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Viewing an order
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Click here to view 

your orders.
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Viewing an order (cont.)
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Click ‘View’ for the 

order you want to 

see.
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Viewing an order (cont.)
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Expand the header 

details for an 

overview of the 

order.
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View notes and 

attachments here.
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Use this to convert 

into different 

currencies.
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You can download or 

print the order here, 

and customise the 

columns you see.
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Acknowledging or amending an order (if not auto-acknowledge)

PURCHASE ORDERS SUPPLIER USER GUIDE

To acknowledge an 

order, click here.
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To amend or 

acknowledge the 

order, click here.
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To just view the 

order, click here.
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Acknowledging or amending an order (if not auto-acknowledge) cont.



Acknowledging or amending an order (if not auto-acknowledge) cont.
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Use these fields to 

amend the delivery 

dates.
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Use this field to 

amend the 

quantity.
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Use this field to 

amend the unit 

price.
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Use this field to 

show the order in 

a different 

currency.
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If amending, use this 

button to send the 

amendments.
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To just acknowledge 

the order, with no 

changes, click this 

button.
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