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PO Collaboration –GRN Approval

The goal of this user manual is to:

Course Pre-requisites:
ESA-SCH-User Guide-02-PO – GRN Create

◦ Understand the process of Submitting the GRN and GRN details 
tracking. 

◦ This is only applicable to Asset PO’s.

Objective

Target Audience:

Suppliers

Notations Used in 
Training Manual

Login Page

Login To SCH Portal

PO to Payment Display

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 

3. Click Log in

GRN Overview ◦ For the GRN with status = “Posted”, Invoice Submit option is enabled

◦ Only when PO Status = “Acknowledged” for special category POs, Goods Receipt can be 
submitted

◦ PO Status set to Acknowledged automatically when the GRN is updated by ESA warehouse 
team and supplier can track the complete GRN details under GRN List Menu

◦ For special procurement PO’s(Asset, Projects etc.) supplier can be able to submit the GRN 
with status set to “Pending for Approval” and it will be sent for approval

◦ When GRN Cancelled, status set to “Cancelled” and “Copy GRN” option enabled in PO details 
page to resubmit

◦ For the GRN with status = “Posted”, Invoice Submit option is enabled.



Search PO Filter Acknowledged 
PO Create GRN Submit and check 

Status

GRN Created and 
Approved

Copy Create 
Cancelled GRN

Submit 
GRN-Invoice

Cancel GRN

Purchase 
Order List

On click of PO Number PO 
history will be displayed

Click over here or GRN List Menu and select GRN for details

Status Indicate whether 
Supplier Acknowledged 
or Yet to 

On click of PO List, list of PO based on Buyer 
Responsible for Buyer, End User responsible 
for End User will be displayed

PO History - 
Header

PO History – 
Item/GRN

PO History – 
Invoice/Payment Click over here or Invoice List Menu and select Invoice for details



GRN Detail - 
Header

GRN Item and 
Attachment

GRN Approval Log

Invoice Header 
and Item data

Invoice Bank and 
Payment detail



GRN Approval

GRN Submitted 
in Approval

GRN Approval 
Notification

Check the GRN Number Created

Observe the status as 
Pending For Approval

On click of this icon – you can understand 
with whom it is pending for approval

1. Select GRN approval to display tasks

GRN Approval 
Inbox

1. Click on Task to 
open transaction

Approve GRN

1. Click on Approve

2. Enter Approval 
Note, if required. 3. Click OK to Approve



Reject GRN

Thank You

GRN status 
after Approved

Observe the status as 
Posted after Approval

2. Mandatory to enter 
Rejection Reason, which 
will be displayed to Supplier

3. Click OK to reject

Observe Status set to Rejected

1. Click on Reject

GRN Status 
after Rejection


