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In this Process, Supplier Receives (Through email with Approved Copy) the Approved Purchase Order from 
buyer and will be available in Post PO Processing Supplier Application with all the details. 

Once after viewing the Purchase Order, the Supplier performs the following steps as a Purchase 
Order Acknowledgement process 

1. Take the Printout of Purchase order. 
2. Provide the Authorized Signature on all pages of Purchase Order 
3. Upload the Signed document in Post PO processing Supplier application. 
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1. Login into Supplier Portal 
 

 

1.1. Input valid email and Click on Continue button.  

 

 
 

1.2. Input the Password and click on the Logon button. 
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1.3. Once click on the Logon button you can see the following screen. 

 
Then you can view the applications assigned to your id 
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2. Purchase Order Review 
2.1. Purchase Order Review 

Once after Logon Click on Post PO Processing Supplier app to view the RFQs.  

 
 

2.2. Once after clicking the app, you can view all Purchase Orders s related to 
your supplier ID, here you can use filter options (E.g.: Company code, 
Plant, Purchase Order Number, Release Date) to find relevant Purchase 
Order. 
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2.3. Search your Purchase order and click on the Go button. 

  

 

 

2.4. Click on the arrow button to review the Purchase Order.  

 
You can view the Purchase Order Line items 
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3. Acknowledge the Purchase Order 

3.1. Click on Acknowledge button  

 
 

3.2. Click on PO Number to Download as shown below. 
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3.3. Take the Printout of Purchase Order and provide the Authorized Signature on all 
Pages and store in sytem (This step is outside of the system) 

 

3.4. Click on Post PO processing window 
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4. Confirm the Acknowledgement 

4.1. Click on Agree, Terms and Conditions check box to accept the Purchase Order 

 
 

4.2. Now click on search option to upload the signed Purchase Order 
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4.3. Select signed PO and click on Open button. 

 
 

4.4. Now click on Confirm button. 
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4.5. You can find the success message now click on OK button to complete the 
process. 

 


