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[bookmark: _GoBack]Change Order for PO 1.0

Supplemental Job Aid


Date: 04/19/2016

Target Audience: Department Buyer, Department Advanced Buyer, Department PO Processor

Purpose: This Supplemental Job Aid provides the user with instructions on how to create a change order for a dispatched PO.

Create a Change Order for Dispatched PO (not partially or fully received) for Business Unit 1700:
In this example, price and quantity for a dispatched PO will be changed for business unit 1700.


Step 1:	Access Manage Purchase Orders search screen
· Navigate to
Main Menu  eProcurement  Buyer Center  Manage Purchase Orders
[image: ]
· Enter Business Unit, Date From and Date To.  Optional:  Use Calendar Icons to choose a date using calendar interface.  Enter PO ID if known.
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· Click Search button if PO ID is unknown.
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Step 2:	Find desired dispatched PO
· Click View All link in List of Purchase Orders.
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· Click Vertical Scrollbar until PO displays in list.
[image: ]



Step 3:	Access dispatched PO
· Click link for desired dispatched PO (i.e. 00000000748) under PO ID under List of Purchase Orders.
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· Click Change Order icon.
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· Note disabled (not editable) Header data becomes editable (i.e. Buyer, Acquisition Method) and Change Order icon is gone.
· Make changes to Purchase Order Header if desired.
· To make changes to Lines of a PO, click Vertical Scrollbar.
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· If Line item is not visible on screen, click Horizontal Scrollbar and/or click appropriate tab. For example,
· Click Statuses tab.
· Click Horizontal Scrollbar.
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· Click Details tab.
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Step 4:	Change PO data
· Click on PO Qty field for desired line to updated (i.e. Line 1). Click Delete or highlight contents and enter new value.
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· Click Tab or click on Price field. Click Delete or highlight contents and enter new value.
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· Press tab key or navigate to another field. Merchandise Amount under Lines for the updated Line will be automatically updated. Merchandise and Total Amount under Account Summary in the Header will also be automatically updated.
· Click Calculate button to update the Freight/Tax/Misc. field.
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· Note the Freight/Tax/Misc. field is updated.


Step 5:	Change comments
· To add comments to the PO, click View/Edit Comments and Attachments link.
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· If the comments field contains text and new comments are required for a second change order, click [image: ]. Count of comments in Comments section will denote number of comments attached to the PO (i.e. 1 of 1 indicates 1st comment of 1 comment, 1 of 2 indicates 1st comment of 2 comments, etc.). In this scenario, there are 2 comments for the PO.
· Click inside comment field under Use Standard Comments. Enter comments.
· If not already checked, click Send to Vendor checkbox if appropriate.
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· If it is determined the comments are specific to a line rather than the PO, click the Cancel button to leave the PO Header Comments screen to cancel any comments added. Otherwise, click the OK button.



· To add comments to a line item, click [image: ] dialog box icon.
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· If the comments field contains text and new comments are required for the line item, click [image: ]. Count of comments in Comments section will denote number of comments attached to line item (i.e. 1 of 1 indicates 1st comment of 1 comment, 1 of 2 indicates 1st comment of 2 comments, etc.). In this scenario, there are no comments for the line item.
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· Click inside comment field under Use Item Specifications. Enter comments.
· If not already checked, click Send to Vendor checkbox if appropriate.
· Click OK button.
[image: ]
· Note dialog box icon for Line 1 indicates text added to comments.



· Click Save button.
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· Note PO Status changed to Pend Appr, Budget Status changed to Not Chk’d and Change Order is added to screen indicating current count of change orders applied to PO.
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