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How to Locate Purchase Orders

Under Creation Date, 
select “Last 365 days” 
to view all PO’s issued 
within the last year. 
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Select “Edit Filter”
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Your Ariba Workbench defaults to show Purchase orders that have been issued within the last 31 days. 
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Locate PO’s issued in the past 
365 days:



How to Locate Purchase Orders

Under Order Numbers
select Exact Match 
and enter your PO.  
Remember to include 
00 at the beginning. 
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To locate PO’s issued 
over 365 days ago:


