
There are many ways that you will see notifications requiring attention, or explaining 
actions taken to update a purchase order, the most common being Acknowledgement is 
past due, This Schedule is overdue, Notes  and Order Statuses..

In the below screenshot there are yellow triangles and little note symbols, as well as the 
STATUS column.

● Yellow triangle on the “Manage Orders” page HEADERS TAB (upper left hand 
corner of the screen) - PO Acknowledgement is pending and action is required.

● Yellow triangle on the “Manage Orders” page SCHEDULES TAB (upper left hand 
corner of the screen) - Lines are past their requested ready shp date.

● Status column - this provides the current status of the Purchase order from creation 
to closed when the final invoice is validated and in process of payment.
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Every purchase order has a snapshot of the POs Life Cycle. It is #5 on the previous 
Manage Orders screenshot. All the lines in the chart need to be filled and the same length 
confirming that all steps have processed correctly and payment is ready for release based 
upon agreed payment terms.

In the example below you can see the PO number, the amount of the PO, ALL 5 graph 
bars match and you can confirm this by hovering your mouse over each bar confirming 
the same amount has been validated for all steps, down to the system generated receipt 
number and the invoice number.

REMEMBER - all BLUE lettered verbiage is a link to that item where you can review the 
item specific data.
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When reviewing purchase orders, you will see warnings for past due actions, such as 
Pending Supplier Acknowledgement and Schedules Overdue. You can hover over the 
yellow triangle to see the warning statement.

OR

You can click on the yellow triangle to see the warning statement.

OR

When you have the purchase order open you can see that the PO status such as Pending 
Supplier Acknowledgement.

Notifications and Past Due Actions



On occasion you will see NOTES on a purchase order. Notes are created when a 
purchase order has been updated by Kohl’s, creating a Change Order, to explain what the 
change is.

OR

When you have the purchase order open you can select the NOTES AND 
ATTACHMENTS tab and review the notes there.
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