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Overview 
This document provides you the steps to view PO details. 
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View PO Details 

Follow the steps below to view PO details: 

1. To view all the POs created by Metrolinx for your organization, click the Menu icon 
on the EBS home page. 
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2. Click the MX iSupplier Portal Supplier PO Inv Admin option. 

Note: The options displayed in the menu may be different depending on your 
role and access levels. 

 

 

3. Click the Home Page option.  
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4. The Supplier Home page displays. It has the following sections: 

• Notifications 

• Orders At A Glance 

 

 

5. Click the Orders tab. 

Note: You can also view the list of POs from the Orders tab. 
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The Purchase Orders page displays. Here, you can view all the POs linked to your 
organization. 

 

 

6. To utilize more advanced search parameters, click the Advanced Search option. 
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The Advanced Search page displays. Here, you can search for POs using one or 
multiple criteria including PO Number, Document Type, Order Date, and Buyer. 

 

 

7. Enter the PO number that you wish to search for.  
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8. Click the Go button. 

 

 

The PO corresponding to the search criteria is displayed. Here, you can also click 
the PO number to view the PO details for the PO. 
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9. To return to the Purchase Orders page and view the complete list of POs, click the 
Views button. 

 

 

The Purchase Orders page displays. In this demonstration, we will open PO 
number 233228 to view its details. 

 

  



 

Page 9 of 15 

View PO Details 

10. To view the details of a particular PO, click the PO number; for example, 233228. 

 

 

The PO details are displayed. Note that the Summary section displays the PO 
value, delivered quantity, invoiced quantity, and payment status. 
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The PO displays information such as Supplier, Supplier Site, Address, etc., which 
are part of your organization’s profile information.  

Note: These details are entered or validated by your organization’s Profile 
Administrator during the registration process. 
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11. View the following PO details: 

• Buyer  
• Order Date 
• Description 
• Status 
• Payment Terms  
• Ship-To Address 
• Bill-To Address 
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Payment terms refers to the time within which Metrolinx will process payment. For 
example, NET 30 means that Metrolinx will process the payment within 30 days 
after receiving the invoice. 

Note: Payment terms may vary and are determined based on the mutual 
agreement between Metrolinx and your organization. 

 

 

The Ship-To Address and the Bill-To Address could be different or the same, as in 
this example. 
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The PO Details section displays the ordered quantity, which could consist of a 
single or multiple line items, as in this example. However, the sum of the values 
will always be equal to the total PO value. 

 

 

12. To view the line items in more detail, click the Show All Details link. 
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The details are displayed. Here, you can view the Shipments section, including the 
Need-By Date information. 

 

 

13. Click the Actions drop-down arrow to view the possible actions you can take on 
the PO. 
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You can take the following actions based on your requirement: 

• View Change History 
• Printable View 
• View Related Contracts 
• View Receipts 
• View Invoices 
• View Payments 
• View Shipments 

Note: At any stage during the PO life cycle, you can track your invoice and/or 
payment status in real-time by selecting the relevant option from the drop-down 
and clicking the Go button. 
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