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Once a PO Change Request has been created, the end-user can monitor the progress of the 
request from their Manage Requisitions page in eProcurement. 
 
Pathway:  eProcurement > Manage Requisitions > Inquire Change Request 
 
 
Click the Inquire Change Request hyperlink: 

 
 
 
This page will display all PO Change Requests created by the specified Requester and includes 
the purchase order number, requisition number, and current status of the request.   
 
The first step is to validate the Requisition Approval Status is “Approved”.  Until the request has 
been approved in ePro, the buyer cannot review the request: 

 
 



Step two is where the buyer reviews the request.  The “Reviewed” check box indicates the buyer 
has reviewed the request.  The buyer must also approve this request before the Purchase Order 
can be updated.  Once approved, the “Change Request Approved” box will be checked. 

 
 
 
To view additional details regarding the PO Change Request, click the “detail” icon 

 
 
 
This PO Change Request has already been approved by the buyer, but the automated process has 
not created the PO Change yet.  Note the Process Status shows as “Initialize”: 

 
 



Once the automated process has run, the Process Status will change to “Complete” or “Error”: 

 
 
The Purchasing Help Desk will be responsible for monitoring this process.  They will advise the 
end-user of any approved PO Change Request that does not successfully process (i.e., end-user 
attempts to reduce the quantity of a line item to a quantity less than what has already been 
received).  If the end-user prefers to view this information on-line, they can click the View 
Processing Messages hyperlink: 

 
 
This page will display the type of change requested and why the PO Change was not made: 

 


