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How to Create 

Change Order
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Once you access the Supplier 

Profile page, click on the grid-
shaped (Rubik’s cube) icon i.e., the 

‘App Launcher’ in the upper 

right-hand corner to view 
Purchase Orders, Invoices, 

Supplier Profile etc. and navigate 
based on your preference.

View Your Purchase Order Request for Change Order Review Change Order Status

Find and View your Purchase Order
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Then, select ‘Purchasing’ from the 

menu. This will direct you to the 
Purchasing Section.

Find and View your Purchase Order

2

View Your Purchase Order Request for Change Order Review Change Order Status
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Click on the specific ‘Purchase 

Order number’ to  view details.

Find and View your Purchase Order
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View Your Purchase Order Request for Change Order Review Change Order Status



5

In the Opened Purchase Order, Go 

to the Line Details section.

Review the Line details.

If you wish to request a change 

order you can propose for the 
following line details:

• Promised Date

• Promised Quantity

• Supplier Suggested Unit price

Find and View your Purchase Order
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View Your Purchase Order Request for Change Order Review Change Order Status
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Enter the proposed changes for the 

respective line details.

Request for Change Order
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6 Then, Click on “Request Change 

order” Button on the top right 
corner of the screen.

View Your Purchase Order Request for Change Order Review Change Order Status
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Note: The system currently displays the button as 'Accepted with Changes' In future, it will be updated to 'Request Change Order'. as 

shown in the highlighted sixth point.
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Confirm the pop-up that appears to 

submit your requested change 
order.

Request for Change Order
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View Your Purchase Order Request for Change Order Review Change Order Status
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Once submitted the status will 

display as “Accepted with 
Changes”.

Review the Change Order Status
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View Your Purchase Order Request for Change Order Review Change Order Status

8

Note : If you have accidently 

clicked on ‘Accept with Changes’, 
reach out to your buyer.

Buyer will reject the request so that 

you can make a new one.
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Once buyer has accepted the 

requested change order, the status 
will show as “Open”.

Review the Change Order Status
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View Your Purchase Order Request for Change Order Review Change Order Status
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Once you open the requested 

Change Order, Go to the “line 
details tab” where you can find the 

updated unit price, quantity and end 

date.

Review the Change Order Status
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View Your Purchase Order Request for Change Order Review Change Order Status
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If you are satisfied with the 

requested Change Order, you can 
click the “Accept” button on the 

screen to confirm the requested 

Change Order.

Review the Change Order Status
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View Your Purchase Order Request for Change Order Review Change Order Status

12
Or If the supplier wants to suggest 

changes, they must click “Request 
Change Order” and then provide 

the proposed revisions..
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12

Note: If the Buyer rejects the 

requested Change Order, the PO 
will revert to Open status. 

Supplier can then propose the 

changes again by clicking 
“Request Change Order” based 

on the comments given by the 
Buyer.
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After accepting the requested 

Change Order, confirm the pop-up 
that appears on the screen to 

confirm the submission.

Review the Change Order Status
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View Your Purchase Order Request for Change Order Review Change Order Status

13



13

You will be directed to this page, 

where the status will be displayed 
as “Accepted”.

Review the Change Order Status
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View Your Purchase Order Request for Change Order Review Change Order Status
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