Job Aid

e-Supplier – Deny a Purchase Order.
Note – PeopleSoft will email a link to the sign in page and a copy of the Purchase Order in PDF Format from each
transaction.
Enter the desired information into the User ID field. Enter a valid value e.g. “35461janedoe”.
1.
Enter the desired information into the Password field. Enter a valid value e.g. “123456”.
2.
Click Sign In
3.
4.

Screen will display as per Screen Set-Up Instructions

5.

Click the Main Menu tab
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6.
Click Manage Orders then click Acknowledge Purchase Orders.

Now the Acknowledge Purchase Orders Filter will appear:
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7.

Enter any information in the fields below and select the Search button
date.

. The easiest search is by

8.

Now you will see the list of Purchase Orders that you have.

9.

To go in and Acknowledge select the PO you want to look at and click the PO number hyperlink
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10.

Review PO Details by each line Number.

As a default the system will automatically assume you are going to accept the PO Lines.

11.

Select the hyperlink line number
Now the PO line information shows:
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12.

Review the line information and ensure it is correct.

13.

If you see something that is Incorrect click
. This will reject the selected PO line not the entire
PO. Please select this if you see anything wrong with the PO. The error must be fixed at this stage in the process.
It will then show:

This will allow the Buyer to go back in and make corrections to the PO.

14.

You also have an option to Reject All, which will reject the entire PO.
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By clicking reject all you will see:

You can use this function if you feel every line in the PO needs fixed. Again please take note, corrections to the
PO must be done at this stage in the process
14.
After reviewing all the PO lines you can click the
that button if you reject any PO’s too.
15.

Select Home.

16.

End of Procedure you have successfully denied a purchase order.

button. You click will click

