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PO 
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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) & 
Consumption

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.

Stock Consumption is done by customer against which the settlement is done by customer.

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.



PO Collaboration Workflow Diagram
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In this 
Chapter You 

Will Learn 
About …

… how to search for Consignment purchase 
orders

… how to view purchase order details

… purchase order content and process 
henceforth



How to identify a Consignment PO and 
process it?



Consignment Purchase Order

1. Use  Item to Confirm Tile to locate list of available
consignment purchase orders.
2. Use filter parameter Category and choose               
consignment option.
3. Use Item to be confirmed View to locate consignment 
purchase orders pending for confirmation.
4. In PO form, at line-item Consignment category is define to 
identify PO as consignment PO.

Note: Further process of Order confirmation & Advance shipping 
notification remain same as per standard PO collaboration 
process.
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How to identify the Goods Receipt in 
Consignment PO?



Consignment Purchase Order
View Goods receipt

From the Workbench

OR 

From Orders>Orders and Releases:

 

1. Select any of the Orders tile.

2. Use filter parameter Category and choose               
consignment option.

3. Using filter in Order Status, select Received, 
Partially received.

4. Open PO by clicking its number.

Note : 

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



5. From Related documents -> More .

6. View the documents with the "Receipt" type to 
see the goods receipt associated with the PO.

Consignment Purchase Order
View Goods receipt



7. In the receipt, the comments 
provided by the customer to 
supplier is also displayed here.

8. If the goods is returned , the 
quantity will be displayed in 
negative.

9. Next to the PO number, the 
text “(Closed for receiving)” 
indicates that all goods have 
been received.
Note: This message will only 
appear on the GRN once all 
items have been received.

Consignment Purchase Order
View Goods receipt
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How to view consumption and settlement 
done by customer against consignment 
stock?



Consignment Purchase Order
Consumption done by customer

1. Use Fulfillment Menu and go to Extended collaboration.
2. Select Consignment movement Tab.
3. Use Filter parameter to customize the view of consumption list 
Ex: Start & End date, customer etc.
4.To view consumption/consignment movement, select 
checkbox.
5. Click on Search.
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Consignment Purchase Order
Consumption done by customer

7.List of Consignment movement shown with part number, 
movement date, Qty etc.
8. Movement No. column shows the consumption document 
number of customer.
9. Columns can be added/removed by clicking on grid icon.
10.Click on Export to extract 
Consumption report.
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Consignment Purchase Order
Settlement done by customer

1. Use Fulfillment Menu and go to Extended collaboration.
2. Select Consignment movement Tab.
3. Use Filter parameter to customize the view of consumption list 
Ex: Start & End date, customer etc.
4.To view settlement against any movement/consumption, 
unselect checkbox.
5. Click on Search.
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Consignment Purchase Order
Settlement done by customer

7.List of Consignment movement settlement shown with part 
number, movement date, Qty etc.
8. Settlement column shows the Invoice document number of 
customer.
9. Columns can be added/removed by clicking on grid icon.
10. Click on Export to extract 
Consumption report.
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Consignment Purchase Order
Settlement done by customer

11. Click on settlement document number, which is 
Customer invoice number.
12.  Invoice settlement sent by customer is shown with
It’s value inclusive of tax and other details.
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Thank you!!
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