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1. Enter User ID

2. Enter password

3. Click Log in

PO Collaboration User Manual
Acknowledge PO

The goal of this user manual is to:

Course Pre-requisites:

◦ Understand the process of Acknowledge Purchase Order
◦ Review New / Changed Purchase Order and acknowledge

Objective

Target Audience:

Suppliers

Notations Used in 
Training Manual

Review PO and 
Acknowledge

Login Page

Login To SCH Portal

An information 
to review 

Text Denotes the 
specific action to 
be taken

Number denotes the sequence of the 
steps to be followed.
If same number, either of the way same 
action can be called

Buyer details to contract

1. Verify default values of address  
and change if required

2. Enter Title, Description and 
mandatory field Values 

Search PO Filter New / 
Partially Acknowl-

Review Delivery 
Date

Acknowledge



Acknowledge Purchase Order

Acknowledge PO
◦ Only after Acknowledge PO, Goods Receipt Note or Service Entry sheet submit is allowed

◦ When changes required in PO, supplier to reach out to buyer for required changes before 
acknowledge

◦ New POs will have status as “New” at header and item level 

◦ After Acknowledge, when there are any additional line items added, those line items will have 
status as “New” and at header level status will be “Modified”

◦ After Acknowledge, when there are any changes in acknowledged line items, or at header 
level those line items will have status as “Modified”

◦ Only after “Acknowledged” status, Good receipt or Service entry sheet submit is allowed

Navigate to PO 
List page

Click on Purchase Order

2.Click on New to display 
all POs with status = New

1.Click on chart icon

Select PO List

3. Click  on PO Number 
to display details

2. Click here to 
download PDF 
copy of PO

1. Check the 
status = New

Observe Header details of PO

Click here to select Excel/PDF download option

Click on Excel to download item details in Excel

2. Click on Acknowledge to set the status to 
Acknowledged



Thank You

Partial Acknowledgement of 
PO When new line items

Check the statis of PO 
Changed to Acknowledged

1. Input PO Number here and check 
the PO Status in the list page 

Check the statis of PO 
Changed to Acknowledged

Order Status = Partially Acknowledged

Added PO line with status New

1. Click on Acknowledge to 
Acknowledge all the changes

Header Level Acknowledged

Item Level Acknowledged


