TS0016 Ariba Ordering Furniture - Field AND Remote Employee 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 innovation, 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 Ariba 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, you can see important messages under the “News.”
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Ghieues Branch Offices and remote employees should order office paper and supplies from the Office Depot Ariba catalog.

4. You can then click the Catalog tab.

HOME SOURCING PROCUREMENT CATALOG MORE...»

Contract Workspace (Procurement) v | Search using Title, ID, or any other term




5. All catalogs available to you will appear on this screen. Hover over “Office Furniture from Work-From-Home"” on the left then select the first item you would like to
view.

*Note if you are newly remote and do not see this category, please wait 2 business days then contact Debra Kibbe.

Shop By Category All Categories v Search by
Books, Forms and Printed Media
® Catalog Home

Computers and IT equipment >
Machinery and Tools > Recently Viewed Items
Maintenance, Repair and Operati... >
Miscellaneous S =
Office Fumiture for Work FromH.__2> | 0ffice Fumniture for Work-From-Home .
Office Products S

Desk Chair
Promotional ltems >

Filing Cabinet
Raw Materials >

Office Desk
Services S
Uncategorized ltems T $3/8.47 USD Jeach

View All Categories

6. Click “Add To Cart” for the desired item. To view the other items, click the “Office Furniture for Work-From-Home Employees” link below the search bar.

Catalog Home .@e for Work-From-Home Employees Desk Chair PR133669 X

+/ This item has been recently added

1 item(s) found View. i= & Bush Business Fumniture Accord Mesh Back Office 1 x $288.44 USD Relevance v

Proceed to Checkout
Bush Business Furniture Accord Mesh Back Office

Supplier: Office Depot Inc
Supplier Part #: 7343873
Available in: 14 Day(s)



7. This brings you to all of the acceptable remote furniture to order. You are allowed 1 chair, 1 desk and 1 file cabinet. The quantity box is pre-populated with “1”,

you just need to “Add To Cart” for the items you are ordering.

Catalog Home / Office Furniture for Work-From-Home Employees

View: (= fi:

5 item(s) found

’ Add to Cart |

l Compare Items

OfficeMax Two-Drawer Mobile File, 24 1/2inH x 14
Supplier: Office Depot Inc

Supplier Part #: 1402480

Available in: 7 Day(s)

Qy: 1

Bush Corsa Credenza Shell With Universal Keyboard
Supplier: Office Depot Inc

Supplier Part #: 1542925

Available in: 14 Day(s)

$54.70 Ul

Add to Cart

Add to Favorites

$378.47 USDgeach

Qy: 1

Add to Cart

Add to Favorites

=y

=y

Sort by: Relevance

Bush Corsa Credenza Shell With Universal Keyboard
Supplier: Office Depot Inc

Supplier Part # 1421965

Available in: 14 Day(s)

$378.47 USD / each

Add to Favorites

Bush Corsa Credenza Shell With Universal Keyboard
Supplier: Office Depot Inc

Supplier Part #: 1542943

Available in: 14 Day(s)

$378.47 USD / each

Add to Favorites

8. Click on “Proceed To Checkout” from the cart in the top right corner.

PR133669

Vv This item has been recently added

~ Bush Corsa Credenza Shell With Universal Keyboard
' OfficeMax Two- Drawer Mobile File, 24 1/2inH x 14

& Bush Business Fumniture Accord Mesh Back Office

Review Cart

1 x $378.47 USD

1 x $54.70 USD

1 x $288.44 USD

‘ Proceed to Checkout
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Summary

*
e ‘_ Cart Summary
Purchasing Unit:  Purchasing Office Depot Inc (1 $54.70 USD
On Behalf Of; Bumns,Beverly L. - 8300
Total (1 item) $54.70 USD
If over $100K, is this an exception to the AFE process? Yes @ No

My Labels: Apply Label

Ship To: * | Receiving ‘
Deliver To: * | Beverly Burns|
Need-by Date =] T
Comments

Visible to Supplier

Attachments: & Add Attachment

9. Enter a title for the order. Note, this is not your job title but rather a specific description for the order.

10. All remote furniture orders must be shipped to a home address. The “Ship To” defaults to your nearest branch but please verify your home address by clicking on
the drop down arrow next to, “Receiving.” Select, “Search more” at the bottom. Go to step 11 to add a new address.

PR119328: Copy of Remote Furniture Order == Print | Continue Shopping | L

-If you have already added your address, it will come
Summary . .
up as the top location. Please verify that your street
. . address has not changed. Note, your order will be
Title
rejected if you do not include a phone number and
Purchasing Unit:  Purchasing . . .
email address. If your address includes these fields,
On Behalf Of: Rekitt, Cynthia L. - 0955 ~
move to step 13.
Delay Purchase Until: =] (@
If over $100K, is this an exception to the AFE process? Yes @ No

My Labels: Apply Label...

Ship To: ™ | Receiving ~

Deliver Te: * steve groth

Michael Halteman

T You can edit or deactivate an existing address
) Howard Raber by clicking your name in the top right corner,
then “Manage Nonstandard Addresses.”

Comments: Dave Lewis

m Receiving

Q, Search more h

Visible to Supplier

Click on “Actions” next to the address and you
will be given the options.

Attachments: & Add Attachment




11. Select the blue “New” box.

Choose Value for Ship To

Name v ‘ | Search | W
Location T Name Country City. State/Province/Region  Street
EIG-ALLENTOWN Allentown United States  Bethlehem PA Erie Insurance Group,2200 West Broad Street Suite #1 ~
EIG:BACON Bacon Whse United States  Erie PA Erie Insurance Group Attn Receiving 922 Bacon Street

g Email: 8882323534@onlinecapturecenter.com;
EIG:BILLING Billing Address United States  Portland OR PO BOX 6014
EIG:CANTON Canton United States Canton OH Erie Insurance Group,4690 Munson Street, N.W_,
EIG:CHARLOTTE Charlotte United States Charlotte NC Erie Insurance Group,10715 David Taylor Drive, Suite 500
EIG:COLUMBUS Columbus United States Columbus OH Erie Insurance Group,Suite 350,445 Hutchinson Avenue
EIG:DESKTOP Deskiop United States  Erie PA Erie Insurance Group Attn: Receiving, 108 East 5th Street

Email: 8882323534 @onlinecapturecenter.com;

EIGEB Erie Branch United States  Portland OR PO BOX 6014
EIG:FT. WAYNE Fort Wayne United States  Fort Wayne IN Erie Insurance Group,7223 Engle Road, Suite 100 Midwestern Corporate Park
EIGHAGERSTOWN Hagerstown United States Hagerstown MD Erie Insurance Group, 18544 Breeze Hill Drive
EIGHARRISBURG  Harrisburg United States Mechanicsburg  PA Erie Insurance Group,4901 Louise Drive,Rossmoyne Business Center
EIG:INDIANAPOL Indianapelis United States  Indianapolis IN Erie Insurance Group,250 East 96th Street, Suite 500,0ne Parkwoed
EIG-JOHNSTOWN Johnstown United States  Johnstown PA Erie Insurance Group, Oak Ridge East Il, 999 Eisenhower Blvd

12. Fill this form with your name, home address, phone humber, and email. Then select, “Save” at the bottom.

Create Nonstandard Ship To

Enter the requested information for the new value and then save it. The new value is added to the list of valu

1D AD197062093

Street ™

Street 2:

Street 3

City:

State/Province/Region | No Choice v

Country: ™ | (no value) Avs

Postal Code:

Phone:

Fax

Email Address

By submitting any personal data (for example, "Ship To" contact information), you are acknowledging to haw
with the Ariba Privacy Statement, the service agreement batween your company and Ariba, and other applic

| Save H Cancel




13. Once you save, you will be taken back to the “Ship To” screen to select an option. Select your name that you have just inputted by clicking the “Select” box
on the far right.

Choose Value for Ship To

Location t Name Country City State/Province/Region  Street

ADBuyer258610240  Mary Lukjanczuk United States  Erie PA 100 Erie Insurance Pl

EIGALLENTOWN Allentown United States  Bethlehem PA Erie Insurance Group,2200 West Broad Street, Suite #1

EIG:BACON Bacon Whse United States Erie PA Erie Insurance Group Attn Receiving,922 Bacon Street
. — - Email: 8852323534@onlinecapturecenter.com;

EIG:BILLING Billing Address United States  Portland OR PO BOX 6014

14. You will need to add the Project ID to the furniture item(s) on your order. To add the Project ID, check mark the box next to the furniture item(s).
Click the Actions button and choose “EDIT”. You can select all the items before editing instead of editing individually.

v Line ltems

Hide Details T2

1 Item Total

v

Type Description Qty Unit Price Amount

1 = OfficeMax Two-Drawer Mobile File, 24 1/2inH x 14 1 each $54.70 USD- $54.70 USD

' Supplier Part # 1402480
Commodity Code:  Mobile files

Partitioned Commodity Code:  All ltems
Supplier i
Contact 10127:01

Payment Terms:

Actions v |/«£v | | Import Accounting | | Update Total
CopV
Edit
Delete

Continue Shopping ‘ ‘ Delete l ‘ Save l




15. Scroll down to the Accounting details. Click on the drop down arrow next to “Project ID” then click “Search More.”
Accounting - by Line Iltem

Account Type Expense v
Bill To: * Billing Address
Business Unit IND (Erie Indemnity Company) V
Account 518001:Equipment - Non-IT %
Cost Center OFH65:Sourcing & Vendor Mgmt Sectio v/

Business Type (no value) %

Project ID. (no value) vV e—

Car/ Clarity Number 0054Annual Dinner Meetings

1411Claims Recognition Mtgs

AFE
1454Producer Overdrive

EmplD 1404Charity Golf Challenge

Split Accounting Z035Managed Svc Partnership

Shipping - by Line Item

16. Do a search for “furn” and click the “Select” box on the right. Once the project id is showing in the Project ID field, scroll down and click OK at the bottom of
the page.

Choose Value for Project ID

Name v furn Search

Project Code t Name

(no value) Select

- =

~ R

EIG:FURN FURNWork From Home Furniture Select




17. Click the blue “Submit” button in the bottom right corner. You will get a confirmation after submitting the order. Please expect a call from Bush to schedule
the delivery and set up within 2-3 weeks. Filing cabinets are shipped separately from Office Depot and do not require assembly.
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Shop By Category All Categories Search by part #, supplier name, or keyword Q ‘)g G_ *IEI g

Computers and IT equipment

J The requisition has been submitted.
ERIE Safety Gear (PPE)
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Do not cancel or modify Office Depot orders in Ariba once submitted. For edits or questions regarding the status of Office Depot orders, call the supplier directly
at (888) 777-4044 and have your purchase order number.

For further concerns, you can call the ERIE Ariba Hotline at (814) 870-7160.



