Boston College

PROCUREMENT SERVICES — CHANGE REQUEST INCREASE

PURPOSE

Requesters will use this process to request increases on requisitions that have been sourced to Purchase
Orders and dispatched. Increases can be done if (a) additional items are added to an existing purchase
order, or (b) if additional funding needs to be added at a Blanket PO at the end of the year due to an
unforeseen increase in purchases. Prior to creating a change request, verify you have the necessary
funds in the correct budget.

Notes:

a. If a change request is due to a change in scope of work, you must upload the new scope of work
in the attachments of the requisition.

b. Increase requests are only necessary if your invoice exceeds 10% or 5500 (whichever is lesser) of
the remaining PO value. You must have funds available in the budget line or you will get a budget
error.

c. Shipping Line - Shipping can be added at the time of processing the voucher under the ‘freight’
section as long as funds are available in the budget line

d. Change Requests for increases will follow the same workflow as the original Requisition. For
instance, if you create a purchase order on a grant, the change request will follow the original
workflow through OSP. One exception is if you create a requisition under 55,000 it will self
approve, but if you increase the same Requisition and the total value goes over 55,000, the

change order will go through workflow instead of self approving.

STEPS

1. Verify Encumbrance and Activity Summary on Purchase Order prior to making any changes. Navigation:
Purchasing>Purchase Orders> Review PO Information> Purchase Orders > Activity Summary
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PO Activity Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

wSearch Criteria

Business Unit: = v] [EAGLE Q
PO Number: begins with ~ ||
Purchase Order Date: = v N
Purchase Order Reference:| begins with ~ \
Vendor ID: begins with ~ || Q

Personalize | Find | Vi

(EEEE) | Recont | inwoice | Maiched || RTV

Line Item tem Desacription LoM

Order Oty Amount Ordered Currency

1 Fipettes EA 1.0000 10.000 USD

[ case Sensitive
) ) - = N .

| search || clear | Basic Search [&F Save Search Criteria

Activity Summary

Business Unit: EAGLE PO Status: Dispatched
Purchase Order: 0000130874 Vendor: FISHER SCIENTIFIC COMPANY LLC
Merchandise Amount: 10.00 USD

Merchandise Receipt: 0.00 UsSD

Merchandise Returned: 0.00 UsSD

Merchandise Invoice: 0.00 USD

Merchandise Matched: 0.00 USD

Amount Only
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2. Navigation: eProcurement > Manage Requisitions. If you navigate to this page often, you can Add to

Favorites for easy access.

To view the lifespan and line items for a requisition, click the Expand triangle icon:

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Ga.

T 0000108495 0000108485 EAGLE 07/11/2018 PO(s) Dispatched Valid

10,00 USD | <Select Action=

Requester: Stephen Guin Entered By: Stephen Quin Priority: Medium
Pre-Encumbrance Balance: 0.00 USD

=k @ & 7 e

—~ Purchass C‘hmge A

Requisition Approvals Inventary Dolers Request Recenving Invoice

Request Lifespan:
Line Description Status Price Cuantity uom Vendor
1 Plpettes PO Dispatched 1000000 uso 1.0000 EA FISHER SCIENTIFIC COMPANY LLC

3. Search for the requisition you are looking to update. Status should be PO(s) Dispatched. Select the Pull

[ <select Action> ]|

down menu
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i‘, then select Edit Requisition. Press Go. You will receive a message
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stating that editing the requisition may restart the approval process. Press OK.

Message

This requisition is approved. Editing this requisition may restart the approval process. (18036,6249)

Click OK to continue, or click Cancel to go back.

4. Toincrease the encumbrance on a Line, increase the Price for that line. Select any other
changeable field to see the change reflected in the Total. Then, select Check Budget. Once your
requisition has passed budget check (Increase amount is in Pre-Encumbrance), select “Save and
Submit”. Please note: All requisitions are created as “Amount only”, meaning once the PO is
dispatched you cannot change the quantity on the PO. If you originally created a Requisition
with a quantity greater than 1, you will need to calculate how much the Price must increase in
order to have the Total be the correct amount. See endnote for example.

Edit Requisition
E‘( 1. Define Requisition E 2. Add Items and Services 3. Review and Submit |

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: EAGLE Boston Gollege “Currency: usD
Requester: QUIN Stephen Quin Priority: @
Requisition Name: 0000108485 |

oo ox  ———————————————————————————————————————

Lins Descriptio Vandor Nams Ouant UoM Prics Total
P[]1 § Pipettes FISHER SCIENTIFIC 1.0000 Each 10.00000 10.00[F
COMPANY LLG
] select All / Deselect All Total Amount: 10.00 USD
Pre-Encumbrance Balance: 0.000 ysp
L ] Add to Favorites '1". Add to Template(s) =2 Modify Line / Shipping / Accounting ij Delete

Send to Vendor Show at Recelpt (I Shown at Voucher DAppmwal Justification

5] Check Budget

= = " e R e e e . e ——

5. Select CHGAMT as the reason code, and add in the description why you are completing a
change request to increase the PO. Select OK to submit the Change Request.
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? Help
SetlD: SHARE
Reason Type: Procurement Change
Change Reason Reason Code: | begins with_ ||
Description: | begins with ~
Enter a reason code and comment for making changes that are being tracked. f ~ — T
Reason Code: CHGAMT Q Look Up Clear Cancel | Basic Lookup
Comment: Change in Amount increase PO by E@\K Search Results
$5.00 to order more pipettes on blanket. | View 100 First |§| 1Rate ) Last
Reason Code Description
CHGAMT Change in Amount
CHGDEC Decrease Amount
CHGEXTEND Extend Dates
CHGQTY Change In Quantity
DUEDATE Due Date Change for Year End
OTHER Other
WRONGVEND Wrong Vendor Used
OK YEAREND Close at year end
Confirmation
Requested For: Stephen Quin Number of Lines: 1
Requisition Name: 0000108495 Total Amount: 15.00 USD
Requisition ID: 0000108485 Pre-Encumbrance Balance: usD
Business Unit: EAGLE
Status: Approved
Priority: Medium
Budget Status: Valid
Department Self-Approval

< Requisition 0000108495:Approved (- ViewHide Comments
Department Self-Approval

Self Approved

Stephen Quin
« Department Self-Approver
0711719 - 11:40 AM

" Comment History

Submit Edit Requisition Apply Approval Changes Check Budget

Endnote: Increasing a PO with a quantity greater than 1.

1. Go to the Manage Requisitions page and enter the Edit Requisition Screen. (see instructions
above)
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-]

Ton wiirew i Ef@spain aand b s for @ roequitdion, chek ths Expand tnangh ioon
T dedld o pacforen anolied dchon o6n & fequtlion. Mmake i Seleclon Som the Acbon diogdowT bl and dhk Ga

T ODOOIGRSES  Cuanby greater than | EAGLE OTATR0MS PO{s)Dipaiched  Vakd 20,00 USD | =Seect Action> ~linso
Requester: Siaphen Cuin Enilered By: Stephen Cuin Prisity: Medum
Pre-Encumbrance Balance: 000 UsD
=¥ fi I;_"Ell ; - ._.. ]
I
Bashiog Chisga Rehamy rrvoace Paymeni

Lire Dvacription Statun Prica Crsantity UOM  Vendos
1 pipaites PO Despatched 200000 LESD) 10 D000 E& FISHER SCOFNTWICCOMPANYIIG € 1 |

Edit Requisition

ﬁ 1. Dafing Beguisition 2. fddd ems and Survices C8 3 Review and Submit I

Feeview the delails of your requesiion, make &7y RBCEZSY Changes, s submit it for Bpeeoval.

Business Unit: EAGLE Boslon Cobege *Currency: uso

Requesier: oM Stophan Guin Pricaity: Medum |

Requisition Hame: [Duanity graater than 1 test g

Pt pepetins FISHER SCIENTIFIC 10,0000 Each 200000 20.00
o' @ COMPANY LLC LS
[ Seinct AN/ Dessloct Al Total Amount: 2000 USD
Pre. Encumbrance Balance: 0000 Uso
T T — Ty AsdloTempateis)  © Modly Line s Sreppng | Accouning O et
| Comwnts @ ]
El Send 1o Vandar EiShowatRecept ) Shown at Voucher " Apgroval Justifcation -

2. You originally created a requisition that has been dispatched to a PO for 10 pipettes at $2.00
each. You are adding 5 more pipettes to the order, and will be ordering 15 pipettes at $2.00 each.
In Edit Requisition, the only cost related field you can change is Price, so you will need to

calculate the new “price” for your requisition.
a. Jooon =000o00o00 x gooooo

Originally, 20.00 = 10 x 2.00

Now, 30.00 = 15 x 2.00

To get the new Price, 30.00 = 10 x L1000, solve for 0O000 = 3.00
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3 hanan tha Drica finld in tha racuiicitian lina ta tha nrviea vinns nict ealuod far
" | Edit Requisition
[Tk 1.Dsfine Requisition 2. Add ltems and Services T 3. Reviewand Submit |
R thea dalaits of your 1equisition, make any necessary changes, and subemi it for approval
Business Unit: EAGLE | poston Cotiege “Currency: uso
Raguester: QU Sinphen Cuin Prioty: o
Redquisitian Name: Cuasntity greater Shan 1 best Track Batch: 1 g

POt @ oo FISHER SCIENTIFIC 100000 Esch [ 300000 3000

COMPANY LLE

[ Satect A Darsaiget Al Total Amount: 1000 LSD
Pre-Encumbrance Balance: 100 psn

Lis Add o Favonoes Ty Addio Tempiateis) 3 Moty Ling | Shipping | Accounting 0 oowe

Elswatovensor  ElshowatRecept =l shownatVoucher L) Approval ustifcation

s Save & submil Wl Save B preview approvals: X Cancsl Changes.

4. Complete the change reason Comment to reflect the change you made.

| Look Up Reason Code

? Help

Change Reason SetiD: SHARE

Reason Type: Procurement Change
Enter a reason code and comment for making changes that are being tracked. Reason Code:| begins with < ||

Description: | begins with ~ |
Reason Code: CHGAMT a,

Look Up Clear Cancel | Basic Lookup
Comment: Buying 15 pipettes on this order. @ o . '
Changed price to reflect new total cost Search Results

(15x2=30, 10 x 3 = 30). TR0 First [g] 1oora 3] Last
Reason Code Description

CHGAMT Change in Amount

CHGDEC Decrease Amount
CHGEXTEND Extend Dates

CHGATY Change In Quanti

DUEDATE Due Date Change for Year End

OTHER Other
—_— WRONGVYEND Wrong Vendor Used
| OK | YEAREND Close al year end
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5. Budget Check, then Save & Submit the change request.

Confirmation

Requested For: Stephan Quin

Requisition Name: Quantity greater than 1
tast

Requisition 10: 0000108459

Business Unif: EAGLE

Status: Approved

Priority: Medium

Budget Status: Walid

Department Seif-Approval

Department Self-Approval

Self Approved
Stephen Cun

v Deparimend Ssil-Approver
OTMTMN9 -251 PM

I Comment History

Sasbrnid Edi Requesition

View priniable version Manzga Requisitions

J"E[ roval His |G.’l'

Wumber of Lines:
Total Amount:

Pre-Encumbrance Balance:

— Quantity greater than 1 test: Approved (2 ViewHios Comments

Apply Appioval Changas

Craate New Requisition

GCheck Budget

1
30,00 USD

1090 usp
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