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Strategic Sourcing Group — Procurement Operations

Zycus Supplier Network (ZSN

Supplier Guide for Key Actions in the Zvcus Supplier Network (ZSN) Portal

How to View, Confirm & Reject Purchase Orders (PO) in ZSN

Step 1: Log in to ZSN

Log in to the ZSN Portal and select Broadridge Financial Solutions, Inc. from the side panel.
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Step 2: You can view Purchase orders in 2 ways.
Access the navigation submenu and click Purchase Orders to view all available purchase orders.
OR

You can also search for a specific Purchase Order by entering keywords in the search box at the top right corner of the page
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e Click on the arrow icon to expand the Filters panel
o  The filter options will be displayed. Select the relevant checkboxes and options as required, then click Apply.
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Step 3: Confirm or Reject a Purchase Order

e  Click the applicable PO number to open the Purchase Order details page.
e To confirm a PO, click on the Confirm PO button and the PO status will now change to Confirmed.
e  Click on the Reject PO option to reject PO.
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11717 United States
Item Details

Sr. No. Item/ Item/Servic Description Market Unit Price Qty/Amt Delivery Delivery to Delivery Total
Service No. e Name Price Date Address Price
12053 nternation Half & half coffee cream USD 14.90 USD 14.90 18X 29/10/2025 - USD 14.90

Attachments - ( Dis: ts -0 Tax Details - O
52690 Snapple D Smooth Snapple tea, pe USD 29.00 USD 29.00 1CS 29/10/2025 - USD 29.00

Attachments ts - ( Tax Details - 01
Item subtotal: USD 43.90
Discount Amount * USD 0.00 on USD 43.90
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Note: You will be able to create invoice only after confirming the PO.




Alternatively, you can confirm or reject the PO by clicking on the 3 dots towards the right, under Action.
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° All Purchase Orders Q. USP01000338
Release Date ¥ PO Detail Delivery Date & PO Type PO Status PO Amount ¥ Action
06/10/2025 USP01000338 29/10/2025 Standard Unconfirmed USD 43.90 ::w E

Confirm PO

Reject PO

Contact

Please contact the Supplier Portal Support team (SupplierPortalSupport@broadridge.com) if there is any problem or assistance
needed.

End of Process




