View & Manage Purchase Order
iSupplier Quick Reference Cards

-

dyilng]

HOW TO VIEW & MANAGE PURCHASE ORDER (PO)

PURPOSE View & Manage POs
SCOPE Order page (Purchase Orders )
RESPONSIBILITY Supplier Admin Account

ORDER PAGE
A. HOW TO VIEW & UPDATE PO DETAILS?

1. Click on the Order tab.

This view will default to All Purchase Orders. Click the drop down box to refine the
results view,

Purchase Orders
Views
Vo APt s v @ e e

Select Order;  View Change History

SelectPO Number Rev Operating Unit  Document Type  Description  Order Date Buyer Corrency Amount  Status AcknowledgeBy  Attachments
0 M 0 Wic-H) Stndard PO DD 1814 RHADSAEEDATAIRARMY SR 100000000 Open
O mags 0 NC-HQ Sandard PO UDec20d20:321)  FHADSAEDATARABAN SR L2200 Open
(0 004 0 WC-H) Stndard PO Dhov204 101626 FAHADSAFEDATAIRARAY AR 990000 Opan
O maeso 0 NC-H Sandard PO UNv041L025%  FHADSAEDAUARABAN SR 890 Open

et

2. Locate the Purchase Order to review.
3. Click the Purchase Order number hyperlink to view Order Information
and Purchase Order Details

SelctP0 Number Rev Operain st Document Type  Descrption Orer e Byer Cumency Amowt  Sttus Acoowldgeby  Atacmets
O 008 0 MCH  SaddX DOCNMIETY FHOSEDAIAREM SR 10NN O
0 M8 0 MR Swdadr ICHUNRD FROSEDMIARSM SR L0 O
O |0 MK Sdadf0 DARNMIEEN FWOSEDAIARSM SR oMM O
0 (04 0 WCH  Sandadh0 MM RADSEDAIARGM SR 8HN O

4. The Purchase Order Information and Details will populate.

Orders: Purchase Orders >
NWC IT Complex PO: 101140361, 0 (Total SAR 1,212.00)

Currency=SaR Actions |View Change History v IE' Export
Order
General Terms and Conditions
Total 1,212.00
Total 1,212.00 Payment Terms 30 Days Approved  1,212.00
Supplier Modern Works Carrier Biled 0.00
Supplier Site Site_4 FoB Advance Biled 0.00
Address  Site_4 Freight Terms Progress Payment  0.00
Riyadh, 34243234234 Shipging Control
Buyer FAHAD SAFED ALT
ALRABAA Work Location
Order Date  21-Dec-2014 20:32:12
P Address NWC Head Office
Sass Open King Fahd Road
Mok to Supplie RYD, 11421
e R Qe By Bill-To Location
Sourcing Document
Supplier Order Number Address NWC Head Office
Attachments None King Fahd Road
RYD, 11421
PO Details
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National Water Company
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5. The following Actions are available from the drop down list of values. If
you are requesting changes that option is only available on Purchase
Orders where the status is Open. You can also Export any of the results.
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Export

View PDF
Create Work Confirmation
View Work Confirmations

View Receipts
View Invoices
View Payments

Helpful Hints:

The View PDF value allows the Supplier to view or print the Purchase Order

The Orders tab provides you with a Full List of your Purchase Orders.

There are a variety of Purchase Order Statuses. The list below provides you with
a brief definition. If you have questions regarding the status of a Purchase Order,
please contact the Buyer indicated on the Purchase Order
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Select Order: W
SelectPO Number Rev Operating Unit ~ Document Type  Description  Order Date

0 0 NWC-HQ Standard PO 22-Dec-2014 18:17:41
0 NWC-HQ Standard PO 21-Dec-2014 20:32:12
0 INWC-HQ Standard PO 23-Nov-2014 10:16:26
0 NWC-HQ Standard PO 21-Nov-2014 11:02:56

Currency Amount  [Status Acknowledge By
SAR 1,000,000.00 |Open
SAR 121200 Open
SAR 9,900.00 Open
SR 898900  [Open

Buyer

40362

“¥ Purchase Order Status and Definitions
Open — The Purchase Order has been created. Payment has not yet been made.
Closed — The Purchase Order has been created and is closed for invoicing.

Cancelled — The Purchase Order has been cancelled. Goods/Services no longer
needed.
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Attachments
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