Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

A Change Order is used to modify Purchase Order details. They allow you to modify the Purchase Order commitment
(dollar, time, service), communicate an update to vendors, or resolve an exception. Change orders are also used to
modify the distribution/allocation indicated in the ChartField(s) specified in the original Purchase Order.

Navigating to the PO Change Order Jump Page
Click the Buying and Paying tile and then click the Change Order Processing tab.

Buying and Paying A < Welcome 10 ARC

] Create Requisitions

@ Change Orders Jump Page

LY ] Requisition Management
—

PO Change Order Jump Page
771 Change Order Processing
Enter any information you have and cick Search

Burchasa Order Review

Or, click the NavBar > Main Menu > Purchasing > Purchase Orders > PO Change Order Jump Page.
The PO Change Order Jump Page appears.

Change Orders Jump Page
PO Change Order Jump Page
Enter any information you have and cick Search
Business Unit = v |fEoLum|a
PO Number begin ¥ Q
PO Date = v 1]
PO Status = Dispatched
Short Supplier Name begin: ¥ aQ
Supplier ID begin ¥ Q
Supplier Name begin: ¥ Q
Search Clear
Search Result
Personaiize | Find | view Al | 2] B First 0 1or1 & Last
Budget
Business Unit POID PO Date. Supplier 1D Short Supplier Name Supplier Name: PO Status
Header Status
“Change Type [Price/Quantity v Create Change Order
= Notify

Searching for the Purchase Order(s) to Change
1. Enter the Purchase Order information in the search fields.

Enter any information you have and click Search
Business Unit = ¥ | [COLUM| Gy
PO Number begin: v aQ
PO Date = hd Bl
PO Status = Dispatched
Short Supplier Name begin: ¥ aQ
Supplier ID begin ¥ aQ
Supplier Name begin: ¥ Q
Search Clear

2. Click search.
2. Select the Purchase Order you want to change from the search results.

Search Result
Personalize | Find | View All | 20| & First (4 1-50f5 b Last
Budget
Business Unit POID PO Date Supplier ID Short Supplier Name Supplier Name: PO Status Checking
Header Status
1 COLUM 0000080030 10/1912016 0000084831 XENICS USA-001 XENICS USAINC Dispatched Valid
{®i 2 coLuMm 0000080032 10/19/2016 0000010007 APPLE INC-001 APPLE INC Dispatched Valid
3 coLum 0000080033 10/1912016 0000073061 MTS SYSTEM-001 MTS SYSTEMS CORP Dispatched valid
4 COLUM 0000080035 10/1812016 0000122146 DYNAMISM I-001 DYNAMISM INC Dispatched Valid
5 COLUM 0000080038 10/1912016 0000045621 GROSSMAN M GROSSMAN MARKETING GRCUP Dispatched Valid
“Change Type | Price/Quantity v Create Change Order
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Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

Creating a Financial (Distribution Only) Change Order

A Financial Change Order is a change to the distribution/allocation indicated in the ChartField(s) specified in the
original Purchase Order. For example, if you need to update or change the Department or Project being expensed.

Note: You cannot create a Financial Change Order if vouchers have already been paid against the line you want to
change.

1. Search for and select Purchase Order to be changed.
2. Select Financial (Distribution Only) from the Change Type dropdown.

*Change Type ¢ Price/Quantity
Financial (Disfribution Cnly)
Price/Quantity

3. Click Create Change Order.

Create Change Order

The Maintain Distribution page appears.

Maintain Distributions

Business Unit COLUM Status Dispatched

Budget Statl Vi
POID 0000080032 et Syl B

Change Order 2 PO Reference

supplier APPLE INC-001
Buyer Johnson Wendy R

Line 1 iMac 27 Schedule Qty 20000
Merchandise Amount 5,188.00 USD
sehedule 1 Doc. Base Amount 518800 USD
Distribute By Quantity
Encumbrance Balance 5,186.000 USD
Expensed to Date 0.000 USD
Distribution Personalize | Find | View All | I@I B First ‘& 1of1 & Last
Chartfields || DetailsTax || Assetinformation || Req Detail || Statuses || Budget Information
Dist Status Percent PO Qty ME’“"B":‘,?: curr *GL Unit  “Account Dept PC Bus Unit  Project Activity
Open 100.0000 | 2.0000 5,188.00 USD COLUMQ, 51925 Q 4028105/Q, [GENRL @ |UROD3343/Q [01

View Approvals.

Save and Submit

[5h Returnto Search | |+] Previousin List | [4E] NextinList | |[=] Notify

4. Make the necessary changes to the ChartFields in the Distribution section.
5. Click Save and Submit.

Save and Submit

6. Click the Budget Check icon to budget check.
Status  Pend Appr

Budget Status Mot Chk'c‘ﬂa

PO Reference
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Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

Creating a Price / Quantity Change Order
A Price/Quantity Change Order is a change made to the line attributes of the Purchase Order such as the price, quantity,
period of performance or category of the good or service being purchased.

1. Search for and select Purchase Order to be changed.

2. Select Price/Quantity from the Change Type dropdown.

Financial (Distribution Only)

Price/Quantity
*Change Type | Price/Quantity

3. Click Create Change Order.

Create Change Crder

The Maintain Purchase Order page appears.

Favores « Main Metw » Columtea Spacit » » Purchase Order » > Procesess » F‘Ochlm
reme Wordist Ado o Favorises Sign out
ARC khd
Busmess Unit COLUN PO Statis  Disparred A
POID 00DDE0132 Budgel Status Vil iR
P BH
Copy From v Hold From Further Processing
Huador
*PO Date 10202018 W
) o " Backorder Status Mot Ba e B -
Suppher Suppler Details
Recolpt Status  Not Recy
Suppher 10 Erind
2 *Duspatch Methag | =10
Boyer
Amount Summary
PO Reference
Je Dat Merchandse
ottt FreghtTax Misc alculate
Total Amount
Encumtrance Baliace
Add lsems F *
atlo v a Une 1 o Rareve
Li Personalize [+ a
Detnd: Stalus Antibuls & A =
L " oo POty "UOM stegory P atus
R = epncod SoPaare Mariona fE 000 £ 61192200 @ | 65510000 r -
bl Extanced Sotaar Martanaece B A 0 a 5 ) Apeecr +
Cioss Short Al Lines
Vol PrOLALIO VB30
oW Ag " Vigw Dosuments Frecuramant EDM "Goto| . Wt
Goto| . Mo

Click the Details, Statuses or Attributes tabs for more information about your Purchase Order lines. The Amount
Only flag is displayed on the Attributes tab.

Details Ship To/Due Date Statuses Item Information Afttributes RFQ Contract Receiving

Line Item Description Physical Nature *Price Qty *Price Date Amount Only
1 E\_E;I g;lit&?:lﬁzﬁ-l—ﬂﬂﬁ'fﬁﬂ Paraformaldehyde Services v Schedule v Due v W & =

Changing Price
If the Price field is available for edit (the Amount Only flag is checked on the Attributes tab) you can change the Price
for the desired line(s) on the Details tab.

TR T =
[atans nip _-.’ ue Date Statusas Ram informahon Attributes 1"‘: |_."||.'\.‘| Hecaving |'_.|
e fiem Description POGHy “UOM  Category Price  MerCIanOee  status

.3 Extended Sofware Mainerance B 1.0000 EA 31112200 |qy | 6.551.00000 655100 Approved (2 [E H [=)

Changing Quantity

If you need to edit the Quantity of a product, change the PO Qty field to the desired quantity.

Lines Personalize | Find | View Al =] First Last
Details Ship ToDus Dats Statuses pem Informator Attributes RFQ Contract Receving ['—im
Line rtem Description PoGty Juom  Category Price  MerCAMAISE siatus
) iMac 27 [ 0000 A 43211500 |Q 4.00 App ¥ &l [=
Y Apple Care Protection Pran & 10000 FA 43211500 |Q 119.00000 11900 Approved @] [ +] =
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Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

Updating Ship-to Information
1. Click the Ship To/Due Date tab.

Lines 2

Details | Ship ToDue Date ||| Statuses | ltem Information || Attributes || RFQ | Contract | Receiving | [F=9)

Line Item Description POQty "UOM Category
Part# 562665: Hallowell
USVP3288-6PT Safety-View
B Locker Six Tier 12x18x1218 £ 1.0000 EA 56122000
Door Unassembled
Parchment

2. Click the Ship-to search icon for the line requiring the shipping change.

Lines 2 Personalize | Find | View Al | L | B9 First &' 12002 & Last
Details Ship ToDue Date Statuses flem Information Attributes |FQ Confract Recenng [r—y
Line ftem Description Due Date ship To Price
® Mac 27" 102972016 i BIZWI25THS i %l =
B Apple Care Protectan Plan 102972016 W B6I2W125THS ] (=

The Lookup Ship-to window appears.

Look Up Ship To

3. Search and select your Ship To Location.
Note: If your Ship To address needs to be added to the list of Locations, enter a Service Now request.

Adding New Line(s)
1. Click the + button to add a new Line(s) to the Purchase Order. .

Lines Personalize | Fing | View A1l | & | B
Detads | Ship ToMue Date  Statuses | peeninformabon | Aftributes | RFQ | Contract || Becewing [
Line rem Descrigtion POGY 'UOM  Category Price  Merchandes  siatus
£} Y Mac 27 0 1.0000 EA 43211500 Q. £.00 A o [ -
N Appie Care Protection Flan & 10000 EA 43211500 'Q 116 0600 $19.00 Approved (] ] ] =

2. Indicate the number of Lines to add.

x |

arcprf-upg.enterprise.columbia.edu:10443 says:

| Enter number of rows to add:

b | |

0K Cancel [
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Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

The new Line(s) appear.

Lines Personalize | Fing | View All | 1Y) IX 4 a
Detass Ship ToMue Date Statuses Aftritates ~ RFQ Contract || Recel =%
Line Rem Description Gty "UOM gory P e ung  Status

'5', Q LI Y a aQ Y00 Panding e +] (=
e & 0 EA 556122000 X ) op | & =
3. Complete the Details for the new Line(s).
4. Click the Schedule icon to enter the Distribution for each new Line.
5. Click the Distribution/ChartString icon.
lasnitain F harse der
Schedules
U Supplier GLOBAL ECH PO Statws Despatched
PO 000002000 PO Daie 1082016
Fet 2 Man Page:
Lines e A F ay
Line Mem are & 0 PO Oty 0 EA Merchandise Amd 0
Schedulies sonaliog | Fin Al LI Firgi & o1 & Lasi
Dhedails Gtatuses [izal
Ty Soowi2omes oy GG [0 10000 | 600.00000 % o B m +] =]
fiSave & Submt |G Retanio Search | |[2] Neafy || % Refresh 5 Aod
6. Update the Distribution ChartFields or use the SpeedChart to add the ChartString for the Distribution.
Dstributions for Schedule 1
Unit Supplier GLOSAL EQ
POID 0DDODS000S tem Parts 570000
Schedule Status Actve
“Distribute By Quannty Schedule Qty
*Uiguidate By Amount Marchandese Amount 50000 USD
[ SpaedChart Q },-V,;! Sp 2 Doc. Base Amount 500.00
Distribution " pams snakze | Find A B F ast
Chartfields Det =5
Open 100.0000 = 10000 £00.00 USD I AUMQ, § Q Q 2 Q Q ]
7. Click OK.
8. You can click Save & Submit or click Return to Main Page to continue working on the Change Order.

Uploading Justification Documentation

For Price/Quantity Change Orders, it is helpful to have one or more of the following applicable documents for upload:

e An invoice showing the change

e Agreement or contract amendment

e Proposal or quote with details

A memo that gives your explanation for the change
Click the Procurement EDM button.

=
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Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

Lines Personalize | Find | View Al
Detalls  Ship ToDue Date Statuses | [tem Informaton Attributes | RFQ Contract | Receiving | [
. Merchandise
! o PO ey " P
Line Item Descrpton POQey *UOM Category Price i
) Extended Software Maintenance R} 1.0000 EA 1112200 |@ | 800000000

Close Short All Lines
View Prntable Version

View Approvals View Documents Procurement EDM *Goto]_ More

AiSave & Submit | (" Retumn to Search ] Notify || &3 Refresh

The Procurement Documentation Application opens displaying your Purchase Order information with existing
documentation.

Note: If the application opens to the search page you can find your Purchase Order by entering the PO Number.

2 COLUMBIA UNIVERSITY
4 THE CITY OF NEW YORK

Finance Gatcwzly Procurement Documentation Ap;)/iz‘alion

Intro Purchasing Accounts Payabie vendor Management Joumal Enines | Core Documents Matrx

8 « Puchasing

Purchasing

Heacer

Requaon Numbes

PO Number

Venaor Nama RIEGL USA NG

PUR - 3¢ Party Agreenent - Ts and Cs Sioratiae (ARCT HVIR2016 113540 A LACZZo4

2. Indicate the Number of Documents to Upload from the dropdown.

New Documents

MNumber of Documents o Upload *

1 -

3. For each document you are uploading, indicate Change Order Justification from the dropdown.

- Select - - Choose File | Mo file chosen

3rd Party Agreement / Ts & Cs Signature

Euil@ing Liase _ N Choose File | Mo file chosen
tes Addend

Change Order Justification

Contract Amendment .
Contract Exhibits
: focr

pEa Med Sk

4. Click Choose File for each document you are uploading and select the document to upload.
5. Click the Upload Documents button.

Upload Documents
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Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

Saving and Submitting a Price/Quantity Change Order
1. Click Save and Submit.

Save and Submit
The Reason Code Page appears. You must select a Reason Code and provide any additional Comments for
Approvers.

Reason Code Page

Enter a reason code and comment for making changes that are being tracked

Unit COLUM POID 0000080132
Reason Code | Q
Comment [E54

Use Same Reason Code
OK Cancel Refresh

2. Click the Search © icon to select a Reason Code.
The Look Up Reason Code appears.

Look Up Reason Code x
SetlD: CUSET
Reason Type: Procurement Change

Reason Code:| begins with v |
Description: | begins with v |

Look Up Clear Cancel Basic Lookup

Search Results
View 100 First ‘&) 112014 (B Last

Reason Code  Description
ADDPOTERMS Additional PO terms required after issuance
ADDTIME Additional Time Required for Original Scope of Wor
ADDWALUE Additional Value Required for Qriginal Scope
CANCELFPO Cancel PO for performance issues
CANCNOFUND Cancel PO due to non-availability of funding
CANFORCONV Cancel purchase order for convenience
CLOSEDPO Close PO due to completed scope of wark
EXHANGE Cost Adjustment Due to Exchange Rate Change
LABORRATE  Add'l costdue to raw materialflabor rate change
NEWGRANT  Add value due to new available grantfund
NEXTPHASE NextPhase(s) of a Multi-Phase Project
NEXTYEAR Next Year in Multi Year Contract

SHIPTOL Shipping & Handling Exceed AP Tolerance
TIMEVALUE Additional Time Value Required for Original Scope

3. Select the appropriate Reason Code.
4. Type any additional Comments.

Reason Code Page

Enter a reason code and comment for making changes that are being tracked

Unit COLUM POID 0000080132

Reason Code LABORRATE Q

Comment |Add1 cost due to raw materialfabor ¢
rate change

Use Same Reason Code
OK Cancel Refresh

5. Click OK.
6. On the Change Order page, click the Budget Check icon to budget check.

Status Pend Appr

Budget Status  Not Chk'

PO Reference
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Columbia University Finance Training
Training Guide: Creating and Submitting Change Orders

Getting Help
Please contact the Finance Service Center
http://finance.columbia.edu/content/finance-service-center

You can log an incident or request a service via Service Now
https://columbia.service-now.com
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