
Confidential + ProprietaryConfidential + Proprietary

Purchase Order labeling Instructions
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Labelling Guidance
Getting Started

● Start by annotating a small number of documents
● Review them, correct any mistakes, update the labeling guidance to make sure data is labeled consistently.

Choosing the right data/model
● A general rule is to up-train with customer production traffic. The closer the training distribution is to production 

traffic, the better the performance.
● Depending on your customer's requirements, consider utilizing more than one processor in order to support 

multiple languages
● One model for every region (group of untrained languages) vs a universal model

Dataset Size
● Training - at least 1000 per language
● Test - at least 200 per language
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Multi-Occurrence entities

There are 2 occurrence types that we are relevant to purchase order labeling:

- OPTIONAL_ONCE: This entity is expected to have no more than one ground truth value.
- OPTIONAL_MULTIPLE: This entity can have any number of ground truth values.

For Purchase Order, line_item entities are OPTIONAL_MULTIPLE, while all other entities are 
OPTIONAL_ONCE. 

Note that while OPTIONAL_ONCE entities can still appear multiple times with the same value. 
In this case, we recommend to label all appearances, except for “easy” entities (in the current 
entity list, only currency).
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Optical Character Recognition (OCR) Errors

Drawing bounding boxes around entities will automatically populate a text captured through OCR. In some 

cases, the captured text is not accurate and doesn’t reflect what is on the page, especially for documents 

that are blurry or of low resolution. These values should be corrected manually through “Value” input text.

 If a value doesn’t exist in the document, there is no need to label it.
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Purchase Order Entity Definitions
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All Entities

○ currency

○ delivery_date

○ payment_terms

○ purchase_order_date

○ purchase_order_id

○ receiver_name

○ ship_to_address

○ ship_to_name

○ total_amount

○ line_item/amount

○ line_item/description

○ line_item/product_code

○ line_item/purchase_order_id

○ line_item/quantity

○ line_item/receiver_reference

○ line_item/unit_of_measure

○ line_item/unit_price
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Receiver entities
receiver_name: Name of the organization/person/entity to which the purchase order is made or billed. Examples: 
“Zinfra”.

ship_to_address: These labels correspond to the entity/organization address to whom the items are being shipped to. 
The key for this field might be the same as the ship_to_address field.Example : ship to , deliver to.

ship_to_name: Actual name of the entity/person, to whom the goods are being shipped to. Include full organization 
name including prefixes such as “LLC”, “Pvt Ltd”. Example: Google LLC
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Line item entities
line_item/amount: The actual amount billed for a particular item in the items table. Usually, one value per line item in 
the items table. Examples: “20”, “65.4”.

line_item/description: It is actual description of the item. There are usually many values in a single image. Examples: 
“Laptop”, “Paper bundle”, “HP Headphones”

line_item/product_code: It refers to items describing the product code/ID. There are usually many values in a single 
image, one corresponding to each item. Examples: “BN-150”, “75”, “B-108”. 

line_item/purchase_order_id: Actual purchase order identifier/number. Include any prefix/suffix associated with the 
purchase order id. Example- “PO128”.

line_item/quantity: It is the actual number of units ordered. There are usually many values in a single image, one 
corresponding to each item. Examples: “10”, “20” in "20 lbs", “30” in "30 bags". 

line_item/receiver_reference: It refers to customer code assigned by the receiver to the product or service that is being 
bought. For example, a supplier may have a product code XYZ, but the receiver has defined the same product in their 
system with code ABC.

line_item/unit_of_measure: It is the measurement unit of the item being ordered. There are usually many values in a 
single image, one corresponding to each item. Examples: “lb”, “pounds”, “kg”, “hours”

line_item/unit_price: It is the actual price per unit of the item being ordered. There are usually many values in a single 
image, one corresponding to each item. Examples: “70”, “50 $/hr”, “20 $/pound”.
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Amount entities
currency: It refers to text specifically declaring the currency used in the Purchase order. Examples: “USD”, “GBP”, “$”, “€”, 
“US $”

total_amount: The actual text indicating the monetary amount (total amount after taxes are added).Examples: “343.44”, 
“8,372.81”.
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Miscellaneous entities
delivery_date: This field refers to the delivery date for the products and services being ordered. Example: “Delivery date”

payment_terms: The actual text of the payment terms. Include full text including # of days, due by date, etc (if present). 
Examples- “NET 30 days”, “NET 45”.

purchase_order_date: This field refers to the purchase order date. In some cases, only month & year may be mentioned, 
instead of the full date. Example “Dec 2019”. Please consider such values as valid and annotate them. Don’t include 
words like “Date” or “P/O Date”.

purchase_order_id: Purchase order is also an identifier of the transaction. Include any prefix/suffix associated with the 
purchase order id. Example- “PO128”.
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delivery_date

payment_terms

Purchase_order_date 

purchase_order_id
ship_to_name

currency

ship_to_address

receiver_name

line_item/unit_price * 9

line_item/unit_of_measure * 9
line_item/description * 10

line_item/product_code
* 10

line_item/quantity * 9

line_item/receiver_reference * 10

line_item/amount * 9

Example 1:

Page 1
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currency

total_amount
line_item/description

line_item/product_code

line_item/unit_price

line_item/unit_of_measure

line_item/quantity

line_item/amount

line_item/receiver_reference

Example 1:

Page 2
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Feedback

1. Should Sales Order be invoice_id?
2. Receiver_name should be the “ZXCV INDUSTRIES” under “Sold-To”, not the title.
3. GTIN should be line_item/product_code, not Material.
4. All the comments on page 1 also applies to page 2.


