
 

 

Quick Reference Guide 
BuySpeed Online 7.5 Vendor Retrieve a PO 

 
When you have been awarded a PO or a Change Order has generated for a PO already awarded to you, login to BSO to 
retrieve the document. 
 

 
 
Go To the PO Tab on Your Home Page 
 
To find a PO or a Change Order to a PO that has been awarded to you, first click on the PO tab. Note that the number of 
items within the tab is displayed in parentheses. 
 

 
 
Here you will find the two groups of POs and Change Orders:   
 
1.  Those you have not yet acknowledged and viewed -- once you acknowledge a PO or Change Order, it will no longer 

appear in this section of the PO tab 
 

2. All POs that have been awarded to you.  The POs you have been awarded will always remain here, even after you 
have acknowledged them so you can reference the documents as needed. 

 

 
 



 

 

The most recent five (5) of your documents in each status will display. Clicking “View More” will provide you the complete 
list of your documents within that status.  
 
 
Acknowledge and Open the PO or Change Order 
 
To acknowledge and view the PO or Change Order click the hyperlinked number of the PO 
 

  
 

This will open an acknowledgement screen where you must check that you are acknowledging the PO.  You may also 
choose to send a notification to the requestor of the goods or services that you have received the PO.  Once you have 
checked the indicators, click Proceed to view the PO or Change Order 
 

 
 
 
View and Print the PO or Change Order 
 
Once you have clicked Proceed, the PO or Change Order will open for viewing and printing: 
 



 

 

 

  
 

Note that if there are attachments associated with PO or Change Order they can be viewed by clicking the colored links 
 
You can also view more about the items, you can click on the colored item numbers 
 
Finally, you can print the PO or Change Order by clicking the print button 
 
When you are finished viewing the PO or the Change Order, click exit to go back to your home page 

 
 
 


