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CHANGE PURCHASE ORDER ENTRY

Using the Change Purchase Order process will allow users to modify and complete posted purchase
orders. Possible changes include altering items, amounts, G/L accounts, as well as completing partially
used purchase orders, or cancelling purchase orders in their entirety even if they were never utilized.

MODIFYING PURCHASE ORDER

1. Navigate to Financial Management = Procurement = Purchasing = Change Purchase
Orders

Changed Purchase Order List

LY G SR D@ Lst
Purchase Order Number Vendor v
Department | Type | ~
I Change Process Only I
[ Search ] Reset ]

2. Use any combination of the search fields at the top of the screen to locate the PO needing

modification
Uncheck the “Change Process Only” field
Click “Search” and the screen will refresh to display the results

3. Click on the PO number of the one that you want to change

Changed Purchase Order List

949 dBH D@ st

Purchase Order Number Vendor ~
Department  [220 - Animal Control B Tee | I~
Change Process Only [

myTasks | Valdated

Approvals ‘cmmmnm :saarus |D-w:-y Department « P.O. Number Type ‘D-_-v.rvbm | Altschments |
440 - Animal Control |

Animal Drugs S 5]

Misc Supples 8 %)

440 - Animal Control

440 - Animal Control

[ rowor | Retesh ]| Subsituis vendors | Compiete |
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4. This will take you into the Change PO entry screen (similar to PO entry).
Update the PO as needed
- NOTE: The Department, Vendor and PO Type are the only fields that cannot be

changed

Changed Purchase Order - 2018-00000091

=
993|2 ¢ S Enty
Department 440 - Animal Control Approval Status 0 of 1811 Vaidation Status  N/A Printed  Not Printed Encumber Funds  Yes
Vendor 1754 - MIDWEST VETERINARY SUPPLY Purchasing Address  [EuR [MiowesT vETERINARY SUPPLY - Praae] (BB
1l Y
Descrigton  Animal Drugs > GALDate  5/8/2018 ir |
e [& v Deliver by Date =
Form Type [SSRS PO Form - PO Form |0 Expiration Date =
Bill To Locaton [ Animal Reg - Animal Regulation v Resontion Number
Change/Correct Reason | v B | Assign to Buyer [ ~
rem 4 4 [Medical Supphes - Animal Orugs V] B Bl D &  Numberofmems 4 Toll grgyse  Encumbered Amount g7p4se
Item (Status: Open) o X Detail
Vendor Part Number
rem  [Medical Supplies x¥ @283 B
» Empioyee ¥
Rescripton  Animal Drugs > ' a
sova [ ]
Quantty 1.0000
ShipTo |Animal - Animal Lavon hd
Unitof Measure  [Each - Each ~ l Reg fieps :‘[
Ereight Terms | 2
Price per Unt $784.5600 $784.56
. Confirming Request [ 10eenem []
G Account  [011.440.004227 - SUPPLIES/DRUGS/NURSING hal == [ | ]
Taxable tem [

5. Complete the “Change/Correct Reason” fields

Select one of the options in the drop down list

- Click on ¥ icon next to the drop-down to add additional text explaining the reason

Change/Correct Reason IAmt - Change Amount

@

Enter the change reason then click OK

Changed Purchase Order Reason Code Entry

Resson Tex ncreased PO amount dueto 5 additional laptops
needed

m Cancel
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6. The item summary in the middle of the screen shows the total quantity and dollar
amount of the items on the PO. Use the dropdown list to select an item to change.

tem 4 4 |Med§ca|Supphes-.\lmmal Drugs b Pl b =] Number of ltems 4 Total ¢784.56 Encumbered Amount  ¢7g4 56

7. The buttons at the bottom of the screen will allow you to:

Save — Save the Change PO once you’re done making changes
Save/New Item — Save any changes made so far and add a new item to the PO
Delete Item — Delete an item that was added to the Changed PO.

This button is inactive for items that previously existed on the PO.
Remove PO — this will remove any changes made to the PO and take it out of the
change process. This will not void/complete the PO.

Complete Item — Completes/Closes the item and unencumbers funds
Undo Complete Item — Reactivate an item that was completed
Reset — Removes any unsaved changes

8. Finish the change process by referring to the Purchase Order Entry steps

9. Attach documents

9 O @@I@ & &) Documents

10. Validate

© 9 e @6 & Validate

11. Approve

9 © & 2 B814[8]8 Avprovas
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COMPLETING PURCHASE ORDERS

Completing purchase orders will release any outstanding encumbrance amount.

Completing a purchase order which has already been partially utilized will result in that purchase order
being moved into a C-Pending status (Complete Pending).

Completing a purchase order which has never been utilized in Accounts Payable Invoicing will result in
that purchase order being moved into a V-Pending status (Void Pending).

1. Navigate to Financial Management = Procurement = Purchasing = Change Purchase
Orders

Changed Purchase Order List

9L b D% B Lt
Purchase Order Number Vendor ]
Department [ Type | .
| change Process Only |
[ search ] Reset

2. Use any combination of the search fields at the top of the screen to locate the PO needing
modification
Uncheck the “Change Process Only” field
Click “Search” and the screen will refresh to display the results

3. Highlight the PO that needs to be completed (click anywhere other than the PO number)

[ Cranged Puchese Order i
DLY G BB D@ Lst

Purchase Order Number Vendor A

Depanment  [440 - Animal Control vl Type | ™l

Change Process Only ]

myTasks | Vaidaled | Approvals | Changed G Date | Status Deiivery | Department o 0. Numbe pe Description Attachments

440 - Animal Control 2018-00000091 Standard Animal Drugs _D'ﬂ
000093 Standard Animal Drugs D&

440 - Animal Control 2018-00

| 440 - Animal Control z | standara

Subrstitute Vendors

4. Click “Complete” button at the bottom of the screen
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5. Select a change reason code and enter a description for the change then click “OK”

Changed Purchase Order Reason Code Entry

Reason Code ICompI ete/Cancel - Complete/Cancel E]

Reason Tex (anceled Crder|

6. The status will change to either V-Pending or C-Pending

Changed Purchase Order List
Y d5% DD Lst

Purchase Order Number Vendor o

Depantment  [45 - FINANCE v Type v,

Change ProcessOnly [

myTasks | Validated Approvals | Changed G/LDate | Status

Delmery Department . Desciption

NANCE 0001 Standard Supples
--_m_ Buioeg supptes

45 -FINANCE -00000004 Standard Computers

7. Using the workflow icons at the top of the page, finish the process by validating and approving:

Validate

Changed Purchase Order Validation

9L & D% D|@ valdation

Approve

Changed Purchase Order Approval

DL S P % B|@ Appova

Page 5 of 5



