
[bookmark: _1xu2dwj3ozib]BB Sambandh - PO Management

[bookmark: _jmj4iisuv9t]1. Purpose & Business Context

This document explains the user flow ( MC user and Supplier user ) of the PO management dashboard implemented on the BB Sambandh portal which is created to provide visibility to vendors of the Purchase orders created against them and to acknowledge and book delivery slots for the POs to ensure on time delivery adherence of the purchase orders. 
This document covers:
· Login in BB Sambandh portal
· Addition of supplier users in a marketing company 
· PO management dashboard view - MC user
· Actions on the PO management dashboard - Supplier user
[bookmark: _upjdg3ilatje]2. Login in BB Sambandh portal
Registered users can access the BB Sambandh portal by using the link https://nucleus.bigbasket.com/ .
· After visiting the link the below page will open - users need to click on sign in.
[image: ]

· On the next page - enter the email id linked to the supplier user and enter the otp on the next step.[image: ]
· After entering the valid otp, users will be logged into the BB sambandh portal.
[bookmark: _jlin4u447ob5]3. Addition of Supplier User
Marketing company admin users can add supplier users to their marketing company. To add a supplier user login to your account and follow below steps - 

· Click on the user icon on the top right side of the portal as shown below and go to the user management page.
[image: ]

· Navigate and click on add new user option in the user management page
[image: ]

· Enter the email and mobile number of the supplier user. This should be inline with the details already present in the BB system. In the user role - select supplier user, upon selecting the supplier user, a new dropdown of the company will open. Select the company as required.
[image: ]
· Once these details are added, click on add and the supplier user will be created. 
· Once the supplier user is created, the supplier user can now login to BB Sambandh( https://nucleus.bigbasket.com/) using his email address. The supplier user will receive the OTP on his email address.
[bookmark: _fd1hi95og2ny]4. PO management dashboard view - MC user
Mc users will only have view access to the PO management dashboard, they can view important details of the POs such as PO Number, Delivery FC, Status, Delivery slot, PO value and Quantity. There are filters to filter out the POs based on a few of these attributes and a date filter to see POs of specific dates. 
[image: ]

Users can click on the eye button to see the PO in detail along with all SKU information or click on the 3 dots to download the excel file of the PO.

5. Actions on the PO dashboard - Supplier user
Supplier users will have all the view options similar to the MC admin users, they can also perform actions like acknowledging a PO, booking a delivery slot and rescheduling a slot. All of these are listed below. 

5.1 PO Acknowledgement
Supplier users have an option of an acknowledging manual PO raised against them. Once the PO is raised against a supplier, they will get a Whatsapp message if the contact number associated with them is active on whatsapp. Suppliers can acknowledge the PO on whatsapp and the same can be done on the PO dashboard on the portal. Both the flows are listed below. 

5.1.1 Acknowledgement on Whatsapp
· Suppliers will get a whatsapp message as shown below, Upon clicking the “We acknowledge the PO” option PO will be acknowledged.
[image: ]

5.1.2  Acknowledgement on Dashboard
· If the supplier has not acknowledged the PO through whatsapp, they can go to the dashboard and click on the 3 dots on the right side against the PO which is to be acknowledged and then click on Acknowledge PO as shown below : 
[image: ]

· After clicking on the acknowledge PO option - a popup will open as shown below, upon clicking on “Review & Accept PO” the PO will be acknowledged. 
[image: ]
The screen moves to the slot booking screen which is detailed in the next section.
Note : Only POs in open state can be acknowledged. 


5.2 Delivery slot booking

Once the PO is acknowledged the slot can be booked against the same, the supplier can book a slot at the time of acknowledgement from the flow shown in the previous section or if the PO is acknowledged through whatsapp, Book slot button should be used to book the delivery slot. Both the flows are listed below. 

5.2.1 Through PO Acknowledgement flow 

· Once the user clicks on “Review & Accept PO”  as mentioned in the previous section, the book slot screen will open as shown below, user should click on the “Proceed to book a Slot” button.[image: ]
· The next screen will show available slots, users should choose a slot and click on the “Book Slot” button as shown below.[image: ]

· A confirmation screen will come indicating the slot booking is successful along with details of the booked slot, users can go back to the dashboard by clicking on the “Go to Dashboard" button
[image: ]


5.2.2 Through Book Slot Flow

· If the PO has been acknowledged through Whatsapp then on the dashboard, the book slot button will get activated as shown below. Upon clicking the Book a slot button, the same slot booking screen will open as mentioned in the previous screen.
[image: ]

5.2.3 Multiple PO slot booking

Users can book slots of multiple acknowledged PO at once by selecting the POs. Once more than one PO is selected an action box will open with “Book Common Slot” button active if all the checks such as common delivery location, acknowledgement of PO are satisfied as shown below.[image: ]Upon clicking the “Book Common Slot” button the slot booking screen will open. .

5.3 Slot Rescheduling 
Suppliers can reschedule delivery slots of a PO if required. Once the slot of a PO is booked the slot date will be mentioned in the Delivery slot field in the dashboard  as shown below.[image: ]

Steps to Reschedule:
· There is an edit button just beside the slot date, click on this to reschedule the slot, reschedule screen will open which is similar to Slot booking screen as shown below. Suppliers can select a slot as appropriate and click on the “Reschedule Slot” button to book a different slot for the PO.
[image: ]

· The confirmation screen will come after a successful reschedule and it will be reflected on the dashboard as well.[image: ]


**This marks the end of the training document**
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