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Navigation



▪ To navigate to the Order 

list, click on the truck icon 

on the left side of the 

screen.

▪ To expand another level 

of the menu, click on 

'Purchase Orders (New)' 

and select 'Order List'.

Navigation to Order list
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▪ In the Order list, you can 

see all orders created and 

their details.

▪ To filter the orders, click 

on the Filter icon and 

select either the Quick or 

Advanced filter.

Filter
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Quick filter

Advanced filter

Filter



▪ The Quick filter will 

expand on the left side of 

the screen, allowing you 

to search by selected

criteria quickly.

Quick Filter
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Navigation



▪ The Advanced filter 

combines multiple 

conditions to find exactly 

what you need.

▪ Confirm the filter by 

clicking the Apply button.

Advanced filter
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Apply Filter



▪ Use the slider to move 

through the list and view 

other details of the 

orders.

View
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Navigation

Slider



▪ After hovering your 

mouse over the column 

title, the three-line icon 

will appear, allowing you 

to expand the column 

menu.

▪ This menu allows you to 

adjust the view settings 

according to your needs.

View
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Column Menu



▪ The list can be exported 

to an Excel file by clicking 

the 'Export Excel' button.

▪ To export a CSV file, 

expand the roll-out menu 

under the small arrow on 

the right side.

Export
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Esport Excel

Esport CSV



New Purchase Order



▪ A new purchase order is notified 

by email.

▪ You can use the link in the email 

to access the supplier portal.

Email notification
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New Purchase Order



▪ At the same time, the 

new PO becomes visible 

in the Order list.

▪ Its initial status is 'Sent' as 

no action has been taken 

yet.

Order List
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New Purchase Order



▪ To open an order, click on 

its Order No. or expand 

the menu hidden under 

the three dots on the 

right side of the line.

▪ The order can also be 

accessed directly from 

the 'Orders' box in the 

Dashboard.

Open PO
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New Purchase Order

Open Order



▪ The PO will open in a new 

window.

Open PO
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New Purchase Order



▪ Scroll down, and below 

the delivery conditions, 

you will see the note 

'Please open the order 

PDF!!‘

▪ Downloading the 

document is a required 

step to proceed with 

accepting or declining 

the order.

Download PDF Document
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New Purchase Order

Download document



PO confirmation



▪ If the PO is fully accepted, 

the easiest way is to add 

the supplier confirmation 

number and click the 

'Save and send back' 

button.

Confirmation (Option 1)
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PO confirmation



▪ If the whole ordered 

amount cannot be 

delivered at once, you 

can split the quantity and 

set different delivery 

dates.

▪ The order can be split 

multiple times.

▪ To remove a split line, 

click the 'Delete' button 

on the right side of the 

line.

Split (Option 2)

19

PO confirmation

Split

Quantity

Delivery dates

Delete



▪ Only lines with the box 

under the confirmation 

number ticked will be 

confirmed to the 

customer.

Split (Option 2)
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PO confirmation

Confirmation Number



▪ Add the supplier 

confirmation number and 

click the 'Save and send 

back' button.

▪ After approval, the PO 

will go into 'Pending' 

status for a buyer's 

approval.

Split (Option 2)
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PO confirmation



▪ When the buyer confirms 

the changes, the status 

will change to 

'Confirmed.'

Split (Option 2)
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PO confirmation

Confirmed



▪ To upload the document, 

click the 'Upload' button.

Document upload
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PO confirmation

Upload document



▪ To upload a new file, click 

the 'Choose File' button and 

select the file from your 

computer.

▪ Multiple documents can be 

added in this window. A new 

line will appear after clicking 

the plus icon in the lower left 

corner.

▪ When all files are selected, 

click the 'Add New File(s)' 

button.

▪ The maximum file size is 128 

MB.

Add new file
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Add more documents

Add new File(s)

Comment

Choose file



▪ To upload a new file or 

multiple files, click the 

'Add New File' button.

▪ To delete an uploaded 

document, click the cross 

icon next to it.

▪ When all documents are 

uploaded, you can close 

the window by clicking 

the 'Close Window' 

button.

Document upload
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PO Decline



▪ When the price does not fit 

or is changed during the PO 

creation process, but you 

can still deliver the item in 

the PO, there is no need to 

decline the PO.

▪ Add the correct price into 

the remarks and click "Save 

and send back." This will 

automatically notify the 

buyer.

▪ The buyer will either accept 

the change and update the 

PO or decline the change 

and cancel the PO.

Wrong price
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PO Decline

Remarks - item

Remarks - PO Save and send back



▪ X

Wrong price
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Remarks - item

Remarks - PO Save and send back



▪ If some of the positions 

cannot be delivered, the 

position can be declined 

after adding remarks by 

clicking the 'Decline' 

button.

▪ When all positions are 

declined, the entire PO is 

declined as well.

▪ Note that there is no 

confirmation button after 

clicking 'Decline'.

Decline the position
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PO Decline

Decline position

Remarks



▪ When none of the 

positions can be 

delivered, the entire PO 

can be declined after 

adding a remark by 

clicking the 'Decline' 

button at the bottom of 

the PO.

▪ Note that there is no 

confirmation button after 

clicking 'Decline'.

Decline whole PO
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Decline PO

Remarks



▪ After declining, you will 

see a notification that the 

PO has been declined.

Decline whole PO

31

PO Decline

Notification



▪ The status of the PO has 

been changed to 

'Declined‘.

▪ The information has been 

sent to the customer.

Decline whole PO
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PO Decline

Status change



Delivery Note



▪ After confirmation, the 

order will appear in the 

Worklist.

▪ You can navigate to this 

section by clicking on 

SCM in the menu on the 

left side, then selecting 

Purchase Order (New) 

and Worklist.

Navigation to Worklist
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Delivery Note



▪ To see the details of the 

order, you can open it by 

clicking its number or by 

clicking the eye icon 

directly in the line, which 

appears when you hover 

your mouse over it.

Open Order from Work List
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Open Order



▪ There are two ways to 

create a new delivery 

note. The first way is by 

clicking the plus icon in 

the upper right corner, 

which appears after 

selecting the lines.

▪ The other way is by 

clicking the plus icon 

directly in the line when 

you hover the mouse 

over it. In this case, the 

delivery note will be 

applied to the line.

Create new Delivery Note
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Delivery Note

Create New Delivery Note



▪ Confirm that you want to 

create a new delivery 

note by clicking the 

Create button.

▪ Multiple POs can be 

selected to create a 

delivery note.

Create new Delivery Note
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Create Delivery Note



▪ The delivery note number 

is filled in automatically 

but can be changed 

according to your needs.

▪ If the value is not correct, 

adjust the Delivery Date.

▪ If Special Care for 

delivery handling is 

needed, enter this 

information in the 

designated box.

General Data
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Delivery Note

Automatic Delivery Note number

Estimated Delivery date

Special Care



▪ In the bottom part of the 

General tab, you can add 

additional text, upload 

files, and add a shipping 

reference.

General Data
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Delivery Note

Additional Text

Add file

Shipping reference



▪ While adding the

document leave a 

comment and select the 

file by clicking Choose 

File or by dragging and 

dropping the file into the 

box below.

▪ Confirm by clicking the 

Save button.

Upload File
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Delivery Note

Save

Choose file

Drag and drop

Comment



▪ After populating all 

mandatory data, click the 

Save button and proceed 

to the Items tab.

Save and proceed to the next tab
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Delivery Note

Save

Items tab



▪ When you hover your 

mouse over the item line, 

icons will appear on the 

right side. The pencil icon 

allows you to edit the 

item.

Edit Item
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Delivery Note

Edit



▪ The Quantity is 

automatically set from 

the PO. If the delivery did 

not include the whole 

amount, the quantity 

needs to be changed.

▪ Also, fill in the Gross 

Weight, Production Date, 

and Best Before Date.

▪ Save the data by clicking 

the Save button.

▪ Don't forget to edit all 

items in the list.

Edit Item
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Save
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▪ After saving the data, 

return to the General tab 

to notify your customer.

▪ The Notify button is 

hidden in the expansion 

menu under the three 

dots icon.

Notify

44

Delivery Note

Notify
General Tab



▪ To confirm that you want 

to advise this delivery 

note, click the 'Advise' 

button.

Notify
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Advise



▪ To confirm that you want 

to advise this delivery 

note, click the 'Advise' 

button.

Notify
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Delivery Note

Advise



▪ After notifying the 

customer, the status of 

the PO will change to 

'Advised' or 'Party 

Advised' depending on 

whether the whole order 

or just part of it was 

included in the 

notification.

Advised
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Delivery Note

Advised / Partly Advised



▪ To view the overview of 

advised delivery notes, 

navigate to SCM -> ASN 

-> Advised Delivery 

Notes.

Delivery Notes: Advised
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Delivery Note

Advised Delivery Notes



▪ Open the delivery notes 

by clicking its number.

Open Delivery Note
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Delivery Note

Open Delivery Notes
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