
Purpose: Step by Step 
Instructions for 
downloading a .CSV 
forecast and submitting 
it

Review and Commit to Forecast with .CSV

1. Click                  near the top left corner.
2. Click 
3. Enter your search criteria into the appropriate boxes to find 

the Forecast. 
4. Click 
5. The Forecasted items that match your search criteria will now 

appear near the bottom of the page
6. Enter a committed quantity in the committed field in the .csv 

file, then save the file
7. Upload the .csv file 
8. Verify Success

Prerequisites: A Forecast will have to be sent to 
your company in Ariba
These steps start with the assumption that you 
are already logged into Ariba.  
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