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Session Objective: To enable suppliers to review and provide responses to Purchase order

Agenda:

1. Long Tail Collaboration Overview 
2. Purchase Order Email Alerts 
3. Purchase Order Response via Excel Attachment
4.Purchase Order Response via Simplified UI 
5. Additional Features 
6. Q & A



© Flex – Confidential3

1. Long Tail Collaboration Overview 

The Long Tail Partner Collaboration enables Suppliers to collaborate without full system access. All collaboration is driven by email 
alerts and supported by a Simplified User Interface and Excel attachments. 

As a Long Tail Partner, you can: 

• Respond to Purchase Orders, 
• Create Shipments (ASNs), 
• Provide Forecast and Inventory Commit. 

When an action is required, you receive an email notification. It can be: “New/Open Purchase Order Alert”, “Missing ASN Alert”, or 
“Forecast Alert”. 
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2. Purchase Order Email Alerts 

“New/Open Purchase Order Alert” emails will be sent from mailer@services.e2open.com. 
A typical “New/Open Purchase Order Alert” email has the following layout:
 
1. Alert Name in the email’s subject line and header. 
2. Summary of Objects that need your action. 
3. Excel attachment with the same Objects that need your action. 
4. Link to the Simplified User Interface. 
5. Link to the Standard User Interface. 

You can perform tasks either by accessing the Simplified UI or by updating the Excel file and replying to the email. 
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3.Purchase Order Response via Excel Attachment 

To provide the Purchase Order responses via Excel Attachment, follow the 3-step flow presented below:

 

Step 1: Save 
From the “New/Open Purchase Order Alert” email, save the attached Excel file to your local drive. 
Step 2: Excel 
Open the saved Excel file from your local drive. The Excel columns represent the User Interface fields. 
Each row contains information about Purchase Order Schedules. 
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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To accept a Purchase Order:

a)  In the Actioned column, type ‘Yes’ if you provide your confirmation.
Note: Rows without ‘Yes’ in Actioned column will not be processed by the system.

 
b) Update the Promise values in yellow highlighted fields: Promise Quantity, Promised Ship Date, Promised Delivery Date, Promised Price, 
and Promised Manufacturer Part No. These fields are prepopulated based on Flex requested data or your last commit data. 

Note: Promised Ship Date and Promise Delivery Date are mandatory depending on the Date Commit Type: 
• Promised Ship Date is mandatory for Date Commit Type “ETD”, 
• Promised Delivery Date is mandatory for Date Commit Type “ETA”, 
• Promised Delivery Date is mandatory for Date Commit Type “FETA” – Estimated time of arrival at a named place/port (Flex designated point of 

delivery). 

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. 

c)  Optionally, you can also provide values in Supplier Notes to Buyer, Supplier SO No., Supplier SO Rev, and/or Supplier SO Position No. 
columns. 
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Promise Quantity can be less than or equal to 9 digits before decimal and 4 digits after decimal (Example : 123456789.1234)
Promised Price can be less than or equal to 9 digits before decimal and 6 digits after decimal (Example : 123456789.123456)
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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 desired Promise fields: Promise Quantity, Promised Ship Date, Promised Delivery Date, Promised Price, 

and/or Promised Manufacturer Part No. 

Note: Promised Ship Date and Promise Delivery Date are mandatory depending on the Date Commit Type: 

• Promised Ship Date is mandatory for Date Commit Type “ETD”, 
• Promised Delivery Date is mandatory for Date Commit Type “ETA”, 
• Promised Delivery Date is mandatory for Date Commit Type “FETA” – Estimated time of arrival at a named place/port (Flex 

designated point of delivery). 

c) The Promise ID values should remain unchanged. 
d) In the Actioned column, type ‘Yes’. 
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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 

 

Once you finalize all the Excel updates, save the file. The Excel file name must always begin with “DiscreteOrders” – name 
modifications may only be applied as a suffix. 
a) Unacceptable name format example. 
b) Acceptable name format example. 
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Step 3: Reply 

1. From the “New/Open Purchase Order Alert” email, click Reply.
2. In your reply email: 

a. Attach the updated Excel file. 
b. Do not change the “To” field. 
c. Do not change or delete the reference number on the subject line. The subject line modifications can only be applied to the text 

before the [Ref:…]. 
d. The body of the email can remain blank. 

3.     Click Send. 
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Success/Error Email Auto-Response

After replying to any of the Long Tail emails, you will receive one of two automated responses: 
a) “Discrete orders were processed successfully” – the process is successfully completed. 
b) “An error has occurred during discrete order processing”. This email type contains an explanation of the error. Correct the error 

accordingly and reply to the alert email again. 
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Standard Instructions
Detailed standard Instructions on how to respond to the excel file is available in the ‘Standard Instructions’ Sheet

13
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4.Purchase Order Response via Simplified UI

To provide the Purchase Order responses via Simplified UI:
1. From the “New/Open Purchase Order Alert” email, click the Simplified UI link. You will be redirected to the Problem List page, which 

contains all Purchase Orders awaiting your response. 
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Accept a Purchase Order 

To accept a Purchase Order: 

1. On the Problem List Page, enter the Promise values using editable fields. The editable Promises are:
a. Promise Quantity, 
b. Promised Ship Date, 
c. Promised Delivery Date, 

Note: Promised Ship Date and Promise Delivery Date are mandatory depending on the Date Commit Type: 

• Promised Ship Date is mandatory for Date Commit Type “ETD”, 
• Promised Delivery Date is mandatory for Date Commit Type “ETA”, 
• Promised Delivery Date is mandatory for Date Commit Type “FETA” – Estimated time of arrival at a named place/port (Flex designated 

point of delivery).
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. 
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Optionally, you can also provide: 

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

3. Click Accept. 
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Split into Multiple Promises 

To split a Purchase Order Schedule into multiple promises:

1. On the Problem List Page, select Purchase Order Schedule you want to respond to using checkbox. 
2. Click Edit Promises. 
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3. A new window appears. Split the Request Quantity into multiple promises by providing the promise values using editable fields. 
4. Click Save 
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Request for Cancellation

To request for a cancellation of Purchase Order Schedules:

1. On the Problem List Page, modify the Promise Quantity to 0 using editable fields. 
2. Click Accept. 
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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.  

21
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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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5.Additional Features 

Discussions Overview  

 
➢ Purchase order Discussion
➢ Collab Discussion

Access a Purchase Order Discussion 
To access a Purchase Order Discussion: 

1. Navigate to the Purchase Order Details page. 
2. Click the Discussions icon on the top right corner.
3.    The Discussions Panel opens. Use the Discussions Panel to initiate a new or continue the existing discussion. 
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Downloads and Uploads 

Step 1. Download Purchase Order

To download Purchase Order or Shipment data from the system: 

1. Navigate to Menu → Downloads → Purchase Order 
2. Use search boxes to enter your criteria. 
3. Click Search to Download. 
 

 



© Flex – Confidential

4.Optionally, enter a comment to identify your download jobs. 
5. Click Next to initiate the download. 
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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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