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Access to the eProcurement Reconciliation Document 
 
Create a new PO Search 
Click on Purchase Order on the Search Tab of the Ariba Home page to start the search process 

 
.  
Enter your Purchase Order number (starts with the “EP”) into the ID field, click on Search. 
 

 
 
NOTE:  you need to include the “EP”prefix  in the search. No leading zero after the prefix. 
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Click on the “EP” number (purchase order number) under Search Results.  
 

 
 
Click on the Print button on the Summary screen. 
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Reconciliation Document 
 

 
 
 
This screen has all the information needed to reconcile the bar: 

1. Original Purchase Order charges 
2. Charges including Taxes and Adjustments 
3. Adjustments 

 
Document displays all the accounting details just below the Bill To address: 
Budget, Object SubObject, Sub SubObjeect, Task, Option and Project codes. 
 
Click on the Print icon on the Command bar to print the Reconciliation document. 
This document can be used for auditing purposes. 


