
Purchase Order Overview
• The Purchase Order (PO) is the source document for the order and all subsequent documents are created from thePO screen

• A PO is a commercial document issued by a Buyer to a seller, indicating types, quantities, and agreed prices for products or services the seller will provide to the Buyer.  

Receiving an Order from your Buyer constitutes an offer to buy products orservices

• Any field with an * is a mandatory field and a value is required to be entered

• A Standard Account Supplier will always receive their PO viaemail.

• If you misplace your Standard Account email you can resend from theDashboard

• You Ariba Network will only display the last 200 documents, documents exceeding this will “drop” off the screen and can only be opened from the original email send  

from



The Purchase OrderHeader  

displays the:

1) Purchase Order Number.

2) Order History.

3) Purchase Order Status (Status  

will change as the order is  

actioned. E.g. Once an invoice  

is created the Order Status will  

say Invoiced).

4) From and To information

5) Payment Terms

6) Supplier and Buyer contact

information

7) Other Information

8) Ship To, Bill To and Deliver To  

details.

9) Done to close the Purchase  

Order

➢ Scroll down to Line Items

View Purchase Order Details – Header Level
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View Purchase Order Details – Line Item Level

1) Show Item Details, to open

further information on all line

items at once

2) Details, to open further  

information for one line item  

at a time

3) Click Done to return to the  

Inbox

Reviewing a Purchase Order

Each Purchase Order that comes  

into the system should be reviewed  

to:

• Identify the items requested

• Determine whether the items  

are in stock

• Validate the information  

contained within the PO

• Review the shipping address

• Ensure that the details of items  

in the order are correct

• Check fields required by the  

business and any Comments
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View Purchase Order Details – Line Item Level Show Item Details

➢ When reviewing a Purchase  

Order use Show Item Details  

to identify any comments or  

further information from your  

Buyer

➢ To see all Line Items details  

click on

➢ To hide all line item details  

click on

➢ To see specific line item  

details, including 

amount invoiced 

against this line, click

on

➢ To hide specific line item  

details click on
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Order History

Use Order History to identify:

• Who created a document

• What occurred with the  

document

• The date and time stamps of  

the various processes that  

have affected a document

• Line Item level information
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➢ You will receive a Purchase  

Order via email from through  

the Ariba Network

Locate and open the email

1. Click on Continue to access

the order or click on Process

Order

Note: You cannot access the

Purchase Order via the Ariba

Network ONLY via the email

➢ Accessing the order will allow  

you to perform the required  

tasks, for example and Order  

Confirmation, a Ship Notice or  

Invoice

Accessing a Purchase Order
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➢ Log onto you Ariba Network

Standard Account, from the

Dashboard/Homepage

1. Click on the number of  

documents to display, select  

Last 200 Documents

2. Locate the required

Purchase Order

3. Click on Select

4. Select Send me a copy to  

take action

➢ Screen displays a system  

confirmation message

Re-sending a Lost Purchase Order through the Ariba Network
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5. Click onResend

➢ Screen displays the

Dashboard/Homepage

6. Click on your User Name

7. Select Logout

➢ The Purchase Order will be  

sent to the email address/es  

entered into Order Routing

Re-sending a Lost Purchase Order through the Ariba Network cont.
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