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HOW TO LOT INTO WOI 
 
Link: https://www-01.ibm.com/procurement/esi/ 
 

 

https://www-01.ibm.com/procurement/esi/


 

 
 
 



 



 
 
 



PURCHASE ORDERS – SEARCH AND SORT 
 

 



 
 
 
 



Search on – select search criteria 
 

 
 
 



Search for – intorduce specific search parametes 
 

 
 



Column headings – basic information about purchase orders 
 

 
 



Organize the purchase orders in ascending or descending order by different criteria 
 

 



S
 

ee all pages of the purchase orders 

 
 
 
 



 

PURCHASE ORDER FUNCTIONS 

l of access. For more information about access roles, 
please, go to the Supply Portal Application Help module. 
 

 
The buying party (IBM) will send purchase orders to the vendor using the WOI application. The vendor may 
accept/reject and invoice these orders using WOI. 
The availability of buttons/functions depends on your leve

 



 
How to print a purchase order 
 

 
 
 



 
How to start to create an invoice from an already accepted purchase order 
 

 
 



How to check the status of a purchase order 
 

 



How to print a purchase order 
 

 
 



H
 

ow to open the purchase order 

 



 
 
 



Purchase order details 
 

 
 



 

 



 
 
 
 
 
 
 
 



How to open a line of a purchase order 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 



 



 
 
 



Please, scroll to the top of the page 
 

 
 
 



PURCHASE ORDER CHANGES 
 
When the buying party changes a purchase order, you will receive the changed purchase order in the WOI 
application. When a purchase order is changed, you must accept the changed purchase order before you can 
invoice it. Please note, all line items must be accepted even if you will use only 1 purchase order item for the 
invoice. 
 
„New” purchase orders (unchanged orders), do not need to be accepted. 
 

 



 
 
 
 
 
 



How to accept the changed purchase orders 
 

 



 



 



 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
The purchase order change has now been accepted. Scroll down this page. 
 
 

 
 
 



 

INVOICES AND CREDITS 
 
When you create a new invoice or credit, you must always start at the purchase order. 
 

 



 



 



 



 



 



 



 



 
 
 
 
 
 



The invoice has now been sent to IBM and you have returned to the WOI main screen. Save and/or sent invoices 
can be retrieved by clicking „Invoices and Credits”. 
 

 



SUPPLIER PROFILE 
 

 
 
Click the „Save profile change” button to save your profile. 
 
 
 



PROTOCOL REPORTS 
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