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Creating/Managing your Account(s)
Creating your Account  
The eSupplier Login and Registration page can be found at Evergy.com.  Select Register Now >

About Evergy > Doing Business with Evergy > Supplier Registration > eSupplier Login. Or, you

can use this URL: https://pststsupplier.kcpl.com/psp/reilppusT/SUPPLIER/ERP/h/?tab=DEFAULT    

Click the Existing Supplier User Acct link to set up your Account.

To complete your account set-up, you will need to fill out the following information: 

1. Evergy Supplier ID: XXXXXXXXXX – Provided by the Evergy Buyer,

Procurement@Evergy.com

2. Tax ID Number: Your Tax Identification Number Without the Dash

3. Requested User ID: Choose your own User ID. Do not include any spaces or special

characters (i.e. $, %, or @). Please do not use your email as your user ID.   NOTE:  User

ID is case sensitive.

4. Password: Create your own password. The requirements are:

• Min Length: 8 characters

• Special Character (like a % or $): Min of 1

• Number: Min of 1

• Upper Case: Min of 1

https://esupplier.kcpl.com/psp/eSup/SUPPLIER/ERP/h/?tab=DEFAULT
https://pststsupplier.kcpl.com/psp/reilppusT/SUPPLIER/ERP/h/?tab=DEFAULT
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• Lower Case: Min of 1

5. Description: Your company name or your name.

6. Email ID:  An Email address for event notification (preferably a generic email address

that may be viewed by more than one person).

7. You will receive a confirmation email containing your User ID and Supplier Number that

has been approved.

You will need to navigate back to the original login page (URL below) and sign-in with your 

newly created User ID and Password.  

https://pststsupplier.kcpl.com/psp/reilppusT/SUPPLIER/ERP/h/?tab=DEFAULT

Creating Multiple Accounts
You can create as many accounts as you need. Simply follow the same process used to 

create your initial account. Note: All accounts will receive the same alerts and notifications. 

At this time, there is no current way to limit the notifications by account.  

Inactivating Accounts
If you no longer need an account, send an email to Procurement@evergy.com

Forgot User ID or Password  
Upon the 2nd failed log in attempt, please select the Change Password option.  The 3rd

failed log in attempt will lock out your account.  Please email Evergy Procurement if you have

questions, Procurement@evergy.com.

https://pststsupplier.kcpl.com/psp/reilppusT/SUPPLIER/ERP/h/?tab=DEFAULT
mailto:Procurement@kcpl.com
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Updating Email Address 

The email address on your account is used for alerts and notifications. If you use a single 

account, a group mailbox is recommended to account for turnover. If your email address 

happens to change, it is important to update your account. To update your email address, 

it should be done on two different pages: 

1. Select the Change Password option.

2. Scroll to Workflow Attributes > Email and enter new Email Address, select Save.  This

is a key email address that is used for notifications.

OR 

1. From the Supplier Homepage select My Profile Information > Maintain Supplier
Contacts
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2. Under Current Contacts, select Edit

3. Update email address, select Save
4. Select Supplier Homepage in the upper left hand corner to return the Homepage

eSupplier Homepage  
The eSupplier Homepage provides easy access to items that require your attention. 

1. The My Alerts links will take you directly to orders that have Overdue Shipments and

orders that you need to Acknowledge.
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2. The pagelets to the right show Invoices in Exception and Invoice/Voucher Status.
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3. If you have a lot of invoices you may have to click the Full Query Results link at the

bottom of the pagelet to see them all.

The Priority 1 Items for Suppler Pagelet, will provide a list of Evergy item numbers, price,

lead time, and manufacturer information that are associated with the supplier logged into 

the portal.   Please note that this information provided does not guarantee orders or commit 

a contractual obligation between Evergy and the supplier.

Select the Full Query Results link to display a full list of items. 
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Receiving/Reviewing Purchase Orders  
In addition to receiving your purchase orders via email, you can also view your orders on the 

eSupplier Portal.  

1. From the Supplier Homepage select My Work and Quick Links > View Purchase Orders
2. If you know the PO number you are looking for, enter it in the From PO ID and To PO ID

fields and click Search. Also, be sure the From Date and To Date are back far enough.
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3. If you don’t have a specific PO number you are looking for, you can simply search by

Date Range.

4. When your results are displayed, you can click the Purchase Order to see the PO

Details. You can also view a PDF copy of the PO by clicking View PDF.

5. At the message, select OK.  Then select View PDF once more to view the PO.  Please

adhere to message below regarding output of PO:
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Acknowledging Orders  
Acknowledgment of purchase orders is mutually beneficial to Evergy and its suppliers.

The benefits of order acknowledgments for Evergy include:

• Ensuring all orders are received and processed

• Automating the change order process

• Decreased past due orders and increase on-time delivery

• Decreased match exceptions

The benefits to suppliers include: 

• More timely payments

• Real-time visibility to payment status

• Reduced customer service inquiries (i.e. missing or late orders)

• Increased exposure to potential new business

Initial Purchase Order Acknowledgment  
When a Purchase Order (or Change Order) is received, Evergy requests that it is

acknowledged in the eSupplier Portal. Orders requiring acknowledgment are available 

by clicking on the Unacknowledged POs Alert on your Homepage.  

Click on the  New  under Acknowledge Status for the purchase order you wish to acknowledge. 



Proprietary and confidential © 2019 Evergy. All rights reserved.

11 

*Note: Do not acknowledge orders until you have a firm understanding of when the product
will be delivered and have a firm/set price. Accuracy is more important than speed.

You will be directed to the Acknowledge Summary page. Clicking on the line number link will 

allow you to update Due Date, Quantity and Price.  

On the Acknowledgement Details page, click on the arrow next to More Item Details to see 

information related to:  

• PO Item Description

• Manufacturer ID

• Manufacturer Item ID

• Price Good Thru (if we have agreed to keep price set for a certain period)
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The Due Date & Quantity tab shows the expected delivery date and quantity. If the 

product will arrive on a different date, update the Acknowledge Due Date. Also, if the 

requested quantity can’t be fulfilled, you can change the Acknowledge Quantity.  

The Price tab shows the order unit price. If the unit price is different, update the 

Acknowledge Price.  

The Ship To tab shows the Ship To location. 



Proprietary and confidential © 2019 Evergy. All rights reserved.

13 

When you make changes to a line, click Return to go back to the Acknowledge Summary 

page.  The POA Response for the line will be updated to “Accepted – Changes Made”.  

Personalizing Acknowledging Orders Page 
Personalizing the results page allows the user to display a variety of information in an order      

that suits their needs.  This avoids scrolling to different areas of the result to find this pertinent 

information.   

On the Acknowledgement Details page, select Personalize as shown below. 
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On the Grid Customization page, select Copy Settings: 

On the Copy Settings page, select the magnifying glass as shown below: 
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At the prompt that says Look Up Setting to Copy, click on the Setting Name called 

POA_LINE_ACK as shown highlighted below: 

Select OK, and OK again to get out.  This personalization of the Acknowledgement Details 

page will set fields in an easily managed order as shown below. 

Acknowledgement Summary 

If any changes were made on the Acknowledgement Details page, the line will display 

Accepted-Changes Made: 
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If any changes were made, click the arrow next to Comments on the Acknowledgment  
Summary page. Add comments describing the changes that were made and to which line(s).  

This information will be used by the Buyer in their approval process. This should eliminate the 

need for additional emails.  

When all lines have been reviewed, any changes made, and comments entered, click Save & 
Send Acknowledgment. Warning – if you just click Save then no acknowledgment will be 
sent.  

After an acknowledgment with changes is sent: 
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1. It will immediately appear in the Buyer’s work queue.

2. The Buyer will review the acknowledgment and approve it if they find it acceptable

(usually within 24 working hours).

3. If they have additional questions, they will contact you. (It is important to include good

Comments in the acknowledgments to avoid questions).

4. If they approve the acknowledgment, a change order will systematically be created and

dispatched back to the supplier (processing may take a few hours).

5. The Change Order back to the supplier should then be review and acknowledged The

Change Order is located on the Unacknowledged POs page.  Select New.

Select Save & Send Acknowledgement to accept the Change Order.   DO NOT SELECT 

LINK for Return to Purchase Order List.   

Then, select Unacknowledged POs from My Alerts to return to Unacknowledged POs 

page. 
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NOTE:  An acknowledgment without changes does not require any approvals and will not 

create a change order.  

Subsequent Order Acknowledgments  
After a supplier has initially responded with a PO Acknowledgement online, the buyer has 

accepted, and the PO has been dispatched, the PO will be available for update again.  

To create a new acknowledgement for a previously accepted PO, the PO’s acknowledgement 

status in the supplier portal must be Buyer Accepted.  

1. Select the Create PO Acknowledgements link on the eSupplier Homepage.

2. Select the Supplier Responded/Buyer Accept check box (remove check next to

New/Supplier Review if it defaulted). 

3. Remove the From Date

4. Select Search
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5. PO’s with an Acknowledgement Status of Buyer Accepted can be acknowledged

again. 

6. Select the PO number to update

7. Select the Click to Initiate button. Selecting this button takes the user into the PO to

create another acknowledgement.

8. Update the Due Date, Quantity and/or Price.
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9. Select Return Button.   Add Comments and then select Save & Send Acknowledgement.

After a subsequent order acknowledgment with changes is sent, the acknowledgement 

process starts over again:  

1. It will immediately appear in the Buyer’s work queue.

2. The Buyer will review the acknowledgment and approve it if they find it acceptable

(usually within 24 working hours).

3. If they have additional questions, they will contact you. (It is important to include good

Comments in the acknowledgments to avoid questions).

4. If they approve the acknowledgment, a change order will systematically be created and

dispatched back to the supplier (processing may take a few hours).

The Change Order back to the supplier should then be review and acknowledged. 
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Past Due Process  
Entering order acknowledgments should keep Past Due orders to a minimum. However, if 

the Due Date for an order passes without it being received at Evergy:

1. An Alert will be sent to eSupplier Account Email Addresses (one email sent every

Monday and Thursday at 5:00 AM).

NOTE:  The PO Number WILL NOT display within the email.  As the email (see example 

below) states, the supplier will need to log into the Evergy Supplier Portal to view all past

due POs.   

Email Example: 

2. The PO line number will display on the Past Due Purchase Orders pagelet on your

eSupplier Homepage.
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Evergy requests the following actions for Past Due orders:

1. If your records indicate that this order has been fulfilled, please email

procurement@evergy.com with support information like proof of delivery or email

exchanges.

2. If the order has not been delivered and Evergy’s expected delivery date is inaccurate,

send an email to procurement@evergy.com with an updated delivery date.

Or, supplier may update the delivery date themselves: 

1. Document (write down) the PO and Line number that is displayed on the Past Due
Purchase Orders pagelet.

2. Select the POs with Overdue Shipments link from the My Alerts on the Supplier

Homepage.

3. Supplier must now locate the PO and line number that they documented from the Past

Due Purchase Orders pagelet.
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4. Select Buyer Accepted link.

5. Select Transfer to Initiate Request link.

6. Scroll to the right on the Line Details tab to locate the line to be updated.  Select the

Click to Initiate link as shown below.
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7. Update Due Date.

8. Select Return.

9. Select Save & Send Acknowledgement.

The updated due date will go to Buyer for approval and the Acknowledgement Process 

starts over again. 

Match Exceptions  
The order acknowledgment process will help ensure that purchase orders exactly match 

invoices, and prevent mismatch errors (Invoice Match Exceptions). However, if match 

exceptions do occur, the eSupplier portal homepage gives immediate visibility to them on the 

Invoices in Exception pagelet.  

Supplier may select Full Query Results to see all invoices that will not release for payment.  

Depending on the Reason in Exception, the supplier may be able to resolve the exception by 

entering an order acknowledgment to update the quantity or price.  

If the Reason in Exception is receipt related, you can follow up with a proof of delivery if it’s 

been awhile since the product was delivered (anything more than a week). Invoices cannot be 
Proprietary and confidential © 2019 Evergy. All rights reserved.
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paid until exceptions are resolved. Evergy makes it a priority to resolve exceptions in a timely

manner. 

Checking Payment Status  
The tools provided in eSupplier will help ensure timely payment. The eSupplier portal will also 

show you the date you should expect to receive payment.  

Pay Date is shown on the Homepage on the Invoice/Voucher Status pagelet. 

Click the Full Query Results link at the bottom of the pagelet to see all invoices and 

additional information about dates the voucher is expected to pay, the date paid (if the 

invoice has been paid) and payment reference ID, and the amount paid.   




