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Howto Amenda PurchaseOrder

Thisprocedureoutlinesall the processe®f how to amenda purchaseorder.

A purchaseorder canbe amendedat anytime until the order hasbeenfully invoicedand closed.APOcannotbere r
openedif closed,andit can’tbe amendedwhilst there is anotherfunctionin progressamendmentalreadystarted,
receiptin progresspr invoicematchin progress).

A purchaseorder alsocannotbe amendedif the supplierhasbeenselected
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3. Findthe POyouwishto amend(can’tbe amendedunlessstatusis ‘on order’ or ‘partially invoiced’),then clickon
View.

4. Beforeyoucanamendanything,youfirst needto CreateAmendment.

5. Recommendamingthe amendmentdetail relevantto what you are amendingthen save
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Amendinga CurrentLine

1. Onthe ‘Ordereditems’tab, clickon Editunderthe line youwishto amend.
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2. Amendanyof the optionsyou initially entered. Thiscanbe that youincrease/decreaséhe quantity, changethe unit
amount,amendthe total valueof a service updatethe descriptionof a product, etc...

3. Onceyou haveupdatedthe line with the amendeddetails(quantity in this example) save.Youcanseethe valueof
the line hasbeenincreasedandthe line statusalsoshowsas‘Amended’.
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4. Attachall documentsrelatingto the amendment,and submit for approval.
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Addinganew Line

1. Clickon +Add at the top of the linesin your PO,and selectAd hocrequest.
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2. Completeall fieldsto adda newline (in this exampleaddinga freight line).
If you havemultiple linesto add,usethe dropdown nextto save,andselectsaveand add. Otherwise just selectsave
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3. Youwill noticethe line statusshowsas‘Added’.
Attachall documentsrelatingto the amendment,and submit for approval.
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Deletinga Line(reducingto 0)
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Completinga Linethat is Partially Invoiced(reducingto receiptedvalue)— no further invoices

1. Whenthere areno further invoicesto be appliedto aline, youneedto ‘complete’the line by reducingthe
value/quantityto what hasbeenreceipted.Clickon Editunderthe line youwishto reduceto ‘complete’.
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2. Followstep?2 above,howeveryoucanonlyreducethe line to the alreadyreceiptedvalue.Anerror will appearif you
enter avaluetoo low. Youcanusethis error to copythe amountto enter into the valuefield, then save
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3. Theline will now showa statusof ‘Fullyinvoiced'.
Attachall documentsrelatingto the amendment,and submit for approval.
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Changinghe accounton a Linethat is Partially Invoiced(reducingto receiptedvalue,add a new line)

If there hasbeeninvoicespaidon aline, you cannotdirectly amendthe accounthumber.Youneedto ‘complete’the line
by reducingthe value/quantityto the receiptedamount,then adda new line with the new accountfor the balance.

1. Followstepsl&?2 above.

2. Thenyouwill simplyneedto follow the stepsto ‘Addanewline’ asdescribedon page4 of this procedure(onlyfor
the balanceyoujust removedfrom steps1&2 above).

Inthe belowexample $12,923.35vasremovedfrom a partiallyinvoicedline, then $12,923.35vasaddedto anewline
with newaccount.
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L 8records.

0.00

0.00

| B 0.0,
AR CERE TE U5V ——oEe OPR L RSl BYG CEARCHBE I'E .5 VE

TR AN R ) T e

Amount Account Number

B1292335 1410.11165.0470.8535
5- 1410.11165.0470.853%
5- 1410.11165.0470.853%

R1%02%35

Year Amount
2021 57981868
2022 543,298.20
Temp 57,163.46
Tstal SR 1R 28R L e

T s 4 0

ﬁjﬂ:lm;h—é

Current Approved

Amount
579,81E.68

Costing Summary
Account Number ¥ear
1410.11165.0470.8539 2021
1410.11165.0470.8535 2022 ST TN0S
1187111655133 657530 2022°
11471116354 105,539 JFHE
Total

Amended To

-512923.35

512/925:35_|
T F

Difference

Amount

=)

5000

PageB of 8

V.20210630.1



