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Order Confirmation – Confirm Entire Order (1/3)

Purchase Order Collaboration

3

2

Please follow the next steps to 

confirm individual PO.

Click on Orders>Purchase Orders

Select Orders tile.

Identify the right document (you can 

review the Order upfront by clicking 

on its Order ID) and click under

Actions.

Select an action: Confirm entire 

order 

The same actions are available from 

the PO screen. Click Create Order 

Confirmation button after clicking on 

specific Purchase Order Number.
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Order Confirmation – Confirm Entire Order (2/3)
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4

6

Enter the Confirmation Number 

which is any number you use to 

identify the order confirmation.

Specify the Est. Delivery Date. 

The delivery date should be the 

same as on the Purchase Order 

document,  otherwise you will 

encounter the error message 

and the Order Confirmation will 

not be submitted.

If you would like to add any 

supportive documentation i.e., 

certificate of analysis, click the 

Choose File button, select the file 

and then click the Add 

Attachment button to enclose 

document (maximum attachment 

size is 100MB).
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Order Confirmation – Confirm Entire Order (3/3)
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Please review the Order 

Confirmation details. 

The order will be confirmed as 

unchanged. The information is also 

reflected in Schedule Lines 

section: Confirmed As Is.

Click Next button in order to go to 

the final step of the Order 

Confirmation creation.

In order to send the Order 

Confirmation to Essity please click 

Submit button.
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Purchase Order Collaboration

Unconfirmed Order – Email Notification
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Suppliers will receive up to three 

automatic reminders for each order 

that are unconfirmed after a 

number of days (buyer-specified) 

from the order date.
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Order Confirmation – Update Line Items (1/5)
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Please follow the next steps to 

Update Line Items for individual PO.

Click on Orders>Purchase Orders

Select Orders tile.

Identify the right document (you can 

review the Order upfront by clicking 

on its Order ID) and click under

Actions.

Select an action: Update line items

The same actions are available from 

the PO screen. Click Create Order 

Confirmation button after clicking on 

specific Purchase Order Number.
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Order Confirmation – Update Line Items (2/5)
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Insert the amount to confirm.

Click on Details
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Order Confirmation – Update Line Items (3/5)

Purchase Order Collaboration
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The Unit Price will be generated 

automatially.

In case of Purchase Order with

Undisclosed amount choose Unit 

Price value = 0.01 for the system to 

accept the confirmation successfully. 

Click OK button
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Order Confirmation – Update Line Items (4/5)

Purchase Order Collaboration
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! The current Order Status will be now 

reflected as Confirmed As Is

To Proceed to save made changes 

click Next
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Order Confirmation – Update Line Items (5/5)

Purchase Order Collaboration
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Review the Line Items once again 

and click the Submit button.
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Order Confirmation – Reject Entire Order

Purchase Order Collaboration
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In case of rejection of the order, click 

Reject Entire Order

Input the reason for rejections in the 

comments section.

Click Reject Order button
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Please contact 

SupplierInfo@essity.com

Accelerating Essity’s 

Digital Transformation

Questions



Thank you for your 

participation. Join us in 

shaping our future!
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