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Submitting a Purchase Order Change Request  

Purpose  This learning guide provides details of how a supplier  initiates a 
change order  request within the Oracle Supplier Portal  

 
 
Oracle Supplier Portal Landing Page  

1. Log in to your Oracle Home Page  and click on the Supplier Portal  application tile to be 

directed to the Supplier Portal dashboard.  

 

 
 

 

2. Infolets on your Supplier Portal  dashboard show outstanding actions and recent 

activity . Hyperlinks will take you directly to the activities described.  
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3. Use the Search  bar at the top of the page to search by individual Purchase 

Order  number . 

 

 
4. To view all your Purchase Orders , click Manage Orders  to be directed to the 

Manage Orders  page .  
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Review Purchase Orders  

 

5. From the Manage Orders  screen you can filter search results by selecting  from  

the search parameters . You can filter by Sold -to Legal Entity  or Bill -to BU  

(Business Unit ). Additional filters include Supplier Site  and order  Status . 
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Additional activities you can perform from the Manage Orders screen include Managing 

Orders, Schedules and Deliverables or Acknowledging a Purchase Order. Please 

review our Learning Guides on these topics. 

 

6. Click the Search  button once you have populated your search parameters or 

leave the fields blank to include all Purchase Orders . 

 

 
 

7. The Search Results  work area displays an overview of your Purc hase Orders . 

 

 

 

To ensure you can view the Change Order  fields, cust omize the fields that display in 

the Search Results  area. Click  View  Ą Columns  Ą and select  the Change Order  

Status  and Change Order  fields .  

 



7 | P a g e  
                                                                           

 
 

Submit a Change Order Request  

 

8. To request a change to a Purchase Order , select the Purchase Order line and 

then click on the hyperlink  in the Order  field to be directed to the Purchase 

Order Details screen  or highlight the Purchase  Order  and section Edit  from the 

Actions  drop down menu.  Note: The Purchase Order  must have a Status  of 

Open  to initiate a Change Request . 
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9. A notification Warning  will appear advising you that you are about to create a 

Change Order  on the document . Click Yes  to continue.  

 

 
 

10. The Edit Change Order screen will display  and will indicate the Change Order . 

 

 



9 | P a g e  
                                                                           

 

11. Please provide a detailed  Description  of  the change request ed in the 

Description  text box . 

 

 

 

12. Line elements of the Purchase Order  that can  be changed  will be open for 

editing. These include the Supplier Item , Quantity , and Price  field s. Note:  The 

Price  cannot be edited if there is a Blanket Purchase agreement in place for an 

agreed upon price.  

 

You will need to provide a detailed description for the Chan ge Reason  in the text 

box provided.  
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13. To request changes to delivery dates, click the Schedules  tab. You can update 

the Promised Delivery Date  in the field provided or request to revise the 

Quantity . You will need to provide a Change Reason  in the text box provided.  

 

For services Requested Delivery Date  = start date of work to be performed, 

Promised Delivery Date  = end date of work to be performed. For materials 

Promised  Delivery Date  = contractual dat e agreed to for delivery of goods.  
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14. To Save a draft of your change request and Submit at a later date. Click the drop 

down arrow on the Save button and select Save and Close. 

 

 
 

 










