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Purchase Order Change Orders
Adding New Purchase Order Line(s)
Navigation:  Purchasing > Purchase Orders > Add/Update PO
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From Find an Existing Value Tab, enter Business Unit and PO ID number to be changed.
Click [image: image2.png]Search
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On the Maintain PO screen, at the far right of the last PO line, click [image: image4.png]
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Enter the number of rows to be added.  Click [image: image6.png]oK




.

[image: image7.png]! “This action will create a change order. (10150,187)

‘The action that you are taking will cause the system to create a change
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Enter all criteria for the new line, schedule and distribution, same as creating a new PO.
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Notice the PO Status is Pend Appr and the Budget Status is now Not Chk’d.
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 to budget check the requisition.

The PO now needs to be Approved.

Navigation:  Purchasing > Purchase Orders > Approve Amounts
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Click [image: image14.png]


 and select Approve.
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PO now needs to be dispatched.
Navigation:  Purchasing > Purchase Orders > Approve Amounts
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Enter a Run Control ID.  Click [image: image17.png]Search
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Enter you Business Unit and PO ID numbers.  Click [image: image19.png]Run
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In the Server Name Field, click [image: image21.png]


 and select PSNT.
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PO Dispatch/Print, making sure it has Type as Web and Format as PDF.
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Make note of the Process Instance number and click Process Monitor link.
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From the Process List Tab, click [image: image26.png]Refresh



 repeatedly, until your instance number has Run Status of Success and Distribution Status as Posted.
Adding New Purchase Order Schedule Line(s)
Navigation:  Purchasing>Purchase Order > Add/Update POs
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From Find an Existing Value Tab, enter Business Unit and PO ID number to be changed.
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.
To add new schedule(s) to an existing line, for lines that are distributed by Quantity, you must increase the line quantity to accommodate the new schedule.  (For those distributed by Amount you must increase the amount).
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Enter the new quantity and click [image: image30.png]Refresh
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This is just a warning.  You have to decide if you want to use the price you originally entered or the System calculated price.  Normally you will click [image: image34.png]


 to use your price.
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From the far right of the line you want to add a schedule to, click [image: image36.png]
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From the far right of the last schedule line, click [image: image38.png]


.
[image: image39.png]‘ok.gov needs some information

Scrpt Promp:
Enter umber of rows to add:

@ g





Enter the number of new schedule line(s) to be added.
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 to use your price.
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Enter all criteria on all Tabs for new schedule line(s).  Click [image: image46.png]% Refresh
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From the far right of the schedule you want to change, Click [image: image48.png]
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Verify all fields on each of the Tabs on the distribution line to be sure the data is accurate.
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Pay close attention to the Details Tab, this is where you will find the budget date that defaults in form the header page.
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Once you are satisfied with the criteria, click [image: image52.png]
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You will need to Re-Budget Check, Approve and Dispatch the PO.  See pages four (4) thru seven (7) of this document.
Adding New Purchase Order Distribution Line(s)
Navigation:  Purchasing > Purchase Orders > Add/Update POs
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From Find an Existing Value Tab, enter Business Unit and PO ID number to be changed.
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.

[image: image57.png]Amount Status





From the far right of the line you want to add a distribution line to, click [image: image58.png]



In order to add distribution lines to an existing schedule, you must first adjust the line and schedule to accomadate the change.
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From the Maintain Purchase Order screen, click [image: image60.png]


 on the line you want to change.
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On the Details for Line number screen, click [image: image62.png]


.
[image: image63.png]Furchasing Kit Latalog

lem Search

1 1000008090 Q TIRES Fam Tractor, - €&

TIRES: Farm Tractor,rear, S
@ tube type ortubeless, nyion or € 40000
polyester, lug read

2 & 1000009090

View Printable Version Goto: - More -

__ ImportAgency Req an ssinfo_ |
e | | i )





Increase PO Qty to new quantity and click [image: image64.png]Refresh
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 to use your own price.
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From the far right of the line you want to add a distribution line(s) to, click [image: image68.png]


.
[image: image69.png]=y

‘Amount Status

40000 Active T o Q»





From the far right of the schedule you want to a distribution line(s) to, Click [image: image70.png]
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From the far right of the last distribution line, click [image: image72.png]
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Enter the number of new distribution line(s) to be added.  Click [image: image74.png]oK
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Enter all criteria on all Tabs for new distribution line(s).
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Pay close attention to the Details Tab, this is where you will find the budget date that defaults in form the header page.
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Once you are satisfied with the criteria, click [image: image79.png]
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You will need to Re-Budget Check, Approve and Dispatch the PO.  See pages 4 thru 7 of this document.

Changes to the PO Header

Navigation:  Purchasing > Purchase Orders > Add/Update POs
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From Find an Existing Value Tab, enter Business Unit and PO ID number to be changed.
Click [image: image83.png]Search
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From the Maintain Purchase Order screen, click [image: image85.png]
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Click any of the highlighted links or select [image: image87.png]


 from the Go to field for more options.

Depending on the change(s) made, you may need to Approve, Budget Check and Dispatch the PO once you are finished.  See pages four (4) thru seven (7) of this document.
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