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This document will guide Supplier through the process to retrieve their PO via
email. This process involves the supplier re-sending the PO to themselves.

Purd{a&(y &f’t&” AW'M This will show the Purchase Order email from the buyer to the supplier

o View the email and process the purchase order
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Process order

This purchase order was delivered by Ariba Network. For more information about Ariba and Ariba Network, visit http.//www.ariba.com. [

From: To: Purchase Order
Arlba Test g;nmli::hs::mtgon Team - Standard-TEST (New)
210 Sixth Ave o ekl 20004567

Pittsburgh , PA 15222 Pittsburgh , PA 15232

United States

United States Amount: $28,000.00 USD

Phone:
Fax:
Email: evan.koser@sap.com

Payment Terms

Detailed instruction on how to process PASSHE purchase orders through the Ariba
Network can be found on the PASSHE Supplier Information Portal.

The Standard Account
Functionality Guide and
Training Video will walk

supplier through the steps I![!l Self-Help Portal

Standard Account Information

Standard Account Welcome Page

from the initial (first) PO and —
beyond.

Standard Account Functionality Guide

Standard Account Functional Training Video
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https://support.ariba.com/item/view/192804

This process will guide the supplier through re-send
PO through the Ariba Network

KE - sending a (o5, PO}

o Log in to the Ariba Network Account and click on the Workbench.
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e Locate the Purchase Order
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e Locate the Purchase Order
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When you see the PO, you may click on

Click 6n Actions, choose Send me a copy
the PO number to be directed to the Create 0“

to take action. This option will resend the,

: . . . . v
, Invoice Page interactive email PO. |
1 i
' |
1 15
1 b le )
| 1
| 1
| 1
! Customer Amount Date Order Status Amount Invoiced Actions :
i '
\ 1
: Pennsylvania State System of Higher Education $6,100.00 USD Dec 16, 2021 New Send me a copy to take.. :
1
i i
| 1
\ 1
\ 1
| 1
| 1
| 1
| 1

For questions, comments, or concerns please reach out to the PASSHE

?
* FAQ? Supplier Enablement Team ( ).
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