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iSupplier - Viewing Purchase Orders 

Procedure 

 
To view your Purchase Orders from Hillsborough County and the City of Tampa, complete the 

steps below. 

Note: This process is the same for doing business with both Hillsborough County and the City of 

Tampa. 

 
 

Step Action 

1. Log into the iSupplier Portal with your User Name and Password. 

 

 

https://project1appshctfproddmz1.oracleoutsourcing.com/
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Step Action 

2. The Oracle Applications Home Page opens. Here you have three choices:  

 

Doing Business with City of Tampa 

Doing Business with Hillsborough County 

Supplier Profile, User and Task Manager 

 

Click the Doing Business with Hillsborough County link. 
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Step Action 

3. Your Transactions Home page opens. 

 

1. Notifications: are communications from the buyer to you. 

 

2. Orders At A Glance: Your most recent Purchase Orders.  

 

3. Quick Links: On the right side of the window are quick links to your Orders, 

Shipments, Receipts, Invoices and Payments Screens. 

 

Note: You can access the Orders, Shipments, Receipts, Invoices, and Payments 

screens from the Quick Links or from the Tabs at the top of the page. 
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Step Action 

4. QUICK TIP: 
You may search for any PO, Shipment, Invoice, or Payment from this search area, 

IF you know the assigned number.   

 

Simply select the correct dropdown option, enter the number in the search field on 

the right, and click Go. 
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Step Action 

5. In this , we are navigating Purchase Orders.  From this page, you have four 

options for looking at a Purchase Order: 

 

1. If it is displayed under Orders At A Glance you may click on the PO Number 

to view its details. 

 

2. If you know the PO Number, you can enter it into the search field at the top of 

the page and click Go. 

 

3. Click the Orders tab at the top of the page. 

 

4. Click the Purchase Orders link on the right side of the page. 

 

For this document, we are clicking the Purchase Orders link on the right side of 

the page.  
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Step Action 

6. The Purchase Order window opens. Here is a Page Overview: 

1. PO Number -- Click this link to review the PO details screen. 

 

2. Revisions -- This number shows whether any revisions have been made.  If the 

number is greater than zero, click the number to compare the old and new POs. 

 

3. Buyer -- Click the buyer link to review the contact information for the 

buyer.  You can use this information to reach out to the buyer with requests for 

more information. 

 

4. Attachments -- Click the attachments link to review any attachments. 

 

5. View Change History -- Select the PO with revisions and click View Change 

History to compare the original PO with the revised PO. 
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Step Action 

7. Click the Purchase Order number to review the PO. 

 

In this example, click 215212850. 
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Step Action 

8. The Standard Purchase Order page opens. 

The next four screens explain the different sections of this page. 

 

Section 1: General -- This section has general PO information.  Notice the PO 

Total, Supplier, Buyer, Description, and Attachments. 

 

Note: The buyer and attachments are available both here and on the previous 

page. 
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Step Action 

9. Section 2: Terms and Conditions -- Contains the Payment Terms and Carrier. 

 

Section 3: Ship-To Address -- The physical address to which the 

products/services were shipped. 

 

Section 4: Bill-To Address -- This is the address where the invoice is sent. 
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Step Action 

10. Section 5: PO Details -- Line item details; including the type, quantity, price and 

amount.  Notice you can access PO Line Item attachments from this section. 
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Step Action 

11. Section 6: Actions -- The Actions dropdown gives you the following options: 

 

View Change History -- Here is another option for reviewing changes made to 

the PO. 

 

View PDF -- view the Purchase Order in PDF format.  This gives you a format to 

print the PO, or to save it to your computer. 

 

View Receipts -- view any Receipts associated to this Purchase Order. 

 

View Invoices -- view Invoices associated with this Purchase Order. 

 

View Payments -- view Payments associated with this Purchase Order. 

 

View Shipments -- view Shipments associated with this Purchase Order. 
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Step Action 

12. The first item we will review is the buyer information. 

 

Click the Buyer link. 
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Step Action 

13. This page contains a Phone Number and Email address for the buyer.  To send an 

email, click the Email Address link. 

 

When finished reviewing this page, click the Return to View Order Details link. 
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Step Action 

14. Back on the Standard Purchase Order screen, click the Attachments link to view 

attachments. 
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Step Action 

15. The Attachments screen opens.  Notice in this example, one of the attachments 

listed is titled Contact Information.   

To review any attachment, click the title of that attachment. 

 

 



 

Training Guide 
iSupplier – Viewing Purchase 

Orders 

 

 Page 16 

 
 

Step Action 

16. When finished reviewing the attachment, click the Return to Attachments link. 
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Step Action 

17. You are returned to the Attachments screen.   

 

When you have finished reviewing the attachments, click the Return to Standard 

Purchase Order link. 
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Step Action 

18. You are returned to the Standard Purchase Order screen. 

 

To view the PO in PDF format, go to the Actions area, select View PDF and click 

Go. 
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Step Action 

19. On the File Download prompt, click the Open button. 
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Step Action 

20. Review the document.  From here, you may save or print this document.  When 

your review is complete, click the X to close the PDF. 
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Step Action 

21. Back on the Standard Purchase Order screen, scroll to the PO Details section. 

Click the plus sign to view more details on the PO Line. 
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Step Action 

22. Click the Ship-To Location link to see more detail on where the item was 

shipped. 

 

 

 



 

Training Guide 
iSupplier – Viewing Purchase 

Orders 

 

 
Page 23 

 
 

Step Action 

23. The Ship-To Location window opens.  Review the address, then click the Return 

to View Order Details link. 
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Step Action 

24. Back on the Standard Purchase Order screen, scroll to the bottom of the page. 

Click the Return to Purchase Orders link. 
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Step Action 

25. You are now back in the Purchase Orders window. You can follow the  steps 

from the beginning to view additional purchase orders.  

 

Click Home on the tab (top left side of the screen) to return to your Transaction 

Home page. 

 

Click the Home link on the header to return to your Oracle Applications Home 

Page. 

 

26. You now can successfully view your company's purchase orders from 

Hillsborough County and the City of Tampa. 

 

End of Process. 

 

 


