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The box displayed indicates what can 
and cannot be used to create a 
password

The Location Code can be used to identify 
what POs belong to  a specific site and can 
be used to sort on Workbench Tiles 

The Purchase Order (PO) header contains all 

information that is not related to the materials or 

services required by the Buyer. The information 

displayed is determined by each Buyer.

ALL Buyers use a PO that at the minimum contains, 

From: and To: information and PO number, order 

status, amount (tax exclusive) and the version 

number.

Anonymous 5-
question Survey QR 
code or Click Me

Anonymous 5-
question Survey QR 
code or Click Me

Refer to Workbench – 
Editing Tiles using the QR 
Code or CLICK Me

Always review the information on the PO, 

confirming the information contained in 

it is correct.

The document process button options provide clues 

to identifying what processes are required by some 

Buyers. In the example PO, the Create Order 

Confirmation is the only Active option.

This indicates that an Order Confirmation is 

Mandatory and until completed will not activate the 

other options.

Refer to the Buyers-Supplier Information portal for 

specific Buyer processes, refer to Accessing the 

Buyer-Supplier Information Portal via CLICK ME

https://www.surveymonkey.com/r/VQDFRZM
https://sapinsights.eu.qualtrics.com/jfe/preview/previewId/cfa3787d-1e5f-4c1c-a496-64f559f2b7cf/SV_87FLYyAN0bFjOyW?Q_CHL=preview&Q_SurveyVersionID=current
https://support.ariba.com/item/view/207740
https://support.ariba.com/item/view/207767
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