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Request a Change to a Purchase Order

I This job aid instructs the user on how to request a change to a purchase order. The
niro following objective will be covered:

+ Inquire on a Requisition to determine its status and Purchase Order
number

+ Determine what activity has occurred on a Purchase Order
¢ Create a Change Request to modify a Purchase Order that has been
Dispatched

h What is a Change Request? When is a Change Request Necessary?

Once a requisition has been sourced to a purchase order (status is POs Created,
POs Dispatched and Received), if a change is necessary, the change must be made
to the purchase order by central staff. Operators may request changes by entering a
Change Request Requisition.

The Change Request Requisition is used to request the following:

+ Increases to purchase orders

+ Decreases to purchase orders

¢ Add Lines

¢ Cancel Lines

+ Change Budget
To accommodate Change Requests, a special eProcurement Requisition form has
been created that users can access in the eProcurement Requisition pages.

The Change Request eProcurement Requisition serves two main purposes:
1. As the means to Inform central staff that a change needs to be made to a
purchase order
2. As the vehicle to authorize the change(s) through Approval Workflow.

Change Requests are not pre-encumbered and will not budget check. Change
Requests are approved at the department level and then go to a central staff person,
where they are reviewed. Approved Change Requests are then manually input into
their corresponding purchase orders. Central staff will document the Change
Request in the Header Comments on the purchase order. The Purchase Order will
then be budget checked. The Change Request Requisition will be canceled, but will
remain in the system for audit purposes.

The policy for who is responsible for following up on budget checking errors when
they occur on purchase orders may vary by campus.

v The policy for the business process to Close purchase orders (purchase order has

had some vouchering activity against it) or Cancel purchase orders (purchase order
has had no vouchering activity against it) varies by campus. Your trainer should be
able to explain the policy for your campus.
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First, Determine Purchase Order activity:

Before any change is requested to a purchase order, the operator must first
determine what type of activity, if any, has occurred on the purchase order. You may
use the PO Inquiry/PO Snapshot application to view the purchase order, and any
related vouchering (invoicing), receiving, and payment activity. Snapshot will also
show you whether the PO has been closed or canceled.

Changes cannot be made to purchase orders that have been closed or
canceled.

v
™

Decreases to Purchase Orders:

Before a request is made to DECREASE a purchase order, you must first run the
query, PO_ALL PO _BAL BY PO_NUMBER, to determine the balance on the
purchase order. You cannot decrease a purchase order in an amount that is greater
than the PO balance. For example:

e A PO is encumbered for $500
e Balance equals $300
¢ You cannot decrease by more than $300

Changes to Purchase Orders with Multiple Lines:

If you request a change to a purchase order with multiple lines, you must specify the
line number that you want to change. For example, Please increase line 3 by
$23.50; line 4 by $15.25 — etc. Change Requests that are not specific could be
denied by the central approver and returned to the operator for clarification.

Change Requests must be specific and the instructions must be clear.

PO Snapshot:

PO Snapshot will show you invoicing activity and the PO balance, but the balance
does not reflect those lines that have been finalized (closed out) by Accounts
Payable staff. So, if your purchase order contains any finalized lines (denoted by a
“Y” in the ‘Finalize Flag’ field at the end of the distribution line in PO Snapshot), the
balance shown on the PO in PO Snapshot is not the true balance. To determine the
true balance, please run the query referenced above.

Navigation Path: eProcurement - Buyer Center = Inquiries and Reports
- PO Inquiry = PO Snapshot
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Step 1. Log into the e*mpac Application with your FIN Username and Password.

,@_ Navigate to the following path:

eProcurement - Manage Requisitions

Step 2.
The Manage Requisitions page appears.

Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.
Business Unit: |LUMAMH Q Requisition Name: |

Requisition ID: Q Request Status: Budget Status:
Date From: 09/14/2006 [ Date To: 082112008 El

Requester: stomasine Q Entered By: Q. poI: Q

Search Clear
Requisitions

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Reguisition Name BU Budget

Step 3. Click the ﬂl button to clear all requisition search criteria.

Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below . R R
Business Unit: Q Business Unit
Requisition ID: Q Request Status: | j Budget Status: I 'l

Date From: 5 Ej Requisition 1D 5
Requester: Q E 5 Q. PoID: Q

Search |

Step 4. Enter the following fields:
¢ Business Unit
¢ Requisition ID

!\‘ At a minimum, in Production, your search criteria must contain your Business Unit.

Step 5. | click the L_Z#3h | putton.
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The Manage Requisition page is updated and Requisition is displayed.

Manage Requisitions

~ Search Requisitions

To locate requisitions, editthe criteria below and click the Search huttan.

Business Unit: W Q isiti

RequisitionID: [poooooozza QL Requisition ID v Budget Status:
Date From: ’7 [ Date To: | ] E

Requester: | Q@ Entered By: [ @ pom [ &

Search Clear

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [
To edit or perfarm another action on a requisition, make a selection fram the Action dropdown list and click Go.

Req ID Reqguisition Name BU Date Status Budget Total
I Dooooooz24 R h Praject Lapt UMAMH  09/11/2006  PO(s) |<Se|ectActi0n-- V|G°|
BSEAlT roject Laptap I::liSpSatc"]e PO StatUS =18
;\‘ The PO Status for Requisition is PO(s) Dispatched (dispatched). Any change must
: be requested using the Change Request Requisition form.

Step 6. Click the Requisition ID link for the Req ID to locate the PO ID.

The Requisition Details page appears.

Requisition Details

Requisition Hame Requizition 1D Unit
Research Project Laptop Qoo0oo0z24 ARH 091172006  PO{s) Dispatched 4499 59
Line hem Description Source Status Oty
1 IBM THIMKPAD T23 1.13 GHZ PE.. Sourcing 1.0000 Each 4999490 USD 499,99
Complete

Line Comments:

== - WINDOWS XP PRO - 30 GB HARD DRIVE - 123 MB RAM - DVD-ROM, CD-RW DRIVE - 14.1 IN SCREEN
- BATTERY LIFE: 3.8 HRS - 5.5 LBS ==

» PO Information

Expand PO Info

PO's have been created for this Requisition. To view the PO details for a specific Requisition line
€ clickthe triangle on the PO Details bar. Ifthere is no PO Details bar then that Requisition line
does not have a PO created far it yet.

Eeturn to Manage Reguisitions Reguisition Schedule and Distributioh

Step 7. Click the Expand Section icon (II) for the PO Information section of the page.
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The PO Information section expanded.
~ PO Information Find | First [ 1 of 1 [ Last
PO No. PO Status Vendor Receipt Status E‘a\g
Q0oo0002eE0 Dispatched =10 FC Mot Received
PO Line Information
PO Line Sched # Due Date T PO Oty
1 1 081 142006 GDAN400405 1.0000 499 99000 USD
Step 8.

Note the PO Number:

Look Up PO Activity

pEd

Navigate to the following path:

eProcurement = Buyer Center =2 Inquiries and Reports =2 PO Inquiry

The PO Inquiry Search Criteria page opens.

Purchase Order Inquiry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit: = ¥ |UMAMH

Q,
PO ID: begins with v || % PO ID
Contract SetlD: begins with + | Q,
Contract ID: beging with » | Q
Release Number: = v |

Purchase Order Date:| = v | | Ex|
Step 9. | Enter the PO ID you want to Inquire about.
Scroll to the bottom of the page, if needed, and Click the button.
PO Status: = v | v
Short Vendor Name: | bedins with |+ | o'}
Vendor ID: hegins with | Q,
Buyer: hegins with | &}
Buyer Hame: hegins with | Q,
PO Type: | = V| | h’ |
[Jcase Sensitive
Search ffl_— - Search ‘ Clear | Basic Search Save Search Criteria
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The Purchase Order Inquiry page appears. A Change Order has already been
done on this PO.

Purchase Order Inquiry

PO Info

Purchase Order

Header L

Unit: UndAbiH PO Status: Dispatched
PO ID: 0000000260 Budget Status: Walid
Change Order: 1

PO Date: 09/11/2006
Vendor: IBM-001 Backorder Status: MNone
Vendor ID: 0000000001 Wendor Details Receipt: LR
™ Hold From Further Processing
Buyer: stomasine Amount Summary
PO Reference: Merchandise: 490.99
Header Details Al RTY Matching FreightTax/Misc.: 0.00
Header Comments  Document Status Total: 499.99 USD
Change Order PO Snapshot Select Lines To Display

Customize | Find | view A1 | B First (4 1 ot 1 (¥ Last
Line | [tem Item Description Category PO Oty UOM  [Amount Status
1 B IBM THINKPAD T23 1.13 GHZ PENT 741400 1.0000 EA 499.93 USD  Active ES)

This Purchase Order has only one Line item.

Step 11.

Examine the Purchase Order section of the page.

Purchase Grder Inquiry

Purchase Order

PO Status
Unit: LItdamH PO Status: Dizpatched
PO ID: 0000000260 Budget Status:  valid

The PO Status is Dispatched.

Step 12.

Examine the Header section of the page.
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0 Date: 0901172006
Vendor 1D R
dar Backorder Status: MNone .
: =L ] J‘ Receipt Status
Vendor ID: 0000000001 vendar Details Receipt: Mot Recvd
. _ ™ Hold From Further Processing
Buyer: stomasine Amount Summarny
PO Reference: Merchandise: 499.99
Header Details Al RTY hiatching Freight/TaxMisc.: 0.00o
Header Comments  Document Status Total: 40009 USD
Change Order g Snagsnmé PO Snapshot
h The Receipt Status is Not Recvd (not received).
Step 13.
P Note the Vendor and Vendor ID below:
¢ Vendor: (this is the Vendor Short Name).

¢ Vendor ID:

Step 14. | Examine the Lines section of the page.

Htem ltemn Description Category PO Oty — ; Caeqorv

1 = IBM THIMKPAD T23 112 GHZPENT 741400 1.0000 EA 49899 USD  Active

[

h The Category is displayed for Line 1. The Category column displays the Iltem
' Categoy for every Line on the PO.

Note the Category for Line 1 below:
¢+ Category:

h The Category and Account Code that you assign to a Change Request
' Requisition should be the same category and account code that is currently
assigned to Line 1 on the Purchase Order. This is for workflow purposes.

Step 16. | Click the PO Snapshot link (Header section of the page).
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The PO Snapshot page appears for the PO. Note that the PO Total and the PO
Balance are the same, which is an indication that there has been no vouchering
activity on the PO.

Newtindow | Customize Face | &, =]

Unit: UMAMH PO: 0000000260 Vendor: 0000000001 18M-001 Contact:

Smith,Mary
PO Di: 09M1i2006 Rule:  STANDARD
Dept:
125 MAIMN STREET : kL
Status: Dispatched co# 1
Special Contract Info
Oper: stomasine
& Does not Apply
PO Total: 499080 c
Sole Source
A so0900 % PO Total and Balance o ones
T
Line Info
Line Status tem Descr uoMm oty Amount Vehr Amt Remi
1 Active |BM THINKPAD T23 1.13 GHZ PENT EA 1.0000 499.880 0.000 499

Sched Status Due Ship To Freight Trm Flag Status
1 Active 0972272006  GDAO400405  FOBDEST aty Unmatched
Distrib Infa

1 Q UMAMH 741400 23508 A010300000 09/11/2006 SATTTO000000277

Step 17. | Scroll to the right to view the right side of the PO Snapshot page for the PO.

The right-side of the PO Snapshot page.

Contact; Srmith,Mary Contact Phone: 445451002

Dept: A190500016

Special Contract Info

Confirming Order
Does not Apply

Sole Source
Other

Blanket Order

Finc Firat E 1 of 1 E Last

Vchr Amt Remaining Amt Vchred? Recevd? RecvReqd
0.000 499980 ] M kS
Vouchered Status Received Status

SATTTOO0O0000ZTY 1.0000 | 499.99

B There has been no vouchering activity on this PO:

¢ The Recevd Status (Received status) is N (not received).
¢ The Vchred Status (Vouchered status) is N (not vouchered).

Step 18. | Scroll to the left to view the left-side of the PO Snapshot page for the PO.
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The Line Info (Line Information) section of the page.

Line Info I—, ! Quantity

I e

Amount

Line Status Item Descr uom oty Amournt Vchr Amt
1 Active 1B THINKPAD T23 1,13 GHZ PENT EA 1.0000 499.940 0.000

Sched  Status Due Ship To Freight Trm  Flag Status
1 Active 09/2272008  GDAD400405 FOBDEST Qty Unmatched
Distrib Infu

Q UniAnH | 741400 23505 A010300000 09/11/2006 SATI70000000Z77

Distribution Info
[

Step 19. Note the Line information below:
¢ Line No.: .
¢ Item Descr: (Item Description).
+ Quantity:
¢ Amount:
The Distrib Info (Distribution Information) section appears in the Line Info section.
Dlslrlh Info
Distrib (Status (GL Unit Account Fund Program |(Class Budg Dt Project
1 0] UnAMH  |741400 23505 A010300000 091172006 SATTTO00000027Y
P‘ The Chartfields information is displayed in the Distrib Info section of the page.
Step 20. Make note of the Chartfields Information below.
¢ GL Unit:
¢ Account:
¢ Department:
¢+ Fund:
¢ Program: .
¢+ Project: (a Grant Account).
Step 21. Scroll to the bottom of the page.
Step 22.

Click the ﬂ‘ button to return to the PO Inquiry page.

Create Change Request Requisition

_@_ Navigate to the following path:

eProcurement 2 Create Requisitions

B You will now create a Change Request using the Change Request Requisition

: Form and the information you previously collected in this exercise. The process for
using the Change Request Requisition Form is somewhat similar to entering a
Description Only Requisition.
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The Create Requisition page opens.
Create Requisition
ﬁ 1. Define Requisition Eh; 2. Add ltems and Services \& 3. Review and Submit
Specify requisition name, requester, and other information that applies to the entire requisition.
Business Unit: QU UMass Amherst UMASS Red Infa
‘Requester: stomasine Q, stomasine Currency:
Requisition Name: Priority: Medium hd
e Requisition Name
Step 23. . L :
P Type in the Requisition Name field.

h You may name the request anything you want, but you should include the words
“Change Request” somewhere in your description, to make it easier for everyone to
differentiate the Change Request from a regular requisition.

Step 24.
Updated Define Requisition Tab on the Create Requisition page.
[ED
Create Requisition
ﬁ 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit
Specify requisition name, requester, and other information that applies to the entire requisition.
Expand Business Unit: UMAMH A Uhtass Amberst UMASS Red Info
Section *Requester: stomasine O, stornasine “Currency: S0
—Q Requisition Name:  |RESEARCH LAPTOP CHANGE REQUE! Requisition Name iority: IMedium 'l
N * Line Defaults
Continue |
Step 25. | Click the Line Defaults Expand Section icon (ﬂ).
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The Line Defaults section of the Create Requisition page expands.

IED
Create Requisition
E 1. Define Requisition E‘#Z 2. Add Items and Services \& 3. Review and Submit
Specify requisition name, reguester, and other infarmation that applies to the entire requisition.
Business Unit: untantH | Unass Amherst UMASS Req Info
*Requester: |St0masine O, starnasine “Currency: S0

Line Defaults

Requisition Name: |RESEARCH LAPTOP CHANGE REGIUE! Priority:

IMedium 'l

~ Line Defaults

Mote: The defaults specified helow will he applied to requisition lines when there are no predefined values for these fields.

vendor: G, Vendor Location: & Contract ID Q
Operator:  |stomasine a, Category: S Unit of Measure: Q,

Shipping Defaults
Ship To: GDAD4004 O [=1 modify Shipping Address

Accounting
Defaults

~qye Date: [ attention:

Accounting Defaults
I chartfields1 Tek: Char T oDetais T Assetinformation

Location Entry Event SpeedChart Key Account
WHIDDOL Y, |UMAMH Q [ Q

Continue |

v

Caution: All requisitions, including Change Requests, require that Chartfield
information be entered or the Requisition cannot be saved (and your Change
Request may be lost).

Step 26.

Entering a SpeedChart is the fastest way to enter Chartfield information.

Scroll down to the Accounting Defaults section.

Accounting Defaults

[ chartfields1 THika Setails f H=y
peedChart Key Account

|WHmontQ Unaw Q [ a)_ | SpeedChart Key i

Note: (1) If the change is to request, or includes a request, that the budget charged
on the purchase order be changed to a different budget, Enter the SpeedChart Key
(SpeedChart number) for the new Chartfield in the Accounting Defaults section of
the page, and then Tab out of the field.

(2) If the change is to request any other type of change to the purchase order,
enter the SpeedChart number for the Chartfield that is currently on the purchase
order in the Accounting Defaults section of the page, and then Tab out of the field.

This is to insure that the proper workflow is initiated at the department level to
authorize the Change Request and that it is then routed it to the appropriate central
staff person.

Step 27.

Enter the SpeedChart Number.
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Step 28. | Tab out of field.
Step 29. | Click the UMASS Req Info link.
Create Requisition
E 1. Define Requisition E!‘#: 2. Add Items and Services \& 3. Review and Submit
Specify requisition name, requester, and other information that applies to the entire requisition.
Business Unit: UnAH S Umass Amherst LIMASS Req Info
*Requester: stomasine Q stomg  UMASS Req Info gfenw: USD
Requisition Name:; FESEARCH LAPTOP CHAMGE REQUE! Priority: IMedium 'l
Cantinue |
The UMASS Req Info page opens.
UMASS Req Info
. . A Contact Phone
Business Unit: Requisition 1D:
il Contact Name Sl —7 =T
Lz =
*Contact Mame: | *Contact Phone:
*Department Q :|J Department
Special Contract Info ] Confirming Order
¥ Does not Apply " Blanket Order
" Sole Source ™ State PO Flag
" Other
Step 30. | Type the information in the following fields with no spaces:
¢ Contact Name: LastName,FirstName (for example, Smith,Mary).
¢ Contact Phone: Your Department Telephone (for example,
4135459999).
¢ Department: Dept ID that best describes the name of your
department.
The updated UMASS Req Info page.
Business Unit: LIMAMH Requisition ID: MEXT
*Contact Mame: |[Smith Mary *Contact Phone:  |413254599499
‘Department 190500016 C
h This information is required. Because this is a Change Request, no other
information is needed on this page.
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Step 31.
P Scroll to the bottom of the page.
Step 32. . \L’
P Click the button.
The Create Requisition page reappears.
IED
Create Requisition
E 1. Define Requisition El‘%: 2. Add Items and Services \& 3. Review and Submit
Specify requisition name, requester, and other infarmation that applies ta the entire regquisition.
Business Unit: UMaH 4 Unass Amherst UMASS Red Info
*Requester: |stomasine C, stomasine “Currency: LSD
Requisition Mame: |RESEARCH LAPTOP CHANGE REQUE! Priority: IMedium 'l
Mote: The defaults specified below will be applied to requisition lines when there are no predefined values far these fields.
Vendor: G Vendor Location: < Contract ID Q
Operator: |stomasine a, Category: U Unit of Measure: Q,
Ship To: GDAD4004 O [=] Modify Shipping Address
Due Date: [#  Attention:
Accounting Defaults
I chartrields1 THChait T chart T oDetais nformation  TEE)
Location GL Unit Entry Fvent SpeedChart Key Account
WHIDDOC QY [UmamH QL [ Q
Continue |
Step 33. | Click the Add Items and Services Tab link.

Create Requisition

E 1. Define Requisition El‘% 2. Add Items and Services \& 3. Review and Submit

i)
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The Add Items and Services page appears.

Create Requisition

1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit

Add lines to the requisition, specifying the infarmation necessary to procure each item or service.

Search: || Q, Search

Special Request

Special ltem Request an itern that is not listed inthe Catalog.

Fixed Cost Service Reqguest a one-time service for a flat fee.

Wariahle Cost Service Request a service for which the fee is based on the time warked.

Time and Materials Request a service for which the fee is based on the time worked and materials used.

Eeview and Subrmit

Step 34. | Click on the Forms Tab.

Create Requisition

E<. 1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit
) Forms
Search: “ /I— Q) Search |

lcon

m Utdass Chanoe Reguest Forl Cre
UMASS R
i UMass Chanae Request Form link
Eeview and Submit

Step 35. | Click the UMass Change Request Form link.
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The UMass Change Request Form page appears.

UMass Change Request Form

niversity of Massachusetts' Change Request Form

Q) PO Number
*PO Number |

Instruction ﬁ Instructions ]

[~

(0] 4 Cancel

Note: You will now enter the information about the requested change. Please note
that you must be as specific and clear as possible in your description of the change.
If the instructions are not clear, your request may be denied by central staff and
returned to you for clarification.

Step 36.

Click in the PO Number field and Type the PO Number

Step 37.

Click in the Instruction field and Type the appropriate comments.

Tip: You should always provide the replacement SpeedChart number when
requesting a budget change.
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The updated Change Requisition Form.
UMass Change Reguest Form
hass Change Reguest Form
*pO Number (0000000260 3
Instruction |Flease increase the Quantity for Line 1 to 2 1BM ThinkPad
Laptops at $499 949 ea. - Total, $9959.498
Replace the existing budget on the purchase order
to = the new chartfield charged to this requisition —
SpeedChart 10.
Change the Categary and accountta 7632450
OK button Pcancm |
Step 38. . Ok
P Click the button.
The Create Requisition page reappears with the Forms Tab selected.
Create Requisition - - |
ﬁ 1. Define Requisition EQ; Review and Submit ? 3. Review and Submit |
search: | Gy Search |
lcon
m Umazs Change Re r Purchase Crder
j. Review and Submit
Eeview and Submit
Step 39. | Click the Review and Submit link.
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The Create Requisition page, Review and Submit Tab appears.

Create Requisition
ﬁ 1. Define Requisition E‘; 2. Add ltems and Services \& 3. Review and Submit

Review the detalls of your requisition, make any necessary changes, and submit it for approval.

Select Checkbox

pss Unit: LIndAhiH UMass Amherst

bster: kstomasine O, stamasine *Currency: s
equisition Name: RESEARCH LAPTOP CHAMGE REQUE! Priority: IMedium 'I

quisition Lines
Line Description

Yendor Hame

v T 1 UMass Change Reguest Form UMass Change Request 1.0000 Each 0.990 099 [Z &
SelectAll i Deselect All . . . . .
] A e e B Modify Line / Shippina / Accountina
L # addtofavorites 5% Madify Line { Shipping f Accounting | I Dlererer |

Justification/Comments

[~ Sendto Vendor [ Show at Receipt [ Show at Voucher

i) Check Budget |

[ Save as Template

Save & submit | smIave & preview approvalsl 2 Cancel requisition | Find rore iterns

Note the following system information for the Change Requisition Form:

+ The Item Description appears as UMass Change Request Form.
The Vendor Name appears as UMass Change Request.
The Quantity is 1.
The Unit of Measure is Each.
The Price (Unit Price) is $0.99 (99 cents).

¢ The Total (Total Price) is $0.99 (99 cents).
All Change Requests are pre-priced in the system for 99 cents. Change Requests
will never budget check. The Budget Check status will stay at ‘Not Checked.’
Central staff at your campus will review the Change Request, and if there are no
issues, the Change Request will be approved and central staff will manually update
the purchase order with the requested changes. The Change Request will then be
canceled. To verify that your change has been made, you may inquire on the
purchase order using PO Inquiry.

* & o o

Step 40. | Click the Select Checkbox for Line 1 of the Change Request Form.
[ 1 UMass Chanoe Reguest Form
Step 41. Click the _\L—'g‘ modify Line £ Shipping FAccounting button
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The Modify Line / Shipping / Accounting page appears.

Modify Line / Shipping / Accounting

Note: The information helow does not reflect the data in the selected requisition lines. When the ‘Apply' button is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

g::::iiitiun Vendor ID: Q Vendor Location: Q ContractID | Q
g . .
Buyer Q. Category a Category Field

Shipping Information
Ship To: Q [=] Modify Shipping Address

Due Date: [ Attention:

Accounting Information
[Chlrtﬁeluﬂ I Chartfields2 T Chartfields3 I Details Azzet Information

Location Code GL Unit [Account
Q UMAMH QU “ ] Account Code Field

Apply Button % Apply ‘ Cancel |

Step 42.

Click in the Category field.

Step 43. | Enter the Category field.
Step 44. Click in the Account Code field.
Step 45 | Enter the Account Code field.
Step 46.
Click the Qﬁpply button.
The system will display: “Processing ...”
The Create Requisition page reappears.
Create Requisition
[L“?ér fine Requisiti 5k Z.Addhemsand Services S, 3. Review and Submit
Reevigrwy B datails of your requisiion, make any necessary changes, and submil & for approval
Business Unit: UMass Amihers!
“Riquiesien: slomasing 1, stomasing SCANTENCY:
Riquisition Mame:  PSEARCH LAFTOR CHANGE HEQUESﬂ Hold From Furiher Processing [ Priarity: Medium
bl 1 uUMass Changs Reguest Form UIMags Change Request 1.0000 Esth 0990 =
wlnsale e sl Line Comments o
L p# addtofavortes | [%Modity Lined Shipping / Accounting | [ Delate |
Step 47. | click the Comments icon () to Line 1 to view your Change Request comments.
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The Create Requisition Line Comments page appears.

Create Requisition

Line Comments

Line Description Quantity  Unit

1 Lmass Change Request Form 1.0000 Each 0.990 LsD

== U1 0019023, =\endor Mame: IBM=, =PO BLU: UMAMH=, =P O3 0000000260=, =Instructions;
Flease increase the Quantity far Line 1 to 2 IBM ThinkFad Laptops at $499.959 ea. - Total: $999.498

Replace the existing budget on the purchase order -
to = the new chartfield charged to this requisition — SpeedChart 10. Line Comments
W

Send to Vendor Sendto Vendor [ Show at Receipt [Ishow at Voucher

|l |
oK L

QK | Cancel|

Step 48. | Review your comments and Note the format. The system has added single and
double angle brackets (greater than and less than signs) around individual
comments and commas between the brackets. Your operator name, the vendor
name, the business unit and the PO number, are also reflected in the line, as well as
your text. Check the vendor name against the PO ID, to make sure that you have
selected the right order to change.

You may edit the comments if you find a mistake. Disregard the angle brackets; they
are added by the system, but not required by the system.

h Note: The Send to Vendor checkbox is auto-selected so that copies of the Change

Request can be printed - Comments will not print unless the Send to Vendor
checkbox is selected. Always leave this checkbox turned on for all Change Request
Requisitions.

Step 49. Click the ﬁ button.
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The Create Requisition page reappears.

Create Requisition

Review the detfails of your requisition, make any necessary changes, and submit it for appraval.

1. Define Requisition E‘; 2. Add Items and Services \& 3. Review and Submit

UMass Amherst

|st0masine Q stomasine *Currency:

FSEARCH LAPTOP CHAMGE REGUESTI Hold From Further Processing [ Priority:

Business Unit:

*Requester:

Requisition Name:

Requisition Lines
Description

[ 1 UMass Change Reguest Forrm UMass Change Requast

SelectAll fDeselect Al

L # sddtofavortes | [53ModifyLine j Shipping / Accounting | i Delete |

Yendor Hame

Line

4 0000 Each 0.990 oag B

Total Amount: 0.99 USD

Justification/Comments

&

s} Check Budget |

[Osave as Template
Save & submit | Save and Submit  equisition Find mare iterns

[send to Vendor [ Show at Receipt [ Show at Voucher

Note: Change Request Requisitions do no budget check. The status will remain
‘Not Checked’ on the Confirmation Page.

Step 50.

= .
Click the ‘= 58+ & submit [, 401 t0 save the Change Request Requisition Form
and submit it to Workflow.

The system will display: “Processing ...”
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The Requisition Confirmation page opens.

Confirmation

Requested For: stomasine Mumber of Lines: 1

Requisition Name: Research Laptop CHange Total Amount: 089 Uso
Request
Requisition ID: 0oooooo40o0

Business Unit: UhtAMH
Priority: Medium
Budget Status: Mot Checked

Department Approval

= Line 1:Pending [#]start New Path
Umass Change Reguest Form

Department Approver - Dist 1
Pending Not Routed

Multinle Approvers = Multiple Approvers
®PO Dept Approver 1 - Dist 1 - Bico Dept Approver 2 - Dist 1 4

Note: Any Approvals that are required for the Change Requisition are displayed.
You may view the approvers by clicking on the Multiple Approvers link under the
status (Status = Pending). If you were an approver for this requisition, you would
need to access the approval page to post your approval by clicking on the Worklist
link. Workflow Approvals are covered in detail in the Approval Guide. Workflow
setups vary by campus — screen shots of the application pages in this exercise
reflect the Training environment only.

Step 51.

Note the Requisition ID:

Step 52.

Click the Expand Menu icon (I") to expand the Menu.

END OF JOB AID
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