View Purchase Orders Job Aide

Nutrien

. 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.

Agreements | Purchase Mutory | RFQ | Tmecards - View Reguests | Wodk Confrmatons | Delverables

Step 2. Use the View R S

dropdown menu to narrow
your search. Click Go. Advanced Search

Buyer 7 O Y A Status  Admowledge By ch

l 'C Purchase Orders to Admowiedoe -
| Purchase Orders Panding Suppler Change 2017-04-18 143034 Seohenson, Mchels USD  9,000.00 Open
. 201704-18 07:47:06 Sleohe LM uso 4,000.00 Open
] 2121061029 AUR QU Sundad PO 2017-04-13 145059 S 0. Mchals USD 4,000.00 Accepted

Multiple PO Change Export

Orders Shipments Planning Froduct ASmn Finance Infelpence Asssssments Home Logout Praferenc

Purchase Orders | Work Orders | Agreements | Purchase History | RFQ | Timecards | View Reg | Work Confirmati | Deli

Purchase Orders

~Nyultiple PO Change | | Export |

Step 3a. Click Advanced
Search to use other

_ Advanced search | |
Vew | At purchase Orders la] [oo parameters to search for a POJ@,
Select Order: | Acknowledge | | cancellation | | ChaM

Select\PO Number |Rev Operating Unit Document Type Description |0rder Date |Buver Currency A t Status  Ack rledge By Attach
@ 2101061041 |0 |AUR OU Standard PO 2017-04-18 14:30:34 Stephenson, Michelle USD 9,000.00 Open
G 2101061040 0 |AUR OU Standard PO 2017-04-18 07:47:06 Stephenson, Michelle USD 4,000.00 Open
@ |2101061039|0 |AUR OU Standard PO 2017-04-13 14:50:59 |Stephenson, Michelle USD 4,000.00 Accepted
Purchase Orders | Work Orders | Agreements | Purchase Metory | RFQ | Timecards | View Requests | Work Confrmations | Debvenables f
Purchase Orders

_Multiple PO Change | | Export |

- Advanced Search
Views |
Specfy parameters and values to fiter the data that s dsplyed in your resuks set.
9 Show tablke data when al condtions are met.
Show table data when any condrion & met.
PO Nurber s = Step 3b. Click the Add Another
Document Type 5 £ Q
I dropdown menu, select the
S parameter and click Add.
_Go_| |_clear JRd Another | Admowedgement Status|
Select Order: | Acknowdedge | | Reqilist Cancellatia Acknowledgement Status
[P0 Number Rev Unit ' Currency Status  Acknowdedge By Attach
21010¢ AUR OU fandard PO gl USD 9,000.00 Open
AUR OU andard PO 17:06 le USD 4,000.00 Open
AUR OU fandard PO Ooahg x }0:59 St le USD 4,000.00 Accepted
| Order Date |

PO Number

| Multiple PO Change | | Export |

{ Ship-To Location

Home Orgders hipmens Pla Intelligen Assessments Home Logout Prelerences Help
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[ views |

© show table data when any condition is met.

PO Number Iig |Z| |
bocument Tpe [ ] Step 3c. Notice the parameter is
Order Date |i5 |Z| |

added to the search list. Fill in
the search criteria and click Go.

Add

(emmple: 2017-04-21)

Add Another

Select Order: | Acknowledge [ Request Cancellation | Request Changes ‘ View Change History ‘
Select|PO Number |[Rev Operating Unit Document Type Description Order Date |Buver Currency Amount Status  Ack ledge By Attach

© R2101061041 ALUR QU Standard PO 2017-04-18 14:30:34 Stephenson, Michele USD 9,000.00 Open

© U AUROU Standard PO 2017-04-18 07:47:06 Stephenson, Michele USD 4,000.00 Open
> 0610390 |AUR QU Standard PO 2017-04-13 14:50:59 Stephenson, Michele USD 4,000.00 Accepted

Multiple PO Change Export

Step 4. Click the PO
Number link.

Standard Purchase Order; 2101061041, 0 (Total USD 9,000.00)

| Currency=UsD Actions [Request Changes | v] [ Go | [ Export

| Order Information

General Terms and Conditions v Total 9,000.00
Received 0.00
Total 9,000.00 Payment Terms NET 30 Invoiced 0.00
| Supplier UPK SUPPLIER Carrier Payment Status Mot Paid
Supplier Site  MAIN OFFICE FOB
Address 123 MAIN STREET Freight Terms

| KALAMAZOQO, MI 49001 Shipping Control

Buyer Stephenson, Michelle
Order Date 2017-04-18 14:30:34
Description
Status Open
Note to Supplier
Operating Unit AUR OU
Sourcing Document Bill-To Address
Supplier Order Number
| Attachments None

Ship-To Address

Step 5. Here you wilm

Address PCS PHOSPHATE COMPANY, TNC. be able to Review all

AURORA DIVISION

AURORA, NC 27806-9245 the Purchase Order

details. Click the
Expand button next

Address PCS PHOSPHATE COMPANY, INC.
AURORA DIVISION
1530 NC HIGHWAY 306 S
AURORA, NC 27!

to show under PO
Details to view the

line information. )

Item/Job Supplier Item Description UoM Qty Price Amount Status Attachments Reason
UPK WO 9000 9,000.00 Open T

Show All Detzils | Hide All Detail
Details |Line
Show

xed Price Services

Return to Orders: Purchase Orders

Actions | Reguest Changes : Go Export

Step 6. Click the Return to
Orders: Purchase Order to
return to the search screen.
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Step 7. Click the Purchase I

- Views
History sub-tab. l
View IAI Purchase Orders T _Advanced Search
Seloct Order: _| |_Request Ganceflation | | Request Changes | | View Change History |

Unit D Type Description Order Date Currency Amount Status  Acknowledge By Attachments
sundard PO 2017-04-18 14:30:34 s USD  9,000.00 Open
Standard PO 20170418 07:47:06 ¢ USD 4,000.00 Open
Standard PO 20170413 14:50:59 Step s USD 4,000.00 Accepted

Purchase Orders | Work Orders | Agreements | Purchase History | RFQ | Timecards | View Requests | Work Confirmations | Deliverables
Purchase Order Revision History

- Simple Search — —

Step 8. Fill in a search
Iote that the search i case insensitive

PO Number [2101061041 field. Click Go.
Step 9. Click
Compare/Show all icon to
review changes.

Release Number

Rev

Document Type :I Q
Creation Date I
Revised Date I

operatngunt | | Q

Operating Ship-To Compare to Compare to  Show all PO
PO Number Rev Unit Description Buyer Creation Date Revised Date = [Currency Total Location Original PO Previous PO Changes
2101061041 0/AUR QU Stephenson, 2017-04-18 14:29:04 usD 9,000.00|AUR AUROR, = = =
Michelle
Export
Step 10. Review
PO Comparison Result .
Purchase Order History.
k Compare to Original PO_| | Compare to Previous PO | | Export
PO Number 2101061041 Ship-To Location AUR AURORA Bil-To Location AURORA DIVISIOM
Revision 0O Ship Via Payment Terms NET 30
Type Standard PO FOB Freight
Currency USD Total 9,000.00 Buyer Stephenson, Michells
- Show All PO Changes
Comparisons are sorted by Revision, Line and Shipment.
Revision Line Item/Job Shipment Price Dif I Enabled Organization Field Altered Changed From Changed To
0 No Difference
PHNE D t Revisi
Return to Orders: Purchase Histo! Compare to Original PO | | Compare to Previous PO | | Export
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Step 11. Click
the Home tab.

oo T svomers T rroaoe T e T I

Search |PO Mumber |z| |

Go
Step 12. Click the
Notification link.

|Date

7-05-02 08:37:30
2Q17-05-01 21:35:57
- = 17-05-01 16:39:36
AUR OU - Blanket Purchase Agreement 2101061047, 0 2017-05-01 16:30:52

AUR OU - Blanket Purchase Agreement 2101061045 is 2017-05-01 15:30:06
available for u...

Planning
Orders

» Agreements

» Purchase Orders

» Purchase Histol
Shipments

» Delvery Schedules

« Overdue Receipts
» Advance Shipment Motices

Receipts

Step 13. Review the notification detail. If
H Ord shi ts | Product | Admi
ome | Orders | Shipments | product | Admin | additional information is needed from Nutrien,

|
Home =

click Request Information.

[i) Information
This notification does not require a response.

AUR OU - Blanket Purchase Agreement 2101061050, 0

BN

From Stephenson, Michelle
To UPK SUPPLIER
Sent 2017-05-01 21:35:57

ID 7746919
Please review the purchase order and any other document attached to this message.

References

D PDF Document

Return to Worklist | oK | | Reassign | | Request Information
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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.

e
More Information Request
Request More Information From @ yyorkflaw Participant | Stephenson, Michelle
© Any User All Employees and Users |Z| Q,

* Information Requested

Return to Worklist

| submit ||

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.

Search |PG Mumber |Z| | Go

Subject Date |
AUR OU - Blanket Purchase Agreement 2101061048 1 2017-05-02 08:37:30
AUR OU - Blanket Purchase Agreement 2101061044 1 2017-05-01 16:39:36
AUR QU - Blanket Purchase Agreement 2101061047, 0 2017-05-01 16:30:52
AUR OU - Blanket Purchase Agregment 2101061045 is available for u... 2017-05-01 15:30:06
AUR QU - Blanket Purchase Pu:ll/ \nt 2101061045, 0 2017-05-01 15:13:30

SUCCESS!! You have now viewed a
PO, viewed its history, and
requested information.
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