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Create an Acknowledgement 
 
This guide will walk you through the steps needed to create an 
acknowledgement in the portal.  

Acknowledgments are created by the supplier and are sent to the retailer. 
They include full or partial acceptance, backorder and/or cancellation 
information. In the portal, acknowledgments can be created for multiple 
orders or individual orders. See the link below for an overview of 
acknowledgments, settings, document fields and more.   
 

 
 
 
 

Acknowledge multiple orders 
 
You can create an acknowledgement for multiple orders at a time using Bulk 
Actions or our Advanced Import tool. See the links below for more 
information on how to acknowledge multiple orders:  

 

 
 

 
 

Acknowledgments 

Bulk Actions 

Advanced Import 

https://help.logicbroker.com/hc/en-us/articles/7939700232980
https://help.logicbroker.com/hc/en-us/articles/7890607954068
https://help.logicbroker.com/hc/en-us/articles/360022068651-Advanced-Import
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Acknowledge individual orders 
 
You can create partial or full acknowledgements for individual orders to 
reflect acceptances, backorders and/or cancellations in the portal. See the 
instructions below on how to create an acknowledgement document 
depending on how you plan on processing the order.  
 

1. Create an Acknowledgement draft document 
 
Option 1 

1. Locate the order you want to acknowledge > click on More Actions > 
Accept/Reject 
 

 
 
 
 
 
 
 
 

Option 2 
 

1. Locate the order you want to acknowledge > click on View > 
Accept/Reject 
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2. Fill out the document 

See instructions below on how to fill out the different types of 
acknowledgements. Required steps are marked with an asterisk. See retailer-
specific documentation or Document Standards for additional required fields.  
 

   
 
 

Acceptance 

Acceptances indicate you have all order items in stock and you will ship the 
items out.  
 

1. Under Acknowledgement Items, make sure that the Quantity Accepted 
equals the number of items you want to accept from the Quantity 
Ordered field 

2. Under General Information, enter in an Estimated Delivery Date or a 
Pickup Date 

3. Logicbroker will populate the Acknowledgement Number field but you 
can change it if you wish *make sure it is a unique value  

4. *Submit 
 

Document Standards 

https://help.logicbroker.com/hc/en-us/articles/360054359431-Document-Standards-Validation-Rules-
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• Default Days to Ship  
Configure Default Days to Ship so you don’t have to specify an 
Estimated Ship Date on every acceptance acknowledgement you 
create. See Document Settings > Acknowledgment Settings. 

 

Backorder 

Backorders indicate you do not have order items in stock but intend on 
shipping them out later when they are back in stock.  
 

1. *Under Acknowledgement Items, change Quantity Backorder to match 
the number of items you want to backorder per line 

2. Under General Information, enter in an Estimated Delivery Date or 
Pickup Date of the furthest out in-stock date 

3. Logicbroker will populate the Acknowledgement Number field but you 
can change it if you wish *make sure it is a unique value  

4. *Submit 

https://help.logicbroker.com/hc/en-us/articles/8058922786836-Document-Settings
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Cancellation 

Cancellations indicate you do not have order items in stock and you do not 
intend on shipping them out.  
 
Option 1 
 

1. *Under Acknowledgement Items, change Quantity Cancelled to match 
the number of items you want to cancel per line 

2. *Under Acknowledgement Items, enter in a Change Reason that the 
retailer accepts – reach out to the retailer if you are unsure of their 
accepted cancel codes 

3. *Under General Information, enter in the same Change Reason you 
entered in the Acknowledgment Items section 

4. Logicbroker will populate the Acknowledgement Number field but you 
can change it if you wish *make sure it is a unique value  
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5. *Submit 
 

 
 

Option 2 
 
*Set up a Default Cancellation Reason if you want to use this option 
 

1. Click on the Cancel All Items button  
 

 
 
 

Default Cancellation Reason  
Configure a Default Cancellation Reason so you don’t have to specify 
an Change/Cancellation Reason on every cancellation 
acknowledgement you create. See Document Settings > 
Acknowledgment Settings.  

https://help.logicbroker.com/hc/en-us/articles/8058922786836-Document-Settings
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Partially Accept/Backorder/Cancel 

Partial acceptances/backorders/cancellations indicate you are acknowledging 
order items using more than one method.  
 

1. *Under Acknowledgement Items, change Quantity Accepted, Quantity 
Cancelled and Quantity Backordered fields to match the number of 
items you want to accept, cancel and backorder per line 

2. Under Acknowledgement Items, enter in a Change Reason for the 
cancelled item(s) only – reach out to the retailer if you are unsure of 
their accepted cancel codes 

3. Under General Information, enter in the same Change Reason you 
entered in the Acknowledgment Items section for the cancelled item(s) 

4. Under General Information, enter in an Estimated Delivery Date or a 
Pickup Date for the items you accepted or backordered – if you 
backordered any part of the order, select the furthest out in-stock date 

5. Logicbroker will populate the Acknowledgement Number field but you 
can change it if you wish *make sure it is a unique value  

6. *Submit 
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Need more information? 

Visit our Knowledge Base or log into Learn Logicbroker for more 
details on how to optimize your Logicbroker experience. 

 

 

Helpful Links 

 

   
 

 
  

 
 

 
 

 
 

Support  
Reach out to support@logicbroker.com  

Acknowledgments 

Bulk Actions 

Advanced Import 

Document Standards 

Order Management FAQs 

https://help.logicbroker.com/hc/en-us
https://learn.logicbroker.com/
mailto:support@logicbroker.com
https://help.logicbroker.com/hc/en-us/articles/7939700232980
https://help.logicbroker.com/hc/en-us/articles/7890607954068-Bulk-Actions
https://help.logicbroker.com/hc/en-us/articles/360022068651-Advanced-Import
https://help.logicbroker.com/hc/en-us/articles/360054359431-Document-Standards-Validation-Rules-
https://help.logicbroker.com/hc/en-us/articles/7910955218324

