.

Select “UK Ariba Catalog”

	
2A:
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2B:
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	From the Ariba landing page, click View All Suppliers from the Supplier menu
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	You will be presented with a list of vendors available in the Ariba system. Click the link for Office Resources Inc.
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	Click the Buy from Supplier button.
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	You will be taken to their catalog.

At the top of the Menu bar, Click Retrieve Quotes.
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	Your email address will be automatically pulled in. If the quote is under this email you can click the radio button for email and click search. Your quote(s) will appear below.
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	You can also search directly for the quote number. Enter the number in the Quote No. field and click Search.
	
[image: ]


	Click Add to Cart.
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	Click Confirm
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	Review the items and when ready, click Return Cart to Ariba button
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	Your items will be brought into the Ariba cart for you to review.
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You will have the option to edit your cart, continue shopping or check out.

By clicking “Checkout” you will be returned to SAP where you will finalize your order.
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