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PO 
Collaboration 
Documents

Document Description

Purchase Order (PO) Header Item and Delivery dates.
A purchase order is a formal request or instruction from a Buyer to a Supplier to supply or 
provide a certain quantity of goods or services at or by a certain point in time, at a certain 
location for a certain price.
Structure
A purchase order (PO) consists of a document header and a number of items.
The information shown in the header relates to the entire PO. For example, the terms of 
payment and the delivery terms are defined in the header.

Order Confirmation (OC) Item level confirmation.
A Purchase Order confirmation is a formal acknowledgement of receipt of a Purchase Order 
by the Buyer. It also serves to confirm or reject the (lines of the) purchase order. 

Advanced Shipping 
Notification (ASN)

Header Item and packaging details.
An Advanced Shipping Notification is a document from a Supplier to a Buyer that provides 
details of an imminent shipment.
Structure
An Advanced Shipping Notification consists of a document header and number of items. 
A soft copy of Supplier Invoice must be  added in ASN [Advance Shipping Notification].

Goods Receipt (GR) Header and Item.
A Goods Receipt is a posting in the Buyer System of a physical inward movement of goods 
from a Supplier.  It marks the completion of the transfer of goods, which leads to an increase 
in the warehouse stock.

Invoice Receipt (IR) Invoice document is a posting in Buyer system for the goods which were accepted by 
customer. It marks completion of Invoicing process, which further leads to payment clearing 
stage.

Payment advice is a posting in Buyer system  for the invoices pending for payment.  It marks 
an intimation that customer has paid an invoice.
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Purchase 
Order
In this 
Chapter You 
Will Learn 
About …

… how to search for purchase orders

… how to view purchase order details

… purchase order content and fields 
description



Purchase Order
Search and Identify the PO

From the Workbench

OR 

From Orders>Orders and Releases:

 

1. Select any of the Orders tile.

2. Use filters to identify the right document.

3. Search results will appear. Click the settings icon 
to customize the view.

4. Click export button to download data in Excel.

5. Open PO by clicking its number.

Note : 

• If the order can not be found in search, please 
check PO instructions or contact [Customer]. 

• For more info on how to manage your workbench 
and create specific tiles please refer to the next 
slide.



Customize Tiles on Dashboard
Customize Tiles

• The customize icon on the 
workbench will bring up the edit 
workbench page. On this page, you 
can add, remove and reorder your 
tiles.

• To add a tile, click on the “+” icon. 
This will bring up a list of available 
tiles. Click on the “+” sign again to 
add the tile. The workbench can 
support a maximum of 25 tiles.

• To remove a tile, click on the “x” 
icon on the top right of the tile.

• To reorder your tiles, drag on the 
two horizontal lines on the top of 
each tile and drop to the desired 
position. The ordering of your tiles 
is how it will appear on your 
homepage.



Purchase Order
Search and Identify the PO (From the Home page)

You can search for PO as well from the 
Portal Home page by using either 
Customer name or order number.

Note : 

• If the order can not be found in 
search, please check PO instructions 
or contact [Customer]. 



Purchase Order
View PO Details 1

1. View the details of your order and allowed 
actions.

2. Access order tracking from the purchase 
order header to find information about a 
purchase order's status, history and 
execution.

3. Line Items section describes the ordered  
items. 

4. Click Details or Show Item Details to 
review more information about the order 
such as control keys, schedule lines and 
others.

5. You can configure your view by clicking 
configure icon. 

6. If your customer allows, you will be able to 
see the Customer heading address in the 
upper left side of the PO.



Purchase Order
View PO Details 2

7. A copy of the PO is provided here as an attachment, along with any additional attachment submitted by  buyer in PO.



Purchase Order
View PO Details 3

8. The comments provided by the buyer at the header level in the PO will be displayed here.



Purchase Order
View PO Details 4

9. Click on the 
detail's icon .

10. The comments 
given by the 
buyer in the PO 
at the item - level 
will be displayed 
here.



Purchase Order
View PO Details – Edited PO

• If buyer edited a PO, PO status will appear 
as Changed. 

• You will still be able to see previous 
versions of the document. 

• The changes will be displayed in the Line 
items section:

1. In case buyer updated the PO, line 
item will be marked as Edited.

2. In case buyer deleted the line item – 
as Deleted 



Thank you
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