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Acknowledge Purchase 

Order Lines 

 
 

Job Aide

 

This job aid shows you how a supplier user can acknowledged, accept or reject the purchase order lines, and provide notes 

to the buyer. Note that the Purchase Order must have been set as one needing acknowledgement for the lines.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1. In iSupplier, click the 

Orders Tab and the 

Purchase Orders sub-tab. 
Step 2. Select Purchase Order to 

Acknowledge from the dropdown 

menu to narrow your list of PO. 

Click Go button.   

Step 3. Select the PO Number you would like to 

review and acknowledge.  

*Note clicking the PO Number link will let you view 

the PO details without the Accept or reject buttons 

to acknowledge.  

Step 4. Click 

Acknowledge to review 

the PO details and to 

accept or reject.  

Step 5. Review PO 

Details.  In the general 

Information section, you 

will see the supplier’s 

information, notes to the 

supplier, and if there are 

any attachments.  

Step 6. Click Expand to see the line details such as need by date and promise date.   

*Note if there was an attachment, you would see an icon in the attachments 

column for either the line or header.  
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SUCCESS!! You have now acknowledged a 

purchase order and Nutrien will be notified of 

your accepted or rejected acknowledgement.  

Step 7. Click Accept Entire Order to accept the PO or Reject Entire Order to reject the PO. Click Cancel to neither 

accept or reject the PO. Click View Change History to view the change history of the PO or click Export to export the 

PO. Note: If you made a change, then, press on SUBMIT so that your change can be submitted for approval and those 

lines where the action is Accept can be accepted.  If not, then, click on Accept Entire Order.  

Once the PO has been 

acknowledge you can 

accept the entire order 

and submit any notes to 

the buyer.  Step 9. Click 

Submit. 

If you see this 

Warning, click 

OK.  

You could make changes to the lines. If 

you do, please make sure to write a reason 

and change the action to CHANGE.   

You could make changes to the lines. If 

you do, please make sure to write a reason 

and change the action to CHANGE.   

If you submitted changes, 

then the following  

confirmation appears.  


