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All PO Change Requests must be reviewed by the buyer listed on the purchase order.  It is the 
responsibility of the buyer to approve or deny all PO Change Requests: 

- DEP PO Change Requests will be approved by the department requester/buyer 
- ACQ and NFY PO Change Requests will be approved by the Acquisition buyer 

 
Note:  Before an increase to quantity or price can be approved/denied by the buyer, the PO 
Change Request must be approved by the appropriate ePro Approvers (i.e., department, project, 
and commodity as applicable). 
 
There are two ways a buyer can review PO Change Requests routed to them for approval: 

- From their Worklist; or 
- From the ePro Buyer Center 

 
Both pathways work in the same manner. 
 
To access the Worklist, log into PeopleSoft and click the Worklist hyperlink: 

 
 
Click the hyperlink associated with the PO Change Request to be reviewed: 

 
 
 
To access the ePro Buyer Center, log into PeopleSoft.  Using the menu, select:   
eProcurement > Buyer Center > Approve Change Requests 
 
This page displays the PO number, requester, and buyer.  Click the checkmark to the right of the 
PO Change Request to be reviewed: 

 
 



The following page will display whether it was accessed via the Worklist or from the Buyer 
Center.  This page displays the date and time the request was submitted and who submitted the 
request.  It also displays the justification for the change, the type of change, the process status, 
and the requested New Value for the PO change.   
 

 
 
Prior to approving a PO Change Request, the buyer should validate that an appropriate 
justification has been entered and the buyer must confirm that the change falls with established 
guidelines.  Requests should not be approved: 

- To change Animal Express orders (ARC) 
- To increase the quantity for line items already received and paid in full 
- To lower the price to less than what has been paid 
- To lower the quantity to less than what has already been received 
- To cancel a line item that has already been received or paid 
- To increase the quantity on blanket orders/orders distributed by amount 

 
Prior to approval, the buyer should review the PO Activity Summary page to confirm: 

- the line item quantity has not been received in full and paid by A/P 
- the new price is not less than what has already been paid 
- the new quantity is not less than what has already been received 
- the line item being “canceled” hasn’t already been received or paid 

 
For more information regarding the PO Activity Summary page, refer to “How to Use PO 
Activity Summary in ePro” located in the eProcurement Quick Reference User Guide available 
from the PeopleSoft “landing page” or from the Logistics website. 
 
From the Change Request Detail page, the buyer has several options to choose from: 

- View the Purchase Order 
- Mark the PO Change Request as “reviewed” to advise the end-user it is currently being 

reviewed 
- Approve all requested changes associated with the specified PO 
- Approve/Deny individual requests 

 



To view the Purchase Order, click the View Purchase Order hyperlink:  
 

 
 
 
After reviewing the PO, click the Return to Change Request Inquiry hyperlink: 
 

 
 
 



Optional:  If the buyer is not ready to approve or deny the PO Change Request, click the 
Reviewed box and then the SAVE button: 
 

 
 
 
To approve all change requests listed for this PO, click the “Approve All” button and then click 
the SAVE button: 
 

  



Once the PO Change Request has been saved with an appropriate Approval Action, the request 
will drop off the “Pending Approval” listing and the buyer’s Worklist. 
 
To Approve or Deny individual requests, select the appropriate Approval Action next to each 
request and click SAVE. 
 

 
 
 
Once approved by the buyer, the PO Change Request is ready for processing by the daily 
automated process. 


