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SUPPLIER COLLABORATION 

 

Option 1 
 

ACKNOWLEDGE 

 

Step Action Example 

1 Date & Quantity >> Populate 

data in these fields to confirm 

the PO 

 

2 Ensure that Promise qty = 

Open qty 

 

3 Ship Date Confirmation:  

In case you cannot provide 

Arrival Date confirmation 

publish SHIP Date information 

in the next field 

 

 

Note: you do not need to publish both dates as the system 

will handle that and will calculate the Arrival Date based on 

your provided ship date + Transit time) information from the 

next field. 

4 Provide Tracking number 

information if that is available 

 

5 Share further note or Message 

in Supplier Comment field 

 

 

4 Save attachment 

Do not rename the attachment! 

5 Send reply to the original mail address and attach updated Excel file 

Do not change Subject! 
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SUPPLIER COLLABORATION 

Option 2 
EDIT PROMISE 

 

Step Action Example 

1 Date & Quantity >> Populate 

data in these fields to 

confirm the PO  

2 Ensure that Promise qty = 

Open qty 

 

3 In case of 'confirmation 

split', copy PO line and 

place a new line in the 

excel and add Promise qty 

and Confirmed date 

information in the new line 

 

4! In case of split 

confirmation line is added 

Please change Promise ID 

of new split line from 1 to 2  

5 Ship Date commit is 

possible if you cannot 

provide Arrival date 

information >>Please 

publish Ship Date data in 

the next column 

Note: you do not need to publish both dates as the system will 

handle that and will calculate the Arrival Date based on your 

provided ship date + Transit time) information from the next field. 

6 Provide Tracking number 

information if that is 

available 
 

7 Share further note or 

Message in Supplier 

Comment field  

8 Save attachment >> Do not rename the attachment! 




