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Managing Orders 

 

You will learn how to manage Purchase Orders for your company that have been sent to you by 
ODL.  From here you will be able view the PO with parts, quantities and due dates as well as 

print or export the PO into excel. 

 

Step 1 

From the landing page, select the Supplier Portal Button. 

 

Step 2 

Once on the dashboard, select the Manage Orders link in the task list on the left side of the 

screen. 



 

 

 



 

Step 3 

Click on the search button to display a list of the open Purchase Orders for your organization. 

 

 

 

If you know the Purchase Order number you want to review, you can enter that number in the order 

number field. 

 

 

 

 

 

 

 

 

 

 



 

 

Step 4 

Click on the order number you want to review to get to the PO details. 

 

 

 

Step 5 

Once in the PO, you can review the details (Item, Qty, Price, Ship-to location, etc).   

 

NOTE.  There is a tab for lines (this can be a line for one or many part numbers), but also schedules 

where you can see the delivery due dates and quantities if there are more then one. 

Note:  The order life cycle box shows the different status of an order – Ordered, Shipped, Received, etc.   

 

 



 

 

Step 6 

Select the Schedule button to view detail dates and quantities due per date. 

 

 

Step 7 

From the order, you can export to Excel or Print a PDF. 

 

 

 

 

 

 

Step 8 



 

There are several other tasks you can complete on the order. 

 

 

1. You can view the document history, change history or revision history, but you will not be able to 

make changes to the PO 

2. You can acknowledge the PO  

 

Step 9 

When complete, select the done button.  

 

 


