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1. Login to your Ariba account in the 

supplier Portal: supplier.ariba.com 

2. Click on Reports. You will be taken to 

the report page.

Step-by-step

How to submit a mass request 
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3. On the report page, click on Create
button to create a new report in Ariba.
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4. Enter a title for your report.  

Select the report type as Order.

5. Click Next.
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How to submit a mass request 

Illustration

4

5



Classification: Restricted

HOW TO DOWNLOAD PO REPORT (FIRMED ORDER) IN ARIBA

Digital Procurement | Quick Guide: Download PO Report4

4

6. Select customer as Vestas

7. Choose relevant period for Order Date 
(time range should be 6 months max)

8. Tick the check box “Include Line 
Item Information” and “Include 
Schedule Line Information” 

9. Then, click Submit

Step-by-step
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10. Report will be created with “Queued” 
status.

11. Click on Run button to run the report.

12. Click on Refresh Status until report 
shows “Processed” status.  

Step-by-step
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13. Once report shows “Processed” 
status, select radio button for the report.

14. Click Download button.

15. Open the downloaded report to 

check the firmed orders.d order 
quantity
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