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How to confirm Purchase Orders (POs) in SupplyOn

2



All rights reserved

Confirm Purchase Orders
Step 1: Navigate to the Dashboard
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ü Go to ñSupplyOn Servicesò ĄñSupply Chain Collaborationò (SCC) (1)

ü Alternatively, you can also click on the ñOpenò button in the ñSupply Chain Collaborationò box (2)
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Confirm Purchase Orders
Step 2: Access Orders 1/2
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From this overview there are multiple 

options to find the required POs:

a) Recommended: Use the box for 

ĂOrdersñ (1). 

By clicking on the red bars you will 

be directly forwarded to the POs 

with the respective response status. 

Alternatively, you can also click the

ĂEdit confirmationsñ button to get to

the overview of orders with all three

response statuses.

b) Go to ĂDemandñ > ĂOrdersñ in the

menu on the left (2).

c) Search for a specific order using the

ĂSearchñ functionality (3).
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Confirm Purchase Orders
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Step 2: Access Orders 2/2

ü When using the recommended option

Ăañ you will be forwarded to the Orders 

Overview (1), with the according filter

in place. You can modify this filter

under ĂAdvanced Searchñ (2).

ü Column ĂConfirmation statusñ (3):
Open = PO was not confirmed yet

Partly = PO was partially confirmed (in 

case of multiple PO lines)

Dated = PO was confirmed but there was 

a change that requires reapproval

ü The column ĂConfirmationñ highlights

all POs where a confirmation is still 

required (4).

Note: only POs with ĂConfirmationñ  

> ĂNot requiredñare available for 

transport registration (FPA/ASN 

creation).
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Confirm Purchase Orders
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Step 3: Access Order line items

ü By clicking on ĂOrder line itemsñ you

can change the view to PO position

level (1). Here you can view each PO 

position, incl. requested material, 

quantity, need-by date, etc.

ü The column ĂConfirmationñ highlights

again all POs with required

confirmation (2).
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Confirm Purchase Orders
Step 4: Customize Orders and Order line items 1/2
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You have the possibility to customize the 

overview by managing the columns:

1. You can show and hide columns by 

going to ñViewò (1). With ñ+Show 

hidden columnsò (2) you can extend 

the list of available fields.

2. You can create different profiles and 

save them (3).

3. You can reorganize the columns 

through drag and drop (4).

We recommend to take this one-time 

effort to ensure you get all required 

information at a glance.
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Confirm Purchase Orders
Step 4: Customize Orders and Order line items 1/2
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Filtering the data:

1. You can use the search area to filter 

e.g. by PO number or item number (1)

2. Alternatively, you can use the 

ñAdvanced searchò to filter by multiple 

criteria (2). You also have the option 

to save a specific search profile (3).

3. You also have the possibility to set 

filters to multiple columns, using the      

sign (4).
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Confirm Purchase Orders
Step 5: Check Purchase Order Information 1/3
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ü In the ĂOrdersñ and  ĂOrder line itemsñ you will find all relevant information on the PO, including PO position, material, quantity, need-by

date, unloading point as well as the confirmation due date.
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Confirm Purchase Orders
Step 5: Check Purchase Order Information 2/3
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ü You can also view the PO details by clicking on the blue PO number; above screen will appear

ü The PO positions are listed in the tab ĂLine Itemsñ (1). You can switch between positions by clicking on the respective line.

ü The ĂCustomer Informationñ shows need-by date as well as ordered quantity (2)

ü You can see until when the PO confirmation is required (Respond-by date) as well as the date of your confirmation (ĂResponse Dateñ) (3)
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Confirm Purchase Orders
Step 5: Check Purchase Order Information 3/3
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ü The tab ĂHeader Detailsñ (1) gives

information about the order subtype

(e.g. SPO = Standard PO, FPQ = First Piece 

Qualification, KAN = Kanban é) (2)

The order subtype is also visible in the

Orders view and can be used for filtering.

ü In case the INNIO planner entered additional 

information on the PO, you will find it under

ĂOrder Informationñ (3).

ü The tab ĂPartiesñ gives general information

on customer and supplier.
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Confirm Purchase Orders
Step 6: Processing Options
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ü There are various processing options for 

PO handling, with a slight difference on 

Orders and Order line items level:

1) Via the three-dot menu on the 

very left of the table you can e.g. 

access the PO history, download 

a pdf document or a confirmation 

template

2) Under ñMoreò you have the 

possibility to upload your 

confirmations 

3) You can also view the PO details 

via click to the blue marked PO 

numbers

ü On the Order line items level you 

additionally have the option to reset your 

confirmation to the requested values 

(under 1 and 2)
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