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.

In the previous section we discussed Manage Requisition functionality, including the ability to initiate a
change request. In this section, we will discuss how to create change requests in detail and which fields
are available for change.

Before discussing how to create a change request, 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.

Initiating a Change Request
Navigate: eProcurement> Manage Requisitions

Enter the search criteria to search the desired Requisition to initiate a change request. **The
Requisition must have resulted in a Dispatched PO to be available.



Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: |UOFL1 Q Requisition Name: |
Requisition ID: Q Request Status: PO(s) Dispatched - Budget Status: -

Date From: @ Date To: 014072009 E;J
Requester: Q Entered By: QA POID: Q

Search | Clear |

Toview the lifespan and line items for a requisition, click the Expand triangle icon: [+

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Reqguisition Name BU Date Status Bu 1 Total
' 1000108157 1000108157 UOFL1  12/19/2008 PO(s) Valid 178.00Usp “Select Action.. 'ﬂl
Dispatched
P 1000108156 1000108156 UOFL1  12119/2008 PO(s) valid 149.00usiNChange Reque v_0|
Dispatched
1000108153 1000108153 UOFL1  12(19/2008 PO(s) Valid 107435050 <SelectAction.. 'ﬂl
Dispatched

Go
Select Change Request option from the drop down and click on the —| Button.

Select Requisition Line for Change Request

Business Unit: UOFL1 Requisition ID: 1000108156

Reguisition Lines Customize | Find | View -—II| First 41 1 of 1 L2/ Last
Req

- Item Description PO Humber PO Date Vendor Hame
1 iPodnano, 8GB - Black 3000100629 1 12/19/2008 ‘lﬂ:ﬁ:“'&c“’“““tm

Select the Requisition lines for Change Request by clicking on the v button.

Create Change Request

Business Unit: UOFL1 Purchase Order: 3000100629 Requisition: 1000108156

PO Date: 12/19/2008 Buyer: TRATWEO1 Justification Commens

Vendor:  Apple Computers Inc Show All PO Lines |

PO Lines Customize | Find | V' First 1 4 of 1 (¥ Last

tem ID tem Description Cancel PO Line

1 iPod nano, 8GB - Black =




Click on the 2USHNCEloN COMMENS | 44 enter any comments if applicable.

Click on the Show All PO Lines l Button to see all the lines of the PO associated with the Requisition.

If canceling PO Line select the Cancel PO Line field.

=l
Click on the = button to make changes to PO Line.

Change Request Line

Business Unit:  JOFL1 Purchase Order: 3000100629 Requisition: 1000108156

PO Line; 1
Unit of Measure: Each
Description: iPod nano, 8GBE - Black .

| -

New Description:

PO Schedules Customize | Find | View H||| First 141 1 of 1 LI Last

Due Date Ship To Merchandizse Amt Car;e;l PO

1 12M19/2008 CENT_OUTSD 149.00 EC

o * Save Page to Submit Change\Cancel Request™®
To cancel the entire PO, check all "Cancel PO Line” boxes on the header page.

Enter New Description if applicable. If adding to a blanket order, copy description and add statement,
adding additional $500(amount you are adding) and the date.

If this is the only change, save the page to initiate the change request.

Message from webpage

' ** Change Request Submithed ** {18036,1750)

Change request submitted and pending approval.

Click OK
To change a second line, repeat actions.

Select the Cancel PO Ship field if canceling the PO Schedule.



Click on the ES button to make changes to PO Schedule, quantity or price.

Change Request Schedule

Business Unit: UOFL1 Purchase Order: 3000100629 Requisition: 1000108156
Line: 1

Schedule: 1

Due Date:  12/19/2008 New Due Date: (01/07/2009 [

Ship Tox Central Receiving Dock Hew Ship To: Q

Quantity:  1.0000 New Quantity: | 1

Price: 149.00000 New Price: | 500]

Amount: 1458.00 UsD

o * Save Page to Submit Change\Cancel Request*
To cancel the entire PO, check all "Cancel PO Line™ boxes on the header page.

Return to Change Reguestline

Save |

Enter the data as applicable in the fields

In the example above, the original price was $149.00 and the new price is $500

If adding to a blanket and the original amount is $1,000 and you want to add an additional $500, the
new price would be $1500

Requisition Approval for Change Request

Increase in quantity and/or price will trigger the requisition approval workflow for this
change request.

Press Continue to save the change request and proceed to submit the requisition for
approval.

Press Cancel to return to the previous page without saving.

Continue Cancel

Click Continue

Submit For Change Approval

Click



After the page is saved Workflow notification will go out for approval since these changes resultin a
new price (quantity and price changes). Change requests (if approved where required) will be processed
by the PO Change Order process and update the corresponding Purchase Orders with the new data.

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 Change Req Amt Appr, 311
REQEMTRY3 05M11/2010 Approval Routing Approval Workflow 2-Medium = | BUSINESS UNIT-UOFL1
REQ 1D:1000118204

Note: The link will say ePro Change Req.

Click on the link

(= Worklist - Windows Internet Explorer

6?/ - |& htips louisville edu v‘ o ‘ FAT ‘-.' =

: File Edit View Fawvorites Tools  Help ix &
57 Favarites 5 %2 Online Radio - Free Int... €| Audit Reports - Visa Information Mana,., £ | https—usertest.sciquest € | Purchasing

‘@Wnrkhst | | B B 0 fm v Page~ Safetyr Took T @+
UNIVERSITY OF

LOUISVILLE.

»

VWorklist Add to Favorites

1=

13

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

* Requisition Line Details

~ Change Request Details

Change Request New Field |Hew Date leq
Change Request Field Hame NEwField |HewDate |y, yyye |po yumber |Line (%
DatefTime Value Value Approval

1 0511/2010 1:24:39PM  PRICE_PO 60.00000 3000109675 3 Pending
2 051112010 1:24:39PM  QTY_PO 15.00000 2000109675 3 Pending

» ReviewlEdit Approvers

Comment:

| | b

@ Internet S v H100% -

Note: New Total Amount of Requisition and Total Amount (original amount of req before change)

Click on arrow = R to see line details



(= Worklist - Windows Internet Explorer

6@ - |E https: //fiuseric. louisville.edu /s p/fiuser EMPLOYEE/ERF fw AMWORKLIST PIC ACtion V‘ & 41| K ‘1" Google
! File Edit View Faworites Tools Help ‘ x EF,_; -
¢ Favarites ) ’U Online Radio - Free Int... @) Audit Reports % - Yisa Information Mana... £ https—-usertest.sciguest €| Purchasing sl
— »
‘ & wiorklist | | & - [ o - Page~ Safety~ Took~™ @+
UNIVERSITY OF
LOUISVlLLE Worklist Add to Favorites
=L
reyuesten: REUENKTS BUSIESS VNG uurLl 3
Requisition Date: 0416/2010 Requisition ID: 1000118204 b |
~ Requisition Line Details
Line |ltem Description Quantity |UOM [Price Amount :‘)%:m‘ HewPrice [}=
BEAKER,PP 250ML, GRADUATED
1 [BEL-ART / F262130000 ] Griffin 12.0000 PK 1800000 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 WIBUCKET
[FIRST SAFETY CORPORATION / 0000 00000 0000 00000
a H-140 ] Shower Tester Kit with 1 EA 54 . 80 .
Bucket
~ Change Request Details
hange Request . New Field |Hew Date Req
r DatelTime Field lame |yoye Value llew Value PO lumber |Line |, o5 oug)
1 05M1/2010 1:24:39PM  PRICE_PO 60.00000 3000109675 3 Pending n
2 05/11/2010 1:24:33PM  QTY_PO 15.00000 3000109675 3 Pending
* Reviewi/Edit Approvers
.
& Internet S5 v Hi100% -

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.



lows Internet Explorer

O C + B it /ruser c vl e/ Muser [EMPLOVEE/ERP A AWORKLIST7ICAzton: (9] B8 39 (42 [

Google

File Edit Wiew Favorites Tools Help
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¥ T g 40 50aM DESCR254_WIXED
04/0212010

v

2 9.49.50AM PRICE_PO

~ Review/Edit Approvers

Departmental Approval

pre g
description

2000109551 1 Approved

600.00000 3000109551

1 Pending

= Line 1:Pending

Test of comment

Route to Department Approvers

1
Fro Department Approver

< Line 1:Pending
Test of justification comment

Route to Department Approvers

1
Pro Department Approver

~ Comment
Comment:

& | hitps—-usertest.sciquest @ | Purchasing @ | FrontBridge Technalogi..
[ [ @ - Page™ Safety ™ Tools~ @~

& Instance URLs , IT-Info.

& Internet

|lol-
»
»
Add to Favori
~
v
fa v ®100% -

* Comme|

Comment:

Comment box is available just as in requisition approval

Approve Deny

Click on Approve or Deny as appropriate




1 04/08/2010 2:52:05PM QTY_PO 2.00000 3000109531 1 Pending

~ Review/Edit Approvers
Departmental Approval

= Line 1:Approved

Latitude EG500;IntelREG CoreTM 2 Duo PEF00 with VT (2.53GHz, 3M L2 Cache, 1066MHz FSB)
Route to Department Approvers

Approved
REQAPPROVE1
&Pro Department Approver
4/8/2010 - 3:32 PM

* Comment

Comment:

Shows approved

To approve change requests at Buyer level

Navigate: eProcurement > Buyer Center >Approve Change Requests

= Approve Change Requests - dows Internet Explorer
5‘—\ - |g. https /fiuseric louisville.edu/bep fuser ERMPLOYEE ERF S/ TATN_IVERLLFY V‘ 5 ‘ || % BGDOQIE ‘ R
File Edit “iew Favorites Took Help | x & v

< Favor ites 55 4 Visa Information Mana... & https—usertestsciquest @ | Purchasing & | FrontBridge Technalogl... & Instance URLs , IT-Infio..
— >

|@Apprnve Change Requests ‘ | i Mo B 0 M v Page~ Safety v Toolks v @

UNIVERSITY OF

LOUISVILLE.

= Buyer Center
= Manage Purchase
Orders
- Expedite Requisitions Change Requests Pending Approval
= Quick Source

Requisitions )
- Dispatch Purchase Buyer:| Q Sort By:

Purchase Orders Customize | Find | View All| First [ 1410017 I Last
Business Unit PO Number Requester Buyer
UOFL1 3000109461 REQENT TRATWEO1 v
- Inquiries and Reports UOFL1 3000109463 REQENT TRATWEO1 v
© Aalize Procurerment UOFL1 3000109464 REQENT TRATWEQ1 v
= Create Renuisition UOFL1 3000109465 REGENT TRATWEO1 v
~ Manage Requisitions
e UOFL1 3000109539 REQENTRY10 TRATWEQ1 v
= Approve Requisitions
- Receive tems UOFLA 3000109544 REQENTRY10 TRATWEDA v
= Procurement Card Center v
- Reports UOFL1 3000109548 REQENTRY10 TRATWED1
~ Administer Procurement UOFL1 3000109549 REQENTRY10 CMMONRO1 v
= My Profile
1 Program Management | UOFL1 3000109551 REQENTRY10 CMMONRO1 v
PR IEE UOFL1 3000109553 REQENTRY10 REPARDO1 v
I Accounts Payable
> Commitment Control
[ General Ledger Process Change Order
> SCM Integrations 1 |
C] B e

<3

& Internet

<

a - ®aonn -




Buyer: TRATWEQ1 Q
Use the to show only a particular buyer’s change

request

Click on of change order to approve

Change Request Details

Business Unit: UOFL1 PO Number: 3000109530 Change Order:
Source: User Change Request Approve All
Submitter: REGEMNTRY10 Last Change Date:
Submit DateTime: 04/02/2010 10:04:35AM  Reviewed On: [ ] Reviewed
Justification:

o . .
Customize | Find | View Al | == First 10f1 Last

ne | 2ched hed |Process | Date Hew Value Approval
Num Status | Submitted A{:tlon

1 initialize 04/02/2010 More Information ~ REFRIGERATOR,black | v | [=]

Type in comment if appropriate

. View Purchase Order . .
Click on link to review the PO

Purchase Order Inquiry

Business Unit:  UOFL1 PO Number: 3000109539 Change Order:
PO Date:  02/02/2010 Vendor: 0000007778 CHARLIEWIL-001
Buyer: TRATWED1 Terms: 30

] ’ .
Customize | Find | View All| &= First 10f1 Last

1 $5,001.00 EA 1.0000  Active E.%

Clickon to view the line details



Line Details

Item 1D: REFRIGERATOR
Amount: 5,001.00 usD POQty: 1.0000 Status:  Active
Buy Agree ID: Buying Agreement Line Nbr:
RFQ ID: RFQ Line: Receiving Required: Y
Category: 00608 Inspection Required
Vndr Catlg: Withholding Applicable
Vnd Itm ID:
Manufacturer ID:
Price Date: Due Price Qty: Schedule
Config Code:
Template:
oK | Cancel
Click OK

Change Request Details

Business Unit: UOFL1 PO Number: 3000109539 Change Order:
Source: User Change Request Approve All |
Submitter: REQENTRY10 Last Change Date:
Submit DateTime:  04/02/2010 10:04:35AM  Reviewed On: [ Reviewed
Justification:

Customize | Find | View All First 214 of 1 LEI Last

. Sched |Process |Date Approval
Line |y im |status |Submitteq |S209E New Value
=]

Approve
Deny
Fending

Initialize 04/02/2010 More Information REFRIGERATOR, black

Return to Change Requests Pending Approval  View Purchase Order View Processing Messages

& zave | [=] Motify |

Check the CIRevi This will enter the date reviewed.

Reviewed On: 04/02/2010 Reviewed

Approve All |
Click on the drop down box to choose Approve , Pending or Deny or check the

_—-

button



.. Beturn to Change Requests Pending Approval . .
Click link to return to your pending approval list.

Change Requests Pending Approval

Buyer: | Q

Purchase Orders Customize | Find | View Al First ] 110 o 12 I Last
Business Unit _ |[PONumber  |Reauester D
UOFL1 3000109389 REQENT TRATWED1 v
UOFL1 3000109461 REQENT TRATWED1 v
UOFL1 3000109463 REQENT TRATWED1 v
UOFL1 3000109464 REQENT TRATWED1 v
UOFL1 3000109527 REQENT TRATWED1 v
UOFL1 3000109531 REQENT TRATWED1 v
UOFL1 3000109528 REQENT REPARDO v
UOFL1 3000109541 REQENT TRATWED1 v
UOFL1 3000109549 REQENTRY10 CMMONRO1 v
UOFL1 3000109550 REQENT CMMOMNRO1 v

Process Change Order

Click on of change order to approve

Customize | Eind | First 121 4 of 1 LEI Last
Date St Approval
Emi tied Change Hew Value Approval Action
- Status —
N Purchase Order :
1 1 Initialize 04/08/2010 - 2 Pendin
Cluantity g El

o The increase in price and/or quantity above is awaiting requisition amount approval and is
not yet available for change request approval.

Req Amount

Approval
Status

Pending
Note: This requisition has column . The change order is still awaiting department

approval



Process Change Order

Once you have approved your change orders, click on

Change Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value
Run Control ID:| begins with + |

[]case Sensitive

Search | Clear | Basic Search [5) Save Search Criteria

Find an Existing Value | Add a New Value

To add a new run control, click Add 2 New Value

Add
Type in name for run control and click
PO Changes
Run Control ID:  Ralph Report Manager Process Monitor _
Chg Reqguest Selection Criteria
Source: | User Change Request v|
Business Unit: \UOFL1T © Business Unit To: UOFLT <

PO ID: Q PO ID To: Q
PO Update Options

[] override Dfit Buyer's PO Sts PO Status:
[J use Current UOM Conv Rate

§ save | [\Returnto Search | +[E Previous in List | +E Mextin List | [=] Motify

El save |

Complete fields as above and click



To process for one PO, enter the PO ID in appropriate field.

Click ﬂl

Process Scheduler Request

UserID: SDRUSS01 Run Control ID: Ralph

Server Name: PSUNX ~ | RunDate: 04/09/2010 El

Recurrence: Run Time: 10:44:25AM Resetto Current Date/Time I
Time Zone: &

Process List

Select |Description Process Name Process Type *Type *Format i
Change Purchase Order FPO_POCHMG Application Engine | Web w | | TXT + | Distributi

oK | Cancel |

Make sure the server name is PSUNX

PO Changes

Run Control ID:  Ralph Report Manager Process Monitor Run |

Process Instance 946897

Chg Request Selection Criteria

Source: | User Change Request v
Business Unit: |JOFL1T & Business Unit To: |JOFL1 &

PO ID: 2 PO ID To: 2
PO Update Options

(] Override Dfit Buyer's PO Sts PO Status:
[Juse Current UOM Conv Rate
Note Process Instance: 946897

Process Monitor
Click on link



Process List Server List
View Process Request For

User ID: [SDRUSS01 Qrme: L vuaest 3 [Days || Refresh |
Server: [PSUNX v | Hame: <, Instance: | to |

L —— - P
Staiu!i.

Process List Customize | Find | Wiew Al | First 141 4 of 1 L2 Last

Select |Instance | Seq. | Process Type Process User Run Date/Time Run Status Distribution Details
Hame = - |Status -

946887 Application Engine PO_POCHNG SDRUSS01 04/09/2010 10:44:25AM EDT Success Posted Details

Click ]ﬂl until Status is Success and Posted

Budget Check

Approval workflow



