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Setting up a workbench in Ariba
July 29, 2025
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If you haven’t customized your workbench, your screen will look like this. Click the “+” sign to begin setup.

Setting up a workbench: customizing
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Customize your workbench based on your work role: click the “+” next to the tiles you want on your workbench.

Setting up a workbench: customizing
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Click “apply” when finished. 

Setting up a workbench: customizing



58/8/2025

Now your workbench is set to your preferred selections. 

Setting up a workbench: customizing
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The new workbench consists of configurable tiles and worklists, supported with guided actions. Optimize the tiles by 

changing the order, names, what documents are displayed in the worklist, and the layout of the worklist. 

Setting up a workbench
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The “edit filter” link will show you filtering criteria for that specific tile. Select filter criteria by clicking the dropdown options for 

each field or entering text. The yellow highlighted icon in this image appears when more than one option can be selected for 

that field. Click “apply” to see the results..

Setting up a workbench: “edit filter”
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The save filter link will allow you to save your filter criteria. Provide a description for your tile to help you identify it  in the 

future.

Setting up a workbench: “save filter”
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The customize icon on the workbench will 

bring up the edit workbench page. On this 

page, you can add, remove and reorder your 

tiles.

To add a tile, click the “+” icon. This will bring 

up a list of available tiles. Click the “+” sign 

again to add the tile. The workbench can 

support a maximum of 25 tiles.

To remove a tile, click on the “x” icon on the 

top right of the tile.

To reorder your tiles, drag the two horizontal 

lines on the top of each tile and drop them 

into the desired position. The order of your 

tiles is how it will appear on your homepage.

Setting up a workbench: customize workbench



108/8/2025

The help icon next to each tile is a tooltip. Clicking the icon will bring up a description of the tile.

Setting up a workbench: tile tooltip
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The table settings icon will bring up the 

list of available and displayed columns. 

You can configure the table to hide or 

display columns. Drag and drop column 

headers to hide or display. 

Reorder table columns by dragging and 

dropping the headers into the desired 

positions.

Setting up a workbench: table settings
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Exporting a worklist will create an Excel file in the local download folder, using the current filter criteria and worklist settings 

(i.e., selected columns, groupings, etc.).

Setting up a workbench: export worklist
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The more icon under the action's column will show you a list of available actions for your document. Clicking on any 

one of these actions will take you to your network document.

Setting up a workbench: document actions


	Slide 1: Setting up a workbench in Ariba July 29, 2025
	Slide 2: Setting up a workbench: customizing
	Slide 3: Setting up a workbench: customizing
	Slide 4: Setting up a workbench: customizing
	Slide 5: Setting up a workbench: customizing
	Slide 6: Setting up a workbench
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13

