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Receive a Purchase Order 

1. From the Oracle Homepage, click Supplier Portal. 

 

 

2. Click Manage Orders from the Tasks List. 

 

Purpose: This job aid provides the steps for 

receiving and making changes to a purchase 

order in the Supplier Portal.  
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3. Select Open from the Status drop-down and click Search. 

 

 

4. Click the number of the recently submitted Purchase Order in the Order column. 

 

 

5. Review the PO details. 

 

Note: To download a PDF copy of the PO, click View PDF in the upper right. 
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6. Click Done when you have reviewed all the information. 
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Make Changes to a Purchase Order 

1. From the Oracle Homepage, click Supplier Portal. 

 

 

2. Click Manage Orders from the Tasks list. 

 

 

3. Search for the Purchase Order using the known parameters. Then click Search.  
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4. Click the number of the purchase order in the Order column. 

 

 

5. Click Action, then click Edit. 

 

 

6. Click Yes in the Warning pop-up. 
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7. Make your edits, including those to Quantity, and enter a reason in the Change Reason field. 

 

 

8. Add a description in the Description field at the top of the page. 

 

 

9. Click Submit. 
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10. Click OK in the Confirmation pop-up. 

 

 

11. An approver from the buying organization approves the change order. 

 


