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Purpose: 

To explain the process for viewing or entering Purchase Order Confirmation through the 

MyAccount Supplier Portal. 
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Find Purchase Orders  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Go to www.airproducts.com  

 On top left hand corner select <APDirect MyAccount> 

 

 
 

 

 

 

 

 Enter you Username (email address) and Password. 

 

 

You will be directed to the Supplier Welcome Page and will only see the applications that 

you have access to on the left toolbar. Click on <View Purchase orders>: 

 

   
 

 

 

http://www.airproducts.com/


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

You will be directed to the Supplier Portal dashboard. There are several ways to find 

purchase orders from this screen.  PO status definitions:  

 New – reflects all New PO’s sent 

 Changed – reflects any changed PO’s sent 

 In Process – reflects any PO that were viewed but not “Comfirmed” 

 Confirmed – reflects PO’s that have been fully acknowledged and “Confirmed” 

 Partially Confirmed – reflects PO’s that have been partially “Confirmed” 

 Rejected – reflects PO’s that have been “Rejected” by the supplier 

 Cancelled – reflects PO’s that have been cancelled by Air Products 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you select “All Purchase Orders”, you will see a screen that will display “Purchase Order 

No”, “Document Date”, “Total Value”, and “Status”. 

 

 

To locate a specific PO, you can use the “Find” feature from either of these two places: 

 

From the start page, you can enter a PO number and click Search button:  

 

 

 

 

 

 

OR  

 

Click Find on the left hand menu  

 

 

 

If you use the Find option, the following screen will appear.  You can search for a PO by 

inputting a value in the Purchase Order No. field then clicking on <Find>.  

Note: you also have other options to narrow your search such as Timeframe, 

Status, etc. 

 

 



 

 

 

 

 

 

 

 

 

 

Print Purchase Orders 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Either search method will result in the following display:  

 

 

You can print a copy of the purchase order by clicking the Print button which appears on the 

top of the display purchase order screen.  The other buttons on this screen will:  

 Process – use to create an order confirmation (instructions below)  

 Create Invoice – use to create an invoice.  See Create invoice job aid.  

Display History – will show you all the changes made to this PO  

Display Document Flow – will show you all the related documents associated with 

this PO such as invoices or credit memos. 

Download – allows you to retrieve the PO details in either .csv or .xml format 

 

 

When you select print, a message will appear at the bottom of the screen. You can then 

either open or save the zip file which contains the PDF version of the PO. 

 

 
 

If you choose Open, the PO PDF file will display.  You can either extract the file or open the 

file by right clicking on the file name.  You can also double click on the file name and the PDF 

PO file will open.  

 

 



View Purchase Orders  
 

 

 

 

 

 

 

 

 

 
 

 General Information  

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

Item Overview 

 

 

 

 

 

 

 

 

 
 
 
 
 
   

 

 

To see the contents a Purchase Order (PO), click on the PO number in the “Purchase Order 

No” column. This will direct you to the Purchase Order Overview that displays the following 

sections: 

 General Information  

Item Overview 

Communication and Collaboration 

 Partner Information 

Messages 

 

 

Shows the items being ordered, order quantity, line item value and requested delivery 

date.  If you click on the line number, the display item screen will be shown which provides 

more details on what is being ordered.  

 

 

Shows the Purchase Order Number, Date Issued, Status, Terms of Payment and Terms of 

Delivery.  In addition, under “Follow-On Documents” you can see the required next steps 

for this PO. In this example, only an Invoice is required to be process via the Supplier 

Portal.  

 

 



Communication and Collaboration 

 

 

 

 

 

 

 

 
  Partner Information 

 

 

 

 

 

 

 

 
 
  Messages 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The messages section provides all PO notes including buyer contact information 
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This section will only contain information if the PO has specs or attachments Air Products 

needs to send to its suppliers.   This section is currently NOT used.  

 

 

You will find the delivery address referenced below under the “Partner” column for “Ship-

To-Address” line. 

 

 



View Purchase Order Item Details 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

General Information 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To view PO Line item details, click on the line item number in the “Item Overview” section.   

A display item screen will be shown which provides more details on what is being ordered. 

 

 
 

You will see the following sections: 

 General Information 

 Communication and Collaboration 
 Partner Information 

Shows the line item details, price per unit, delivery times (if any) and terms of delivery if 

different from header information.  Also included on this screen is  “Supplier Product 

Number” and/or “Mfr Part Number” if referenced on the PO.  

 

 



Communication and Collaboration 

 

 

 

 

 

 

 

 

 

 

 

 

Partner Information 

 

 

 

 

 

 

 

 

 

 

 
To get to the next PO line item on display item screen:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

If the PO line item contains comments or messages, they will be visible in this section. 

 

This section shows the Delivery Address for the Line Item. This will be reflected as the “Ship-

To-Address”.  

 

 

If there is more than one line item on the PO, you can toggle between the line items while on 

the display item screen using the forward and back buttons: 

 

 

 

 

 

 

Once you have reviewed all of the line items, you can select <Back to Item Overview> in the 

top right corner to get back to the display purchase order screen. 

 

 



Enter Purchase Order Confirmation  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Using above instructions, find the Purchase Order and click on <Process>.  

Note: Not every purchase order will ask for a confirmation via the Supplier portal.  If 

you are not asked to confirm via the Supplier Portal, then an order confirmation should 

be sent directly to the buyer who issued the Purchase Order.  

 

 

 

 

 

 

 

 Enter your confirmation number under “Number”. Select “Confirmed Currency” and 

“Confirmed Terms of Delivery” (Incoterms) in the indicated drop down menus. 

 

 
 

 

 

 

 An example with the fields completed is shown below: 

 

 



Accept Purchase order with our without changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Change Quantity, Price or Delivery Date on PO Confirmation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To confirm all line items, select <Confirm All Items>. To individually confirm line items, 

select the “Accept” button. 

 

Confirming items means that you have acknowledged the Line Item(s) and can deliver the 

goods or services. You can accept quantity ordered, line item pricing, and delivery date as 

stated per PO or you can make changes to any of these fields when confirming.   

Note: If you make changes to any of these fields, the Buyer will review and approve 

or deny these changes. If approved, you will receive a change PO. 

 

 

You can change quantity and delivery date on the main screen by updating values in the 

yellow highlighted fields.  

 

In order to change price you will need to click on the appropriate line item number which will 

take you to the Process item screen.  On the process item screen you can also update 

quantity and delivery date in addition to price.. 

 

 

Modify quantity or delivery date in the fields indicated below in the “Item Data” section. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

If you need to modify unit price, this can be done in the “Price Information” section. 

 

When you have completed updating the areas, click <Back to Item Overview> at the top right 

of the screen which will return you to the PO Overview page: 

 

 

Select <Update Prices> and check the Net value to be sure it reflects any updated prices.  

 

 
 

 

 



Reject Purchase Order 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Send Confirmation 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

-End of Supplier Portal Job Aide- 

Once you have completed the Confirmation, click <Send>.   

 

Note: If you click <Save> this will not send the information to Air Products back end 

system – it will simply save what you have done in your personal work area. You can 

come back at a later time, complete the confirmation then send.  

 

 

You will receive the following message: 

 

 
Once the confirmation has been sent successfully, the details will be sent to the buyer which 

will reflect your acceptance or rejection. 

 

Note: If you have rejected a PO in part or in full, you must wait for a Change PO to 

be issued before processing the Order. A new PO confirmation will be required on the 
PO Change. 

To reject all line items, select <Reject All Items>. To individually reject line items, select the 

“Reject” button and the “Status” will change to rejected. 

Note: Rejected items means that you cannot deliver the goods or services. 

 

of price, quantity or delivery date. 

 

 

 

 

 

 

 

 


