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1 Introduction 

JAGGAER supplier portal allows supplier to monitor, update and confirm received Purchase Orders (PO) in real 

time. All POs created in SAP are transferred automatically to procurement portal and supplier receives request to 

confirm the order via e-mail. This process makes communication between buyer and supplier more effective and 

transparent. 

Job Aid gives step by step instruction on how to use Purchase Order Dashboard on JAGGAER supplier portal and 

which functionalities are available for supplier. 

2 Supplier Purchase Order Dashboard 

2.1 Navigation  
 

In order to see all assigned Purchase Orders(PO) go to Logistic  Received orders  

 

 

There are 2 available views:  

Head level company wide – shows the header level of POs 

Position level company wide – shows PO item level and line split 

 

2.2 Head level company wide 

 

Select Head level company wide to open header view of all assigned POs. 
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1. “Fast view” shows most actual orders: 

 

 

Use this function to see recent POs and minimize loading time. 

 

2. “Not confirmed” view allows to see all POs that were not confirmed yet by supplier: 

 

There is possibility to confirm all open POs at once by using Send fast confirmation functionality. 

Tick all POs that should be confirmed, put Confirmation Number and click Send fast confirmation in the upper right 

corner. Before confirmation open PDF per PO via the blue button in the Download last column  

 

 

System will ask you to approve fast confirmation. To do so select  
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Check the delivery date before confirmation. System will show an error in case if delivery date is in the past. 

 

 

3. “Not complete confirm” view shows all POs that were not confirmed at all or were confirmed partially: 

 

 

 

It is also possible to use fast confirmation functionality from this view  

 

 

4. “Changed” view shows all POs that were updated. Data could be filtered by quarter: 

  

 

5. “All”  view shows all POs that were assigned to supplier. It could take some time for system to display this 

view in case of high PO volume. 

 

 

6. “New report” functionality allows supplier to use additional filters and create customized view of PO 

Dashboard 

 

Search could be done by PO number, but also Filter expand is available that gives more options to filter based on 

the requirements. 
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2.3 Position level company wide  
 

“Position level company” view wide displays PO item level and shows more detailed split line by line: 

  

As an example above PO has 4 lines and 3 last lines were canceled by supplier. On the position level system will 

show all 4 lines separately in the report. On the head level it would be only one PO with number of lines (position) 

 

 

Same options are available on the “Position level company wide” view: 
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2.4 Dashboard functionalities 
 

There are several functionalities available on the Received orders level in order to manage the Dashboard. 

1. When buyer creates PO in the MT SAP, supplier gets notification by email. 

 

 

This notification has order number and also direct link to PO in the supplier portal. 

If supplier has not opened up a Purchase Order after 96h (4 business days), first automatic reminder is end to the 

supplier. 

 

If the supplier has not opened up a Purchase Order after 24h, an automatic reminder is going to be sent to the 

supplier as well to the buyer group who has issued the order. 

 

From that point in time, every 24 hours supplier will receive new email reminder until PO is not confirmed in the 

portal. 

It is important to use links and confirm orders on time to avoid issues with deliveries. 

 

2. To open PO and see more details click on the folder icon  

 

 

 

The new window will pop up with all PO data and attachments 
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On the PO item level there are: 

- Material number / Details 

- Quantity and Unit of measure 

- Delivery date 

- Price  

- Confirmation number 

- Total Value 

 

Supplier can update 3 fields in the PO and confirm it back to the buyer: 

 

Quantity    

 

Delivery Date  

 

Confirmation number  

 

Supplier could also use Split option in order make a delivery split within the PO and deliver partially in 

case if all materials are not available at the requested delivery date. To do so click Split and two lines will appear. 

Put adjusted quantity to first line and adjusted quantity to second line and update delivery dates as needed. 

 

 
 

 

3. To confirm PO after the revision put confirmation number and click Save and send back: 

 

 
 

 

Payment terns & Incoterms 

Supplier address 

Delivery MT address 

PO number and date 

Supplier number in MT system 

 

MT contact details 
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Confirmation number is number that used to link MT PO to internal supplier’s confirmation. 

In case if there is no confirmation number used by supplier it is possible to skip this step by putting N/A or enter 

blank space into the field and proceed with Save and send back. 

 

Supplier cannot confirm line item 10 without also confirming line item 20 at the same time. This means that all 

line/position items have to be confirmed as part of same order confirmation. 

 

In case of delivery split still the whole purchase order should be confirm. 

 

4. If PO was updated by supplier with a deviation, buyer receives email notification: 

 

Example below: supplier confirmed with a different delivery date than ordered: 

 

 
 

Buyer will decide if there is a need to come back to supplier for clarification or agree with proposed updates. 

 

5. PDF of Purchase Order is available on the broader PO level 

 

 
By clicking on blue link supplier open pdf with all PO details. Supplier MUST open the PDF in order to be able to 

send an order confirmation. Before the newest PDF has not been opened, supplier is not able to send back the 

order confirmation. 
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6. To export list of POs use Export functionalities 

 

 
 

System allows to export data in CSV format and in XLSX Excel format. 

 

 
 

If technically capable, the supplier could use the .CSV file to upload the PO data to internal ERP system instead of 

typing it in manually. 

 


