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General Steps

 Locate the Goods Form under Procurement Forms in Jaggaer.

 Enter the supplier name. Verify the correct address is being used.

 Enter each item from the supplier quote as a separate line item and ensure 
descriptions, quantities, pricing, and charges match the supplier documentation.

 Click Add and Return for multiple lines, until the requisition reflects the complete 
quote. Add a $0 shipping line if applicable.

 Review the requisition for accuracy, correct any errors, and verify the shipping 
address and account string before proceeding to checkout.

 Attach the supplier quote, contract, estimate, or other supporting documentation to 
substantiate the purchase request.

 Select Place Order to submit the requisition for approval. Once approved, a 
Purchase Order will be issued to the supplier, and invoices must be manually 
uploaded to the Purchase Order for payment.



Change Request Overview

 Procurement Forms are used to request goods or services that are not 

available through a Jaggaer Punchout Catalog.

 Use a Change Request to update an existing Purchase Order (Procurement 

Form) after it has been approved, such as increasing the total amount, revising 

line items, updating account strings, or correcting the Purchase Order to match 

a supplier invoice.



Create a Change Request

 Locate and open the original Purchase Order, then select the three-dot menu 

and choose Create Change Request.

 Enter a clear Change Request Reason describing what is being changed, then 

select Create Change Request. You do not need to select a recipient.



Revising the PO

 For account strings: navigate to the affected purchase order line and select 

the three-dot menu for that line. Choose Accounting Codes and make the 

necessary updates to the account string.

 Select the pencil on the Summary page under Accounting Codes to adjust the entire 

PO.

 Specific line items: Select the line item directly to open it. Update the 

description, quantity, unit price, or other applicable information as needed, then 

select Save.

 Add an item: Click on a line item, enter the new information, and select Add 

and Go to Cart instead of Save. This will add the item you have updated, 

keeping the original line item the same.



Revising the PO
 Accounting Strings: Two ways.

- OR -



Revising the PO
 Adjust Existing Line Items: Open your line item, adjust, click save. Close returns you 

to your Change Request.

This example is adjusting the 

overall dollar amount down to 

make the PO Fully Matched, as 

no additional invoices are 

expected.



Revising the PO
 Add an Item: Follow the same process as in the previous slide, but click “Add and Go to Cart” 

instead of Save.

 Use this method to add shipping charges.

 The items will then need to be manually added to a change request using the three dot menu 
next to the line item. Select “Add to Draft Change Request” and select the appropriate 
change request.



Attach Documentation
 Click close to return to the change request if you have not already. Open 

the draft change request if you were adding line items.

 Attach any documentation supporting the requested change, such as an 

updated quote, revised pricing, additional scope of work, shipping charges, or 

an invoice that exceeds the current Purchase Order amount.

 Open the Attachments tab and select Add Internal Attachment to upload 

supporting documents.



Review & Submit

 Review all revisions to ensure the Purchase Order accurately reflects the 

requested changes before selecting Submit Request.

 The Change Request will route through workflow approval and display a 

Pending status until all required approvals have been completed.



After Approvals

 Approval of a Change Request updates the Purchase Order but does not 

process payment to the supplier.

 Supplier invoices must still be manually uploaded to the Purchase Order 

through the Manual Invoice Upload process before payment can be issued.



QUESTIONS?

Email 

Procurement@tcu.edu
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