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This guide will assist in performing a Change Request to an existing Purchase Order. This action is required when there
are any revisions to the original purchase order such as total cost, number of items ordered, and/or when invoice needing

payment does not match the original purchase order. *Note: Quantity and cost cannot be revised on a Punchout
Catalog PO.

1. Navigate to the Eagle’s Purch.

2. Access the PO that needs to be edited.
a. Type the PO number in the search bar at the top left of the screen.
b. Or access the Orders menu, My Orders, then My Purchase Orders.
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3. Select the purchase order in need of the change request by clicking on the PO number itself.
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4. In the PO screen, click on the three (3) dots on the top right and select ‘Create Change Request’.
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5. A Create Change Request box will appear. The only required field is the Change Request Reason box. There is no need
to select a recipient. Attach supporting documentation, such as an invoice or vendor quote. Once all required information

has been entered, select Create Change Request.
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6. The requester may make edits during the PO review process. Complete Step 7 and/or Step 8, depending on the type of
changes needed.

7. If the original line item entered on the purchase order needs revision, click on the purchase order line that requires
revisions.
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7a. Once the line is selected then make any revisions to the information that was previously entered, then select Save.
Skip to step 9 if no additional line items are to be added.
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8. If an extra line or charge needs to be added, click on the three dots on right corner and select “"Add Non-Catalog

Item”.
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8a. Add the new line-item information, select ‘Save’ to continue or ‘Save and Add Another’ to add additional line item(s)
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9. Confirm that the revision and/or addition is correct and that the total is correct then select ‘Submit Request.’
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10. The change request has been submitted and is now pending approval. It will progress through the standard workflow
approval process.
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