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3. Click the PO Number to open up and receive further details on a Purchase Order. 
 

 
 
 
 

4. Review all Purchase Order information.  Click on the “Purchase Orders” link at the top 
left of the screen to return to the list of your Purchase Orders. 
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5. The NYCHA iSupplier Portal allows a supplier to acknowledge, cancel or request a 
change to a Purchase Order.  To perform any of those actions, select a Purchase 
Order by clicking the radio button and then pressing one of the respective action 
buttons (Acknowledge, Request Cancellation, Request Changes, View Change 
History).  Click on the “Home” link to return to the Overview Screen. 
 
 

 
 
 

 

 

Important Buttons Definition 

Acknowledge Officially acknowledges the receipt of the Purchase Order 

Request Cancellation Initiates the cancellation of the Purchase Order 

Request Changes Initiates a change to the Purchase Order 

View Change History Shows all the changes made to the specific Purchase Order 
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Viewing Receipt Information 
 

6. Click on the “Receipts” link under the Receipts heading. 
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7. Enter search criteria and press the “Go” button. 
 

 
 

8. Select the desired receipt and click the Receipt Number link. 

 

9. Review the receipt information and click the “Home” tab to return to the overview 
screen. 
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Viewing Invoice Information 
 

10. Click on the “Invoices” link under the Invoices heading. 
 

 
 

11. Enter search criteria and press the “Go” button. 
 

 
 

12. Select the desired invoice and click the Invoice Number link. 
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13. Review the invoice information and click the “Home” tab to return to the overview 
screen. 
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Viewing Payment Information 
 

14. Click on the “Payments” link under the Payments heading. 
 

 
 

15. Enter search criteria and press the “Go” button. 
 

 
 

16. Select the desired payment by clicking the Payment number link. 
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17. Review the payment information and click the “Home” tab to return to the overview 
screen. 
 

 

 

 

 

 

 

 


