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PO.020.840 - Creating a Requisition Change Order
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to create a requisition change order. To use requisition change order tracking, you must set up the business unit for tracking. You can track requisition change orders for approved requisitions, sourced requisitions, or requisitions having a budget check status of Valid. When you update a requisition, you create or append it to a change order. With PeopleSoft 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 make changes to requisitions at the header and line level.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Search for existing requisitions.
- Create a change order on a line of a requisition.
- View the change history for requisition lines and headers.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic you will select a requisition containing two lines, one of which is approved, therefore, available for creating a change order.

You will first create a line change to the quantity on line 1 which will actually generate a Change Order sequence #1. Then you will create a header change to line 1 that will not create a new Change Order sequence but will, however, track the header change.

Once the changes are saved this topic will show you how to review the Change Order History for this requisition to show you how your changes are tracked.

Let's see how this is done.

	Step
	Action

	1. [bookmark: ID0x0000038A] 
	Click the Purchasing link.


	2. [bookmark: ID0x0000038B] 
	Click the Requisitions link.


	3. [bookmark: ID0x0000038C] 
	Click the Add/Update Requisitions link.


	4. [bookmark: ID0x0000038D] 
	Click the Find an Existing Value tab.


	5. [bookmark: ID0x0000038E] 
	Click the Search button.


	6. [bookmark: ID0x0000038F] 
	Click an entry in the Requisition ID column.

Note that the Requisition status is Approved. This means that one or more lines on this requisition has been approved and is available for creating a change request.


	7. [bookmark: ID0x00000390] 
	Click the Status tab in order to make changes to a line.


	8. [bookmark: ID0x00000391] 
	Click the Create Line Change button (blue triangle) on the line you wish to change. 

The triangle will disappear and you are ready to make a change to the line. Go back to the Details page to change the quantity being ordered.


	9. [bookmark: ID0x00000392] 
	Enter "2" in the Quantity field. 

	10. [bookmark: ID0x00000393] 
	Click the Save button.


	11. [bookmark: ID0x00000394] 
	Click the minimize button.


	12. [bookmark: ID0x00000395] 
	Notice that the change made to line 1 created a Change Order sequence of 1.

Additionally, we created a change to the line and saved the requisition. However, all changes need to the requisition whether it is in the header, line or shipping information can be performed at one time. For the purposes of demonstration, we have created them separately.

	13. [bookmark: ID0x00000396] 
	Click the Create Header Change button to make available Header fields for changes.


	14. [bookmark: ID0x00000397] 
	Enter "EMPL2" in the Requester field. 

	15. [bookmark: ID0x00000398] 
	Click the Save button.


	16. [bookmark: ID0x00000399] 
	This message is simply telling you that the change made to the Requester will not cause the requisition status to change.

	17. [bookmark: ID0x0000039A] 
	Click the OK button.


	18. [bookmark: ID0x0000039B] 
	This message is explaining that the change in the Requester will change all defaults associated with the original requester (EMPL3) to all defaults associated with the new Requester (EMPL2).

	19. [bookmark: ID0x0000039C] 
	Click the Yes button.


	20. [bookmark: ID0x0000039D] 
	Click the Save button.


	21. [bookmark: ID0x0000039E] 
	Notice that the Header change did not create a Change Order sequence #2. The change made will still be tracked, however, it did not affect the quantity or amount of the requisition.

	22. [bookmark: ID0x0000039F] 
	Click the Expand (Ctrl+Y) Menu button.


	23. [bookmark: ID0x000003A0] 
	Click the Go to list.


	24. [bookmark: ID0x000003A1] 
	Click the 06-Change History list item.


	25. [bookmark: ID0x000003A2] 
	Click the Line tab.


	26. [bookmark: ID0x000003A3] 
	Click the View All link.


	27. [bookmark: ID0x000003A4] 
	The line change made appears here.

	28. [bookmark: ID0x000003A5] 
	Click the Header tab.


	29. [bookmark: ID0x000003A6] 
	The header change appears here.

	30. [bookmark: ID0x000003A7] 
	Congratulations. You have just completed the Creating a Requisition Change Order topic. Below is a summary of the key concepts of this lesson:

- You can track requisition change orders for approved requisitions, sourced requisitions, or requisitions having a budget check status of Valid.
- You can't decrease quantities with a requisition change order, only increase quantities.
- When a change order is made to a requisition line the system will assign a change order sequence number.
- Requisition Header changes will not affect the requisition status or change order sequence number.
End of Procedure.


[bookmark: pp_ref_POSTDOC][bookmark: LastPage]
 



© 2008 Board of Regents of the University System of Georgia.  All Rights Reserved.
	Page 4
	Published: 12/15/2010





© 2008 Board of Regents of the University System of Georgia.  All Rights Reserved.
	Published: 12/15/2010
	Page 3




image4.png
Find an Existing Value




image5.png
Search




image6.png
0000300030




image7.png
Status




image8.png




image9.png




image10.png




image11.png




image12.png




image13.png




image14.png




image15.png
More.





image16.png
06-Change History




image17.png
Line




image18.png
View All




image19.png
Header




image1.png
[> Purchasing




image2.png
> Requisitions




image3.png
Add/Update Requisitions




image20.png




