Objectives
The Purchase Orders – Suppliers module will guide a user through the following tasks and provide the user with knowledge to execute these tasks independently.

· Search and View Purchase Orders
· How to view purchase order from Home tab
· How to search and view purchase orders using Quick Search
· How to search and view purchase orders from Orders tab

· How to search and view purchase orders from View list of values
· How to view and print purchase order in PDF format

· Acknowledge Purchase Order
· How to acknowledge a purchase order using a notification
· How to acknowledge a purchase order using the Acknowledge page
· How to acknowledge a purchase order and request a change to split a shipment
· How to acknowledge a purchase order using the Actions list
· Request Changes and Cancels

· How to request a change
· How to request a change by performing a split

· How to request a cancel
· Respond to Buyer Change Requests

· How to respond to Buyer Change Requests using a notification

· How to respond to Buyer Change Requests using Changes tab

· View Purchase Order History
· How to view purchase order history
· How to view change history

· View Purchase Order Related Transactions

· How to view and print purchase order in PDF format

· How to view an ASN

· How to view a receipt

· How to view an invoice

· How to view a payment

· How to view change history

Audience
Users are categorized into two types:  external and internal.  External users are supplier users while internal users are Oshkosh Corporation employees.
· External Users
· Suppliers
Policies, Procedures and Standards
Please adhere to the below noted policies, procedures and standards when using the OSN application.
· Purchase Order Status
Each purchase order is assigned a status.  The value changes depending upon the phase of the purchase order.  Values include the following.  Refer to the Glossary for a definition of each status.
· Requires Acknowledgment

· Partially Acknowledged

· Accepted

· Open

· Pending Supplier Changes

· Closed for Receiving

· Closed for Invoicing

· Closed

· Cancelled

· Purchase Order Action
Each purchase order can be assigned an action.  The value changes depending upon the phase of the purchase order.  Values include the following.  Refer to the Glossary for a definition of each status.
· New Order

· Buyer Change Request
· Updated (date)

· Purchase Order History vs View Change History
· Purchase Order History – displays the changes (indicated by a purchase order revision number) that have been made to the purchase order from either an approved Supplier Change Request or an approved Buyer Change Request.

· View Change History – displays the changes that have been requested by the Supplier (Supplier Change Request).  These changes DO NOT necessarily indicate that a change was made to the purchase order.

· Print Purchase Order
· Follow the steps detailed in the View and Print Purchase Orders in PDF session.

· Acknowledging Purchase Orders
· Suppliers are required to acknowledge all new purchase orders and Buyer Change Requests to existing purchase orders.

· There are two ways to respond to an acknowledgment:

· Responding to the notification

· Suppliers can respond to the notification with an Accept or Reject.

· The response to the notification is all or nothing…Accept the ENTIRE purchase order or Reject the ENTIRE purchase order.

· Suppliers should use the Acknowledge Purchase Orders page to Accept certain purchase order shipments and/or Reject other purchase order shipments for a given purchase order.

· Suppliers should ONLY reject a purchase order when the supplier can no longer supply the item being requested.

· Acknowledge Purchase Orders page

· Suppliers can acknowledge by Accepting certain purchase order shipments and/or Rejecting other purchase order shipments for a given purchase order using the Acknowledge Purchase Orders page.
· Suppliers can Accept Entire Order or Reject Entire Order using this page.

· Suppliers should ONLY reject a purchase order or purchase order shipment when the supplier can no longer supply the item being requested.
· Request Changes
· Suppliers can request changes and cancels to new and existing purchase orders by selecting the Request Changes button from the Orders page.

· Suppliers are required to enter an explanation for the change in the Reason field whenever requesting a change.  This reason is sent to the buyer and will therefore assist in expediting the request for change.

· Supplier can request a change to a purchase order by selecting Action = Change.

· Suppliers can request a cancellation to a purchase order by selecting Action = Cancel

· Suppliers should ONLY cancel a purchase order or purchase order shipment when the supplier can no longer supply the item being requested.

· There are several types of changes a supplier can request:

· Price

· Ordered Quantity

· Deliver On Date

· Suppliers can use the Split icon to request a split shipment, thereby changing the Deliver On Date and Quantity at the same time.

· Suppliers can choose to cancel any change request that they initiated by choosing the Remove action.
· Buyers will receive a notification informing of the Supplier Change Request.
· Buyers will Accept, Reject or Change (counter offer) the Supplier Change Request using the Changes tab.
· Buyers are expected to respond to ALL Supplier Change Requests in a timely manner.  A reminder notification will be sent to the buyer when the buyer has not responded within 24 hours.

· Suppliers will receive an email informing them of the buyers response to Supplier Change Request
· Suppliers can also use the Multiple Changes button to request changes to several purchase orders at a time.
· Suppliers cannot make changes to an existing purchase order when the Status of the purchase order is: 

· Cancelled

· Buyer Change Request
· Closed
· Respond to Buyer Change Requests
· Suppliers will receive a notification informing of the Buyer Change Request.

· There are two ways to respond to a Buyer Change Request:

· Responding to the notification

· Suppliers can respond to the notification with an Accept or Reject.

· The response to the notification is all or nothing…Accept ALL requested changes or Reject ALL requested changes for a given purchase order.

· Suppliers should use the Changes tab to respond to multiple change requests at one time and/or respond in a variety of ways at one time.

· Suppliers MUST use the Changes tab to make a counter offer (Action = Change).

· Changes tab

· Suppliers should use the Changes tab to respond to multiple change requests at one time and/or respond in a variety of ways at one time.

· Suppliers MUST use the Changes tab to make a counter offer (Action = Change).

· Suppliers can respond to the Supplier Change Request by Accepting/Rejecting/Changing certain changes and Accepting/Rejecting/Changing other changes for a given purchase order.

· Suppliers should note a reason whenever rejecting a Buyer Change Request or changing (counter offer) a Buyer Change Request.

· Suppliers are expected to respond to ALL Supplier Change Requests in a timely manner.  A reminder notification will be sent to the buyer when the buyer has not responded within 24 hours of the original change notification.

· Changes Tab

· The Changes tab allows suppliers to view all purchase order changes as well as respond to Buyer Change Requests.

· Utilize the Simple Search criteria available to search for specific purchase order shipments and/or change requests.
· The Required Action From field will default to Supplier Action Required Remove this default values to expand your search.

· Action Required From search criteria should be utilized in the following manner:

	Action Required From
	Used By
	Why Used

	Supplier Action Required
	Supplier
	Respond to all Buyer Change Requests

	Supplier Action Required
	Buyer
	View details about Buyer Change Requests

	Buyer Action Required
	Buyer
	Respond to all Supplier Change Requests

	Buyer Action Required
	Supplier
	View details about Supplier Change Requests


· The Action Required From and Change Type search criteria should be utilized in the following manner:

	Action Required From
	Change Type
	Used By
	Why Used

	Supplier Action Required
	Buyer Change Request
	Supplier
	Respond to Buyer Change Requests

	Supplier Action Required
	Buyer Counter
	Supplier
	Respond to buyer counter offers

	Supplier Action Required
	Buyer Change Requests
	Buyer
	View details about Buyer Change Requests

	Supplier Action Required
	Buyer Counter
	Buyer
	View details about buyer requested counter offers

	Buyer Action Required
	Supplier Change Request
	Buyer
	Respond to Supplier Change Requests

	Buyer Action Required
	Supplier Counter
	Buyer
	Respond to supplier counters

	Buyer Action Required
	Supplier Change Request
	Supplier
	View details about Supplier Change Requests

	Buyer Action Required
	Supplier Counter
	Supplier
	View details about supplier requested counter offers


· Buyers can ONLY counter (Action = Change) on the SAME field (Price, Quantity, Deliver On Date or Quantity and Deliver On Date) for which the supplier requested the change.
· Supplier Counters are initiated by the Supplier in the Changes tab.
· Suppliers can respond to Buyer Change Requests and Buyer Counters in the Changes Tab by selecting a value (Accept, Reject, Change) from the Action drop down list.
· Suppliers can ONLY counter (Action = Change) on the SAME field (Price, Quantity, Deliver On Date or Quantity and Deliver On Date) for which the buyer requested the change.
· Suppliers can cancel any change request that they initiated by selecting the Remove value from the Action drop down list.
· Click the Cancel button when you don’t want to respond to any changes.  Clicking the Cancel button will return you to the Orders tab.

· Click the Set All Accept button to accept ALL requested changes displayed.

· Click the Export button to export that data displayed to Excel.

· Click the Submit button ONLY AFTER you have selected a in the Action and Reason columns.  By clicking the Submit button you are initiating any responses or requested changes.

· Click the Go button to execute a search

· Click the Clear button to clear out any and all previously entered search criteria.

· ALL change request notifications will be automatically closed after responses are initiated in the Changes tab.

· When the Action column = LOCKED, no changes can be made.  If the action remains LOCKED for longer than a few minutes, please contact your buyer.

· Communicating with Buyer
· Click on the Buyer hyperlink to obtain contact information for the buyer.

· Click on the buyer’s Email hyperlink to open a new email (in your email application) that is addressed to the buyer.

· Change Rules Matrix

	Change Requested By
	Change Initiated From
	Change Type
	Change Requested On
	Action Required From
	Response

	Buyer
	Legacy Application
	Buyer Change Request
	Deliver On Date
	Supplier Action Required
	Accept

	Buyer
	Legacy Application
	Buyer Change Request
	Deliver On Date
	Supplier Action Required
	Reject

	Buyer
	Legacy Application
	Buyer Change Request
	Deliver On Date
	Supplier Action Required
	Change (counter offer)

	Buyer
	Legacy Application
	Buyer Change Request
	Deliver On Date
	Supplier Action Required
	Change (counter offer) with a Split on Date & Quantity

	Buyer
	Legacy Application
	Buyer Change Request
	Price
	Supplier Action Required
	Accept

	Buyer
	Legacy Application
	Buyer Change Request
	Price
	Supplier Action Required
	Reject

	Buyer
	Legacy Application
	Buyer Change Request
	Price
	Supplier Action Required
	Change (counter offer)

	Buyer
	Legacy Application
	Buyer Change Request
	Quantity
	Supplier Action Required
	Accept

	Buyer
	Legacy Application
	Buyer Change Request
	Quantity
	Supplier Action Required
	Reject

	Buyer
	Legacy Application
	Buyer Change Request
	Quantity
	Supplier Action Required
	Change (counter offer)

	Buyer
	Legacy Application
	Buyer Change Request
	Quantity
	Supplier Action Required
	Change (counter offer) with a Split on Quantity & Date

	Buyer
	Legacy Application
	Buyer Change Request
	Cancel Entire PO
	Supplier Action Required
	Accept

	Buyer
	Legacy Application
	Buyer Change Request
	Cancel Entire PO
	Supplier Action Required
	Reject

	Buyer
	Legacy Application
	Buyer Change Request
	Cancel Entire PO
	Supplier Action Required
	Change (counter offer) with Quantity

	Buyer
	Legacy Application
	Buyer Change Request
	Cancel PO Shipment
	Supplier Action Required
	Accept

	Buyer
	Legacy Application
	Buyer Change Request
	Cancel PO Shipment
	Supplier Action Required
	Reject

	Buyer
	Legacy Application
	Buyer Change Request
	Cancel PO Shipment
	Supplier Action Required
	Change (counter offer) with Quantity

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Deliver On Date
	Supplier Action Required
	Accept

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Deliver On Date
	Supplier Action Required
	Reject

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Deliver On Date
	Supplier Action Required
	Change (counter offer)

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Deliver On Date
	Supplier Action Required
	Change (counter offer) with a Split on Date & Quantity

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Price
	Supplier Action Required
	Accept

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Price
	Supplier Action Required
	Reject

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Price
	Supplier Action Required
	Change (counter offer)

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Quantity
	Supplier Action Required
	Accept

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Quantity
	Supplier Action Required
	Reject

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Quantity
	Supplier Action Required
	Change (counter offer)

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Quantity
	Supplier Action Required
	Change (counter offer) with a Split on Quantity & Date

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Cancel Entire PO
	Supplier Action Required
	Accept

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Cancel Entire PO
	Supplier Action Required
	Reject

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Cancel Entire PO
	Supplier Action Required
	Change (counter offer) with Quantity

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Cancel PO Shipment
	Supplier Action Required
	Accept

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Cancel PO Shipment
	Supplier Action Required
	Reject

	Buyer
	OSN - Changes Tab
	Buyer Counter
	Counter Cancel PO Shipment
	Supplier Action Required
	Change (counter offer) with Quantity

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Deliver On Date
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Deliver On Date
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Deliver On Date
	Buyer Action Required
	Change (counter offer)

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Deliver On Date
	Buyer Action Required
	Change (counter offer) with a Split on Date & Quantity

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Price
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Price
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Price
	Buyer Action Required
	Change (counter offer)

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Quantity
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Quantity
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Quantity
	Buyer Action Required
	Change (counter offer)

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Quantity
	Buyer Action Required
	Change (counter offer) with a Split on Quantity & Date

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Cancel Entire PO
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Cancel Entire PO
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Cancel PO Shipment
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Change Request
	Cancel PO Shipment
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Deliver On Date
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Deliver On Date
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Deliver On Date
	Buyer Action Required
	Change (counter offer)

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Deliver On Date
	Buyer Action Required
	Change (counter offer) with a Split on Date & Quantity

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Price
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Price
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Price
	Buyer Action Required
	Change (counter offer)

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Quantity
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Quantity
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Quantity
	Buyer Action Required
	Change (counter offer)

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Quantity
	Buyer Action Required
	Change (counter offer) with a Split on Quantity & Date

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Counter Cancel Entire PO
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Counter Cancel Entire PO
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Counter Cancel Entire PO
	Buyer Action Required
	Change (counter offer) with Quantity

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Counter Cancel PO Shipment
	Buyer Action Required
	Accept

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Counter Cancel PO Shipment
	Buyer Action Required
	Reject

	Supplier
	OSN - Changes Tab
	Supplier Counter
	Counter Cancel PO Shipment
	Buyer Action Required
	Change (counter offer) with Quantity


Additional Comments
· Review each module overview before proceeding with each training session.

· Refer to the glossary for the definition of unfamiliar terms.
· To move to the next step during the training session, press the Enter key on the keyboard.
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