
PO Acknowledgment is required for all purchase orders. The PO acknowledgement 
allows ASNs and Invoices to be uploaded in the supplier portal. Failure to acknowledge 
your POs will cause delays in payment processing.

Acknowledgment is required within 48 hours of receipt of order and can only be 
completed by logging into the Oracle Supplier Portal.

Once you have logged into Oracle, select the Supplier Portal icon.
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Select “Manage Orders”

Select Search to find the order or enter the PO Number you need to acknowledge.
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Orders requiring attention will be in Pending Supplier Acknowledgment and reflected in 
the Status column  

Select the order that requires acknowledgement

The Purchase Order screen will display

Select Acknowledge button in the upper right corner of the screen.
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Acknowledgement is required and is to be completed at the document level only. Select 
Accept and then select Submit.

● All discrepancies are required to be communicated by way of a “Supplier 
Initiated Change Order”, ex Pricing, quantity, and promised delivery date.

● Never select REJECT when acknowledging a PO. Acknowledgment is for 
proof of receipt ONLY.

●
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