Searching for Documents in Ariba

Updated March 27, 2026

Purpose

This document is designed to show how to perform searches for your own documents as well as
other people’s. A search for other people’s documents must be done in the classic user
interface (Ul); searching for your own request and approval documents can be done in the

Guided Buying interface.

Procedure

To access the classic Ul from Guided Buying, click the “B&l Classic Ul tile.

SAP Ariba

To search for a particular type of document (e.g., invoice, PO, request, etc.), select the

document type from the dropdown and click the “Search” icon, leaving the other fields blank.

Nebisda

Systesr

HOME PROCUREMENT

kil el e et ol g

WIVERSITY JOF Copyright © University of Nebraska Board of Regents
Nebraska PTG © Uniersiy 9
College System

System 1



Searching for Documents in Ariba

Updated March 27, 2026

A 2-week span populates the “From/To” fields. To search for all documents regardless of date,
click the Invoice Date dropdown and select “No Choice”. Click “Search” if no other parameters

are needed.

Search Filters

ce Dale Custom

No Choice

Today

Note: If searching for document(s) created within a specific timeframe, change the “To/From”
fields accordingly.
Searches can also be performed by Preparer, Status, Supplier, etc. Click the dropdown in each

of these areas to select specific search criteria. To search for a specific preparer, for example,

click the dropdown and click “Select from list...”
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A Choose Values for Preparer dialog box opens. Search for employees by name (last name

OR first name works best), email, or TrueYou ID. Select the name and click “Done”.

Choose Values for Preparer

Add to Curr Selected Q Q Currently Selected
i Name v } amara ‘ ‘ Search :
: A. Defaultis “Name”. §
N PaaswiordAdagter email or TrueYou IQ
B. Enteraname (eg.,
Tamara Enerprise User C. Click “Search”. A lis
@I S T — criteria displays belq
= D. Select the desired |
amara Enterprise User E. Click “Done”.

B

A. Default is “Name”. Select another parameter (e.g., email or TrueYou ID.).

w

Enter a name (e.g., last name or first name).

C. Click “Search”. A list of search results matching that criteria displays below the search
bar.

D. Select the desired name by checking the check box.

E. Click “Done”.

Note: Using the up/down arrow to the right of a column name (yellow highlight above) sorts

columns in ascending or descending order.

The requestor name displays. Click “Search” to display results for that requestor.

Search Filters

Note: To add other search options, click the “Search Options” dropdown.
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Search results display. Click an invoice number (blue hyperlink) to open the document.

Found 43 items

Search Results

Invoice £ 1 e Date upplie

There are four tabs at the top of the screen: Summary, Approval Flow, Reference, and History.

Each tab will display different information about the document.

Header Information a

Summary Approval Flow Reference History

Submitted
Philig v Mistl UN Payment Services

Summary Approval Flow

Reconciliation

History
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Additional Functionality

To display more search result details (e.g., Requestor, Date Submitted, etc.), click the “Table

Options Menu” icon. Click the double down arrows to expand/collapse the table.

Search Results Found 43 items =
- /
woice # 1 nvoice Date Supplier Invoice Amount Max Discount Scheduled Date  Status Requester Matched Order #
Dec LIGHTHOUSE PIZZA Compos
Dec LIGHTHOUSE PIZZA $0.00 USD Composing
232 19 Sep 2023 LURA M TOWNSEND $180.00 USD 00USD 19 Sep 202 Reconciled T

«

Note: There is a “More...” option when the Table Options Menu ( ) is selected that displays

additional choices (e.g., Requestor).

Invoice Submission Method
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When performing multiple searches, it is recommended that users click the “Reset” button to

clear previous search results. Searches can also be saved.

Enter a search name and select whether you want the search to be public or for your use only.
Click “OK”.

Save Search “ eancs

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

= ]

Your search will be saved and can retrieved from the left-hand pane whenever a search is

performed.
¢ N a =29 08 @
Search ype: | lrwoice
WicE Change the zearch criteria o name, and then Search
Saved Search: Tamara R from Al Dadiboands

Search Results

To modify a saved search, select the search and click the “Refine” button. (i.e., edited) and/or

deleted once selected. To delete saved search, select it and click the “Delete” button.

UNIVERSITY J OF Copyright © University of Nebraska Board of Regents
Nebraska PUTGL© Universiy :
College System

System 6



