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Review of Purchase Order

We can review two parts of the Purchase 
Order document:

1. The header level

2. The line items level.
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Review of Purchase Order

1. The header level will indicate:

1. Who the purchase order is from;

2. Who it was sent to;

3. Status of the Purchase Order;

4. Amount due on this Purchase
Order.
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Review of Purchase Order

1. The header level will indicate:

1. You have the option to
download a copy of the 
Purchase Order in PDF format;

2. Or print a copy of the Purchase
Order.

3. The payment terms

4. Reminders/instructions on how
to transact with SUTD.
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Review of Purchase Order

1. The header level will
indicate:

1. Address details.;
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4. When the line item will be delivered;

5. Unit price;

6. Subtotal.

Review of Purchase Order

2. The header level Line Items of the PO indicates:

2. Description of the line item;

3. Type of the line item;

4. Quantity of the line item;
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Review of Purchase Order

1. The header level Line Items of the PO indicates

1. To view additional details of the line item,
can click the Details link.

2. Click the "Summary" link to hide the
additional details again.
.
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2. Issuance of Order Confirmation
Via ARIBA Supplier Network



Issuance of Order Confirmation

Order Confirmation document allows 
Suppliers to inform SUTD that they 
can deliver the goods/services. Do 
note that this document is not 
mandatory for SUTD. Suppliers can 
skip this document and can directly 
issue the Invoice for the Purchase 
Order issued by SUTD

To issue the Order Confirmation:
1. Click "Create Order Confirmation"

button. Choose "Confirm Entire 
Order". 
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Issuance of Order Confirmation

1. Please input an order
confirmation number.

2. You then need to input an
estimate shipping date and
estimate delivery date.

3. You also have the option to attach
a supporting document for this
order confirmation. Do note that
attachment is optional for order
confirmation
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Issuance of Order Confirmation

You can now submit the order 
confirmation. 

1. To do this, click the "Next" button.

You will be taken to the "Review 
Order Confirmation" screen to review 
the details.

1. If there is a need to update the
document before submission, can
click the "Previous" button.

2. To submit the Order Confirmation
button, click the "Submit" button.
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Issuance of Order Confirmation

You will then be taken to the 
Purchase Order screen.

1. The status is updated to
"Confirmed“

2. Order Confirmation document is
reflected in the "Related
Documents" section.
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