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1. Jaggaer Purchase Order Mail
» How to retrieve the PO, two options

1. Download as pdf
2. Log-in to Supplier Portal (not mandatory)

2. How to log in to Supplier Portal (not mandatory)
» 2.1 How to confirm a PO
» 2.2 How to confirm a PO and change delivery date



1. JAGGAER PURCHASE ORDER MAIL

The mail will come from Supplier Portal < no-reply@jaggaer.com> 

There are two options to retrieve the Purchase Order: 

1. View and download as pdf
- Please confirm the PO to the Requisitioner

2. Log-in to Jaggaer Supplier Portal (not mandatory)* 
- When logged-in, you can:  

- Confirm the PO
- Change delivery date

! Please add this mail address to your safe list so that it 
doesn’t get stuck in your spam filter! 



> Option 1) 
» Example of the pdf PO

» Please send Order confirmation to the 
Requisitioner

» The blue links under ”Documents” are clickable
and will show more pages of the PO and other
attached documents (if any)

2. JAGGAER PURCHASE ORDER 



1. Jaggaer Purchase Order Mail
» How to retrieve the PO, two options

1. Download as pdf
2. Log-in to Supplier Portal (not mandatory)

2. How to log in to Supplier Portal (not mandatory)
» 2.1 How to confirm a PO
» 2.2 How to confirm a PO and change delivery date



2. HOW TO LOG-IN TO SUPPLIER PORTAL (not mandatory) 

Log-in to Jaggaer Supplier Portal (not mandatory) via this link
- When logged-in, you can:

- Confirm the PO
- Change delivery date

To log-in, please use the temporary Username and Password 
provided in the e-mail. The temporary log-in credentials are valid 
for 7 days. 

Certain KA suppliers will be requested to onboard the JAGGAER 
Supplier Portal. In that case, you will receive an e-mail invitation to 
register your company from your Purchasing contact person. 
Some suppliers may already be active on the JAGGAER Portal, and 
in this case, you only have to register what is specific for KA. 



2.1 PO Confirmation without change

Supplier logs into the supplier portal and confirms the PO without any changes on the PO template. 

Procedure

1. Login to the supplier portal using the link in the PO mail and your login details

* NOTE: this picture and link refers to the Jaggaer TEST DEMO environment



2.1 PO Confirmation without change

Supplier logs into the supplier portal and confirms the PO without any changes on the PO template. 

Procedure

2. On the Supplier Portal Dashboard click 
on any of the PO from the ORDERS box, 
that is in status “Sent”. The PO Template 
will open afterwards.



2.1 PO Confirmation without change

Supplier logs into the supplier portal and confirms the PO without any changes on the PO template. 

Procedure

2. On the Supplier Portal Dashboard click 
on any of the PO from the ORDERS box, 
that is in status “Sent”. The PO Template 
will open afterwards.

3. Alternatively, supplier navigates to SCM 
→ Purchase Orders → Order List to see 
the full list of POs.



2.1 PO Confirmation without change

Supplier logs into the supplier portal and confirms the PO without any changes on the PO template. 

Procedure

4. The Received orders window opens. 
Click on the grey icon on the left to 
open the PO Template. 



2.1 PO Confirmation without change

Supplier logs into the supplier portal and confirms the PO without any changes on the PO template. 

Procedure

5. Review the PO and open the document 
attachment as a first action point. 
Without opening and reviewing the 
document you won’t be able to confirm 
any PO.



2.1 PO Confirmation without change

Supplier logs into the supplier portal and confirms the PO without any changes on the PO template. 

Procedure

6. As soon as the document is reviewed, the editing options on the item will appear.
7. Click Save and send back button. 
8. The confirmed PO will be immediately sent to Kongsberg’s ERP system.



2.2 PO Confirmation with change of Delivery date

Supplier logs into the supplier portal and confirms the PO with change of Delivery date  

Procedure

1. Login to the supplier portal using the link in the PO mail and your login details

* NOTE: this picture and link refers to the Jaggaer TEST DEMO environment



2.2 PO Confirmation with change of Delivery Date

Supplier logs into the supplier portal and confirms the PO with change of Delivery Date

Procedure

2. On the Supplier Portal Dashboard click 
on any of the PO from the ORDERS box, 
that is in status “Sent”. The PO Template 
will open afterwards.



2.2 PO Confirmation with change of Delivery Date

Supplier logs into the supplier portal and confirms the PO with change of Delivery Date

Procedure

2. On the Supplier Portal Dashboard click 
on any of the PO from the ORDERS box, 
that is in status “Sent”. The PO Template 
will open afterwards.

3. Alternatively, supplier navigates to SCM 
→ Purchase Orders → Order List to see 
the full list of POs.



2.2 PO Confirmation with change of Delivery Date

Supplier logs into the supplier portal and confirms the PO with change of Delivery Date

Procedure

4. The Received orders window opens. 
Click on the grey icon on the left to 
open the PO Template. 



2.2 PO Confirmation with change of Delivery Date

Supplier logs into the supplier portal and confirms the PO with change of Delivery Date

Procedure

5. Review the PO and open the document 
attachment as a first action point. 
Without opening and reviewing the 
document you won’t be able to confirm 
any PO.



2.2 PO Confirmation with change of Delivery Date

Supplier logs into the supplier portal and confirms the PO with change of Delivery Date

Procedure

6. As soon as the document is reviewed, the editing options on the item level will appear.
7. On the Delivery Date field, click on the green icon on the right and change the Delivery Date.
8. Click Save and send back button. 
9. The confirmed PO will be sent back to Kongsberg’s JAGGAER site for revision. They will either accept or decline the changes to the 

Delivery Date. If accepted, the PO is sent immediately to Kongsberg’s ERP system. If declined, the PO with a respective comment it sent 
back to the supplier, which will trigger the PO confirmation process from the beginning.
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