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AUDIENCE  Supplier 

PURPOSE 
 To provide instructions on how to acknowledge, accept or reject a 

purchase order at document level in supplier portal 

REVISION  1.0 

 

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.  

QUICK REFERENCE  

Acknowledge Purchase Order 
(Document) 
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Option 2 

 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. 
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Option 3 

 Login to Supplier Portal, select Manage Order 

 Select Search to list all orders. You may also enter search criteria to 

search for specific PO only. 

 In search results, select specific PO link to view details. 

 

Note: PO status should show Pending Supplier Acknowledgement 
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2  On Purchase Order page, select Acknowledge 

 

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

 

On Acknowledge Document page 

 Review the PO information 

 Enter Acknowledge note then select Accept on the top of the page. 

 Select OK on confirmation message.  

 PO status changed to “Open” 



QUICK REFERENCE          Acknowledge Purchase Order (Document) 

© 2017 First Solar, Inc.  5 of 6 First Solar Proprietary & Confidential - General 

 
 

 
 

 

3b Reject a Purchase Order 

 

 If 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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