A Panel Discussion

facilitated by Gail Kemper
Panel Members:

Kim Hatala, VA State Police

Denise Hill, Longwood University

Sharon Sanchez, City of Lynchburg

Bryan Bailey, Coffeewood Correctional Faclility




SESSION OBJECTIVE

To share ideas/suggestions/tips of
what features have worked well
when using emall.

To learn what other emall users
find challenging when using eMall.

To discuss future enhancements
that you’d like to see



The following slides show some
features that came with the last
upgrade to Ariba (Shop Now) as well
as existing features which you may
find useful.....
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Downloading your transactions

dows Internet Explorer ===l

Ariba Buyer

@T\—_}‘ - I@ https: [jariba. epro.cgipde. comfBuy er/Main/ aw s awb=r =~

Eile Edit Wiew Favorites Tools Help

<y Favorites | 9es @ | Suggested Sites & | Free Hotmall ’ iGoogle Wirginia Retirement Syskem @ | Web Slice Gallery -

[ Ariba Buyer i+ B - ) mmn - Page - Safety - Tools - @N-
VA __Home _
Claxton, Sharon Preferences Toggle Tips Toggle Currency
Approved

Click a request's ID or title to view request details. You can click check boxes to select one or more requests and then take an appropriate action; for example, move selected requests to a folder.
How To
Requests in progress: 1,400
I Type ID Date Created Requester Status Title Show [ Hide Columns
, « Type
— Claxton,
r [El ersaosasz Tus, 13 Oct, 2009 =xten COrdered SRC-DES (The Supply Room) s ID
Sharon B
Date Created
== Claxton, « Requester
- PR3403306 Tus, 13 Oct, 2008 COrdered SRC-DPS (Belmont Peanuts) Forum 2003 sa
Sharon « Status
Claxton v Title
- ER3ZE2531 Tue, 6 Oct, 2009 o ‘ Ordered SRC-DES (LexisMexis/MatthewBender) $1| v Total
arocn
Group by Column
= Claxton,
— PR3388745 Mon, 5 Oct, 2000 Sha on Ordered SRC-DPS (Bright Ideas) Lanvards for Forum 2009 $1,1| Twee
arcn
1o
. Claxton, . Date Created
- FR3387960 Fri, 2 Oct, 2009 =xten COrdered SRC-DES (Concerto Office Products) &
Sharcn Reguester
Claxt Status
~ [ erasszaiz Wed, 30 Sep, 2009 Shaar;n"' Received SRC-DPS (WDC) $3|  Title
Total
= Claxt
r [ przz=0s870 Tue, 29 Sep, 2009 |xton, Ordered SRC-DPS (VCE) s| Export to Excel
Sharon Export all Rows
p-
— Claxton, > Export Current Page
r [E3 przz7o4as0 Tue, 20 Sep, 2009 Sha on Ordered SRC-DPS (B. W. Wilson) Wausau Color Copy 98 Paper sl
aron
— Claxton, )
- =] PR3379419 Tue, 29 Sep, 2009 Sha en Ordered SRC-DPS {(Uline. Inc.) Snap-Seal Tubes $37.14000USD
aron
 E erzzvzivz Thu, 24 Sep, 2002 ;I_‘a’cm"' Ordered SRC-DES (elnstruction) $2,384.00000USD
arocn
= Claxt
— PR3372456 Thu, 24 Sep, 2009 Sha oy Ordered SRC-DPS (MailChimp) $379.50000USD
arcn
= Claxton, . )
— PRIZ59614 wed, 23 Sep, 2009 Sha an Received SRC-DPS ( Concerto Office Products) $125.04000USD
aron
Claxton, . . R
- PR3368464 Tue, 22 Sep, 2009 Sharon Received SRC-DPS (lexisMNexis/MatthewBender] $54.71000USD
I [E8 perzzsasss Tue, 15 Sep, 2008 =@M Ordered SRC-DES (Festival Flags) $2,885.00000USD =l
L Move to Folder: [WCE:evA =1 [Move]

|https:ifariba. epro. coipde .com/Buyer/Main aw? avsh=r# [ [ | | [&mnternet “a - | ® 100%
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o To help protect your securty, Internet Explorer blocked this site from dowrloading fles to your computer, Clck here for options. .. X

Claxton, Sharon Preferences Download File. .. Toggle Currency
What's the Risk?

Approved

Information Bar Help

Click a request’s [D or title to view request details. You can click check boxes to select ane o opriate action; for example, move selected requests to a falder.

How To
Requests in progress: 1,400 .‘ﬂ' ¥
" Type ID Date Created  Requester Status  Title Total

B eseosesr  Toe 13042008 CPPM  ordered  SRC-DPS (The Supply Room) §77,02000USD j

Sharen =
¥ LT T temet [ - [R1om% -

Once you click ‘Download File’ — the screen refreshes so you can now download:

Click a request's ID or title to view reguest details. You can click check boxes to select one or more requests and then take an appropriate action; for example, mowe selected requests to a folder.

Show / Hide Columns
¥ Type
B v 1D
| Requests in progress: 1,400 ¥ Date Created
o ey et ey
I T Type ID Date Created Requester Status Title v Status
| =ae Claxt v Title
— PR3403467 Tue, 13 Oct, 2009 e, Ordered SRC-DPS (The Supply Room]
S S Sharon « Total
Group by Column
= Claxton,
- PR3403306 Tue, 13 Oct, 2009 sha o Ordered SRC-DPS (Belmont Peanuts) Forum 2009 $4|  Type
aron
1o
= Claxton, . )
— PR3392531 Tue, 6 Oct, 2009 San Ordered SRC-DPS (LexisNexis/MatthewBender) $1| Date Created
Sharon Requestar
| = Claxton Status
- PR3338745 Mon, 5 Oct, 2009 _° ' Ordered SRC-DPS (Sright Ideas) Lanvards for Forum 2009 Rl S
aron
| ; Total
= : Claxt: -
— PR3387960 Fri, 2 Oct, 2009 Shaaroun”' Ordered SREC-DPS (Concerto Office Products) 4| P EngenrE s Enced
Epont il S
| Copy Move to Folder: [WCE:ewA =] [Move] Export Currant Page




When you see this box, click the Save
button and save the Excel file:

File Download |

Do you want to open or zave thiz file?

Mame: data zls
FHL

Tupe:  Microzoft E dcel wWiork zheet
From: ariba.epro.cgipdc.com

Open I Save [ Cancel
saveas 2| x|
Save im I@ My Docurments j J ? 3 '
l-f whhile files from the Intermet can be uzeful, some files can potentially
harm your computer. I pyou do not trust the source, do not open or Adobe [5701d Excel Documents

zave this file. Wwhat's the risk? ) Camtasia Studio

&7 My Data Sources
)My eBocks
=) My Music

[ My Pickures

2 JunenauaT-Ordered. s
S une02UAT-Receiving-Received, xls

File hame: I.t’-‘«pprnved PRs-0ct09 4z j Sawve I
Save a3 bupe: IMicrosoft ExcelWorksheet j Cancel |
F

S FORUM 2009



The Excel results --

Ed mMicrosoft Excel - Approved PRs-Oct09.xls

@ Eil= Edik s Inserk Formak Tools Daka irid o Livelink Help Twpe a guestion For help - - B =
e = = = I )" R T arial -0 - B ¥ O |== 2z, tsB 2R | -
=] - e
A | [S] | [= | 5] | E | F | [Sw
1 |[ID ~|Date Created ~|Regquester ~|Status = |Title ~1 Tot | =
2 |PR3403467 10132009 15:26 Claxton, Sharon Crdered SRC-DPZ= (The Supply Room) BT .020000L0=0
3 |PR3403305 10132009 14:48 Claxton, Sharon Ordered SRC-DFPES (Belmont Peanuts) Forum 2009 F413. 25000050
4 |PR3I392531 1052009 14:57 Claxton, Sharon Oirdered SRC-DPS (LexisMHexis/MatthewBender) F101 . 45000150
5 |PR3IE355745 10552009 10:01 Claxton, Sharon Drdered SRC-DFPS (Bright Ideas) Lanyards for Forum 2009 1 ,172.50000L0=0
B |PR33587950 1022009 15:23 Claxton, Sharon Ordered SRC-DFPS (Concerto Office Products) 73 . 60000050
¥ | PR3I3ZE2317 9,302002 11:05 Claxton, Sharon Received SRC-DFS WDC) F3E3. 20400150
8 |PR33802870 9/29/2002 15:09 Claxton, Sharon Crdered SRC-DFPZS WCE) F27. 50000 =
SRC-DFS (B, W YWilson) “ausau Color Copy 95
9 |PR3I379450 Q292009 10:16 Claxton, Sharon Oirdered Faper F45. 25000150
10 | PR3IZ7T2419 Q292009 10:05 Claxton, Sharon Drdered SRC-DFS (Uline, Inc.) Snap-Seal Tubes FI7.1400010=0
11 |PR3I3Z7F3177 9242009 1453 Claxton, Sharon Crdered SRC-DFPS (elnstruction) 2,384 00000100 =0
12 |PR33724565 9242009 11:54 Claxton, Sharon Crdered SRC-DPS (MailChimp) F379. 500001050
13 | PR3ISE9G514 Q232009 11:02 Claxton, Sharon Received SRC-DPS [ Concerto Office Products) F125. 94000150
14 | PR3ISGS04654 Q22,2009 16:02 Claxton, Sharon Received SRC-DFPS (LexisMexis/MatthewBendear) o4 . F1000L=0
15 |PR3354935 9152009 12:27 Claxton, Sharon COrdered SRC-DFPS (Festival Flags) 2 8585 00000 =0
16 |PR3I=3S4400 952003 10:21 Claxton, Sharon Received SRC-DPS (Concerto Office Products) F159. 45000150
17 |[PR3I3S3371 9142009 15:31 Claxton, Sharon Received SRC-DFS WIE) F44 00000L=0
18 |[PR3I547552 2102009 12:00 Claxton, Sharaon Received SRC-DPZ (Concerto Office Products) B2 . 920000U=0
19 |PR3347144 91102009 9:30 Claxton, Sharon Received SRC-DFPES (Data Office Supply Inc.) F193. 95000150
20 [PR1E14918-%2 982009 12:14 Claxton, Sharon Receiving SRC-DPS (Hello, Inc) FO00. 00000150
21 |PR3342374 9520029 10:33 Claxton, Sharon Crdered SRC-DPS ITA-MNGE) [JP] 1.704. 64000050
22 PR3Z525594 S/258/2009 14:44 Claxton, Sharon Received SRC-DPZE (Concerto Office Products) P26 F3000U=0D
25 |PR1172357-~= SOSONNa 1N-3 Clawtan Sharan Pacaivinn SRC-MPS rHalla e RN SE000LS0D
24 |PR3I3Z24059 . . . . 1.38000US0D
25 |PR3323035 100000 s
2 |er22 Filters are automatically inserted on each column for easy sorting !Sesaecss
2¥ |PR3IZ0O1745 . . . 311000050
28 FPR3IZ00217 S2/2009 15:14 Claxton, Sharon Received SRC-DFS (Concerto Office Products) F14.52000L0=0
29 PR3Z2955165 5112009 15:01 Claxton, Sharon Received SRC-DPS (LexisMexis/MMatthewBender) FI90.900001=0
30 |PR3297734 812009 11:42 Claxton, Sharon Received SRC-DFS WIB) F25. 00000050
31 |PR3IZ295104 8102002 15:00 Claxton, Sharon Received SRC-DPS WCE) Flashcards F140.040001=0
32 | PR3I295403 8102009 12:04 Claxton, Sharon Received SRC-DFS WCE) Business Cards 5. 7SO00 S0 P
33 |PR3Z2953549 51022009 11:49 Claxton, Sharon Received SRC-DFPFS WITA-MRG) [JP] F42E 15000LI=S0D
4 | PR3IZO317T7F 8572009 11:193 Claxton, Sharon Received SRC-DPS (Concerto Office Products) F25. 5000050
35 |PR3IZ280165 FA302002 11:55 Claxton, Sharon Received SRC-DPS (CDWW-5) F131 . 5700010=0
SB PR3IZ7FF721 29,2009 11:38 Claxton, Sharaon Received SRC-DFPZ (Miller's Office Froducts) F27 . 95000U=0
3¥ | PR2325902-%2 FL282009 12:04 Claxton, Sharon Receiving SRC-DFPES (Richrmond Goodwill of ~firginia) 2200 000000150
38 PR3Z2FO0S53 FL242009 10: 465 Claxton, Sharon Received SRC-DPS (LexisMHexis/MatthewBender) F35. 2000050
39 FPR3IZ65010 FA252009 15:13 Claxton, Sharon Received SRC-DFS (Daly Computers, Inc.) oS, 00000 =0
40 | FR3254211 FA2152009 12:42 Claxton, Sharon Received SRC-DPS WIE) F29 . 4A00000U=0D
41 | PR3IZS59320 FATL2009 12:09 Claxton, Sharon Received SRC-DPS (LexisMHexis/MatthewBender) F141 00000150 -
M 4 F F[wreport [IEN | | L[J_I
Ready [ 1l 1l 1l 1l 1l I[ |
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0 you need to approve requisitions
for many users?

[ ariba Buyer 5 v Bl - [ pe=n o~ Page - Safety - Tools - el

eVA

testpd, wat

Preferences Toagle Tips Toggle Currency

~ To Do

Approve Reguests 41 Approve Oy — L --R__E_C_E‘i‘-"E‘

Watch Reguests 2

=~ Status

Composing 62 ,
Submitted 31 Status O

Approved 566
Denied u}
~ Create

Beguisition

Companv eForm Create

~ Explore
Searches

Catalogs Return to Portal

Folders
System Mews

[» Report

-
- Receive Welcome eVA Buyer! Make ordering easy! j
State Contracts

Catalog Wendors
VITA Contracts

Training Guides
Mote: All links open a new window!!

Purchase Orders

[» Reconcile

=




Here’s a fast way to find specific

Click on the

Requesters single down

arrow-then

= Cchoose Requester =
E ariba Buyer | =
bestpS,. vat Preferences Toggle Tips Toggle Currency
= Approve Approve Requests
Approve Reguests 38
Watch Reguests 2 =
You have 41 requests awaiting your approwval. E—"E" ¥
r Type ID Date Submitted Requester Status Title Show / Hide Columns
— « Type
- % PR546036 Thu, 20 Aug, 2009 testm, Uga Submitted On Behalf of Test - CSPL-1183 $| » 1D
R « Date Submitted
I [ ersa Thu, 20 Aug, 2009 =18 Submitted On Sehalf of Test - CSPL-1] ¢ v Requester
1
. « Status
| | PRS45641-V2 Fri, 31 Jul, 2009 testpS, uat Submitted Change Order test g » Title
— ~ Total
= ¥ PRS45529 Wed, 22 Jul, 2009 testpS, uat Submitted 3 Warning Messages £41,9 Group by Column
= T
I @ PR545512 Wed, 22 Jul, 2009 user24, t Denied srini-multiple warning message test % I;p'
I [ ersasazs Fri, 17 Jul, 2009 testpS, uat Submitted SPL #6 (3.5mb to Print vendar) | b S e ot
Raqguester
| | =: PR545330 Tue, 14 Jul, 2009 testpsS, uat Submitted Test £1 - attachment over 3.5 mb L
Title
Rodri ) N
| PR545298-V2 Wed, 8 Jul, 2009 o r'?"ez‘ Denied catalog item >50K (CHECK EPROCREMENT BOX) $51,4| Total
Angel Export to Excel
I [ES ersass10 Fri, 29 May, 2009 testpS, uat Submitted test auto parts Export all Rows
Export Current Page
I~ [E ersasazge Fri, 15 May, 2009  testp5, uat Submitted WUntitled Requisition $I0.950000S0
— =T PR542825 Fri, 13 Mar, 2009 testpsS, uat Submitted =13 shi not for ed order with comm and at £1,342.32000USD
r E er 4 Wed, 15 Oct, 2008 testpS, uat Submitted f hyn -14 v 1 $20.48000USD
I B essssize Wed, 15 Oct, 2008 testpS, uat Submitted CSPl mmodit m $34.95000USD
I [ erszasso Mon, 15 Sep, 2008 testpS, uat Submitted retest wwr $355.10000USD |
I_R_Erove| IM' DG|EUQI Mowe to Folder: |Archive Items =] [Move

= FORUM 2009



It’s now in ‘Requester’ order!

Hress [@7 https:/fariba-uat.epro. coipde. comiBuyer fMainjav? avh=r

testpS, uat Preferences Togale Tips Togale Currency

Approve Approve Requests

=3 rove Requests 37

W atch Reguests
¥You have 37 requests awaiting your approval.

Type ID Date Submitted Status Title
Shane (2) 4
RCZZ2183 wied, 14 Mov, 2007 Submitted PCOZZ0490
PRESZ1169 Thu, 10 Jul, 2003 Subrnitted Script 412 $1,200.00000U0SD

¥ Kemper, Gail {2}

— PRSS1E50 wed, & Aug, 2008 Submitted Copwy of change order-ad Hoc Wendaor $1,000.00000US0

— PRZZOQ95F Thu, 10 Apr, 2008  Submitted WITA Purchase-3 Laptops-HE $2,034.00000USD
YOou can N Y e e O

— PRE4ASZ95-VYE wied, & Jul, 2009 Cenied catalog item =50K (CHECK EPROCREMEMNT B $51,410.000005C

collapse = e

P test20, uat (1}
¥ testm, Uga (1}

groups, 3

¥ testp5, uat (20}

PRE4A0O5SE Thu, 20 Aug, 2002 Submitted ©n Behalf of Test - CSPL-11583 $90.00000USCy

- -

If deSI red — PRZZ9E00 wed, 19 Mar, 2008 Submitted Test 7 - CSPL 433 $20.45000US0
— RCZZ2106 Mon, S Mow, 2007 Subrmitted EFZ2Z1729 e
— PES31757 Fri, 1 Aug, 2008 Subrmitted  sldlfi $20.48000US0
— PRES3180Z Fri, 1 Aug, 2008 Submitted eoruerti $z.76000USD
— PRS31507 Fri, 1 &ug, 2005 Submitted Tests-1-08 $6.15000USD
— PRS31346 Tue, S Aug, 2005 Submitted Mass edit testing- Contrack # $2,100.00000UJS0
{ PRS31587F wed, & Aug, Z003 Submitted Zcenario #2 - CIPLU-132 $34.00000U3D
— PRS34775 Tue, 9 Sep, 2008 Submitted test vwr $620.12000USD
— PRSS4T9Z wed, 10 Sep, 2005 Submitted Copy of attachment/comment test $10.00000USD
— PRS3451E Thu, 11 Sep, 2003 Subriitted WWE test 1 21108 $411.35000USD
— PRS34850 Man, 15 Sep, 2008 Submitted retest vwr $355.10000US0
— PRS535132 wed, 15 Oct, 2008 Submitted CSPL 395 Cormmodity code mmessage +34.95000USD

[approwe] [EBeny] [Delste] Move to Folder: [Archive Items -1 Mavel

s 2009



You can also sort by SS amount!

Ter T TITEnT T T TTET

|- Farvorites | S’:.:“;s & | Sugoested Sikes = @ | Free Hotmail -" iGoogle Wirginia Retirement Syskem @& | Web Slice Gallery =

1;-9} = f_:] - B m -~ Page = Safety -~ Tools - I@Iv

testpS, wat Preferences Toggle Tips Toggle Currency

@ Aariba Buyer

Approve Approve Requests

Approve Requests 38

M

Watch Reguests

You have 38 requests awaiting your approwval.

Type ID Date Submitted Requester Status Title
¥ &2 _40000USD (1) 1=
- ERS544610 Fri, 29 May, 2009 testpS, uat  Submitted test auto parts
¥ S$2.76000USD (1)

— PRS31802 Fri, 1 Aug, 2008 testpS, uat Submitted eoruerti

¥ $6.00000USD (1)
- PR230644 Fri, 30 May, 2008  testpS, uat Submitted Test

¥ £6.15000USD (1)

- EBR531807 Fri, 1 Aug, 2008 testpS, uat Submitted Test3-1-08

¥ $10.00000USD (3)

—— LW} 33 . B B
- PR531895 wed, 6 Aug, 2008 T::tr ' Submitted PR in Submitted Status
[ ER534792 wed, 10 Sep, 2008 testp5, uat Submitted Copy of attachment/comment test
= U 32 -
— PR531612 Tue, 29 Jul, 2008 TSE: ' Submitted Copy of UAT-DR-2407-Composing-Req
(==
¥ 5$10.95000USD (1)
- PR544300 Fri, 15 May, 2009 testpS, uat  Submitted Untitled Reguisition
¥ $15.75000USD (1)
— == DoSAS2an Tua 14 Tal 9nna Factm S o= Siihrmittad Tact #1 - aHachmant ;carar 2 § mh pu
|Apprc|-ve| | Denyl | Deletel Mowe to Folder: IArchive Items ;I Muvel

ot | 2009



How to easily find and print orders

Ariba Buyer - Windows Internet Explorer

@T\jr - I@ https:fjariba.epro.cgipdc, comfEBuyer fMain aw?avh=r

File Edit Wisw Fawarites Toals Help

B3 |2 || 2< | |2 Bing N

<7 Favortes | 5l% @2 | Sugoested Sikes + @ | Free Hotmail 3 isoogle wirginia Retirement System @ | Wweb Slice Sallery -

@ Ariba Buyer

Yo - B - 7 mmn - Page - Safety ~  Tools - g 7

S

Preferences Toggle Currency

= To Do
Approve Requests [}
Watch Reguests 13
= Status
Composing 11 ’
Submitted 0 Ehakis D
Approved 1400 /
Denied =1
= Create

Reguisition

Create
~ Explore

Searches

Catalogs
Return to
Folders

=~ Report System Mews

Reports

- Receive welcome evVA Buyer! Make ordering easy! j
State Contracts

Catalog Wendors
VWITA Contracts

Training Guides
Mote: All links open a new window

Purchase Orders

~ Reconcile

|https:ffariba.epro.cgipde. com/BuyeriMainaws awh=r# Ia Internet v = [ =00 - -

= FORUM 2009



Click PO Number link

Ariba Buyer - Windows Internet Explorer — 1= =]

(=" J I@ htkps: ) fariba. epro.cgipde, com/Euyer fMain/aw?awb=r I @ || > I;; EBing 2 |-

i

File Edit Wisw Fawarites Tools Help

Wirginia Retirement System & | Web Slice Gallery -

5.7 Favorites | 93 @ | Suggested Sikes ~ @ | Free Hotmail 4 iGoogle
E4 ariba Buver 5~ Bl - [ me=n -~ Page ~  Safety - Tools - - >

eViA

Claxton, Sharomn Preferences i Toggle Currency

Searches

Mo user searches hawve been defined.
How To

Create a New Search

System Search

Systerm searches are created by authorized users for all users to run. Select a system search to run. If yvou hawve the required permission, you can delete and edit
system searches.

How To

System Search Mame
BSO Search S‘B/ -
Requisitinny arch

PO Mumbe

Purchase Order (requires Requisition search Categorw]

Reguisition 1D
Receiving 1D
User Profile 10

Agency Purchase Reguisition Lookup

Agency Purchase Order Lookup

Agency Purchase Card Order Lookup

Reguisition with no user set

Import Orders Checlk

Untitled Search

Untitled Search

Ihttps:,l’,l’ariba.epro.cgipdc.com,l’Buyer,l’Main,l’aw?awh=r# Ia Inkternek

L 100% -

M 20049




Edit Search

Change the zearch criteria or name, and then run the search.

How To
Search Name: ICup',-r of: PO Number
Category: IPurchase Order j
Filter Name Value

order 10 | Click the Add/Remove Search Filters link
Search | add/Remove Search Filters /

Claxton, Sharon Preferences Toggle Tips Togagle Currency

Select Filters : W -.

Select filters to use in the search, to limit and focus the search results.

How To

™ At orger 10 @ Check only the Date Ordered
B Contract ID [T Receipt Date (any receipt) .
= Created On Behalf Of [ Receipt ID (any receipt) and Preparer bOXeS and CI ICk
< Diate Orde.rn?d [T Receipt Status (any receipt)
& Drate Received (. Requisition ID
& ERP PO Mumber [ status O K button
B Order IF’ ™ supplier (any line item)

Order il

[ o] cancei [ J
=l

T T T T [&nrarmar = ®anne -~ -

[

2009



f,"- Ariba Buyer - Windows Internet Explorer - ||:||i|

@:/ - I https: [/ ariba. epro.cgipde. com/Buyer Main) aw? awh=r j % B | [+ | X I}-3Bing ol

File Edi Wiew Favorites  Tools  Help

5.7 Favarites | 9% €| Sugnested Sites = @ | Free Hotmail 9 iGongle Yirginia Retirement System & | Web Slice Gallery -
Ariba Buyer

x>

@ B - g%g ~ Page - Safety ~ Todls ~ I@I-

(EVA/ _tome JI Help R Logout |
Claxton, Sharon Preferences Toeggle Tips Toggle Currency
= Explore Edit Search
Searches
Change the search criteria or name, and then run the search.
Catalogs How Ta
Folders
Search Name: |f:|:|:r3.ur of: PO Number
Cateqory: |Purchase Order ;l
Filter Name Preparer
. I i - From: Thu, 1 Oct, 2009
Date Ordered: This Month = To: Sat, 31 Oct, 2008
Freparer: Claxton, Sharon [ select ]
[Seareh] adg/remove Seareh Fitters Select the desired time period
\ and select your name as the
- Click Search button Preparer .
ong -

20049




L=y = e e e =

<7 Favarites | e @] Suggested Sikes ¥ @ Free Hotmail '-.] iGoogle virginia Retirement System & | Web Slice Gallsry =

Ariba Buyer

Q%; -~ Page ~ 3Safety = Tools - l@lv >

eVA
Claxton, Sharon Preferences Toggle Tips Toggle Currency
~ Explore Review Search Results
The search has returned these items. To view more items, select a specific page from the pull-down list or click an arrow to display the
Catalogs previous or next page. You can copy or delete items, and sawve or refine the search.
Folders How To
Search Mame: Copy of: PO Mumber

Search Category: Purchase Order

Search Filters: Date Ordered = This Month { between Thu, 1 Oct, 2009 and Sat, 31 Oct, 2009 ), Preparer = Claxton, Sharon

[Save Search] [ Refine Search]

H - B
-

Items that meet your search criteria: 7

T oOrderID Type Date Created Status Title Total

- T Ppcos7a793 I]El Tue, 13 Oct, 2009 COrdered SRC-DPS (Belmont Peanuts) Forum 2009 $413.25000USD
CI ICk on the T EPa7sois [88] wwed, 7 Oct, 2009 Ordered SRC-DPS (VITA-NG) [1P] $1,704.64000USD
deSi red I~ pcosrisaa [H8] Tue, 5 Oct, 2008 Ordered SRC-DPS (Concerto Office Products) $73.50000USD
T Ppcos7iszs I]El Tue, 6 Oct, 2009 Ordered SRC-DPS (lexisNexis/MatthewBender) $101.46000USD

Order I D T pcos7isn: I]El Tue, 6 Oct, 2009 Ordered SRC-DPS (Uline, Inc.] Snap-Seal Tubes $£37.14000USD
T Ppcos7icas I]El Tue, 6 Oct, 2009 Ordered SRC-DPS (Bright Ideas) Lanyvards for Forum 2009 $1,172.50000USDy

I~ pcoszasor  [H8] Tue, 13 Oct, 2009 Ordered SRC-DPS (The Supply Eoom) $77.02000USD

Crane [ [ | | |&®internet

A

-t : 2009




...then click the Print button

Ariba Buyer - Windows Internet Explorer — 1= =]

6\1—._} - I@ htkps: [ fariba.epro.cgipde. comEuverMain/ aw?avwh=r LI 5 |E”E”Zl I)‘J Bing |EE|

File Edit Wisw Fawarites Tools Help

<7 Favortes | 5l% @2 | Sugoested Sikes + @ | Free Hotmail 3 isoogle wirginia Retirement System @ | Wweb Slice Sallery -

@Ariba Euwer & - B - 3 Qé; - Page - Safety = Tools - @lv >

eViA

Claxton, Sharomn Preference Toggle Currency

PCO674793 - SRC-DPS (Belmont Peanuts) Forum 2009 Status: Ordered

Rewiew the request details and then take the appropriate action. The actions yvou can take wvary depending on the request type and status.
How To

Back to Review Search Results

\ Prinkt this requeskt in htrml Formak
'Surnrnarv ‘: A\Qroval Flow t Receipts t History

" Order b&674703
Wersi TO
Charg poooouUsSDy
Title: C-DPS (Belmont Peanuts) Forum 2009

Suppl return to MOMNT PEANUTS OF SOUTHAMPTOM

Contd MOMNT PEANUTS OF SOUTHAMPTOM

| your
Typd Orders No. Qty Unit Description Price _

(90) 10 oz. cans of peanuts to include: —
S50 chocolate - $212.50 ,

SCreen 13 Honey roasted - $48.75,
) 14 butter toasted - $52.50
) 11 Lot 15 olted - ap.7S. $413.25000USD
CI ICk Shipping @ $50.75
Total: $413.25

Receive by 11/11/2009

- -
Sup th IS I Ink TS OF SOUTHAMETOM (90) 10 oz. cans of peanuts to include: e
Con S OF SOUTHAMPTOM 50 chocolate - $212.50 ,

Corr nd business promotion activities, Promot... 13 Honey roasted - $48.75,

Bill T OF GEMNERAL SERVICES 14 butter toasted - $52.50

| Total ordered: $413.25000USD|

| Payment Terms

| I_l_l_l_l_l_la Internet B 'TF‘IDDO'JC' T =

B FORUM 2009



You can SAVE this search!

Ariba Buyer

eVA

Claxton, Sharon

Preferences

faar ~ Gl - [0 o= v Page ~ Safety ~  Tools - -

Toggle Tips Toggle Currency

- Explore
Searches
Catalogs
Folders

Review Search Resulits

The =search has returned these items. To view more items, select a specific page from the pull-down list or click an arrow to display the
previous or next page. You can copy or delete items, and sawve or refine the search.

Search Mame: Copy of: PO Number
Search Category: Purchase Order

Date Ordered = This Month

[BEfine Search]

Items that meet your search criteria: 7
Order ID Tvpe Date Created

pcosvares  |HE]  Tue, 13 Oct, 2009
EP475016 [86] wed, 7 oct, 2009
pcosvises |[Hi] Tue, s oct, 2009
pcosyiszs |H6] Tue, s oct, 2009
pcosyiso:r  |86] Tue, s oct, 2009

pcosvisas  |8i] Tue, s Oct, 2009

a0 a0an0nn

pcosvasol  |86] Tue, 13 Oct, 2009

How To

{ between Thu, 1 Oct, 2009 and Sat, 31 Oct, 2009 ), Preparer = Claxton, Sharon

Status Title Total
Ordered SRC-DPS (Belmont Peanuts) Forum 2009 $413.25000USD
COrdered SRC-DPS (WITA-NG) [IP] $1,704.64000USD
Crdered SRC-DPS (Concerto Office Products) $73.60000USD
Crdered SRC-DPS (lLexisMexis/MatthewBender) $101.46000USD
Crdered SRC-DPS (Uline, Inc.) Snap-Seal Tubes $37.14000USD
Ordered SRC-DPS (Bright Ideas) Lanvards for Forum 2009 $£1,172.50000US5D
Ordered SRC-DPS (The Supply Room] $77.02000UsSD

2009




ick OK button to save

D & oD

Claxton, Sharon Preferences Toggle Tips Toggle Currency

Save Search

Save the search to use again at a later time. If you have the required permission, you can save the search as a system search for use by all users.

How To

Search Name: IPD's for Printing

Search Category: Purchase Order

||| search Filters: Date Ordered = This Month ( between Thu, 1 Qct, 2009 and Sat, 31 Qct, 2009 ), Preparer = Claxton, Sharon

Dare [T T T [ | |@intemet [#5 - [ R0 - 4

S FORUM 2009




Next time you go into SEARCHES — you

can simply run the same search!

eVA Ll

Toggle Currency

Tonls - l@l -

gé_; +* Page =~ Safety -

Preferences Toggle Tips

Claxton, Sharon

Explore Searches

Searches . .
Run or delete a search that vou have saved. Click a =earch name to edit the search.

Catalogs How To

Folders
Create a New Search

T’ search Name

I Ppo's for Printing

lel

| System Search

Swstem searches are created by authorized users for all users to run. Select a system =search to run. If yvou hawve the required permission, vou can delete and

edit system searches.
How To

System Search Name
BSO Search

Reqguisition Status Search

PO Mumber

Purchase Order (reguires Reqguisition search Category]

Reqguisition I
Receiving 1D

Lzer Brafile 10

==t FOI 20049
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