
Welcome to the eProcurement quick guide a handy desktop reference to 
get users on the fast track to efficient eProcurement ordering. 
 
Begin by typing the address below in your browser’s address bar and 
pressing Enter. 
http://www.washington.edu/admin/stores/eprocurement 
 
Click on the Access eProcurement image in the left margin (see below) 

 
 
CREATING A PROFILE 

 
 
Prior to any ordering activity Ariba requires the user to create a 
personal profile consisting of address and budget information. Begin 
by clicking Preferences on the Ariba home screen.  Once Preferences 
is selected the user will be presented with a bulleted list of options. 
From these options select the second option: 
Click Change/View Your Profile
 

 

 
After Your Profile is selected screen one is displayed. 
 

 
 

Review personal information and click Next.  

 

Select Preferences 

 
The user will now enter their accounting and shipping  
information.   Begin by selecting the down arrow and selecting a budget 
number. Note: first time users will need to select Other. Click Your Profile 
 
 
 
 
 
 
 
 
 
 
 



 
  

 
 
1. Click Other 
The user is now presented a text box to enter a budget number and 
search button to retrieve the users budget number. 

 
2. Enter budget number and click Search 
 

 
 
Budget number is now displayed to the user. 
 
3. Click Select. 
 
The budget number is now stored as the users default budget number.  
The user should now proceed to section two where the shipping address 
will be added to the profile.  
 

 
 
4. Click Other 
 

 
 
 
 
 
 

 
 
4. Enter building name and click Search. 
 

 
 
5. Address is now displayed click Select. 
 

 
The address is now stored in the profile. Add the user name and room 
number as shown. Note: Please limit name and room to 30 characters. 
 
4. Click Next. 
 

 
 
Screen three hosts optional information.  
 
5. Click Next. 
 

 



 
 
The user is discouraged from adding approvers. 
6. Click Next. 
  

 
 

 
 
The user may now review the changes to verify that the correct  information  
has been stored. 
 
7. Click Submit. 
 

 
 
8. Click Save.                                                 
The user profile is now established.     
 
 
 
 
 

 
 
 
 
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



CREATING A REQUISITION 
 

 
 
To begin the ordering process: 
 
1. Click Requisition. 
 
 

 
 
2. Add a title. 
3. Click Next 

 
 
 
 

ADDING ITEMS 
 

Click Requisition The Add Items screen is host to both search fields as well as links 
to products including vendor catalogs which access Corporate Express                
and VWR catalogs. The user has the option of clicking a link or using 
one of the text boxes. In the event the user is unsure of the category the 
product may be associated with, a keywords field is used to perform a product 
search. If the user knows the part number a search for a specific item can  
be made as well using the supplier number field. 
 

 
 
For Example: 
 
1. Click Paper Products 
 

 
 
2. Click Pads 
 
 
 
 
 
 
 
 



 

 
 
The selected inventory is now displayed and the user can view product  
descriptions and add items to the shopping cart. 
 
3. Click Add to Cart 
 

 
 
The shopping cart allows a user to review the order to determine if any 
editing or deleting of items is called for prior to submitting the order.  
 
4. Select checkbox for line item 1. 
5. Click Edit. 

 
 

 

 

 

 The checkbox 

 
The Edit Line Item screen displays fields most commonly used for editing 
shipping and budget information. This screen has the same functionality as was 
found when setting up budget and shipping information in the personal profile.  
Also, this screen enables  users to create orders where each 
item may have a unique address and recipient by entering the shipping and 
budget information on a line by line basis. 
 
 
 
 
 
 
 
 
 
 
 



 
 

                                  
 
6. Click on the Budget Number: down arrow 

 

 
 
7. Click Other 
 

 
 
8. Enter Budget Number 
9. Click Search 
 

 
 
Budget number is now displayed to the user. 
 
3. Click Select. 
 

 
 

 
 

The user may add budget numbers and add split amounts based on 

percentage. 
 
 
 
 

Click Other

 

Click Search

 
The user may return to the catalog (click Add Items) or advance to the 
next step(click Next). 
 
10. Click Next 
 

 

To apply multiple budgets toward 
one item select Split Accounting. 

 
11. Click Submit. 
 
The requisition has now been successfully submitted. 
 



 
 
 
 
 
 
 

 
 
 
  

 


