
E-Procurement System Tutorial: Change Order Process



 

 

5. In the Non‐Catalog form, adjust either the Quantity (decrease to actual amount received) or Estimated Price 

(decrease to what has actually been paid. Refer to the Invoice tab to see what has been paid out).  

PLEASE NOTE: there must always be a value in the Quantity field, it cannot be "0." 

 

 

 



 

8. Click the menu (the  in the upper right of the form) and select Finalize Revision.  

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Enter a Comment as to why the Purchase Oder was revised and click Save.  

*PLEASE NOTE: If you want the supplier to receive the modified PO, leave the Distribute PO box checked. Uncheck the 

box if you do not want the supplier to receive the modified PO.   

 

 

 

 

 

 

 

 

 

 

 

The Purchase Order is placed into workflow and reviewed by Purchasing. 


