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April 6, 2022 PO —145—-P0O Change Orders Quick Reference Card

This document describes how to process a change order against a posted purchase order. To access the change
order process, from the menu, select:

Purchase Orders P Change Orders P Entry

a If a PO is entered with the wrong PO date, it must be liquidated and re-entered. Use the Create New
m from Posted tool to create the new Purchase Order based on the one with the wrong date.

Change Order entry is similar to Purchase Order entry. Detailed instructions are available in PO-150 Change Orders
Comprehensive Guide in the Help Reference Library.

Overview... This card explains how to make changes to an open Purchase Order via a change order.
Menu...
Purchase Orders P Change Orders P Entry
Locate Purchase __ The Purchase
= [AUC] 3005-Purchase Order Change Selection] - 8 x
Order: Purchase Order Change Selection Order Change
Selection
T et o T | screen lists all
e e Purchase
2 [121389 |MCGRAR-HILL EDUCATION. INC [Open
T PP ERTET—es Orders
) Ca R e v — available for

changes.

Click on the [2 PO #] button, enter the Purchase Order number into the column and click on
the [1 Do Change] button:

Enter Data in the This screen is very similar to the Purchase Order Entry screen; make changes as needed.
Change Order

. [Fr - - x
Entry Screen: [AUC] 3006-Change Order Entry|
Change Order Entry Ready for Pasting
PO # 195999
Goto.
a Requwed: Enter ) Vendor Code  RNERENN 01 Dept Code RDHIN TOWN ADMINISTRA | [Defiver To [f TOWN OF FDMING
G Actions STAPLES Via Emall PODate  01-Jul-2022 Type Regular Imuoice To g TOWN OF ADMINS TAKX COLL
a Change reason DEPT 10-00712916 Ship To &ttn [Tanet. Jones 0 Delivery Notes {l Jdinternal Notes.
P.0. BOK 70255 ShipDste  [1B-Jul-2022  Prevaiing Wage [ Tuesaay, 15 ~ Tuesday, 15 *
and an effective CECRD o e Chg Reasonadditional itens nesded 2022 1 parch, 2022
Mew Line . v
Effective  |15-Jul-2022 FY 2023 = —
date for the Change Close Line and Relieve Encumbrance Expected Amt
DEEtETine 21ftems 3 GL Details 4 Status History 5 Voucher (1) QAftachment (4) 180.95
order (must be FAe—
E-Up Juom ttem FA Price Freight  Other  ExtAmount Paid Balance
later than or equal b FO_so131882 - 35.9600 5.9 3.00 32.9
Edit List Papers, Staples, highlighters, paper clips
to the PO date)' B third Line of desoriptive text
Check PO unt | [L000-300-1220-620-09-00-54090 ASSISTANT SUPT STUDENT SERY OFFICE SUPFLIES
~  dditional materials [T 100,0000 [ 100,00 100,00
Release Change ork board, white board erasers, markers
“ To zeroouta Post Change [1600-300-1220-620-09-00-54090 ASSTSTANT SUPT STUDENT SERY OFFTCE SUPPLTES
. . I Rdditional items including T 45.0000 [ 45,00 45,00
Ilne, select Actions Pawer Strips. peripherals, folders, Lakels
) Close Line & a ﬁaooeazo—oafoo—aaoao ASSISTANT SUPT STUDENT SERY OFFICE SLUPPLIES
Relieve 6 Exit Change 7 Add Line & Copy Line q CheckPO | paid 3.00 Entered Amt 180.%
Encumbrance.
Lkup up

Select Actions »

Edit List to produce
a list of the old and Split an existing line between multiple General Ledger Accounts

new valuesonthe & Add new lines
PO o Copy existing lines
@onceal changes are made, be sure to [9 Check PO] to continue with the process
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Make Changes on
the [2 Items] tab:

Return to the
Entry tab to Check
the Change Order:

Frequently Asked
Questions

Purchasing
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3GL Detais

1 Entry

Expected Amt

4 Status History. Q Attachment (2)

26,96

On the [2 Items] tab,

Line Item Item Description

Line Change Reason

Ffice Supplies: Pens, Staples, Paper Clips

Jfake description nore explicit

Requisiion#  Contract # (WDT)

Retsinage %  Retainage Amt

& Ex Chanae

Retained Paid Entered Amt

ExtAmount
26,96

26,96

make changes to the
item description, a
Line Change reason,
add a requisition or
contract number, or
add or change a

percentage or amount.

retainage

O cxit the change; the Purchase Order status will show Change Order in Progress until the
change order is posted; selected users will have access to Post Changes. If there are no
errors, the change order is marked as ready for approvals or release and posting.

Any required approvals (either for Budget or for Change Approval) must be completed
before the change order is posted.

[ TedRE - PO_Change Order Edt

T
27-nge: T.REP

Once the PO Change
Order is checked (and
approved), an authorized
user can Post the Change
from the change order
screen by selecting
Actions» Post Change or
select “Print and Post
Changes” from the
Change Orders Submenu.
The Change Order Posting
Edit List will provide
details on what changes
are being made to the
Purchase Order.

Purchase Orders » Change Orders P Print and Post Changes

If minimal changes were made, the system will display a message to print a copy of the
changed Purchase Order once the change is posted.

Q: | entered a change order but want to cancel without posting it; what do | do?

A: To cancel the change, first ﬂ exit the change, then from the menu, select:
Purchase Orders P Change Orders P Remove Change Order

Goto

Actions

1 Select Al

Select Change Orders to Remove

|3 Remove Changes

2 Deselect Al

5 PO Date.

7 EntryUser

8 Vendor Name FO Total[Status

Email Removal Notes  [Notes -~

01-Jul-2022 |THERESA

HAYES PUMP IMC 16843.10 [Entry Began

9 Edit Note

01-Jul-2022 |THERESA

MeM MEDICAL SUPPLY 494 .87 Entry Began

*E [01-Jul -2022 [THERESA

ATIIMINS THC £9338,57 [Entry Began

SRICULLM  [01-Jul-2022 [THERESA

MCGRAW-HILL EDUCATION. IMC, 32794 ,70 [Entry Began

E 01-Jul -2022 |[THERESA

ROMINS THC 100672.20 Entry Began

AIN 01-Jul-2022 |[THERESA

180,96 Reacy for Posti

STAPLES
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