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PO.060.010 - Inquiring on PO Change Order History
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to view a Change Order since the last dispatch of that Purchase or Change Order. The Change Order History includes information regarding the Batch, Header, Line, and Ship sections of the Purchase Order. 

Change Orders are created manually or automatically when a dispatched PO requires modifications. After the Change Orders are created, they must be approved, if necessary, and dispatched to the vendor, if necessary. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the information found on the PO Change Order History page.
- Access a Change Order and review the Change Order Batch, Header, Line, and Ship sections.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will review the Change Order history for a single Purchase Order. 

	Step
	Action

	1. [bookmark: ID0x00000196] 
	Begin by navigating to the Batch page.
Click the Purchasing link.


	2. [bookmark: ID0x00000197] 
	Click the Purchase Orders link.


	3. [bookmark: ID0x00000198] 
	Click the Manage Change Orders link.

	4. [bookmark: ID0x00000199] 
	Click the Review Change History link.


	5. [bookmark: ID0x0000019A] 
	Click in the PO Number field.

For this demonstration, the PO number will be filled in for you. 


	6. [bookmark: ID0x0000019B] 
	Click the Search button.


	7. [bookmark: ID0x0000019C] 
	Click an entry in the Change Order Number column.


	8. [bookmark: ID0x0000019D] 
	Use the Batch page to review purchase order batch changes.

	9. [bookmark: ID0x0000019E] 
	Click the Header Changes tab.

	10. [bookmark: ID0x0000019F] 
	Use the Header Changes page to review purchase order header change information stored in the PO_CHNG_HDR table.

	11. [bookmark: ID0x000001A0] 
	Click the Line Changes tab.

	12. [bookmark: ID0x000001A1] 
	Use the Line Changes page to review purchase order line change information stored in the PO_CHNG_LINE table.

	13. [bookmark: ID0x000001A2] 
	Use the scroll area to view original values for values that have changed, as well as the changed values.

	14. [bookmark: ID0x000001A3] 
	Click the Ship Changes tab.

	15. [bookmark: ID0x000001A4] 
	Use the Ship Changes page to review purchase order schedule change information stored in the PO_CHNG_SHIP table.

	16. [bookmark: ID0x000001A5] 
	Use the scroll area to view original values for values that have changed, as well as the changed values.

	17. [bookmark: ID0x000001A6] 
	Congratulations. You have just completed the Reviewing PO Change Order History topic. Below is a summary of the key concepts of this topic.

- The Change Order History includes information regarding the Batch, Header, Line, and Ship sections of the Purchase Order. 
- A Change Order is done after a Purchase Order or Change Order has been dispatched. 
End of Procedure.
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