UR Procurement — Create Change Order
Implementation Tenant - https://wd5-impl.workday.com/rochester3

Instructions

Details and Screenshots

Home page:

e Use the UR logo to
return to this Home
screen

e Use the Search field
with keywords

e Use the Inbox for
Workday messages

e Use the Procurement
worklet for frequently
used tasks and reports

@ ROCITESTER Q Search Q &l’ !

Search field (search for
task type or number)

NS

T e s I S PR

o Use the
Applications Procurement worklet

2it -
fems for various tasks
Supplier Accounts Match Event for Supplier Invoi...

5 day(s) ago ;.'I 5
Go to Inbox @ ﬁ

Procurement Favorites

w Inbox

1 item

Rules

Change Orders can be used to revise the purchase order to:
o Change the FAO. This change will trigger the approval hierachy.
o Increase the value of the purchase order. This change will trigger the approval hierarchy and be sent to
purchasing also.
Requisitioners can create a change order for their own purchase orders to resolve:
o Quantity discrepancies. The change order can be used to increase the quantity on the purchase order.
=  For example: if you’ve ordered 10 of something and the supplier shipped 15. If you are going to keep the
extra 5, you will create a receipt for 15 and create a change order to increase the quantity from 10 to 15.
This change order will be submitted for approval.
o Price discrepancies. The change order can be used to add additional funds to a purchase order to cover an
overhbill.
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Instructions Details and Screenshots

= Once aninvoice is applied to a PO line, the unit cost cannot be changed. If there is a unit price
discrepancy and purchasing has reassigned the match exception to you in order to initiate a change
order, you can use the change order to add a new line with the correct unit cost.

e Achange orderis
typically required to
resolve a Supplier
Account Match
Exception.

e This reference guide will

Actions (17) Archive

Viewing: All Sort By: Newest

use the following
example:

Supplier Accounts Match Event for Supplier
Inveice: SPI01306166

30 second(s) ago - Due 05/08/2018

o PO has a goods-
based line for a
quantity of 2 (of
something)

o Requisitioner
created a
receipt for 2
when the order

The requisitioner received the following Supplier Account Match Exception notification in his/her Inbox:

A

Review Supplier Accounts Match Exceptions W
Supplier Accounts Match Event for Supplier Invoice: SPI01306166 (ctions

30 second(s) ago - Due 05/08/2018

[1et)

Your action is required to resolve a match exception.

Invoice Number ~ SPI01306166  Status  InProgress | Match Status  Exception

Supplier Invoice Q

came in.

o Afew days later ~ Invoice Information

7’

another Company 010 Central Administration
Shipment of 2 Supplier DL Instruments LLC
arrived

O An invoice was Send Back Save for Later Cancel
sent to AP for a
total of 4.
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Instructions Details and Screenshots

e Notice there are two
requirements in the
notification to the

requisitioner
o Not enough .
receipts ’
o Quantity
discrepancy

e Inthis case, the
department wants to
keep the extra shipment
and instructs the
requisitioner to create a
Change Order so the
invoice can be paid

e Findthe purchase order ~ Terms and Taxes ~ Invoice Reference Information
number within the Payment Terms  Net 30 Ship-To Address
Supplier Accounts Discount Date Supplier Document Received
Match Exception ue Date /050t Sommtr eerence Nomber 11118888
notification. Itis Ectermal PO Numbor
located in the Invoice Supplier Contract
Reference Information Purchase Orders PURO0000476
section.

+ Matching Summary
e Hover your mouse

cursor over the

Header Match Exception Meeds Receipt

Number of Invoice Lines 1

purchase order number Original Lines in Mateh Exception 1

and select the Related Gurrent Lines in Match Exception 1

ACtions bUtton a ppea rS Lines in Match Exception

an d Line Match Exception ~ Company ltem Line ltem Description Business Document Lines Spend Category
Discrepant Quantity 010 Central Administration special approver routing - should route Information Tec

PURO0000476 - Line 1 15048350)

Matched Documents
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Instructions

Details and Screenshots

e Select the purchase
order number

e Select the Related
Actions button next to
the purchase order
number

e Select Purchase Order

e Select Create Change
Order

Purchase Orde CE = -

Status Issued Purchase Order Lines 1 ite HE = ol B
Company 010 Central Line Description Spend Category Extended Amount
Administration
Document Date  05/02/201¢ 1 special approver routing - should route Information Technology Services (SC48350) 20000
! -
Supplier DL Instruments 4 »
uc
Buyer David Tortora

PaymentTerms  Net30

View Purchase Order

Purchase Order punuuum

Actions

v
Summary Purchase Qrder PUR00000476
Company 010 Central Adm r|| Purchase Order 2 Create Change Order
Accounting > i
Supplier DL Instruments LL Status Issued Purchase Order Lines
Favorite >
Currency uso 010 Cent
Return ? Company 010 Central Line Description
Administration
Document Date 05/02/2018 Roles >
Document Date 05/02/2018 R
Line Total Amount 200,00 apecial spprover routi
Supplier DL Instruments
LLC ]
Buyer David Tortora
Payment Terms Net 30
Shiopina Terms FOB Destination
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Details and Screenshots

Instructions
e Take note of the Help
Text at the top of the

Change Order screen
o If the Change
Order should

Create Change Order

Before submitting the Change Order, check the PO Issue Option field located in the upper right.

e the PO Is:

= If the Chang
« If the Chang
If the value of this

ng
> the su s Print
purchase order is increasing or the FAO is being changed, it will be sent for financial approval.

not be sent to

the supplier,

such as for Purchase Order  PUR00000476
internal . Summary
changes, change company
the Issue Optlon Supplier DL Instruments LLC
to Phone Currency usD
Document Date % 05/02/2018 [
Change Order Creation Date  05/06/2018
Change Order Total 200.00
Tax Amount o.eo
Freight Amount 0.00
Save for | ater
e Inthis case, the goods

-

Print

are already received and
invoiced and we don’t
want the supplier to
ship more; therefore
change the Issue Option
to Phone.

~ Contact Inf

ssue Option pearch

010 Central Administration

Supplier Portal

~ Terms and Taxes

Payment Terms

Due Date

Default Payment Type

Override Payment Type

Credit Card

Shipping Terms

Shipping Method

Cancel

X Net30
MM /DD /YYYY [

Check

X FOB Destination, freight
prepaid

X See below

~ Contact Information

Issue Option X Print

Buyer % | X David Tortora

Bill-To Contact X David Tortora

Bill-To Contact Detail David Tortora

Bill-To Address X University of Rochester
Accounts Payable 910
Genesee Street, Suite 200
Rochester, NY 14611-3847

United States of America

Ship-To Contact X Jane Smith

~ Contact Information

Issue Option

now becomes =>

X Phone
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Instructions

Details and Screenshots

e Scroll down to the
Goods Line area.

e Take note of the
Quantity area

Goods Lines Service Lines Tax Retention Terms Prepaid Details Attachments
——
Goods Lines 1 ite
Cascs Purchase
PO Line *ltem and Category Supplier ltem Identifier ftem Tax
Line
1 tem 12345 Tax Applicability
Item Description
special approver routing - should route Tax Code

Spend Category *
Information Technology Services
(5C48350)

Tax

Recoverabil

Quantity

Ordered

2

Received

2

Invoiced
4

Unit of Measure

Each

il|
=]

Cost

Unit Cost
100.00

Extended
Amount
200.00

e Increase the Quantity
Ordered from 2 to 4.

e Notice that the
Extended Amount
automatically updates
to the new extended
amount.

rability Quantity Unit of Measure Cost
Ordered =20 Unit Cost
4 100.00
Extended

Received Crr
2 400.00
Invoiced

4

e Addanoteinthe
Comments field
e Select <Submit>

Increasing the quantity from 2 to 4 per our discussion|

Save for Later Cancel
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Instructions

Details and Screenshots

e The Change Order has
been submitted for
approval.

BROGHESTER | Q Search

You have submitted

Change Order: DL Instruments LLC on 05/06/2018 for $400.00

Up Next
{ - ]

Approval by UR FAO Manager

> Details and Process

e The status of the
Purchase Order shows
Change Order In
Progress

Search Results 1it=ms

Procurement
PUR00000476
Actions
Tip: try selecting anothe
Accounting
Favorite
Return
Roles

Purchase Order PUR0O0000476

Status Change Order In Purchase Order Lines 1 ite
Progress
Company 010 Central Line ' Description

Administration

Document Date 05/02/2018 1 specisl approver routing - s|
Supplier DL Instruments
LLC
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Instructions

Details and Screenshots

e You can check the status
by going to the
purchase order and
viewing the Version
History and selecting
the magnifying glass
icon in the Pending
Changes area.

View Purchase Order

Purchase Order ~ PURD0000476 Status
~ Summary

Company 010 Central Administration

Supplier DL Instruments LLC

Currency usD

Document Date 05/02/2018

Line Total Amount ~ 200.00

Change Order In Progress

~ Terms and Taxes

Payment Terms

Due Date

Default Payment Type
Override Payment Type
Credit Card

Shipping Terms

Net 30

Check

FOB Destination, freight prepaid

Goods Lines Version History Process History

Prior Versions 0 items

Purchase

Order Change Date

e The requisitioner will
still need to create a
receipt since there is
still a supplier accounts
match exception in the
Inbox for ‘not enough
receipts.’

e Follow the Create a
Receipt reference guide
for help with receipts.

Actions (17) Archive

Viewing: All Sort By: Newest
Supplier Accounts Match Event for Supplier
Invoice: SPI01306166

Requires your attention as information has been
changed

2 minute(s) ago - Due 05/08/2018

Shipping Method See below
Shipping Instructions See below
Supplier Contract empty
Printing Runs Balances
[ = olla B L™ Pending Changes 1 item
Total Amount Change Order

Review Supplier Accounts Match Exceptions

]

Version Created On

~ Contact Information

Issue Option

Buyer

Bill-Te Contact
Bill-To Contact Detail

Bill-To Address

Ship-To Contact
Ship-To Contact Detail

Ship-To Address

Meme

Internal Memo

05/06/2018

Change Order Status

In Progress

Print
David Tortora
David Tortora
David Tortora
University of Rochester Accounts Payable 910
Genesee Street, Suite 200 Rochester, NY 14611-
3847 United States of America
Jane Smith

Jane Smith

44 Celebration Drive Suite 3.100 Rochester, NY
14620-2664 United States of America

BE = ola @

Total Amount

40000 *
.

Supplier Accounts Match Event for Supplier Invoice: SPI01306166 (ctons

2 minute(s) ago - Due 05/08/2018

Your action is required to resolve a match exception

Supplier Invoice ~ Q Invoice Number ~ SPID1306166  Status I Progress

~ Invoice Information
Company

010 Central Administration

Supplier DL Instruments LLC

Match Status ~ Exception
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