PO change order process

[bookmark: _Hlk213942623]New available changes:
Create/withdraw/edit CO as a preparer for single line & multi-line PR. We can also create a CO for multi-distribution PR (with more than one charge account).
Add notes and attachments on the CO while editing it
Cancel the pending CO
View approvers and add additional approvers on a CO
Edit the unit price/qty on the CO as per the PR type
Options to add or delete a line. Delete will only be available for new lines.

Create and edit a PO, with a pending change order. 

Locate the PO, select the ellipsis (3 dots)  select edit or view details from the menu.
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This example shows a PO pending a change order
[image: A screenshot of a computer
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An alert will pop you are about to withdraw change order pending approval.
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Select the pencil icon to edit every line and/ or sub tab: Schedules and Distributions.
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Once the pencil icon is selected for the line, available boxes to make changes will show editable selections. Click the check mark when done, save submit.
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Select the plus + sign to add a line.
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Complete the mandatory fields, select the check mark. Or if you click elsewhere on the page this activates the check mark.
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To update requester name, requested delivery date or charge accounts, use the schedule or distribution tabs.
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Select the tab e.g. Schedule, click on the pencil, add the requested delivery date. NOTE: an open box does not appear, this section is grey, but you can update it.
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Select the tab: e.g. Distributions, click on the pencil icon, update the requester name. NOTE: this section is grey but does have a menu arrow. Type in part of the first last name and select.
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Select More Details to add supplier notes and attachments
[image: A screenshot of a computer
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Additional functions are available for the line. Hi-lite the line, if icon is greyed out, the selection is not available.
Cancel is not available for line 3, but delete (trash can) is available, as this is a new line.[image: A screenshot of a computer
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Cancel is available for line #2 but delete (trash can) is not.
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When finalizing the change, use the ellipsis (3 dots) to view menu choices. Validate will check the changes to confirm if errors are present. View approvers to check the approvals required. View change details to look updates, cancel change order.  Cancel would cancel the PO. NOTE: if receipts or invoices are applied this not allowed.
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Approvers view. Add approver is available as with a new requisition.
Approver name must be hi-lited, select add approver
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Add approver first last name, select where to place their name, check box FYI for notifications.
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Once you select SAVE, the change amounts will be visible
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Once submitted the order will show pending approval
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Editing a PO with multiple distributions
Select ellipsis, select edit or if you reassigned select view details.
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Enter the change reason, select Edit.
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Go to the distribution tab, select pencil icon for the line to update
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You can edit the amount (quantity or ordered) depending on type.  To edit the charge account segments, add you cursor into the segment to update.
In this example, updating the department, when part of the 4 digits is removed, a pop up will show available departments based on the selection.
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Or you can use search for combinations
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If the account segment is not approved or if invoices are applied, an error automatically populates or if you select the ellipse, Validate. Make the correction if you cannot entered the original details and Save, Select Delete, this will remove the incomplete change order.
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Split is available to add additional charge accounts. Edit line to split.
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Add the amount to split from distribution 3, go to the charge account segment and update.
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After updating the new distribution line # 4, go back to #3 to lower the amount.  Select Save.
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@ 1-1-4 FLL AP - Securitas Security Services - WE 1,400.00 1,400.00 +140000  Lani Muraoka B Va

found. X
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Change Order 3

Purchase Order 28789638

I Entity LE The Hertz Corporation  Creation Date 11/13/25

Suppiier
SUN AUTO TIRE AND SERVICE INC

Change Order Description
CO3 to be withdrawn to resubmit

Lines (2)  Schedules (2) Distributions (2)

Action A @ .
oo od Line* © LineType*
. 1 Goods
. 2 Goods

Suppiie Site
AUTOINTEGRATE

Change Type
External

Additional Order Details

Item

Status

Open

Open

Total
31,401.05 USD

Change Order Funds Status.

Category Name* Description*

FLEETMNTMECHANICAL  PART: Brake Pad Wear Sensor

FLEETMNTMECHANICAL ~ PART: Brake Pad - Front (Set)

‘Amount Changed
+31,373.10 USD

Quantity ~ UOM

14 Each

1 Each

Price*

24,000.95

5,000.00

e and Close

Ordered

26,401.05

5,000.00





