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Enter User ID and
Password
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Click on Supplier 
Portal
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Click on Supplier Portal
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Click on Manage 
Orders
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Enter the purchase 
order number
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Click on Search
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Orders can be searched by using any of 
the parameters above.
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Manage Purchase Orders

Click on the link that reflects the 
PO number that needs to be 

reviewed
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Manage Purchase Orders

Click on Edit
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Manage Purchase Orders

Click on Done

This screen will allow you to 
review the order.
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End of Manage Purchase Orders
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