
How to confirm a purchase

order in proCure

Please be aware, that you can only process this action with

eAccept access and not with proQ Guest Access.
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This flow shows you how to confirm

your purchase orders in proCure.

Please click on 'proCure' to get

started!
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Search for your purchase order by

either using the overall searchbar or

filters. Then click on 'Search'.
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There are two ways to confirm a

document. 

1. Way: Choose a purchase order you

want to confirm by clicking on the

right row.
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After checking all details you can

confirm the document by clicking on

'Confirm'. 

Hint: No worries, you will still have to

confirm the confirmation in the next step.
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You can click on 'Yes' or 'No' to

finalize the confirmation. 

Please click on 'No' to continue

with this instruction.

Hint: 'No' doesn't mean, that you are

rejecting the document.
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Click here to go back to the filterbar

view.
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2. Way to confirm: 

Please choose the purchase order

you want to confirm by clicking on

the corresponding checkbox.

Hint: You can also confirm multiple

documents at a time by choosing more than

one checkbox.
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After choosing a purchase order you

can confirm the document by clicking

here.

Hint: No worries, you will have to confirm

the confirmation in the next step.
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You can click on 'Yes' for final

confirmation. Otherwise click on 'No'.
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The document will change into status

'Confirmed'. You can find it in your

'Send Items'.
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That's it!
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