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1. Introduction & Objectives

Flex’s transition from the Flex Supplier Portal (FSP) and Email PO (ePO) to e2open platform for procure-to-receipt 
collaboration for direct materials. Also, this is an additional feature to EDI, if user prefer they can use E2Open in addition to 
EDI for Procure to receipt transactions.

Pilot sites

• Suzhou, China (Site 2011)

• Timisoara, Romania (Site 205)

• Guadalajara North, Mexico (Site 391)

Session Objective: To enable suppliers to review Purchase order,  Forecast & ASN for EDI only suppliers
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2. Accessing the Application
• Open the Okta Welcome email sent from noreply@okta.com
• Click on the activation link provided in the email and follow the on-screen instructions to set up your 
      password and activate your user account. 

Note: Users who already have Okta access can directly access the application by clicking the E2Open Web access link - 
https://flexprocurement.e2open.com/flexscprod_sc/e2sc/home.do and logging in using their existing Okta credentials 

https://flexprocurement.e2open.com/flexscprod_sc/e2sc/home.do
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3. Platform overview & Navigation 

System Display 

The system display is divided into the following sections: 

1. Header: Help icon, Discussions icon, My Profile. 
2. Menu: access to submenus and workflows configured in your e2open application. 
3. Favorites Bar: gives you quick access to the bookmarked pages. 
4. Page Display: page displayed when a workflow is selected. 



© Flex – Confidential6

Header 

In the Header section you can see the following options: 

1. Online Help Icon: click the Help Menu icon to access the application's online help. 

2. Discussions Icon: click the Discussions icon to access the discussions you watch. 

3. My Profile: click the My Profile icon to access the profile settings: 

a. Username and currently used role. 

b. Interface Preferences: select display density (comfortable/cozy/compact) and 

        color theme (light/dark). 

c.    Privacy Settings: click to modify the cookies enablement. 

d. About: click to verify Product Name, Software Version Build Number, Privacy Policy, Acceptable 

        Use Policy, and Terms of Use. 

e.     Exit: click to log out of the application. It clears your session and redirects back to the Login page. 
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Menu 

You conduct most of your movement throughout the application via the Menu. 

▪ Use the Menu to access screens, forms, dialogs, commands – all of which are organized in logical submenus and categories. 
▪ The Menu includes a Search field to filter menu items to narrow a given data set and retrieve more simplified results. 
▪ Access to specific submenus and workflows is role dependent. 

To access a menu item: 

1. Click Menu to expand the selection and view all available submenus. 
2. Click Home to collapse the menu structure and return to the home page. 
3. Click a submenu to directly access a screen (e.g., My Workspace). 
4. Click a submenu with an adjacent arrow to expand the view with categories along with their associated workflows (e.g., Supply 

Collaboration). 
5.     Alternatively, use Search to easily look for the screens you desire. 
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Navigation 

Search and Filter in the Application 

When you need to search for an Object (Purchase Order, Shipment, Receipt) you can use the following pages: Search, Summary, History, 
Archived. 
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4. Purchase Order Collaboration 

Purchase Order Collaboration Overview 

The following processes are part of Purchase Order Collaboration: 

• The Purchase Order Process 

➢ Uses Flex-created new and changed Orders to communicate firm material requirements to the Supplier, 
➢ Suppliers use promises to respond to Orders. 

• The Shipment (ASN) Process 

➢ Uses Supplier-created Shipments (ASNs) to communicate shipped goods information to Flex. 
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Purchase Order 

Purchase Order Object Overview 

Purchase Orders are created in “New” State. The Purchase Order provides the Flex’s requirements to the Supplier, such as item, ship-to site, 
request quantity, and request date. 

Suppliers are expected to provide the response to Purchase Orders. Suppliers have the following options when responding: 

➢ Accept the Order as-is, 
➢ Accept with Changes to Promise Date, Quantity, Price, and/or MPN in response to the Flex’s Request Date, Quantity, Price, and/or 

MPN, 
➢ Split the lines into multiple promises, 
➢ Request for cancellation by changing the Promise Quantity to 0. 

Consumption Purchase Orders are created in “Open” State, “Delivery Completed” Status. The Consumption PO only needs Supplier’s 
acceptance, after which it will directly transition to “Received” State. 
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View Purchase Orders 

To view Purchase Orders: 

1. Navigate to Menu → Demand Collaboration. 
2. You can review Purchase Order information by accessing Summary, Search, History, or Archived. 
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Purchase Order Details Page 

To view the Purchase Order Details page: 

1. From the Purchase Order List page, click on the hyperlinked Purchase Order number. 

2. On the Purchase Order Details page: 

a. Review the Purchase Order’s Header details, 

b. Review the Purchase Order’s Schedule details, 

c. Click on Shipment Info tab to review the details of the Shipment referencing to this Purchase Order, 

d. Click on Receipt Info tab to review the details of the Receipt referencing to this Purchase Order. 

e. Click on the printer icon to download a pdf file with Purchase Order details. 

f. Click on the gear icon in the Header or Schedules section and select Open Table Editor to configure the fields/columns displayed. 

g. Click on the State drop-down menu, select a State, and click Filter to filter the schedules in specific State. 

h. Click the arrow icon and select Export to export the Schedule information to a .tsv file. 



© Flex – Confidential



© Flex – Confidential14

Purchase Order Response 

Respond to Purchase Orders via User Interface 

Accept a Purchase Order 
To accept a Purchase Order: 

1. Navigate to a Purchase Order List Page. 

2. On the Purchase Order List Page, enter the Promise values using editable fields. The editable Promises are: 
a. Promise Quantity, 
b. Promised Ship Date, 
c. Promised Delivery Date, 
d. Promised Price, 
e. Promised Manufacturer Part No. 
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Note: the values you enter into the Promise fields affect the Purchase Order State transition as following: 

• If the entered Promise values are equal to the Request values, the Purchase Order will be accepted as-is. This Purchase Order will transition 
to “Accepted” State and “Accept” Status. For Consumption Purchase Orders, the State transitions to “Received”. 

• If the entered Promise values are not equal to the Request values, the Purchase Order will be accepted with changes. This Purchase Order 
will transition to “Accepted with Changes” State and “AWC” Status, which then transitions to “Pending Approval” Status. 

3. Optionally, you can also provide: 

a. Supplier Notes to Buyer, 
b. Supplier SO No., 
c. Supplier SO Rev, 
d. Supplier SO Position No. 

4.   Click Accept. 
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Split into Multiple Promises 

To split a Purchase Order Schedule into multiple promises: 

1. Navigate to a Purchase Order List Page. 

2. On the Purchase Order List Page, select a Purchase Order Schedule you want to respond to using a checkbox. 

3. Click Edit Promises. 
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4.  A new window appears. Split the Request Quantity into multiple promises by providing the promise values using editable fields. 

5.  Click Save. 

17
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Request for Cancellation 

To request for a cancellation of Purchase Order Schedule: 

1. Navigate to a Purchase Order List Page. 

2. On the Purchase Order List Page, modify the Promise Quantity to 0 using editable fields. 

3. Click Accept. 
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Print PO PDF download

Click on the printer icon to download a pdf file with Purchase Order details.
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Purchase Order States and Statuses 

The e2open system uses a State and Status model to manage the Purchase Order life cycle. 
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Respond to Purchase Orders via Excel 

To respond to Purchase Order Schedules via Excel, always follow the 3-step flow presented below: 

Step 1: Download 

Download all Purchase Order you want to provide your response to. 
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Step 2: Excel 

1.  Open the downloaded Excel file from your local drive. 

a. The Excel columns represent the User Interface fields. 

b. Each row contains information about Purchase Order Schedules. 

c. Do not rearrange or delete the columns. You can hide columns that you are not going to fill in and display only the required columns 

that you want to edit. 
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2. To accept a Purchase Order: 

a. In the Actioned column, type ‘Yes’. 

     b. Enter values in the Promise fields: Promise Quantity, Promised Ship Date, Promised   Delivery Date, Promised Price, and 
Promised Manufacturer Part No. 
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3. To split a Purchase Order Schedule into multiple promises: 

a. Copy the Purchase Order Schedule row and paste it under the original one. 
b. Enter values in the Promise fields: Promise Quantity, Promised Ship Date, Promised Delivery Date, Promised Price, and Promised 

Manufacturer Part No. 
c. The Promise ID values should remain unchanged. 
d. In the Actioned column, type ‘Yes’. 
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4. To request for cancellation: 

a. Modify the Promise Quantity to 0. 
b. Do not modify any other Purchase Order values. 
c. In the Actioned column, type ‘Yes’. 

Step 3: Upload 

Upload the updated Excel file to the system. 
Use the Document Type ‘PO Response Upload’. 
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   Shipment States and Statuses 

   The e2open system uses a State and Status model to manage the Shipment life cycle. 

5. Shipment (ASN) 

Shipment Object Overview 
The Supplier creates a Shipment (ASN) based on the quantities and dates agreed upon in the Purchase Order process. This does not apply to 
Consumption Purchase Orders. 

When the e2open system creates a Shipment line in “Shipped” State, it updates the associated Purchase Order line State to “Shipped”. 
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View Shipments 

To view Shipments: 

1. Navigate to Menu → Demand Collaboration. 

2. You can review Shipment information by accessing Summary, Search, History, or Archived. 
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Create Shipment 

Create Shipments via User Interface 

To initiate the Shipment creation from Menu: 

1. Navigate to Menu → Demand Collaboration → Create Shipment. 

2. Use search boxes to enter your criteria. 

3. Click Search. 
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4.   Using checkboxes, select Purchase Order(s) you want to create the Shipment for. 

5.   Click Next. This will open the Create Site Shipment page. 
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Initiate the Shipment Creation from Purchase Order List Page 

To initiate the Shipment creation from the Purchase Order List Page: 

1. Navigate to a Purchase Order List Page. 

2. Using checkboxes, select Purchase Order(s) you want to create the Shipment for. 

3. Click Create Shipment. This will open the Create Site Shipment page. 
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Create Site Shipment Page 

On the Create Site Shipment page: 

1. Use editable fields in the Header and Line Items sections to enter the values. 

a. In the Line Items section, scroll right so see all available fields. 

b. Fields with asterisk (*) are mandatory. 

2.    Click Create Shipment. 
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6. Forecast/Inventory Collaboration Overview 

Flex sends Forecast/Inventory information to the e2open system. Suppliers are expected to provide their Forecast/Inventory Commits. 

The e2open system flags the missing commit exception, which allows the Users to narrow down the Collaborations that need additional 
review. 

All the above is captured and shown in the e2open MCV for both Buyer and Supplier roles. 

Collaboration (Collab) 

The system exchanges data based on who is buying, who is supplying, and what the item is. This relationship is called “Collaboration” (or 
“Collab” in short) – a unique combination of Master Data elements: 

• Customer that published the forecast – Flex Company ID, 
• Supplier for whom the forecast is published – Supplier ID, 
• Item for which the forecast is published – Flex Item No. 
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Search Forecast/Inventory 

To search for Forecast/Inventory information: 

1. Navigate to Menu → Demand Collaboration → Search Forecast/Inventory. 
2. On the Search Forecast/Inventory page, use search boxes to enter your criteria. 
3. Click Search to initiate the search. 
4. Click Reset to clear the search boxes. 



© Flex – Confidential34

Collaboration Selector 

Collaboration Selector page lists Collaborations found based on criteria provided on Search Forecast/Inventory page. 

On the Collaboration Selector page: 
1. Re-define the search filters by clicking on plus icon. 
2. To switch between ascending (A>Z,1>3) and descending (Z>A, 3>1) sort order for a column, click the Sort Order icon. The number indicates 

the order of sort by column. 
3. Click on the gear icon and select Open Table Editor to configure the columns displayed. 
4. For a list spread over multiple pages, use the Previous Page and Next Page buttons. Alternatively, type the number of the page you want to 

navigate to, and click on Jump. 
5. Expand the drop-down menu to change the number of records per page. 
6. Click on the arrow button and select: 
 Export to export list page records to a .tsv file, 
 File Download to download list page records to an .xlsx file. 
7.  To view data in all columns, scroll right. 
8.  Select one, multiple, or all Collaborations using checkboxes and click View to access the Multi-Collab View page. 
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Multi-Collab View (MCV) 

Multi-Collab View (MCV) page shows Data Measures and PIT data for the Forecast/Inventory Collaboration. 

Multi-Collab View (MCV) Filtering 

If you need to change your search criteria: 

1. Click the Filter icon. The Collaboration Search sub-screen opens. 
2. Change your search criteria and click Search. 
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Provide Supplier Commit 

Provide Supplier Commit via User Interface 
To provide the Supplier Commit via User Interface: 

1. Navigate to the Multi-Collab View page. 

2. Click the Supplier Commit Data Measure name to open the PIT Info/Detail window. 

3. Click Add Row. 

4. Use editable fields to insert values: 
a. PIT Date, 
b. Supplier Quantity (Commit) 
c. Inventory Commit. 

5.  Click Save to save the entries. Alternatively, click Save and Close to save the entries and close the window.
 
6.   Click Reset to reset the entries. 

7.  To delete the entries, select the row(s) from the list using checkboxes and click Delete. 

8.  Click Close to close the window. 
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Copy PITs 

You can also provide your Commits using Copy PITs functionality. With this, all your entries will match Flex requirements. 

To provide the Supplier Commit using Copy PITs: 

1. Navigate to the Multi-Collab View page. 

2. Click Copy PITs icon. 

3. In the Copy PITs window: 

a. Select the Start Date and End Date. 
b. Under Source, select Forecast. 
c. Under Target, select Supplier Commit. 
d. Click Copy. 



© Flex – Confidential40

Provide Supplier Commit via Excel 

To provide Supplier Commit via Excel, always follow the 3-step flow presented below: 

Step 1: Download 

Download all Collaborations you want to provide your commit to. Use the Document Type ‘Commit Download’. In the 
Data Measure Selection, choose ‘Forecast’. 
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Step 2: Excel 

Open the downloaded Excel file from your local drive. 

a. The Excel columns represent the User Interface fields. 
b. Each row contains information about Collaboration-Time Bucket. 
c. Insert values in Supplier Qty (Commit) and Inventory Commit columns. It is allowed to split the quantity and provide 
      different Forecast Commit date. 
      Note: the Inventory Commit update is optional. If Inventory Commit is provided, it should be entered in the first row for  each 
item. 
d.   Columns in blue and with asterisk (*) are mandatory. 
e.    Do not rearrange or delete the columns. You can hide columns that you are not going to fill in and display only the required columns 
that you want to edit. 

Step 3: Upload 
Upload the updated Excel file to the system. Use the Document Type ‘Supplier Commit’. 
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7. Exceptions and Email Alerts

Exceptions Overview 

The system has predefined business rules associated with processes. If the business rules are violated, the system generates an exception to 
alert Users of a potential problem. 

Exception counts are real-time and always available in the User Interface for evaluation. Exceptions are indicated in the Exceptions and My 
Workspace submenus. Exceptions also trigger email alerts. 

Severity levels 

A severity level is associated with each generated exception to help you to prioritize and manage alerts in the event list. Severity levels are 
color-coded for easy identification. 

Color coding for three severity levels: 

• Green – low severity: < 2 days 
• Amber – medium severity: 2 days -5 days 
• Red – high severity: > 5 days 
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Email Alerts 

Purchase Order - New Purchase Order Alert, Purchase Order - Missing Purchase Order Response Alert, ASN - Missing ASN Alert, Forecast- 
Forecast Alert

Sample Email Alert 
A typical email alert with dynamic content has the following layout: 
1. Alert Name in the email’s subject line and header. 
2. Direct link to the Problem View. 


	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34
	Slide 35
	Slide 36
	Slide 37
	Slide 38
	Slide 39
	Slide 40
	Slide 41
	Slide 42
	Slide 43

