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The information contained in this document is intended only to aid and our suppliers’ use of iSupplier Portal.  For additional questions or concerns about iSupplier, 
please contact suppliersupport@intralox.com.  Intralox may make changes to this document without notice. Nothing in this document is intended to give rise to any 

obligation, contractual or otherwise, on the part of Intralox. 

 

WORK INSTRUCTION 
ILOX-WI-110 

PO ACKNOWLEDGEMENTS & ACCEPTANCES BY SUPPLIER 
 

Work Instruction Overview: 

This work instruction reviews the steps associated with acknowledging and accepting purchase orders in the 
Intralox iSupplier portal application.  
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1 INTRODUCTION 
Intralox purchase orders communicated to Supplier requires acknowledgment from iSupplier portal application. 
Supplier will receive a notification requesting for acknowledgement response to the purchase order, which will 
include a date by which acknowledgment is required.  

The Supplier acknowledges the purchase orders to confirm the buyers that the purchase order is received in 
iSupplier portal and reviewed the details of the Purchase order. 

2 NOTIFICATIONS & ACKNOWLEDGMENTS  
2.1 In the iSupplier Home Page header, note the Bell icon – the icon will have a yellow indicator when there is a 

new notification. The notification will also appear as a new line under the ‘Notifications’ section on the 
Supplier homepage. 

2.1.1 The purchase order details are immediately available to view in iSupplier Portal Supplier Home page. 

     
Figure 1  - The iSupplier Portal Homepage with the Notification Bell and Notifications section. 
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2.2 Notifications can be accessed directly from the iSupplier home page, or by selecting the Notification alert. 

Select Go to Full Worklist. This will redirect to the Notifications list, which can be filtered by Open 
Notifications, or All Notifications. 

     

 
Figure 2  - Navigating to the Full Worklift 

   
Figure 3  - Notifications List 

NOTE 
Suppliers can also click on the Bell icon to view ‘Open Notifications’ or change to ‘All 
Notifications’ to view open and closed items as required. 

2.3 Alternatively, purchase orders requiring acknowledgment can also be viewed by selecting the Orders tab and 
choosing the View ‘Purchase Orders to Acknowledge’ and click on Go to pull all the Purchase Order requires 
Supplier Acknowledgement. 
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Figure 4  - Purchase Orders to Acknowledge 

From Notifications page select the purchase order notification and click on Open Button.                          

 
Figure 5  - Opening a notification 

2.4 Suppliers can view the PO PDF document, as well as directly acknowledge a purchase order by selecting 
"Accept" or "Reject" Button.  

    
Figure 6  - Accepting or Rejecting a notification 
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Figure 7  - An accepted Purchase order 

2.4.1 Alternatively, a supplier can view the purchase order details in iSupplier Portal before acknowledging, 
which will be explained in subsequent sections. 

 
Figure 8  - A "hot" purchase order; see the note below 

NOTE: 

As seen in Above Figure, purchase orders may be flagged with a flame    icon. This indicates 
that this PO is considered a ‘Hot PO’ by Intralox. A Hot PO is defined as a PO that is needed 
urgently by the requested Need-By date in order to fulfil a critical Intralox work order. Please 
acknowledge or request changes to these purchase items as soon as possible. 
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3 ACKNOWLEDGING ENTIRE ORDERS 
3.1 In Supplier portal, navigate to the Orders tab, Suppliers can view and acknowledge entire Purchase order, 

Blanket or Blanket Release.  

      
Figure 9  - Purchase Orders  

3.2 Click on the Select radio button near PO number and click on Acknowledge Button to direct into the 
Acknowledgement page.  

 
Figure 10  - Select & acknowledge a Purchase order 

3.3 In the Acknowledge Page, click on Show details to view all the PO line detail information then navigate to the 
Actions dropdown list, choose either ‘Accept Entire Order’ or ‘Reject Entire Order’ and click on Go button. 
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Figure 11 – Acknowledge Purchase Orders  

Enter the note to Buyer and Click on Submit Button. 

      
Figure 12  - Entering a Note to Buyer 

 

     
Figure 13  - Successful acknowledgment 
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NOTE 
Suppliers can also view the Printable Purchase Order from this page by navigating to the Actions 
Drop Down List and Choosing ‘Printable View’ and click Go. The Purchase Document will open in 
PDF format. 

3.3.1 In the Orders/Purchase Orders dashboard, Purchase Order status has been updated to reflect the action.  

     
Figure 14  - Purchase Orders Dashboard Display acknowledgment statuses  
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4 ACKNOWLEDGING INDIVIDUAL LINES 
While acknowledging the Purchase Order Supplier can reject individual line(s) but accept other lines, navigate to PO 
Details, click on the ‘Show All’ and then navigate to the Reason and Action drop down at the Shipment line level.  

4.1 Select the Purchase Order and click on Acknowledgment button 

            
Figure 15  - Details for PO 2158155 

          

Figure 16  - Show All 

4.2 Click on Show All and navigate to the Reason and Action drop down at the Shipment Line. 
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Figure 17  - Actions and Reasons 

             
Figure 18  - PO Details, rejecting or accepting at the line level. 

4.3 Enter the Reason and select the Action drop down list of value Accept / Reject at the Shipment Line then click 
on Submit Button. 
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 In the Orders/Purchase Orders dashboard, Purchase Order status will be acknowledged. 

             

NOTE: 
Only reject PO lines in the case wherein Supplier cannot fulfil the order line under any 
conditions. If you can fulfil with a change to the price, quantity, or Promise Date, please submit a 
change order request rather than rejecting the order line. 

 


