
Completing a Change Order 
• A Change Order is used to modify an approved requisition or purchase order after it 

has been created. Common reasons for submitting a Change Order include 
updating quantities, changing pricing, modifying accounting information, extending 
service dates, or making other approved adjustments to an existing purchase. To 
complete a Change Order: 

o Locate and open the approved purchase order requiring modification. 
o Select Change Requests tab.  
o Update the necessary information on the document. 
o Review all changes for accuracy. 
o Add an Internal Note describing the reason for the change. 
o Attach any supporting documentation related to the requested change. 
o Select Submit Request to route the Change Order through the appropriate 

approval workflow. 
o Once submitted, the Change Order will undergo any required reviews and 

approvals based on the nature of the modification. Approval requirements 
may differ from the original requisition and may include budget, 
departmental, procurement, or specialized review processes. The workflow 
applicable to the Change Order will be displayed on the right-hand side of 
the document. 
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