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This guide will assist in performing a Change Request to an existing Purchase Order. This action is required when
there are any revisions to the original purchase order such as total cost, number of items ordered, revise
accounting/budget codes and/or when invoice needing payment does not match the original purchase order.

First step, locate the original purchase order.
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Select the purchase order in need of the change request by clicking on the PO number itself.
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Click on the three dots on the top right and select Create Change Request.
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The system distributed the purchase order using The method(s) indicated below the
Purchase Order Dats QrZ2/2025 last time it was distributad: view Supp
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A Create Change Request box will pop-up. The only required field that needs to be filled out is the Change
Request Reason box. There is not a need to select a recipient. Then select Create Change Request.
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If the accounting codes require revision, they can be revised by going to the purchase order line items. To revise
the accounting codes by selecting the three (3) dots on each of the line(s) and selecting Accounting Codes to

revise.
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Procurement staffing
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If the original line item entered on the purchase order needs revision, click on the purchase order line that requires
revisions.

1 Line e [] =
Smith Temporaries dba CornerStone Staffing - 1 Item - 25,000.00 USD | |
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Line Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 | Procurement staffing 25,000.00 Qty: 1 25,000.00 e |
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Onsite Contact:  Johnny Trevino Contract no value Internal Note no value
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Commodity no value internal Add
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more info
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Once the line is selected then make any revisions to the information that was previously entered, then select Save.

Skip to page 11 if no additional line items are to be added.
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If an extra line or charge needs to be added, change the information and select “Add and Go to Cart” instead.
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Ferrn I Add and go to Cart I
Add to Cart
Instructions add to Draft Cart or Pending PR/PO
Use this form bo submit a request for the purchase of sendces Add to new Cart
Supplier m
Supplier information:
Supplier & Smith Temporanes dba Comersone S1afing
Fulfillment Agdress PS Location @
1300 Surnmit Ave. Suite 110
Fart Worth, Texas 76102 United States
Supplier Phong +1 B17-332-5BE2 ext. 11
Digtribution RMethod
The system will distribate purchase orders Using the method(s) Incicated below
Ermail (HTML Body) Iwi@onmerstonestalfing. com
Can't find your Supp“er‘? They probably need to be enmlled. Please request your new suppler using the Suppller REQU'EST form
Contract - -
Select Conmract
Service Information ™

Total 30,000.00 USD
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Once the new line item is in the cart, select Add to Draft Change Request. Then select the correct Change
Request number. To finalize, select Add.
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Return to the Change Request if you added new lines. Then select the Attachments tab, then Add Internal
Attachment to attach the document and/or invoice substantiating the Change Request.
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Confirm that the revision and/or addition is correct and that the total is correct then select Submit Request.
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Change Request has been submitted and it will show pending approvals.

m M Sewh()  Q  ooouso W O AL R
Crders b Esarch b Change Requasts m
= Sﬂamh Chil'lg& Rﬂ““ts Biaeds »  APnFles :ilij:-"hll r
Quick Filters My Saarches Created Date: Last %0 days » | Quick search Q @ AddFiter=  Clear AllFilers ?
Suppler Change Request Pripared Submitted Change Request PO

: [] HNo. * Supplier Faor Date @ Status Total Amount =  Original PO Total *  Amountof Change = Number
Smith Temporaries dba . . .
ey Salrg © | [0 wmn Smith Temporares doa ComerSione L. () mﬁnm lﬂ:f:i IEZ)  woo0000sd 2500000 USD 700000 USD  POD10622

Change Request Status v

Panding n

13






