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1. In Work Zone, open the 
Supplier Portal tile. 

2. Select the Accept POs tile. 

3. Review the list of purchase 
orders in the left panel 
awaiting acceptance.
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Accessing Purchase Orders



1. Select the purchase order from the list on the left 
panel to open it. 

2. From the Overview button, review the purchase 
order details

3. Select the Accept in the bottom right corner. 

4. Review the confirmation message. 

5. Select Accept again to confirm. 

Note:

• Once accepted, the PO is removed from the supplier 
acceptance queue. 

• Union Pacific receives confirmation that the PO was 
accepted. 

• Suppliers do not receive a confirmation email after 
acceptance. 
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Accepting a Purchase Order



1. Open the purchase order from the list 
on the left panel. 

2. Select the Reject button in the bottom 
right corner. 

3. Enter reason explaining the rejection if 
prompted. 

4. Confirm the rejection. 
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Rejecting a Purchase Order



Why did my PO disappear?

 Accepted POs are removed from the acceptance queue.

Why didn’t I receive a confirmation email?

 Supplier confirmation emails are not generated after acceptance.

Why can’t I see attachments?

Only attachments marked visible to supplier by the Union Pacific team are available.
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Troubleshooting / FAQs
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