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How to Acknowledge Purchase Orders and Agreements – Quick Reference Guide 

How to Acknowledge Purchase Orders and Agreements 
 

Why should I use this 
guide? 

This guide provides information to assist you in acknowledging Agreements and Purchase Orders. 
The system steps will outline how to manually acknowledge a document. 

Who might use this 
guide?  

 
Suppliers using the Oracle ERP Cloud Supplier Portal to manage Agreements and Orders. 

 
Things to Note    

 

> When an Essential Energy Agreement or Purchase Order (PO) is issued, you will receive an email and an in-system notification in 
your notification bell. If acknowledgement is required, the notification will include ‘Requires Acknowledgement’. You can click onto 
the notification to acknowledge the document or you can manually acknowledge the document. This guide will outline how to 
manually acknowledge a document. 

> The system steps outlined in this document use a Purchase Order (PO) as an example, but the overall acknowledgement process 
in Oracle is the same for agreements. 
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System Steps to Manually Acknowledge a PO: 
 
Step  Action 

 
 
1 
 
2 

Login to the system. 

Navigate to the Supplier Portal tab. 

Click on the Supplier Portal app.  

 

 

 

2 

1 
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Step  Action 

 

3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This will navigate you to the Supplier Portal homepage. 

To view the orders needing acknowledgement, click directly on the ring that displays, ‘Orders to Acknowledge’.  
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Step  Action 

 
 
 
 
4 

This will take you to the Manage Orders page and will display the orders needing acknowledgement. 

Note: Orders needing acknowledgement will also be marked with a blue information icon. When you click on this a message 
will appear that reads ‘Acknowledgement is pending’. 

Click on the Order hyperlink.  
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Step  Action 

5 
 
 
 
 
 

 

 

 

 

 

6 

Review the Order details:  

5a: Bill-to and Ship-to locations 

5b: Acknowledgement Due Date 

5c: Line details. 

5d: Click on Schedules to view:  

• Requested Delivery Date 

• Promised Delivery Date  

 

Click on Acknowledge.  
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Step  Action 

7 

8 

Enter Supplier Order and an Acknowledgement Note (if required). 

Click on Accept.  

 

 

9 Click on Done.  

 

 

 

At this stage your acknowledgement will be sent to Essential Energy. If you require further support, please contact 
suppliers@essentialenergy.com.au. 
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