QUICK REFERENCE

Acknowledge Purchase Order
(Document)

First Solar.

AUDIENCE Supplier

To provide instructions on how to acknowledge, accept or reject a
purchase order at document level in supplier portal

REVISION 1.0

PURPOSE

Acknowledge Purchase Order (Document)

There are three options you can open a PO for acknowledgement include

a) You will receive an email from First Solar advising you a PO is issued with a link to
acknowledge the PO.

b) You will receive a notification in Supplier Portal (the bell icon) and open the PO link to
acknowledge.

c) You may search for a PO to acknowledge through Manage Order in Suppler Portal
task pane

STEP |ACTION

1 There are three options to open a PO for acknowledgement.
Option 1
Select Review and Acknowledge link from email notification.
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4 Details

From
Assigned Date
Due Date

Task Number

4 Recommended Actions

« [ Review and Acknowiedge

4 Order Details

Supplier
Supplier Site
Ship-to Location

Supplier Order

4 Schedules

Line Description

1 Sensor,Photoelectri

4 Attachments

Assignee Sunil Atmakuri

Chai Hoon, Khaw
6/26/23 9:30 AM
713723 9:30 AM

1090453

ABC-Supplier
uso1

PGT1 First Solar Perrysburg Manufacturing

Supplierltem  Quantity UOM  Price (USD)

1 Each 60.00

PO_300000003017099_POUS00000337_0.pdf

Document (Purchase Order) POUS00000337 Requires Acknowledgment

Sold-to Legal Entity  First Solar, Inc.
Order POUS00000337

Buyer Chai Hoon Khaw

Ordered 60.00 USD

Description

Note to Supplier Testing note suppher in header

Requisition
Requester Sing Huei Lee
Ordered (Usp) Requested — Promised o 0,

Delivery Date Delivery Date

60.00 71123 PGT1 First Sola

| Dismiss

Note to Supplier

Option 2

ORACLE

Manage Orders @

Headers  Schedules

b Search

Search Results

Actions w View w Format w

s B

7

eze [ Detach

Pending Notifications ()

Login to Supplier Portal, select bell icon on top of the page to view the
notifications.
Select the PO link to view PO details

Select Review and Acknowledge link in PO detail.

‘ Enter search terms

@ FYI: Document (Purchase Order) POUS00000337
Requires Acknowledgment

Chai Hoon Khaw

FYI: Document (Purchase Order) POUS00000335
Requires Acknowledgment

Chai Hoen Khaw

FY1: Document (Purchase Order) POUS00000333
Requires Acknowledgment

Wan Wei Ooi

Yesterday

Yesterday L

Yesterday

2

-
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Document (Purchase Order) POUS00000337 Requires Acknowledgment | Dismiss

4 Details

Assignee Sunil Atmakuri Sold-to Legal Entity First Solar, Inc

From Chai Hoon, Khaw Order POUS00000337

Assigned Date  6/26/23 9:30 AM Buyer: ChatHoon ihaw
Due Date  7/323 9:30 AM Ordered 60.00 USD

Task Number 1090453

4 Recommended Actions

«||Review and Acknowiedge

4 Order Details

Supplier ABC-Supplier Description
Supplier Site US01 Note to Supplier Testing note suppler in header
Ship-to Location PGT1 First Solar Perrysburg Manufacturing Requisition
Supplier Order Requester Sing Huei Lee
4 Schedules
Line Description Supplier ltem  Quantity UOM  Price (USD)  Ordered (USD) Requestsd ow"i“d Location Note to Supplier
Delivery Date Delivery Date

1 Sensor,Photoelectri 1 Each 60.00 60.00 711723 PGT1 First Sola

4 Attachments

PO_300000003017099_POUS00000337_0.pdf

Option 3

e Login to Supplier Portal, select Manage Order
e Select Search to list all orders. You may also enter search criteria to

search for specific PO only.
e In search results, select specific PO link to view details.
Note: PO status should show Pending Supplier Acknowledgement

ORACLE

Supplier Portal

Search | Orders v | Order Number Q

Tasks e

Orders

Requiring Attention
« Manage Orders

« Manage Schedules 1

« Acknowledge Schedules in Spi t ‘\\,
Agreements o

« Manage Agreements 28

Channel Programs

« Manage Programs
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ORACLE

Manage Orders @

Headers  Schedules

4 Search Advanced | Manage Watchlist | Saved Search | All Orders
Sold-to Legal Entity v Order
Bill-to BU v Status A,
Supplier Site v Include Closed Documents | No v

Search Results

b Search Advanced | Manage Watchlist  Saved Search | All Orders

Search Results
Actions w |View w | Formatw  # F E " Detach

#

Sold-to Legal

Entity Order Order Date  Status Description Supplier Site Supplier Contact  Buyer
First Solar, Inc. POUS00000370 TH223 Open uso1 Sunil Atmakuri Tate, Stacey
First Solar, Inc. THZ23 uso1 Sunil Atmakuri Tate, Stacey
First Solar, Inc. 223 uso1 Sunil Atmakuri Tate, Stacey
First Solar, Inc. POUS00000363 023 Open usot Sunil Atmakuri Tate, Stacey

Search  Reset | Save..

2 e On Purchase Order page, select Acknowledge

ORACLE

Purchase Order: POUS00000368 @

Main

4 General

Sold-to Legal Entity  First Solar, Inc Supplier ABC-Supplier Ordered §00.00 USD

USABU lier Site
Bill.to BU USABU Supplier Site Description

- Suppll ontact Sunil Atmakur
Order Supplier Contact e Source Agreement

Status  Pey Bill-to Location  US BU Supplier Order

By o Ship-to Location ~ First Solar Inc -PGTWS

Creation Date  7/12/23

Terms  Notes and Attachments

3a Accept a Purchase Order (For Reject a Purchase Order, refer next step)

On Acknowledge Document page
Review the PO information

Select OK on confirmation message.
PO status changed to “Open”

Enter Acknowledge note then select Accept on the top of the page.
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Acknowledge Document (Purchase Order): POUS000... \ [[view poF | |[ cancer
- < = e

Supplier ABC-Supplier

First S 600
Sold-to Legal Entity Firs! Ordered  600.00 USD

0US00000368 L
Order POUS0000036 Supplier Site Description

& Supplier Contact  Sunil Atmakuri
Status  Pendi P " Source Agreement

Buyer T Billto Location  US BU .
¥ Supplier Order
Creation Date 711272 - Communication
Ship-to Loca First Solar Inc -PGTWS None
nip-to Location a Method "
Terms  Notes and Attachments
Required ument Payment Terms  Net 45

Acknowledgment
Acknowledgment Due
Date

Shipping Method

Freight Terms

£ INCOTERMS  Free Carrier .:

Acknowledgment Notel | Looks good!

4 Additional Information

ASN Required v RMA Context Prompt
Inco-Term Location Country of Origin
Schedules
Actions v View v Format v S 5 5 Detach
o o . Secondary Secondary . Requested Prot
Line Item Description Supplier ltem  Schec Quantity UOM Quantity UOM Price Currency Ordered p ol Date Dol
Testing 1 usD 100.00 1011723
2 60031143 Spindle, Universal Pair of 1 1 Each 500.00 USD 500.00 10/1/23

Confirmation X
The document will be accepted. Do you want to continue? (PO-2055013)

OK || Cancel |

ORACLE

Purchase Order: POUS00000368 @

Main
4 General
Sold.to Le: rst Solar, Inc or  ABC-Supplier §00.0
Sold-to Legal Entity  First Solar, In Supplier upp! Ordered 600.00 USD
A usot
Bill.to BU USABU Supplier Site  USO Description
Order POUS00000368 Supplier Contact  Sunil Atmakur

Source Agreement

Status  Open Bill-to Location US BU Supplier Order

Buyer Stacey Tate

Ship-to Location

Creation Date  7/12/23

3b Reject a Purchase Order

e [f the PO information is incorrect and you would like to reject, scroll to
the right on the schedule line, enter Rejection Reason.

Enter Acknowledge Note.

Select Reject on the top of the page.

Select OK to the warning message

PO status changed to “Rejected”

Note: Please provide a clear rejection reason so that First Solar buyer will
update PO accordingly. Besides, it is recommended that you contact the
buyer about the rejection so that necessary actions will be taken promptly.
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Sold-to Legal Entity  First Solar, Inc.

Order POUS00000368

Status  Pending Supplier Acknowledg

Buyer Tate, Stacey

Creation Date  7/12/23

Terms  Notes and Altachments

Required ~
Acknowledgment Document
Acknowledgment Due
7
e TI1523

Acknowledgment Note

4 Additional Information
ASN Required ¥
Inco-Term Location
Schedules

Actons w View w Fomatw 4 1 [3 [0l Freeze = Detach

dary Secondary Price Currency

The document will be rejected. Do you want to continue? (PO-2055014)

OK | Cancel

ORACLE

Purchase Order: POUS00000368 @

4 General

Sold-to Legal Entity ~ First Solar, Inc
BilltoBU USABU

Order POUS00000368

Status
Buyer Stacey Tate

Creation Date  7/12/23

Ordered Requested

Acknowledge Document (Purchase Order): POUS000...

Supplier
Supplier Site
Supplier Contact

Bill-to Location

Ship-to Location

Payment Terms
Shipping Method
Freight Terms

INCOTERMS

RMA

Country of Origin

o wrap

ntity UOM Delivery Date
usp 100.00 101723
500.00 USD 500.00 1011723 s
‘
Warning X

Supplier
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Promised

ABC-Supplier
uso1
Sunil Atmakuri
Us BU

First Solar inc

Net 45

Shipping

Delivery Date  Method

ABC-Supplier
uso1

Sunil Atmatkun

usBu

Rejection Reason  Order

Cant supoly

Wrong price, it
should be 550

Acknowledge

View PDF

Ordered  600.00 USD
Description
Source Agreement

Supplier Order

Communication
ethod "°"®

Pay on receipt

Contirming order
Context Prompt
Supplier
Lacation
Line
P First Solar Inc.-
First Solar Inc
£

Ordered  600.00 USD
Description
Source Agreement

Supplier Order

Source Agreement

View POF || Actions ¥ H Refresh ‘
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