
Supply Chain Management

How to 

check purchase orders 
and confirm with or 
without changes

Please click on the orange boxes to 
navigate through the application. 

CLICK-GUIDE
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Overview of Supply

Chain Collaboration
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After you log-in to SupplyOn, you are on the
homescreen. Click here to go to the Supply 
Chain Collaboration module.
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Supply Chain Management

The Dashboard of Supply Chain Collaboration 
allows access to all available functionalities and 
processes.

To access the orders overview click either on 
the Orders button at the sidebar or on the 
Orders tile.
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Orders Overview

& Configuration
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The orders overview provides an overview of all 
available orders on SupplyOn.

1. You can search for the order number

2. The view can be adjusted by clicking on the 
“View” button.

3. Orders can be downloaded on the 
“Download” button.
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Supply Chain Management

You can configure the order overview and line 
items overview

1. Click on the “View” button

2. move the items on the overview to the left 
or to the right 

3. display or hide fields

4. save your configuration
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Supply Chain Management

You have the choice to download the order as 
the following overviews.

1. Mark the order number

2. Click on the “Download” button and 
choose the download type

1
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1. Select the order you want to see more 
details of

2. Click on the “View details” button
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Overview of
Order details
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1 2 3

You can select the views between the following 
tabs:

1. “Line items”

2. “Header Details”

3. “Parties”

4. “Attachments”
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Line item details are always displayed for a 
selected position.

You can view the details of the position by 
clicking on the right line. Here you can see the 
position details, line item details, schedule lines 
and the supplier response.
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The header details shows all information of an 
order available on header level like the 
document data, references & instructions or 
the status.
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The parties details shows all parties concerned 
by the order. Here you can see the customer 
details, details for shipping or the supplier data.
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In the attachments you can add more 
documents for this order.
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Overview of

Order line items
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1

The Order Line Items View provides an 
overview of order positions. A search function 
is available to search for line items.

The view can be adjusted by clicking on the 
View button.
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The view can be adjusted by clicking on the 
View button.

1. Click on the “View” button

2. move the items on the overview to the left 
or to the right 

3. display or hide fields

4. save your configuration
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Download of

provided documents
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Download the documents provided 

1. Click on the Order Number 

2. View details
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Download the documents provided 

1. Go to Line Item Details

2. Click on the link
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Download the documents provided 

1. You will be forwarded to the DMS system

2. Click on the document
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Download the documents provided 

1. Click on the zip file stored under files 
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Download the documents provided 

1. The zip file will now be downloaded to 
your download folder 
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Order confirmations
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1

To edit an confirmation you have to mark the 
order you want to edit and click on the “Edit 
confirmations” button.
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1

To edit an confirmation you have to mark the 
order you want to edit and click on the “Edit 
confirmations” button.

2
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1

Once Edit confirmations was clicked the 
confirmation status changes and fields to enter 
deviating data on the confirmation are editable.

1. mark the Position

2. add supplier references 
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1

Enter the data for the underlined fields

1. Confirmed Date

2. Confirmed price per unit

3. Supplier Reference is mandatory and once 
all data has been checked and if needed 
adjusted click “Send confirmations”.
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