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Chapter 2 - Create Order Confirmation 

Open the Purchase Order 

via the email (in case of 

a standard account) 

1) When you click on 

‘Create Order Confirmation’ 
you have the possibility to 
create an Order 
Confirmation 

 2) Confirm the entire Order 

 

3) Put in a Confirmation # 

 

 

 

4) Select the ‘Estimated 
Completion Date’ 

5) Provide Comments in 
case the ‘Estimated 
Completion Date’ differs 
from your customers ‘Need-
by Date’ mentioned on the 
Purchase Order 

6) If needed, you can add an 
Attachment to your Order 
Confirmation 

7) In case you made a 
change, e.g. adjusted the 
Estimated Completion Date, 
this information is added 
here 

8) Review the information 
on the Order Confirmation 
and click on ‘Next’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

9) If your Order 
Confirmation is finalized you 
click on ‘Submit’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10) After submitting the 
Order Confirmation the 
Purchase Order status will 
be updated to Confirmed 

11) The Order Confirmation 
you just created is available 
to view under ‘Related 
Documents’. All Documents 
e.g. Service Sheets, Order 
Confirmation, Invoice 
related to a certain Purchase 
Order will be available in 
this ‘Related Documents’ 
overview. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


