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Your Ariba Workbench defaults to show Purchase orders that have been issued within the last 31 days.

Locate PO’s issued in the past
365 days:

SAP Business Network ~ Standard Account | Get enterprise account = TEST MODE @ sD
Home Enablement Workbench Catalogs Create vor Workbench, OrderS Tab
Workbench 4 Customize®
. 7] H H i
0 4 4 36 0 0.0.. 0 o Select “Edit Filter
New orders Orders to invoice Orders Invoices Rejected invoices Scheduled payments Orders with service line Paid invoices
Last 31 days Last 385 days Last 31 days Last 31 day Last 31 days 50 prochains jours 31 derniers jours 31 derniers jours

- Under Creation Date,
 Edit fter select “Last 365 days”
afeepmisns o TR— to view all PO’s issued

Sel © ‘ | Last 365 days Include ™ | Select or type... (9 Select or type © W|th | n the |ast yea r.
®) Partial match Exact match Last 24 hours k
Purchasing organizations Customer locations Last 7 days Routing status Min amount  Max amount  Curmrency
Select or type selections il ‘ Type selection | Al v CAD W

Last 14 days

i Last 31 days
Visibility

Not hidden v ‘ Last 90 days

m

| Last 365 days

Custom date range

Apply Cancel
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To locate PO’s issued
over 365 days ago:

SAP  Business Network ~ Standard Account | (et enterprise account  TEST MODE

Home Enablement Workbench Catalogs Create v s00
0 Workbench, Orders Tab

Workbench 424 Customize

0 4 4@ 36 0 "0.0.. 0 O , | @ select EditFilter

New orders Orders to invoice Orders Invoices Rejected invoices Scheduled payments Orders with service line Paid invoices
Last 31 days Last 31 days 90 prochains jours
o &) Under Order Numbers
rders
veaner () select Exact Match
Customers Order numbers and enter your PO
‘ Select or type selections © Type selection 9 Remem be r tO I nCI U d e

00 at the beginning.




