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View Purchase Orders 

 

 
 

Job Aide

 

. This job aid will show you how to search for a purchase order (PO), review the purchase order, review the purchase order 

history, and request information. 

 

 

 

 

 

 

Step 1. In iSupplier, click 

the Orders Tab and the 

Purchase Order sub-tab. 

Step 3b. Click the Add Another 

dropdown menu, select the 

parameter and click Add. 

Step 3a. Click Advanced 

Search to use other 

parameters to search for a PO. 

Step 2. Use the View 

dropdown menu to narrow 

your search. Click Go. 
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Step 3c. Notice the parameter is 

added to the search list. Fill in 

the search criteria and click Go. 

Step 4. Click the PO 

Number link. 

Step 5. Here you will 

be able to Review all 

the Purchase Order 

details. Click the 

Expand button next 

to show under PO 

Details to view the 

line information. 

Step 6. Click the Return to 

Orders: Purchase Order to 

return to the search screen. 
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Step 7. Click the Purchase 

History sub-tab. 

Step 8. Fill in a search 

field. Click Go. 

Step 9. Click 

Compare/Show all icon to 

review changes. 

Step 10. Review 

Purchase Order History. 
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Step 11. Click 

the Home tab. 

Step 12. Click the 

Notification  link. 

Step 13. Review the notification detail. If 

additional information is needed from Nutrien, 

click Request Information. 
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SUCCESS!! You have now viewed a 

PO, viewed its history, and 

requested information.  

Step 14. Select a user and enter your request in the 

Information Requested textbox. Note: the workflow 

Participant is already prepopulated with the buyer. You 

may change by clicking the Any User radio button. 

Step 15. Click 

Submit. 

Step 16. Click the Home tab. Notice how the Purchase 

agreement is no longer part of the notification list. You can 

find the PO under the orders tab by searching for the PO.  


