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2. Click on Change Order Request Form.
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‘& Change Order Request Form - Windows Internet Explorer = /|8 u
€ | hitps: ffusertest, sciquest, com/apps{Router/FavoritesFormEdit?aF avoriteProductId=276268want ReloadOnClose=truedraller Scrolli=0&caller Scrolly=0&tmstmp=12591 62527670943 - %
Change Order Request Form Available Actions (Click here for details): |Add and go to Cart M Go tlose | =

Supplier Info 7
nter Supplier dell I
/ Currency

Distribution
The systemn will distribute purchas

& custom Supplier Distri
Fax: +1 (111) 1

"
/ Original PO Number

od(s) indicated below:

ers using the

n selected

Use this form to modify an existing Purchase Order that has been sent to the supplier. For
example, if you need to change quantity or price information, assign different accounting
walues, etc.

Buver Unknown 3]
‘ Other M
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/ Details of Request

1000 characters remaining expand | clear

Internal Attachments

add attachment...

External Info Instructions Use this section of the Change Request Form to extend/renew an existing contract.

Contract Start Date =

Contract End Date =

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.
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= Change Order R

quest Form - Wind Internet Explorer

M=%

& | https: ffusertest. sciquest. comfapps/Router /FavaritesFormEdit?FavoriteProductld=276268tmstmp=1289166913499

~8

e [ | B

Change Order Request Form Available Actions (Click here for details): | Add and go to Cart
Supplier Info ?
Supplier Dell Marketing LP more info
select different supplier
Fulfillment Address PO 1: (preferred)
One Dell Way
Bldg RRS
Round Rock, TX 78682-0384 US
select different fulfillment center
Supplier Phone +1 (800) 274-779%9
Currency uso
l—T"TDistribution
The system will distribute purchase orders using the method(s) indicated below:
& Custom Supplier Distribution selected
Fax: +1 (111) 111-1111
Form Instructions: Use this form to modify an existing Purchase Order that has been sent to the
supplier. For example, if you need to change guantity or price information, assign
different accounting values, etc.
Original PO Number P1011298 =
Route to Buyer Teresa Ramagling [v|
Requested Action | Delete item(s) [ll
Details of Request Delete 2nd line item due to being discontinued.
/ ’
952 characters remaining expand | clear
Internal Attachments
add attachment
External Info Instructions Use this section of the Change Request Form to extend/renew an existing contract.
Contract Start Date g
mm/dd/yyyy
Contract End Date T
mm/dd/yyyy W |
Total 0.00 M
Dione & Internet H100% T

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.

Click the Go button.

PORT_ChanageOrderRequest_ver_10.3.1 Page 3 of 5



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

East Carolina

29 2010-11-07 balls 01 | 1 item(s), 0.00 USD
[T Cart - Draft Requisition

4) Continue Shopping

\ 1 Item(s) for a total of 0.00 UsD
¥4 shopping Cart

Save Proceed to Checkout
& Cart was saved successfully
Priority Normal | Business Purpose / Note to add note ® Required r

Approvers \
Prepared by Bridget Brown ,\f’ﬂ"rk i Backup Type None [¥]
Prepared for Bridget Brown Special Instructions [None ]
Select = differant user State Exempt Health Care Motes to Suppliere —
Cart Name 2010-11-07 balls 01 profile valuss = ppliers sednote
all values
ected value
Supplier / Line Item Details ?
For selected line items [ Add To Favorites [v] 5o |
pu— .
9 p=="1| Dell Marketing LP o= infc
. PO 1
One Dell Way, Bldg RRS, Round Rock, TX 78682-0384 US
Product Description Catalog No size / Packaging Unit Price  Quantity Ext. Price [~
1 Modification to Existing Purchase Order & mors info

Change Request 0.00 1 0.00USD [
Contract: ECUTEST-0001 more info

Select price or contract.

Supplier subtotal 0.00 USD
Subtotal 0.00
Shipping 0.00
Handling 0.00
Total 0.00 USD

Proceed to Checkout

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.

East Carolina

UNIVERSITY

7 balls 01 | 1 item(s}),

7 K V] KJ @ Final Review Submit Requ n
4) Return to shopping cart (4) Cantinue Shapping
(2 All done! The required information has been completed and this request is ready to be submitted.
Once you have reviewed the details, you may continue by clicking the button at the top of the page.
PR 4ppravals || PO Preview || Comments || attachments | Histry |
Summary APAL/ Ship Codes | Supplier Info | Taxes/SaH B 7|
Hide header Hide value descriptions
General £ Internal Note i Order Info £
Normal odit || Internal Info odit | Order Info edit
AA Teacher Education Business Purpose / Note to Backup Required x
N Approvers Backup Type Mane
/ o ?jget 2mwn Work Order # no backup
fepared fer riage rwg‘ " State Exempt Health Care Pricing Ref #
Cart Name 2010-11-07 balls 01 Internal attachments Special Instructions None
Accounting Date
2dd sttachment Notes to Suppliers
10 Attachments for all suppliers
: Bill To adit add attachment.
East Carolina University PO Clauses
Accounts Payable ===
120 Reade St 100 NCTaC
Fin. Srv. Bldg. 200 Fund
Greenville, NC 27858-4353 unas
United States 300 ECU PO conditions
view all clauses
FOAPAL / Ship Codes
Chart Fund Organization Account Program Activity Location
E 111170 230601 72111 0000

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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East Carolina

LA Approvals - Draft Requisition

active cart

v '«

draft carts | faverites | my requisitions

§ 2010-11-07 balls 01 | 1 item(s), 0.00

carts/requisitions

Submit Requisition

GG
S

) Return to shopping cart (4) Continue Shopping

11.

14.

13.

& All done! The required informgtj

eted and this request is ready to be submitted.

ce you have reviewed the details, you may continue by clicking the button at the top of the page.

Requisition || PR Approvals |[ro preview | Comments || Attachments || History |

? 7
CO Approval - Buyer 11 pproved Change Orders
'i -
Future Finish
ew approve

11. Notice the steps the document will go through before the Change Order can be completed.

12. Click on the Submit Requisition button.

active cart

UNIVERSITY

East Carolina

Submitted - Requisition 469006

carts frequisitions

drift carts | favorites | my reguisitions

Requisition Information

(. Congrati i You have fully submitted your request. If you need to view or print a copy, click
U Quick View 51 or view its status on the Approvals Tab.

Here is a summary of the requisition. You can also retrieve this requisition at any time via the document history search page.

Requisition number
Requisition status
Cart name

Requisitig,

69006 view
Pending
2010-11-07 balls 01
11/7/2010

Sition total 0.00 USD
/ Number of line items 1

What would you like to do next? Here are links to some common actions.

+ Search for another item

* View order history

e Check the status of an order
# Return
e Create new

r home page
draft cart

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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