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Chapter Objectives:  
 
On completion of this chapter, you should be able to do the following: 
 

o Acknowledge Purchase Orders 
o Request Changes to POs – Promise Date, Price etc. 
o Request to Split Shipment Lines 
o Request to Cancel Shipment Line 
o Request Cancel Entire PO 
o View Blanker Purchase Agreements and Releases 
o View PO Change History and Revision History 

 





  

 

 

Order Information and Actions 

PURCHASE ORDERS 
Using purchase order information, you can acknowledge purchase orders, make change requests to purchase 
orders, split shipments, or cancel orders. You can also view supplier agreements and the revision history of a 
purchasing document. When DAA approves a purchase order in Oracle Purchasing, the purchase order details 
are available to you in Oracle iSupplier Portal. 

Viewing Purchase Orders 

Responsibility: Daikin iSupplier User 
 
The View Purchase Orders page display the most recent 25 purchase orders (use the Previous and Next links 
to view additional purchase orders). 
 
 
 

 

 

 

 

 

 
 
 
 
 
 
 

 
 

 

 
1) From the View menu, choose which purchase orders to display: 

a. All Purchase Orders 
b. Purchase Orders to Acknowledge 
c. Purchase Orders Pending Change 
d. Click Go 
 

 
2) Advanced Search 

a. Click the Advanced Search button to perform a more exact search for a PO. 
 



  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Acknowledge Purchase Orders 
When creating a purchase order, DAA can request acknowledgment of the purchase order. If so, you will 
receive a notification requiring your response. The purchase order may include a date by which you need to 
acknowledge it.  
You can either acknowledge the order online or accept or reject the order using the notification. When you 
respond, the purchase order is automatically updated, and a notice is sent to the buyer.  
Please note, by acknowledging the order, you are accepting to the DAA’s purchasing terms and conditions. 
 

To acknowledge purchase orders: 
 
Use Daikin iSupplier User > Orders Tab > Purchase Orders > View = Purchase Orders to Acknowledge 
 
Notes:  

o This process applies to standard purchase orders, blanket purchase agreements and blanket releases. 
o It is important to understand the changes made to purchase orders. When acknowledging a changed 

purchase order, view the changed details first using procedure – View Purchase Order History. 
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1) Orders: From Orders Tab (1), click on Purchase orders sub-tab (2) and select Purchase Orders to 
acknowledge (3) and click on Go button (4) as shown above. 

2) Select the purchase order (by clicking the radio button) and click the Acknowledge button. The 
Acknowledge Purchase Order Page will open as shown below. 

 

 
 

3) Under order information, please make sure you go through the DAA purchase order terms and 
conditions before accepting the purchase order. To view the Purchase Order terms and conditions, 
click View link, next to Purchasing Terms/Attachments – see 1 above. 

 
4) Attachments window opens displaying link to General Terms and Conditions of Purchase, as shown 

below 
 

 
 

5) Click on “GENERAL TERMS AND CONDITIONS OF PURCHASE (Rev) 100113.pdf” to open the terms 
and conditions of the purchase and Click on “Open” button to view the terms and conditions. 

 
 
 
 
 
 
 
 
 
 

1 



  

 

 
 
 

6) After reading terms & conditions, close GENERAL TERMS AND CONDITIONS OF PURCHASE (Rev) 
100113.pdf” window, close Attachments window. Both these windows can be closed by clicking the 
windows close (X) on the top right corner of the window. 

 

      
 
 
 

7) Scroll down to view PO details. Click on “Show All” to display PO line level details. (Refer “A” on PO 
Details screen below) 

 
 
 
 
 
 
 



  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8) After reviewing PO details, scroll all the way down to the bottom of the page to view > Actions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9) select Accept Entire Order in drop-down list and click on Go button 
The Acknowledge Purchase Order page displays as shown below.  
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10) Enter a Note to Buyer and then click Submit.  Note: Both submit buttons perform the same action. You 
can click either one to submit. 

11) A confirmation page displays indicating that your acknowledgement has been submitted to DAA. The 
PO Status field is updated to Accepted. Note: Suppliers need to accept POs and PO Changes within 24 
hours. 

12) Click Return to Purchase order Summary link to return to orders page. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

Reject Entire Order 
 

1) Access the purchase order you wish to acknowledge by clicking on the PO number link or by selecting 
the line and clicking the Acknowledge button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) select Reject Entire Order in drop-down list and click on Go button 
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3) Enter a Note to Buyer and then click Submit.  Note: Both submit buttons perform the same action. You 
can click either one to submit. 

4) A confirmation page displays indicating that your acknowledgement has been submitted to DAA. The 
PO Status field is updated to Rejected. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

Submit Change Requests 

iSupplier Portal enables you to request changes to purchase orders when modifications are needed to fulfill an 
order. This lesson shows how to request changes to a purchase order after it has been acknowledged or 
accepted.  
 
You may request changes to:  
 

Blanket Agreements: Price and price breaks and Supplier Item  

Blanket Releases: Quantity Ordered, Promised Date and Supplier Order Line  

Goods POs: Price, Quantity Ordered, Promised Date and Supplier Item number etc. You can also split lines in 
case you want to split quantities being delivered. 

 
You cannot request changes to: POs that have been closed or fully receipted  
 

1) Click the Orders tab and then click Purchase Orders in the blue taskbar below the tabs.  
 

The Purchase Orders page displays as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Locate the Purchase Order that you want to change, select the PO and then click Request Changes.  
 

You cannot use request changes for POs with a status of Requires Acknowledgement, Pending Supplier Change or Closed. The 
Request Changes page displays as shown on the next page.  
The information displayed on the page varies depending on the document type and purchase order details. 
 



  

 

3) Request Changes for Standard Purchase Order page open as shown below. Scroll down. 
 

 
 
 
4) Click Show All link. PO shipments details are visible now, as shown below. 
 

 

 
 

5) On this page you can request changes to the following 
o Price 
o Supplier Item 
o Promise Date 
o Ordered Quantity 

 
To request a price change (line item) change:  
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6) Enter the price change requests (line item) and the reason for the change, see 1 above.  
 
 
A reason is required if you enter changes.  
 
To request Quantity ordered or Promised Date (shipment) change:  

7) Enter the quantity or promised date changes (shipment), see 2 above 
8) Enter a reason for the change, see 3 above.  
9) Select Change from the Action drop-down list, see 4 above. 

 

 
 
Enter any additional changes and submit your request: 
 

10) If applicable, enter any Additional Change Requests, see 5 above.  
 

11) Click Submit, see 6 above.  
 
A confirmation message displays as shown below. The PO status changes to Supplier Change Pending. You 
will receive an e-mail notification when the buyer approves or rejects your change request. 
Use Return to Purchase Order Summary to return to Orders Tab. 
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Request Changes to Purchase 
Orders - Split Lines 

1) Click the Orders tab and then click Purchase Orders in the blue taskbar below the tabs.  
 

The Purchase Orders page displays as shown below. 
 
 

 
 

2) Request Changes for Standard Purchase Order page displays. Click on Show All link to view PO 
shipment details. See 1 below 
 

 
 

3) On this page you can split the shipment line as shown below.  
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4) Click Split  icon next to the shipment line that you would like to split. 
 
 

 
 

5) A new line is added below the existing line. 
a. In this example, the original shipment quantity is 10. 
b. Once the “Split” icon is selected, an additional line will be displayed. 
c. In this example, the original line for 10 will be requested to be split into two shipments of 6 and 

4, respectively. 
 

 
 

6) Original Line Quantity: Adjust the Original Line Quantity to reflect the desired split quantity. 
Caution: When splitting standard purchase order lines, Original line quantity must be changed 

to reflect the split. The total of the lines should not be greater than the original quantity; 
otherwise the change will add an additional quantity to the PO 

7) Split Line: Enter the Split Quantity on the new line below to reflect the desired split quantity. 
8) Promised Date on Split Line: Enter the new Promised Date on the new split line. In this example, it 31-

Oct-2019. 



  

 

9) Reason: Enter a Reason for both the original and new line. 
a. This is a required field that must be entered for all lines / shipments that are being changed. This 
reason will be displayed to the buyer. 

10) Action: Select Change from the Action drop-down list. 
11) Submit: Click on the Submit button to submit changes. 

 

 
 
Note: 

 If the supplier wants to split the original line quantity into multiple line splits (shipments), select the 
“Split” Icon again. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

View Change Order History 

The Change History for Order page allows you to view the history of change requests that you submitted for a 
document, along with the corresponding buyer’s response to your change request. 
 

1) Click the Orders tab and then click Purchase Orders in the blue taskbar below the tabs.  
The Purchase Orders page displays.  

2) Locate, select PO number and click View Change History 
The PO page displays as shown below. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3) Select View Change History from the Actions list and click Go, see 1 above.  
The Change History for Order page displays as shown below. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4) New, changed values are marked with a, see 2 above.  
Old values, when present, appear above the new values.  
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5) Click a Details link, see 4 above, to view details of the DAA Buyer’s response to your request.  
 
 
 
 
 
 
 
 
 
 
 
The Buyer Response field, see 5 above in the rightmost column, indicates the status of the change request: 
Pending, Accepted or Rejected. Response details are not present for requests that are still pending DAA 
buyer’s response. A Response Reason will be displayed if the buyer has rejected your request. 
 

6) Click Return to Purchase Orders link, when you have finished reviewing the changes, see 6 above.  
 
You are returned to the PO page shown in step 2. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

View Blanket Agreements and 
Releases 

DAA uses Blanket Agreements to purchase materials at an agreed upon rate, for a specific period of time. A 
blanket agreement specifies the pricing for the materials should they be purchased. To order items that are 
contained in the blanket agreement, DAA creates a Blanket Release purchase order. 
 
If your company has blanket agreements with DAA, you can access the agreements and releases from the Agreements 
page. 
 
Export Button: Use this button to export the currently displayed information to a spreadsheet. 
 

1) Click the Orders tab and then click Agreements in the blue taskbar below the tabs, see 1 below.  
 
The Supplier Agreements search page displays as shown below. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Enter your search criteria and click Go, see 2 above. To display all agreements, do not enter search criteria.  
 
The results list displays selected data for the blanket agreements which match the criteria entered. 
  

 Amount Agreed: Total dollar value amount associated with the blanket purchase agreement.  

 Amount Released: Total dollar amount released against the agreement to date.  
 

3) Click the PO Number or Order Date column heading to sort by the information in the column. Click the column 
heading again to reverse the sort order.  

4) Click a PO Number link, see 3 above, to view releases that have been made against the agreement.  
 

The Blanket Agreement page is displayed as shown on the next page. This page displays all the releases that have been made to 
date. 
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5) To view the release PO details, click a PO Number link, see 4 above. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6) To view receipts that have been entered for a release PO, select View Receipts from the Actions list and click Go 
or click the Received link, see 5 above.  

 
The Receipts page displays as shown below. 
 
 
 
 
 
 
 
 
 

7) To view the Receipt detail, click a Receipt Number link, see 7 above.  
 

The Receipt Transactions page displays as shown below. 
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View Revision History 

The Purchase Order Revision History page allows you to search for details related to the revision history of a purchase 
order. You can compare each revised PO to the original PO or the previous PO. You can also view all changes made to 
the PO.  
 
Export Button: Use this button to export the currently displayed information to a spreadsheet. 
 

1) Click the Orders tab and then click Purchase History in the blue taskbar below the tabs.  
 

The Purchase Order Revision History search page displays as shown below. You can also access this page by clicking the 
Purchase History quick link on the Home tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Enter your search criteria and click Go, see 2 above. To display all POs, do not enter search criteria.  
 
The results list displays purchase orders which match the criteria entered. The revision number associated with 
each PO is displayed in the Rev column.  
 

3) Click the  icon associated with a compare option, see 3 above.  
 
The PO Comparison Result Page is displayed as shown on the next page. 
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4) To view another revision, click the associated action button, see 4 above.  
5) To view or print a revision, enter the revision number and click Go, see 5 above.  
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