TS0018 Ariba Ordering Chair — Temporary Remote Worker Job Aid

1. Go to ErieWeb under “Forms & Tools” and select “Ariba” in the Tools section.
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2. Click the blue link to log into Ariba.
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In the spirit of innavation, ERIE has implemented a process for purchasing and paying for goods and services. This initiative will enable ERIE to transition away from paper-based
purchase approvals and invoice processing while also enabling standard, repeatable work processes that will improve efficiency and service to internal customers and vendors alike.
We have named the system Ariba.

ERIE conducts business (non claim related) with suppliers via Anba that allows employees to electronically:
+ Request quotes from suppliers for goods and services
+ Place requests for goods and services
+ Obtain purchase approvals

+ Review and approve invoices
+ Receive goods and services

3. Once you are brought to your Ariba Home page, click on the “Catalog” tab.
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4. Click directly on the heading “Shop by Category”.
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5. Locate and click on the heading “Office Furniture for Work From Home Employees.”
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6. You will then need to add the cushion and frame. You will see the COE Distributing Cool Mesh Chair

(pictured below) from Continental Office. Click “Add to Cart.” Add the cushion also by clicking “Add to

Cart”
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7. Once you have added the separate cushion, click on “Proceed To Checkout”
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8. Enter an order title such as “Mary Lukjanczuk’s Remote Chair”

Summary
Requisition Title: * ® _
Purchasing Unit:  Purchasing
On Behalf Of: | Lukjanczuk Mary A. - 132F
Is Team Requisition:
If over $100K, is this an exception to the AFE process? Yes (@ No
My Labels: Apply Label...
Ship To:* | Receiving e e
Deliver To: *
Need-by Date: =IO

Comments



9. The order will default to Ship To your assigned branch, you need to change it to your home address.
Click on the arrow to the right of the Ship To box and then click “Search More”
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10. Click “New” to add your address if you have not added it with a phone number before.
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11. Enter your full name, street address, city, state, country, zip code, phone number, and email address.
Then, click save.
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Street 2:

Street 3

City:

m
T

State/Province/Region: ™ | pa W
Country: ™ | United States W
Postal Code: 16530
Phone: | 814-870-7143
Fax:

Email Address: mary lukjanczuki@erieinsurance.com

By submitiing any personal data (for example, "Ship To" contact information), you are acknawl
the senvice agreement between your company and Ariba, and other applicable laws.

Save Cancel




12. When you see your location at the top, follow the line with your address to find the “Select” box. You
may need to scroll the page to the right if the box is not visible.

Location t Name Country City State/Province/Region  Sireet

AD172483605 Mary Lukjanczuk United States  Erie PA ]

ADBuyer211826759  Thomas Sttt United States  Bethlehem PA ]

ADBuyer253610240  Mary Lukjanczuk United Stafes  Erie PA 100 Erie Insurance Pl

EIGALLENTOWN  Alleniown United States  Bethlehem PA Erie Insurance Group, 2200 West Broad Sireet Suite #1
EIG:BACON Bacon Whee United States  Erie PA Erie Ingurance Group Attn Receiving, 922 Bacon Street

13. You will need to add the Project ID to each line of your order. Check mark the box in the heading under
line items to select all the lines. Click the Actions button and choose “Edit.”
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14. Scroll down to the accounting. Click the dropdown in the Project ID field and select “Search More” and

do a search.
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15. Search for the project ID “Z077.” Once the project ID comes up, click the “Select” box on the far right.
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16. Click “Next” at the bottom of the page to save the project ID.
changes, so just click “Done” on the next page.
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17. Click “Submit” at the bottom of the page to complete the order.

18. You will get a confirmation message after submitting the order. You will get an email once it is fully

approved by your supervisor.
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If you have any difficulties ordering, you can call the Purchasing Hotline at 814-870-7160.





