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Managing Purchase Orders

This quick help guide will walk you through

- how to acknowledge orders Page 2
- how to create a change request Page 6
- how to create an advance shipping notice Page 9
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When it comes to orders, keep in mind: 

Purchase orders issued through myBuy have a specific 
numbering scheme: P000012345

To acknowledge an order from Roche/Genentech means you 
agree to the goods or services, price, quantity, terms and 
shipping dates and fees indicated in the order. 

Before acknowledging a new order, review it carefully. If 
needed, create a change request.

There are two ways to acknowledge orders: 

1. Via email (order PDF is attached to the email)

2. By logging into myBuy GEP SMART
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If the order is acknowledged and changes 
are needed, it would have 
to be initiated by Roche/Genentech, who 
will rescind the original order, make 
changes and then reissue the order to the 
supplier.
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Acknowledge 
Order via Email

Notifications about new orders will come 
from: 

• global.mybuy@roche.com 
(for Roche suppliers)

• genentech_myBuy@gene.com 
(for Genentech suppliers)

Order details will be attached via PDF 
file.

To acknowledge the order:

1. Click the Acknowledge link in the 
email

2. You will then see a confirmation 
message
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Acknowledge 
Order via Portal

Log into GEP Business Network and 
select the Roche client. Then:

1. Click the Purchasing module

2. Click the ORDER tab

3. Click Sent to Supplier sub-tab

4. Select the new Order you want to 
review 
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Acknowledge Order 
via Portal cont’d

The order will open with Sent to Supplier 
status.

1. Review the details of the order, 
including the LINE DETAILS section 

2. Click Acknowledge Order if all 
looks good 

3. A temporary success pop up will 
appear. The status of the PO will 
change to Supplier Acknowledged.

Remember: Once the order is 
acknowledged, you cannot create a 
change request, so review carefully before 
acknowledging. 
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Create Change 
Request

You can create change requests on 
orders you receive.

To initiate a change request, open the 
order, and then:

1. Review order status (should be 
Sent to Supplier)

2. Click the More menu

3. Click on Change Request

4. At the prompt, click OK to proceed

6



#0B41CD

#1482FA

#022366

#000000

#FFFFFF

#BC36F0

#FF7D29

#FF8782

#FAC9B5

#BDE3FF

#544F4F

#706869

#C28AB5

#D8D6D1

#F5F5F2

Create Change 
Request cont’d

5. The order will open in Draft status
6. Go to the LINE DETAILS section to 

review order information and make 
updates to available fields (you will 
see a box around fields you can edit) 
For example:

– Quantity
– Unit Price 
– Unit of Measure (UOM)
– etc.
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Note: Basel and Malaysian suppliers should not add tax in the change request



#0B41CD

#1482FA

#022366

#000000

#FFFFFF

#BC36F0

#FF7D29

#FF8782

#FAC9B5

#BDE3FF

#544F4F

#706869

#C28AB5

#D8D6D1

#F5F5F2

Create Change 
Request cont’d

7. Click the icon Comments and 
Attachments to enter comments 
about requested changes (this will 
provide context to the approver)

8. Click Send To Buyer to submit the 
request. A temporary success pop 
up will appear

9. You will be redirected to the 
ORDER sub-tab where Status will 
show as Sent to Buyer
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Create Advance 
Shipping Notice

Advance Shipping Notices (ASN) let 
clients know of an impending delivery, 
similar to a packing list.

ASNs can be created only for materials 
orders in Supplier Acknowledged status.

To create an ASN:

1. Click the Purchasing module

2. Under the ORDER tab, select the 
PO for which you want to create 
the ASN
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Create ASN cont’d

Once the order is open:

3. Click More

4. Click Create ASN
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Create ASN cont’d

5. Enter Supplier ASN Number 
(mandatory); this is an internal 
reference to be populated with a 
number generated by your company 
system

6. Click SHIPPING & DELIVERY 
INFORMATION to expand the 
section

7. Update the Expected Delivery 
Date (if known)

8. Enter the Tracking Number 
(mandatory); this is an internal 
reference to be populated with a 
number relevant to your company

9. Update the Deliver To location (if 
needed)
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Create ASN cont’d

10. Click LINE DETAILS to expand the 
section

11. The Shipped Quantity 
auto-populates with the remaining 
quantity from the order (you 
can update the number in each line 
if you are sending a partial 
shipment)

12. Click the NOTES AND 
ATTACHMENTS section to 
upload attachments or add 
comments if desired (these will be 
visible to the receiver in myBuy GEP 
SMART, they will not be printed 
with/on the ASN)
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Submit ASN

13. Click SUBMIT AND PRINT; the 
ASN will print with a barcode and 
number at the top. A temporary 
success pop up will appear.

14. Click the PRINT icon to access the 
print preview version of the ASN

15. Attach the ASN or just the 
barcode to your package 
(if sending multiple packages, 
include the barcode on each 
package)
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You can find additional quick help guides on how to make changes to your myBuy GEP 
SMART supplier profile on roche.com, including:

● Register for myBuy GEP SMART

● Update myBuy GEP SMART Supplier Profile

● Managing Purchase Orders

● Create Invoices

● Create Service Confirmation
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https://www.roche.com/about/sustainability/suppliers/invoice/mybuy-gep-smart/

