UR Procurement – Create Change Order To Add a New FAO For Future Charges

	Instructions
	Details and Screenshots

	Home page:
· Use the UR logo to return to this Home screen
· Use the Search field with keywords
· Use the Inbox for Workday messages
· Use the Procurement worklet for frequently used tasks and reports
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	Rules
	· Change Orders can be used to revise the purchase order to:
· Change the FAO. This change will trigger the approval hierachy.
· 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:
· 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.
· Price discrepancies.  The change order can be used to add additional funds to a purchase order to cover an overbill. 
· Once an invoice 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.
· Changes to an FAO cannot be made to a line if an invoice has been attached and/or paid.  Once an invoice has been paid the only way to correct account is by doing a Journal Entry.  You can change the FAO for future invoices by creaing a new line and transfering unused funds to the new line.


	· Search for the PO in Workday in order to initiate a Change Order.
	If you realize payments have posted to an incorrect FAO and you need to update the PO so future charges post correctly, you can do so by initiating a change order to the PO and adding a new line.  To start you should search for the FAO by typing the PO number in the global search bar.  Hit enter and then click on the word Procurement to the left side of the screen.  The blue number will then appear.
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	· Next, hover over the blue number and click the Related Actions Button that appears.  It is orange with three dots.
· Click on the Actions button.
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	· When the next window opens under the Actions column hover over the words Purchase Order and click on Create Change Order.
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	· Take note of the Help Text at the top of the Change Order screen
· If the Change Order should not be sent to the supplier, such as for this type of internal change, change the Issue Option to Phone or Print.
· Failing to do this may result in duplicate orders.
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	· Add a note in the Internal Memo field to explain the change you are submitting.
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	· Click on the Service Line tab and then click on the plus sign to add a new line.
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	· You will need to transfer the information from the original line to the new line in the Company and Item and Category columns.
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	· Next change the amount on the original line to match the invoiced amount.
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	· Then add the remaining balance of the original amount to the new line, along with the start and end date.
· If you choose to increase the amount of the PO or add additional time you can do so now by increasing the ordered amount and the end date.
· Be sure to note your changes in the Internal Memo field.
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	· Add the matching commodity and add the new FAO you wish to use.
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	Select <Submit>
The Change Order has been submitted for approval.  
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	The status of the Purchase Order shows Change Order In Progress
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	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.
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Create Change Order

+ Before submitting the Change Order, check the PO Issue Opion feld ocated in the upper right. If the Change Order should not be sent o the supplier (such as, an administrative change only), be sure to change the PO Issue Option o Phone.
+ Marketplace suppliers do not accept change orders 50 you will be prompted to change the PO Issue Option o phone.

+ Be sure to summarize what is changing in the Intemal Memo field

+ Commodity is required for non-catalog orders and should be the same for allines/line spiits. f there are mutiple lnes, select the commodity that most closely relates to the highest dollar value forallines. Commodity cannot be changed once an invoice is applied to 3 ine.
+ Ifthe value of this purchase order i increasing, it will be sent for financial approval. Enter the new total dollr value (new not-to-exceed value) and not just the changed amount.
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Purchase Order  PURDO000476 Status  Change Order I Progress
v Summary v Terms and Taxes v Contact Information
Company 010 Gentral Administration Payment Terms Net30 Issue Option print
‘Supplier DL Instruments LLC Due Date. (empty) Buyer David Tortora
Gurrency usp Default Payment Type  Check BillTo Contact David Tortora
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Genesee Street, Suite 200 Rochester, NY 14611
Shipping Terms FOB Destination, freight prepaid 3847 United States of America
‘Shipping Method See below Ship-To Contact Jane Smith
Shipping Instructions  See below ‘Ship-To Contact Detail  Jane Smith
‘Supplier Contract (empty) ‘Ship-To Address. © 44 Celebration Drive Suite 3.100 Rochester, NY
146202664 United States of America
Memo (empty)
Internal Memo (empty)
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