PeopleSoft Training Document

Financials 9.2

Change Orders

Functional Area

Purchasing

Process Area

Processes covered in this document

1.1.1 Cancel a Purchase Order
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Changing Purchase Orders

Objective

To understand how to carry out a change order to a Purchase Order.

This occurs after a Purchase Order has been created and a change needs to be made.
Cancel an order entirely

Cancel a line in a multiple line PO

Change the order at the header level
Change a line in an order

Overview

Changes and the Approval Workflow

Cancellations do not re-invoke the approval workflow.

Other changes to a Purchase Order will usually send the PO for approval again.
The exceptions are:

e Reduction in quantity on quantity PO lines
e Reductions in amount on amount only PO lines

Cancelling a Purchase Order

Error Messages:
A Purchase Order cannot be cancelled where:
o Areceiptis attached (receipt needs to be cancelled first)
¢ An invoice/voucher is attached
e The PO s in the 'Closed' state
If you attempt to cancel such an order you will receive an error
message.

&

please note-

A PO needs to be cancelled where:
e ltis a duplicate
e It was raised against an incorrect supplier
e We no longer require the goods

There may be other reasons for a cancellation.

&

please NOte
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STEP

CANCEL THE PURCHASE ORDER

Path

Purchasing WorkCentre > Add/Update Expess PO

Search for PO
1. Enter PO ID
2. Click Search

Click the PO to
cancel

3.

Express Purchase Order

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

Find an Existing Value | Add a New Value

Search Criteria

Business Uni UNITC

POID
Purchase Order Date

2

PO Status|= v |

]

Short Supplier Name [begins with
Supplier 1D [begins with w |

Supplier Name

oo segeewn |

Buyer Name hauyeung
[

PO Type[= v

ﬁpﬁﬁp

Purchase Order Reference | begins with v

Hold From Further Processing

O

Ccase sensitive

Search ar

Search Results

)
Basic Search [ Save Search Criteria

New Window | Help | (1

View Al Fist ‘4 15054 b Las
Business Purchase Short Supplier Buyer PO Hold From Further
- POID PO Status Supplier ID Supplier Name Buyer Purchase Order Reference i
Unit Order Date Name Name  Type Processing
UNITC 0002063517 19/01/2017  Pend Appr BOC 0000000326 BOC Limited HAUYEUNG hauyeung General First quarter gas order 2017 N
UNITC 0002063516 19/01/2017  Pend Appr COMPENG-001 0000022162 Compusofi Engineering Lid HAUYEUNG hauyeung General Demo of commentsand attachment N
UNITG 0002063510 13/01/2017  Pend Appr BOC 0000000326 BOC Limited HAUYEUNG hauyeung General First quarter gas order 2017 ]
UNITC 0002063509 10/01/2017  Pend Appr BOC 0000000326 BOC Limited HAUYEUNG hauyeung General Gas supplies for quarter 1/17 ¥
UNITC 0002063508 10/01/2017  Pend Appr BOC 0000000326 BOC Limited HAUYEUNG hauyeung General Gas supplies for quarter 1/17 N
UNITC 0002063507 10/01/20° nd Appr BOC 0000000326 BOC Limited HAUYEUNG hauyeung General Gas supplies for quarter 1/17 N
UNITC 0002063506 1Bm1!20pav:hed BRISCO 0000000354 Briscoes (NZ) Lid HAUYEUNG hauyeung General example for training N
UNITC 0002063505 09/01/2017  Pend Appr ADHETEC 0000000036 Adhesive Technologies Lid HAUYEUNG hauyeung General Adhesives order N

0000023921 Compass Lid HAUYEUNG hauyeung General Contract compuler servi ]

UNITC 0002063503 20112/2016

Pend Appr COMPLTD-003

To cancel the
entire order

1. Click X

Express Purchase Order
Purchase Order
Business Unit UNITC

POID 0002063506
Change Order 2

Copy From
Header
*PQ Date |10/01/2017 [ Supplier Search
*Supplier BRISCO Supplier Details
=supplier 1D 0000000354 Briscoes (NZ) Lid
*Buyer HAUYEUNG hauyeung
PO Reference Exampie for training
Header Details Activity Summary
PO Defaults Add Gomments
PO Activities Add ShipTo Comments
Requistions Document Status
Header VAT
- Actions
Add ltems From (7
Galalog Item Search
Purchasing Kit
Description
cups and saucers - boxes of 4 B@
225 characlers remaining
> B Sandwich Plates - boxes of 4 (I,
226 characters remaining
B
5 Tea towels B
244 characters remaining
Expand All Gollapse All
View Printable Version View Approvals
fsave || Retumto Search |[+] Previousin List |[+[] NextinList ||=]Notify

| New Window | Help | Personalize Page

A

PO Status Dispatched

*@

[J Hold From Further Processing

POA Status  Initial Dispatch Acknowledged

Backorder Status Not Backordered Create BackOrder

Receipt Status  Not Recvd

*Dispatch Method[Emal /] Dispalch
Amount Summary (7
Merchandise 131.30 e
FreightiTax/Misc. 18.70 alculate
Total Amount 151.00 NZD
Select Lines To Display 7
Search for Lines
Q To @/ Retrieve
Find  Fist 4+ 1-30f3 ' Last
POQty <UOM  Category Merchandise Amt  statys
10.0000 EA | [44120000 Q 05000 pppoved B HE
500000 EA | [44120000 Q] 26300 poproved =
240000 EA | [44120000 MO aceed B HE
Goto ... More ..
£ Refresh
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1. Click Yes

Message

Canceling a purchase order will commit any changes made and p nt further ch Continue? (10200,515)

When you mark a purchase order as canceled, the system does not allow any further changes fo the purchase order. Any
changes made, however, will be stored on the purchase order.

1. Click OK

Express Purchase Order
Cancel Purchase Order

| Amount ¥
PO has 'Pending Cancel' status. Dispatch PO to set the status to

o

|@save |G Retum to Search | [+ Previousin List |[45] NetinList | [=IMolity |[2¥ Refresh | 5 Add | 5 Updale/Display
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Cancel a Purchase Order Line

Use this process when you have produced a multi-line purchase order and you want to
cancel just one line of this order.

Error Messages:

A PO line cannot be cancelled where
e Areceipt is attached (receipt line needs to be cancelled first)
e An invoice/voucher is attached

e The PO s in the 'Closed' state
If you attempt to cancel such a PO line you will receive an error message.

&

please N0t

STEP CANCEL A PO LINE

Path Purchasing WorkCentre > Add/Update Express POs

Search for PO

Express Purchase Order

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

Find an Existing Value Add a New Value

2. Click Search

Search Criteria

Business Unit UNITC

PO ID|begins with |0002063502 0
Purchase Order Dale
PO Status|= v
Short Supplier Name
Supplier ID[begins with |
Supplier Neme
Buyer[begns wih V]
Buyer Neme
PO Type[= v| | v
Purchase Order Reference

Hold From Further Processing O

LpLpLoPLL B L

Ccase Sensitive

2
Sealche Clear Basic Search = Save Search Criteria

Find an Existing Value | Add a New Value
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STEP

CANCEL A PO LINE

1. Click on Line
Details Icon

Business Unit UNITC
POID 0002063502

A x

PO Status Dispatched

=

POA Status  Awailing Acknowledgement

[ Save 0’-“ Return to Search ||| Nofify || & Refresh

L+ Add

Copy From [JHold From Furtner Processing
=h Header (7
L_I'EI for the I»O Date 1911212016 [Hl  Supplier Sear
PO | S, ot il sl T oo e esiip i o
. e VAL
wish to  hctons
Cancel Add ltems From (7 Select Lines To Display (7
Catalog Item Search Search for Lines
Purchasing Kit Line Q  To Q  Retrieve
Lines (7 Find First ‘4 1-40f4 ‘b Last
Line ftem Description POQty =uUOM  Category Merchandise Amt  Statys
1 % Paper clips x boxes Q& 10.0000, EA 269500 Q, 35,500 Approved ==
235 characters remaining
. B Pencis Stasdler x 20 perbox (U8, 10.00000 EA | [268500 Q 152500 ppproves @ HLE
225 characlers remaining
3 F‘%o Standup stapler EgE, 60000 EA | [269500 Q 260000 ppproved B ==
239 characters remaining
4 F% staples @Q& 25.0000, EA 269500 Q, 123,75@ Approved [:’E“ EI=
247 characters remaining
Expand All Collapse All
View Printable Version View Approvals Goto _ More
A Pop Up Wl” Details for Line 3 x
f h Help
Open Or t e PO ID 0002063502 Supplier OFFIMAX-001
relevant line. Line Kem 1D
1. Click on the tine Detals
Category 269500 Line Status Approved ¥ A
Can Cel Description Stationery & Office Supplies Backorder Status Not o
Backordered
Category ID 00314 Amount Summary
Icon Amount fo Receive 216.000 NZD Merchandise Amount 216.00 NZD
‘Quantity to Receive 6.0000 Doc. Base Amt 216.00 NZD
Transaction Item Description
Standup stapler
Preferred Language Item Description
Expand All Collapse All
Item Information
Attributes
RFQ
Contract
Receiving
OK Cancel Refresh
2. Click Yesto | Messaoe
This action will cancel line 3 for this purchase order. Continue? (10200,229)
The action that you are taking will cancel this line for this Purchase Order. I you do not want to cancel this line, then you cannot perform the action at this
time.
No
Line 3 IS NOwW Lines (Z Find  First ‘¢ 4-40f4 2 Last
k d Line Item Description POQty *UOM  Category Merchandise Amt  §iafus
marked as T B Paper clips x boxes g 10.0000] EA 269500 Q) 855000 ppproves  EQH EI=
can Cel Ied 235 characters remaining
. 2 B Pencils Staedlerx 20 perbox (g, 10,0000 [EA 269500 Q| 152500 ppproved D (2=
LicherrseEmenaiza
3 B Standup stapler Q‘d 6.0000 |EA 269500 216.000> Canceled Eﬂ 2]
1. Click Save =
39 Temamning
. = EIE
4 B staples @Q& 25.0000) EA 268500 Q 123750 Approved e
247 characters remaining
Expand All Collapse All
View Printable Version View Approvals Goto . More ..
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Change Order — Header

Use this process to change details that affect the entire Purchase Order. Changes to the
header comments or the insertion of a CAPEX authority would be changes at the header

level.

Example: Change an Approval Justification where a PO has been denied due to missing
approval justification

STEP

CHANGE AN APPROVAL JUSTIFICATION — PO DENIED

Path

Purchasing WorkCentre > Add/Update Express POs

Search for PO
1. Enter PO ID

2. Click Search

Express Purchase Order

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

Find an Existing Value Add a New Value

Search Criteria

Business Unit[= v UNITC
PO ID 0002063502
Purchase Order Date
PO Status|= v
Short Supplier Name
Supplier ID
Supplier Name
Buyer{begins with |
Buyer Name
PO Type[= v |

Purchase Order Reference

Hold From Further Processing

pppppolla o

O

[ case sensitive

=]
Sean:he Clear Basic Search [©7 Save Search Criteria

Find an Existing Value | Add a New Value

1. Click on the
"Add
Comments"
link

Express Purchase Order

Purchase Order

Businass Unit UNITC PO Siatus  Denisd
POID 0002063518

POA Status  Awaling PO Dispalch

Copy From’ |
Header 7

“PO Date 24002017
*Supplier HILLPRO-001

Supplier Search

pE

Supphier Detals
Receapt States  Not Recvd

*Supplier 1D G0B00G5572
*Dispaich Method |Print

mions 2009 Lid

e
2 o

"Buyer JRICHARDS fricha

PO Reference Amount Summary 7

Header Detais ACHty Summany Metchandise
PO Delauits Add Comments Freaght/Tax/isc.
PO Acthilies Add SrapTo Comments Totsl Amouni
Peisquisition Document Stats
Header VAT

= Artions

Hodd From Furiher Processing

|

183.00
2745
21045 NZD

Calculaie
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1. Tick
Approval
Justification

2. Enter
Comments
and
Attachments

3. Click OK

PO Header Comments

Business Unil UNITC PO ID (002063518

[+ Retrieve Active Comments Only

“Sort Method [ Commant Time Stamp v|

Comments

Use Standard Commanis

Supplier HILLPRO-001

*Sort Sequence | Ascending " Sort

Find | Wiew Al First ‘& 1of1 ‘b Last

Comment Status Active

Canvas bags for printing with Unitec Logo®s in the Capy Centre

Send to Supplier Show at Receipt
Show al Voucher

Associated Document

] approval Justification o

Attachment Panic_JPEG jpg Aftach View Delete [ Email
From -> PO UMITC-0002063518
cmecam Refresh
3. Clle Express Purchase Order
El Save Purchase Order
L S Business Unit UNITC PO Stadus  Pend Appr X
POID 0002063518

Note: that the
PO status has
changed from
'‘Denied' to
'Pending
Approval' and
the Approval
Workflow has
been restarted.

CopyFrom
+ Header
PO Date 24012017 W Suppher Search
*Suppiier HILLPRO-001 B suppeer Dotais
*Supplier ID H000035572 0,  Hilicrest Promotion:
*Buyer JRICHARDS Qy  jrichards
PO Reference
Header Details Activity Summany
PO Detaults Edit Commasis
PO Ackities Add ShipTo Commants
Frequsitions Doscument Siahes
Headar VAT
= Actions
Add Hems From ¢
Calalog Hem Search
Puscheasing Kit
Lines
Line item Description
oy W QBack and white camvas fote 5|
L)
214 chasaciers remaining
Expand All Collapse All
Wiew Prinlabie Version Wiew Appioats

n!amommsaacm = Watify | | Refresh

POA Status  Awaiting PO Dispatch

[ Hald From Furiher Processing

Receipt Status Mot Recvd
“Dispatch Methed [Pl ]

Amount Summary 7

Merchandise 183.00
FrosghtTaxMisc. 2745 Eolpton
Total Amount 21045 NID
Salect Lines To Display %
Search for Lines
Ling Q To 0 Rstiieve
Find First & 1ol
POy “UOM  Category Merchandise Amt  patug
1000000 |EA |0y 204500 L1 18100 Pending B
Go o . Mo
L Add
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Example: Change a previously approved PO at the Header level

In this scenario we want to reduce the PO and advise the vendor that we have done so. To
be sure they notice, we want to attach a comment to be sent to the supplier when the PO is

dispatched.

STEP CHANGE ORDER — ADD SUPPLIER COMMENTS

Path Purchasing WorkCentre > Add/Update Express POs

Search for
and open the

Business Unil UNITE PO Stalis  Despatched A
POID 0002063368

POA Status  fovaing Acknowiedgem:

Supphier Dedtails

+Supplier i J00003TZTS Receipl Status. Mot Recvd

1.

Click on
the

. Email
“Buyer JRICHARDE Dispatch Method | Emal -

Amount Summary

X

Create BackOrd

Purchase Copy From| vl Tiokd From Furver Piooeiion
O d Header
r er *PO Date 071112016 W Supplier Seach
- = Backorder Status  Not Backorderad
*Supplier PREMAFF001

you want
to send to
the
supplier
You may
add an
attachment
if required
Click OK.

Thic is NOT a new order, it Is a change 1o an existing order. 1 have increased the number of puffer [ackels fo 2 and reduced the [0
er of hoodies to 12

M send to Suuulr‘ero
L Show at Voucher

Associated Document

[ Show at Receipt
[] Approval Justification

3

Attachment Email

From -= PO UNITC-0002063363

Dl(o Cancel Refresh

PO Reference
Header Details Merchandise S
Change PO Dalauls e FroightTaxMisc. 4078 Caiculate
PO Ariiviies m Total Amaist 3140 KZD
ﬁ. Requsion: Document Stahs
Icon . Heades VAT
. = Actions
n the tOp Add ltems From ¢ Select Lines To Display
i Catalog e Search Search for Lines
rlg ht Puichasing Kil Line Q. Te C  Remeve
corner T x =
Lines Fd Fsl b 13o3
H Line Bem Descriplion POOly “UOM  Calegory Merchandise Ami  siams
2 ' CIICk on hoodies - Brack g, 190000 EA 203500 Q BABC  pppoea B
Ad d 230 characters remaining
sturts x 2 g, 20000 EA 203500 Q L0 poprow B
Comments 243 charactess remainng il
I. k ; B black pafl: ket {E] 9 10000 EA 203500 aQ 30000 Approved B
N 235 characten
Expand A8 Collapss AR
View Printabie Version Vierer Approvals Goto . Mofe
3. Tick the PO Header Comments
1
Send to
FS Business Unit UNITC POID 0002063368 Supplier PREMAPP-001
Supplier
bOX [+ Retrieve Active Comments Only Retrieve
4 . Ad d th e *Sort Method | Comment Time Stamp ' *Sort Sequence [ Ascending ~ Sort
comment SR Find | ViewAl  Fist  1of1 b Last
Use Standard Comments Comment Status Active Inactivate +|
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1. You now
edit the
line
information
as
required.

Express Purchase Order
Purchase Order
Business Unit UNITC

POID 0002063368
Change Order 1

Header

*PQO Date |07/11/2016 [  Supplier Search

*Supplier PREMAPP-001 Supplier Details

PO Status Pend Appr

POA Status

[ Hold From Further Processing

Backorder Status

Inifial Dispatch Acknowledged

Not Backordered

X

Create BackOrder

Exam p I e +Suppiier 1D 0000037275 Premium Agparel Lid Recsipt Status Not Recvd
o Er— Dispatcn
*Buyer JRICHARDS Q. jrichards Dispatch Method [Em p
PO PO Reference Ao ESu VAN
UantItIeS Header Details Activity Summary Merchandise 266.00 T
q PO Defaults Edit Comments FreightTax/Misc. 30.90 aloulate
h ave bee n PO Activiies Add ShipTo Comments Total Amount 30590 NZD
Requisitions Document Status
al te re d Header VAT
- Actions:
Add Items From ? Select Lines To Display 7
. Catalog llem Search Search for Lines
2 . CI |Ck Purchasing Kit Line QU To @] Retrieve
Calculate Lines Fna P © 13013 O Lt
Line Item Description PoQty JUOM  Category Merchandise Amt  seatus
1 hoodies - Black g, 12,0000 [FA 203500 Q 1794000 pending bl =HE
239 characters remaining = o
~ i = =]
. R tshirls x 2 g, 20000, JEA 203500 Q 8600 pengng B
243 characters remaining ]
, f = =
s B black puffer jacket g, 2.0000, [EA 203500 Q 8000 ponging B
235 characters remaining
Expand All Collapse All
View Printable Version View Approvals Goto .. More .
1. CIICk Express Purchase Order
Purchase Order
Business Unit UNITC PO Status Pend Appr x
PO ID 0002063363
Change Order 1 POA Status  Initial Dispatch Acknowledged

™ puind e P »r P ttianania ,_Jl\uaj%pw— Pad™

PO Reference
Header Details Activity Summary
PO Defaults Edit Comments
PO Activities Add ShipTo Gomments
Requisitions Document Status
Header VAT
~ Actions
Add ltems From (7
Catalog Item Search
Purchasing Kit
Lines
Line Item Description
;) B hoodies - Black e,
239 characters remaining
. B tshirts x 2 g,
243 characters remaining
s B black puffer jacket g,
235 characters remaining
Expand All Gollapse All

View Printable Version View Approvals

[WSave || .o Retumto Search | (=] Notify | [ Refresh

Amuunt sumimary

Merchandise 266.00
FreightTax/Misc. 39.90 (EEIETE
Total Amount 30590 NZD
Select Lines To Display 7
Search for Lines
Line Q To Q. Believe
Find  Fist 4 1303 * Last
POQl UOM  Category Merchandise Amt  status.
12.0000 EA 203500 Q 1794000 penging B =E
20000, EA 203500 Q) 88000 penging =) &=
20000 EA 203500 Q B0 penging B =
Goto .. More ...

£ Update/Display

Because this
change
includes an
increase for
one of the
lines the PO
is now
pending
approval

Express Purchas: Order

Purchase Order

Uusanees Und UNITC
POID DMISIIEE
Change Order 1

o wid P P el 0B gpisnianiinn, gl i gpae.

PO Reference
Hechoe Mty Activity Resrenary
PO Defaults Ed#t Comments
PO Activilies Add BhipTo Comments.
Requmiuns Dusumen! States

- J"’ It » ‘r““ﬁr-——' il sl e s et . |

230 chasachers somaring

P B babieta x 2 20000
243 characters remaining

bood Elack pufter jacket Lol 2.0000
235 characlevs semaining

Lipand AX Collapss A1

View Printahie: Versian View Appreals

HiSave | RetumboSearch | 7| Notly | % Rewesh

AT aunimar,

x

POA Status  inisal Dispatch Acknowiedged

Merchandise 265,00
I reighitTaxiiss. 3990
Total Amount WHB0 NID

EA | 203 ¢ 86000 penang B9 ==
EA | 203500 Q T pesny 0 =

Gole . More

+ Add

™
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Change Order —Line

Use this process to change details at the line level of a Purchase Order — may be a price or
guantity change, or keying error.

You can also add or change project information, change the Purchasing Category, GL code
or cost centre. The basic principles are the same as those described here.

Example: Change the unit price in a quantity PO line

STEP

CHANGE ORDER - LINE

Path

Purchasing WorkCentre > Add/Update Express POs

Search for and
open the
Purchase
Order

1. Click on Line
Details Icon

=13

‘=

Express Purchase Order
Purchase Order
Business Unit UNITC

POID 0002063502
Change Order 1

Copy From[ ]
Header (7
*p0 Date|19/12/2016 [ Supplier Search

*supplier OFFIMAX-001 Supplier Delails

*Supplier 1D 0000024284
*Buyer HAUYEUNG

Office:

Zgaland L1
hauyeung

PO Reference Stationery order for December

Header Details Activity Summary
PO Defaults Edit Comments
PO Activities Add ShipTo Comments
Requisitions Document Status
Header VAT
= Actions
Add ltems From (2
Catalog Item Search
Purchasing Kit
Lines (7
Line Item Description
By Paper clips x boxes ga
235 characlers remaining
2 B Pencils Staedler x 20 per box @ga
225 characlers remaining
3 B Standup stapler @Q‘d
239 characlers remaining
s By o staples @‘d
247 characlers remaining
Expand All Collapse All
View Printable Version View Approvals

PO Status  Approved A

x

POA Status  Initial Dispatch Acknowledged

[CIHold From Further Processing

Backorder Status  Not Backordered

Receipt Status Not Recvd
*Dispatch Method

Amount Summary (7

Merchandise 361.75
Freight/Tax/Misc. 54.27
Total Amount 416.02 NZD
Select Lines To Display (7
Search for Lines
Line @ To G| Retrieve
Find
poaty *uoMm Category Merchandise Amt
10.0000, EA 1269500 Q 85500
10.0000, EA 1269500 Q 152. 50@
6.0000 EA 268500 216.000>
25.0000, EA 1269500 Q 123750

Goto _ More

Create BackOrder

Dispatch

Calculate

First (4 14014 ‘B Last

Status

noponea @ I

Approved B L2l

Canceled E‘ L2l

rowovea E HE
K2
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STEP

CHANGE ORDER - LINE

2. Click Line
Change Icon

A

Details for Line 4

POID 0002063502 Supplier OFFIMAX-001

Help

Line 4 Item ID
Line Details
Category 269500 Line Status Approved ¥ A
Description Stationery & Office Supplies Backorder Status Not o
Backordered
Category ID 00314 Amount Summary
Amount to Receive 123.750 NZD Merchandise Amount 123.75 NZD
Quanfity to Receive 25.0000 Doc. Base Amt 123,75 NZD
Transaction ltem Description
staples
Preferred Language Item Description
Expand All Callapse All
Item Information
Attributes
RFQ
Contract
Receiving
OK Cancel Refresh
. Requisitions Document Status
The Ilne Header VAT
H  Actions
SChedUIe IS nOW Add ltems From (7 Select Lines To Display (2
avallable for Catalog Item Search Search for Lines
d t Purchasing Kit Line Q. To @/ Retrieve
g ' Lines (2 Find First ‘4’ 1-40fd4 '} Last
Line Item Description POQty *UOM  Category Merchandise Amt  Status

Change of price

R PP ey

" a1

Sl v LYW oF TV e ST e S i Y ot 2 )

3 B standup stapler ;2N 6.0000 EA 269500 216006 canceled  E e
1 Update the 239 characters remaining
price in the &
. . 247 characters remaining
pr|Ce fleld Schedules Find  First ‘4 10f1 ‘P Last
Sched  *Due Date *Ship To PO Qty Price  Merchandise Amt Status *Distribute by
1 B [191122016 |5 INWARD_GD: QY 25.0000) 550 x 12375 Active 3] BE
Expand All Collapse All
View Printable Version View Approvals Goto . More
1 CI'Ck Purchasing Kit Line Q. To @ Relrieve
Lines (7 Find First ‘4 1-4of4 ‘2 Last
J]J Sﬂ'l.l'-e Line Item Description POQty *UOM  Category Merchandise Amt  status
B Paper clips x boxes 10.0000 EA 269500 Q| 855003 papproved  EG§ ] (=]
235 characters remaining
s B Pencils Staedler x 20 per box 10,0000 |EA 269500 1525000 approved B l[=]
225 characters remaining
. B Standup stapler 6.0000 |EA 269500 26000 canceles B EIE
239 characters remaining HE
= = El[=
247 characters remaining
Schedules Find First ‘4’ 10f1 & Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
1 B [19M1212016 |[5)[INWARD_GD{Q 25.0000) 5.50 x 12375 Active & &=
Expand All Collapse All
View Printable Version View Approvals Goto .. More ...
% Add || £] Update/Display

j'..'ISaveo'?- Retum to Search | |[=] Notify || £% Reifresh
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STEP

CHANGE ORDER - LINE

1. Because this
change is an
increase in
price, it

Express Purchase Order
Purchase Order
Business Unit UNITC

POID 0002063502
Change Order 1

PO Status  Peng Appb A *®

POA Status  |nitial Dispatch Acknowledged

routes Copy From [ Hold From Further Processing
Header (7
through for _
*PO Date 19/12/2016 [  Supplier Search
re-approval. “Suppller OFFIMAX.¢0 Supplr et
+Supplier 1D 0000024284 OfficeMax New Zealand Lid Receipt Status Not Recvd
+Buyer HAUYEUNG hauyeung “Dispateh Method [Pl ]
Review Lines
Review | Edit Approvers
Unitec PO Workflow
: - (7 View/Hide Comments
Purchase Order 0002063502:Pending []Start New Path
Department
Skipped Skipped Skipped Pending
No appravers found » Mo approvers found » Mo approvers found » mwilliam
A PO Step 1 / Dept - Max Tk 2 PO Step 2/ Dept - Max 1.5k 2 PO Step 3/ Dept - Max 5k €] PO Step 4 / Dept - Max 10k ac
Comment History
Return to Purchase Order
The system
Express Purchase Order
reﬂeCtS the Purchase Order
Change Order — Business Unit UNITC PO Status Pend Appr A X
. - POID 0002063502
this will change Change order 1 POA Status il Dispetch Acknoviedged
by | ncrem ent for Copy From __V [J Hold From Further Processing
h h Header (2
eac C ang e *PO Date [19/12/2016 [5)  Ssupplier Search

you make.

“Supplier OFFIMAX-001

*Supplier ID 0000024284
*Buyer HAUYEUNG

PO Reference Stationery order for December

Header Details
PO Defaulis
PO Aclivilies
Requisitions
Header VAT

- Actions

Backorder Status Mot Backordered

Create BackOrder
Supplier Details
Receipt Status Not Recvd
*Di: Print e Dispaich
heuyeung Dispatch Method [Pint_____ v/|
Amount Summary (7

Aclivity Summary Merchandise 375.50

o . . Calculate
Edit Comments Freight/Tax/Misc. 56.34
Add ShipTo Comments Total Amount 431.84 NZD

Document Stalus
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Example: Convert a PO line from a quantity order to an amount order

A PO has been created for training. The PO was raised as a quantity PO with a quantity of 1
and a price of $400. However, the supplier submits two invoices, one @$150 for the
preparation work and one @$250 for the actual session. To accommodate this we need to
change the PO line from a quantity line to an amount only line.

&

please Note-

We will only be able to make this change while there is no receipt or invoice
processed against the order. If there is a receipt, please cancel this first.

If an invoice has already been processed you will need to liaise with Accounts
Payable to resolve this.

PO

1. Enter PO
ID

2. Click
Search

STEP CONVERT A PO LINE FROM QUANTITY TO AMOUNT ONLY
Path Purchasing WorkCentre > Add/Update Express POs
Search for

Express Purchase Order

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

Find an Existing Value Add a Mew Value

Search Criteria

Business Unit]=_v/| UNITC Q
PO ID 0002063520 0
Purchase Order Daie )
PO Status|= v | v|
Short Supplier Name Q,
Supplier \D aQ,
Supplier Name Q,
Buyer[beos vih v | a
Buyer Name Q
PO Type[= v v
Purchase Order Reference

Hold From Further Processing O

[ case sensitive

-l
Seamhecleal Basic Search |2 Save Search Criteria

Find an Existing Value | Add a New Value

Purchase Order Inquiry
Purchase Order

Business Unit UNITC PO Status Dispatched
PO ID 0002063520 POA Status Initial Dispatch Acknowledged
Change Order 1
Header

PO Date 24/01/2017
Supplier Name BERRSUS-002 Backorder Status Not Backordered
Supplier ID 0000035292 Supplier Details Receipt Status Not Recvd
Hold From Further Processing
Buyer Karen Rogers

Amount Summary
PO Reference

) » Merchandise 400.00
Header Details Activity Summary Freight/TaxiMisc. 0.00
Change Order Header Comments... Total 10000 HZD
AIRTY Document Status o ’
Malching ~ Actions
Header VAT
Lines Personalize | Find | View Al | 20| B First 4 1011 & Last
Line item ID Htem Description Category PO Gty UOM Meactond:= Status
m Professional services for X o -
1 i Freed 245720 1.0000 HR 400.00 NZD Approved [ =

View Approvals

Cancel
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1. Expand — [Dessotaton Fabruary 2017
the Catagory 345720 Lime Status Approves 3 A
"Attributes' B S —— I s
H Category i 00213 Amount Summary
section P il e pocee e
Cuaniify fo Receive 1 0000 Doc. Base Ami. 400 00 WzD
Transaction itnm Descrigion
Erofessional senvicoes for Timning session for (T Shdert Orientation Fetruary 2017
i ieen O
Bpand A Collagse AR
b Hom Imformation
b Antributes
» RFQ
b Contract
# Roceiving
[ o% || Concel || Reen
1. Click the Dietads for Line 1
Amount
OnIy POID 0002063520 Supplier BERASUIS-002
Option Line 1 em 10 m“Fm:+:mmHﬂul
2. Select Line Detalis
Mooy e
Description Caseal Alked Adminisiration Backomder Siatus Mol
Backorgens
Category 1D 00213 Amount Summany
Amassnd 16 Bpcaig 400 D00 Wen Mherchandise Amcunl 400 09

You will
receive a
warning
message
explaining the
change.

1. If you wish
to
continue
select
"ves"

Crustitity 1o Retieve 1 0000

Transscisn lem Description
Profesaional sorices for Training sessson tor T Shedent Orentation Febeuary 2017

Prefered Language fem Descriptcn

Expang A1 Colapsa All
¥ Iem Indormation

wmm
“Price Gty | Schedue Quanity B

o

HZD
Doc. Base Asvd 400 00 NID

Th PO Oty will be 1 Sor an amsound ondy ling, the system will recalculabe the menchandsse amount (10200 273)

The PO Cuasiity will be 1 Bor an amound onby line, The sysiem will recalculabe the merchandise amount, Conlinus?

IR
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1. Save the

Express Purchase Order

change. Purchase Order
Business nit UNITC PO} States  Appaoved
H POOD 0003063520
Note that this il s s POA Status  iniial Dispaich Adh
change has ooy oo [ ] v from or
nOt trlggered Header
the approval *PO Date 24012017 [ Suppier Search
workflow. *Suppiior BERRSUS-002 Suppiter Dulails
YOU W|" *Supplier 10 0000035252 Suzan Baridge Receipt Status. Not Recvd
however Byt KROGERS Karen Riogars *Dispatch Method | Emal b
need tO PO Reference Amount Summary
H Header Detals ACtiity Summarny Merchandise 0000
dlspatCh the PO Detaulis Edit Comments FreightTaxWisc, 0.00
PO again. PO Activities Add ShipTo Comments Total Amotnt 400,00
Ragpasiions Documaend Slatus
Haader VAT
- ACnE
Add hems From 9 Select Lines To Display
Catalog tem Search Seaach for Lines
Purchasing Kit Limg o To 0, Feineve
Lines
Line len Description POGY UOM  Calegory Meqchamiise
1 & Professional serwces for 5 R 10000 HR | (245720 Q 400
171 chasachers mmaining
Schedules Fime
Lehed *Dise Date “Thip Ta =P Oy Pice  Merchandise Ami Sialus *Distribule by
B Zaozor? INWARD_GD: 1.0000 40000000 40000 Acive [Amaunt | & &
Expand All Collapse AN
View Printable Version View Approvals Goto _ ko
1| Save F Return 1o Search WMoty | &% Refresh
@ If the change is an increase of quantity or price or affects cost centres, GL,
please note- Project Information or approval justification— re-approval is required

Only if the change is a reduction of quantity or amount — re-approval is not
required. In this case, if the PO was dispatched before the change was made, it
will revert to the approved state. Otherwise it will remain in the state it was
before the change.
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Re-dispatch

In theory, we should always re-dispatch a changed order to the supplier — the idea is that
they need to know that we have made a change. However in practice this may not always be
necessary or may cause confusion. In those cases we should change the dispatch method
to 'print' to prevent automatic dispatch of the order.

Example: We do not want to re-send the PO to the supplier

If a change order is being created to fix a Match Exception, the order should not be re-sent
through to the supplier.

STEP

RE-DISPATCH

Path

Purchasing WorkCentre > Add/Update Express POs

Once approval
has been
received for the
changes,

e Search for
and open the
changed
order

1. Change the

Express Purchase Order
Purchase Order

Business Unit UNITC
POID 0002063502
Change Order 1

Header (7

=PO Date [19/12/2016 ]  Supplier Search

*Supplier OFFIMAX-001 Supplier Details

*Supplier ID 0000024284 OfficeMax New Zealand Ld

*Buyer HAUYEUNG hauyeung

PO Reference Stationery order for December

PO Status

POA Status

Backorder Status

Receipt Status
*Dispatch Method

Amount Summary (7

Approved A x

Initial Dispatch Acknowledged

[J Hold Frem Further Processing

EDX
Email
Fax
Phone

Create BackOrder

Dispatch e

Dispatch PO Deats ortienileg i ot Caiae
method to ﬁz:::‘s:: Document Status
Prl nt - Actions
2. Click
Dispatch
We have made a change that needs to be notified to the supplier
STEP RE-DISPATCH
Path Purchasing WorkCentre > Add/Update Express POs
Once approval Express Purchase Order
has been Purchase Order
received for the Business Unit UNITC PO Status  Approved A %

changes,

1. Leave the
Dispatch
method as
email

2. Click
Dispatch

POID 0002063502
Change Order 1

POA Status  Initial Dispatch Acknowledged

[THold From Further Processing

Header (2
*PQ Date [19/12/2016 [  Supplier Search

*supplier OFFIMAX-001

=Suppiier 1D 0000024284
*Buyer HAUYEUNG

Supplier Details

hauyeung

PO Reference Stationery order for December

Header Details
PO Defaults
PO Aclivities
Requisitions
Header VAT

Activity Summary

Edit Comments

Add ShipTo Comments
Document Status

Backorder Status  Not Backordered Create BackOrder

Receipt Status Not Recvd

“Dispatch Method 1 Dispatch
Amount Summary (?
Merchandise 375.50
Freight/Tax/Misc. 56.34 (CEECE

Total Amount 43184 NZD
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