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1.0  Approving & Rejecting Purchase Orders (For the Vendor) 
The Vendor will receive a Trinity Rail Purchase Order Notification Service email notifying him/her that the 
PO is ready to be reviewed and accepted/rejected.  
 
Note: Before Accepting or Rejecting a PO, you must review and save or print the Purchase Orders.  

 
Complete the following steps to approve or reject a PO: 
Step Action 
1 You will receive an email Notification from the Buyer. (See Figure 1.0 below) 
 

 
Figure 1.0 Email Notification Sample 

 
2 To review a Purchase Order, Click the Link (Click Here To Review Purchase Orders) in the 

email, which is highlighted in blue. (See Figure 1.0 above) 
 
Note: The Vendor Purchase Order Notification System window will open. (See Figure 1.1 
below) To view the User’s Guide, click the Link for the User’s Guide, which is highlighted 
in blue. (See Figure 1.1 below) 
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3 Click the Purchase Order Number highlighted in blue to review the details. (See Figure 1.1 

below) 
 

 
Figure 1.1 Vendor Purchase Order Notification System 

 
4 Review the PO to ensure that you agree to content. Save or print the PO by using the icons 

below. Click the X to close the PO window. (See Figure 1.2 below) 
 

 
Figure 1.2 Purchase Order 
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5 To view a PO’s documents, Click Documents.  A window will open displaying them.  Click 

on the Document  highlighted in blue to view it. 
 

 
Figure 1.3 Clicking a Document to View. 

 
6 To accept the PO, Click Accept. A confirmation window will open asking you to confirm 

your answer. (See Figure 1.4 below) Click Yes if you are sure or No to cancel your selection. 
(See Figure 1.4 below) 

 

 
Figure 1.4 Accepting the PO 

 

 
Figure 1.5 Accepting the PO confirmation Pop-up Box 
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7 Enter your Name, Telephone Number, and Click Accept. (See Figure 1.6 below) 
 

  
Figure 1.6 Entering Your Name and Telephone Number Confirmation Box 

 
8 To reject the PO, Click Reject t. (See Figure 1.7 below) A confirmation window will open 

asking you to confirm your answer. (See Figure 1.7 below) Click Yes if you are sure or No to 
cancel your selection.  

 

 
Figure 1.7 Rejecting the PO 

 

 
Figure 1.8 Rejection Confirmation Pop-up Box 
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9 Enter Your Name. (See Figure 1.9 below) 
 

 
Figure 1.9 Entering Your Name 

 
10 Select a Reason for Rejecting the PO from the drop down list. (See Figure 1.10) 
 

 
Figure 1.10 Reason for Rejection 

 
11 Enter Comments and Click Reject. (See Figure 1.11) 
 

 
Figure 1.11 Entering Comments 
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2.0 Troubleshooting (For the Buyer and Vendor) 
The following section is designed to assist in troubleshooting some common issues that may arise when 
approving, rejecting, and viewing the history of purchase orders. If the below solutions do not work, please 
call the Trinity Helpdesk at 214-589-8817. 
 

Troubleshooting Steps 

Issue: Cannot click on the link in the email.  
Solution: Verify that your email settings are opening the email as HTML or as a web page. If this does not 

work, call the Trinity Helpdesk at 214-589-8817. 
 

Issue: Did not receive the email. 
Solution: Try the following steps, if they do not work, call the Trinity Help Desk at 214-589-8817. 

1. Check your Spam Filter to make sure the email is not being blocked. 

2. Check to see if your company’s email system is down. 

Issue: Cannot view the PO once you have accessed the web page. 
Solution: Try the following steps, if they do not work, call the Trinity Help Desk at 214-589-8817. 

1. Have you previously Accepted or Rejected the PO? If yes, contact the Buyer and request 

that PO be resent. 

2.  Verify that your Pop-up Blocker is turn off.  

3. Clear the Cache. 

4. Make sure your Adobe Acrobat version is up to date. 

5. Do a Ctrl + Click once using your mouse to see if the PO will open. 

Issue: The confirmation and name entry screen does not appear when Accepting or Rejecting. 
Solution: Try the following steps, if they do not work, call the Trinity Help Desk at 214-589-8817. 

1. Make sure you are using Internet Explorer as your browser. 

Issue: Vendor cannot enter their name when accepting the purchase order. 
Solution: The Vendor’s browser must be set to trust the PONS website. 

To resolve this issue, the Vendor must complete the following steps: 
  

1. Open the browser.  
2. Click Tools. 
3. Click Internet Options.  
4. Click the Security Tab. 
5. Click “Trusted Sites” and then click the Sites button. 
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The following box should appear. (If not, another box will display.  Click the OK button of that 
box and it should take you to this screen.) 
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6. Uncheck the “Require server verification (https:) for all sites on this zone” check 
box. 

7. Type in http://www.trinityrailcar.com in the “Add this website to the zone:” box.  (It 
might already be displayed) 

 
  

8. Click the Add button. 
 

 




