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The iSupplier Portal enables you to 

request changes to purchase orders 

when modifications are needed to fulfill 

an order. You can make changes during 

and after acknowledgment. 

 

In this topic, you will submit change 

requests. 

 

The following options will be addressed. 

 

Sign In 

Access Drawing 

Accept Entire Order 

Acknowledge Order with Changes 
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Step 1 

Enter the desired information into 

the Username field. Enter "supplier". 



Acknowledging Orders and Submitting Change Requests in iSupplier 

Step 2 

Enter the desired information into 

the Password field. Enter your 

password, for example "XXXX". 
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Step 3 

Click the Login button. 
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Step 4 

Click the Trinity Supplier View link. 
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Step 5 

This is the Home Page for the iSupplier 

Portal. 

 

Notifications:  shows the most recent 

actions required for Trinity Purchase 

Orders.  Be aware that this list only 

shows the 5 most recent actions. 

 

Orders At A Glance:  shows the most 

recently transmitted Trinity Purchase 

Orders.  Be aware that this list only 

shows the 5 most recent actions. 

 

To access the full list of Orders, we will 

navigate to the Orders tab. 
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Step 6 

To view your Orders in more detail,  

Click the Orders tab. 



Acknowledging Orders and Submitting Change Requests in iSupplier 

Step 7 

Within the Orders Page, you can select 

different views. 

 

When searching for new Orders or 

Orders to Acknowledge, select 

'Purchase Orders to Acknowledge.' 

 

Click the View list. 
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Step 8 

Click the Purchase Orders to 

Acknowledge list item. 
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Step 9 

Click the Go button. 
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Step 10 

The results are narrowed based on the 

view selected.  This allows you to 

quickly access the orders that require 

acknowledgement. 

 

Click the Purchase Order Number link. 
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Step 11 

Within the Purchase Order form, we can 

view: 

 

Order Information:  Purchase Order 

Header information that includes the 

Buyer, Status, Note to Supplier, Ship-To 

Address, etc. 

 

PO Details:  Purchase Order Line 

information that includes Item, Supplier 

Item, Description, Quantity, Price, 

Attachments, etc.  Shipment information 

is also available by clicking 'Show' on 

the Line Details. 
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Step 12 

Click the Show link. 
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Step 13 

This screen provides a comprehensive 

view of the Order Information. 
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Step 14 

To view prints, specification, etc.,  

Click the Attachments button. 
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Step 15 

Click the EM-033.tif link to view the 

attachment.  You will be prompted to log 

into CollabSuite. 
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Step 16 

Enter the desired information into 

the Username field. Enter your Supplier 

Username, for example "supplier". 



Acknowledging Orders and Submitting Change Requests in iSupplier 

Step 17 

Press [Tab]. 
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Step 18 

Enter the desired information into 

the Password field. Enter your 

Password, for example "XXXX". 
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Step 19 

Click the Sign In button. 
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Step 20 

Once you have signed into CollabSuite, 

the attachment will open.  From here, 

you can print the attachment as needed. 

 

Click the Close button. 
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Step 21 

Once we close the attachment, we are 

back to the Attachments Page.   

 

To navigate back to the orders, 

Click the View Order Details link. 
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Step 22 

To Acknowledge the Order, 

Click the Acknowledge button. 
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Step 23 

Click the Accept Entire Order button. 
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Step 24 

When Accepting the Order, you can 

enter Notes to the Buyer when 

necessary.   

 

Click in the Note to Buyer field. 
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Step 25 

Once complete, Click 

the Submit button. 
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Step 26 

Click the Return to Purchase Order 

Summary link. 
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Step 27 

Click the View list. 
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Step 28 

To refresh the list of Orders to 

Acknowledge,  

Click the Purchase Orders to 

Acknowledge list item. 
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Step 29 

Click the Go button. 
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Step 30 

For the next example, we will 

demonstrate how to submit a Change 

Request with the Acknowledgement. 

 

Click the Purchase Order Number link. 
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Step 31 

Click the Acknowledge button. 
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Step 32 

For this example, we are going to 

request a change to the Order. 

 

Click the Show link. 
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Step 33 

Enter the desired information into 

the Price(USD) field. Enter ".03". 
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Step 34 

Click in the Supplier Item field. 
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Step 35 

For our reference you can enter in your 

Supplier Item #.  

 

Enter the desired information into 

the Supplier Item field. Enter "Enter 

your part number". 
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Step 36 

When submitting a change request, this 

field is required. 

 

Enter the desired information into 

the Reason field. Enter "Enter reason 

for price change". 
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Step 37 

Click in the Quantity Ordered field. 
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Step 38 

Enter the desired information into 

the Quantity Ordered field. 

Enter "15000". 
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Step 39 

Enter the Promise Date for this Line 

Item, which is the Date that the delivery 

arrives at a Trinity location. 

 

Click the Promised Date Calendar 

Icon button. 
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Step 40 

Click the 25 link. 
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Step 41 

Click in the Reason field. 
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Step 42 

Enter the desired information into 

the Reason field. Enter "Enter reason 

for quantity change and/or delivery 

change". 
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Step 43 

Click the Action list. 



Acknowledging Orders and Submitting Change Requests in iSupplier 

Step 44 

Click the Change list item. 
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Step 45 

If additional explanation is needed, you 

can 

Click in the Additional Change 

Requests field. 
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Step 46 

Enter the desired information into the If 

you need to submit more changes in 

addition to those that have been 

submitted above, you can specify 

them here field. Enter "Enter additional 

price breaks or alternate plating 

options". 
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Step 47 

Click the Submit button. 
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Step 48 

Click the Return to Purchase Order 

Summary link. 
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Step 49 

Click the View list. 


