
iSupplier Portal       Submit Change Requests 

Overview 
iSupplier Portal enables you to request changes to purchase orders when modifications are needed to fulfill an 
order. This lesson shows how to request changes to a purchase order after it has been acknowledged or accepted. 

You may request changes 
to: 

Blanket Agreements: Price and price breaks and Supplier Item  

Blanket Releases: Quantity Ordered, Promised Date and Supplier Order Line  

Goods POs: Quantity Ordered, Promised Date and Supplier Order Line  

Service POs: Promised Date and Supplier Order Line  

1.   Go to 
https://ebusiness.amere
n.com and login. 

2.   Click AMPOS iSupplier 
Portal Full Access 

3.   Click Home Page. 

 
4.   Click the Orders tab. 

clicking on the FULL 
LIST or the Purchase 
Orders links will take 
you to the same page. 

 
5.   Click the circle next to 

the PO Number in the 
blue taskbar below the 
tabs to select the 
Purchase Order to 
Change. 

6.   Click the Request 
Changes button.  This 
will open the Purchase 
Order to allow the 
changes. 

 

 

https://ebusiness.ameren.com/
https://ebusiness.ameren.com/


7.   Chose all the lines to 
change by Clicking the 
Show All Details button 
at the top of the list of 
PO Lines or chose just 
one line to change by 
clicking on the plus 
sign next to the word 
show.  

8.   Change the Quantity, 
Price and/or Promise 
Date.  If the box is white 
you can edit it. 

9.   You must add a reason 
as to why you are 
making this change and 
the Action is Change 

10. Click Submit 

 
11. The Change Request 

has been submitted to 
the buyer. 

 
 


