Entering a Direct Pay invoice in SAP Ariba-Classic

Navigate to classic view through the "B&I Classic UI" tile on the Guided Buying
homepage

< g 3
X\

1 Business & Office Professional Services Cooperative Contracts

SAP Ariba

Procurement & Payment B&l Classic Ul
Eanls
Need help? Contacts
srmation on Board of Regents Click here to find Procure-to-Pay information Please contact P2P@nebraska.edu for
¢here. and resources. assistance

System
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2  Click "Create" in the upper right corner of the screen

'GRe8&realm=NUSystemCHILDSITE-18dard=1#b0

v To Do < v My Receipts
0 Denied 0 Denied
Items. Total Submitted Total Receipts

Date Created Status Posting Date }
No items
Date From Status Title
1/28/2026 Kim Christensen B Submitted 1/2"x 10°' PVC SCH 80

3  Select "Invoice" from the dropdown menu

'GRe&realm=MNUSystemCHILDSITE-1&dard=1#b0

* @O &l &6

st @ State Accounting C..  {(J} Durango Discounts @) State Accounting C.. @ JD Edwards 4 ContentCloud ) Convera GlobalPay N Business Center Loo.. NN Management Resou..  § United States Incom...

Q

o 9 @

The University of Nebra:

Recent v Manage v Create v
v
~
~

Required Action
Approve .

N -- T B = S R )

st (@ State Accounting C. () Durango Discounts @) State Accounting C.. @ JD Edwards <4 ContentCloud ) ConveraGlobalPay N Business Center Loo.. NN Management Resou...

€W United States Incom...

a =0 9 Q@
The University of Nebraska System-C1

Recent v Manage v
Analytical Report Pre-Approval Form
Compound Report Quick Survey
Contract Request (Procurement) Requisition

Credit Memo

Credit Reference Request

Delivery Alidress Request Form

Invoice

Items. Total Submitted e Refund Form (Warrant Request)
PCard / Group Card Request Form

PCard Exception Request Form

Date Created Status Posting Date |
No items
Date From Status Title
1/28/2026 Kim Christensen B Submitted 1/2"x 10' PVC SCH 80
1/28/2026 'VWR FUNDING INC VWR INTERNATIONAL LLC £ Reconciling 8820861936 ($18,666.6000 USD)
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Sourcing Request

Supplier Request

UNMC Cell Phone Order Form

UNMC/UNO Surplus Property Pickup Form
Warrant Cancellation/Reissue Request Form.

eSHOP PO Change Request

Required Action
Approve .

Reconcile




4  Select "Non-PO" to create a direct pay document

@ SAP Ariba Buying X/ Ariba Spend Management x 4+

€« > c 23 s3.ariba.com/Buyer/Main/aw?awh=r8awssk=WXCqSe7uYwVFPGRe8realm=NUSystemCHILDSITE-1&awrdt=1

88 | & University of Nebras.. @ Companylogo @ Travel Policy  {J} ITS Support Ticket @) State Accounting C..  (J] Durango Discounts @) State Accounting C.. @ JD Edwards 4 Content Cloud ) Convera GlobalPay |}

< Nebis
Sysem
INV503677
Invoice Entry Approval Flow
Header Information 2

Payment Terms:  (no value) [ select |

Ship From: [ (no value)

L. J contractBased ShipTo: ‘ 4000-0050887262 (UNO SHIPPING
Purchase Orders: = [ | V4 I 6203 UNIVERSITY DRIVE N - DOCK
- OMAHA NE 68182
Supplier: * | (no value) x= |

United States

Remit To Address: (no value)

Andrew Armatys

supplier Invoice # * l |

Supplier Contact:  (no value) [ select ]
Unloading point: *

Invoice Date: * ‘ =]
On Behalf Of: l Andrew Armatys v |
Company Code: [ 1000 (University of Nebraska) v |

f 1

5 Click the dropdown box next to the supplier field to open the supplier search

¢ Nebisdk
Sysem
INV503677
Invoice Entry Approval Flow
Header Information a

Type: @ Non-PO Payment Terms:  (no value) [ select]

) PO-Based Ship From: l (no value)

A, Contract Baeed ShipTo: l 4000-0050887262 (UNO SHIPPINI
Supplier: * [ (no value) ( b 6203 UNIVERSITY DRIVE N - DOCK

. i \ Selgt from the list OMAHA NE 68182
Supplier Invoice #: l

United States

Supplier Contact:  (no value) [ select]

e Ol 2

Remit To Address: ‘ (no value)

Unloading point "[ Andrew Armatys

Supplier Sales Order #: ‘ I ®
On Behalf of l Andrew Ammatys v |
Company Code: ‘ 1000 (University of Nebraska) v |
Payment Method: l (no value) hvs I

Posting Date: ‘

My Labels:  Apply Label..v (@
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6

Click "Search more"

Header Information

Type: (@) NonFO
—~
U PO-Based

O Contract-Based

Supplier: ¥ i (no value) Ve

Supplier Invoice # * 0000430644 (Preston Sherwood)

0000818022 (ANDREAS MOELLER)
Supplier Contact:

0000813028 (CHANCELLOR MASTER AND SCHOLARS OF UNIVERSITY OF OXFORD)

. -
Invoice Date: 0000234601 (GREG NELSON CREATIVE)
Supplier Sales Order #:

On Behalf OF:

Company Code:

A v i
[ 1000 OMVErsity of Nebraske) v

Payment Method: i (no value) Vs

Posting Date:

My Labels: Apply Label..v @

Header Taxes, Charges, and Discount

https//s3.ariba.com/B

7

Name t Type

Tax Rate Amount

3 L WXCS NU
CqS:

R Type here to search

HILDSITE-18awrdt=1#

Svstem

No items

Payment Terms:  (no value) [ select ]

(no value)

4000-0050887262 (UNO SHIPPIN(

Ship From:

ShipTo:
6203 UNIVERSITY DRIVE N - DOCK
OMAHA NE 68182

United States

Remit To Address:

no value)

Accounting

Enter the supplier name and click search

Choose Value for Supplier

Found more than 500 items. The results shown here incf

B

Dt

0000111432

0000112457 ABC PRINTING

0000113932 ABYSS PARTNERSHIP INC

0000114154 ABLOOM

0000114567 ABANTE MARKETING ABANTE LLG

0000114688 A STREET AUTO PARTS INC

0000117304 ABET ACCRED BD OF ENGR & TECH

0000117585 AASCU AM ASSN OF ST COLL & UNIV

0000118250 ABF FREIGHT SYST INC

0000118254 ABF FREIGHT SYST ING

inique items from the first 500 items found.

=N

0000119795 ABILENE CHRISTIAN UNIVERSITY ACU BOX 29110

0000119876 2 B TECHNOLOGIES LUDLUM MEASUREMENTS INC

0000124335 A-DEC INC UNIT 54

0000126731 AALEUPOLD & SON INC

0000131017 ABRAHAM CATERING SERV INC

0000132658 ABES TRASH SERVICE INC
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Select ik




8  Select the needed supplier

Choose Value for Supplier

[Vendor vl [Pansra

Dt Vender

0000201811 PANERA BREAD COMPANY PANERA LLC

9  Enter the invoice number in the "Supplier Invoice #" field

INV503677

Invoice Entry Approval Flow

Header Information &

Type: @ Non-PO Payment Terms:  Met 30 [ select ]
(") Po-Based Ship From: | PANERA BREAD COMPANY
() contract-Based PO BOX 7411740

CHICAGO IL 60674

United States

Supplier Invoice # ™ l I

ShipTo: 4000-0050887262 (UNO SHIPPIN(

6203 UNIVERSITY DRIVE N - DOCK
Invoice Date: *
OMAHA NE 68182

Supplier Sales Order # I ® United States

i Andrew Armatys v I Remit To Address: | (no value)
Company Code: l 1000 (University of Nebraska) v l Unloading point: *

Payment Method:

My Labels:  Apply Label..v @

On Behalf OF:

(no value) v l
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Invoice Entry Approval Flow

Header Information &

Type Non-PO

(_ ) PO-Based

Contract-Based

Supplier: *l 0000201811 (PANERA BREAD COMPAN... I

Supplier Invoice # * ‘ 123456 |

Supplier Contact: PANERA BREAD CONMFA

Invoice Date: "‘ -
Supplier Sales Grder #: ‘ \/ I (6]
©On Behalf Of: l Andrew Armatys v I
Company Code: [ 1000 (University of Nebraska) hva |
Payment Method: | (no value) ~ I

Posting Date: l

My Labels:  Apply Label..v ®

Header Taxes, Charges, and Discount

Name Type

11

L )

On Behalf Of: [ Andrew Armatys

Click "Select Date" to open the calendar and select your invoice date

Payment Terms

ship From:

ShipTo:

Remit To Address:

Unloading point: *

Tax Rate Amount

Met 30 [ select ]

PANERA BREAD COMPANY

PO BOX 7411740
CHICAGO IL 60674
United States

4000-0050887262 (UNQ SHIPPIN(
6203 UNIVERSITY DRIVE N - DOCK
OMAHA NE 68182

United States

‘ (no value)

Andrew Armatys ‘

Accounting

Click "Add Item" and select "Non-Catalog Item" to add your line item(s)

Remit To Address: [ (no value)

¥
Company Code: ‘ 1000 (University of Nebraska) v ] Unloading point "‘ Andrew Armatys
Payment Method: ‘ (no value) ~ ]
Posting Date: ‘
My Labels:  Apply Label.. v
ixes, Charges, and Discount
et Type TaxRate Amount Accounting Details
No items
Delete Add v Update
5 (0)
1 Description aty Unit Price Amount Discount Charges Taxes Gross Amount Accounting
No items /-\
Delete v Copy Edit Manage Accounting Add ltem Details v Import Accounting Export Accounting Update

iba N\

itys (53204866) last visit 1/2002026 1:14 PM | The Universiy of Nebraska System-C1 | C105_UIL

Made with Scribe - https://scribehow.com

Non-Catalog Ite
Catalog ltem
Shipping Iterg

Special Handling item
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@ SAP Ariba Buying

€« > ¢ %

< Nebidk
Sysem

Add Non-Catalog Item

Mo. t Description

[ By University of Nebras.. @ Company Logo

2. Ariba Spend Management

1 Enter a description for this item.

e

@ Travel Policy ) ITS Support Ticket

Unit

e

@ State Accounting C...

Enter the line item description in the "Full Description" field

s3.ariba.com/Buyer/Main/aw?awh=r8awssk=WXCqSe7uYwVFPGRe&realm=NUSystemCHILDSITE-1

() Durango Discounts @) State Accounting C...

Price

Full Description:

Supplier Part Number:

Supplier Part Auxiliary 1D:

Unloading point:

13

this item.

Catering for community event

Additional Pricing Details (D)

Andrew Armatys

oty Unit

(=

ring for community event

alue)

»nal Pricing Details (@

ew Armatys

Made with Scribe - https://scribehow.com

Enter the invoice amount in the "Price" field

Price Amount

$0.0000 USD

@ ID Edwards

Amount

$0.0000 USD

Reference Date:

Ship From:

ShipTo:

Purch Org:

Discount

$0.0000 (USD

Charges

Reference Date: | Thu, 15 Jan, 2026 @

+ Content Cloud ) Convera GlobalPay B

Discount

$0.0000

Thu, 15 Jan, 2026
PANERA BREAD COM

PO BOX 7411740
CHICAGO IL 60674
United States
4000-0050887262 (Ul
6203 UNIVERSITY DRI\
OMAHA NE 68182

United States

1000 (Univ of Nebraska

el

Taxes €

Ship From: i PANERA BREAD COMPANY

PO BOX 7411740

CHICAGO IL 60674

United States

ShipTo: 4000-0050887262 (UNO SHIPPING & R...

6203 UNIVERSITY DRIVE N - DOCK

OMAHA NE 68182

United States

Purch Org: 1000 (Univ of Nebraska)

Line ltem Text:




14  Click the "Commodity Code" dropdown and select "Search more"

Mo. T Description Qty Unit Price Amount Discount Charges

1 Catering for community event 1 each $100.0000 USD $100.0000 USD $0.0000 USD

Full Description: * Catering for community event Reference Date: | Thu, 15 Jan, 2026
) Ship From: PANERA BREAD COM
Commodity Code: [

PO BOX 7411740

Supplier Part Number: Feamswn oy CHICAGO IL 60674
Financial Instruments, Products, Contracts and Agreements United States
Supplier Part Auxiliary 1D:
Lighting Fixtures and Accessories

ShipTo: 4000-0050887262 (Ul
Chemicals including Bio Chemicals and Gas Materials.

6203 UNIVERSITY DRI\
pedical diagbtic imaging and nuclear medicine products

Unloading point
OMAHA NE 68182
Search more

United States

Purch Org: 1000 (Univ of Nebraska

Line ltem Text: | Catering for communii

Add Comment

htpsi//s3.ariba.com)

1y i HILDSITE-1#

Svstem

L Type here to search

15  Search for "direct pay" and select the most relevant option based on your invoice

Choose Value for Commodity Code

o ) (@) (e

Name 1
Direct Pay - Facilities & Furniture
Direct Pay - IT

Direct Pay - Professional Services

ect
ot this value for the field
Direct Pay - Research & Agriculture Eﬁv_
y o —_ g

[
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16 Click "Validate and Exit" when done

'GRe8trealm=NUSystemCHILDSITE-1#b0

st @ State Accounting C..  {(J} Durango Discounts @) State Accounting C... @ JD Edwards 4 Content Cloud

Qty Unit

¥ each

Price Amount

$100.0000 USD $100.0000 USD

Reference Date:

ship From:

ShipTo:

Purch Org:

b S - A v S

©Q ConveraGlobalPay N Business Center Loo.. N Management Resou...  §8l United States Incom...

a =

Vajidate and Exit

Discount Charges Taxes Gross Amount
$0.0000 USD $100.0000 USD
Thu, 15 Jan, 2026 ‘ @
5 | PANERA BREAD COMPANY '

PO BOX 7411740
CHICAGO IL 60674

United States

4000-0050887262 (UNO SHIPPING & R... ~~

6203 UNIVERSITY DRIVE N - DOCK
OMAHA NE 68182

United States

1000 (Univ of Nebraska)

17  Select the line item and click "Manage Accounting"

Posting Date:

My Labels:

Apply Label..v @

Header Taxes, Charges, and Discount

Name t Type Tax Rate Amount Accounting
No items
Delete Update
Line Items (1)
No. T Description Qty Unit Price Amount Discount Charges Ta
1 Catering for community event |l—| each v | $100.00t |USDV $100.0000 USD ‘ $0.0000 ‘USD
l Delete » I [ Copy l l Edit ] Manage Accounting [ Add Item Details + ] [ Import Accounting I [ Export Accounting ] [ Add ltem

ﬂ L Type here to search !ui B --'-_-S-§S_te_-rn'
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R L ™

Set the "Account Assignment" field to "X(Cost Center/WBS)"

“~ o=
Validate and Exit
sommodity Code Contract Workspace 1D Qty unit Amount Discount Charges Taxes
no value) 1 each $100.0000 USD $0.0000 USD
. E *
To: | (no value) = Account Assignment: ™ | x (Cost Center/WBS) Add split
Cost Center: ‘ (no value) p2 |
) $100.0000 USD
Project/WBS ‘ (no value) v |
Exit Validate and Exit

Enter your GL Account and Cost Center or WBS using the drop down fields

19

%7 3AF ANDa BUyINg

23 s3.ariba.com/Buyer/Main/aw?awh=r8lawssk=WXCqSe7uYwVFPGRe&realm=NUSystem CHILDSITE-1
Q Convera GlobalPay  }

. Aniba spena vianagement
@ JD Edwards

@ State Accounting C... + Content Cloud

« > ¢
@ Travel Policy (! IS Support Ticket @) State Accounting C..  {(J} Durango Discounts

og & University of Nebras.. @ Company Logo

< Nebiaska

Syslem
Manage Accounting - INV123456-503677
No. t Description Commodity Code Contract Workspace 1D Qty Unit
1 Catering for community event (no value) i each $100.000¢
Line Item Accounting »
Bill To: [ {no value) G Account Assignment: * | ¥ (cost Center
GL Account: [ O ] Cost Center: ‘ (no value) > |
$100.0000 USD
Project/WBS: ‘ (no value) T |

User Defined [

Made with Scribe - https://scribehow.com



20 Ifyou need to split by GL or cost object, click the "Add Split" button

= X
'GReBirealm=NUSystemCHILDSITE-1#b0 T e o = t @
st @ State Accounting C..  {(J} Durango Discounts @) State Accounting C.. @ JD Edwards 4 ContentCloud ) Convera GlobalPay N Business Center Loo.. NN Management Resou..  § United States Incom... »

a =20 9 @O

Validate and Exit

smmodity Code Contract Workspace ID Qty Unit Amount Discount Charges Taxes

o value) 1 each $100.0000 USD $0.0000 USD

’ )
% | (novalue) ~ Account Assignment X (Cost Center/WBS)

Cost Center: |914901cuu1(P2P) ~ ‘

$100.0000 USD

Project/\WBS: I(no\/alue) N ‘

Validate and Exit

2 Select whether you would like to split by Amount or Percentage and make the
necessary adjustments to the split values shown on the right

€ > C % s3aribacom/Buyer/Main/aw?awh=rBawssk=WXCqSe7uYwVFPGRe&realm=NUSystemCHILDSITE-1#b0
ug By University of Nebras.. @ CompanyLogo @ Travel Policy () ITS Support Ticket @) State Accounting C...  {(J} Durango Discounts (@) State Accounting C.. @ JD Edwards 4 ContentCloud ) Convera GlobalPay |
< NetEm
Sytem
Manage Accounting - INV123456-503677
No. t Description Commodity Code Contract Workspace 1D Qty Unit Al
1 Catering for community event (no value) 1 each $100.000(

Line Item Accounting

split By:

Percentage

; 4 - T
Bill To: [(mval 4 o ‘ Account Assignment: ‘ X (Gost Center/WBS) v

Quantity
GL Account: ‘ 0000531 Cost Center: ‘ 9149010001 (P2P) v | :
i : : i 100% ‘
User Defined: ‘ I Project/WBS: ‘ (no value) ~ I $100.0000 USD
GL Account: ‘ 0000531300 (Food Supplies) v ‘ Cost Center: ‘ 9149010001 (P2P) v I A,
- - 0% ‘
User Defined: [ I Project/WBS: | (o value) o I $0.0000 USD

Made with Scribe - https://scribehow.com
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22 Click "Validate and Exit" when finished

3 - e

Account Assignment: X (Cost Center/WBS) o

Cost Center: |9149010001(P2P] v ‘
o Remove

Project/WBS: | (no value) el ‘

Cost Center: | 9249010300 (P2P Supplier Showcas) v

‘ $25.0000 o

Project/WBS | (no value) ~ ‘
Unallocated: $0.0000 Total: $100.0000 USD

usp

\Validate and
Wlidate before Efting the Page

51096 - 2026 Ariba Inc. All Rights Reserved

Click the "Upload Invoice" button and select "Choose File" to open the file explore
and select your invoice attachment

23

* @O &l &6

'GRe8&realm=NUSystemCHILDSITE-1&awrdt=1
st @ State Accounting C..  {(J} Durango Discounts @) State Accounting .. @ JD Edwards 4 ContentCloud ) Convera GlobalPay N Business Center Loo.. ¥ Management Resou...  § United States Incom... »

a2z0o o @

& = 'r_ Upload |m,u;;g Invoice Summary: $0.0000 USD Details

Payment Terms:  Net 30 [ select]

Ship From: PANERA BREAD COMPANY N

PO BOX 7411740

CHICAGQO IL 60674

United States

ShipTo: 4000-0050887262 (UNO SHIPPING & R... ~~

6203 UNIVERSITY DRIVE N - DOCK

OMAHA NE 68182

United States

Remit To Address: | (no value) v

Unloading point: * | Andrew Amatys

Made with Scribe - https://scribehow.com



Upload Invoig€

Attachment : afile chosen

24  Be sure to click "Upload" after you select your attachment

Upload Invoice
Attachment : Invoice.pdf

‘ 2 Upload

Made with Scribe - https://scribehow.com
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25

'GRe8irealm=NUSystemCHILDSITE-1&awrdt=1#b0
st @ State Accounting C...

Click "Submit" to move your invoice forward for approval

{J) Durango Discounts Q) State Accounting C...

@ D Edwards

-+ Content Cloud

©Q ConveraGlobalPay N Business Center Loo...

#
Y Management Resou...

e O @

§W United States Incom...

Q

(-]
=

o 9 @
Submit

A2
Payment Terms:

i Invoice.pdf T
Net 30 [ select |

2]
Ship From: I PANERA BREAD COMPANY

Invoice Summary: $0.0000 USD Details
PO BOX 7411740

CHICAGQO IL 60674

United States
ShipTo:

4000-0050887262 (UNO SHIPPING & R...

6203 UNIVERSITY DRIVE N - DOCK

OMAHA NE 68182
United States

Remit To Address: | (no value)

Unloading point: * | Andrew Armatys

Made with Scribe - https://scribehow.com
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