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Procedure

You can enter and track requisition change orders for approved requisitions, sourced requisitions,
or requisitions having a budget check status of Valid. With PantherSoft Purchasing, you create

change orders online using the requisition pages.

You can still make changes to a requisition after the purchase order has been created. You can't
decrease quantities with a requisition change order, only increase quantities.

In this topic, you are going to create a change order to make changes to the quantity for an
existing Purchase Order.

FIU

Personalize Content | Lavout

Menu
search:

®
[ My Favorites
[+ Student Administration
[ Data Expansion Tools
- Employee Self-Service
> Manager Self-Service
[ Supplier Contracts
[ Customers
[ Partners
[ Products
[ Catalog Management
[- Promotions
[ Customer Contracts
[+ Order Management
[+ Pricing Configuration
[ Customer Returns
[- Items
> Cost Accounting
[- Vendors
[ Purchasing
[> Inventory
[ eProcurement
I Services Procurement
[ Sourcing
[+ Engineering
> Manufacturing Definitions
[+ Production Control
[ Configuration Modeler
> Product Configurations
[+ Quality
> Demand Planning
[ Inventory Policy Planning
[ Supply Planning
[ Grants
I Program Management
[ Project Costing
- Proposal Management
> Maintenance Management
- Resource Management
[- Lease Administration
[+ Staffing
[- Travel and Expenses

B 88

_Iln-e Workist | Mutichannel Console | _Add to Favorites | _Sign out
Help

/+ Done, but with erors on page.

[ [ @ mtemnet 0% -

Step

Action

Click the Purchasing link.
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Search: =]
& @E@ Purchasing

- Employee Self-Service
Manage reguisitions, purchase orders, receipts, contracts, and related data.

> Manager Self-Service

[ AddiUpdate Requisitions 1 Add/Update RFO=

= Update Procurement info
[=lUpdate Spend History
[ Update Procurement Statistics

(RFQs), enter

[+ Supplier Contracts ﬁ Requisitions Reguest for Quotes
(- ltems Create, maintain, reconcile or review Create requests for qu
(- Vendors requisitions information. vendor responses, or award RFQs

nd report

on vendor and GPO contracts
[ Manage Waster Contracts

I> Requisitions =) Approve Amounts [l Manage Vendor Quete Group ) AddiUpdate Contracts
I Request for Quotes B Approve ChartFields PDispatch Quotes B\ Dispatch Contracts
I Purchase Orders 10 More. & More. 5 Wore.
I Receints ﬁ Vendor Rebates ﬁ Purchase Orders ﬁ Receipts
I Return To Vendor \endor Reb /Add, maintain, and dispatch purchase orders. Enter and load r
b Procurement Cards = Reb: P Add/Update Express POs
PEREETE IlRebate Dispatch Pl Add/Update FOs
b ST EEE B ccrual [ Approve Amounts
[ Travel and Expenses 17 Wore.
> Accounts Payable
(- Asset Management
e fen el ﬁ Return To Vendor K[ Procurement Cards ﬁ Supplier Schedules
- General Ledger Cre: rns o vendor (RTVs); dispatch Set up card data; load, reconci, of report on Create, build, and dispatch supplier
- Set Up Financials/Supply reconcie or review RTVs. procurement card transactions. schedules.
Chain [ Addiipdate RTV = ank Statement B Schedule Group
> Vorklist [IDispatch RTVs [ Schedul
B Reconcile RTVs B
[- Tree Manager
> Reporting Tools
[ PeopleTools ﬁ Analyze Procurement
— Change Iy Password Accumulate summarized data and analyze
— My System Profile purchasing and vendor data.

i Error on page. |

T @ ternet

100 -

Action

Click the Requisitions link.

Click the Add/Update Requisitions link.
]gclcl-‘Ugclate Requisitions
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FIU

= Requisitions
I- Reconcile Requisitions
I Review Requisition
Information

[+ Reports

ro mounts
- Approve CharFields
— Stage For Loading
- Load Requisitions
— Update Direct Shipments,
— Budget Check
— Entry Event Request
— Purge Requests
d rhdlow
[ Request for Quotes
[ Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
> Receipts
[» Return To Vendor
[» Procurement Cards
> Supplier Schedules
> Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
(- Sourcing
(- Engineering
(> Manufacturing Definitions
[+ Production Control
[ Configuration Modeler
> Product Configurations
[ Quality
> Demand Planning
[ Inventory Policy Planning
> Supply Planning
[- Grants
[ Program Management
(- Project Costing
(- Proposal Management
[ Maintenance Management
- Resource Management
[- Lease Administration
[+ Staffing

Home | Workiist | MuliChannel Console | _Add to Favarites

Mew Window | Help | 1&)

Requisitions
/" Eind an Existing Valug_{ Add a Hew Value ',

Business Unit:[Fluo1 G
Requisition ID: [MEXT

Add

Find an Existing Value | Add a Ne

i Done

[ [ [ [ [@mtemet 0w - |

Action

Click the Add button.
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rlu Home | Workist | MuliChannel Console | Add to Favortes | _Sign out

= Requisitions = New window | Help | Customize Pace | &
> Reconcile Requisitions
> Review Requisition
Information
I> Reports
= DIRREIEE  Requisition
— Approve Amounts
— Approve ChariFields
— Stage For Loading
— Load Requisitions i 1D NEXT Capy From Budget Status: MotChkd T3
— Update Direct Shipments) .
— Budaet Check I™" Hold From Further Processing
- Entry Event Request i
:J—“r-iv‘la‘lji'gﬁ;'\-;‘veﬁts “Requester: Q Requisition Defaults
I Request for Quotes *Requisition Date: 05/12/2000 @ Reguester Info Add Comments
[ Procurement Contracts ) l— Requisition Activities
I Vendor Rebates Origin: Po A
[ Purchase Orders “Currency Code: |JSD Dollar

[> Receipts —

[> Return To Vendor Accounting Date; [05/13/2009

> Procurement Cards Total Amount: 0.00 USD

[ Supplier Schedules

[» Analyze Procurement
[ Inventory Purchasing Kit Catalog
[- eProcurement ltem Search Requester ltems
[+ Services Procurement
[ Sourcing Customize | Find | View Al
(- Engineering Details Y Ship To/DueDate ¥  Status | WendorInformation | fem information |  Attributes Y  Contract Sourcing Control.
[ Manufacturing Definitions

Maintain Requisitions

Business Unit.  FIUD1 Status: QOpen 4

" Production Control Line Item Description Quantity *UOM Category Price Amount Status
[ Configuration Modeler 16 a | = 8 [o.0000 Q| Qfo 0.00 Open
[ Product Configurations

[ Quality

[- Demand Planning view Printable Version *Go to: | Mare j

[ Inventory Policy Planning
[ Supply Planning & save | [=] votify | | s Refresh
(> Granis —I —I “—I

> Program Management

[+ Project Costing

> Proposal Management

[+ Maintenance Management
- Resource Management

[ Lease Administration

> Staffing =] ]

[ T e mternet 0k -

Step Action

5. Click the Look up Requester (Alt+5) button.
[&]

Enter the desired information into the Requester field. Enter "2345704".

Click the Look Up button.

8. Click an entry in the Name column.

9. Click the Look up Origin (Alt+5) button.

2]

10. | Click an entry in the Description column.

11. | Click the Requisition Defaults link.

Fequisition Defaults

Last changed on: 5/18/2009 8:48 AM Page 5
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Flu Home | Workist | MutiChannel Console | _Add to Favories | _Sign aut

~ Requisitions o - Hew Window | Help | Customize Pane | (&, =]
I- Reconcile Requisitions
I Review Requisition

Information Maintain Requisitions
> Reports
= GO Requisition Defaults

Mol
- Approve CharFields

— Stage For Loading Business Unit: FIU01 Requisition Date: 05/13/2009
— Load Requisitions Requisition ID: ~ NEXT Status: QOpen

— Update Direct Shipments,

— Budget Check

— Entry Event Request

~ Purge Load Requests & Default

— Approval Worldlow
[ Request for Quotes

If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used
and the values on this page are not used

[ Procurement Contracts € Override ; P ; ) o . I~
I Vendor Rebates Ifyou selectthis option, all default values entered on this page override the defaultvalues found in the default
I Purchase Orders hierarchy

> Receipts

[ Return To Vendor Buyer: Unit of Measure:

[» Procurement Cards

> Supplier Schedules Vendor: Q Vendor Location:
> Analyze Procurement . l—Q
[ Inventory Category:

[- eProcurement

[+ Services Procurement
- Sourcing - shipTo: CENTRLRECQ, Central Receiving - UP *Distribute by: Quantity -
- Engineering Due Date:

(- Manufacturing Definitions
[ Production Control Ultimate Use Code: Q One Time Address
[ Configuration Modeler
> Product Configurations

[ Quality SpeedChart:

> Demand Planning

[+ Inventory Policy Planning Distributions:

(> Supply Planning Details Y Assetinformaticn

[- Grants PC Bus

> Program Management Dist Percent GL Unit Account At Acct  Dept Class Fund Program Bud Ref Unit Project Act

(- Project Costing p—

[> Proposal Management 1 FlUo1 @ Q I_Q I_Q I_Q I_Q Q Q l_f

[- Maintenance Management
- Resource Management

[ Lease Administration ok || cancal || Refresn | -

b Staffing __ =4 | 3

Done Internet +100% -
[T e v

Step | Action

12. | Click the Override option.

" Override

13. | Click the Look up Vendor (Alt+5) button.
[&]

14. Enter the desired information into the Short Vendor Name field. Enter "DELL".

15. | Click the Look Up button.

16. | Click an entry in the Short Vendor Name column.

17. | Click the Look up Ship To (Alt+5) button.
[&]

18. | Click an entry in the Ship To Location column.

CEMNTRL REC

19. | Click the Look up SpeedChart (Alt+5) button.

20. | Enter the desired information into the SpeedChart Key field. Enter "144000102".

21. | Click the Look Up button.
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22.
144000102

Click an entry in the SpeedChart Key column.

23.

Click the Horizontal scrollbar.

24. Click the Location button.

25.
0001000010

Click an entry in the Location Code column.

26.

Click the Horizontal scrollbar.

27. Click the OK button.

OK

o |
FIU

= Requisitions =
I- Reconcile Requisitions
I Review Requisition

_Home | Workist | MuttiChannel Console | _Add to Favorites | _Sign out

Mew Window | Help | Customize Page |\,

Information N L
I Reports Maintain Requisitions
= AddUpdate Reavisiions S PXL 1111 i o 1))

— Apprave Amounts
- Approve CharFields

— Stage For Loadin Business Unit  FIUD1
- Load Requisitions Requisition ID:  NEXT

— Update Direct Shipments,
— Budaet Check

— Entry Event Request

— Purge Load Requests

— Approval Worldlow

[ Request for Quotes

[ Procurement Contracts

=

*Requester:
“Requisition Date: |05/13/2009
co Q

I Vendor Rebates Origin:
[> Purchase Orders *Currency Code: m
> Receipts

Accounting Date: [05/13/2003 [

[» Return To Vendor
[» Procurement Cards
> Supplier Schedules
> Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
(- Sourcing
(- Engineering

Purchasing Kit
ltem Eearch

2345704 @, Jimmy Carmenate

status: Open &
Copy From Budget Status: MotChkd G
I Hold From Further Processing
Requisition Defaults
Requester Info Add Comments
0N Activ
Change Order Requisition Activities
Dollar
Total Amount: 0.00 USD
Catalog

Requester tems

Status

" Wendor Information

Customize | Find | View
" fem Infermation Affriputes | Contract Sourcing Controls.

.

(> Manufacturing Definitions
[+ Production Control

Description

Quantity *UOM  Category Price Amount Status

[ Configuration Modeler

> Product Configurations
[ Quality

> Demand Planning

[ Inventory Policy Planning
> Supply Planning

[- Grants

[ Program Management

(- Project Costing

(- Proposal Management

[- Maintenance Management
- Resource Management
[- Lease Administration

[+ Staffing

View Printable Version

& save | (= notify || & Refresh

al

= & ooooo [ Q] afo

0.00 Cpen

[ tare.. =l

*Goto:

o

+,100%

[ [ [ [ @ mtenet

T A

Step | Action

28.
0000041578".

Enter the desired information into the Description field. Enter "CO to PO

29.

Enter the desired information into the Quantity field. Enter "20.00".

30.
requesting.

The quantity entered here should reflect the additional quantity that you are

31. Click the UOM button.

Last changed on: 5/18/2009 8:48 AM
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Step

Action

32.

Click an entry in the Unit of Measure column.

33.

Click the Category button.

34.

Enter the desired information into the Category field. Enter "99907".

35.

Click the Look Up button.

36.

99907

Click an entry in the Category column.

37.

Enter the desired information into the Price field. Enter "100.00".

38.

Click the Save button.

39.

Click the Add Comments link.

l'-'ll.l

= Requisitions
I- Reconcile Requisitions
I Review Requisition
Information
> Reports
— AddiUpdate Requisitions|
— Apprave Amounts
porove CharFields
0e For Loading
- Load Requisitions
— Update Direct Shipments)
— Budget Check
— Entry Event Reguest

— Purge Load Requests
— Approval Worlkdlow
[ Request for Quotes
[ Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
> Receipts
[» Return To Vendor

[» Procurement Cards
> Supplier Schedules
> Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
(- Sourcing
(- Engineering
(> Manufacturing Definitions
[+ Production Control
[ Configuration Modeler
> Product Configurations
[ Quality
> Demand Planning
[ Inventory Policy Planning
> Supply Planning
[- Grants
[ Program Management
(- Project Costing
(- Proposal Management
[- Maintenance Management
- Resource Management
[- Lease Administration

_Home | Workist | MuttiChannel Console | _Add to Favorites | Sign out

[+ Staffing

Header Comments

Business Unit:  FILD1

Requisition ID: 0000074775

*Sort Method:

Copy Standard Comments

Requisition Date:

Status:

Comment Time Stamp hd

05/13/2009
Open

*Sort Sequence: |#scending ¥ Sort

Comment Status:

Find | View All

Active Inactivate

Mew Window | Help | Customize Page | 5,

First 4] 1 0r1 [ Last

I” sendto vendor [ shown atReceipt [~ Shown at Voucher

Attachment

From-= REQ FIU01-0000074775

OK Cancel

Refresh

e

/|

Delete | [T Email

C

[ mternet

0% -

Page 8
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Step | Action

40. | Enter the desired information into the Spell Check Comments (Alt+5) field. Enter "If
you have any comments for the vendor or the purchasing department, please
enter them here.".

41. | Click the Send to Vendor option.

[ send to Vendo

42. | Click the Shown at Receipt option.
[~ shown at Receipi

43. | Click the Shown at VVoucher option.
| shown at Voucher]

44, Click the OK button.

OK

rlu Home | Workist | Multichannel Console | _Add to Favorites | _Sign out

<~ Requisitions |
I* Reconcile Requisitions
> Review Requisition
Information
> Reports

Mew Window | Help | Customize Page | 15

Maintain Requisitions

Requisition

— Appro: riFields "
— Stage For Loadin Business Uit FILIO1 Status: Open ™ X
— Load Requisitions i ID: 0000074775 Copy From Budget Status: NotcChikd 8
— Update Direct Shipments)
— Budget Check ™ Hold From Further Processing
— Entry Event Request =
:Emr;l;ljj-ﬁjl?k:a:,‘»ems *Requester: 2345704 Q@ Jimmy Carmenate Requisition Defaults
[> Request for Quotes *Requisition Date: |05/12/2003 ] Requester info Edit Comments
[» Procurement Contracts l— Requisition Activities
I Vendor Rebates Origin: co A Change Order
[> Purchase Orders *Currency Code: |JSD Dollar

I; :2:‘;;‘:[:0 Vendor Accounting Date: |05/13/2009

I> Procurement Cards Total Amount: 2,000.00 USD

[> Supplier Schedules

[> Analyze Procurement
r \nventgry Purchasing Kit Catalog Line: I_QTD: I_Q Retrieve
[ eProcurement ltem Search Requester tems
(> Services Procurement
[+ Sourcing e Customize | Find | View
[> Engineering Details | ShipTo/DueDate §  Stawus | Mendornformaton | fiem nformaton ' Aftributes Y  Contract Sourcing Controls.

> Manufacturing Definitions N " e N
[ Production Control Line Item Description Quantity *UOM  Cateqory Price Amount Status

[ Configuration Modeler 1R @ _[cotoPo 0000041578 = 35 [20.0000 [Ex @ 99807 | [100.00000  2,000.00 Open
> Product Configurations
[ Quality

- Demand Planning View Printable Version _Delets Requisition Goto:  |-More.. =l

[ Inventory Policy Planning

[ Supply Planning = e
> Grants & save | (=] Hotify | | s Refresh

[ Program Management
[ Project Costing
> Proposal Management

[+ Maintenance Management
> Resource Management

[- Lease Administration

(> Staffing v‘ q ‘ ﬂ

bone ) [ [T e mternet o -

Step Action

45, Click the Horizontal scrollbar.

46. Click the Line Comments button.
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FIU

= Requisitions
I- Reconcile Requisitions
I Review Requisition
Information
> Reports

ounts
porove CharFields
— Stage For Loading
- Load Requisitions
— Update Direct Shipments,
— Budaet Check
— Entry Event Request
— Purge Load Requests
— Approval Worlkdlow
[ Request for Quotes
[ Procurement Contracts
[> Vendor Rebates
[> Purchase Orders
> Receipts
[» Return To Vendor
[» Procurement Cards
> Supplier Schedules
> Analyze Procurement
> Inventory
[- eProcurement
[+ Services Procurement
(- Sourcing
(- Engineering
(> Manufacturing Definitions
[+ Production Control
[ Configuration Modeler
> Product Configurations
[ Quality
> Demand Planning
[ Inventory Policy Planning
> Supply Planning
[- Grants
[ Program Management
(- Project Costing
(- Proposal Management
[- Maintenance Management
- Resource Management
[- Lease Administration
[+ Staffing

Home | Workist | Mutichannel Console | _Add to Favorites | _Sian out

Mew Window | Help | Customize Page |\,

Line Comments

Business Unit:  FILD1 Requisition Date:  05/12/2009

RequisitionID: 0000074775 Status: Open Line: 1

*Sort Method:

Comment Time Stamp hd

*Sort Sequence: | Ascending =l Sort
First (4] 1 or 1 [ Last

Find | View All
Inactivate
=€

Copy Standard Comments Copvltem Specs Comment Status:  Active

/|

I” sendto vendor [ shown atReceipt [~ Shown at Voucher

Attachment Delete | [T Email

From-= REQ FIU01-0000074775

OK Cancel Refresh

Dane

[ [ [ [@umtemnet

0% -

Step

Action

47.

Enter the desired information into the Spell Check Comments (Alt+5) field. Enter
"Please enter comments specific to the line here.".

48.

Click the Send to Vendor option.

[ Send to Vendol

49.

Click the Shown at Receipt option.

||_ Shown at Receiptl

50.

Click the Shown at VVoucher option.

||_ Shown atVoucherI

ol.

Click the OK button.

Page 10
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= Requisitions -

[ Inventory Catalog
[- eProcurement

[+ Services Procurement
[+ Sourcing

> Engineering e
> Manufacturing Definitions

> Program Management

[+ Project Costing

> Proposal Management

[+ Maintenance Management
- Resource Management

[ Lease Administration

_DElafﬁr_lg o |4

FIU

New Window | Help | Customize Page | &,

> Reconcile Requisitions

> Review Requisition
Information

I> Reports

Home | _Workist | MuliChannel Console | _Add o Favorites | _Sian out

— Approve Amounts

— Approve ChariFields

— Stage For Loading

— Load Requisitions 5

— Update Direct Shipments)
e

Status: Open ® X
Budget Status: NotChkd TG
I™ Hold From Further Processing

Copy From

Q@ Jimmy Carmenate Requisition Defaults

B Re(iuesl fo; Quotes [ Eeguester Info Edit Comments

[» Procurement Contracts ch ord Requisition Activilies
[> Vendor Rebates ange Lrder

[> Purchase Orders Dallar

[> Receipts o]

[> Return To Vendor

Total Amount: 2,00000 USD

[> Procurement Cards
[ Supplier Schedules
[» Analyze Procurement
Line: l_O\Tozl_QMI

Requester llems

mize | Find | View All
Contract | Sourcing Controls

Status | Mendor Information | em Information y  Aftributes Yy

" Production Control Description Quantity *UOM  Category  Price Amount Status
[ Configuration Modeler Q [coto PO 0000041578 =] B [20.0000 [EA @ [o0a07 @ [100.00000 | 2,000.00 Open
[ Product Configurations

[ Quality —

[> Demand Planning w‘ “Goto: [“hiore.. =

[ Inventory Policy Planning

[ Supply Planning sh

(> Granis

@EEEE

Evadd| B UpdateDisplay

[»

[ [ [ @mm

0% -

Step

Action

52.

Click the Horizontal scrollbar.

53.

Click the Save button.

54.

Click the Pending Approval button.
|

95.

Click the Save button.

56.

Congratulations! You have successfully created a Change Order.
End of Procedure.
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