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UPDATING THE PO EMAIL ADDRESS 

This guide is relevant if you need to update the email address that receive Ariba’s Purchase Orders 

(POs), or other notifications. 

You may also have multiple people within your organisation who need visibility of incoming orders 

or access to create invoices. You can configure which email addresses you would like to receive 

these notifications by the following the below steps: 

 

.  

ACCESS ARIBA SETTINGS 

1.  Log into Ariba using the below link and 

your username and password.  

Click here to login to Ariba 

In the top right-hand corner of the 

screen, select the Company Settings 

icon (showing your Initials).  

 

Then select Settings 

 

Then Electronic Order Routing. 

  

2. In the New Orders section you can type 

up to 3 email addresses, separated by a 

comma (,) , with no spaces. 

ie…. 

testorders@tirlan.ie,invoices@tirlan.ie,p

ay@tirlan.ie 

TIP: If you require more than 3 email 

addresses to receive these, consider 

setting up a Distribution list at your 

organisation, and entering the DL 

address here. 

 

 

 

 

 

 

6. Select Save at the top of the page to 

save your changes.  

 

https://service.ariba.com/Supplier.aw/125013071/aw?awh=r&awssk=oEuxJpSB&dard=1
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