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The five basic rules of change requests are as follows:

You can only create a change request on an open, completed purchase order.
Only one change request can be in process for any PO at a time.

Change requests go through the same workflow as requisitions. If dollar amounts
have been adjusted, the approval workflow will be adjusted for cumulative total
dollar amount.

You cannot change a line that’s been fully invoiced and vouchered.

5. Always check for the account code since UDX will let you submit a change request
without one.

Note: Change Requests should NOT be initiated for the following: Closing or Canceling
entire POs, making changes to Catalog Orders.




Changing Funding Sources on an Invoiced PO

* Rule #4 of Change Requests means you cannot change a line that’s been fully
invoiced and vouchered.

* Because of this rule, a fully invoiced line will not be visible on a Change Request,
but it’s still on the purchase order! This means caution is needed when changing
funding sources in the header of a purchase order, or on any line that has invoices
against it.

e Standard (quantity-based) and Blanket (amount-based) purchase orders have
different approaches to funding changes.




Changing Funding on an Invoiced PO:
Standard (quantity based) POs

e Standard (quantity based) POs need to separate the quantities that have already
been paid for (whether you can see them on your change request or not) from
those not yet paid for.

 The following slides show two different scenarios:

1. Changing the funding on open lines when at least one other line has been
fully invoiced.

2. Changing the funding on open quantities when some quantities on that line
have been fully invoiced.




ttivaic. EXCHANGE

Purchase Order *

Status Summary

Voucher No. |

ITO00950 [F

Line Details

Line No.

asqaxmm.ma

UDST001120 Revision 1

Revisions 2

Records found: 1, Totaling: 1.29 USD

Supplier Voucher No.

test1234

Product Name

£) Easy Peel Laser
Address Labels, 1...

) Small Binder
Clips, 3/8"...

£)- File Folders, 1/3
Cut Assorted, On...

Confirmations

Voucher Date

5/1/2022

Catalog No.

AVE5160

UNV10200

UNV12113

Shipments

Change Requests Receipts

Due Date

5/1/2022

Unit Price

35.23 UsSD

1.29UsD

20.80 USD

Vouchers 1

Voucher Type

Voucher

Qty/UOM

Comments Attachments

Payment Status

Payable

Extended Price

3523 USD

1.29UsD

20.80 USD

All =
History
Voucher Total Invoiced By
1.29USD Pickering, Kristen
Voucher Qty/Cost Status
1/35.23USD Open
1/1.29UsSD Net Invoiced
1/20.80 USD Open

Search (Alt+Q) 000USD W @ P A 2

= ® @ - 9of9Results ¥ < >

Completed

Details v
Supplier Status

Sent To Supplier

Supplier

W B MASON CO INC

Total (57.32 USD) v
Subtotal 57.32
57.32
Related Documents N
Requisition: 3465576 =
950 =
>

Powered by JAGGAER | Privacy Policy
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Change Requests * 3522984

Summary PO Preview

| o Changes will not be sent to

Al v Search (alt+Q) 0.00USD W

External (

the Suppli

On the change request, it is tempting to just change the value
of the funding source in the Accounting Codes header, but
that would change it for ALL lines on the PO, including the line
that’s already been invoiced.

Change Request Reason

Reason Change funding on open lines

Accounting Codes Q

Work Order

Number SpeedType

N/A PURC110000

N/A PROCUREMENT
SERVICES

2 ltems

.v

W B MASON CO INC

2 ltems

Purpose Fund Dept Program Source Project ID User Ref Cost Share Project
PURC110000 OPBAS 04750 ADALL no value no value no value no value
R/E PROCUREMENT ~ OPERATING BASIC ~ PROCUREMENT ADMINISTRATIVE
SERVICES SERVICES ALLOWABLE
56.03 USD -4

Item

1 Easy Peel Laser Address Labels, 1 x 2 5/8, White, 3000/Box

2 File Folders, 1/3 Cut Assorted, One-Ply Top Tab, Letter, Manila,

100/Box

Catalog No. Size/Packaging Unit Price Quantity Ext. Price

REMEMBER! O
You may only change the 2 lines
that are visible on the change
request, but there are still 3 lines
on the purchase order!

UNV12113

® = @ we Assign Draft

<@ I A 3

Submit Request

Total (56.03 USD)

Subtota

Related Documents

Purchase Order: UDST001120
Requisition: 3465576

What's next for my order?

Por

wered by JAGGAER | Privacy Policy




TjHATRe EXCHANGE Al Search (Alt+Q) ooousD W QK 4 &
Change Requests * 3522984 = @ & 0 Assign Draft Submit Request

Summary PO Preview External Communication Comments Attachments History

| o Changes will not be sent to the Supplier. “

asamﬂmn.»

Total (56.03 USD) v
Change Request Reason s v

Subtotal 56.03
Reason Change funding on open lines

56.03
Accounting Codes F AEEEE Related Documents ~
. Purchase Order: UDST001120 =
Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project Requisition: 3465576 =
. . . .

A Instead of the header, change the funding on the open, un-invoiced line: | wrarsnextformyorderz >

Click the ellipsis then select Override Accounting Codes.

2 ltems

W B MASON CO INC - 2 ltems - 56.03 USD

Delivery Options

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Accounting Codes

1 Easy Peel Laser Address Labels, 1 x 2 5/8, White, 3000/Box AVES160 BX 35.23 1BX 35.23 |:||:|
2 File Folders, 1/3 Cut Assorted, One-Ply Top Tab, Letter, Manila, UNV12113 BX 20.80 1BX 20.80 . |:|
100/Box

AcrrintuniA: Powered by JAGGAER | Privacy Policy




Copy To Other Lines: llnu_umling Codes

W B MASON CO INC

Item Catalog No. Size/Packaging unit Price Quantity Ext. Price

2 File Folders, 1/3 Cut Assorted, One-Ply Top Tab, Letter, Manila, 100/Box UNV12113 BX 20.80 1BX 20.80 E

Once you have entered the new funding source, you can click the document icon to copy it to other lines.
In the Copy To Other Lines window, check the boxes for the lines you want to override.

Click Copy.

e ; 02
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Change Requesis * 3522984

Summary PO Preview External Communication

Accounting Codes

opy to other lines

Work Order Number  SpeedType Purpose

Comments

Attachments History

Dept

Program

All =

PRO TIP!
Click the eyeball to View
Accounting Codes Only.

Source Project ID User Ref

Cost Share Project

Search (A+Q)

® 8 0 -

Total (56.03 USD)

N/A

The original fund source is still in the header, but each line has been overridden.

2 ltems

W B MASON CO INC - 2 ltems - 56.03 USD

Item

Easy Peel Laser Address Labels, 1 x 2 5/8, White, 3000/Box

. ACCOUNTING CODES

Work Order Number SpeedType Purpose
N/A PURC412111 PURC412111
N/A PROCUREMENT DF-PROCUREMENT

SVCS GIFTS SV

2 File Folders, 1/3 Cut Assorted, One-Ply Top Tab, Letter, Manila, 100/Box

~ ACCOUNTING CODES

Work Order Number SpeedType Purpose
N/A PURC412111 PURC412111

N/A DF-PROCUREMENT DF-PROCUREMENT

SVCS GIFTS

SVCS GIFTS

Catalog No.

AVES160
Fund Dept
OPBAL 04750

OPERATING BALANCE ~ PROCUREMENT

UNV12113
Fund Dept
OPBAL 04750

OPERATING BALANCE ~ PROCUREMENT

SER

Size/Packaging

BX

Program

Program

ADNON
ADMINISTRATE
ALLOWABLE

O
O

Unit Price Quantity Ext. Price
3523 1 BX 35.23 - O
Values have been averridden for this line |C_ r 2 |
Source Project ID User Ref Cost Share Project
no value ne value no value ne value
20.80 1 BX 20.80 - O
Values have been overridden for this line |Q ram |
Source Project ID User Ref Cost Share Project
no value ne value no value ne value

Related Documents

Purchase Order: UDST001120
Requisition: 3465576

What's next for my order?

Assign Draft

@ 42

Submit Request

56.03

56.03

s s |

Powered by JAGGAER | Privacy Palicy




Wi EXCHANGE [EST SITE | Al Search (Alt+Q) 1063050 W Qb 4L R

i Purchase Order * UDST001120 Revision 2 PRO TIPT Click the B
e
o
at
&
Ik
ar

Status Summary Revisions 4 Confirmations Shipments Change Requests 1  Receipts Vouchers 1 Comments Attachments History

— ¥ ACTION rurcnase UTaer | ”hamburger” tO minimize the e
Fre o sidebar and see more on
< 5 Page | 1 of 2 1-20 of 33 Results vour screen. 20 Per Page +

Line No Revision No Date/Time - User Step(s) Action Field Name From To Note

2 5/10/2022 5:22:53 PM System PO Export sent to The PO was

external system successfully
distributed to the ERP
system

The PO shows changes to lines 1 and 3 only, and successful sync with PeopleSoft.

2 5/10/2022 5:22:27 FM System Batch PO Export PO Export sentto PO was queued up for
external system submission

2 5/10/2022 5:22:09 PM System PO Revision Finalized

1 5/10/2022 5:22:04 PM System PO placed in workflow

after the change
request was merged

Line 3 2 5/10/2022 5:22:04 FM System Change Request Program ADALL ADNON
merged

Line 3 2 5/10/2022 5:22:04 FM System Change Request Fund OPBAS OPBAL
merged

Line 3 2 5/10/2022 5:22:04 PM System Change Request Purpose PURC110000 PURC412111
merged

Line 3 2 5/10/2022 5:22:04 FM System Change Request SpeedType PURC110000 PURC412111
merged

Q Line 1 2 5/10/2022 5:22:04 PM System Change Reguest Project Type 1 FDFLO empty

merned

n Fowered by JAGGAER | Privacy Policy




v, EXCHANGE

Status Summary Revisions |

Records found: 1, Totaling: 12.55 USD

Voucher No. J, Supplier Voucher No.

a
»
L3
e
i
a
&
Il
a

IT000951 [} test1234
Line Details
Line No. Product Name
1 £ Premium 2-cu ft
Black Hardwood...
2 € 8-Pack

Multicolor...

Confirmations

Purchase Order * UDST001130 Revision 0

Voucher Date

5/1/2022

Catalog No.

148349

1527848

Shipments

Change Requests Receipts Vouchers
Due Date Voucher Type
5/31/2022 Voucher

Unit Price Qty/UoM
2.98USD 10 EA
3.61USD 3 EA

1

Comments Attachments

Payment Status

In Process

Extended Price

29.80 UsD

10.83 UsD

All ~
History
Voucher Total Invoiced By
12.55USD Pickering, Kristen
Voucher Qty/Cost Status
77 20.86 USD Open
3/8.94USD Net Invoiced
2/7.22USD Open
1/3.61USD Net Invoiced

Search (Alt+Q)

0.00usD = QD ey |

Details ™~
Supplier Status

Sent To Supplier

Supplier

LOWE'S HOME CENTERS INC

Total (40.63 USD) v
Subtotal 40.63

40.63
Related Documents v

Requisition: 3522992

a1l |

Powiered by JAGGAER | Privacy Policy




Py EXCHANGE All+ Search (Alt+Q) 0.00uUsSD W O p L L

Change Requests * 3522951 =

@& -, o “ee Assign Draft Submit Request

Summary PO Preview External Communication Comments Attachments History

It is tempting to just change the value of the funding source in
the Accounting Codes header, but that would change it for

| o Changes will not be sent to the Supplier.

as@ssvson.»

Total (40.63 USD) ~
Change Request Reasos ALL items, including those that have already been invoiced. e
Reason change funding source on open quantities w063
Accounting Codes Q Cov Related Documents v
Mok oner Putchase Order: UDSTO01130 5
Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project Requisition: 3522992 =
A rreioon rurcroono orsss | NOte that the change request is displaying the What's next for my order? >
B cwe w7 ORIGINAL quantity ordered, not the balance of
13 ltems the quantity ordered less the quantity invoiced! o -
LOWE'S HOME CENTERS INC - 13 ltems - 40.63 USD \ﬁ
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1 Premium 2-cu ft Black Hardwood Mulch 148349 EA 2.08 10 EA 2080 - [J
2 8-Pack Multicolor Marigold in Tray (L17086) 1527848 EA 3.61 3 EA 10.83 - O

Powered by JAGGAER | Privacy Policy




. EXCHANGE All ~ Search (Alt+q) 000USD W @ @ A2
Change Requests * 3522951 = @ & @ ...  AssignDraft Submit Request
Summary PO Preview External Communication Comments Attachments History
o'x’s e by line. Copy to other lines

workorder - =]

Numbs SpeedT; P Fund Dept P S Project ID User Ref Cost Share Project
umber peedType urpose un ep rogram ource roje ser Ref 0! are Proje: Total (40.63 USD) -

Click the ellipsis then select Override Accounting Codes. sublote 4063

You will need to split the funding by quantity between what has been invoiced oo
and what is open and adjust the quantities on the line to reflect the split.

as@msrson.»
|

Related Documents v
‘ . Purchase Order: UDST001130 [
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Requisition: 3522992 =
1 Premium 2-cu ft Black Hardwood Mulch 148349 EA 2.98 10 EA 20.80 Dj
What's next for my order? >

R Override
#~ ACCOUNTING CODES Values have been overridden for this line ] &

Delivery Options
Work Order Cost Share

Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Project Amol Accounting Codes

N/A PURC110000 PURC110000 OPBAS ADALL no value no value no value no value 3 i i X
NIA REMENT eNT OPERATING : The 3 invoiced items are
under the old funding code.
N/A PURC412111 PURC412111 OPBAL no value no value no value no value 7 .
N/A DF- E;: . ;F‘E{jﬂ;: v The 7 open items are under
SVeS GIFTS the new code.
2 8-Pack Multicolor Marigold in Tray (L17086) 1527848 EA 3.61 3 EA 10.83 |:|

Powered by JAGGAER | Privacy Policy
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Change Requests * 3522951 —

&

Summary External Communication Comments Artachments

@ vaues v

a
. =

O - — e cost s — .
- I T e rovae e s
5 wes
& | The original fund source is still in the header (and should never be changed), S 5
i | but each line is overridden and split by quantity. -

. AGCOUNTING CODES Values have been overridden for this line

Work Order Number] SpeedType Purpose Fund Dept Program Source Project 1D User Ref Cost Share Project Amount of Oty
N/A PURC110000 PURC110000 OPBAS ADALL no value no value no value no value 3
NiA P ENT PROCUREMENT OPERATING BASIC ADMIN v
SERVICES
N/A PURC412111 PURCA1Z111 OPBAL no value no value no value no value 7
A o UREMENT D EMENT OPERATING BALANCE
SVCS GIFTS 5
2 v 8-Pack Multicolor Marigold in Tray (L17086) 1527848 EA 361 3EA 10.83

. AGCOUNTING CODES Values have been overridden for this line

Work Order Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project Amount of Oty
N/A PURC110000 PURC110000 OPBAS no value no value no value no value 1
NiA PROCUREMENT PROCUREMENT GPERATING BASIC

SER
N/A PURC412111 PURC412111 OPBAL no value e value no value ne value 2

UREMENT EMER OPERATING BALANCE
GIFTS

NiA o
Q -

Powered by JAf

R| Privacy Palicy




& 5 EXCHANGE [EST SITE Al- Search (411+) coousD W Q| F.= T3
- Purchase Order * UDST001130 Revision 1 =& 0 -
- Status Summary Confirmations Shipments Change Requests 1 Receipts Vouchers 1  Comments Attachments History
9 = = - Purchase Order v bocument pe Filer Clear Al Filters Export CSV
Details ~
m Filters
Supplier Status
* ¢ » Page 1 of 4 1-20 of 71 Results 20 Per Page ~ Sent To Supplier
Line No Revision No. Date/Time - User Step(s) Action Field Nama From To Naote Supplier
1 5/10/2022 5:48:50 PM System PO Export sent to The PO was LOWE'S HOME CENTERS INC
external system successfully
1k distributed o the
ERP system. Total (40.63 USD) e
& 1 5/10/2022 5:48:36 PM System PO Approvals Subtotal 40.63
completed
40.63
. g . .
The PO shows changes to funding and quantities on each line, and successful sync with PeopleSoft.
v
1 5/10/2022 5:48:06 PM System PO Revision
Finalized Requisition: 3522992 [ =]
Change Reguests: 3522951 =
original 5/10/2022 5:48:05 PM System PO placedin Voucher: I 051 a
workflow after the
«change request
was merged What's next? >
Line 2 1 5/10/2022 5:48:05 PM System Change Request Project End Date Flag 2 empty 1,2
merged
Line 2 1 5/10/2022 5:48:05 PM System Change Request Project End Date Flag % of Price Amount of Qty
merged 2-Split method
Line 2 1 5/10/2022 5:48:05 PM System Change Request Project Type 2 empty 1,2
merged
Line 2 1 5/10/2022 5:48:05 PM System Change Request Project Type 2:Split % of Price Amount of Qty
merged method
q Line 2 1 5/10/2022 5:48:05 PM System Change Request Cost Share Project emply 1,2
merged

Powered by JAGGAER | Priy




Changing Funding on an Invoiced PO:
Blanket (amount based) POs

Blanket (amount based) POs count down a lump sum to zero.
This is most often used for services engagements, such as consultant hours.

For this reason, when a funding change occurs, it is best to close out the line with
the old funding to limit it to the amount paid and move the balance to a new line
with new funding.

This scenario can also be applied to any non-catalog order by quantity with
funding splits and partial invoicing.




a;@utbn.ma

TR EXCHANGE

Purchase Order *

Status Summary

UDBT000117 Revision 0

Revisions 1

Confirmations

Shipments

Records found: 2, Totaling: 2,080.00 USD

Voucher No. .

IT000953 [}

IT000952 7

Line Details

Line No.

Supplier Voucher No.
April22

March22

Product Name

& Accountemps
to provide...

Voucher Date

4/10/2022

3/10/2022

Catalog No.

Change Requests

Due Date

4/10/2022

3/10/2022

Unit Price

44,000.00 USD

Receipts

Vouchers

Voucher Type
Voucher

Voucher

Qty/UOM

1 EA

Comments Attachments

Payment Status
Payable

Payable

Extended Price

44,000.00 USD

History

Voucher Total

850.00 USD

1,230.00 USD

Voucher Qty/Cost

All ¥

Invoiced By
Pickering, Kristen

Pickering, Kristen

2,080.00 USD

Search (Alt+Q)

0.00USD W

Details

Supplier Status

Sent To Supplier

Supplier

ROBERT HALF INTERNATIONAL INC

Total (44,000.00 USD)

Subtotal

Related Documents

Requisition: 3522997

44,000.00

44,000.00

IID

~

Powered by JAGGAER | Privacy Policy




S EXCHANGE al = Search (Alt+Q) ooousD W Q| Oy

Change REqUEStS * 3522999 = ® = @ N Assign Draft Submit Request

Summary PQ Preview External Communication Comments Attachments History

Q | o Changes will not be sent to the Supplier. “
Total (44,000.00 USD) v
ﬁ Change Request Reason & v
Subtotal 44,000.00
‘ Reason change funding source from FACL112113 to FACL112116
44,000.00
Accounting Codess v Related Documents v
h Work Order You cannot change
Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project -
& accounting at the header
N/A FACL112113 FACL112113 OPBAS 05802 OPMNT no valve no value no value no value g a
N/A FINANCIAL FINANCIAL OPERATING BASIC ~ FACILEAUXLSVC ~ OPNS & MAINT OF since It has already been
SERVIGES SERVICES FIN & MGT SVC PLANT : B
- : invoiced.
1 Item O -
Override

ROBERT HALF INTERNATIONAL INC - 1 Item - 44,000.00 USD
Delivery Options

Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Accounting Codes
1 Accountemps to provide professional accounting services to EA 44,000.00 1 EA 44,000.00 e |:| Id h -
Facilities Finance for approximately 10 weeks to assist UD team... You cou Cha nge accou ntl ng

at the line by percentage,
but this would apply to all
Q future invoices in that split.




A Pyt EXCHANGE All = Search (Alt+Q) ooousD W @ AR
. Change Requests = 3522999 = @& m o Assign Draft Submit Request

Summary PO Praview External Communication Comments Attachments History
2 In this case, the best practice would be to keep the old values in the header and line 1 “

and move the remaining balance to a new line. po-00 usD)
i
. on 4 Subtotal 44,000.00
* Reason change funding source from FACL112113 to FACL112116

44,000.00

52

Accounting Codes Y SRR Related Documents v
i S Purchase Order: UDBT000117 =

Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project Requisition: 3522997 =
m N/A FACL112113 FACL112113 OPBAS OPMNT no value no value no value no value What's next for my order? >

N/A FINANCIAL OPERATING BASIC OPNS & MAINT OF

SERVICES PLANT
1ltem Click the ellipsis and select Add Non-Catalog item to begin. ml
ROBERT HALF INTERNATIONAL INC - 1 Item - 44,000.00 USD s I
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Add Non-Catalog ltem
1 Accountemps 1o provide professional accounting services to EA 44,000.00 1 EA 44,000.00 - O

Facilities Finance for approximately 10 weeks to assist UD team...

Powered by JAGBAER | Privacy Policy




ROBERT HALF INTER!

Fulfillment Addres:

MAIN © - 12400 cO|

Item

Description * Supplier ltem Number Quantity * Packaging

Accountemps to provide EA
professional accounting
services to Facilities Finance for
approximately 10 weeks to
assist UD team with year end
processing. Approximate start
date July 6, 2021. Rate $110 per

hour.
4
47 characters remaining

Additional Details

commodity Code 80000000

% Required fields @ Preferred Save And Add Another Close




e EXCHANGE Al = Search (Al+Q) 0.00USD W @ | A2

Change Requests = 3522999 = @ m o e Assign Draft Submit Request
Summary PO Praview External Communication Comments Attachments
Non Catalog Item X
ROBERT HALF INTERNATIONAL INC _
o Changes will not be sent to the Supplier.
v
You will now have 2 lines on the change request. .

24 United States

For the original line 1, click on the blue description link to 85,920.00
edit the Price down to the paid amount ($2,080.00). v

a;@mﬂmn.»
|

v
. juantity * Price Packaging
Click Save. -
Number SpeedType Purpose Fund Dept ; P 1 2080 = E =
nrofessinnal Arcannting 7
47 characters remaining
N/A FACL112113 FACL112113 OPBAS 05802 b
N/A FINANCIAL OPERATING BASIC ~ FACIL&A o .
SERVICES ez e Additional Details o
2 Items Commodity Code 80000000 Q
* ——)  Save Close

ROBERT HALF INTERNATIONAL INC - 2 Items - 85,920.00 USD Required fields

Item Catal 0. Size/Packaging Unit Price Quantity Ext. Price
1 | Accountemps to provide professional accounting services to EA 44,000.00 1 EA 44,000.00 - Od

Facilities Finance for approximately 10 weeks to assist UD team...

2 Accountemps to provide professional accounting services to EA 41,920.00 1EA 41,920.00 . I:l
Facilities Finance for approximately 10 weeks to assist UD team..

Powered by JAGGAER | Privacy Policy




N EXCHANGE Allw Search (alt+a) ooOUSD W Q| LA 2

Change Requests * 3522999 = @ = @ N Assign Draft Submit Request

Summary PO Preview External Communication Comments Attachments History

| ® o | The total of the PO should be back to the original amount. | NN

Total (44,000.00 USD) v

Change Request Reason

%F@llﬂma.&

Subtotal 44,000.00

Reason change funding source from FACL112113 to FACL112116
44,000.00
Accounting Codes & v Related Documents ~
Purchase Order: UDBT000117
Work Order =4
Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project Requisition: 3522997 =
N/A FACL112113 FACL112113 OPBAS OPMNT no value no value no value no value What's next for my order? >
N/A FINANCIAL FINAMCIAL OPERATING BASIC OPNS & MAINT OF
SERVICES SERVICES PLANT

e Next, click the ellipsis to override the accounting codes
roserr nace wrernd. ON line 2 to the new funding source.

ltem Catalog No. Size/Packaging unit Price Quantity Ext. Price K
Override

o o

1 Accountemps to provide professional accounting services to EA 2,080.00 1 EA 2,080.00 Delivery Options
Facilities Finance for approximately 10 weeks to assist UD team.. N
Accounting Codes
2 Accountemps to provide professional accounting services to EA 41,920.00 1 EA 41,920.00

Facilities Finance for approximately 10 weeks to assist UD team..

Powered by JAGGAER | Privacy Policy




it EXCHANGE A Search (Alt+Q) ooousD W QB 4R

Change Requests * 3522999 = L& @9

. — COAs from
— both funding

Change Request Reason . . . L A ) ' sources Wi"
The old value should still be in the header and on line 1, and

as@asama.a

Reason chan be in the
the new value for the balance showing in the new line 2. et approval
Accounting Codes v 0 Draft .
routing.
Dotie DPS
@ values vary by line. Copy to other lines On biehalf of: RacTETREAIESTEr
Work Order Number  SpeedType Purpose Fund Dept Program Source Project ID User Ref Cost Share Project
PR Validation
N/A FACL112113 FACL112113 OFBAS 05802 OPMNT no value no value no value na value Future
N/A FINANCIAL SERVICES ~ FINANCIAL SERVICES ~ OPERATING BASIC FACIL& AUXLSVCFIN  OPNS & MAINT OF
&MGT sve PLANT
COA Approver
2 Items 0 -~ Fure | |
Purpose: FACL112113 (FINANCIAL SERVICES): (All
ROBERT HALF INTERNATIONAL INC - 2 ltems - 44,000.00 USD D Values)
Sally Toliver
Status  Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price ud-mart@udel edu
Purpose: FACL112116 (HR SERVICES): (All Values)
Accountemps 1o provide professional accounting services EA 2,080.00 TEA 2,080.00 . D Sally Toliver
to Facilities Finance for approximately 10 weeks to assis.. ud-mart@udel edu
™ This line item has been added Dept Purchasing Specialist
Future
2 Accountemps to provide professional accounting services EA 41,920.00 1EA 41,920.00 . |:|
to Facilities Finance for approximately 10 weeks to assis.. nt Approval
~ ACCOUNTING CODES Values have been overridden for this line | Th e Cha nge Req u est h|gh I |ghts
Q Work Crder Cast Share what changes were made.
Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Project

Powered by JAGBAER | Privacy Policy




EXCHANGE

NIVERSITYcx
ELAWARE.

A T SITE Al Search (Alt+Q) 0.00USD = QD p A 2
Purchase Order * UDBTO000117 Revision 1 I ]
Al Search (Alt+Q) 000USD W Q| A2
History
O e 0 Assign Draft Submit Request
s sact it
[ 3 e s -
Completed
9 Reas o value
- il A%
= You proceed until addressed. Details
Accounting Codes 4 v
° Change Request Reason Required Voucher Total Invoiced By
m P Supplier Status
w'r'kl;;d“ - Total (41,920.00 USD) v 50.00 USD Pickering. Krist
TG ickering, Kristen .
& Number SpeedType Purpose Fund Dept Program Source Project ID User Ref Gost Share Project 4 Sent To Supplier
Subtotal 41,920.00
N/A FACL112113 FACL112113 OPBAS 05802 OPMNT no value no value 1o value 1o value N N
I WA AANCAL AANCUL opemATIG BAZC -~ 4192000 1,230.00 USD Pickering, Kristen
sem seRvces
Supplier
a 1ltem Related Documents v
ROBERT HALF INTERNATIONAL INC
Purchase Order: UDBT000117 -
ROBERT HALF INTERNATIONAL INC o D —
Requisition: 3522997 -
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price What's next f order? N
s next for my orde
4 Total (44,000.00 USD) v
1 Accountemps to pro | accounting services to EA 41,920.00 1EA 41,920.00 (]
Facilties Fina Voucher Qty/Cost Status
Subtotal 44,000.00
A ACCOUNTING CODES Values have been overridden for this line #'
! Net Invoiced
Work Order Cost Share
Number SpeedType Pupose Fund Dept Program Source Project D User Ref Project 2,080.00 USD 44,000.00
A FACLIIZIIG  FACLIIZIIG  OPBAS 05802 oPMNT novalue novalie novalue novalue
A PRSERVICES  HRSERVICES PERATINGBASIC  FAGIL& AUKLSVC  OPNS & MAINT OF
Q FINEMGTSVC  PLAN n/a i Open
[ e e Pmsimp= 1651200131619 Powered by JASGAER | Privacy Polcy 41,920.00 USD Related Documents ~

Requisition: 3522997

Change Requests: 3522999

Once the Change Request has completed workflow, there will only be one
open line ($41,920.00) for Accounts Payable to voucher against.

There will also only be one line for you to edit on any future change requests.

Voucher: IT000952
Voucher: IT000953

s s g s

What's next?

>

Powered by JAGGAER | Privacy Policy




Change Requests: Zero Dollar Lines

 POs are quantity based by default — they count down a quantity of items to zero.

* By checking the multi-invoice/payment box at the header, you set the PO to
amount based — it ignores quantity and counts down the amount to zero.

* Asaresult, if you have that multi-invoice/payment box checked, you cannot start a
line at zero dollars. The system believes you have already finished your PO line
before it’s even started!

* To override this, you must check the PO Type Override (POTO) box for that line.

 Please Note! If you add funds to a zero dollar line on a future change request, you
must remember to uncheck that box so that it is able to count down to zero.

SITYor U O
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e EXCHANGE Al Search (Alt+Q) 0.00USD W @ | L2

Purchase Order * UDRT000050 Revision 2 = @ @ @ ... 1oflResults ¥ < >

. Status Summary Revisions 2 Confirmations Shipments Change Requesis 1 Receipts Vouchers Comments 1 Attachments History
) 1 o/  Firstyearaward 10,153.00 aty: 1 10,153.00 Coneicta

Procurement Request: Subaward Request .
Details v

B

This subaward was initially set up with a zero dollar placeholder on line 2 for future funding.

.
The PO Type Override box was checked to accommodate the zero dollar value.
@ Commodity Code RO-SUB / Research Office Subawards <$25K - to be used on MARYLAND UNIV OF - EASTERN SHORE
Subaward form only, not to be used with any Goods or Services PO Type Override X
il purchase
Total (10,153.00 USD) v
Account Code 153200
m C&G SUBCONTRACT-AMT UP TO 525K Subtotal 10,153.00
2 v Placeholder 0.00 Qty:1 0.00 10,153.00
Procurement Request: Subaward Reguest
#~ ITEM DETAILS Related Documents v
Taxable * Requisition Number 3356902 view | print Requisition: 3356902 ﬁ
. Change Requests: 3363250 =
Capital Expense % External Note no value
Attachments for supplier What's next? >
Commodity Code RO-SUB2 / Research Office Subawards >§25K - to be used on
Subaward form only, not to be used with any Goods or Services PO Type Override | v |
purchase
Account Code 153300

C & G SUBCONTRACTS-AMT>525K

Pawered by JAGGAER| Privacy Policy




A U EXCHANGE A~ Search (Alt+Q) 000uUsD W @ P ISy §

Change Requests 3523002 = @ = @ aee Assign Draft Submit Request

Summary PO Preview External Communication Comments Attachments History

I__
~ “

Change Request Reason ra

)
e
Total (10,153.00 USD) v
Reason Increase for Year 2 funding
. Subtotal 10,153.00
* 10,153.00
& The change request has been created, but for change requests to subawards
" and other form-based POs, you must return to the form to make changes. Related Documents 7
Purchase Order: UDRT000050 -
o Click the blue link with the name of the form type to open it. Requision: 335602 &

What's next for my order? >

2 ltems

MARYLAND UNIV OF - EASTERN SHORE - 2 ltems - 10,153.00 USD

ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
[4 subaward Request - O
Contract: no value
1 First year award 10,153.00 1 10,153.00
2 Placeholder 0.00 1 0.00

Q

. .
https://usertest.sciquest.com/apps/Router/SimpleCheckout?Reqld=3523002 &:tmstmp= 1652227106899 Pawered by JAGGAER | Privacy Policy




Iﬁi‘]’.‘\i‘\':'ﬁﬂ? EXCHANGE ST SITE Al Search (Alt+Q) Q 0.00USD W QK A2

Shop » Shopping » View Forms

< Back to Change Request

Subaward Request Form Fields - Subaward Request Actions w | History 2
Form Number 680089
Purpose Procurement Request * Response Is Required
Status On Document
Subaward Details
Instructions
Suppliers v Please complete the following fields as outlined below:
Attachments v « Total Ameunt (Unit Price): Equals funding for the first budget period; split between Line 1 & Line 2 based on total amount of the award; dependent on total
amount and if overhead is being charged.
Form Field: v « Subaward Description/Comments (Product Description): Details of the subaward. Please leverage the following format.

Subaward on [P1 NAMEI's prime award from [PRIME SPONSOR] project titled " [ENTER PROJECT]." This action funds Year XX at a rate of $XXXXXX.00. The
sub recipient shall perform the work in accordance with the statement of work for the period of MM/DD/YY- MM/DD/YY. Total shall not exceed $X00(XXX.00.

Click on the Form Fields area on the menu then scroll down to make changes to the lines.

Review and Submit

as@mmmn.m

« All invoices are required fo be received electronically at subaward-invoices@udel edu.

« THIS IS AN OFFICE OF SPONSORED RESEARCH SUB RECIPIENT AND THE VENDOR SHOULD NOT RECEIVE A COPY OF THE PURCHASE ORDER: by
design. the resulting PO won't be sent to the supplier.

« The original agreement and statement of work are in OSP.

Department Grant Administrator (required for Invoice approval) *

Margot McCabe

« Previous Save on Change Reguest Next »

Powered by JAGGAER | Privacy Policy
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YRR EXCHANGE all » search (Alt+Q) a 000USD W @ | A2

Shop » Shopping » View Forms

Services purchase

For subawards less than $25,000, please enter the following values:

+ "0" in the Unit Price field
+ "Placeholder” in the Product Description

This line is needed if the resulting Purchase Order needs to be increased in the future.
For subawards greater than $25,000, please enter the following details:

« Unit Price = Balance of the Award less the overhead (i.e. $75,000 = $100,000 - $25,000)

Make the necessary changes in the price and description fields on each line.
Click Save on Change Request.

a;@msbson.n

| Unit Price 1500.00 uso | Quantity 1 Total 0.00 USD

Product Description Second year award

A

983 characters remaining

Commodity Code RO-SUBZ - Research Office
Subawards >$25K - to be used
on Subaward form only, not to
be used with any Goods or
Services purchase

Prior to submitting this request for approval, | will mark the cart for "Multi-Invoice/Payment’. *

\ { Previows==——l)  Save on Change Request Next »

Powered by JAGGAER | Privacy Policy




e [y OHANGE Al Search (Alt+Q) Q 0.00USD W Q@ B AL

Shop » Shopping » View Forms

« Back to Change Request I(—

Subaward Request Form Fields - Subaward Request Actions w | History 72
Form Number 680089
Purpose Procurement Request * Response Is Required
Status On Document

Subaward Details
Instruction:
Once the changes are saved click Back to Change Request in the top left of the screen.
A11ﬂchment5 ¢ FTOET ANTOUITL TUTIT PSS TUTTOTY TOT e TS T DU e PR TOU, S PIT DETWEETT LTS T & T B ST UTTTUTAT dImotTe UT T W O, UCPETIUE T UTT TUTAT

amount and if overhead Is being charged.

Form Fields v « Subaward Descriptien/Comments (Product Description): Details of the subaward. Please leverage the following format.

Subaward on [PI NAME]'s prime award from [PRIME SPONSOR] project titled * [ENTER PROJECT].' This action funds Year XX at a rate of $XXXXXX.00. The

Review and Submit sub recipient shall perform the work in accordance with the statement of work for the period of MM/DD/YY- MM/DD/YY. Total shall not exceed $XXX,XXX.00.

a;@nsraoa.a

« All invoices are required fo be received electronically at subaward-invoices@udel edu.

+ THIS IS AN OFFICE OF SPONSORED RESEARCH SUB RECIPIENT AND THE VENDOR SHOULD NOT RECEIVE A COPY OF THE PURCHASE ORDER: by
design, the resulting PO won't be sent to the supplier.

+ The original agreement and statement of work are in OSP.

Department Grant Administrator (required for Invoice approval) *

Margot McCabe

Q Subaward Details - Line 1 (153200)

Read nsertect srirmiect frm Powered by JAGGAER | Privacy Policy
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it EXCHANGE

Change Requests * 3523002

Summary PO Preview External Communication Comments Attachments History

1

T B

Contract

First and second year award

#~ ITEM DETAILS

no value

25,000.00

25,000.00

Al ~

Search (AH+Q) 0.00USD W

® = @ e Assign Draft

@ AL

Submit Request

Total (26,500.00 USD)

Subtotal

2 Second year award 1,500.00 1,500.00
 ITEM DETAILS
Commedity Code RO-SUB2 / Research Office Subawards >525K - to be used on Internal Note/Business no value
Subaward form only, not to be used with any Goods or Services Justification
urchase.
P Internal Attachments Add
Account Code 153300 il I Not i
€ & G SUBCONTRACTS-AMT=525K ernatHote o value
Attachments for supplier Add
PO Type Override v

~

26,500.00

26,500.00

i i |

Powered by JAGGAER | Privacy Policy




Edit Line 2: Item Details

Contract:

1 First and second year award

Commodity Code *

Account Code *

2 Second year award

Commodity Code * RO-SUB2 Q

This step is especially important for subawards because:
e Unlike regular POs, subawards do not route to
Procurement to be reviewed and fixed if needed.

If the POTO box is not unchecked, one single invoice
of any amount will close the line.

Internal Note/Business Justification

PO Type Override

Internal Note/Business Justification

External Note

25,000.00

1000 characters remaining

O

1,500.00

1000 characters remaining

1000 characters remaining

PO Type Override

O

Vi

expand | clear

4

expand | clear

Y

expand | clear

V]

expand | clear

25,000.00

1,500.00




Changes to Form-based POs

e Subawards, NPOPs and Waivers of Bid Requests (prior to FY23) are done on forms,
as opposed to non-catalog orders, which can add and remove line items.

 Change requests involving forms behave differently. In most cases, you will not
have the opportunity to make changes without assistance from Procurement Help,
especially after a line has been fully invoiced.

* Please refer to the following slides for best practices in managing change requests
for each of these payment types.

SITYor U O
"



Changes to Form-based POs: What about NPOPs?

* Change requests are NOT suggested for NPOPs (Non-PO Payments)

 The purpose of an NPOP is different than a purchase order: An NPOP is only a
vehicle for payment.

 The distinction between a PO and an NPOP is whether the payment is sourceable:
are there multiple suppliers? Are price and terms negotiable?

* NPOPs can be used to make scheduled payments over a period of time, such as for
a lease.

* If an NPOP with recurring payments has a funding source change, please request
that Procurement Help close the existing NPOP, releasing the remaining funds, and
then submit a new NPOP for the balance with the new funding source.




Changes to Form-based POs: Subawards

e Each subaward form adds two lines to the purchase order, one for each account
code: 153200 and 153300

e Users are instructed to zero out a line with no funds (whether or not it will be
increased later), and check the POTO box (see slides 25-32)

* For users who want more visibility regarding each year’s funding, they are
instructed to add multiple forms to their initial requisition

e If the funding changes during the life of the subaward, Procurement Help is
required to add an additional form to the subaward as illustrated on slides 36-39.

SITYor U O
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e, EXCHANGE

Status Summary

Voucher No. .

ITO00954 7

Line Details

Line No.

a;@mtpn.ua

Purchase Order = UDRT000050 Revision 3

Revisions 4  Confirmations

Supplier Voucher No.

invoicel

Product Name

[ First and second
year award

|-} Second year
award

Records found: 1, Totaling: 1,600.00 USD

Voucher Date

3/10/2022

Catalog No.

shipments

Change Requests 1

Due Date

4/9/2022

Unit Price

25,000.00 USD

1,500.00 USD

Receipts Vouchers 1 Comments 1 Attachments
Voucher Type Payment Status
Voucher Payable
Qty/UOM Extended Price
1 25,000.00 USD
1 1,500.00 USD

History

Voucher Total

1,600.00 USD

Voucher Qty/Cost

n/a F}
23,400.00 USD
n/a ¥}

1,600.00 USD

n/a ¥j
1,500.00 USD

2/ voousp

Al +

Invoiced By

Pickering, Kristen

Status

Open
Net Invoiced

Open
Net Invoiced

Search (Alt+Q) 0.00USD W

Details

Supplier Status

New Order

Supplier

MARYLAND UNIV OF - EASTERN SHORE

Total (26,500.00 USD)

Subtotal

Related Documents

Requisition: 3356902
Change Requests: 3523002
Change Requests: 3363250
Voucher: ITOD0954

What's next?

26,500.00

26,500.00

<

s e g i

v

Powered by JAGGAER | Privacy Policy




e EXCHANGE Al Search (Alt+Q) 0.00USD W Q@ | L2

. Change Requests 3523006 = @ = @ e Assign Draft Submit Request

Summary PO Preview External Communication Comments Attachments History
STTTETITGT Thwiss G e s AL PULES G ST
0 2 ttems - - [T

5. v

MARYLAND UNIV OF - EASTERN SHORE - 2 Items - 26,500.00 USD s CancelSelected lems  oceed until addressed.

B

Change Request Reason Required
A SUPPLIER DETAILS

Total (26,500.00 USD) v
Contract no value PO Number UDRTO00050

The change request for a subaward will not offer an option on the line menu suptote 26,500.00
for users to add another line. 26,500.00

n
&
uh
@t

TTemn Cararog No. TZ&/Packagmg UMt PTICE Quanty EXT. PITCE
[7 subaward Request R4 Related Documents e
Purchase Order: UDRT000050 [ =
Contract: o value e
Requisition: 3356902 =
1 Firstand second year award 25,000.00 1 25,000.00 . What's next for my order? >

~ ITEM DETAILS rJ
Commodity Code RO-SUB / Research Office Subawards <$25K -to be used on Internal Note/Business no value
Subaward form only, not to be used with any Goods or Services Justification
urchase.
P Internal Attachments Add
Account Code 153200 External Not i
&G SUBCONTRACT-AMT UP TO $25K Hemathote o value
Attachments for supplier Add
PO Type Override b4

Powered by JAGGAER | Privacy Policy




SR EXCHANGE Al » Search (alt+Q) 000USD W Q| LA 2

Purchase Order - UDRTO000050 Revision 3 == 0

Details v

Records found: 1 Show comments for Purchase Order v

. Status Summary Revisions 4  Confirmations Shipments Change Requests 2 Receipts Vouchers 1| Comments 1 Jattachments History
—
4L

Supplier Status

ADD COMMENT v X New Order

This will add a comment to the document. If you select a user they will receive an email indicating that a Supplier

Funding has changed for this partially invoiced subawards. Please add
comment has been added to the document.

blank lines for a change request MARYLAND UNIV OF - EASTERN SHORE

Email notification(s) | Add recipient

D Dottie DPS (Prepared for) <ud-mart@udel.edu>
p Total (26,500.00 USD) v
|:| Kristen Pickering (Prepared by) <kpick@udel.edu=

a
&
uk
a

896 characters remaining expand | clear
Subtotal 26,500.00
«// Procurement Help <udexchange@udel.edu>
26,500.00
Attach file (optional)
Attachment Type @® File O Link/URL
File Name Related Documents v

Requisition: 3356902

File "
Choose File Upload your file Change Requests: 3523002

Change Requests: 3363250

e e i

Voucher: IT000954

Users will first need to add a PO Comment tagging Procurement Help
asking for two empty lines to be added to the PO.

What's next?

~

Powered by JAGGAER | Privacy Policy
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R EXCHANGE

Purchase Order = UDRT000050 Revision 4

All ~

Status Summary Revisions 4 Confirmations Shipments Change Requests 2 Receipts Vouchers 1 Comments 1 Attachments History
4 Iltems
Status  Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
[7 Subaward Request
Contract no value
1 Ve First and second year award 25,000.00 Qty: 1 25,000.00
Procurement Request: Subaward Request
2 Ve Second year award 1,500.00 Qty: 1 1,500.00
Procurement Request: Subaward Request
[7 subaward Request
Contract: no value
3 v placeholder line 1 0.00 Qty: 1 0.00
Procurement Request: Subaward Request
4 v placeholder line 2 0.00 Qty: 1 0.00

Procurement Request: Subaward Request

Search (Alt+Q)

-0 -

-0

0.00UsD W <@ A

10f 1 Results ~ < ?

Details v
Supplier Status

New Order

Supplier

MARYLAND UNIV OF - EASTERN SHORE

Total (26,500.00 USD) v
Subtotal 26,500.00

26,500.00
Related Documents v

Requisition: 3356902 =
Change Requests: 3523002 =
Change Requests: 3363250 =
Voucher: IT000954 =



Changes to Form-based POs: Legacy Bid Waivers

* Onluly1, 2022, Procurement Services transitioned to using Non-Catalog POs for bid waivers,
with a required attachment justifying the waiver.

* Legacy UDX Waiver of Bid Request forms (WOB orders created before 7/1/2022) required
users to check off up to ten boxes, depending on how many line items are needed on the PO.

* |f additional lines were needed, users were advised to add an additional bid waiver form to
their draft cart.

* This form made change requests difficult to handle, especially for later additions and
deletions from the form, which is why the transition was made to Non-Catalog orders with an
attachment..

* Changes to Legacy Waiver of Bid Request forms created prior to 7/1/2022 are handled as
illustrated on slides 41-49.




a Yerivaie. EXCHANGE Al Search (Alt+Q) 0.00USD W QB A 2

Purchase Order * UDBTO00106 Revision 4 = ® @ - sof24Results ¥ <
Status Summary Revisions 4 Confirmations Shipments Change Requests 2 Receipts Vouchers 1 Comments 2 Attachments 1 History
Records found: 1. Totaling: ,096.50 USD ==
Details v
Voucher No. . Supplier Voucher No. Voucher Date Due Date Voucher Type Payment Status Voucher Total Invoiced By

Supplier Status

IT000941 [} 1256 3/15/2022 3/15/2022 Voucher Payable 9,006.50 USD Pickering, Kristen Sent To Supplier

Supplier
Line Details
PATZ MATERIALS AND TECHNOLOGIE

a;@ntbm.

Line No. Product Name Catalog No. Unit Price Qty/uoMm Extended Price Voucher Qty/Cost Status
Total (25,890.00 USD) v
1 || Line item 1 on 79.10 USD 250 19,775.00 USD n/a J§j Open
attached quote.... 10,678.50 USD Net Invoiced Subtotal 25,890.00
/
9,096.50 USD 25,890.00
2 | Cortification 2600 0011SD 1 2600001180 m L Nnon.

Scenario 1: v

=
The PO has been partially paid and you need to cancel the temperature recorder on line 5. | - g
What's next? >
5 [£] Temperature 40.00 USD 1 40.00 USD / Open
recorder, $40. 40.00 USD

Powered by JAGGAER | Privacy Policy




i EXCHANGE All ~ search (alt+Q) Q ooousp W Q@ TS §

Shop » Shopping » View Forms

¢ Back to Change Request

|Waiver of Bid Request | Form Fields - Line Details Request Actions ¥ History | ?
Form Number 680094

Purpose Procurement Request On This Page % Response Is Required
Status On Document

Grant Funding (1)

Product or Service Details (11)
Instructions

Suppliers =

2t v Grant Funding
Attachments ¥ s . . - . . .

In the following pages, select one or more of the procurement policy provisions below that allows an exception to the University’s bidding requirements for procuring goods

Form Fields v or services valued $10,000 or greater, followed by a Supporting Narrative. IS THIS PURCHASE FEDERALLY FUNDED? *

Line Details v ®vYes O No

Waiver Details 4
Review and Submit Product or Service Details

as@mﬂmn.»

Select the appropriate number of line items required to complete the Purchase Order to the Supplier (to include Product, Accessories, Shipping/Freight, etc.). If three (3)
lines are required, click the checkbox for Line 1,2 & 3. %

v VH M3 @2
Os 07 O
O9 [10

Line 1

First, you will need to create a Change Request on the PO, then click on the blue Waiver of Bid Request Form link
in the line items area to navigate to the Waiver of Bid Request form itself.

Once in the form, it is tempting to uncheck the box on Line 5, but this will cause major issues with PeopleSoft.




v

W

E;
=

\pERiRE EXCHANGE Al v Search (Alt+Q) Q 0.00USD W (VNS AL

Shop » Shopping » View Forms
based on shipping cost,
A

897 characters remaining

Commedity Code 78000000 - Transportation, Edit
Storage & Mail Services

Line 4

unit Price 75,00 USD___Quanfify 1 Toial 75.00 USD

Instead, scroll to line 5 on the form, add “Cancel” to the description, and change the price to zero.

4

984 characters remaining

Commodity Code 78000000 - Transportation, Edit
Storage & Mail Services

as@msrson.m

Line 5
Unit Price 0 USD | Quantity 1 Total 40.00 UsSD
Prcdurclr CANCEL - Temperature
Description recorder, $40.
Vi
965 characters remaining
Commedity Code 31000000 - Manufacturing Edit

Components & Supplies

Click Save on Change Request.

{ Bty Save on Change Request Next »

Powered by JAGGAER | Privacy Policy
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Shop » Shopping » View Forms

< Back to Change Request |

a;@mmmn.a

Waiver of Bid Request

Form Number 680094
Purpose Procurement Request
Status On Document

Instructions

Allw Search (Alt+Q) Q 0.00USD W
Form Fields - Line Details Request Actions w | History | 2
On This Page * Response Is Required

Grant Funding (1)
Product or Service Details (11)

Suppliers _
I v Grant Funding
Attachments « . . . T,
In the following pages, select one or more of the procurement policy provisions below that allows an exception to the University’s bidding requirements for procuring goods
Crrnn Ciald , or services valued $10,000 or greater, followed by a Supporting Narrative. 1S THIS PURCHASE FEDERALLY FUNDED? *

QK A2

Return to the Change Request using the “Back to Change Request” link in the top left of the form.

Waiver Details v

Review and Submit

Product or Service Details

Select the appropriate number of line items required to complete the Purchase Order to the Supplier (to include Product, Accessories, Shipping/Freight, etc.). If three (3)
lines are required, click the checkbox for Line 1,2 &3.%*

VR M2 Ems @4
ms5 [Os 07 0Os
Oe° [O1o

Line 1

Unit Price 79.10 USD  Quantity 250 Total 19,775.00 USD

Product Line item 1 on

Neerrintinn -

¢ Previous Save on Change Request Next »

Powered by JAGGAER | Privacy Policy
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Rk EXCHANGE

Change Requests = 3523007

Summary PO Preview External C

“ommunication Comments Attachments 1

Alw Search (Alt+Q) 0.00USD W QP A 2

= @ - @ e Assign Draft Submit Request

Total (25,850.00 USD) N
4 Drylce, $75/box 75.00 75.00
Subtotal 25,850.00
~ ITEM DETAILS rd
S . ~onnnnnn ¢ T. inn ot Wil o ioroal Moo Do " 25,850.00

Ifits a UDB pur

chase order, don’t forget to check that POTO box line to tell it to accept a zero dollar item!

5 CANCEL - Temperature recorder,

~~ ITEM DETAILS

Commodity Code

Account Code

$40.

31000000 / Manufacturing Components & Supplies

141254
MANUFACTURING SUPPLIES

External Note no value
Attachments for supplier Add

PO Type Override »

0.00

Internal Note/Business no value
Justification

Internal Attachments Add
External Note no value
Attachments for supplier Add

PO Type Override >

0.00

Purchase Order| UDBT000106 =

Requisition: 3457935

What's next for my order? b

s Click on the Pencil to

edit the item details,
including the POTO box.

Powered by JAGGAER | Privacy Policy




[Py EXCHANGE

Change Requests * 3523007

Summary PO Preview External

Dry Ice, $75/box

#~ ITEM DETAILS

Commodity Code

78000000 / Transportation, Storage & Mail Services

Cancellations must route to the supplier.
Please be sure you’ve selected “Resend
to Suppliers on Change Request” on the
External Communication tab before
submitting‘.

T E S KBS D

# ITEM DETAILS

Commodity Code 31000000 / Manufacturing Components & Supplies

nt Code 141254

>E| Suppliers on Change Request

./, ERP System Connections on Change Request

/. POExport

no value

no value

Add

X

Al Search (Alt+Q) oo0usD W Q@ A2
® = @ Assign Draft Submit Request
- X [ em
Total (25,850.00 USD) v
75.00 1 75.00
Subtatal 25,850.00
7
25,850.00
summary PO Preview External Communication Comments Attachments History
s
=
Resend to... :
=
>




a Tpjiiic. EXCHANGE

Purchase Order

10

. Stats  summary
e
o
n
&
uh
a*

* UDBT000106 Revision 6

Revisions 7 Confirmations

[} Certification
package, $2,600.

[£] Estimated
shipping cost..

[} Dry Ice, $75/box
[ CANCEL -
Temperature...

[} anather line

|} another line

[} another line

Shipments Change Requests 2

2,600.00USD

3,400.00 USD

75.00UsD

0.00UsSD

300.00UsSD

400.00USD

700.00USD

Receipts

1

1

Vouchers 2 Comments 2  Attachments

2,600.00 USD

3,400.00 USD

75.00UsD

0.00USD

300.00 USD

400.00 USD

700.00 USD

1

History

o

2,600.00 USD

[ )

3,400.00 USD

o

75.00 USD

o

300.00 USD

[we

300.00 USD

o

350.00 USD
(we )
350.00 USD

Al =

Open

Net Invoiced

Open

Net Invoiced

Search (Alt+Q)

0.00uUsD W QP AL

= = @ .- 1 of 1Results ¥ < >

Details N
Supplier Status

Sent To Supplier

Supplier

PATZ MATERIALS AND TECHNOLOGIE

Total (28,350.00 USD) v
Subtotal 28,350.00
28,350.00
v
=
=
Change Requests: 3523007 =
Change Requests: 3457949 =
Voucher: IT000941 =
Voucher: [TO00955 =
What's next? >

Powered by JAGGAER | Privacy Policy




a
-
&
e
i

= F & X

Vet EXCHANGE
Purchase Order * UDBT000106 Revision 6

Status Summary Revisions 7 Confirmations Shipments

Records found: 4

Al ~ Search

Change Requests 4 Receipts Vouchers 2 Comments 4 Attachments 1 History

ADD COMMENT

Please add additional lines to this form for a change request.

938 characters remaining

#

expand | clear

Show comments for Purchase Order v =+

v X

This will add a comment to the document. If you select a user they will receive an email indicating that a
comment has been added to the document.

Email notification(s) | Add recipient

D Kristen Pickering (Prepared by, Prepared for) <kpick@udel.edu>

./ Procurement Help <udexchange@udel.edu>

Attach file (optional)

Attachment Type (@) File (O Link/URL

File Name

The only way to add lines to a legacy Waiver of Bid Request form is to ask Procurement Help to add
an additional Bid Waiver form to this PO via a PO Comment.




it EXCHANGE All > Search (Alt+Q) 0.00USD W (VIS A2

Purchase Order * UDBTO000106 Revision 7 = ® ® @ - 1of1Results ¥ < >

Status Summary Revisions 8  Confirmations Shipments Change Req 2  Receipts Vouchers 2 Comments 7  Attachments 1 History

Procurement Request: Waiver of Bid Request

3 v Estimated shipping cost $1,400 (estimate based on shipping 3,400.00 Qty: 1 3,400.00

cost of prior order with Patz PO UDB0000065) .

Procurement Request: Waiver of Bid Request Details '
4/ Drylke $75/box 75.00 Qty: 1 75.00 - Supplier Status

Procurement Request: Waiver of Bid Reguest .
Sent To Supplier

5 CANCEL - Temperature recorder, $40. 0.00 ty: 1 0.00

'bF@#E):o.ri&

8 v another line 500.00 Qty: 1 500.00
Procurement Request: Waiver of Bid Request 28,350.00
9 v another line 600.00 Qty: 1 600.00 e
Procurement Request: Waiver of Bid Request Related Documents b
Requisition: 3457935 =
10 v ancther line 700.00 Qty: 1 700.00 e
Procurement Request: Waiver of Bid Request Change Requests: 3523010 ﬁ
Change Requests: 3523007 =
- .
[ Waiver of Bid Request - Change Requests: 3457949 =
Voucher: IT000941 =
Contract no value
Voucher: ITO00955 =i
n placeholder 0.00 Qty: 1 0.00 What's next? >
q Procurement Request: Waiver of Bid Request

n Powered by JAGGAER | Privacy Policy




Handling Closed Purchase Orders

* NOTE: Any administrative edits to purchase orders performed by Procurement
Help in order to allow a user to initiate a change request do NOT move through to
PeopleSoft. They exist only to open a line or create a line to edit on a Change
Request.

* Change Requests must still go through all required approvals before they are
merged with the PO and sent through to PeopleSoft.

* |f you have questions or issues with creating a change request, please do not tag
Procurement Help on the PO. Instead, send training-related questions to
procurement@udel.edu or bring them to a drop-in help session for the support

team to assist.

SITYor U O
"


mailto:procurement@udel.edu

Handling Closed Purchase Orders: Standard POs

e Standard (UDS) POs soft close once the quantity is fully invoiced.

* You will be able to initiate a change request if the PO has been vouchered under or
over the PO amount, but not if it has been vouchered exactly.

* Requesting that Procurement Help reopen a fully invoiced/vouchered PO will not
allow you to initiate a change request since there is still nothing to change.

ALWAYS submit the purchase order for the full amount budgeted for the expense.
Please do NOT try to “trick” the system by adding an extraneous line item just to
keep a PO open for potential future expenses.




lﬁl’ﬂﬁﬁiﬁ EXCHANGE All ~ Search (Alt+Q) 0.00USD W AVaN S e §

Purchase Order * CANON FINANCIAL SERVICES INC. + UDST001144 Revision 0 = & @ -+ 130f13Results ¥ < D

story

Details ~

This PO is in Soft Close status so no edits can be made to this PO and no receipts or vouchers can be entered. To take these actions, open the PO.

. Status Summary Revisions 1 Confirmations Shipments Change Requests Receipts Vouchers 1 Comments o Attachments H

Records found: 1 Show comments for Purchase Order ~ Supplier Status

Sent To Supplier

Robert Requester- 11/16/2022 11:01:27 AM Purchase Order - UDSTO01144  Comment Added “) Supplier

Please reopen this PO. CANON FINANCIAL SERVICES INC.

Email sent: Procurement Help <udexchange@udel.edu>

= FE & % B

Total (15,600.00 USD) v
Subtotal 15,600.00
15,600.00

This PO is fully invoiced and soft closed. The user is asking Procurement Help to reopen the PO. v

Requisition: 3637096 [ =
Voucher: IT001035 -
What's next? v
Workflow Status @ Completed

Workflow 07 =




as@mam.mm

Yetawae. EXGHANGE
Purchase Order

Status Summary

Records found: 0

- CANON FINANCIAL SERVICES INC. -

Revisions 1 Confirmations Shipments

No change requests have been created

UDST001144 Revision 0

Change Requests Receipts

Vouchers

1

Comments

2

All~

Attachments

Search (Alt+Q)

History

Once the PO is reopened, there is still no option in the actions menu to
create a change request since all lines were fully invoiced and are closed.

000USD W QB Sy §

= 13 of 13 Results w < >

Add Comment

Add Notes to History

- Create Quantity Receipt -

Details Print Fax Version v

Supplier Status

Sent To Supplier

Supplier

CANON FINANCIAL SERVICES INC.

Total (15,600.00 USD) ~

Subtotal 15,600.00
15,600.00

Related Documents v

Requisition: 3637096 =

Voucher: IT001035 -

What's next? v

Workflow Status ® Completed

Worldlow 07 =

Powered by JAGGAER | Privacy Policy




%mmﬁfffz‘ﬁ EXCHANGE TEST SITE Al Y Search (Alt+Q) 0.00USD W [wilS ra |

Purchase Order *+ CANON FINANCIAL SERVICES INC. + UDST001144 Revision 0 — & @ -+ 130f13Results ¥ < >

Details v

Records found: 3 Show comments for Purchase Order ~

. Status Summary Revisions 1 Confirmations Shipments Change Requests Receipts Vouchers 1 Comments e Attachments History

-
AL Supplier Status
Robert Requester - 11/16/2022 11:08:41 AM Purchase Order - UDST001144  Comment Added  ©)

Sent To Supplier
Please reopen and add a line for a penny in order to proceed with a change request.

Email sent: Procurement Help <udexchange@udel.edu> Supplier

CANON FINANCIAL SERVICES INC.

% E & X

Procurement Help - 11/16/2022 11:03:45 AM Purchase Order-UDST001144  Open )
Total (15,600.00 USD) v
per request
Subtotal 15,600.00
Robert Requester - 11/16/2022 11:01:27 AM Purchase Order-UDST001144 Comment Added  ©) 715 600.00
Please reopen this PO.
Email sent: Procurement Help <udexchange@udel.edu> Related Document -
Requisition: 3637096 Lol

e Powered by JAGGAER | Privacy Policy




lﬁ?l‘.ﬁ"%ﬂ' EXCHANGE Al v Search (Alt+Q) o.oousD W VAN S |

Purchase Order + CANON FINANCIAL SERVICES INC. - UDST001144 Revision 0 — +-+  130f13Results ¥ < >

| Create Change Request |

- Add Notes to History

Details Create Quantity Receipt e

Records found: 0 =+

. Status Summary Revisions 1 Confirmations Shipments Change Requests Receipts Vouchers 1 Comments 3 Attachments History Add Comment

. Print Fax Version
No change requests have been created Supplier Stz

Sent To Supplier

Supplier
CANON FINANCIAL SERVICES INC.

= F & X

Total (15,600.01 USD) v
Subtotal 15,600.01

15,600.01

The user now has the ability to initiate a change request.

Related Documents v
Requisition: 3637096 -
Voucher: [TO01035 [ =]
What's next? v
Workflow Status ® Completed
Workflow 7

4 Powered by JAGGAER | Privacy Policy




lﬂjuﬁm[m“num All Search (Alt+Q) 000USD W AVAN S ey %
Change REqUES‘tS + 3652723 = @ = @ Assign Draft Submit Request

Summary PO Preview External Communication Comments Attachments History

1 ltem The change request offers only this new line to change. O -

o Correct these issues. v

CANON FINANCIAL SERVICES INC. - 1 Item - 0.01 USD - You are unable to proceed until addressed.

#~ SUPPLIER DETAILS Required: Commodity Code (Line 1)

Required: Account Code (Line 1)

a;@smmm.m

Contract no value PO Number UDST001144 Change Request Reason Required
Total (0.01 USD) v
Quote number no value
Subtotal 0.01
ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
0.01
1  for change request EA 0.01 1EA 0.01 s D
A~ ITEMDETALS 3 & Related Documents v
Contract: no value Internal Note/Business Purchase Order: UDST001144 L)
Justification o value
. dity Cod ’ Requisition: 3637096 =
ommodity Code o vaiue Internal Attachments Add
© Regquired
What's next for my order? v
A { Cod y External Note no value
ccount Code no value Next Step COA Approver
© Required Attachments for supplier ~ Add
Approver Walueff, George
PO Type Override X
Workflow [T =

4 Powered by JAGGAER | Privacy Policy




Handling Closed Purchase Orders: Blanket POs

* Blanket (UDB and UDR) POs soft close once the dollar amount is fully invoiced.

* You will be able to initiate a change request if the PO has been vouchered under or
over the PO amount, but not if it is vouchered exactly.

* Requesting that Procurement Help reopen a fully invoiced/vouchered PO will not
allow you to initiate a change request since there is nothing to change.

ALWAYS submit the purchase order for the full amount budgeted for the expense.
Please do NOT try to “trick” the system by adding a penny or other nominal
amount to the line just to keep a PO open for potential future expenses.




as@mmm.ua

Yeiawne. EXGHANGE ST SITE All search (Alt+Q) 0.00USD W QP ey

Purchase Order -+ JASCO INC - UDBT000124 Revision 0 — & @ -+  of1Results ¥

Status summary Revisions 1 Confirmations Shipments Change Requests Receipts Vouchers o Comments Attachments 2 History

Records found: 1, Totaling: 15,350.00 USD

Details
Voucher No. Supplier Voucher No. Voucher Date Due Date Voucher Type Payment Status Voucher Total Invoiced By
Supplier Status
IT001099 7 overinvoice 11/16/2022 11/16/2022 Voucher In Process 15,350.00 USD Pickering, Kristen L Sent To Supplier
Supplier
Line Details JASCO INC
Line No. Product Name Catalog No. Unit Price Qty/UOM Extended Price Voucher Qty/Cost Status Total (14,640.00 USD)
1 & MPTC-511 six position in-line Peltier 7069- 9,500.00 USD 1 EA 9,500.00 USD n/a | Net Subtotal
temperaturecontrol system Jo11A 9,500.00 USD Invoiced
2 & Labor Labor 2,370.00 USD 1 EA 2,370.00 USD LTEW / -630.00 USD Open
o e
3,000.00 USD Invoiced
Related Documents
3 & Installation and Training 1,850.00 USD 1 EA 1,850.00 USD n/a §i Net : .
1,850.00 USD Invoiced Requisition: 3621847
Voucher: IT0O01099
4 [ Travel Zone 1 0-100 Miles from travel 920.00 USD 1 EA 920.00 USD X/ -so.00 usp Open
Service Center n/a i Net What's next?
1,000.00 USD Invoiced

In this situation, the PO has been over-invoiced on lines 2 and 4, and a change request is needed
to add funds to release the voucher from a match exception and pay the voucher.

~

14,640.00

14,640.00

v

® Completed

Powered by JAGGAER | Privacy Policy




lﬂjl‘ﬂ{tﬂ‘&}‘_[)([}HANBE All ¥ Search (Alt+Q) 0.00USD W AV ey |
Change REqUES‘tS + 3652687 f— (-). - 0 Assign Draft Submit Request

Summary PO Preview External Communication Comments Attachments 2 History

s »

g | o Changes will not be sent to the Supplier.
o Correct these issues. W
—~ You are unable to proceed until addressed.
i 2 Items O~
Change Request Reason Required
44t JASCO INC - 2 ltems - 3,290.00 USD O
Total (3,290.00 USD) v
% ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Subtotal 3,290.00
1 Labor Labor EA 2,370.00 1EA 2,370.00 |:|
Ik 3,290.00
m 2 Travel Zone 1 0-100 Miles from Service Center travel EA 920.00 1 EA 920.00 D
Related Documents v
Purchase Order: UDBT000124 -
Requisition: 3621847 =
. i i i i Ihat's next for my order? v
The user ONLY has the ability to edit the over-invoiced lines. o st COA Approver
Lines that are fully invoiced and matched do not show up on the change request. | i b
Xu, Chang
Workflow [ =

> Powered by JAGGAER | Privacy Policy




lﬁ‘k‘l‘.{w&l‘ EXCHANGE Al v Search (Alt+Q) o.oousD W VAN S

Purchase Order + JASCOINC - UDBTO000124 Revision 1 =85 0

Add Notes to History

. Status summary Revisions 2 Confirmations Shipments Change Requests 1 Receipts Vouchers o Comments Attachments 2 History Add Comment
. — Create Quantity Receipt
o Records found: 1, Totaling: 15,350.00 USD Q ¥ P

Details Create Cost Receipt
ﬁ Voucher No. 4 Supplier Voucher No. Voucher Date Due Date Voucher Type Payment Status Voucher Total Invoiced By Sunplier Stat Print Fax Version
upplier Status
IT001099 7 overinvoice 11/16/2022 11/16/2022 Voucher In Process 15,350.00 USD Pickering, Kristen L Sent To Supplier
Supplier
@‘ Line Details JASCO INC
_||I|_ Line No. Product Name Catalog No. Unit Price Qty/UOM Extended Price Voucher Qty/Cost Status Total (1 5,350.00 USD) -
1 & MPTC-511 six position in-line Peltier 7069- 9,500.00 USD 1EA 9,500.00 USD n/a Net Subtotal 15,350.00
# temperaturecontrol system JOT1A 9,500.00 USD Invoiced
2 & Labor Labor 3,000.00 USD 1EA 3,000.00 USD / Net 15,350.00
3,000.00 USD Invoiced
3 & Installation and Training 1,850.00 USD 1 EA 1,850.00 USD / Net Related Documents e
185000USD  Invoiced Requisition: 3621847 -
4 & Travel Zone 1 0-100 Miles from travel 1,000.00 USD 1 EA 1,000.00 USD / Net Change Requests: 3652687 =
Service Center 1,000.00 USD Invoiced
Voucher: IT001099 -
Once the change request is complete and all lines have been fully invoiced for their amount, v
there is no longer an option in the actions menu to create a change request. * Compieted
Q Workflow 7 =

4 Powered by JAGGAER | Privacy Policy
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Yetaae. EXCHANGE Al ~

Purchase Order + JASCO INC - UDBT000124 Revision 1

Status Summary Revisions 2 Confirmations Shipments Change Requests 1 Receipts Vouchers 1 Attachments

Comments o

Records found: 1 Show comments for

Purchase Order v

Search (Alt+Q)

History

+

Robert Requester- 11/16/2022 11:55:36 AM Purchase Order -UDBT000124  Comment Added

There is a need for additional training on this PO. Please add a penny to line 3 (Installation and Training) so that we may initiate a change request.

Email sent: Procurement Help <udexchange@udel.edu>

9

If there is a need for further changes on the PO, the comment should tell
Procurement Help whether a line should be increased incrementally, or
a new line should be added for changes.

0.00USD W

Details

Supplier Status

Sent To Supplier

Supplier
JASCO INC

Total (15,350.00 USD)

Subtotal

Related Documents

Requisition: 3621847
Change Requests: 3652687

Voucher: IT001099

What's next?

Workflow Status

Workflow

AV G AL

=5 @

v

A

15,350.00

15,350.00

<

s (s g |

v

@ Completed

S )

Powered by JAGGAER | Privacy Policy




4 Db EXCHANGE ST SITE Al - Search (Alt+Q) ooousp W D} e §
- Change Requests -+ 3652691 = ® = @ <o Assign Draft Submit Request
Summary PO Preview External Communication Comments Attachments 2 History
o 1 em - -
©) correct these issues. v
- JASCO INC - 1 item - 1,850.01 USD e I:l You are unable to proceed until addressed.
AL
A SUPPLIER DETAILS Change Request Reason Required
“ Contract no value PO Number UDBT000124 Total (1,850.01 USD) hd
Quote number  QUO-33620-POYSH21 Subtotal 185001
il 1,850.01
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
m 1 Installation and Training EA 1EA 1,850.01 - O Related Documents v
Purchase Order: UDBT000124 [ =]
~ mempETaLs Z ’ Requisition: 3621847 Ll
Contract: no value Internal Note/Business
) ) no value
Justification What's next for my order? v
Commodity Code 86000000 / Education & Training Services
Internal Attachments Add Next Step COA Approver
Account Code 141239 . .
EDUCATION AND TRAINING SRVC Fxternal Note no value Approvers Meartin, Deirdre
Walueff, George
g . Xu, Chang
The addition of funds to an amount-based line by Procurement Help
makes it open and available for editing on a change request. Woriflow i

Powered by JAGGAER | Privacy Policy




In Summary:

 |fa PO has been invoiced and changes to funding source are necessary, leave the
header intact and make any changes at the line.

* For blanket or split funding, consider closing out a line to the vouchered amount
and creating a new line with the new funding source and line balance.

e Remember to uncheck the POTO box if adding funds to a UDR or UDB line that was
initially set to SO.

 Forms require special handling and may need assistance from Procurement Help
to add lines for funding changes.

* Procurement Help comments are only for requesting specific actions and notfor
guestions or training support (instead, email procurement@udel.edu).

lﬁ [VERSITY or U O
'



Questions:

procurement@udel.edu

Resources:

Procurement Services Website

Creating and Processing a PO Change Request
The PO Type Override (POTO) Box
About Procurement Help: What it is and when to use it



mailto:procurement@udel.edu
https://www1.udel.edu/procurement/
http://www1.udel.edu/procurement/UDX/NewUX/Requesters/UDX%20Creating%20and%20Processing%20a%20PO%20Change%20Request.pdf
http://www1.udel.edu/procurement/UDX/NewUX/General/UDX%20POTO%20Box.pdf
http://www1.udel.edu/procurement/UDX/NewUX/General/About%20Procurement%20Help.pdf
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