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1. View Purchase Order in SUS 

Go to KCM’s website and click on KCM Vendor Zone.  

 

 

Click on ‘existing vendor login’ and login to the portal with your user-name and password. 
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On the home page, by clicking on ‘Purchase Orders’ tab, you can view a list of all the Purchase Orders 

awarded to you along with the status and total value of the Purchase Orders. You can also browse 

Purchase orders by their status as shown below. 

 

To view the details of a particular Purchase Order, click on the Order Number as shown above. 

2. Send Purchase Order Confirmation/Acknowledgement 
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Vendor is expected to send an acknowledgement of the Purchase Order to the buyer.  

Click on Process button as shown below in order to confirm the line-items in the purchase order.  

 

Vendor can ‘confirm’ the line items and send the ‘Confirmation’ back to the purchaser. To confirm all 

line-item simultaneously, click on ‘Confirm All Items’ Vendor can also save the document for further 

processing. 

  

Confirm 
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Once the acknowledgement is sent, the status of the document is changed from ‘New’ to ‘In Process’. 

3. Create ASN (Advance Shipping Notification) 

When the goods are ready to be shipped, vendor can send an ‘Advance Shipping Notification’ (ASN) to 

the purchaser by clicking on ‘Create ASN’ button. 

 

Vendor can enter the following fields in ASN. 

• Shipping Date 

• Delivery Date (Expected) 

• Means of Transport 

• Transport ID code 

• Bill of Lading 

By checking the ‘Item Selection’ checkbox and clicking on ‘Propose Outstanding Quantities’, the 

outstanding quantity for that line item from the PO is auto-populated. 
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Vendor can ‘Save’ the document for editing and sending later or click on ‘Goods Delivered to Recipient’ 

to send the ASN to the buyer. 

4. View Goods Receipt Notification 

Once purchaser posts Goods Receipt Notification, vendor can see the same in SUS portal by clicking on 

Display Document Flow for a particular PO.  
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Vendor can view a list of all the documents posted and received against that Purchase Order along with 

their status. 

 

Vendor can now create the Invoice against that GRN by clicking on ‘Create Invoice’ button. 

By clicking on ‘Accept’ button, you can change the status of the Goods Receipt document from ‘New’ to 

‘Read’.  
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5. Post Invoice 

Vendor can enter any message he wishes to send to the buyer. Terms of Payment are automatically 

from PO. Vendor can add any unplanned Delivery costs 

 

Vendor can enter quantity and Tax details and send the Invoice or save it for processing later. 

 

 


