Change Requests

At the University of Louisville, Change Requests will be initiated by the requestor. The buyer may also
receive similar requests from vendors in order to update PO information. Any requests resulting in a
price or quantity change will be routed to the appropriate department for approval.

**Please note that change requests do not impact or update the referenced requisition, and therefore
need further approval for some changes (resulting in price change) prior to updating the corresponding
Purchase Order.

it is important to understand what a change request is in eProcurement and when the functionality is
available.

Even though change requests are initiated at the requisition level via eProcurement’s Manage
Requisitions page — these transactions are actually requests to change Purchase Orders associated with
the eProcurement requisitions. If approved, change requests feed the PO Change Order process and
update the Purchase Orders accordingly. Since we are requesting a change to a PO — The Change
Request option is only available in the dropdown for Purchase Orders in a Dispatched status. If a
requisition has not yet been processed, the edit requisition functionality would be used instead.

To Approve a Change Request at Department Level
Log into PeopleSoft

Click on your worklist

ePro Change Req Amt Appr. 301
REQEMTRY3 05112010 Approval Routing Approval Workflow 2-Medium | BUSINESS UNIT.UOFL1
REQ 1D:1000118218

ePro Chanae Reqg Amt Appr, 311,
REQEMTRY3 05112010 Approval Routing Approval Workflow 2-Medium » | BUSINESS UNIT.UOFL1
REQ 1D:1000118204

Note: The link will say ePro Change Req.

Click on the link
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Change Request Amount Approval
Requisition Name: 1000118204
New Total Amount:  $1,821.80 USD
Total Amount: $975.80 USD
Requester: REQENTRY3 Business Unit: UOFL1
Requisition Date: 0416/2010 Requisition ID: 1000118204
~ Change Request Details
ool b ey Mt e e tenmirer | e
Value Value
1 05M1/2010 1:24:39PM  PRICE_PO 60.00000 3000109675 3 Pending
2 05/11/2010 1:24:39PM  QTY_PO 15.00000 3000109675 3 Pending
b
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Note: New Total Amount of Requisition and Total Amount (original amount of req before change)

. * Requisition Line Details . .
Click on arrow to see line details
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Requester: REUENTKYS BUSINESS UL UuFLl E
Requisition Date: 0416/2010 Requisition ID: 1000118204 |
* Requisilion Line Details
Line (Item Description Quantity |UOM (Price Amount
BEAKER,PP,250ML, GRADUATED
1 [ BEL-ART /F262120000 ] Griffin 12.0000 PK 12.00000  216.000 216.000
Low Form Polypropylene Beaker
GLOVE, POLY NYLON SM
2 DOZEN [ MAGID GLOVE [ JPS16] 1.0000 CS 70580000 705800 705.800
Polyurethane Coated Glove
‘SHOWER TEST KIT WBUCKET =
[FIRST SAFETY CORPORATION /
3 11140 ] Shower Tester Kit with 1.0000 EA 54.00000 54.000 15.0000 60.00000 900.000
Bucket
~ Change Request Details
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1 05M1/2010 1:24:39PM  PRICE_PO 60.00000 3000109675 3 Pending |
2 05/11/2010 1:24:39PM  QTY_PO 15.00000 3000109675 3 Pending
&
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Note Change Request Details



Original lines on the requisition with detail information

Change Request Details

There were two changes made.

The first change was made to the price, the new price is noted and the approval is pending.

The second change was made to the quantity, the new quantity is noted and the approval is pending.

+ Review/Edit Approvers

The second change Click on the arrow to view the approvals required.

This is the same screen to see for requisition approvals.
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[Ca 9:49:50AM DESCR254_MIXED Flive dnu 3000109551 1 Approved V.
description -
04/02/2010
2 9:49:50AM PRICE_FO 600.00000 3000109551 1 Pending

- ReviewiEdit Approvers

Departmental Approval

< Line 1:Pending

Test of justification comment
Route to Department Approvers

Pending
G EQAPPROVE1
ra Department Approver

~ Line 1:Pending
Test of justi tion comment

Route to Department Approvers
Pending

(D REQAPPROVE
ePro Department Approver U
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* Comment
Comment:

Comment box is available just as in requisition approval

Approve Deny

Click on Approve or Deny as appropriate
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Approval
1 04/08/2010 2:52:05PM QATY_PO 2.00000 3000109531 1 Pending

+ Review/Edit Approvers

Departmental Approval

= Line 1:Approved
Latitude EG500;IntelREG CoreTH 2 Duo PETO0 with WT (2.53GHz, 3M L2 Cache, 1066MHz FSB)
Route to Department Approvers

Approved

EEQAPPROVED
ePro Department Approver
41372010 - 3:32 PM

* Comment

Comment:

Shows approved



