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Dear PBSO Supplier –  

 

Order Acknowledgement is a mandatory process where our suppliers are asked to electronically confirm that 
they have received PBSO’s purchase order.  As shown in the screenshots below, these steps assure us that you 
have received the order, and whether you can or cannot supply the requested products and/or services at the 
requested time.  This is a time-savings for both of our organizations by minimizing time-consuming follow-up 
phone calls.   

Should you need assistance with this process, please contact either your buyer or the iSupplier Administrator 
at purchasingisupplier@pbso.org.  

Thank you in advance for your cooperation and continued support. 

mailto:purchasingisupplier@pbso.org
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To acknowledge, go to www.pbso.org and navigate to Procurement.
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When you arrive at this screen, scroll to the bottom.
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And select "Current Supplier Portal"
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From here, you can Login to your portal using your ID and Password.  ID is usually your e-mail address.
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If you have lost or don't know your password, click on "Login Assistance" and follow the instructions to reset your password.
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Go to the Home Page
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Navigate to Orders
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You may take any of these actions on an Open purchase Order OR Acknowledge 
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To modify a PO click on the radial button and then on one of the functions listed across the top.
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Here are your options for acknowledging.
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Text Box
Cancel = Takes you back to previous screen.Reject Entire Order = Don't want to accept the order.  Accept Entire Order = Acknowledge the way it is.  Printable View = Shows order in PDF format.  View Change History = Shows any changes that had been made to the order.  Export = Order in a spreadsheet format.  Submit = Sends the buyer any changes you may have made to the order.
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Text Box
Confirm that all information is correct.  Make any modifications that need to be made where you are able such as Supplier Item,  Price, and Reason.  Any other comments or modifications may be noted to the buyer in the "Additional Changes" section.
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NOTE: Any modifications submitted will need to be approved by the buyer.
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You may make additional comments to the Buyer before submitting.
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When done correctly, you will get this confirmation.
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Order is now Acknowledged and is in "Accepted" Status.
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