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The information contained in this document is intended only to aid and our suppliers’ use of iSupplier Portal.  For additional questions or concerns about iSupplier, 
please contact suppliersupport@intralox.com.  Intralox may make changes to this document without notice. Nothing in this document is intended to give rise to any 

obligation, contractual or otherwise, on the part of Intralox. 

 

WORK INSTRUCTION 
ILOX-WI-111 

PURCHASE ORDER CHANGES & REVISION HISTORY FOR SUPPLIERS 
 

Work Instruction Overview: 

This work instruction explains the steps associated with Supplier initiating Purchase Order Changes, reviewing, and 
accepting/rejecting PO, view purchase order revisions history in the Intralox iSupplier portal  
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1 INTRODUCTION 
Oracle iSupplier Portal enables Suppliers to request changes to the purchase order when modifications are needed 
to fulfill the order. Suppliers can make necessary changes before and after order acknowledgment. These changes 
can be made to a single purchase order, or, depending on the changes required, to multiple purchase orders. 

2 INITIATING SUPPLIER CHANGE ORDER REQUEST 
2.1 From the iSupplier Home Page, click on the Orders tab. 

 
      

2.2 On the View Purchase Orders page, search for specific purchase order to initiate the Change request. Click the 
radio button near PO Number entire line color changed to Blue and then Click the Request changes Button. 
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    2.3    Scroll down the page to view the Purchase Order details. 
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Select Show All link under PO details or click on Details arrow mark to view the PO Line Detail information 

    
PO Line and Shipment details are visible for the user. 
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  2.4    To initiate a price change, enter the new price and the reason at line level and click Submit Button. 

          
2.5   Supplier can initiate Changes for Quantity Order or promise date, enter the new values at the shipment line 
level, and record the reason for the change. Then select the action as Change from the drop down, and then click 
on Submit Button.  
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NOTE 
When Save is selected instead, the Purchase Order document will be in draft status. 

         

                                                               Figure 5: - Supplier Change Request Submitted 

2.6 Once supplier submit the change order for approval the Change Request status will be in Supplier Change Order 
Pending. 
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2.6    Upon submission, an Intralox Buyer will be notified of the Supplier Initiated Change Order request and will 
respond and perform any necessary action. 

Additional option information can be recorded while initiating change order request.  

 Supplier Item 
 Supplier Order Reference Number 
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3 SPLITTING SHIPMENTS 
3.1 Select the purchase order by selecting the check box and click on Request Changes. 

 

 
 

3.2 Scroll down and expand the details under PO Details.  

3.2.1 Select the Split icon, as shown below. 

              
  New Shipment Line is added to enter the Split quantity, Promised Date and Reason.                               



 

SUBJECT: PURCHASE ORDER CHANGES & REVISION HISTORY FOR SUPPLIERS 
TITLE: ILOX-WI-111 PAGE 9 of 21 DOCUMENT STATUS: COMPLETE VERSION: 0.1 
TEAM ASSIGNED: SC CREATED BY: MEGAN HEROLD DATE: 8/11/2020 
CATEGORY: WORK INSTRUCTION LAST MODIFIED BY: ISP PROJECT TEAM  DATE:  12/18/2020 

 

               

3.2.2     Enter the changed value(s) as appropriate. 

            
3.2.3         Enter a reason for the change 

NOTE 
Additional change request information can be placed in the Additional Change Request text box. 

3.2.4 Select the appropriate action from the drop-down menu. 

3.2.5 Select Submit. 
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                                                                  Figure 7 - Change Order Confirmation 

3.2.6 On the Orders/Purchase Orders View, the Change Request Status will be ‘Supplier Change Pending’ until the 
buyer responds to the change request. 

         

4 SUBMITTING MULTIPLE PO CHANGES 
4.1 Select the Multiple PO Change button 

        

4.2 Under the Shipment tab, query the Purchase Order(s) that needs to be changed. 
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4.3    Click on the Advanced Search button to enter different search criteria, then select Cancel. 
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4.4 Select the LOV from View to search by All Shipments. 

      
 

4.5 Select the POs to be changed. 

4.6 Enter the new value, change reason and action that needs to be updated on the selected PO document and then 
click on ‘Apply Default Values’ button or update each line individually 
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4.7 New Promise Date, Reason and Action values will be updated automatically for the selected PO’s. 

        
4.8 Select Apply when finished, as shown below. 
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4.9 The purchase order(s) have been submitted for approval. 
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5 PURCHASE ORDER CANCELLATION 
CAUTION 
Cancellations cannot be undone. 

5.1 Select the Purchase order that needs to be cancelled and click on Request Cancellation button.  

NOTE: 
Only Purchase Orders in Open and Accepted status can be cancelled. 

          
 

          

5.2 Select Action Cancel Entire Order and click on Go. 
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5.3 Enter a Reason and then select Submit. 

                         
5.4 The order will go into a Supplier Cancellation Pending status until it is accepted by the buyer.  
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6 VIEW BLANKET AGREEMENTS AND RELEASES 
Suppliers can view the Blanket Purchase Agreements and related releases. 

6.1 From the iSupplier Home Page, select the Orders tab. Enter the Blanket Number and click on Go button 

        

Click the PO Number to view all the Blanket releases created against the Blanket Purchase Agreement. 
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7 VIEW PO CHANGE HISTORY 
Suppliers can view PO revisions, compare to original PO, compare to previous PO version, or view all PO revisions 
over time. 

7.1 From the iSupplier Home Page, select the Orders tab. 

         
7.2 Select a purchase order and then click View Change History button. 

           
7.3   Click on Details for more additional Information. 
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SUBJECT: PURCHASE ORDER CHANGES & REVISION HISTORY FOR SUPPLIERS 
TITLE: ILOX-WI-111 PAGE 20 of 21 DOCUMENT STATUS: COMPLETE VERSION: 0.1 
TEAM ASSIGNED: SC CREATED BY: MEGAN HEROLD DATE: 8/11/2020 
CATEGORY: WORK INSTRUCTION LAST MODIFIED BY: ISP PROJECT TEAM  DATE:  12/18/2020 

 

8 VIEW PURCHASE HISTORY 
8.1 From the Orders Dashboard, click ‘Purchase History’ tab to search the history of Specific Purchase Order. 

Enter specific Purchase Order number and click on Go button 

            

             

8.2 From Purchase History, click Compare to Original PO or Compare to Previous PO to show specific change 
revisions, or Show all PO Changes to view revision history. 
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NOTE 
Previous revisions can be printed at any time using the Print Document Revisions function at  
the bottom of the PO Comparison Result page to view the Purchase Order Document. 

 

 


