Acknowledge Purchase Order in Supplier Portal



CITY DF JACKSONVILLE

Good afternoon, John Doe! By completing this topic, you will be able
ey TR to Acknowledge a Purchase Order in the
Supplier Portal.

Things to Finish




Acknowledge Purchase Order in Supplier Portal

Step 1

o>

CITY DF JACKSONVILLE

Good afternoon, John Doe! Click the Supplier Portal tile.

Supplier Portal Tools Others

Things to Finish




Supplier Portal

Search Orders j Order Number

Tasks
Orders

+ Manage Orders
+ Manage Schedules

Agreements
+ Manage Agreements
Shipments

« View Receipts

+ View Retums
Invoices and Payments

« Create Invoice
- View Invoices

+ View Payments
Negotiations
= View Active Negotiations
+ Manage Responses
Qualifications

+ Manage Questionnaires
+ View Qualifications

Requiring Attention

W Orders to Acknowledge

Recent Activity
Last 30 Days

Negotiation invitations:
Agreements opened
Orders opened

Receipts

Series Orders to Acknowledge
Value 1

Negotiations Closin

g Soon

Purchase Order in Supplier Portal

Step 2

In the Requiring Attention section, click
the 1 number to access the Orders to

Acknowledge.



GITY DF JACKSONVILLE

cknowledge P

Purchase Order: 600176-19

City of Jacksonville

Main
4 General
Sold-to
Legal Entity
Billto BU  COJ BU

Order 600176-19

Status  Pending Supplier Acknowledgment

Buyer Gregory Pease

Creation
Date /819

Terms  Notes and Attachments

Required
Acknowledgment
Acknowledgment

Due Date

Payment Terms

Document

81819

Net 30

4 Additional Information

JSEB Prime

JSEB Participation
Percent

Solict

on Number

Supplier
Supplier Site

Supplier Contact

to Location

Ship-to Location

Shipping
Method

Freight Terms

FoB

Contract Number

Renewal Options
Total
Renewal Options
Used

ABG Company
Ordering/Remit
John Doe

Accounts Payable

Parking Bay Street

Best Way
Fraight Prepaid

FOB Destination

Ordered

Description

450.00 USD

PO to Acknowledge

Source
Agreement

Supplier Order

__ Requires signature

__ Pay on receipt

__ Confirming order

Ordinance Code
Exemptions

Protest

JSEB
Subcontractor

urchase Order in Supplier Portal

Step 3

The purchase order is displayed.
Review the order.

Click the Scrollbar down arrow to view
the remainder of the order.
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Legal Entity
Bill-to BU

CoJBU

Order 600176-19

Status  Pending Supplier Acknowledgment

Buyer Gregory Pease

Creation
Date a/s19

Terms  Notes and Attachments

Required
Acknowledgment
Acknowledgment

Due Date

Document
a1ang

Payment Terms  Net 30

4 Additional Information

JSEB Prime

JSEB Participation
rcent

Solicitation Number

Lines  Schedules

Actions v View v Formatw = B

Line Iltem

g g

o
Supplier Site  Ordering/Remit

Supplier Contact John Doe

-to Location  Accounts Payable

Ship-to Location Parking Bay Street

Shipping
Method

Freight Terms

Best Way
Freight Prepaid

FOB FOB Destination

Contract Number
Renewal Options
Total
Renewal Options
Used

Wrap

Freeze

Description

1 Brush Chipper

Columns Hidden 13

Quantity UOM

nowledge Purchase O

Ordered 450.00 USD

Description PO to Acknowledge

‘Source
Agreement

Supplier Order

__ Requires signature

__ Pay on receipt

__ Confirming order

Ordinance Code

Exemptions
Protest __
JSE
Subcontractor
Price  Ordered Status
3 Each 150.00 450.00

r

der in Supplier Portal
Step 4

Click the Scrollbar up arrow.



GITY DF JACKSONVILLE
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Purchase Order: 600176-19

nowledge P

Main
4 General
Soldto .. .

Legal Entty  C1IY 0f Jacksonville Supplier
Bill.to BU COJ BU Supplier Site

Order 600176-19 Supplier Contact

Status  Pending Supplier Acknowledgment -to Location

Buyer Gregory Pease Ship-to Location

Creation
Date 818119

Terms  Notes and Attachments

Required
Acknowledgment
Acknowledgment

Due Date

Payment Terms

Document

81819

Net 30

4 Additional Information

JSEB Prime

JSEB Participation
Percent

Solicitation Number

Shipping
Method

Freight Terms

FoB

Contract Number

Renewal Options
Total
Renewal Options
Used

ABG Company
Ordering/Remit
John Doe

Accounts Payable

Parking Bay Street

Best Way
Fraight Prepaid

FOB Destination

Ordered 45000 USD

Description PO to Acknowledge

Source
Agreement

Supplier Order

__ Requires signature

__ Pay on receipt

__ Confirming order

Ordinance Code
Exemptions

Protest

SEB
Subcontractor

Lo

urchase Order in Supplier Portal

Step 5

Click the Acknowledge button.



GITY DF JACKSONVILLE

Acknowledge Purchase

Acknowledge Document (Purchase Order): 600176-19

Main

4 General

Sold-to
Legal Entity

Order
Status
Buyer

Creation
Date

City of Jacksonville

600176-19
Pending Supplier Acknowledgment

Pease, Gregory
218119

Terms  Nofes and Attachments

Required
Acknowledgment

Document

Acknowledgment
Due Date 8/18/19

Acknowledgment
Note

4 Additional Information

JSEB Prime

JSEB Participation
Percent

Solici

tion Number

Supplier

Supplier Site
Supplier
Contact

Bill-to Location

Ship-to Location

Payment Terms

Shipping
Method

Freight Terms
FOB

Contract Number

Renewal Options
Total
Renewal Options

ABC Company
Ordering/Remit

John Doe

Accounts Payable

Parking Bay Street

Net 30
Best Way
Freight Prepaid

FOB Destinafion

=0 T B

Ordered 450.00 USD

Description PO to Acknowledge
Source
Agreement
‘Supplier Order

Communication

Method EMal

Email jd@abc.com

__ Pay on receipt

__ Confirming order

Ordinance Code
Exemptions

Protest
JSEB

Order in Supplier Portal

Step 6

Note: As an option, you can add an
acknowledgment note.

Click in the Acknowledgment
Note field.



GITY DF JACKSONVILLE

Acknowledge Document (Purchase Order): 600176-19

Main

4 General

Sold-to
Legal Entity

Order
Status
Buyer

Creation
Date

City of Jacksonville

600176-19
Pending Supplier Acknowledgment

Pease, Gregory
218119

Terms  Nofes and Attachments

Required
Acknowledgment

Document

Acknowledgment
Due Date 8/18/19

Acknowledgment
Note

4 Additional Information

JSEB Prime

JSEB Participation
Percent

Solici

tion Number

Supplier

Supplier Site
Supplier
Contact

Bill-to Location

Ship-to Location

Payment Terms

Shipping
Method

Freight Terms

FOB

Contract Number
Renewal Options

Total
Renewal Options

ABC Company
Ordering/Remit

John Doe

Accounts Payable

Parking Bay Street

Net 30
Best Way
Freight Prepaid

FOB Destinafion

= T B

Ordered 450.00 USD

Description PO to Acknowledge
Source
Agreement
‘Supplier Order

Communication
Method

Email jd@abc.com

E-Mail

__ Pay on receipt

__ Confirming order

Ordinance Code
Exemptions

Protest
JSEB

Step 7

Enter the desired information into
the Acknowledgment Note field.
Enter "Acknowledged.".



Order in Supplier Portal

J— Step 8

Acknowledge Document (Purchase Order): 600176-19 @

Click the Accept button.

4 General
Sold-to !
Logal Entity  City of Jacksonvile Supplier ABC Company Ordered 450,00 USD
Order 600176-19 Supplier Site  Ordering/Remit Description PO to Acknowledge

Suppli

) , John Doe source

Status  Pending Supplier Acknowledgment Contact Agreement

Buyer Pease, Gregory Bill-to Location  Accounts Payable Supplier Order

Creation )
Date /819 ship-to Location Parking Bay Strest Communieation  E-ai

Email jd@abc.com

Terms  Nofes and Attachments

Required .
Acknowledgment  Document Payment Terms  Net 30 __ Pay on receipt
Acknowledgment Shipping .

Due pate /1819 Methoa  BestWay __ Confirming order

Acknowledgment | Acknowledged | Freight Terms - Freight Prepaid
Note

FOB FOB Destination

4 Additional Information

JSEB Prime Contract Number Ordinance Code

Exemptions
JSEB Participation Renewal Options
ercent Total Protest v
Renewal Options JSEB

Solicitation Number



Acknowledge Purchase Order in Supplier Portal

>

Step 9

Click the OK button.




GITY DF JACKSONVILLE

C

Purchase Order: 600176-19

nowledge P

Main
4 General
Soldto .. .

Legal Entty  C1IY 0f Jacksonville Supplier
Bill.to BU COJ BU Supplier Site

Order 600176-19 Supplier Contact

Status  Pending Supplier Acknowledgment -to Location

Buyer Gregory Pease Ship-to Location

Creation
Date 818119

Terms  Notes and Attachments

Required
Acknowledgment
Acknowledgment

Due Date

Payment Terms

Document

81819

Net 30

4 Additional Information

JSEB Prime

JSEB Participation
Percent

Solicitation Number

Shipping
Method

Freight Terms

FoB

Contract Number

Renewal Options
Total
Renewal Options
Used

ABG Company
Ordering/Remit
John Doe

Accounts Payable

Parking Bay Street

Best Way
Fraight Prepaid

FOB Destination

Ordered 45000 USD

Description PO to Acknowledge

Source
Agreement

Supplier Order

__ Requires signature

__ Pay on receipt

__ Confirming order

Ordinance Code
Exemptions

Protest

SEB
Subcontractor

Lo

urchase Order in Supplier Portal

Step 10

Click the Done button.
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GITY DF JACKSONVILLE

>

Step 11

Supplier Portal

Seﬁrcn;mj Order Number < . .
o o Click the Home icon.

Orders

Requiring Attention
* Manage Orders

+ Manage Schedules

. in

Agreements
+ Manage Agreements
Shipments 3

« View Receipts

+ View Retums

2
Invoices and Payments
« Create Invoice
« View Invoices
« View Payments M Orders to Acknowiedge [ Negotiations Closing Soon
Negotiations
+ View Active Negotiations Recent Activity

Last 30 Days
+ Manage Responses

Negotiation invitations: 1
Qualifications Agreements opened 1
Orders opened 1
+ Manage Questionnaires
- Receipts 1
+ View Qualifications v
)
<



Order in Supplier Portal

[ — : Step 12

Supplier Portal

m— o End of Procedure.

Orders

Requiring Attention
* Manage Orders

+ Manage Schedules

. in

Agreements
+ Manage Agreements
Shipments 3

« View Receipts

+ View Retums

2
Invoices and Payments
« Create Invoice
« View Invoices
« View Payments M Orders to Acknowiedge [ Negotiations Closing Soon
Negotiations
+ View Active Negotiations Recent Activity

Last 30 Days
+ Manage Responses

Negotiation invitations: 1
Qualifications Agreements opened 1
Orders opened 1
+ Manage Questionnaires
- Receipts 1
+ View Qualifications v
)
<



