How to create a PO Change Request
August 2007

If a department determines that a change needs to be made to a Purchase Order that has already
been sent to the vendor (PO Status of Dispatched), it will be the responsibility of the end-user to
create a PO Change Request in ePro. The following data may be changed on a PO using this
process:

- Cancel a PO line item

- Change Description of line item

- Change the Due Date

- Change the “Ship to”

- Change Quantity

- Change Price

Note: Once an item has been partially or fully received, the end-user can no longer create a PO
Change to cancel the line item; change the description; change the ship to location; or change the
price. Additionally, once an item has been partially or fully received, the quantity cannot be
changed to less than the quantity already received.

PO Change Requests should not be created to:
- Change Animal Express orders (ARC)
- Increase line items already received and paid in full
- Lower the price to less than what has already been paid
- Increase the Quantity on blanket orders
note: Distribute by Amount orders must have a quantity of 1

All PO Change Requests must include a justification as to why the PO is being altered (i.e.,
vendor advised item no longer available; error in description; incorrect ship to location entered,;
etc.) For DEP orders, the justification should also include the date and name of the vendor
representative that the department spoke to regarding the change.

Initial Steps for ALL PO Change Requests

Pathway: ePro > Manage Requisitions > Locate appropriate requisition/po

Click the PO Change Request icon next to the appropriate requisition:
Manage Requisitions

Req Name/D: |EIEIDD1 6854 Business Unit: IUTMEIG Q Fine
Requester: I QL Date From: IDSIESIEDDE 31| Thru Date: IDEID1 12006 21
57
Entered By: I Q PO ID: I Show Status: I POz} Dispatch vI
Eenuisition Mame EeqlD Bus. Unit  Date Status Budnet Total

Dispatched

[ Test- PO Red- Cancel.. 0000168592 UTMBG  OB/M0102006  PO(S) Walid 820.00 USD (5] I} Em 5




Click the checkmark to the right of the appropriate line item to be changed:
Select Requisition Line for Change Request

Custornize |
H@ ltem Description PO Numhber E PO Date Yendor Hame
Ling ——  Line
Secretto my success; MAIORS SCIENTIFIC
1 hooks Sicase 0000161344 1 QEMD12006 BOOKS [N v
. MAJORS SCIEMNTIFIC
2 Medical reference manual 0000161344 2 Q6012006 BOOKS [N v
. ) . MAJORS SCIEMTIFIC
3 Talking with patience Q000161344 3 060152006 BOOKS [N Q{’]

Click the Justification Comments hyperlink:
Create Change Request

Business Unit: UTMBG Purchase Order: 0000161344 Requisition: 0000168592
PO Date: 08/01/2006 Buwer:  bmclaren JUStiﬂcsétJ%n Comments
Vendor:  MAJORS SCIENTIFIC BOOKS ING Sh6_JAII PO Lines |

Custormize | Eind | Wiew All | i First E 1of 1 |I| Last

ineg hemliD ltem Description Cancel PO Line

Type an appropriate justification explaining why this line item needs to be changed on the PO.
Then click the Return to Previous Page hyperlink:

Justification Comments:

B 172007 - Pervendor rep, John Smith, hook is no langer in print, vendor =
does not have haok in stack and cannot ship itto UITMB

Eeturn to Brevious Page

The above steps need to be completed for all types of PO Change Requests. Below outlines the
various types of changes and how they can be requested.

To Cancel a Specific Line Item from the PO:

As illustrated above, click the checkmark to the right of the appropriate line item to be canceled.

Click the Justification Comments hyperlink and enter an appropriate comment explaining why
this line item is being canceled.



Check the Cancel PO Line box:
Create Change Request

Business Unit: UTMBG Purchase Order: 0000161344 Requisition: 0000168592
PO Date: 00152006 Bwer:  bmclaren Justification Comments
Vendor:  MAJORS SCIENTIFIC BOOKS INC Show All PO Lines |

Customize |

Line hemliD ltem Description

3 Talking with patience [ =

Click the Save button:
Business Unit: UTMBG Purchase Order: 0000161344 Reqguisition: 0000168592
PO Date: 0B/01/2006 Buyer: bmclaren Justification Camments
Vendor:  MAJORS SCIENTIFIC BOOKS ING Show All PO Lines |
CUstomize | ’
Line hemID ltem Description Cancel PO Line
3 Talking with patience ¥ B

0 * Save Page to Submit ChangelCancel Request™®
To cancel the entire PO, check all "Cancel PO Line" hoxes onthe header page.

Feturn to Reduisition Manager

Save El

Click OK to confirm the PO Change Request has been submitted for buyer approval:

- Shrwe AlLPO | inA
k£
Microsoft Internet Explorer x|
Tj ** hange Request Submitted ** {18036, 1 750)
o= < Change reguest submitted and pending approsval.

40




To exit this page, click the Return to Requisition Manager hyperlink:

PFuLate.  UsrinsAulys BUyers GIRERR] I T T A AN NN NI
Vendor:  MAJORS SCIENTIFIC BOOKS INC Show Al PO Lines |

- . . " - =
Custamize | Find | Wiew All | B

First El 1af 1 El Last

—

ine lemID kem Description Cancel PO Line

N |

Talking with patience

* Save Page to Submit ChangelCancel Reguest*
To cancel the entire PO, check all"Cancel PO Ling" hoxes on the header page.

(i

Eeturn to Requisiiion Manager

To Change the Description on a line item:

As illustrated above, click the checkmark to the right of the appropriate line item to be updated.
Click the Justification Comments hyperlink and enter an appropriate comment explaining what is
being changed and why.

Click the Details icon:
Create Change Request

Business Unit: UTMBG Purchase Order: 0000161345 Requisition: 0000168594
PODate: (001/2006 Buyer: hmclaren Justification Comments
Vendor:  MARKETING SPECIALTIES Show All PO Lines |
Customize | Find | view | B8 First [ g or 1 [ Last
Line HKem ID ltem Description Cancel PO Line
Coffee mugs with the UTMB logo and a picture of "old =h
1 =T I F'@

Type the new description as it should appear on the PO Chan

ge and click the SAVE button:

Change RequestLine

Business Unit: UTMBG Purchase Order: gooo161345 Requisition: po00163594
PO Line: 1

Unit of Measure: EACH

Description: Coffee mugs with the UTMB logo and & picture of "0ld Red”

Mew Description: |10 0Z. Mugs displaying "Old Red" and the current UTMB logo

Schedule

1 06302006 h1 350.00 LsD

* Bave Page to Submit ChangelZancel Reguest™

o

Eeturn to Change Reguest Header

Saven !

Due Date Ship To Merchandise Amt Cancel PO Ship

To cancel the entire PO, check all "Cancel PO Line" boxes on the header page.

-
-
-
-

FlrtE1 f1|EL1t

ES

-




Click OK to confirm the PO Change Request has been submitted for buyer approval. Then click
the Return to Requisition Manager Hyperlink to exit:

i Microsoft Internet Explorer iil

’j ** i“hange Request Submitted ** {18036, 1750)

Change request submitted and pending approwval.

To Update the Due Date and or the Ship to address:

As illustrated above, click the checkmark to the right of the appropriate line item to be updated.
Click the Justification Comments and enter an appropriate justification for making this change.

Click the Details icon:
Create Change Request

Business Unit: UTMBG Purchase Order: 0000161345 Requisition: 0000168594

PO Date: 0R/01/2006 Buver: bmclaren Justification Comments
Show All PO Lines |

Vendor:  MARKETING SPECIALTIES

Customize | Eind | Wiew A

Line Hhem D tem Description Cancel PO Line
’ Coffee mugs with the UTMB logo and a picture of "Old r |:§|1
Eed" TE.

Click the Details icon:

Customize | Find | iews A | B8 First [ 4 of 1 [ Last
Schedule (Due Date Ship To Merchandize Amt Cancel PO Ship

1 O&01/2008 LITHMBR 350.00 IS0 I g

i

Enter the new Due Date and/or new Ship to code and click the SAVE button:

Change Request Schedule

Business Unit: UTMBG Purchase Order: 0000161345 Requisition: 0000168594
Line: 1

Schedule: 1

Due Date:  0G/01/2006 New Due Date: (06/30/2008 [

Ship To: UTMB Central Receiving New Ship To:  |M1 Q

Quantity:  100.0000 New Quantity: |

Price: 2.a0000 New Price: |

Amount: 350,00 gD

o * Save Page to Submit ChangelCancel Request ™
To cancel the entire PO, check all "Cancel PO Ling" hoxes on the header page.

Eeturnto Change Request Line




Click OK to confirm the PO Change Request has been submitted for buyer approval. Then click

the Return to Requisition Manager ngerllnk to exit;
st

Tj ** Change Request Submitted ** (18036, 1750)
Change request submitked and pending approval.

o

To Decrease the Price or Quantity on a Specific Line Item:

As illustrated above, click the checkmark to the right of the appropriate line item to be updated.
Click the Justification Comments hyperlink and enter an appropriate comment explaining what is
being changed and why. (Example: On 7/25/06, Mark Jones of Marketing Specialties advised
that UTMB is entitled to a 5% discount. The price for each cup should be decreased by this
amount.)

Notes:

- The new price must not be less than any amount already paid.

- The new quantity must equal or exceed any quantity already received. If a lesser quantity is
entered, the PO Change Request will not update the PO and will show an error status once the
automated process runs.

- Prior to creating a PO Change Request to decrease the Price or Quantity, go to the PO
Activity Summary inquiry pages (Invoice tab/Receipt tab) to review the amount already paid or
the quantity already received.

Click the Details icon:
Create Change Request

Business Unit: UTMBG Purchase Order: 0000161345 Requisition: 0000168504

PODate: (0B/01/2006 Buyer: bmclaren Justification Camments
Shaw All PO Lines |

Vendor:  MARKETING SPECIALTIES

Custamize | Find | Wiew All | i First E 1 af 1 E| Last
Line Hem ID ltem Description Cancel PO Line

Plastic glasses; 10 oz; with UTWMB logo | B

[

Click the Schedule Details icon:
Change RequestLine

Business Unit: UTMBG Purchase Order: pooo161345 Reqguisition: goo0168594

PO Line: 2
Unit of Measure: EACH

Description; Plastic glasses; 10 oz, with LITWMB logo

Mew Description: |

KIS B

ize | Find | view &1 | B8 First (U 1 o 1 [ Last

Schedule |Due Date Ship To Merchandize Amt Cancel PO Ship

1 060172006 LTMBR 124.00 Jsh 1 [Z5




Enter the new quantity or price and click the SAVE button, remember:
- The new price must not be less than any amount already paid.
- The new quantity must not be less than any quantity already received.

Change Request Schedule

Business Unit: UTMBG Purchase Order: 0000161345 Requisition: 0000168594
Line: 2

Schedule: 1

DueDate:  06/01/2005 New Due Date: e

Ship To:  UTME Central Receiving  New Ship To: Q

Quantity:  50.0000 New Quantity: 29|

Price: 2.48000 New Price:

Amount: 124.00 S0

0 * Save Page to Submit ChangeWCancel Reqguest™
To cancel the entire PO, check all "Cancel PO Line" hoxes an the header page.

Beturn to Change Beguest Line

Bavep l

Click OK to confirm the PO Change Request has been submitted for buyer approval:
Shimw AP ine

e
h Microsoft Internet Explorer x|

'T ** “hange Request Submitked ** (18036, 1750)

o)

Change request submitted and pending approwval.

N

To exit this page, click the Return to Requisition Manager Hyperlink:

'ﬂ' * Save Page to Submit ChangeiCancel Request™
Ta cancel the entire PO, check all"Cancel PO Ling" boxes an the header page.

Feturn to Reguisition Manager

| —|

To Increase the Price or Quantity on a Specific Line ltem:

As illustrated above, click the checkmark to the right of the appropriate line item to be updated.
Click the Justification Comments hyperlink and enter an appropriate comment explaining what is
being changed and why.

PO Change Requests to increase the price or quantity will route for approval in the same manner
the original requisition routed for approval (department, project, and commaodity approval as
applicable).



Note: Do not create a PO Change Request to increase the Quantity if:
- The item quantity has already been received and paid in full
- Theitem is on a blanket order (distributed by Amount)

Click the Details icon:

Create Change Request

Business Unit: UTMBG Purchase Order: 0000161367 Requisition: 0000168618
PO Date: 07/25/2006 Buyer:  kcook Justification Comments
Vendor:  PETERS OFFICE EQUIPMENT INC Show All PO Lines |
Custormize | Find | iew A First E 1 af 1 |I| Last
Line HemlID tem Description Cancel PO Line
1 Testof PO chandge Request - increases | E2

Click the Schedules Details icon:
Change RequestLine

Business Unit: UTMBG Purchase Order: 0000161367 Requisition: 0000168618

PO Line: 1
Unit of Measure: EACH

Description: Testof PO change Request- increases

Mew Description: |

KN { RN

ize | Find | ) | EE Fir=t E 1of 1 |I| La=t

Schedule |Due Date Ship To Merchandige Amt Cancel PO Ship

1 O7/25/2006 UTMBR 500.00 LsSD 1 £

b

Enter the new quantity or price. Then click SAVE:
Change Request Schedule

Business Unit: UTMBG Purchase Order: 0000161367 Requisition: 0000168618
Line: 1

Schedule: 1

Due Date:  07/25/2008 New Due Date: El

Ship To: UTME Central Receiving New Ship To: Q

Quantity:  10.0000 New Quantity: |

Price: 50.00000 New Price: | B5.00

Amount: a00.00 LIsD

o * Save Page to Submit ChangelCancel Reguest ™
To cancel the entire PO, check all"Cancel PO Line" hoxes on the header page.

Return to Chande Redquest Line

Save |




Click Continue to save the change request:
Requisition Approval for Change Request

Increase in quantity andfor price will trigger
the requisition approval workflow for this
change request.

Fress Continue to save the change request
and proceed to submit the requisition for
approval.

Fress Cancel to return to the previous page
witholt saving.

Cuntinuel Cancel |

Al

Click the Submit for Approval button to route this request to the appropriate ePro approvers:
Select Requisition Line for Change Request

Customize | Eind | Wiew All i First E 1 of 1 |I| Last

I—q".E ltem Description PO Number P—.C" PO Date Yendor Name
Line —  Line
Testof PO change Request PETERS OFFICE
- increases 0000161367 1 O7I28r2006 EQUIPMENT ING v

Submit For Change ﬂxplprwal’JN
o

The PO Change Request will route in the same manner as the original requisition. Each
applicable ePro approval level must approve or deny this request.

If a PO Change Request is denied by an ePro approver, the PO Change Request notification
will route back to the end-user that created the request via their PeopleSoft Worklist:

Waorklist for kcools Cook, Karen

Detail Wiew Work List Filters:l j

Customize | Find

From Date From Work ltem Worked By Activity Priority Link
ePro Change Red Amt Appr
j BUSINESS UMITUTMBG
EEQ ID:DPkDD1ESE18 331

Transaction I

Bonnardel Jeffery A 072652008 Denied Approval Workflow

Once a PO Change Request has been fully approved in ePro, it routes to the appropriate buyer
for review:

- 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



Once approved by the buyer, the PO Change Request is ready for processing. An automated
process will run daily to update Purchase Orders. If a PO Change Request has an error status
once the automated process runs (i.e., end-user attempted to reduce the quantity of a line item to
a quantity less than what has already been received), the Purchasing Help Desk will notify the
end-user of the error.

For additional information regarding the PO Change Request process, refer to:
- How to Track a PO Change Request
- How to Review and Approve a PO Change Request
- How the Buyer Approves a PO Change Request



