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Ariba Vendors 

Ariba Vendors can identify whether an order number is new or converted from PassPort by checking these details in the Purchase Order. 
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Order Status 
If the Order Status says “New,” that means the 

order has not been actioned on. It does NOT 

tell you whether a PO is new or converted. 
To view all Order Statuses available in Ariba, see Appendix A. 

Original Order # in PassPort 
This line will not appear if the Purchase Order 

is brand new. 

Service Entry Instruction s 
This section indicates that there are services 

components included in the Purchase Order. 

If an order was converted, those components 

were generated from the existing 

contract/order details in PassPort. 
To search for all service Purchase Orders, see Appendix B. 

Purchase Order Number 
*All PO numbers in SAP start with numeric 

four (4). 



Non-Ariba Vendors 
Non-Ariba vendors can identify whether a PO is new or converted from PassPort by checking these details in the Purchase Order. 
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If a PO is converted, the “PO 

number” line will list its Original 

Order # in PassPort next to the 

new PO # in SAP.  

If a PO is brand new, the “PO 

number” line will only list new PO 

# in SAP.  

*All PO # in SAP start with numeric four (4). 



Appendix A: Order Status 

Below are different Order Statuses that may appear on a Purchase Order. 
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To access this screen, open SAP 

Ariba Network > Inbox > Order 

and Releases > expand ‘Search 

Filter.’ 



Appendix B: Look up Service 

Purchase Orders 
How to search for Service Purchase Order Only. 
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To access this screen, open SAP 

Ariba Network > Inbox > Order 

and Releases > expand ‘Search 

Filter.’ 

 

1. Check the ‘Select only 

service purchase orders’ 

box. 

 

2. Click ‘Search.’ 




