
The supplier portal is used to manage orders and schedules. These
orders are linked to POs in our system. Any changes will need to be

reviewed and approved by our scheduling and planning groups prior
to be agreed on or implemented. 

Manage orders and schedules are linked together. 
 The manage order view or header view is a way to manage the order

itself. 
The schedules view is a way to look at the requested date and

promised date of the orders but will land at the same end destination
when drilled into. 

 

How to Manage Orders & Schedules in
Supplier Portal

1.  Log into the supplier portal and on the homepage select supplier portal



2.  Go to manage orders 

3.    At the manage order screen you will get sent to the Headers level. You can search your order number that you
wish to manage and click search. Otherwise, you can leave everything blank and get all orders.



5.   If you wish to edit the order click actions and edit. 

4.   Once you have the order that you’d like to manage click on the order number. 

6. Once in the edit view you need to enter a description. The description can be anything you wish but it will be
recorded and could be referenced in the future. Best practices is to use your initials, date, and a short description of

the change. 

7. On the Lines view you can edit the desired quantity to adjust to, if the quantity on the purchase order cannot be
honored. NOTE - changes always default on the schedules tab, not lines tab, so ensure you select “Lines” when

making these changes. 



8. On the schedules view you can edit the promised delivery date. This is the committed date to
delivery the quantity shown to Milwaukee Tool’s facility.

9. Once done making changes, click submit. 

10. Go to the manage schedules screen. 



11.  Search on this screen by the ship to location, or the PO number; or, as in step 3, leave this blank
to search all of the orders. Select Search.

This view is better for managing dates, but serves no difference compared to manage orders when
drilled into. 


