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Acknowledging Change Orders  

Purpose This learning guide provides details of how to acknowledge a change 
order issued by Enbridge within the Oracle Supplier Portal. 

 

Eligible Invoices for Purchase Orders 

1. All suppliers are encouraged to submit invoices through the Supplier Portal. Please 

note, the Supplier Portal will not accept the following types of invoices:  

 

• Invoices without an associated Purchase Order 

• Invoices for Enbridge Gas Inc 

• Invoices with Carbon Tax 

• Invoices with Miscellaneous Charges (a charge that is not listed on the Purchase 

Order eg. storage fees, environmental fees) 

• Holdbacks 

• Credit memos 

• Account statements 

For Invoices referencing a closed Purchase Order, email these invoice types to the 

applicable Accounts Payable email address found using the Enbridge Invoice 

Submission Matrix. 

 

Email Change Order Notifications 

1. An email notification from Enbridge and a corresponding notification within the 

Oracle Supplier Portal will be issued when Enbridge initiates a Change Order.  There 

are two ways to acknowledge the Change Order: 1) from the email hyperlink and 2) 

from the Purchase Order screen within Oracle. 

 

Acknowledging a Change Order by email 

1. When accepting through an email notification, the user must be logged into 

Okta prior to acknowledging the Change Order. Select the Review and 

Acknowledge hyperlink from the email. Direct replies to the email message are not 

permitted.  
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2. The hyperlink will open the Acknowledge Change Order screen within the Oracle 

Supplier Portal. Acknowledgement of the Change Order is required before any fulfilment 

activities occur. A response is expected within 24 hours of receiving the notification.  

Refer to the Acknowledge Change Order section of this document. 

Log into Okta 

1. To acknowledge the Change Order directly from the Oracle Supplier Portal, log 

into Okta using the Okta link: https://enbridgesuppliers.okta.com 

 

2. Access the Oracle Supplier Portal from the Okta Dashboard. Remember accessing 

the Oracle Supplier Portal should always be initiated from this landing page. Click on 

the Oracle Supplier Portal application to go to the Oracle Supplier Portal 
dashboard. 
 

 

 

 

 

 

 

 

https://enbridgesuppliers.okta.com/
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Oracle Supplier Portal Landing Page 

1. From the Oracle Home Page, click on the Supplier Portal application tile to be 

directed to the Supplier Portal dashboard. 

 

 
 

2. The system will redirect the user to the Supplier Portal dashboard.  Click on the 

Orders tile to go to the Manage Orders landing page. 
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Search for the Purchase Order 

1. The Manage Orders landing page will appear. To search for a specific order that 

requires the Change Order acknowledgement, enter the Purchase Order number 

into the Order title box and click Search. The Purchase Order will show up under the 

Search Results at the bottom of the screen. 

 

2. The Search Results work area displays an overview of the Purchase Orders. 

Choose the View the Change Order Status and Change Order number fields by 

clicking View → Columns → and check the Change Order fields. 
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3. Change Order hyperlinks will appear in the Change Order and Change Order 

Status fields. Change Orders that require acknowledgement will display Pending 

Supplier Acknowledgement in the Change Order Status field. 

 

 
 

4. Click on the Change Order number hyperlink to be directed to the Change Order 

screen. 
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Review the Change Order 

1. The Change Order screen will display the Change Order Number at the top of the 

screen. 

 

 
 

2. The Change Order includes a Description of the Change, the Status of the Change 

Order and the Initiator. 
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3. Information from the original Purchase Order displays under the Additional 

Information section. 
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4. A blue dot indicates where a change has been initiated. 

 

 
 

5. Click on Actions to Review Changes being initiated under the Change Order 

Number or View Change Order History to see previous Change Orders assigned to 

the Purchase Order. 
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Acknowledge Change Order 

1. To proceed with accepting the changes, click Acknowledge on the top right-hand 

corner of the Change Order screen to Acknowledge the Change Order. 

 

 
 

2. The Acknowledge Change Order: # screen will open. The Prior to acknowledging 

the Change Order, an Acknowledgement Note and Supplier Order number or 

notes may be entered for the buyer. 
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3. Click Actions and select View PDF from the drop-down menu to download the 

Change Order as a PDF. Review the Change Order as a PDF, prior to accepting 

the Change Order. Click on Review Changes to display a summary of the Change 

Order screen. 

 

 
 

4. The Review Changes screen shows a summary of the Change Order. 

 

 

 

Contact the Supplier Portal team at supplierportal@enbridge.com for any questions 

or for additional support or access to the Okta or the Oracle Supplier Portal. 

 !
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