
 H INTS

This Quick Reference Guide (QRG) 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 (UI); searching for your own request and approval documents can be done in the Guided 
Buying interface. 

• Assemble all supporting documentation prior to beginning work in SAP Ariba.
• For the best experience, please use the following browsers:

PROCEDURE

1. To access the classic UI from Guided Buying, click the “B&I Classic UI” tile.

2. 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. 

3. 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.

Note: If searching for document(s) created within a specific timeframe, change the “To/From” fields 
accordingly.
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Google Chrome (64-bit) Apple Safari (64-bit)

Microsoft Edge (32-bit) Microsoft Edge Chromium (32-bit and 64-bit)

Mozilla Firefox (64-bit)
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PROCEDURE (CONTINUED) 

7. Search results display. Click an invoice number (blue hyperlink) to open the document. 

8. 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.
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Searching for Documents in Ariba
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ADDITIONALA
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ADDITIONAL FUNCTIONALITY (CONTINUED)

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

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