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I.  Purpose &  Scope  

The purpose of this document is to provide suppliers with clear instructions for completing PO acknowledgments in the 

Cor360 Supplier Portal. It ensures suppliers confirm acceptance or communicate changes to Solventum efficiently. The 

scope covers all steps required to navigate the POA wizard, update line-item details, and submit acknowledgments within 
the required timeframe. 

II.  Purchase Orders  Acknowledgement Information  

Solventum may require a Purchase Order Acknowledgment for each PO and PO Change.  If the PO Acknowledgment 

Wizard link is at the bottom of the PO, then this document is required. If Solventum has indicated that a POA is required, 

you must complete the POA Wizard, even if you do not have any changes.  The first POA must be sent to Solventum 

within 48 hours of receipt of the PO. Please note that the Cor360 Purchase Order Supplier Portal application will not 

allow you to complete an invoice if you have not completed the required steps.   

PLEASE NOTE:  The  required documents indicator is by line. When you  click on the POA wizard you may or  may

not see all the lines from the PO.  If the line doesn’t require a POA then you will not see it in the wizard.   
 

When you complete a POA, you will have the opportunity to accept the PO (or PO Change), or to communicate changes 

to Solventum. 

III.  Process  Steps  / Procedure  

1.  Accessing  P.O.  Acknowledgement Wizard:  

1.1 Log into Corcentric: Cor360 Purchase Order Supplier Portal with login credentials 

1.2 Click the Inbox heading 
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1.3 Enter Document Reference number for PO/PO Change in Search bar or locate Document under Document 
name column 

1.4 Click Icon in the options column to view PO 
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1.5 Once clicked, the PO will open to view 

1.6 Scroll to the bottom of the PO and click P.O. Acknowledgment Wizard 

2.  Header Information:  

There are two fields you may edit in the Header Information: 

2.1 Purpose Code: This field defaults to ORIGINAL if you are acknowledging a PO. It will default to CHANGE when 
you acknowledge a PO Change or if you are sending an additional POA.  

2.2 Add Comments: To add any comments or details that are pertinent to the header information, click on Add 
Comments and enter the necessary information.  
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2.3 Once the Information is up to date, click Continue to go to the next step or click the Detail tab at the top of the 
screen. 

3.  Detail  Information (Line Items):  

Here is where you can review the quantity, price, and delivery date for each line item.  

Please note if your Purchase Order or Purchase Order Change includes Subline Item Detail, and you need to make a 
change to the information, please click on Add Comments to relay the changes to Solventum. 
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The following options are available for Acknowledge Item field: 

3.1 Accept Item: The ‘Acknowledge Item’ field defaults to ACCEPT ITEM. Use this option if you are accepting the 
item as is, or if you are making an update to the item quantity, price, or delivery date.  If there are updates, make 
the changes to the appropriate fields; otherwise, continue to the next item.  

Changes to the fields listed below are permitted. The other fields are pulled from the purchase order.  
Additionally, you may click on Add Comments to include any corresponding details. 
• Qty 
• Unit Price 
• Related Vendor Order # (Optional) 
• Requested for Delivery (Date) 

3.2 Item Deleted/Rejected: If you cannot fill the item requested, select ITEM REJECTED or ITEM DELETED from the 
‘Acknowledge Item’ field. You may click on Add Comments to include any corresponding details.  

3.3 After you have carefully reviewed each item, click Continue to go to the next step or click on the Summary tab at 
the top of the screen.  
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4.  Summary of Entered Information:  

The last step includes a summary of your POA.  

4.1 To make changes to Header Information, navigate to the Header tab 

4.2 To make changes to Line Items, navigate to the Detail tab 

4.3 To send the POA to Solventum, click Send. 
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The POA will be stored in your Outbox where you can view it and monitor the status. 

4.3.1 Navigate to the Outbox tab on the main Corcentric page and search using the relevant PO number 

4.4 To save a draft of the document, click Draft. 
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4.4.1 Once clicked, you will be prompted to provide a name for the draft. Create a name for the draft and click 

‘OK’ 

4.4.2 To retrieve the draft POA, navigate to the Draft tab on the main Corcentric page and search by Document 

name 

5.  Bulk POA action:  

If you have multiple Read PO’s that you want to acknowledge without any changes, you can do that from the inbox 

without having to open each one and create individual POA’s.  

5.1 Navigate to the inbox tab and click on the checkbox at the end of each line of the Read PO’s or PO changes that 

you are acknowledging without any changes. 
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5.2 Click on the button  

5.3 Once the system has generated the POA’s, the system will let you know that they were created. 

5.4 You will still have visibility of those POA’s in the outbox tab 

IV.  Revision History  

Date Version Description Author 
12.2025 1.0 Purchase Orders Acknowledgement (POA) Amir Rahman 
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