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Purpose: The purpose of this document is to provide CCF Suppliers training the process for entering an
acknowledgment in supplier portal.

1. Login to Supplier Portal and click the “Supplier Portal” icon.

-

Supplier Portal Social Getting Started
—_ —

2. In Orders select “Manage Orders”.

Tasks

Orders

[Manage Orders h

« Nanage Schedules

+ Acknowledoge Schedules in Spreadshest

3. Enter “Purchase Order” number or “Status” and select “Search”.

4 Search Advanced Manage Watchlist Saved Search All Orders
Sold-to Legal Entity = Order I I
Bill-to BU v Status | o I
Supplier Site L4 Include Closed Documents MNo »

Search | Reset Say

4. Select the “Purchase Order” you want to Acknowledge.
Search Results
Actions v View v Formatw 4 B Freeze [ Detach Wrap

Order Order Date Description Supplier Site Buyer Ordered Currency Status

CL20004746

6123120 DmcContr-01 Ikhinrmwin, Lewis 1.099.00 GBP Cpen
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5. Select the “Acknowledge” button displayed on the upper right corner.

Acknowledge View PDF Actions ¥ Done

6. Inthe Terms section select “Acknowledge Response” dropdown and select “Accept”.

Note: Acknowledgment Note (Optional Step).

Terms  Motes and Attachments

Required Acknowledgment Document and Scheduls

Acknowledgment Due Date 5/20/20

Acknowledgment Response

Acknowledgment Note

7. Inthe Lines section under Response select “Accept” from the dropdown.

Schedules
Actions v View v Formatwy T By im| Detach Accept | Reject Response Al ~
. . . . . Requested Promised —_—
Line |Description Supplier tem  Quantity UOM Price Delivery Date Delivery Date Response Rejection Reason
1 Test item ack 10 EA 100.00 8/20/20 8/20r20 Accept W )
3
Rows Selected 1 Columns Hidden 7
Note: If rejecting-the field will become available to enter a Rejection Reason.
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8. Select “Submit” to send the response to the Buyer.

Edit View PDF Cancel

9. Select “OK” confirming document will be accepted.

Confirmation

The document will be accepted. Do you want to continue? (PO-2055013)

. Cancel

10. Select “Done”.

Acknowledge View PDF Actions ¥ Done

11. Select “Done”.

Done
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