s code or Click Me

Step 1: Login, locate and click the Workbench tab

w Business Network v  Enterprise Account

Home Enablement

Step 7: Highlight the label on the tile to
change (if required), click Save

Save filter X

Before you save this filter, we recommend that you add a
description for easy identification.

0

Orders

Last 31 day]

Save ancel

Step 6: To keep the filters on a specific
tile, click on Save filter

Workbench

 Edit filter |

Discovery Orders v Fulfillment —)
| - ’

Step 5:

SAP Business Network — Workbench — Editing Tiles

Step 2: Select the tile that you need to personalise or edit

..::7 Business Network ¥  Enterprise Account HA QO w

Home  Enablement  Discovery v  Workbench  Orders v Fulfilment ~  Invoices ~  Payments ~  Catalogs v More ~ Create v

——
3£ Customize

Workbench

171 246 172 0 0 0

<

New orders Items to confirm New orders Matched Leads Invited Leads Open postings
i— Last 31 days Last 31 days Last 90 days Last 90 days ast 90 days
New orders (171)
~ Edit filter Last 31 days | [ New
Customers Order numbers Creation date Order status
Select or type selections (=1} Type selection Last 31 days. ~ B s)

@ Partial match () Exact match

Step 3: The “Customers”, “Order numbers”, “Creation date” and “Order
status” under the Edit filter are always open and displayed v

W Edit filter | | Last 31 days

Customers. Order numbers Creation date Order status

Select or type selections [ ‘ Type selection ‘ Last 31 days v Include ~ || Selectortypes... [F
Sel c (e) Partial match  (©) Exact match C ti datet Order Stat I t

reation date to rder Status allows you to
elect us’quer to Order numbers allow P . — Y
show Specific youto search for a provide longer time select specific statuses
L . frames based on the tile

customer documents specific PO or Invoice

Click on ™= to select an option, click on v to show
options in the drop-down list, click on Apply to add filters

Last 31 days

Step 4: Click on Show more
to display more
options for filtering |

61

Changed orders

Orders

—

Last 31 days

Customers.
Select or type selections ©

Order numbers Creation date Order status. '
Type selection ‘ Last 31 days v Include || Sefect or iypes... [ V Edit filter | | Last 31 days
w) Partialmatch ([} Exact match
Campany codes Purchasing arganizations Customer lacations Order type l Customers
Select or type selections © Select or type selections © ‘ Tywpe selection | Al v
— Select or type selections [y
[ Orders with inquiry onty
Routing status Min amount  Max amount  Currency Visibility
~ ‘ ‘ AUD WV Not hidden w

Orders (0)
‘ Al
v Edit filtg | Save filter | JJast 31 days

Show less

Customers Order numhbers
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Each tile has an Edit Filter
option that allows users to set
what they want the tile to
display

A blue line on the bottom of a
tile indicatesiit is selected

When a box is displayed next
to filter options it usually
indicates that more than one
selection can be made

Add specific customer names
onto tiles to indicate whether
specific filters have been set

The order of the tiles
on the Workbench is
reflected on the Home
tab

Using a location code (found on
the Purchase Order) allows
businesses with multiple
locations to filter orders based
on the location code

Refer to the General
Functionality Guide
for more

O[3

information either
via the QR Code or - I
CLICK ME [=]
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https://support.ariba.com/item/view/166215
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