
Drexel University P2P Transformation
System Navigation



Agenda

 Explain the screen navigations in Guided Buying
 Describe the various tiles and uses

 Show how to find your requisitions, purchase orders, receipts, and invoices.

 How to access the To Do tasks 
 Demonstrate how to change your profile details and locale settings.



Important: Points to be considered for navigating in the system

 Guided Buying is the starting point to initiate the purchasing, receiving and invoicing processes
 Requisitions can be created by all users but can only be submitted by someone with the proper 

Purchasing Authority

 This QRG explains the dashboards and tiles in the Guided Buying system



Guided Buying – System Navigation

 When users sign in, they're brought to the home landing page. The landing page contains customized clickable tiles 
(explained later in this guide). Using the category specific images below. Users can also use the search bar to find 
items or services 

Type in and search for the the 
items 

1

Suggestions are shown as 
highlighted

2



Guided Buying – System Navigation (Continued)

Matching search results are 
shown by the system

3

Click the arrow to navigate back 
to Landing Page

4



Guided Buying – System Navigation (Continued)

Recent requests are seen here 
7

Click this button to create a 
purchase requisition via Team 

Requisitioning 
(Covered in 02. Requisition Creation and Approval Workflow)

6

Click this button to raise a 
requisition on behalf of another 

user 
(Someone with the proper purchasing authority)

5



Guided Buying – System Navigation (Continued)

Click this button to access your 
favorites

10

Click this button to access your 
submitted requests

9

Click this button to access your 
pending approval requests

8



Guided Buying – System Navigation (Continued)

Click this button to create a 
favorites list

11

Click this button to edit/rename 
your favorites

12

Click this button to add your 
favorites

13

 Your favorites



Guided Buying – System Navigation (Continued)

 Your requests

Recent requests (Requisitions, POs, 
Invoices etc.) will be displayed in the 

respective tabs

14



Guided Buying – System Navigation (Continued)

 Your approvals Documents requiring your approval 
will be listed in this tab

15

Click the button ‘See details’ to 
display the document

16



Guided Buying – System Navigation (Continued)

Click this button to access your 
requests

1

 Steps to query the documents



Guided Buying – System Navigation (Continued)

Click this button to access 
Purchase requisitions

1

Apply the necessary filters to 
find the requisitions

2



Guided Buying – System Navigation (Continued)

Click this button to access 
Purchase Orders

3

Apply the necessary filters to 
find the Purchase Orders

4



Guided Buying – System Navigation (Continued)

Click this button to access items 
to be received

5

Apply the necessary filters to 
find the Pos to be received

6



Guided Buying – System Navigation (Continued)

Click this button to access the 
invoices

7

Apply the necessary filters to 
find the Invoices

8



Guided Buying – System Navigation (Continued)

Click the invoice number to 
open the Invoice

9



Guided Buying – System Navigation (Continued)

Click the reference tab
11

Click the IR number to open the 
Invoice reconciliation document

12



Guided Buying – System Navigation (Continued)

Invoice reconciliation has been 
opened

13

Click the arrow button to navigate 
back to Guided Buying sceen

14



Guided Buying – System Navigation (Continued)

Click this button to access the 
‘App Settings’

1

 Default Accounting in your profile



Guided Buying – System Navigation (Continued)

Click the option ‘App settings’

2

Click the button ‘Change your 
profile’

3

 Default Accounting in your profile (Continued)



Guided Buying – System Navigation (Continued)

Click the button ‘Account/Ship’
4

Add the Accounting details from 
the drop down

5

 Default Accounting in your profile (Continued)



Guided Buying – System Navigation (Continued)

Click ‘Next’ navigate to the next 
page

6

 Default Accounting in your profile (Continued)



Guided Buying – System Navigation (Continued)

Once ‘Completed’ click ‘Submit’
7

After submission you have now updated your default 
accounting elements. All your future PRs will default to 

these accounting elements



Guided Buying – System Navigation (Continued)

Click the option ‘App settings’

1

Click the button ‘Change default 
locale’

2

 Change default locale and set your currency



Guided Buying – System Navigation (Continued)

Change your locale from the 
drop down

3

Change your default currency
4

Once completed, click ‘OK’
5

 Change default locale (Continued)



Guided Buying – System Navigation (Continued)

Click the option ‘App settings’

1

Click the button ‘Delegate 
authority’

2

 Delegation of Authority



Guided Buying – System Navigation (Continued)

Add your delegate from the 
drop down

3

Add Start date, End date and 
time

4

Add the delegation reason
5

 Delegation of Authority (Continued)



Guided Buying – System Navigation (Continued)

Click ‘Next’ to navigate to the 
next page

6



Guided Buying – System Navigation (Continued)

Review the approval workflow
(Before you are allowed to set the delegation it must go to 

your manager for approval)

7

Click ‘Next’ to navigate to next 
page

8

All delegation of authority requests are routed to your 
supervisor for approval. This is to prevent someone from 

delegating their approval downward (to a lower level)



Guided Buying – System Navigation (Continued)

Click ‘Submit’ to submit the 
delegation request for approval

9



Guided Buying – System Navigation (Continued)

Existing catalogs can be viewed 
by clicking this tile

1



Guided Buying – System Navigation (Continued)

Specific catalogs can be accessed 
by clicking their respective tile

2



Guided Buying – System Navigation (Continued)

Click the button ‘Buy from 
supplier’ to punch out to the 

Supplier’s catalog

Click ‘Yes’ to confirm to redirect to 
Supplier site

3

4



Guided Buying – System Navigation (Continued)

Sourcing and Contract Requests 
can be accessed by clicking this 

tile

1



Guided Buying – System Navigation (Continued)

Sourcing Request can be initiated 
by clicking this tile

2

Contract Request can be initiated by 
clicking this tile

3



Guided Buying – System Navigation (Continued)

Requisitions and approvals can 
be accessed by clicking this tile

1



Guided Buying – System Navigation (Continued)

Policies, Training Guides, 
Reports, etc are displayed along 

the top of the page, in the 
Resources swim lane

2



Guided Buying – System Navigation (Continued)

A Non-Catalog Requisition can be 
initiated by clicking this form

4

A Subaward Requisitions can be 
submitted by clicking this form

3

A Check Request Form can be 
initiated by clicking this form

7

A Confirming Order Form can be 
initiated by clicking this tile

6

A Print Services RFQ can be 
initiated by clicking this form

5



Guided Buying – System Navigation (Continued)

Approvals can be accessed by 
clicking this tile

8



Guided Buying – System Navigation (Continued)

Purchase Orders can be 
accessed by clicking this tile

1



Guided Buying – System Navigation (Continued)

Policies, Training Guides, Reports 
etc can be accessed by clicking 

the respective tiles

2

Purchase Orders can be 
displayed by clicking this tile

3



Guided Buying – System Navigation (Continued)

Goods Receipts can be accessed 
by clicking this tile

1



Guided Buying – System Navigation (Continued)

Policies, Training Guides, Reports 
etc can be accessed by clicking 

the respective tiles

2

Goods Receipts can be displayed 
by clicking this tile

3



Guided Buying – System Navigation (Continued)

Invoice and Payments can be 
accessed by clicking this tile

1



Guided Buying – System Navigation (Continued)

Policies, Training Guides, Reports 
etc can be accessed by clicking 

the respective tiles

2

Check Request can be initiated by 
clicking this form

4

Confirming Order can be 
submitted by clicking this form

3



Guided Buying – System Navigation (Continued)

On-call Confirming Orders can be 
submitted by clicking this tile 

(Facilities Use Only)

6

PO based Invoice can be 
submitted by clicking this tile

5

Your submitted invoices can be 
displayed by clicking this tile

8

All the invoices that are pending 
your approval will be displayed 

here

7



Guided Buying – System Navigation (Continued)

Recurring Payment can be requested 
by clicking this form

10

This tile displays the submitted 
Payment Request forms

11

Link to SAP Buying and Invoices
(Ariba B&I act as the backend of Guided Buying which is used by 
procurement professionals to perform advanced purchasing and 

administrative activities)

9



Guided Buying – System Navigation (Continued)

Supplier Management Resources 
can be accessed from this tile

1



Guided Buying – System Navigation (Continued)

Resources, Training Guides, 
Preferred Supplier List and Diverse 
Supplier List can be accessed here

2



Guided Buying – System Navigation (Continued)

Travel and Expense resources 
can be accessed from this tile

1



Guided Buying – System Navigation (Continued)

Travel Policies, Purchasing Card Policy, 
Training guides etc. can be accessed 
here by clicking the respective tiles

2



Guided Buying – System Navigation (Continued)

Travel advance resources can be 
accessed from this tile

3

This tile navigates to the SAP 
Concur tool

5

P-Card Documents can be 
accessed here

4



Guided Buying – System Navigation (Continued)

SAP Ariba Reports can be 
accessed from this tile

1



Guided Buying – System Navigation (Continued)

Link to Drexel University 
Procurement Website

2

Link to Drexel University 
Procurement Website

4

SAP Ariba Training Guides

3



Guided Buying – System Navigation (Continued)

Training Sessions can be 
accessed here

5

Department Contact Directory
7

SAP Ariba Reports 
6
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