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PO Change Requests that will increase the price or quantity of a purchase order will be routed
for approval in the same manner the original requisition routed for approval (department, project,

and commaodity approval as applicable). Likewise the approval of a PO Change Request is
similar to the approval of an ePro Requisition.

The approver logs into PeopleSoft and accesses their Worklist:
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Click the hyperlink to access the appropriate PO Change Request:
Dretail Yiew Work List Filters:l j

From Date From Work itern Worked By Activity Priority Link

ePro Change Req Amt App
Cook, Karen 07/28/2006 Approval Routing Approval Workdlow | j BUSINESS UNIT:UTMBG

REQ ID:DDDD1EISE18 341
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Expand the Requisition Line Details section to view what is being changed:
Change Request Amount Approval

Requisition N\ame: PO Chyg Req - increase §
Mew Total Amount:  650.000

Total Amount: 500.000
currency: s
Requester: kcook
Business Unit: UTHMBG
Requisition ID: Q000168618

Requisition Date: 0712812006
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Expand the Change Request Details to view previously submitted change requests for the same
Purchase Order:

* Requisition Line Details
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* Change Request Details

Lnange Bequest ; i
Change Request Field Name Status Hew Field HNew Date

Date/Time Value Value Hew VYalue PO Numhber Line

1 0772872006 11:25:334M PRICE_FO Pending G5.00000 0000161 367 1
2 0772872006 11:13:044M PRICE_FO Pending G5.00000 0000161367 1
3 07r26/2006 2:20:25PM QTY_PO Denied 12.00000 0000161367 1
4 072672006 11:14:214M QTY_PO Denied 12.00000 0000161367 1

To view other approvers, expand the Reviews Approvers section:
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After review, the Approver needs to Approve or Deny this request.
Note — comments should be added before denying a request.
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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



