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Acknowledge a PO
Use the following steps to acknowledge a PO.

1. Open the email message and copy the PO Locator ID.
2. Select the PO Locator link in the email message or type the link provided in the fax

into your Internet address field and press Enter. The Purchase Order Locator page
opens.

Note: The URL remains valid for a finite period of time. After that,
the URL will expire.

3. Paste or type the PO Locator ID in the search field.

4. Select Enter. The Purchase Order page opens.

5. Verify the information on the purchase order (PO).
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6. Scroll down and select Acknowledge. The Purchase Order Acknowledgement dialog
box opens.

Tip: The Purchase Order Acknowledgment page is pre-populated
with as many items and as much line information as possible,
though you can edit and adjust those lines items as needed.

Note: If your provider has configured the functionality, you will see
the Invoice button. You can select this button to create an invoice
from this page. See "Videos" on page 4 to watch a video that
shows how to create an invoice.

7. Enter the information for your confirmation.

Note: Required fields contain an * asterisk.

8. Select the expand icon to view the Partner and Address Information details
(optional).

9. Populate the delivery date in the acknowledgment header (in the Summary section) to
apply the same delivery date to all line items (optional).

10. Scroll to the bottom and either select Save to save your work in progress or select
Send to send the document.
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Make Changes
Use the following steps to make changes before sending a POA or Invoice.

1. Follow the steps to "Acknowledge a PO" on page 1.

2. Select a field you want to edit and type the changes to the line items, as needed.

3. Scroll to the bottom and either select Save to save your work in progress or select
Send to send the document.
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Videos
Click here to see a portfolio of all of the videos, or click the individual links in the table below.

Title Description Duration

Acknowledging a PO Shows all the steps you need to
acknowledge a PO

1:32

Creating an Invoice from a PO If you see the invoicing functionality,
watch the video to understand how to
create an invoice from a purchase
order.

1:52

Creating an Invoice from a
POA

If you see the invoicing functionality,
watch the video to understand how to
create an invoice from a purchase
order acknowledgement.

1:58
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Create an Invoice from a PO
(Purchase Order)
To create an invoice for a received fax or e-mail order:

1. Open the email message and copy the PO Locator ID.

2. Select the PO Locator link in the email message or type the link provided in the fax
into your Internet address field and press Enter. The Purchase Order Locator page
opens.

Note: The URL remains valid for a finite period of time. After that,
the URL will expire.

3. Paste or type the PO Locator ID in the search field and select Enter to continue. The
Purchase Order page opens.

Note: PO Locator ID should be 12 characters with a mix of
numbers and letters. It is not case sensitive.

Using PO Locator

© 2023, Global Healthcare Exchange, LLC All Rights Reserved. All data used in this document is fictional and for
illustrative purposes only. Last Modified 12/5/2024 1:22 AM

5



4. Verify the information on the purchase order (PO).

5. Scroll down and select Invoice. The Purchase Order dialog box opens.

Note: Required fields contain an * asterisk.

6. Select the expand icon to view the Partner and Address Information details
(optional).

7. Edit any information that is pre-populated to be accurate with your records.

8. Scroll to the bottom and either select Save to save your work in progress or select
Send to send the invoice.
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9. An alert message will appear in red, if any mandatory fields are missing. Address
accordingly.
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Create an Invoice from a POA
(Purchase Order Acknowledgment)

1. Open the email message and copy the PO Locator ID. Select the PO Locator link in
the email message or type the link provided in the fax into your Internet address field
and press Enter. The Purchase Order Locator page opens.

Note: The URL remains valid for a finite period of time. After that,
the URL will expire.

2. Paste or type the PO Locator ID in the search field and select Enter to continue.

Note: PO Locator ID should be 12 characters with a mix of
numbers and letters. It is not case sensitive.

3. Verify the information on the purchase order (PO). Scroll down and select
Acknowledge. The Purchase Order Acknowledgement dialog box opens. You can
edit any information pre-populated to the accurate with the records. Your
acknowledgment is created.

Note: If your provider has configured the functionality, you will see
the Invoice button. You can select this button to create an invoice
from this page. See "Videos" on page 4 to watch a video that
shows how to create an invoice.
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4. At the bottom of the screen there is a check-box for Process invoice after sending
acknowledgement. Select Process invoice after sending acknowledgement,
system will pre-load the invoice screen. This will have the information from Purchase
Order Acknowledgment.

5. Fill in the mandatory fields Invoice Number and Net Due Date to create an invoice
successfully.

6. Scroll to the bottom and either select Save to save your work in progress or select
Send to send the invoice.
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