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Click the 
Request Forms 
tile on the 
Guided BUying 
homepage.

Select the 
Sourcing 
Request Form.
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• Submit the Sourcing Request Form to request help on a Sourcing project. 
• Once submitted, the form will be routed to Procure to Pay, which will assess 

your current spend, evaluate the supply chain, conduct market research 
and a total cost analysis, identify suitable suppliers, develop a strategy for 
sourcing, negotiating, and contracting, and track/manage supplier performance.
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https://s1.ariba.com/gb/?realm=BU-1&locale=en_US


Sourcing Request Form

3

Special Instructions:

Enter
Department
Name and 
Phone Number.

Description of 
Sourcing 
Project: 
Provide detailed 
information on 
project.

Sourcing 
Category: 
Select the 
appropriate 
category.
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• Complete the Sourcing Request Form, including as much detail as possible. 
• Your name and email address will populate the request. 
• Required fields are indicated with red asterisks.
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Note: Click “Save” 
instead of “Submit” if 
you want to return to 
the form and complete 
it later.

https://s1.ariba.com/gb/?realm=BU-1&locale=en_US
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Attachments: 
Upload any 
relevant 
documentation.
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Supplier 
information: 
Note suppliers to 
include in the 
sourcing event.

Project Team: 
Note individuals 
or groups who 
need to be 
included in the 
project.

Details: 
Indicate if you 
have an 
estimated budget 
and enter a 
desired execution 
date.

Provide details for the request including suppliers, internal stakeholders to 
include, budget and desired project execution date.
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Special Instructions:
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View Approval 
Workflow

Click Submit and
view confirmation.

Finish completing required fields and click "Submit." 
Status of submitted forms can be found by navigating to the Guided BUying 
homepage and clicking Your Requests.

0

11

1
Special Instructions:

Next Steps:
The Sourcing 
Request Form is 
sent to Procure to 
Pay.
A Sourcing team 
member will reach out 
regarding the project.

Note: Converse with 
Procure to Pay using
the comment section
of the form.
Comments do not 
generate emails.
Please check back to
see comments.

https://s1.ariba.com/gb/?realm=BU-1&locale=en_US
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