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Acknowledging Purchase Orders  

Purpose This learning guide provides details of how to acknowledge a purchase 
order and 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, 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 

• Invoice with Holdbacks / Retainage 

• Account statements 

Invoices referring to a closed Purchase Order must be emailed to the applicable 

Accounts Payable email address found using the Enbridge Invoice Submission 

Matrix. 

Email Notifications 

1. There are two types of emails that a supplier can receive: 

 

a) Regular Email: Buyer requests acknowledgement of a PO via email below asking 

to acknowledge Purchase Order with one of the options below “Accept or 

Reject”. Supplier is to Reply All to the email and state whether they Accept or 

Reject the Purchase Order.  Supplier should not log into the Supplier Portal to 

acknowledge the Purchase Order. 
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b) Oracle Email with Link: Buyer requests supplier to acknowledge a Purchase 

Order and Supplier receives the below email with a Review and Acknowledge 

link.  

 

 

CAUTION! Do not click on the Review and Acknowledge link.   

 

 

 

The Supplier will log into the Oracle Supplier Portal through Okta and 

acknowledge the Purchase Order following the instructions in the Purchase 

Order Acknowledgements section. 

 

  

!
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Log into Okta 

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

 

 
 

2. Access the Oracle Supplier Portal from the Okta dashboard.  
 

 
REMINDER: 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 be directed to the Manage Orders landing page. 
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Manage Orders Searches 

1. The Manage Orders screen will appear. To search for a specific order, enter the 

Purchase Order number into the Order title box and click Search. The Purchase 

Order will be displayed under the Search Results section at the bottom of the 

screen. 

 

To view all Purchase Orders issued through Oracle, select the entity name from the 

drop-down list under the Sold-to Legal Entity and click on Search. All Purchase 

Orders will show up under the Search Results section at the bottom of the screen. 
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2. The Search Results section displays an overview of the Purchase Orders. Under the 

Order column, click the blue Purchase Order Number hyperlink to display the 

Purchase Order details. 
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3. The Purchase Order details will display on a separate screen. The Purchase Order 

is divided into three sections under the Main tab that should be reviewed prior to 

acknowledging the Purchase Order: 1) General, 2) Terms tab and Notes and 

Attachments tab, and 3) Additional Information tab.  

 

 
 

1) The Main tab captures the general information about the Purchase Order that 

applies to all lines and schedules. It sets the context for the entire document. 

 

2) The Terms tab defines the commercial and logistical conditions for the Purchase 

order. The key sections include Payment Terms and Freight Terms.  

 

The Notes and Attachments tab allows the supplier to add any textual 

instructions or comments to the Purchase Order prior to submitting their 

response. Any attachments to the Purchase Order can also be found in this 

section.  

 

3) Additional Information section is used to capture extra reference details that 

are not covered in the main fields. These details are primarily for informational 

and tracking purposes and do not usually affect the financial or logistical 

processing of the Purchase Order. 
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Purchase Order Acknowledgements 

1. Navigate to the Manage Orders screen. Under the Search Results, the Order 

column will display a yellow triangle next to Purchase Order numbers that require 

acknowledgement.  

 

Under the Status column, these Purchase Orders are listed as Pending Supplier 

Acknowledgement. Click on the Purchase Order number hyperlink under the Order 

column to view the Purchase Order that requires acknowledgement. 

 

2. On the Purchase Order details screen on the top right-hand side of the screen, four 

buttons appear to the right of the PO Report:  

 

1) Acknowledge – Updates the PO status to Acknowledged. 

2) View PDF – Opens a PDF version of the PO for review, allows download 

3) Actions – Displays Drop-down options for Accept, Reject, Request Changes, 

Print and Communicate Messages. 

4) Refresh - Updates the screen with the latest purchase order details from Oracle. 

Use it if to refresh the screen so any changes will be the most current info before 

acknowledging. 

5) Done – Closes current screen or completes the acknowledgement process.  
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3. Review all Purchase Order details from each of the four sections. To acknowledge 

the Purchase Order, click on the Acknowledge button at the top right-hand side of 

the screen.  

 

 
 

4. The Acknowledge Document (Purchase Order): Number screen will display. On 

the right-hand side of the screen, four buttons appear: 1) Accept, 2) Reject, 3) View 

PDF and 4) Cancel. 

 

 
 

1) Accept: Confirms the invoice information is correct and allows it to move 

forward.  

2) Reject: Sends the invoice back for correction due to errors or discrepancies.  

3) View PDF: Opens a downloadable PDF version of the invoice for review.  

4) Cancel: Voids the invoice so it cannot be processed or paid. 
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5. Prior to acknowledging the Purchase Order, an Acknowledgement Note and 

Supplier Order number may be entered for the buyer. If the Purchase Order will be 

rejected, a rejection reason is to be entered under the Rejection Reason column 

under the Schedules section at the bottom of the screen. 

 

 
 

6. From the Acknowledge Document screen, click on either the Accept or Reject 

button to acknowledge the Purchase Order.  
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7. Accepting the Purchase Order will change the Status from Pending Supplier 

Acknowledgement to Open and the yellow triangle warning disappears. 

 

 

 

Search Results Columns Customization 

1. To customize the Search Results view, click on the View drop-down arrow and 

select Columns to display the list of options. Add columns from the drop-down menu 

by selecting the square icon beside the column name. Choose from a list of invoice 

information columns for a personalized view. 
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Purchase Order Lifecycle - Statuses 

1. Oracle Cloud provides numerous statuses as Purchase Order move through their 

lifecycle. Purchase Orders have an overall order status, and line level statuses. For 

example, on a multiple line Purchase Order, one line can be in closed status, while 

the other lines remain in open status. In this example, the overall purchase order 

status would still be shown as open.  

Oracle Cloud Status Definition 

Oracle Cloud Status Definition 

Canceled 

POs can be canceled by the Preparer or Buyer. Once a PO is canceled it 
cannot be reopened. Invoices can be matched against a canceled PO. New 
receipts cannot be entered. 
 

Closed 

Oracle Cloud will automatically update the status to Closed when all invoices 
and receipts have been completed against the PO or PO Line. Buyers can also 
force close. Invoices can be matched against a closed PO. New receipts 
cannot be entered. 
 

Closed for Receiving 
Oracle Cloud will automatically update the status to Closed for Receiving when 
all receiving has been completed against the PO or PO Line. 
 

Closed for Invoicing 
Oracle Cloud will automatically update the status to Closed for Invoicing when 
all invoicing has been completed against the PO or PO Line. 
 

Incomplete 
PO/Change Order is considered in a draft state. Receipts and invoices  
cannot be completed against the PO until it is moved to Open status. 
 

On Hold 

Buyers can place a temporary hold on a PO to stop all transactions against the 
PO (receipts and invoices). Once the hold is removed, transactions can occur 
against the PO again. 
 

Open 
All approvals, including Supplier Acknowledgement, have been received. PO is 
available for invoicing and receipts 

Pending Approval 
PO/Change Order has been submitted for approval. Click on the  
hyperlink to view the approval workflow. 
 

Pending Supplier 

Acknowledgement 

 

PO/Change Order has been internally approved by Enbridge and is awaiting 
acknowledgement by the Supplier. 
 

Pending Change Approval 

 

Status occurs when the initial PO (Rev 0) was sent for approval and/or 
acknowledgement and was withdraw, updated, and resubmitted for approval. 
 

Rejected 
Approval was rejected. PO/Change Order requires action by the  
initiator. 
 

Withdrawn 
Withdrawn The initiator of the PO/Change Order withdrew the approval. This 
status requires action by the initiator. 
 

 

 

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 !

mailto:supplierportal@enbridge.com

