
Email notification PO Outstanding 

Case: Scheduled Delivery date has been exceeded

Start : January 2020



Suppliers failed to delivery within the 

given timeline and did not inform Buyer 

to edit Delivery Date.

Issue from PO Outstanding

Which Suppliers should be concerned

Buyer set Delivery date in PO does not

match with actual Delivery.

Suppliers accepted PO without checking 

delivery Date and failed to delivery within 

the given timeline. Supplier changed responder 

resulting in missed the Mail 

notification.
Suppliers do not reject PO in case 

of fail to delivery Goods/Service. 

Supplier does not place invoice.

Suppliers do not accept PO on 

the system.

Buyers/BU do not record 

GR on the system.



Resulting in System Improvement for 

Edit PO Delivery Date Notification & PO Outstanding Notification 

Let’s see which case system will notify us.

Objective

• System validate PO which Requester and Purchaser do not take action once received Mail notification about PO 

outstanding then system will Auto Close PO outstanding.

• Requester/ Purchaser can change Delivery date in PO to Actual Delivery Date (Suppliers must click “Agree”).

• Mail notify Purchaser or Supplier once Delivery date has been changed.

• To be able to gather Delivery data and timing of each suppliers to do Delivery Evaluation. 



Mail notification for Auto Close PO outstanding 

once Delivery exceed scheduled Delivery date.
• System validate PO which exceed delivery schedule, will notify buyer to take action. (According to case Edit Delivery 

date and Close PO outstanding) 

• Buyer can request to close PO outstanding in case “no GR needed”. (Suppliers must click “Agree”)  

• Buyer can change PO Delivery Date. (Suppliers must click “Agree”) 

• System will send Mail notify to whom concerns (In case of “No Action”, system will auto close PO to return Budget to 

Pool Fund Centre)

• In case of “OPEX” (PO with Budget within Fiscal year) Before fiscal year end, System will send Mail notify to Buyer with 

PO which has no record of Goods Received, Alert Buyer to take action before system Auto Close PO outstanding. 



No Action taken Impact case 

No Mail Condition System operate according to Mail Notify
No Action taken after Mail 

Notify

1
System will send Mail notify to Requester and 

Purchaser for “Auto Close PO Outstanding”

User Edit Delivery Date to Actual Delivery

Or record GR in case “Goods/Service” has been 

Delivered.

System will Auto close PO and 

return Budget to Pool Fund Centre

2
System will send Mail Re-notify Requester and 

Purchaser (Remind once every day for 3 days)

User Edit Delivery Date to Actual Delivery

Or record GR in case “Goods/Service” has been 

Delivered.

System will Auto close PO and 

return Budget to Pool Fund Centre

3

System will send Mail (AM) notify Requester, 

Supplier and  Purchaser about PO will be “Auto 

Close PO Outstanding” within Today.

User Edit Delivery Date to Actual Delivery

Or record GR in case “Goods/Service” has been 

Delivered.

System will Auto close PO and 

return Budget to Pool Fund Centre



Workflow PO Outstanding

Case: Exceed Delivery 

Schedule � Need GR

Update Delivery 
Date

Close PO

Close PO and 
add comment

Mail notification
User/supplier/ 

purchaser

User Purchaser

Verify and 
Approve 

Edit Delivery 
Date and add 

comment

Verify and 
Approve 

(Show edit log)

Supplier Agree 
Change Delivery 

date

PurchaserUser SupplierSupplier

Verify and 
Approve 

Case: Exceed Delivery 

Schedule � No Need GR

2nd Mail 
Notification

Auto Close PO Auto Close 
PO

Case: Exceed Delivery 

Schedule � No Action Taken



To Improve Efficiency & “HOW” we can contribute to improve.

1. Suppliers checking delivery Date before “Accept PO” 4. Supplier must inform Buyers/BU to record Goods 

Receipts on the system once Goods/Service has been 

delivered.

2. Suppliers must delivery Goods/Service according to 

Delivery timeline in PO.

5. In case, “Failed to delivery” PO within Fiscal Year End, 

Supplier must inform Buyer to carry PO in order to use 

following year. 

3. Suppliers “Failed to delivery” within the given timeline 

must inform Buyer to edit Delivery Date.

6. Supplier must pay attention to “Email Notification”. 



How to

Supplier “Agree” to Change Delivery date.

PO Outstanding



Login to “Supplier Web Work” � Home � Select “Purchase Order”

Supplier Agree Change Delivery date



At “Search Order” tab, Supplier search “ PO Number” from Email Notification.

At Icon:       “ Agree Delivery Date”   ���� Case : Awaiting Change Delivery date Request � System will show only PO status “ Accepted”

Supplier Agree Change Delivery date



Tab “ Agree Delivery Date”  ���� System Show “ Change Delivery Date Request”  details. � Show Delivery Date change in each item.

- After Supplier review Request � Click “         s ”  � System will send Mail notify Requester and next Approver.

Supplier Agree Change Delivery date



Template PO Outstanding - Email Notification to Supplier



Case Action Requester Purchaser Supplier Period of notice

Close PO System will send Mail Notify  “Close PO (Success/Fail)” Y N Y 

(success)

Auto close PO

System will send Mail Notify “Auto Close PO outstanding”  

within Today
Y Y Y

Send 1 time (AM) Within 

Close PO day

System will send Mail Notify “Auto Close PO outstanding 

(Success/Fail)”
Y Y

Y 

(success)

Change Delivery 

Date

System will send Mail Notify “Awaiting Change Delivery Date 

Request” 
N N Y

System will send Mail Re-Notify “Awaiting Change Delivery Date 

Request” 
N N Y

Continuous once a days 

for 7 Days.

System will send Mail Notify “Change Delivery Date (Success/Fail)” Y N Y

Mail Condition



PO Outstanding – Close PO



• System will send Mail Notify “Supplier” When Close PO on ERP 

(Completed) 

Mail: PO Outstanding – Close PO (Completed)



PO Outstanding – Auto Close PO



• System will send Mail Notify (AM) “Supplier” This PO will be “Auto Closed” 

���� Please respond “Agree” to the request.

Mail: PO will be “Auto close” by the system later today



Mail: Auto Closed PO (Completed)

• System will send Mail Notify “Supplier” When “Auto Closed PO” 

(Completed) 

Case: All items are Closed on ERP



PO Outstanding - Change Delivery date



Mail: PO Outstanding - Request for “Edit Delivery date” 

awaiting for your response

• PO Outstanding : Scheduled Delivery date has been “exceeded”

• System send Mail Notify to “Requester”� “Need GR” � Request to “Edit 

Delivery Date” � Submit 

• System will send Mail Notify to “Supplier” ���� to “Agree” to Awaiting 

response on “Edited PO Delivery Date” 

• System will send Mail Notify to “Supplier” Once a days for 7 Days 

continuously until Supplier respond to the Request.



• System send Mail Notify to “Supplier” When “Change Delivery Date” in 

ERP (Completed)

Mail: PO Outstanding - Change delivery date 

(Completed)



• System send Mail Notify to “Supplier” When “Change Delivery Date” in 

ERP (Incomplete)

Mail: PO Outstanding - Change delivery date 

(Incomplete)



Thank you


