
   

 

 
 

Purchase Order Confirmation – Multiple Ship Dates to 

Confirm 

 

Description Screenshot 

Confirming PO with Multiple Ship 
Dates  

Search for the Purchase Order in the 
inbox in Orders and Releases 

Click the radio button for the order 

Click Create Order Confirmation 
button 

Click Update Line Items  

 

 

 

 

 



   

 

Description Screenshot 

Insert Confirmation Number 

Insert the PO Confirmation Number / 
Acknowledgement Number 

 

Est. Delivery Date – LEAVE BLANK 

 

Adding Attachments  

If there are any attachments necessary 
for your purchase order confirmation, 
click on Choose file to upload. 

 

 

 

 

 

  



   

 

Description Screenshot 

Adding Attachments 

Search for the file within your computer. 

 

Click on Add Attachment (be aware that 
only PDF/CSV format documents can be 
uploaded.) 

 

 

 

 

 

 



   

 

Description Screenshot 

Scroll to the bottom of the screen 

Select “Confirm All” 

This will confirm the PO quantities and 
the multiple dates that are in the 
Purchase Order.  

After selecting “Confirm All”, you will see 
that the line has been confirmed As-Is. 

 

 



   

 

Description Screenshot 

Updating Quantity, Date and/or Price 

If you’re needing to update any of the 
line items for a change in quantity, date 
or price, complete the following 

 

1. Enter the quantity to confirm 
2. Select Details 
3. Update Est. Delivery Date or Unit 

Price 
4. Then Select “OK” at the bottom 
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Description Screenshot 

Submitting the POC 

Select Next at the bottom of the screen 

In the next screen, review the POC 
details that have been entered. 

To Note: If you deviate from the 
quantities or dates in the purchase 
order, you will receive alerts in the 
review page that you are deviating from 
the original amount. This will trigger a 
buyer approval process. 

Select Submit 

Your PO Confirmation has now been sent 
to your buyer to review. 

 

 

 

 

 


