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How to Manage Columns



2

Once you access the Supplier 

Profile page, click on the grid-
shaped (Rubik’s cube) icon i.e., the 

‘App Launcher’ in the upper 

right-hand corner to view 
Purchase Orders, Invoices, 

Supplier Profile etc. and navigate 
based on your preference.

Purchasing Workbench Manage Columns Apply Changes

Manage Columns – For Purchasing Workbench 
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Manage Columns – For Purchasing Workbench 

1 Then, select ‘Purchasing’ from the 

menu. This will direct you to the 
Purchasing Section.

2

Purchasing Workbench Manage Columns Apply Changes
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Manage Columns – For Purchasing Workbench 

(a) To access your Purchase Orders: Click

on the Purchase Order tab.

(b) To access Service Confirmations: Click on 

Service Confirmation tab

3

To customize the view of this section, 

click on Manage Columns.
4

3b

4

Purchasing Workbench Manage Columns Apply Changes
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Manage Columns – For Purchasing Workbench 

A slider opens with the  list of all the available 

columns to choose from.

Click, hold and drag the grid icon  adjacent 

to the column name to reorder the column 

position to your preference. Only the columns 
with this icon next to them can be reordered.

5

6

Purchasing Workbench Manage Columns Apply Changes
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6a

6b To adjust the visibility of columns, click on the 

‘Eye’ shaped icon adjacent to the column 
name.

(a) Show Column 

(b) Hide Column 

To fix the position of a column in the layout: 

Click on the ‘Table Shaped Icon’ adjacent to 
the column name: The color of the icon 

changes to blue indicating the column is fixed.  

7

7

Click on Apply to save and apply the newly set 

layout.
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Once you access the Supplier 

Profile page, click on the grid-
shaped (Rubik’s cube) icon i.e., the 

‘App Launcher’ in the upper 

right-hand corner to view 
Purchase Orders, Invoices, 

Supplier Profile etc. and navigate 
based on your preference.

Invoice Workbench Manage Columns Apply Changes

Manage Columns – For Invoice Workbench 
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Manage Columns – For Invoice Workbench 

1 Then, select ‘Invoice’ from the 

menu. This will direct you to the 
Purchasing Section.

2

Invoice Workbench Manage Columns Apply Changes
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Manage Columns – For Invoice Workbench 

Click on Supplier Invoice section.3

To customize the view of this section, 

click on Manage Columns.
4

4

Invoice Workbench Manage Columns Apply Changes
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Manage Columns – For Purchasing Workbench 

A slider opens with the  list of all the available 

columns to choose from.

Click, hold and drag the grid icon  adjacent 

to the column name to reorder the column 

position to your preference. Only the columns 
with this icon next to them can be reordered.

5

6

Invoice Workbench Manage Columns Apply Changes

5
6a

6b

To adjust the visibility of columns, click on the 

‘Eye’ shaped icon adjacent to the column 
name.

(a) Show Column

(b) Hide Column

To fix the position of a column in the layout: 

Click on the ‘Table Shaped Icon’ adjacent to 
the column name: The color of the icon 

changes to blue indicating the column is fixed.  

7

7

Click on Apply to save and apply the newly set 

layout.
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Manage Columns – For Line Details 

The opened Purchase Order/ Service 

Confirmation/ Invoice is divided into various 
sections.  

1

To customize the view of the Line 

Details, click on Manage Columns.

2

Viewing Line Details Manage Columns Apply Changes

Click on the Line Details section.

3

1

2
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Manage Columns – For Line Details 

A slider opens with the  list of all the available 

columns to choose from.

Click, hold and drag the grid icon  adjacent 

to the column name to reorder the column 

position to your preference. Only the columns 
with this icon next to them can be reordered.

4

5

Viewing Line Details Manage Columns Apply Changes

4

5

5

To adjust the visibility of columns, click on the 

‘Eye’ shaped icon adjacent to the column 
name.

(a) Show Column

(b) Hide Column

To fix the position of a column in the layout: 

Click on the ‘Table Shaped Icon’ adjacent to 
the column name: The color of the icon 

changes to blue indicating the column is fixed.  

6

6

Click on Apply to save and apply the newly set 

layout.
77
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