Honeywell

QRG - SEARCH PO & PO CONFIRMATION

In this Quick Reference Guide: WE EXPLORE HOW TO VIEW PO & PO CONFIRMATION OPTIONS
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SEARCHPO FROM WORKBENCH

From the Homepage:

1. Click Workbench.

2. Select any of the Orders tile.

3. Use filters to identify the right document. Search
results will appear.
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SEARCH PO FROM HOMEPAGE
From the Homepage:
4. Search customer name or order number.
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ORDER CONFIRMATION - ALLOWED ACTIONS

Purchase Order: 4400316563 Ariba Network provides multiple options to confirm your orders:
Individual PO management. The system will propose you the following buttons:

» Confirm entire order: will propose only limited actions to quickly confirm an order without any change.

« Update line items: this option will allow you to modify information at header and line level to update delivery dates.

Confirm Entire Order

« Split action allows to add (or remove) split lines, as necessary. Can adjust dates & quantities as appropriate for your split rationale.

* Reject entire order: This option has been disabled.

Update Line Items istory

Reject Entire Order

ORDER CONFIRMATION — MULTIPLE POs

Multiple POs to be managed: one-step confirmation. In case of multiple POs to
be confirmed at the same time, you should use the sub-tab tems to Confirm for a
one-step action.

Note: It is not possible to propose price changes, split a single PO line into several
confirmations, and reject quantities with this option.

In case multiple POs are to be confirmed at the same time, you should use Items
to Confirm Workbench tile. It summarizes all line items across different POs and
gives you possibility to confirm multiple lines at once.

From the Workbench:

Click Items to Confirm tile.

Use filters to identify the right items.

Select items to confirm and click Confirm.

Select any of the action from the dropdown.

Review confirmation and click Submit to send it to buyer system.
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ORDER CONFIRMATION = MASS UPLOAD POs

Mass OC upload. In case of a high number of PO lines to confirm at the same

time, you may choose to confirm via mass confirmation (file upload). Choosing this

option, you will be able to update line-item delivery dates.

From the Homepage:

1. Click "..." button then Upload/Download.

2. In the Jobs section, click Create button.

3. Prepopulate all mandatory fields. Set a type as Order confirmation. Once
finished, save.

4. The report will appear inthe Jobs list. Select it and click Run.
5. Update the details like confirmation number & delivery date
a. Leave the other columns without any change.
b. Delete the lines that you do not want to confirm for now.
Jobs Downloads Uploads e
Search Filters
Uploads
Name Type Last Uploaded Last Uploaded By
No uploads found
e Upload || Refresh Status
Upload File

Mass OGC_April

*Name:
ustomer. BP SCC Buyer - TEST]|

File Browse . I
Download templates

Q‘Type Order Confirmation j

@ woss [

SAP Business Network ~ Enterprise Account 0 3

Items to confirm

Home Enablement Workbench Planning ~ Orders ~

Last 31 days

> Edit filter | Save filter | Exclude confirmation not all... , +1 || Exclude fully shipped | | Exclude fully rec

ltems to confirm (3)

Confirm »

‘ Reject ] @ 4’%

Confirm schedule line

m No. T Supplier Part No. Requested U Actions

Confirm entire item

. . : SCC Delivery Team - Global H19 CIl
Confirm entire order

Customer: SCC Delivery Team - Global H19 Cl

[v] 10

5

Jobs pownloads

‘ S_BP0O1 €1

Uploads

» Search Filters

Jobs 2
L m Edit Run Clear Downloads

= Name | oC Tesi |

Create ~ 1 o

Excel Files

Upload/Download

Create/Edit Job

Job Search Criteria

= Type: | Order Confirmation ~ ‘

£ A unique profile name is required.

= Customer Supplier part number: | ‘

Honeywell - TEST |

. OC Test Order Confirmation

L)[ Create l[ Edit ][ Run l Clear Downloads ]

SAP Ariba /\\

5 onfirmations

Delivery
Quantity Unit Of Date

Ortler Order Date

Confirmation Number Version Line Type

Order Number

Mass OC upload (cont.)

From the Uploads/Downloads screen:

6. Click on Uploads sub-tab.

7. Click Upload button. A new window will pop up.

8. Fill in the name for your file upload and a customer name.
9. In the type field choose Order Confirmation.

10.Click Browse and select the file.

11.Click Upload.
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