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Purpose of Document

● To provide a step-by-step guide of how to review and validate a purchase requisition
● This training document contains screenshots from the Ivalua Tool 

Intended Audience

● This job aid is intended for the Suppliers

Accessing the System

● Access Ivalua via login page. 

Getting Help

● Please contact your CLS contact or send an email to: ivaluasupport-cls@celestica.com

https://celestica-supplier.ivalua.app/page.aspx/en/usr/login?ReturnUrl=%2fpage.aspx%2fen%2fbuy%2fhomepage
mailto:indirect-documentation-cls@celestica.com
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PO Review & Validation - when you receive a PO from Celestica 

Email Notification

1. An email will be sent to 
the supplier contact with 
the notification of a 
Purchase order created. 

2. Email Indicates the 
Purchase Order is under  
Supplier Review Step, PO 
number and the access 
link.
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To Do list

1. Navigate to the Orders 
main menu and select 
Acknowledge Orders from 
the drop down or access 
the new orders from your 
to do list. 

2. Verify that PO #  is visible 
and select the pencil icon 
of that line.

PO Review & Validation - when you receive a PO from Celestica
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1. Review PO
2. Under the Supplier 

Response, confirm 
information is accurate 
per the terms agreeable 
for each line.

3. If everything is accurate, 
Select Confirm. 

If any information in any field is 
not accurate / term(s) is/not 
agreeable (eg. delivery date is 
inaccurate),  you may edit to 
reflect what the agreeable term is 
resulting in you suggesting a 
change.  Please refer to page 6 
where instructions on how to 
suggest changes to a PO are 
provided.  

PO Review & Validation - when you receive a PO from Celestica 
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PO Review & Validation - If you have confirmed, accepted, 
acknowledged a PO from Celestica

To access the PDF of the 
PO that you have 
confirmed, accepted and 
acknowledged, please 
follow the steps below:

1. Navigate to the Orders 
main menu and select 
Acknowledge Orders from 
the drop down. 

2. Look for the validated PO 
you want to download the 
PDF form. 

3. Click on the PDF file at 
the right to download the 
PDF.
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PO Review & Validation - If you are suggesting changes to a PO 
received from Celestica, not reject or not accepting

1. For editing fields as a 
supplier on a PO, the only 
editable fields are:

● Substitute Item 
Description (In case there 
is a substitute proposal). 

● Supplier Qty
● Supplier UP (Unit Price)
● Supplier Delivery Date
● Supplier Comment (here 

you can write any 
additional changes on 
general information of the 
PO). 

● Substitute Item Reference 
(In case there is a 
substitute proposal). 

● Supplier UoM

Note that all this edits will require 
further approval from Celestica. 
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PO Review & Validation - If you are rejecting a PO received from 
Celestica 

For rejecting a PO as a supplier 
you need follow the next steps 
and provide a complete 
explanation on why this PO was 
rejected. 

A rejected PO may result on 
awarding the PO to a different 
vendor and several PO rejections 
without proper explanation may 
result in no more business. 

1. Click Reject Button

2. Provide a Reason for Rejection, 
make sure to provide a complete 
explanation. 

After a PO is rejected it will go 
back to Celestica and will 
disappear from your supplier 
profile. 

1
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straight reject the order. Editable fields per line are Description, Qty, Price, Supplier Comments. 
-> For Edit and Reject check next slides. (6 & 7)

8



IDM Procurement Global Training | 2024 | Celestica

If you would like to review the 
status of the PO you have 
confirmed or requested changes 
on, please follow the steps 
below:

1. Navigate back to the 
acknowledge orders page and 
the PO progress is no longer in 
Supplier Review

Review status of all POs received from Celestica - all POs except 
rejected POs will be found in this view below

1

9



IDM Procurement Global Training | 2024 | Celestica

Review status of all POs received from Celestica - all POs except 
rejected POs will be found in this view below

Reporting

1. Click on the link of records
2. Click  on icon
3. Download in Excel



Thank You


