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OPERATIONAL SERVICES DIVISION

Job Aid:

How to Make Changes to an Approved Purchase Order

This Job Aid shows how to:
e Make changes to a Purchase Order (also known as a Change Order) in COMMBUYS.

Of Special Note:

e A change order is a way of making changes or updating an approved purchase order (PO) including a Master
Blanket Purchase Order (MBPO). Change orders are only allowed after a PO has completed its entire approval
path. The only people able to make changes to the PO are the original purchaser, their Basic Purchaser (BP)
supervisor or the Department Access (DA) super user. All revisions to the PO are subject to the same approvals.
Changes can be made to the General and ltems tabs. Changes to a PO appear on the Summary page.

NOTE: Change Orders are not allowed on Government-to-Business (G2B) Punchout orders.

Screenshot Directions

Step 1: Clicking on the Advanced

. ﬂ[ 8608 Search Hyperlink
| i J— o - | o Upon successful I_ogin, click on the blu_e _
B I L — —) Advanced hyperlink next to the magnifying
glass icon.
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Screenshot Directions

Step 2: Clicking on the Search Dropdown
Arrow

Click on the dropdown arrow next to the

Select Document Type field.

Document Type: ~ Select Document Type... v

NOTE: An alternative way to search for POs
that you created is using the icon bar on the
left side of the page. Your POs can be found
by clicking on the Purchase Orders icon.
Then choose the status that you want (for
example, Ready to Send or Sent), along the
top of your results page. It automatically
defaults to “View Mine” in the upper right. If
you use this alternate way, you can skip to

Step 5.
Purchase Orders l ml p

Inbrogress ez

0t 4 Destription 4 roType o By & Depllec 4 Vendor & CeedDate  § Toul

ooef

Step 3: Selecting a Document Type

CONNELYS §

From the dropdown menu, select the
Catdlog vﬂ e desired document type. For example, select
Purchase Orders for ordinary POs or select
Blankets for a Statewide or Departmental
Contract (Master Blanket Purchase Order).

= Advanced Search

Document Type: Purchase Orders J‘q|
Selct Document Type... Y
Requisitons
Bid Solictations
Blankets
Invoices
(redit Memos
Vendors
Quotes
Hitzchments
Receipts
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Screenshot Directions

Step 4: Searching for a Document

= hvanced Search

The page refreshes to display the search
fields. Enter search criteria to locate the PO
—_— that requires a change order and click on the
Search button.

Doument Type:  Purchage ks v Mt riteia (m

Purchase Orcer #

i ] NOTE: A PO must be in Ready to Send or
, Sent status before a change order can be
created against the PO. Ensure that either of
these choices are selected in the Status
field.

Sent Date From

Fstal fear

=

Step 5: Selecting the Document

Results . .
The search returns a list of POs meeting the
50f 8 12345678910 »» “R Search Criteria
PO# 4 Purchase Order Date ; Description 4 Organization { Degertment  Location 7} Purcheser & Vendor & Total 4 Status. ¢ '
mwwlmw e " “‘E‘rﬂ‘“‘ 0SDUCSDT0 Sarasidd Lo Qm 355-5am
::"n:"mm T DMLy 10Uy Sidminte 00 5-5m1 Click on the blue hyperlinked PO number to
e e - - — . . e Open the PO
o B10May1s
::‘,:;-19908\051-!\051- ] BOSUBDSI 51 0Mally1s 22 am 3#5-5a0
e — I T o o NOTE: A PO must be in Ready to Send or
. f Sent status before a change order can be
POZORIDSIEDSE Deparmest ofSate - — o - . .
u e e T e e created against the PO. The status column
o ws |y |k - - can be sorted if you want to filter your results.
;nzﬁn-wmm-mw- ] BOSUBDSI 510Nyt e fsill] 5.5t
:an-wmmw-mm- ] BOSIAIS1 5l DMyt e 0] of=n
;c:mn-wmml-sw- ] BDSIBS1 El Arameis 0 3#5-5a0
PO oy o gan 80513051 &10Mlky15 Bane F) 5.5
l;t;;-wmw-mw- o }::-11 Weer sfey program pm i : BIDSIBIS1 510Maliy1s Yamei 00 " -5 y
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Screenshot Directions

Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-21679

General  fems  Vendor Routing Control  Attachments(3)  Motes{l) IC"angeO'dersl Reminders  Summary

Step 6: Clicking on the Change Orders Tab

The PO opens to the Summary tab. Click on
the Change Orders tab.

Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS1-21679

General  fems  Vendor  Routing  Control  Actachments(3)  Notes{!) ChangeOrders  Reminders — Summary

There are no change arders for this document,

Step 7: Clicking on the Create Change
Order Button

The Change Orders tab displays. Click on
the Create Change Order button.

sy Prssee y (snpeesy G

o S BB e

[} P sarejour chages befre sortng. OWmewse, jour Cengss il b2 st

Sweh(omme  Semhimemmyiens  Sehiees  Mdiem Upbadfems Erprhens

Create Change Order
NOTE: If this order was a G2B Punchout
order, you will not see this button since a
change order is not allowed on this type of
order.
Step 8: Selecting a Tab
(Changa Orde (In Progres) - Master Blanket Purchase Crder PO-J1-1990-BIDS1-BDS1-21679 st B

The Change Order opens to the Items tab.
Changes may be made on several tabs
including the General tab.

To make changes to items you originally
ordered, such as quantity, cost, or
description, click on the blue Number in the
Item # column to select the item that you
want to modify.
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Screenshot Directions

Step 9: Making Changes
(hange Order (In Progress)- Master Blanket Purchase Order PO-21-1990-BIDS1-BIDS-21679 st B 5
. 1. Make the necessary changes and click on

G hems Soomecne Devbuze (ot Anacress] iy [l Backta PO -

— the Save & Continue button.
=
ks 1 Pt ] fem Ty Homal .

) 2. Once all the changes are complete, click on
EEnSims -5 Sk fem Mimter BegnDae: EnDae -]
E Q211990 BDS1-BIDS 1346835 | 1 B2 B0 RS ‘B0-21-19903IDS1-BOSH-B0758 | Qucte 2/ Quat lem 2 QT-1980-8051BIDS 108346, 1 the Summary tab'
Tesmon '
e s - 5, o P, OO e, nd o e
Quantiyv : o B v w i

ity 4615 Publcsafetyand conirl v B v

. TaxAmout: £ 0
e 16-Water safety v tomielhmt. 00
Comdy P q
Additional product information »
Image management)

Smbdiihen  Saedi | SoetCoone : Caditn
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Screenshot Directions

Step 10: Completing the Summary Tab

Change Order (In Progress) - Master Blanket Purchase Order P0-21-1990-BIDS1-BIDS1-21679

General  Rems  Subcontractors  Distibutors (ool Auachmercs(l)  Summery  BacktoPO The Summary tab prOV|dES a recap Of the
changes made to the PO. The top section of
'Y B
R A—— the screen allows you to enter a comment for

the change order.

Header/Item Changes

The Header/ltem Changes section displays
the modified field and a description of the item
modification, when modified, and by whom.

sow DV e

Showing 110 10f 1 enies

( Wodified Field rem# Desirigtion \
Destrption Description changed from “water safety equipment - 1ife vests, pool rings, pool
ropes, and pool alarms." to "water safety equipment.”
\(UTII“E(K )
o DV e
Shosing 110 1 0f 1 entries
T If you would like the Vendor to approve the
HateralChange Order change order, select the Bilateral Change
B Order Enabled checkbox at the bottom left of
L Bilateral Change Order Enabled (Approval by Vendor vl be required) the screen
Save & Continue Submit for Approval Delete Change Order ° To confirm the Changes made on this
page, click on the Save & Continue
button.

e To stop the change to the entire
purchase order, click on the Delete
Change Order button.

e Change Orders require approval. To
submit the change for approval, click
on the Submit for Approval button.

The Summary tab re-displays confirming the
change order is submitted for approval
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Screenshot

MterBlnker Purchase Orcer PO-21-1990-B1D51-BI5 121679 i B
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Header/ltem Changes
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Approval Path
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Directions ‘

Step 11: Applying the Change Order

Just like all other COMMBUYS documents, a
change order may require approval. Once
the change order has been approved, it will
be in a Ready to Send status.

1. Locate your Purchase Order and
click on the Change Orders tab.

2. Click on the Apply/Delete
Change Order button at the
bottom of the page.

3. When the Summary tab page

displays, click on the Apply
Change Order button.

The change order is now in Sent status.
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