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SUPPLIER PORTAL

Managing Purchase Orders

Abstract

This job aid will show you how to view and acknowledge a purchase order.
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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 SignIn.

PEE"HH Supplier Portal

Supplier Portal
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Enter User Name and Password.
Click Sign In.
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Viewing the Purchase Order
1. Onthe left menu, expand Order Management.
2. Click Orders.

Search Orders

Supplier Portal Dashboard Open Orders Orders Not Received Open Order Lines Closed Orders

Home All Orders Start ADialog .-« Overview Lines Invoices And Payments

Events Q' Purchase Order Number

Purchase Order:197123 PUrChase Order

Total: 132.50 USD 197123

Date: 12/16/2022

My Responses

+ Contracts

Purchase Order Total Company
— Order Management § :
— Purchase Order:110121 132.50 USD 2041 - PPL Electric Utilities [ Emailed ]

Total: 166.25 USD ; s Delivery Date Buyer
n Purchase Order Date > Q
Date: 8/1/2022 Jenase Crdecla 12/26/2022 Brycelong & &

- 12/16/2022
Create Invoices Released revision Ship To Locatior:

Purchase From Location
200-1-PPL

Alerts

Manage Self Created Invoices

Acknowledge Orders

EES

Invoices
10V

Payments
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Order Page Overview

1. Dashboard tab allows you to search and filter Purchase Orders.
a. Entera Purcahse Order into the Search field.
b. Or use the Filter Search to refine your search.

Search Orders

Supplier Portal Dashboard Open Orders Orders Not Received Open Order Lines Closed Orders

Home All Orders Start A Dialogg, ++- Overview Lines Invoices And Payments

Events Q Purchase Order Number =

My R . : Purchase Order Open Purchase Order
My Responses Company

+ Contracts

Brder R Purchase Ord Purchase Order Total Company
peBTl =~ 132.50 USD 2041 - PPL Electric Utilities Emailed §
Alerts Buye Purchase Order Date Buyer - .
12/16/2022 Brycelong =
EREte B ces Ship To Location
Purchase From Location
Purchase From Location 200-1- PPL

Manage Self Created Invoices

Acknowledge Orders

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.

Search Orders
Supplier Portal Dashboard Open Orders Orders Not Received Open Order Lines Closed Orders
Home @pen Orders E5 View Purchase Order Details | Start ADialog Message Dialog
B | Purchas.. gmDate Delivery Date Amount Currency | Mumbe... Status Reference 1 Referen... PO Code
@ 110121 |8/1/2022 8/31/2022 166.25 USD 1 Released revision
[ @ 197123 12/16/2022 12/26/2022 13250 USD 1| Emailed

+ Contracts

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

Search Orders
Supplier Portal Dashboard Open Orders Orders Not Received Open Order Lines Closed Orders
Home Shipments Not Received > View Purchase Order Details
Events | Purchase .. f pate Delivery Date Amount __Currency DeliveryD... Overdue  Reference 1 | Reference2 PO Code
] 110121 8/1/2022 © 8/31/2022 166.25 USD 363 Yes
My Responses —
) 197123 12/16/2022 Q 12/26/202: 132.50 USD -246 Yes
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4. Open Order Lines tab displays individual line items that need to be delivered.

Search Orders

Supplier Portal Dashboard ~ Open Orders  Orders Not Received Open Order Lines | Closed Orders

Home Open Order Lines

Events Expected... Purch... Purch... Item Vendorltem  Description

] |8/31/2022 110121 |1

My Responses

| 12/26/2022 197123 1 0000901879 SCREW, TAPPING, SELF TAPPING, #12, 1/2 IN, STAINLESS STEEL,

Page 5
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Rema... UOM
5.0000 BX

10.0000 BX
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Acknowledging Purchase Order
The following section provides the steps around acknowledging a Purchase Order.

1. Expand Order Management.

Click Acknowledge Orders.

Select the Purchase Order to acknowledge.
Click Create Acknowledgements.

P

Search Orders Available For Acknowledgement

Supplier Portal P View Purchase Order Details | Create Acknowledgements | Start A Dialog

Home Purchase 0... Date Delivery Date Amount __Currency Number Of... _Status Reference 1 __ Reference 2

197123 12/16/2022 12/26/2022 132.50 USD 1 Emailed
Events

My Responses

+ Contracts
Alerts
Create Invoices

Manage Self Created Invoices

Acknowledge Orders

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.

Search — Purchase Order Lines To Acknow\edge Finish Acknowledgements

Supplier Portal Company Purchase Order
2041 - PPL Electric Utilities 197123 Use back arrow on browser or select acknowledge orders menu item to return to list
Home

Events )
Acknowledged Purchase Order Lines

My Responses

Line Number _Vendor Item Ordered Quantity _UOM Unit Cost__Delivery Date
+ Contracts 810000901879 10.0000 BX 12500 12/26/2022

— Order Management
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