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Document Introduction

Kansas City Board of Public Utilities will be providing suppliers with access to review
their purchase orders and invoices in the online system. In addition suppliers will be
able to acknowledge Purchase Orders.

Contacting Kansas City Board of Public Utilities

The Purchase Order emails include Kansas City Board of Public Utilities contact
information should additional assistance be necessary. For your convenience, contact
information is included here:

Kansas City Board of Public Utilities

email: esupplier@bpu.com

phone: (913) 573 – 9120

address: Attention: Purchasing

540 Minnesota Ave

Kansas City, KS, 66101

.
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Overview

Kansas City Board of Public Utilities will be providing suppliers the ability to view
Purchase Orders, Receipts, Invoices and Payments in our on-line supplier portal. This
manual will walk you through the steps required to review these transactions.

A: Setup Supplier Pagelets

The supplier portal provides the ability to view data in a pagelet, for your convenience
we will be providing each supplier with access to the following pagelets.

Pagelet Name Description

My Sell Events This pagelet will list all Requests for
Quote that a supplier has been invited
to.

Recently dispatched
purchase orders

This will list in descending order 5
recently dispatched purchase orders.

PO/Receipt Qty Performance Tracks the percentage and actual
quantity of the receipts against the
purchase order.

On Time Performance Tracks the percentage and actual
number of vendor shipments that are
on-time.

Quantity Performance Tracks the percentage and actual
number of shipments that have the
correct quantities.

Quality Performance Track the percentage and actual
number of shipments that are
accepted, rejected and returned.
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Step Action

1 Login to the supplier portal

To setup the pagelets in the portal, you must first be logged into the
system. You can log in by going to the following website
https://esupplier.bpu.com and logging into the system with the User
ID and Password provided to you by Purchasing.

2 Click on the Content Link in the top left hand corner of the page.

Step Action

3 Select the pagelets you wish to view on your main page, by checking
the box next to each one.

See the screen shot below for what your page should look like. Do
not uncheck ‘Menu’, as you will lose access to the main menu
pagelet. You can recover from this by checking it once more.
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Step Action

4 Click on the Personalize Content Link

You can personalize how the pagelets are displayed on the main
page by changing the options here.

The screen shot below shows what a typical setup may look like.
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.
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Step Action

5 Click on the Save Button

Clicking on Save will return you to the main portal page, and your
new pagelets will display.

End You have now successfully completed setup of your pagelets.
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B: Review and Acknowledge Purchase Orders

Step Action

1 Search for Purchase Orders to Acknowledge

Navigate to: Manage Orders > Acknowledge Purchase Orders

Or
Click on the ‘New’ link in the Recently Dispatched PO’s pagelet.

2 In the Search/Filter Acknowledgements page enter the search criteria and
click on the ‘Search’ Button.

3 Click the PO number that you wish review/acknowledge
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Step Action

4 The Acknowledge Purchase Order Page appears.

You can expand the various sections by clicking on the Arrow Button next
to each Section.
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Step Action

5 Click on the Line number to view the details of each line.

For each line you can view the Due Date, Quantity, Price and Shipping
Method. These fields are editable, so that you may update them and the
system will send a notification back to purchasing for review.

6 After you have reviewed the line item and made any necessary changes

click on the left and right arrow buttons to cycle through
the purchase order lines.

If you do not wish to supply an item you can click the Button
and this line item will be cancelled by purchasing.

Clicking on the will reset this line item to the original
values as defined on the purchase order.

7
Click on the Button after you have completed all your changes.

Notice that any lines that you made changes will have the POA response
field updated with the action that was taken.
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Step Action

7 Click on the Save and Send Acknowledgement button to have this Purchase Order sent
back to purchasing for review.

8 You will then be taken to a save confirmation page where you click the ‘OK’ button and
proceed to the next purchase order.

9 This task is Complete – Repeat these steps for each purchase order that you wish to
acknowledge.
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C: Review Purchase Orders

Using the system you are able to review your purchase orders at any time. The
following section will describe how you can reprint or research the status of your
purchase orders.

Step Action

1 Search for Purchase Orders to review

Navigate to: Manage Orders > Purchase Orders

2 In the Search/Filter Acknowledgements page enter the desired search
criteria and click on the ‘Search’ Button.
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Step Action

3 You will see a list of Purchase Orders that meet your search criteria.

Click the button to print a new copy of the Purchase Order. You can view the
results in the Report Manager by navigating to Reporting Tools > Report Manager

If you check the box next to each Purchase Order and Click the

Button. The system will create a summary

page of all the purchase orders selected. Clicking on the button will download the
information into an Excel Spreadsheet.
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Click on a Purchase Order Number to view the Purchase Order Details.

If there are invoices associated to the purchase order they will display at the bottom of
the page. Clicking on the invoices will take you to the details of the individual invoice.

Step Action

4 This task is complete.


