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NOTE: NOTE: The Oracle Portal should only be used to 

access documents from NABORS COPRORATE 

SERVICES, NABORS ALASKA, NABORS CANADA or 

SANAD Operating Units. To access documents from any 

other Nabors entity (NLF2, Canrig etc.) the User should 

log in to the NSG portal.
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A Request for Change to a PO can be submitted after the PO has been 

Acknowledged (if required) in the portal.  User will be able to request the 

following actions at the line level of the PO

• Add the vendor’s item number.

• Change the price of the item.

• Change the quantity.

• Change the Promised Date.

• Request an additional line be added to the PO.

Any other changes that are required can be requested through notes to the Buyer 

in the field noted as Additional Change Request

Purchase Order

Request for Changes (SIR)



4

The User should access the PO through the Advanced Search option under the 

Nabors Procurement & Invoice Functions page.
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Once the User has 

accessed the Supplier 

Collaboration page the 

Orders tab should be 

selected.
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Select the Advanced Search option  

Enter the PO # 

and select the Go 

option
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The search results screen 

will allow the User to select 

the PO Number link which 

will open the PO.
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Ensure that Request 

Changes is in the 

Actions field on the 

right side of the page 

and select Go
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The system will open the PO document so that the User can make the necessary 

changes for submission to the Buyer.
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As a reminder, any changes requested through the SIR process require the User 

to attach confirmation (signed by a Nabors employee) that all requested changes 

were approved by Nabors Operations.  This attachment should be done at the 

line level on the first line where a change is being requested.  In the new Oracle 

portal this attachment process should be done prior to the User entering any 

changes in the available fields.  NOTE: If the attachment is not done prior to 

changes being entered all changes entered will be erased.  To attach a 

document the User should select the green plus sign in the Attachment column.
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The Summary / Define Attachment screen will open and the User can select the 

necessary PDF document and attach to the Request for Change.
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If you need further assistance please see the training document titled Adding 

An Attachment
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At the PO Header level the User 

can enter their Order Number.
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When viewing the PO Details (line level) the User will be able to change 

information in the Supplier Item, and Price (on non-catalog items only).  NOTE: All 

changes made at the line level will require the User enter a reason for the change 

in the Reason column.
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To change the Quantity Ordered or the Promise Date the User will need to select 

the Show option to the left of the Line Number under the Details column.  
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Selection of the Show option explodes the line allowing the User to make the 

required changes to the Quantity Ordered and the Promise date.
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If the User has selected the Show option to change the Quantity or the Promised 

Date, the Reason should be entered on the exploded line, not on the original PO 

line.  Also required is the selection of an Action.  The User will need to select the 

Cancel or Change option on the right side of the exploded line.  The selection of 

Cancel will indicate that the User is requesting this line be removed from the PO 

and selection of Change will indicate that the User is requesting the Buyer 

change some information on the line.

Purchase Order

Request for Changes (SIR) continued



13

The User has the option to request that a new line be added to the PO by 

selecting the Add New Line button near the bottom of the page.
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All required information is noted by an asterisk but it is recommended that all the 

fields be populated.  Note: The User is required to enter a comment in the 

Reason field.

Note: The search option is available by selecting the Find icon next to the Item 

and OEM Manufacturer.
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The final option available to the User is the Additional Change Requests.   This is 

a free text field for the User to request a change not available through other 

options.  
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Once all changes and required information have been entered or 

added to the PO document the User will need to submit the 

Request for Change by selecting the Submit button on the right 

side of the page.
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