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How to View and Manage Purchase Orders – Quick Reference Guide 

How to View and Manage Purchase Orders 
 

Why should I use this 
guide? 

This guide provides information to assist you in: 

• Viewing Purchase Orders  

• Managing Orders (pg. 7) 

• Entering a revised promised shipping date (pg.10) 

Who might use this 
guide?  

 
Suppliers are to use the Oracle ERP Cloud Supplier Portal to manage Purchase Orders. 

 
System steps on Viewing a Purchase Order 
 

Step  Action 

 
 
 
 
 
1 
 
2 

When an Essential Energy Purchase Order (PO) is issued, you will receive an email notification and an in-system notification on your 
notification bell. You can access the PO from the notification, or you can follow the manual steps: 

Login to the system. 

Navigate to the Supplier Portal tab.   

Click on the Supplier Portal app.  

 

 

 

 

 

2 

1 
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Step  Action 

 

3 

 

 

 
 
 
 
 
 
 
 
 
 
 

This will navigate you to the Supplier Portal homepage. 

In the Task list, select Manage Orders.  

Note 1: you can also see orders Requiring Attention in your Dashboard. Click directly onto a colour on the ring to quickly 
access categorised documents.  

Note 2: search for Orders via the search bar.  

 

3 
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Step  Action 

 

4 

5 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

You will be navigated to the Manage Orders page. This is where you can search for and manage all orders. 

Click on Search to view all orders or enter a search criterion and click on Search to find a specific order. 

Click on the Order Number. 
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Step  Action 

6 Review the PO details: 

6a: Status 

6b: Bill-to and Ship-to Locations 

6c: Line details 

6d: Contract Terms 

6e: Notes and Attachments  

 

 

6a 

6b 

6c 

6d 

6e 

Common Purchase Order Statuses: 
 
Open: the PO is open 
Closed for Receiving: The PO is fully receipted  
Closed for Invoicing: The PO is fully invoiced 
Cancelled: The PO is cancelled 
Pending Change Approval: The PO was revised and sent for approval 
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7 Click on View Details under the Order Life Cycle graph on the right-hand side of your screen.  
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Step  Action 

8 

9 

10 

View In-Transit Shipments, Receipts and Invoices. 

Review amount Ordered, Shipped, Received, Delivered and Invoiced. 

When you have finished your review, click on Done.  
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System steps on Managing Orders 
 
Step  Action 

 
 
1 
 
2 

Login to the system. 

Navigate to the Supplier Portal tab.   

Click on the Supplier Portal app.  

 

 

 

 

 

3 

This will navigate you to the Supplier Portal homepage.  

In the Task list, select Manage Orders.  
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1 
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Step  Action 

 

4 

5 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

This will bring you to the Manage Orders page where you can search for and manage all orders. 

Click on Search to bring up all orders or to find a specific order, enter a search criterion and click on Search. 

Click on an Order Number. 
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Step  Action 

6 Click on Actions and select an action.  

• Edit = amend a shipment date or line information. 

• Cancel Document = cancel the order. 

• View Document History = view dates of when the order was created, acknowledged and edited. 

• View Change History = view cost changes to the document, when they occurred and by whom. 

• View Revision History = view all change orders.  
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System Steps to Enter / Revise Promised Ship Date 
 

Step  Action 

 
 
 
 
1 
 
2 

On each order there will be a Requested Ship Date. If you need to update this date, please confirm the date of when you can ship. 

Login to the system. 

Navigate to the Supplier Portal tab.   

Click on the Supplier Portal app.  

 

 

 

 

 

3 

This will navigate you to the Supplier Portal homepage.  

In the Task list, select Manage Orders.  

 

 

2 

1 
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Step  Action 

 

4 

5 

6 

 
 
 
 
 
 
 
 
 
 
 
 
 

This will bring you to the Manage Orders page where you can search for and manage all orders. 

Click on Search to bring up all orders or to find a specific order, enter a search criterion and click on Search. 

Highlight the relevant order by clicking on the white space. 

Click on the Pencil icon to Edit.  
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Step  Action 

7 Click on Yes to confirm you want to make a Change Order.  

 

 
 

8 

 
Enter a Description of the change. 
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Step  Action 

9 

10 

11 

Scroll down the page and enter the Document Type (PO or Agreement). 

Click on Schedules. 

Edit the Promised Delivery Date and a Change Reason.  

 

 
 

12 Scroll back up the page and click on Save and then on Submit.  
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12 
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Step  Action 

13 Click on Ok. 

 

At this point, your changes have been submitted to Essential Energy.  
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