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1. Click on the forms tab or the Forms link. 
 

       
 

2. Click on Change Order Request Form. 
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3. A new window pops up to display the Change Order Request Form.   
4. Begin typing the name of the new supplier until you see the desired supplier displayed. 
5. Select desired supplier name. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. 

5. 

4. 



CHANGE ORDER REQUEST 
Last Updated on: 11/8/2010 

PORT_ChanageOrderRequest_ver_10.3.1  Page 3 of 5 

 

  
 

6. Notice the supplier information has been populated.   
7. Enter the appropriate information for the following fields:  Original PO Number, Route to Buyer, 

Requested Action, and Details of Request. Important Note:  If your PO for the Change Order has 
Foundations Funds, you will need to select appropriate foundation (Athletic, ECU or Medical 
Foundation) for Route to Buyer.    

8. Click the Go button. 
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9. Click on the Proceed to Checkout button.  Note:  Since this is a Change Order Request, you do not 
need to make any changes at the cart header. 

 

 
 

10. Click on the PR Approvals step in the workflow.  Note:  Since this is a Change Order Request, you do 
not need to make any changes at the Review step (as long as you have set defaults for State Exempt, 
FOAP and ship code). 
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11. Notice the steps the document will go through before the Change Order can be completed. 
12. Click on the Submit Requisition button.   

 

 
 

13. You can track the change order request with the requisition # that is provided. 
14. This completes the steps for this procedure.  Click the East Carolina University icon to go home. 
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