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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.....



Downloading your transactions



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



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



The Excel results  ‐‐

Filters are automatically inserted on each column for easy sorting



Do you need to approve requisitions 
for many users? 



Here’s a fast way to find specific 
Requesters Click on the 

single down 
arrow-then 
choose Requester



It’s now in ‘Requester’ order!

You can 
collapse
groups,
if desired



You can also sort by $$ amount!



How to easily find and print orders



Click PO Number link



Click the Add/Remove Search Filters link

Check only the Date Ordered
and Preparer boxes and click

OK button



Select the desired time period 
and select your name as the 
PreparerClick Search button



Click on the 
desired 
order ID



...then click the Print button

To 
return to 
your 
orders 
screen, 
click 
this link



You can SAVE this search!



Click OK button to save



Next time you go into SEARCHES – you 
can simply run the same search!
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