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Overview 
Purchase Orders provide a way for Buyers and Vendors to track recent orders for an event.  Vendors 

are able to view and acknowledge these Purchase Orders directly through the Supplier Portal.  This 

document provides step-by-step guidance around viewing and acknowledging a purchase order.  

Log into Supplier Portal 
You can access the Supplier Portal here.    

1. Click Sign In.  

 

 
 

2. Enter User Name and Password. 

3. Click Sign In. 
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Viewing the Purchase Order 
1. On the left menu, expand Order Management. 

2. Click Orders.  
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Order Page Overview 
1. Dashboard tab allows you to search and filter Purchase Orders.  

a. Enter a Purcahse Order into the Search field. 

b. Or use the Filter Search to refine your search.  

 

 
 

2. Open Orders tab displays purchase orders you are expected to deliver. To open a Purchase 

Order:  

a. Double Click an Open Order. 

b. OR check the box next to the order and click View Purcahse Order Details. 

 

 
 

3. Orders Not Received tab displays purchase orders shipped but not delivered. To open a 

Purchase Order:  

a. Double Click an Open Order. 

b. OR check the box next to the order and click View Purcahse Order Details 
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4. Open Order Lines tab displays individual line items that need to be delivered. 
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Acknowledging Purchase Order 
The following section provides the steps around acknowledging a Purchase Order.  

1. Expand Order Management.  

2. Click Acknowledge Orders.  

3. Select the Purchase Order to acknowledge. 

4. Click Create Acknowledgements.  

 

 
 

5. Make any updates by clicking into the cells as needed.  

NOTE: If changes are made, a message is generated to the Buyer, and they must 

acknowledge and accept changes.   
6. Click Finish Acknowledgement. 

 

 


