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ISUPPLIER CONDENSED 
HOW-TO GUIDE
How to navigate the iSupplier portal, acknowledge orders, and submit change requests

Graco Supplier Portal:
For submitting date, quantity, 
or split shipment changes on 
a purchase order. Also 
contains reference tools.

Graco Supplier Price 
Change Request: For 
submitting a price change 
on a purchase order.

Once in the Graco Supplier Portal, search by PO 
number to access the PO record. Alternatively, 
Access a list of all orders by clicking the “Orders” 
tab. 

If searching by PO number, the record will be listed 
as a search result.

Note: Some details in images are omitted for confidentiality. 

Notifications:
Contains recent open 
notifications from Graco. 
Please address these in a 
timely manner. Click “Full List” 
to view all open notifications.
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POs must be acknowledged before any 
change request can be submit. When the 
PO status is Requires Acknowledgement, 
The Actions drop down will say 
“Acknowledge.” Click “Go” to begin the 
acknowledgement process. 

Next, select “Accept Entire 
Order” on the Actions list 
of values to continue. Then 
click “Go” to proceed. 

Then, click “Submit.”
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A confirmation will show if the PO was 
acknowledged correctly and there are no errors. 

Click “Return to Purchase Order Summary” to 
return and submit a change request.

Click the PO Number hyperlink to 
start a change request. 

Alternatively, click “Advanced Search” to 
search for the PO record by PO Number.

Make sure the PO is acknowledged 
and the status is either Accepted 
or Open. POs must be 
acknowledged prior to any change 
request. 

The Actions drop down will say 
“Request Changes.” Click “Go” to 
begin the change request process. 
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Line item information is found 
under the “PO Details” header.

Click either “Show All” or the triangle 
symbol to make changes to the PO.

Changes can be made to the Quantity Ordered 
and Promised Date fields. Using the “Split” 
button, each shipment line can be split. When 
submitting any change, provide a reason in the 
Reason text box, and select “Change” on the 
Action drop down. Then click “Submit” at the top 
of the page.
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This is an example of a quantity change:
1. The “Quantity Ordered” was increased.
2. A “Reason” was provided in the text box.
3. “Change” was selected under “Action.”
4. The final step will be to click “Submit” to 

submit a change request.

Note: A Promised Date can always be provided with a quantity change.

This is an example of a split shipment change:
1. The “Split” button added another Shipment line.
2. The “Quantity Ordered” was split across the two lines.
3. A “Promised Date” was added to each line. 
4. A “Reason” was provided in the text box.
5. “Change” was selected under “Action.”
6. The final step will be to click “Submit” to submit a 

change request.
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A confirmation will show if the PO was 
acknowledged correctly and there are no errors. 

The process to submit a price change is similar. 
Once in the Graco Supplier Price Change Request 
responsibility, search the PO number to access 
the PO record. Alternatively, access a list of all 
orders by clicking the “Orders” tab. 

Make sure the PO is acknowledged and the status 
is either Accepted or Open. POs must be 
acknowledged prior to any change request. 

The Actions drop down will say “Request Changes.” 
Click “Go” to begin the change request process. 

To make a price change request (access varies), click 
the three lines in the upper left corner of the screen. 
Then click “Graco Supplier Price Change Request” 
from the list and then “Home Page.”
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This is an example of a quantity change:
1. The “Price” was adjusted.
2. A “Reason” was provided in the text box.
3. The final step will be to click “Submit” to submit 

a change request.

A confirmation will show if the PO was 
acknowledged correctly and there are no errors. 

Please contact your sourcing specialist or category manager with any questions. 

Note: Any existing change requests on a purchase order must be approved before additional change 
requests can be submit. If a PO is rejected during the acknowledgement process, a future change request 
cannot be submit until the PO is revised and resent by Graco.

Date, quantity, or shipment split change requests route to the PO requestor for approval. Price changes 
route to the PO buyer for approval.


