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Change Order to a Purchase Order 

This Addy Note describes how to add money to a line on an existing purchase order (PO), also 
known as a change order to a PO. To make a change order to a PO, you’ll need to create a new 
requisition that references the PO, so have your PO number handy. 

Step Action 

1.  Navigate to Main Menu > eProcurement > Requisition. 
 

 
 

2.  Enter the requisition name in the Requisition Name field using the following 
convention – Change Order to PO [enter PO number]. 
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Step Action 

3.  Complete the Requisition Settings page and Create Requisition page as you 
typically would. In the Description field on line 1 on the Create Requisition page, 
enter CO to POxxxxx (enter PO number).  
 

 
 
Note: If there are multiple lines of a PO needing a change order, you only need to do 
one requisition for all the lines. One requisition can capture all change orders for a 
single PO. 

4.  Click Checkout to be taken to the Review and Submit page. 
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Step Action 

5.  Click the line’s Expand Section icon. 
 

 
 
 
Note:  Follow the remaining steps for each line of the requisition. 

6.  Enter the Due Date. 
 

 
 

7.  Verify the SpeedChart information on the Chartfields2 tab and make changes if 
necessary.  
 

 
 
Note: If you need to edit the Quantity field, which defaults to 1.0000, you must 
deselect the Amount Only check box on the Line Details screen of each line that 
needs to be changed. See steps 8-9 for details.  
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Step Action 

8.  If you need to change the quantity or if the original requisition required an inspection, 
click the Line Details icon on the requisition line that is being changed. 
 

 

9.  Deselect the Amount Only check box. 

 
 

Click OK.  
 
Note: You will now be able to change the Quantity field on page  
3. Review and Submit. After you have entered the correct Quantity, click the Tab 
key on your keyboard to update the Total and the Requisition Summary. The Total 
reflects the Price multiplied by the Quantity. 
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Step Action 

10.  If you checked the Inspection Required check box on the original requisition, you 
will need to do so again on the change order.  
 

1. Return to the Line Details page as in step 8.  
2. Select the Inspection Required check box. 
3. Click OK. 

 

 
 
Note: You cannot deselect Amount Only and select Inspection Required in the 
same step. You must leave the Line Details page after deselecting Amount Only and 
return to select Inspection Required.   

11.  Click in the Requisition Comments and Attachments section, click Add more 
Comments and Attachments. 
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Step Action 

12.  Click Use Standard Comments to enter the “Change Order to PO” predefined, 
standard comment. 
 

 
 

13.  Enter DEP in the Comment Type field. 
 

 

14.  Enter D004 in the Comment ID field. 
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Step Action 

15.  Click Search. Do not click OK. 
 

 
 

Note: You do not need to add a description in the Description field. 

16.  Select the comment. 
 

 
 

17.  Click OK. 
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Step Action 

18.  Edit the comment to reflect your change. 
 

 
 

19.  Select the boxes that you selected on the original PO. 
 

 
 

20.  Click OK. 
 

 
21.  Click Preview Approvals. 

 

 
 

22.  Budget Check and Submit your requisition. 

 


