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Note: This Desk Aid was written to the specifications 
of CAPPS Central agency modules and may not reflect 
the unique process variations implemented by 
individual or non-central agencies. 
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Changing Orders on a Requisition Sourced to a 
Purchase Order 
Overview 

IMPORTANT: Ensure the purchase order (PO) is in Dispatched status before beginning.  

You can make an increase to amount and/or quantity on a requisition line, when the line is already sourced to a 
purchase order, but not yet paid. After changes are made on the requisition: 

• The requisition goes through re-approval.  

• The requisition is budget checked. 

• A Change Request is established.  

• The buyer then approves the change request and processes it into the PO as a Purchase Order 
Change Notice (POCN). 

Note: In the example below, the requisition line is for a quantity of 30 and a unit price of $1.61.  

A PO exists, but there is no receipt or voucher. 

 

The PO line amount is the same quantity and amount. 
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Increase Requisition Line Amount and/or Quantity 

Navigation 
 NavBar: Financials; eProcurement; Manage Requisitions 

Note: In the example below, both the requisition line and the quantity are increased. 

To increase the line amount and/or the quantity: 

1. Select Edit from the drop-down menu on Manage Requisitions Page. 

 

2. Update the PRICE. 

3. Update the QUANTITY. 

 

4. Select Apply to commit the changes. 

5. Select Submit for to submit for reapproval. 

6. Select Budget Check. 
A Change Request icon is now present in the Requisition Lifeline section. 
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Processing the Purchase Order Change Notice 

Once changes to the requisition and the PO lines are complete, the buyer can approve the change request and 
processes the Purchase Order Change Notice (POCN). 

Navigation 
 Dashboard: Purchasing; Tile: Buyer WorkCenter 

To approve the change request and process the PONC: 

1. Select the Reports/Processes tab. 

2. Select Approve Change Requests. 

3. Enter the BUSINESS UNIT number. 

4. Enter the PO NUMBER. 

 

5. Select OK. 

6. Review the line information. 

7. Change APPROVAL STATUS to Approved. 

8. Select the Reviewed checkbox.  

 

9. Select Save. 

10. Navigate back to the Process Change Orders page of the Buyers WorkCenter.  

11. Select eProcurement Change Request in the SOURCE drop-down menu. 

12. Enter the BUSINESS UNIT. 

13. Enter the PO ID. 

 

14. Select Run. 
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15. Select Change Purchase Order Process.  

 

16. Select OK.  
After the process runs (it may take a minute or two to process), the PO is updated with a 
Change Order number and is in Open status. 

 
This purchase order is ready to re-approve, budget check and dispatch. 
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Revision History 

Date Description of Change Changed By 

Jan. 10, 2025 Initial release. J. Goodman 
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