
How to Confirm/Reject a PO 
 

Step 1: Open proCure application  

 

Step 2: Select the supplier from dropdown for which you want to view the document 

 



 

Step 3: Clear all the filters 

 

Step 4: Search with the document number  



 

Step 5 (a): You can select the document on page 1 and click on “Confirm” to confirm the 
document 

 

Step 6(a): Click on “Yes” to confirm the document 



 

Step 5(b): Click on the document to go to page 2  

 

Step 6(b): Click on the “Confirm” button and then yes to confirm the document 



 

Step 7: To confirm the document with some reservation, click on the “Confirm with reservation” 
button  

 

Step 8: Enter the reservation reason and click on “Confirm with reservation” 



 

Step 9: To reject the document, click on reject and then enter the reason on the next screen  

 

Step 10: Click on “Save and Reject” to reject the document 

Step 11: To download the PDF for the Purchase Contract, click on the pdf icon on the first page or 
you can download the PDF from the second page by clicking on the pdf attachment 



 

 

 


