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How to Search for Purchase orders in 8 quick steps

Step 1: Go to your internet browser and go to supplier.ariba.com

Step 2: Login to you your account with your username and password
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completed ensures that customers and
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Step 3: Once into your account go to orders and click the dropdown

Step 4: Click on Purchase orders
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Step 5: click the button next to search filters to open the search section
below
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& This page will g#feplaced with our new Workbench concept soon. Try the new Workbench

» Search Filters

Purchase Orders (0)

Type Order Number Inquiries Ship To Address Ordering Address Amount Date | Order Status External Document Type Company Code Purchasing Organization Settlement Amount Invoiced Revision A

None found in the date range
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Step 6: This will then refresh the page and give you the ability to search for specific purchase orders

Step 7: To search for a specific purchase order click the Exact number button and type in the exact
Purchase order number you are looking for in the box.
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Purchase Orders

Purchase Orders Items to Confirm Items to Ship Return ltems

& This page will be replaced with our new Workbench concept soon. Try the new Workbench

v Search Filters

Customer: All Customers

Order Status: All v

Order Number: @) Partial number Exact number

View: | All except hidden orders ~

Search only blanket purchase orders
Buyer Location Code:

Search only scheduling agreement releases or scheduling agreements
Search only stock transport orders
Invoice Number: L ;
Show orders by: (@) Creation Date Inguiry Date

Date Range: | Last 14 days

Show Advanced Filters

Number of Results 100 v m
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Step 8: Once you have typed in the Exact purchase order number then you can click Search on the
right side of the page and the Purchase order will show up in the list below if the PO is in your
account.
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w Search Filters

Customer: All Customers

Order Number:* Partial number (@) Exact number

Exact purchase order Number HERE )

Purchase Orders (0)

Type Order Number Inquiries Ship To Address Ordering Address Amount Date | Order Status External Document Type Company Code Purchasing Organization Settlement Amount Invoiced Rey

None found in the date range
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Thank you.



