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HOW TO VIEW A PURCHASE ORDER VIA THE SUPPLIER PORTAL 

STEP-BY-STEP REFERENCE GUIDE 

(Applicable AFTER July 1, 2019) 
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Log into the Oracle Supplier Portal using your contact email address and password. 
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Click on the “Home” icon to take you to your home page. 

 

Click on the Supplier Portal icon from the home page. 
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You will be directed to the Overview page. 

Click the Manage Orders link on the left-hand side of the page. 
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The Manage Orders page will display.  Click the “Search” button to display your available orders. 
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All available purchase orders (PO’s) are displayed, and you can view the status of each PO. 

You can also hover over the Life Cycle icon to view additional information. 

Click on the Order number (blue hyperlink). 
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On the right-hand side, you can see the Order Life Cycle showing what has been ordered, received, 
delivered and invoiced. 

Click the View Details button below the Order Life Cycle to view your dashboard. 
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Your Order Life Cycle dashboard is displayed. 

In addition, all invoices associated with the purchase order are displayed.  If you would like to view 

additional detail including payment details for a particular invoice, click on the blue hyperlinked text of 
the invoice. 

Click “Done” to exit out of this screen and return to the purchase order screen. 
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Click “View PDF” to see a full, printable copy of the purchase order. 

 

 

Click “Done” to return to your Tasks list on the overview screen. 

 

 


