
Log into the Supplier Portal, Select “Manage Orders”.

Select Search to find the order or enter the PO Number you need to acknowledge.
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To Acknowledge Change Order, modify the Search Results view in Manage Orders to 
include Change Order and Change Order Date.

Acknowledgement of the change order is required to submit ASNs and Invoices.

Select the Change Order Number, from the “Change Order” column.. Select Actions, 
Review Changes.
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Changes can be reviewed at the Line and Schedule level and identified by the blue dot 
indicator.

Line Tab will indicate Price and Qty Changes

Schedule Tab will indicate Ship to and Requested Delivery Date changes

Select Actions, View Change History to view Specific Changes

After review of changes, select Acknowledge and then select Accept.
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Change order details can be reviewed additionally at the header level detail on the PDF 
version of the order.
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