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Initiating a Change Request

Adding additional funds to your current Requisition/PO line.

To initiate the change request, select ‘Edit Requisition’ from the dropdown under <Select Action> and click on
the ‘Go’ Button.

Requisition Name BU Date Status Budget Origin FY Total Document Count
< 1000064800  Gonserve - 4 mo- FY17 NAUBU D8/11/2016 PO(s)Completed  MotGhkd PUR 2017 1o initiate the ) 2 <Select Action Fl eo |l
Requester: Paddock Charlotte Entered By: Paddock Charlotte change request, <Select Action»

Priority: M umentation

Pre-Encumbrance Balance: 000 USD Check Budget

Copy Requisition

edit the

. requisition. \
—_ = = 4 Ga Edit Reguisition
I = @ & = @ 5 g View Approvals
; Purchase Change ; ' View Printable Version
Requisition Approvals Inventory Orders Regquest Receiving Returns Invoice ay

Click ‘OK’ on the message indicating approval will be restarted.

Message

This requisition is approved. Editing this requisition may restart the approval process. (18036.6249)

Click OK to continue, or click Cancel to go back.

[ ok ] cancel |

To change the price, enter the amount you want to increase your total price to in the Price field. In this
example below, we changed the price from $6,000 to $6,500.

Edit Requisition

‘ﬂ 1. Define Requisition = 2. Add Items and Services 3. Review and Submit ‘

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

Business Unit: Northern Arizona University Origin: [PUR" @, Purchasing Cversight
Requester: ‘qp Paddock,Charlotte *Currency:

Requisition Name: ‘Conserve -4 mo-FY17 Priority:

Card Number: - Expiration Date: [ use Procurn Increased the price fo

$6,000 to $6,500.

Requisition Lines

Line Description Vendor Name uanti uom Price ' Total
P E1 § Consee-PERK-Blenket -dm grou‘plnclsemce 1.0000] Each 6.500 0o 6,000.00 >

P 2 & Conserve - AR - Blanket 4mo - Continental Service Group 1.0000| Each 100.00000 100.00 B

Inc

Select All / Deselect All

Total Amount: 6,100.00 USD
Pre-Encumbrance Balance: 0.000 UsD
Lle Add to Favorites U, Add to Template(s) = Modify Line / Shipping / Accounting fin Delete

Send to Vendor Show at Receipt Shown at Voucher Approval Justification More Comments
[e:] Check Budget Budget Checking Status Not Checked
& Save & submit u@ Save & preview approvals x Cancel Changes Find more items

Click on the Budget check
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Edit Requisition

|E|3E 1. Define Requisition

2. Add Items and Services

3. Review and Submit |

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

Northern Arizona University

[cip

Business Unit:

Requester:

Paddock,Charlotte
Requisition Name: |Conserve -4 mo -FY17
Card Number: -

Expiration Date:

Requisition Lines £}

Line Description Vendor Name

"B 1 @ Conseve PERK-Blanket-4m Continental Senice

Origin: PUR @ Purchasing Oversight
*Currency:
Priority: Medium -

[l use Procurement Card

6,500.00000

1.0000| Each 6,000.00 @IO
Group Inc
P 2 & Conserve - AR - Blanket 4mo - Continental Service Group 1.0000| Each 100.00000 100.00 %O
Inc
Select All / Deselect All Total Amount: 6,100.00 USD
Pre-Encumbrance Balance: 0.000 usD
L & b " - b
L5 Add to Favorites N Q Add to Template(s) Maodify Line / Shipping / Accounting 1 Delete

Send to Vendor

Show at Receipt Shown at Voucher

Comments

Approval Justification More Comments

E | Check Budget Budget Checking Status:Not Checked
Dg Save & submit m Save & preview approvals x Cancel Changes

Find more items

A message will appear regarding budget checking this increase will submit your changes to be submitted for
approval. Click Ok.

Check Budget will save and submit the requisition for approval (18036,12107)

Click on the ‘Save & Submit’ button.

Edit Requisition

|E|* 1. Define Requisition 2. Add Items and Services

3. Review and Submit ‘

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

Business Unit:

Morthern Arizona University

Requester:

[eip

Paddock,Charlotte

Requisition Name: ‘Conserve -4 mo-FY17

Card Number: - Expiration Date:

Requisition Lines g}

Origin: PUR Q) Purchasing Oversight
*Currency: usp
Priority: Medium -

[ use Procurement Card

Line Description Vendor Name
P 1 & Conserve-PERK-Blanket-4m Continental Service 1.0000 Each 6.500.00000 6,000.00 >
Group Inc
P 2 3 Conserve - AR - Blanket 4mo - Continental Sevice Group 10000, Each 100.00000 100.00 %O
Inc
Select Al / Deselect All Total Amount: 6,100.00 USD
Pre-Encumbrance Balance: 0.000 usD
LJ;. Add to Favorites Q Add to Te é Modify Line / Shipping / Accounting _m Delete

Send to Vendor Show at Receipt Shown at Voucher

Approval Justification More Comments

[e3] Check Budgst

Budget Checking Status:Not Checked

I:‘gly Save & submit |' 1@ Save & preview approvals X Cancel Changes

Find more items
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The approver expands the “change request lines” to view the “change request details”. Then they can approve
the requisition.

Requisition Approval
Documentation

Business Unit: NAUBU
Requisition 1D: 1000064800
Requisition Name: Conserve - 4 mo - FY17
Requester: Paddock. Charlotte
Entered on: 08/11/2016
Status: Pending Total Amount: 6,600.00 USD
Priority: Medium
Budget Status: Valid
Requester's Justification:

No justification entered by requester.
4 Edit Requisition View printable version

?

Line Information Personalize | Find | B r B 2012 D as
Line Item Description Vendor Name Quantity uoMm Price

0] 1 Conserve - PERK - Blanket - .. CONTINENTA-004 1.0000 EA 6500.00000 uUsD

B8 2| Conserve - AR - Blanket 4mo CONTINENTA-004 1.0000 EA 100.00000 usb

[F] Select All / Deselect All
L View Line Details 4 Approve 2 Deny i ) Hold

~ Change Request Line(s)

Change Request Details Personalize | Find | B | # First £ 12012 I Last
Line Sched Field Name New Field Value Prior Value Reason Code
1 1 Requisition Price 6500.00000 6000.0000

After the approver has approved the requisition; the requestor/buyer will receive an email prompting them to
approve the change order. Change orders on DPT requisitions will be approved by the established
departmental requisition approver. Change orders on PUR requisitions will be approved by the Purchasing
Buyer. PUR change orders will need to have supporting backup sent to the Buyer for the file.

The following requisition has been "Approved".

Requester: cjp

Business Unit: Northern Arizona University
Requisition ID: 1000064200

Requisition Name: Conserve - 4mo - FY17
Date: 2016-08-11

You can navigate directly to the approval page for more information by clicking the link below.

https://financials.peoplesoft.nau.edu/psp/pf9101/EMPLOYEE/ERP/c/PV MAIN MENU.PV REQ APPROVALGBL?
Action=U&BUSINESS UNIT=NAUBU&REQ |D=1000064800

Requestors will also receive the regular approval email. After receiving the email the requestor/buyer will
navigate to the worklist and open the change request or navigate directly to eProcurement > Buyer Center >
Approve Change Requests.
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Favorites = Main Menu > Worklist > Worklist

Search Menu:

\."m'orkli| | @

Worklist

Employee Self-Service
Supplier Contracts

Detail Viey Items

From

Vendors

Purchasing
eProcurement
Services Procurement
Grants

Travel and Expenses
Accounts Payable
Asset Management
Commitment Control

]
]
]
]
]
O
5]
]
]
5]
]
]
(1 General Ledger

- v v v v 4

L1 Buyer Center
D Create Requisition

[} Manage Requisitions
D Manage Requisition Appro' D Dispatch Purchase Orders
Q Approve Change Requests

D Receive Ttems
D Procurement Processes

3
»

Worklist Filters |

Personalize | Find | \View |

(3 vendors
() Receipts

i

vitw Driarity L

(1 Set Up Financials/Supply Chain »

Enter the PO Number and click ‘OK’

Selection Criteria
Business Unit: NAUBU Q
PO Number: 2000061650 x|Q
*Vendor: Q
Vendor ID: Q
Vendor Name: ‘
Buyer: [eip Q
Purchase Order Reference: ‘
Review Complete:
PO Updated:
Change Order Source: Q
Cancel Refresh

After opening the “approve change request” page, change the approval status to “Approved” and save the
page.

Approve Change Requests
Approve Change Requests Personalize | Find | View Al | E1 First K1 12 0r2 OV (st
Cmnge Header Change Reason

Sel BusinessUnit  POID “Approval Status Change Order  Change Order Source  DatefTime Reviewed  Reviewed On  Modified By

M NAUBU 2000061650 IﬂEE 1 ePro 11/08/2016 2:36:26PM | cip

—

[ |NAUBU 2000061650 App — 1 ePro 10/11/2016 4:01:16PM gebd
Search
Show Detail Entry
Purchase Order Inquiry
[<] Notify | | &% Refresh [hAdd | | 7 UpdateiDisplay | | =] Include History | Correct History.

After approving the PO change request, the change order process (for DPT) will run during these specific times:
7:30am, 9:30, 11:30, 1:30pm and 3:30. For PUR change orders, the purchasing buyer assigned to your PO, will
process your change request after review of your supporting documentation.

After processing the change order, the PO is updated. The PO will need to be dispatched again.
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Faverites | Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

' Documentation
Purchase Order A
Business Unit: NAUBU PO Status: Approved A x
POID: 2000061650 Budget Status: Walid :‘ﬁ I:]
Change Order: 2
Copy From: ] ) Hold From Further Processing
+ Hi
Doc Tol Status:
“PO Date: 081172016 [ Vendor Search oc Tol Status: Valid
Backorder Status: Not Create BackOrder
“Vendor: CONTINENTA-004 Vendor Details Backordered
Receipt Status: Eortial
“Vendor ID: 0000001247 C artial
“Di: : Dispatch
“Buyer T Dispatch Method: Print al patch |
poReones: |
Header Details Activity Summary Merchandise: 6,600.00
PO Defaults Document Stalus FreightTax/Misc.: pog | Calevate |
Reguisitions Edit Comments Total Amount: 6,600.00 USD
PO Activifies Add ShipTo Comments Encumbrance 547955 ysp
Balance:
Add Items From Select Lines To Display
Purchasing Kit Catalog ltem Search e | Qtes | a Retieve |

Personalize | Find | Vie

Ship To/Due Date  Statuses || ltemInformation || Affributes || RFQ [ Confract  Receiving

Line ftem Description PoQty “UOM  Category Price Werchandise  status
Conserve - PERK - Blanket - f !
1 B 4o - JunelJulylAug/Sept - FY1T 5 1.0000EA 94633 Q| 5.500.00000 6,500.00 Approved “ ] = ==
i T

E Conserve - AR - Blanket 4mo -
e B JunefJuly/Aug/Sept- FY17 &

1.0000 EA 94633 @ |[100.00000 100.00| Approved (@] S ==

The PO has been updated with the new amount as shown above.

You can also view the status of your Change Request by clicking on the ‘Change Request’ symbol.

1000084800  Conserve -4 mo - FY17 NAUBU  08/11/2016 PO(s) Completed Valid PUR 2017 6,500.00 0 <Select Action: -~ Go |
Requester: Paddock.Charlotte Entered By: Paddock.Charlotte Priority: Medium | Documentation |
Pre-Encumbrance Balance: 000 USD
3 == -
Reaq Inventory Orders Receiving Returns Invoice Payment
Request Lifespan:
Line Information Personaliza | Find | 1 |
Line Description Status Price Quantity uom Vendor
1 Conserve - PERK - Blanket - Completed 6.500.00 usb 1.0000 EA Continental Service Group Inc
2 Conserve - AR - Blanket 4mo .. PO Completed 100.00000 usb 1.0000 EA Continental Service Group Inc x

It will show the details of each line that has a change request. When the Change request Status shows
‘Completed,’ then the change has been fully processed.

Purchase Order  Change Date/Time Req n Approval Status Change Request Status
= 1000064800 Conserve - 4 mo - FY17 2000061650 10/27/2016 6:15:26PM Approved Completed
Requester: Paddock Charlotte Entered By: Paddock Charlotte

ge Request Details

Change Requests Change Reason Processing Errors

Change Date/Time Item Description iz Field Prior Value Ehannel Berilit

Type Value Approval Status i e A

1/10/11/2016 3:50:23PM Conserve - PERK - Blanket - 4m | Change Requisition Price 6,000.00 6,500.00 Approved Completed
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If you cannot dispatch your change request even though the status shows ‘Completed,” then please navigate to
the PO to make sure the budget is Valid.

Navigation is Purchasing > Purchase Orders > Review PO Information > Purchase Orders

Enter the PO number and click on the search button:

Favo_rites Main"Merlu o Purdlasing ¥ PurchassOTﬂers > Rev'lew'l?o_lnfon'naﬁan v Purchase Orders
2AT :
Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

 Search Criteria

Business Unit: EI [NAL.IBU—Q
PO ID: begins with * IZDOD092483

Contract SetlD: begins with * | (&}
Contract ID: begins with v || Q
Release Number: = v

Purchase Order Date:| = Al 1
PO Status: [= v v
Short Vendor Name: | begins with » | Q
Vendor ID: begins with v || Q
Vendor Name: begins with v || Q
Buyer: begins with v || Q
Buyer Name: begins with * | Q
[T case Sensitive

[ Clear | Basic Search [ Save Search Criteria

If the Budget Status shows ‘Not Chk’d” as shown below, you will need to email Purchasing at nau-

purchasing@nau.edu to budget checked this PO for you. After this PO budget status is ‘Valid,” you can finally
dispatch your PO.

Favorites : Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

FHOH W
Purchase Order Inquiry
Purchase Order | Documentation (D) | Related Requisition Documentation (1)
Business Unit: NAUBU PO Status: Cpen

PO ID: 2000092423 Budget Status: Not Chk'd

Change Order: 1

PO Date: 03/18/201% Doc Tol Status: Valid

Vendor Name: MDLURIE-001 Backorder Status: Not Backordered

Vendor ID: 0000021080 wendor Details Receipt Status: Fartial

Buyer: Schindele, Kristina R Hold From Further Processing

PO Reference: Sl S LIy

Merchandise: 350.00
Header Details All BTV Document Status FreightiTax/Misc.: 0.00
Header Comments Matching Total: 350.00 USD
Change Order Activity Summary Encumbrance 150.00 USD
Balance:
Personalize | Find | view Al | B | 38 mrst K04 ora I ot

m e Merchandise

ne tem ID Item Description Category PO Qty uoMm Amount Status
1 % RS SPEAKER LURIE 96104 1.0000 EA 350.00 USD Approved o o
|5 Retum to Search | (=] notity | | iRelated Links |
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