
TS0016 Ariba Ordering Furniture - Field AND Remote Employee Job Aid 
 
1. Go to ErieWeb under “Forms & Tools” and select “Ariba” in the Tools section. 
 
 

 
 

 
 
 
2. Click the blue link to log into Ariba. 
 
 
 
 
 
 



3. Once you are brought to your Ariba Home page, you can see important messages under the “News.”  

 
 

4. You can then click the Catalog tab. 
 
 
 
 

 
 

 

 

 



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.  
 

 
 
 

 
 

 
 
 
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.



 

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. 
 

 
 

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



 
 

 
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. 

 
 
-If you have already added your address, it will come 

up as the top location. Please verify that your street 

address has not changed. Note, your order will be 

rejected if you do not include a phone number and 

email address. If your address includes these fields, 

move to step 13. 

 
 
 
 
 
 
 
 
 
 
 
 

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

 

Click on “Actions” next to the address and you 

will be given the options. 



 
11. Select the blue “New” box. 
 

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

  
 
 
 
 
 
 
 
 



 
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.

 
 

 
 

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. 

 

 
 

 
 



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

 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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.  

 
 
 

 
 
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. 


