
New Change Order Process 

 Price decrease to close out a PO that has had payment made to the vendor, 

and return balance to budget line.

 Sign into the E‐Procurement system



 Search for the Purchase order that you want to make the change to.

 Enter the Purchase Order number > click GO

**If unsure of the Purchase Order number:  Leave the Purchase Order field empty, click GO, all Purchase 

Orders the user placed will be listed. 

 The Purchase Order will display in the results.

 Click the PO Number >

 When PO opens, click on the Purchase Order Tab, scroll down and Click the Product Description to open the 
original Non‐Catalog Form.





In the Non‐Catalog form, adjust either the Quantity (decrease to actual amount received) or Estimated 
Price (decrease to what has actually been paid, check "Invoice" tab to see what has been paid out). 

TIP: there must always be a value in the Quantity field, it cannot be "0"

 Be sure the Available Actions is set to Save and click Go.



 Notice the Quantity and Price change in the PO.

 Close the Non‐Catalog Form to return to the Purchase Order.

 Click the Available Actions drop‐down > select Finalize Revision > Click Go.



 Enter a comment as to why the Purchase Oder was revised > click Save.

*NOTE*  Uncheck the "Distribute PO" box if you do not want the supplier to receive the modified PO.
If you want the supplier to receive the modified PO, leave the "Distribute PO" box checked.    

 The Purchase Order is placed into workflow and revised by Purchasing. 




