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Once you access the Supplier 

Profile page, click on the grid-
shaped (Rubik’s cube) icon i.e., the 

‘App Launcher’ in the upper 

right-hand corner to view 
Purchase Orders, Invoices, 

Supplier Profile etc. and navigate 
based on your preference.
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Find and View your Purchase Order
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Then, select ‘Purchasing’ from the 

menu. This will direct you to the 
Purchasing Section.
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Find and View your Purchase Order
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Click on the Purchase Order 

Section.

View Your Purchase Order PO is Auto Acknowledged Create Service Confirmation

Find and View your Purchase Order

3

4

3
Click on the specific ‘Purchase 

Order number’ to  view details.
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In the Basic Details section, you 

can see that this supplier is ERS-
enabled, as indicated by the ‘ERS 

Flag’.

Since the ERS flag is enabled, 
‘Invoices’ will be ‘Auto-

generated’.

If the ERS flag is not enabled, 

you’ll have  to create an E-
invoice for your Purchase 

Orders.

Note: Make sure to review the 

Purchase Type of the Order
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ERS Flag – Purchase Order
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For ERS enabled Purchase Order
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You can identify the ‘Line Type’ 

(Service/Material) under ‘Basic 
Information’.
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Purchase Order – Sections

6

7

6 7 Choose a section to view its 

corresponding details on the 
Purchase Order.
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Click on ‘Basic Details’ to view the 

Order Number, Currency, Order 
Contact, Vendor Confirmation 

Approver, etc.
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Purchase Order – Basic Details
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You can find the name of the 

‘Vendor Confirmation Approver’ 
under the PO Header Text.

Note: If the Vendor Confirmation 
Approver cannot be found in the PO 

header text, please reach out to the 
order contact who created the PO.
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Click on ‘Line Details’ to view and 

check information such as Price 
Basis, Unit Price, Quantity etc.
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Purchase Order – Line Details & Terms & Conditions
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Note: For any changes required on the PO you need to reach out to the buyer
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In the Line Details section of 

the Supplier Profile, the status 
displays as ‘Accepted’, 

indicating that the Purchase 

Order has been 
‘Auto-Acknowledged’ by the 

system.
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Purchase Order Acknowledgement
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Note: For any changes required on the PO you need to reach out to the buyer
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PO Statuses Explanation

Accepted PO is accepted by supplier

Closed PO is closed for receiving and invoicing

Cancelled PO is cancelled by the Buyer

Purchase Order – Line Status
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