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Agenda

1. Confirm the Order

2. Confirm the entire Order

3. Partially confirm the Order

4. Reject the entire Oder

5. Create an Advanced Ship Notice
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Confirm the Order
Overview

1. Create order confirmation

▪ Confirm entire order

▪ Update line items

▪ Reject entire order

2. Create ship notice

3. Create Invoice

4. Print order or download PDF

5. Help Center 

6. Comments

7. Attachments

8. Order

▪ Shipping address, billing address and recipient

▪ Line Items
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If the “create invoice” button is grey out the customer might require you to 
create an order confirmation first or does not use invoicing.
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Agenda

1. Confirm the Order

2. Confirm the entire Order

3. Partially confirm the Order

4. Reject the entire Oder

5. Create an Advanced Ship Notice 5.
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Confirm the Entire Order
Overview

Next Submit

When selecting “confirm entire order” the order is 
confirmed as ordered by the customer. However, the 
delivery date can be adjusted.
The customer might also require you to fill out field that 
are not marked as required (*) e.g. est. shipping date
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Confirm the Entire Order
Overview

1. Order confirmation header

▪ Confirmation number

▪ Associated purchase order number

▪ Customer

▪ Supplier reference

2. Shipping and tax information

3. Attachments (might not be available)

4. Line items

▪ Automatic confirmation of all line items with requested
quantities and prices
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Agenda

1. Confirm the Order

2. Confirm the entire Order

3. Partially confirm the Order

4. Reject the entire Oder

5. Create an Advanced Ship Notice 5.
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Partially Confirm the Order
Overview

Details

OK

Next

Submit

If allowed you can change the price, 
quantity, delivery date, part ID,…
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Partially Confirm the Order
Update line items 1/3

1. Order confirmation header

▪ Confirmation number

▪ Associated purchase order number

▪ Customer

▪ Supplier reference

2. Shipping and tax information

3. Attachments (might not be available)

4. Line items

▪ Order status (confirm, backorder, reject) 
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In this example three items have been ordered. However, only two are confirmed 
while one is backordered (cannot be delivered yet, delivery date might vary).
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Partially Confirm the Order
Update line items 2/3

1. Order status: Backordered

▪ Estimated shipping and delivery date

▪ Comments

2. Oder status: Confirmed

▪ Estimated shipping and delivery date

▪ Unit price

▪ Item information

▪ Comments

▪ Description 
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An estimated shipping and delivery date need to be filled in for the backordered units. It is 
possible to enter an alternative price as well as further item information for the confirmed units. 
Depending on your customers settings there is a certain tolerance (e.g. 10%) for adjusting price 
or quantity. You might not be allowed to change the price or quantity at all.
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Partially Confirm the Order
Update line items 3/3

1. Current order status line #1

▪ Changes in brackets

▪ Attachments (if available) 
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Agenda

1. Confirm the Order

2. Confirm the entire Order

3. Partially confirm the Order

4. Reject the entire Oder

5. Create an Advanced Ship Notice 5.
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Reject the entire Order
Overview

Before the order can be rejected, a confirmation number, 
reason and comments need to be inserted.
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Agenda

1. Confirm the Order

2. Confirm the entire Order

3. Partially confirm the Order

4. Reject the entire Oder

5. Create an Advanced Ship Notice 5.
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Create an Advanced Ship Notice
Overview

SubmitNext


