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Introduction to POM Module
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▪ The JAGGAER POM module enables suppliers to monitor, update and confirm POs in real-time. POs from SAP are 

automatically transferred to the procurement portal, and the supplier is notified via email to confirm the order. This facilitates 

effective and transparent communication between the buyer and supplier. 

▪ The job aid provides step-by-step instructions on using the PO dashboard in JAGGAER and its available functionalities for 

suppliers.

Benefits: 

▪ Improved communication and collaboration between suppliers and buyers

▪ Better visibility and transparency of PO information and changes

▪ No need for confirmation via mail or phone, all through procurement portal

▪ Supplier can reconfirm anytime with latest details

▪ Confirmation seamlessly integrated into SAP without manual input

▪ MT Buyer is immediately notified of discrepancies. 

POM = Purchase Order Management, PO = Purchase Order



PO Notifications
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New Purchase Order: 

When a new purchase is transmitted to the Portal, a 

notification is sent to the vendor. This notification includes a 

link that can be used to directly open the PO in Jaggaer.

PO Changes & Cancellation:

If there are any modifications made to the PO, output is 

triggered to JAGGAER, while the designated supplier is also 

informed of the adjustments made.

PO Reminder:

If a Purchase Order isn't opened by supplier within 96 hours, 

first automatic reminder is sent to the Vendor contacts. 

If no action is taken within 24 hours, reminders are sent to 

supplier and buyer every 24 hours until the PO is confirmed.

Confirming orders promptly is crucial to avoid delivery issues.

PO = Purchase Order



PO Dashboard
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▪ Via Daily Task – Quick Links ▪ Via the Menu bar on the left

You can access the order dashboard showing all your assigned POs through the following paths:

PO = Purchase Order
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Order List – Available information
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PO = Purchase Order

PO reference

Number of changes

➔Click here to see 

the details changed

Number of lines in the PO

PDF was 

not yet 

opened

Tick box for 

fast confirmation Possible to view 

and download pdfs 

from here

Export list of Pos 

(Excel or CSV)

Order List shows only one line reflecting the header level plus indicates the number of order lines



Item List – Available information
6

PO = Purchase Order

PO reference

Material description

Overall order status

Tick box for 

fast confirmation

Requested delivery 

date

Export list of Pos (Excel or CSV)Status on 

order line level

Requested Quantity 

on orderline level

The Item List displays a single line for each purchase order line, with the details at the line level.



POM List – Saved view
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PO = Purchase Order, POM = Purchase order Management

1

2

Click on "Default"

Hover over the required 

view and press "Apply"

1

2All orders with status partially confirmed

All orders with status with sent and decline as 

well as delivery not yet complete

At MT, we offer the following saved views providing list of purchase orders with predefined filters:

At item level report, we only provide 

saved view for "unconfirmed & 

undelivered orders"



POM List – Filter 8

PO = Purchase Order, POM = Purchase order Management

1

2

Select "Quick Filters" to 

search by status and/or 

creation date only

Tick the necessary status 

options and/or add creation 

date filter -> Criteria is 

applied immediately

Select Advanced Filters if 

you want to search with more 

complex criteria

Choose first criteria and 

define filter value

Add additional filter criteria if 

needed

Apply

1

2

3

3

You can use quick or advanced filter criteria to find specific orders. Use "Quick Filters" to search by Order Status or 

Creation Date. Additional criteria are available in "Advanced Filters"
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POM List – Save new view 9

PO = Purchase Order, POM = Purchase order Management

1

2
Set filter criteria via Quick or 

Advanced Filters

Click on "New View"

Press "Save"

Give a meaningful Name

Define permissions

Remember to Save

1

2

3

3

If you frequently use specific filters, you can save them. If you enable public permissions, this view will be shared globally.
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POM List – Report Layout 10

PO = Purchase Order, POM = Purchase order Management

1

2

Press the icon to access the column menu

Hover over the option "Pin Columns"

Select "Pin Right" if you want this column to appear on the right edge of the report, regardless of your scroll position. 

Select "Pin Left" if you want to display it on the left edge.

You can pin multiple columns, as well as a combination of columns on the left and right sides.

1

2

3
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Please note that this setup 

cannot be saved and will be 

lost once you exit the report.

To enhance readability, you have the option to temporarily pin columns.



Mark all orders that you want to 

confirm as requested

Press button "Fast Confirmation"

Add your confirmation reference. 

If you do not have confirmation 

reference, please enter "n/a" or 

add "blank" to proceed

Press button "Confirm"

➔ Confirmation was only 

successful if green message 

"orders confirmed" is shown 

as well as status change to 

confirmed

Fast PO Confirmation

If no adjustments are necessary, the "Fast confirmation" feature can be used to confirm multiple POs simultaneously.

Attention: Ensure that all delivery dates are set in the future as any past dates will result in an error.
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PO = Purchase Order
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Individual PO Confirmation – Single Shipment 
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PO = Purchase Order

- If the "Save and send back" button is not visible, it 

means that the most recent PDF has not been opened 

yet.

- If you do not have confirmation reference, please enter 

"n/a" or add "blank" to proceed

- Confirm all items in an order together. Individual item 

confirmation or partial confirmation is not permitted, 

even for split deliveries.

2

1

4

3

Supplier adress

Delivery adress

Payment terms & 

Incoterms

PO number and date

Supplier number in MT system

MT contact details

5

Open PDF via link (if not yet done)

Adjust delivery date if necessary

Add confirmation reference here, if different per line. 

Use field "Supplier confirmation number" if same 

reference is applicable for all lines (8)

For split delivery see next slide

Include comments for extra details

Add confirmation code here, if same reference is 

applicable for all lines

Press "Save and send back"
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Open PO by clicking 

on PO reference

New window appears 

showing all PO data 

and attachments



See previous slide regarding entry of PO Details

Open PDF via link (if not yet done)

Add confirmation reference here, if different per line

Press the "Split" button as many times as needed for 

additional delivery lines. For three delivery slots, 

press it twice to add two lines above the original.

Reduce quantity on original line to reflect first delivery 

slot. Add remaining quantity to the additional lines. 

Adjust delivery dates for each delivery slot. 

Important: Sum of split lines must match the 

overall requested quantity.

You can delete any obsolete split lines until the split is 

confirmed

Include comments for extra details

Add confirmation code here, if one reference for all

Press "Save and send back"

Individual PO Confirmation – Multiple Shipment 
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PO = Purchase Order

- If the "Save and send back" button is not visible, it means 

that the most recent PDF has not been opened yet.

- If you do not have confirmation reference, please enter 

"n/a" or add "blank" to proceed

- Confirm all items in an order together. Individual item 

confirmation or partial confirmation is not permitted, even 

for split deliveries.

2

3

Supplier adress

Delivery adress

Payment terms & 

Incoterms

PO number and date

Supplier number in MT system

MT contact details
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Order Confirmation "Dos and Dont's"
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PO = Purchase Order

▪ To send an order confirmation, you must open the PDF. It's crucial to open all PDFs, including those generated due to 

changes in the PO. To open the PDF click on the link below "Please open the order PDF!"

▪ All items in an order must be confirmed together. Individual confirmation of items is not allowed. Even with a delivery 

split, the entire purchase order must be confirmed.

▪ If the delivery is in multiple lines, you can divide the confirmation into different slots via split functionality. Please make 

sure that the total quantity of all lines matches the original requested quantity. 

▪ Price changes: As a supplier, you can modify quantity and delivery date in the respective fields of the order confirmation. 

However, it is not permitted to execute price changes through the Jaggaer order confirmation. In the event of a 

necessary price adjustment, please reach out directly to the MT buyer directly to discuss the details.



PO Confirmation Deviation Notification

In case of supplier confirmation with a deviation to the request, a notification is instantly sent to the designated contact of 

the Purchase Order. 

The notification displays the old and new values for Delivery Date, Quantity and Remarks.

15

PO = Purchase Order
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