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Overview

The POUPCO screen is used to enter change orders against purchase orders (PO). Change
orders allow changes to be made to a PO, the changes routed for additional approvals,
encumbrances adjusted, and the changes logged in the original PO so that all the changes
made to the PO can be tracked.

Basic PO Change Order Process
A typical PO Change Order process includes: a change order is created, approved,
and purchase order is updated with the Purchasing Manager final approval.

User creates PO Change Order.

Purchase order is not updated at this point.

APPROVAL PROCESS:

User approves change order to initiate
workflow.

Purchasing Manager approves change order and
the purchase order is updated.

If the Purchasing Manager rejects the change
order the purchase order is not updated.
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Accessing the POUPCO screen

Using the Search Bar

The POUPCO screen can be accessed from the Workspaces screen by entering POUPCO into the search field in
the top right corner of the screen and selecting the Change Orders (POUPCO) link that appears.

" CENTRAL

Workspaces @ Help ~

TECHNOLDEIES

Menu X I Change Orders (POUPCO)

* " Total 1items found
0" Department General » Data Entry c e A Pending Tasks

Using a Link
Alternatively, the screen can be opened using a link in the Workspaces. In the Department General workspace,
on the Purchasing Task Center, select the POUPCO Change Orders link from the Data Entry component.

. CENTRAL FUmIRE \Workspaces
Menu > .
O * Department General » Data Entry 29 A
22 Accounts Payable
B POUPPR H POUPCO
a8 Cashiering T R
et
22 General Ledger — =
22 p-Card o
22 Purchasing o i i e

The POUPCO screen will open in a new tab in your browser as shown in the following image.

SUPERION Change Orders (POUPCQ) Q @ Help cS
Search {
a Set Change Order
Apply Search
° IR
D i T
Filters:
GO Status™ Y Fiscal Year® T
B NW Status
Mot b 4

Search Criteria:

o
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Creating A PO Change Order Set

To create a new Journal Entry Set, you must first switch the screen from Search Mode to Add
Mode. This is done by clicking on the + plus icon at the top of the screen to the right of the task

pane.

- Change Orders (POUPCO)

Set Change Order
+
PO Number™ CO Ref*® Request Date: 31 T'J.'pe:*

Description:*

CO Status® Fiscal Year®

Set Detalls

Enter the PO Number to be changed in the PO number field and enter a description of the
change in the Description field. Select CO - Change Order from the Type field drop down.

SUPERION Change Orders (POUPCO) Q @ Help CS

Sat Change Order
Q
= =2 06 Add
8 PO Humber™ POOGO2S O Ret™ Request Date: 12/03/2008 B Twe" <o
@ Change Quantity Q
Code Description

C0 Status ™ NW - | Fiscal Year™ 2018 -
~ . .
b Moles co Change Order L

ancel ose PO .

If closing the PO, select the CX — Cancel/Close PO from the Type field drop down.

Q @ Heip | CS

SUPERION change Orders (POUPCO)

Set Change Order
iE O Add
PO Humber™ POOOO2E <o Ret™ Fequest Date: 12/03/2018 B e’ <o T
)
Descripbon™ Change Guantity l Q
Code Description

NW *  Fiscal Year™ 2008

€O Change Order
CX Cancel/Close PO
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Click the Save button to create the change order set. A Record Accepted message will be
displayed in the top right corner and the CO Ref field will be populated.

SUPERION cChange Orders (POUPCO) = @ uep | CS
Set Change Order
= < > + 8 & Edit 1of1 @-
PO Number ™ PODODZE CO Ret* POOOOZ3-001 Request Date: = Type™ co
Jeseriplion ® Change Quantity
€0 Status™ NW * | Fiscal Year® 2018
Notes.

Change Order Details
Once the set has been created, click on the Change Order tab and the current contents of
the PO record will be displayed.

#, CENTRALSOUARE ¢ange Orders (POUPCO) Q.  @up |RC
Q “aﬁ;;.}'ﬂﬁrh
X
= = 0 Add
@ 1 Nusmi 000 Het [
-

Make the necessary changes to the purchase order data. Once all the changes have been
made save the record by pressing Enter or clicking the floppy disc icon on the left Menu bar.

Shig To 1D V0039682 m Bl To IOy V0039682 m

B G OY + @ Edit 1of1 [@-

= Cuantity 2000

EA v Unit Price. 1.00000 Exterded Ami 200

PO Change Order Approval

Once the initiator of the change order is finished, that user must approve it to kick off the
Workflow process.
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Select Pending Tasks on the left from the Menu and click Approve. Add any comments but
keep in mind that comments are not required and cannot be deleted or edited once they are
submitted. Click Submit to initiate the workflow.

Approve

- Approvals
Q All Tasks hd
& @ pPoCO
¥ Pendin
vl
& User Name
‘Group:
since: 4/29/2019 1:57:54 PM
@ Future
c Group: PO_FINAL
.
=)

k 10 Tack | s
¥  Approve |
L

m

x Reject

S M

»

=

The Approvals will update to show the next approval group in the workflow. The
purchase order will be updated once the Purchasing Manager has approved the
change order.
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