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Purchase Order Acknowledgement Reference Guide
SPS Commerce WebForms Customers



2

AGENDA

1. Loading the Purchase Order Acknowledgement form

2. Completing the Header tab

3. Completing the Detail tab

4. How to process backordered items

5. Additional business rules

6. Additional resources

 In the event you submit an 855 Purchase Order Acknowledgement 
to HEB, please continue to update HEB with the reason for the 
change by using the existing HEB Purchase Order Maintenance Form 
as seen on the HEB supplier website: https://suppliernet.heb.com
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This reference guide is intended for suppliers to use when they need to 
send the 855 Purchase Order Acknowledgement for HEB 850 Purchase 
Orders and the 855 Grocery Purchase Order Acknowledgements 
for 875 Grocery Orders. You will only return a Purchase Order 
Acknowledgement to HEB when changes need to be made to the 
Purchase Order. The Purchase Order Acknowledgement is used by 
HEB to provide visibility of the order within your systems and the order 
fulfillment process.

Introduction
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1 Loading the form

To open the Purchase Order Acknowledgement form follow the steps below:
1. Locate the Purchase Order you need to make changes to in your WebForms account.

2. Click the orange triangle to the right of the order in the Inbox, or in the upper right-
hand corner of the style sheet.

3. Click PO Acknowledgement New.
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The HEB Grocery PO Acknowledgement New form has two tabs: Header and Detail. All 
mandatory fields are outlined in blue.

2 Header tab
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Acknowledgement Type

Acknowledge with detail and change: If you choose this option, return all line items 
from the Purchase Order.

Acknowledge with exception detail only: If you choose this option, return only the 
line items that have changes.

Rejected – no detail: You will not be fulfilling any part of this Purchase Order. This 
cancels the Purchase Order at HEB. Do not return the line items.

The PO number and PO date will source from the Purchase Order. You can send the 
Carrier’s Pro Number if you have it.

Date Information

If you need to update any of the below dates for the entire Purchase Order, designate 
the updated dates here.

Acknowledgement Type

Acknowledge with detail and change
Acknowledge with exception detail only
Rejected – no detail
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Current Schedule Delivery Date: cannot be in the past – it must be the current date 
or a date in the future.

Current Schedule Ship Date: cannot be in the past – it must be the current date or a 
date in the future.

Requested Pickup Date: if this date was sent on the Purchase Order, it will source in 
here. Do not change from the Purchase Order as this can be for HEB managed freight 
and is determined by HEB, not vendors.

Cancel After Date: if this date was sent on the Purchase Order, it cannot be changed.

Carrier Details and Carrier Details Equipment: If this Purchase Order’s freight 
is vendor managed and you have the carrier details, you may include them on the 
Purchase Order Acknowledgement. This information is not mandatory.



8

3 Detail tab

At the top of the page under Acknowledgement Information you have the option to 
set a default for the line item information so the item status is the same for all items. 
You can set a default for the estimated delivery date if you would like. Use this feature, 
for example, if all items are backordered to the same date.
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To set a default for the line item information, complete the steps below:

1. Check the Defaulting Line Item Acknowledgement box.

2. Click the Item Status menu and select the item status you want to use.

2. To include the Estimated Delivery Date, click the calendar menu under Estimated 
Delivery Date and choose the date.

Defaulting Line Item Acknowledgement 

Item Status

Item Accepted
Item Accepted - Quantity Changed
Item Rejected
Item Accepted - Substitution made
Item Accepted - Partial Shipment
Item Accepted - Date rescheduled
Item Backordered
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 Note You are not required to use the Defaulting Line Item Acknowledgement function, 
and individual items’ status can be adjusted as needed.

If you are returning line item information, source in line items from the Purchase Order. 
To source in the line items, click plus               under Item and select the items you want 
to return on the Purchase Order Acknowledgement. Use the control and shift keys to 
make multiple selections. If you are including all items, click Select All, then OK.

Click the Item Acknowledgement box                                   . Click plus at the top of the 
window to generate an acknowledgment line. Include the Item Status for each line, 
and Quantity, UOM, and Estimated Delivery Date as needed.
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Different fields are required depending on the Item Status. 

Item Accepted
		  Required fields: No additional fields.
Item Accepted – Quantity Changed
		  Required fields: Quantity and UOM
		   If your current quantity on hand is 0, but you will have the item available in 	
		  the future, change the Quantity to 0. 
Item Rejected
		  Required fields: No additional fields.
		  Only use if the item is not in stock and is discontinued. 
Item Accepted – Substitution Made 
		   Do not use this status. If you would like to substitute an item, contact the 	
		  HEB planner that released the Purchase Order.
Item Accepted – Partial Shipment – Balance Backordered 
		  Required fields: Quantity that can be fulfilled now, UOM, and Estimated 		
		  Delivery Date for backordered quantity.
Item Accepted – Date Rescheduled
		  Required fields: Estimated Delivery Date
Item Backordered
		  Required fields: Estimated Delivery Date

For the UOM field, be sure to return the same UOM that HEB ordered in.
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4 Backordered items

Not all suppliers are allowed to send backordered items at a later date. This option 
depends on your business relationship with HEB. If you are not allowed to send 
backordered items, do not use the item statuses Item Accepted – Partial Shipment 
– Balance Backordered, Item Accepted – Date Rescheduled, or Item Backordered. 
Reach out to your buyer if you are not sure if your company is permitted to send 
backordered items.

If you are not permitted to send backordered items, and cannot fulfill a particular item, 
use the item status Item Accepted – Quantity Changed to inform HEB of this change.

Below is a comprehensive list of possible item statuses for suppliers allowed to 
send backordered items, and those that are not allowed to send backordered items.
Backordered allowed item statuses: 

Item Accepted
Item Accepted – Quantity Changed 

Item Rejected
Item Accepted – Partial Shipment – Balance Backordered 

Item Accepted – Date Rescheduled
Item Backordered

Backordered not allowed item statuses:

Item Accepted
Item Accepted – Quantity Changed 

Item Rejected
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There are some additional business rules to keep in mind when processing HEB 
Purchase Order Acknowledgements.

•	 You can change the Current Schedule Delivery Date, Current Schedule Ship 	
	 Date, and Estimated Delivery Date.
•	 You cannot change the Requested Pickup Date.
•	 You can change the Quantity of an item that was ordered.
•	 You cannot add an item to the order.
•	 Once a Purchase Order is fulfilled and you have sent an Advance Ship Notice, 		
	 you cannot make any additional changes to the Purchase Order through the 		
	 Purchase Order Acknowledgement.

The SPS Commerce Support Center is home to a wide variety of training material, 
including videos and forums for answering common EDI-related questions. Access the 
Support Center by clicking on the blue banner at the bottom of the WebForms portal 
home page, or by navigating to supportcenter.spscommerce.com.

5 Business rules

6 Resources

Support Center
Get help, Give help, Share ideas.


