Modify Framework PO in SAP Ariba

Updated November 6, 2026

Purpose

Learn how to effectively update order details and suppress specific procurement items within the
SAP Ariba interface. This guide covers how to effectively close out the available committed

funds on a Framework PO.

Note: before lowering these balances, perform a review to ensure invoices presented are

paid.
Procedure

From within Ariba, click the B&I Classic Ul tile.

From the dropdown menu, select purchase order.
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Enter PO # in Order ID Field and click Search.
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Select correct PO # from the search results. Click Order ID to open the PO.

Date Ordered: | No Choice v |
Order ID: | 4900004170 !
Crder Method: | No Cheice vi
Search Results
|;| QueEr |D Type Requester Title Status Date Created | Su
|:| 4900004170 (& Paige Anderson Grace Boda - GPLI Contract Crdered 17 Feb 2026 NA
l LapEl ~ l l Print

Note: Total Invoiced Amount appears below all the lines and could be needed in the next steps.

deal Pure
¥ I_LUI g 51,700.0000 UsD 51,700.0000 USD 51, 700.0000 UsSD Detail
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Click the Requisition # next to item in a line. Note: changes are made from the PR number

(request) which initiated the PO.

MNANCY GRACE BODA

. NANCY GRACE BODA

ler:  Open

Ariba Guided Buying

Wed, 1 Apr, 2026

1 Sum, 30 Aug, 2026

Bid/Coop
Campus Identifier:  No Choice

My Labels:  Apply Label..v @

v Line ltems
1 Line ltem
:7 Type T JREqID Qty Unit Description Supplier Part Number Price
i E | PrR210779 1 each Grace Boda - GPLI Contract NA $16,500.0000 USD

Vendor:  NNONAENARN (MANCY GRACE RONAY

Click the Change button.

PR210779 - Grace Bada - GPLI Contract
i Copy | [ | Print :
Summary ] Receipts

Onders

Select the Suppress Order checkbox to suppress a new updated PO from being sent to the
supplier. It is generally unnecessary for the supplier to get another copy unless needing to see

amount or date changes.
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Summary

Title

On Behalf Of

Source System:

i [ race Boda - GPLI ContracH

: |Paige;1nderscn s |

Ariba Guided Buying

Company Code: | 1000 (University of Nebraska) |
Loy
Suppress Order: E] i ]
Validity Start Date: i w3, 1 Apr, 2026 | ®
validity End Date: | Sun 30 Aue. 2026 =l o

If the Campus Identifier field is blank, select one from the dropdown menu.

™ | Mo Choice

Ariba Guided Buying

wersity of Mebraska

Wpply Label.. ¢

Change the Need-By-Date to at least one week in the future.

Validity Start Date:
Validity End Date:

Attn to:
Bid/Coop Number:
Campus Identifier:

My Labels:

Comments:

Unloading point: *

Need-by Date: i

‘ Sun, 26
S
‘ Mo Choice v|

Apply Label..v @
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Update the Max and Expected Amount fields. IF closing PO, these fields should be the Total

Invoiced $ from above. No dollar signs or commas needed.

1 Item Total
v No. Type t Description Qty Unit Price Discount Net Amount
(+ 1 = Grace Boda - GPLI Coniract 1 each  $16,500.0000 USD $16,500.0000 USD

vendor: | 000350460 (NANCY GRACE BODA) Max Amount: | &6 500.0c | ISDWV

ANCY GRACE BODA [ select ] Expec oc | Bspw

If a Cost Object change is required, check the box next to line and select Edit Line from the

Actions dropdown. Option to change the Cost Object will display.

* Line Items

1htem

y
v

Click Submit to save the changes.
1 . each $16,500.0000 USD $16,500.0000 USD $16,500.0000 USD

Max Amount: | 5gop50  |USDV

Expected Amount: [ sgo250  |USDW

Update Total

Continue Shopping I I Delete ] l Save ‘ m‘
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Return to the Procurement dashboard by clicking the logo on the top left of the screen.

Books, Forms and Printed Media
Machinery and Tools

Maintenance, Repair and Operations
Miscellaneous

office Products

Raw Materials

Services

< Nebiaska
Sptem
HOME PROCUREMENT MORE...v
Shop By Category | All Gategories v | Search by part #, supplier name, or keyword

Catalog Home

Recently Viewed Items

Within Recently Viewed on the left side menu, select the updated requisition. This PR number

should now have a new version. In this example it is V2 (for version 2).

Common Actions v
Create

Requisition

Sourcing Project

Contract Workspace (Procurement)
Analytical Report

More v

Manage

Receive

Report Search Filters

Public Reports

More v

Regéntly Viewed v

[R210779-v2 ...GLI Contract

To Do

(o] Date |

PR250759 6/26/2026
PR250709 6/26/2026
PR125367-v2 6/25/2026
PR250232 6/25/2026
PR249960 6/24/2026
PR249838 6/24/2026
PR142402 6122025

My Documents

[0}

Apoduct Leas...ienl oo

480995794 BAROVE 600 PLUS

48001

323 Thyroid Shield
QGENDA Advan. .for Providers

More v

GPLI Contract
d

B PR239206
B PR234952
B PR221012
(7 cr37s

7 CR152

From Status

Sarah A Kaufman B Submitted

Jordyn G Clauss B Submitted
Tova Safford B Submitted
Brady W Wetzel B Submitted
Ali D Higgins B2 Submitted

Christopher J Ehlers B Submitted

Kelly Cunningham B Denled

Title

Amazon Basics Multipurpese Copy Printer Paper.
Amazon Basics Multipurpese Copy Printer Paper.
Logitech MK235 Wireless Keyboard and Mouse
IDT Punchout Catalog

(CW8249) RROSE SALAVY LAMAY

(CW7063) Marco_Unitd76_UNMC_2023-2028

Title
RH lower pa
FORTE - Ro
Cassling ser
Innovative L
2026/06/24
P-23037 CO

MiSeq Reag|

Click Show Approval Flow to check the status to verify it is not waiting on approval. Lowering a

value should not require funding approver.

v Approval Elow

v Line ltems
1 Item Total
No. Type 1 Order
1 23 4900004170

Commodity Code

Description

Grace Boda - GPLI Contract

0000350460 (NANCY GRACE BODA)
NANCY GRACE BODA

Framework group

Qty Unit Price

1 each $5,802.5000 USD

Discount

Net Amount Charges Taxes

$5,802.5000 USD

$5.802.5000 USD
$5.802.5000 USD

mount
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Click History to view the record audit trail, showing the updated version has been processed.

PR210779-V2 - Grace Boda - GPLI Contract

o | cmes ] o |

Summary Orders Receipts History

Title:  Grace Boda - GPLI Contract

Paige Anderson
Ariba Guided Buying

1000 (University of Nebraska)

Wed. 1 Apr, 2026 ()

Sun, 30 Aug, 2026 (D)
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