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Managing your POs on the SAP Business Network

How to view, update, and export Purchase Orders on the SAP Business Network

View Purchase Orders
1. Click on Orders square from the Workbench, or
Orders and Releases, to manage your POs.
2. Orders is presented as a list of the Purchase Orders
received from Micron.

3. Click the link on the Order Number column to view
the purchase order details.

4. Search filters allows you to search using multiple
criteria.

5. Click the arrow next to Search Filters to display the
query fields. Enter your criteria and click Search.

6. Toggle the Customize Menu to view ways of
organizing your Workbench.
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Orders (65)

> Editfilter | Save filter Last 31 days

Order Number Customer Amount  Date &

4509942578 Micron Technology, Inc. - TEST $000USD  May 26,2021 Unknoun

4500942579 Micron Technology, Inc. - TEST $000USD  May 19,2021 Changed

3500654360 Mic nc. - TEST $66150.00USD  May 18,2021 Invoiced

3500654334 Mic nc. - TEST $132200USD  May 17,2021 New

3500654335 Mic nc. - TEST $250000USD  May 17,2021 New

3500654333 i nc. - TEST $1750000USD  May 17,2021 Invoiced

3500654332 Micron Technology, Inc. - TEST $926100USD  May 17,2021 Invoiced

Purchase Order: PO72547

¥ Create Order Confirmation v (| @ Create Ship Notice || < Create Invoice v| Hide | Print Download PDF | Export cXML | Download CSV | Resend
Line ltems
Line#  Part#/ Description Type Qty (Uni) Need By
1 G0oDS 01 Material 10(EA 18 Nov 2015
Copy Paper White, A3, 8gsm (ream 500 shests)
1 G0ODS 02 Material 10(BX) 18 Nov 2015
Pro Mechanical Pencil Black Bare, 0.5mm Line Width (package 12 each)
Order submited on: Tuesda 59:00 PH GHT+02:00
and delvered by Ara Networ
¥ Create Order Confirmation v | |®] Create Ship Notice wice v| Hide | Print - | Download POF | Export cXML | Download CSV | Resend

Purchase Order Detail

1. The order header includes the order date and info
about the buying organization and supplier

2. You can always Resend a PO which was not sent
to your email address, cXML or EDI properly
clicking Resend button.

3. Additional options: Export cXML to save a copy of
the cXML source information Order History for
diagnosing problems and for auditing total value.

4. The Line Items section describes the ordered
items that Micron wants to purchase

5. Set status of each line item by sending order
confirmations clicking Create Order Confirmation.
The sub-total is located at the bottom of the PO.

Create PDF of PO
1. Select “Download PDF” as shown.

Note: If the document exceeds 1000 lines or is larger
than 1MB size, details are not shown in the Ul.
Therefore, the detail is not included in the PDF
generated.
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