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Correcting Line Item Price — Section 6.0f

You may need to change the price of your line items due to a Additional Resources:
decrease or increase in cost after you have received the e Procurement Knowledge Base

invoice. To ensure that your PO will match with your invoice, o cheryl.foster@gmhec.org or procurement@gmhec.org
you will need to do the following steps.

Audience: All

In order to create a successful matched invoice, there may be times a Change Order must be created should
there have been any changes from the time of ordering to the time of invoicing.

Process Step .
& Description Action
Note: When creating your requisition, if you did not add yourself as the Suggested Buyer, you will
. not be able to edit your PO. Only the Buyer can edit the PO.
Special Note
*
Suggested Buyer o
g9 v (Screenshot from the requisition page)
After you have followed the steps in either 6.0a or 6.0b, you can now edit your PO.
Scroll down and go to the Lines tab. Click the “+” sign to create a new line. In the new line, copy everything that is in the
original line, except for the price. Enter the correct price and enter change reason.
Actions v View v m‘@[ ¥ T 7 MFeae o Detach o Wrap
* Line " Type v " Description * Catngony Narme Chuantity  LIOM * Price Oirchurad I‘l«:.ﬁ-. Ia....g.nmu Fusnids Status a';:m
I 2 Ueot v { O SACTO Schos Pro Clessioom Llecnc Pancd Sharpeser, Ui, 1 Counl  ZE-AM Procuement O S, 1 [T RUES WE0  GMHLG A Toles Q Perw Price
1 Docds , X-ACTO School Pro Claessoom Cleckic Pancd Sharpaner, Thos, 1 Count  77-AM Procussmest Offos Oy LI Y M85 M55 GMNEHIC Dl To Location Nt Applcabie
Next, highlight the original line and click “Cancel Line”
Tarms  Notess and Aftacheents
o | Add Row
Duplicate rent MNone W Shipping Method v .
6.0f ' e
. pays Freight Terms - rming o6
Correcting bee L) Gonliming oder
. s Met 45 - FoB v
Line ltem Export to Excel
Price 4 Camcellme
Add from Catalog
Recalculate Price Content Prompt hd
Review Changes
Lin ions.
— View Tax Lines
vmviﬂmarv 4+ B & %X 5 [ 0O0Freeze [ Detach o Wrap
* Line * Type Edi Item  * Description * Category Name Quantity UOM * Price Ordered * Location
2 Coods f XACTO School Pro Classroom Eleciric Pencil Sharpener, Blue, 1 Count Z7-AM Procurement Office Only 1 EA 18.00 1800 GMHEC Bl To Locatic)
1 Goods ra X-ACTO School Pro Classroom Eleclric Pencl Sharpener, Blue, 1 Count  ZZ-AM Procurement Office Only 1 EA 2195 2185 GMHEC BA To Loc:
< »
Quick Tip! If you are editing a
punchout PO, you cannot
change price amount until
after the PO has been
approved and sent.
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Prdject Ensemble

The following pop-up will appear requesting a reason on why you need to cancel the line. Complete and click “Ok”

Cancel Line X

* Reason Correcting price

Cancel Unfulfilled

Demand Yes

OK || Cancel

Cancelling the line will zero out the original. You now have one active line with the correct amount. Note the red icon
indicating the cancelled line. Line 2 is now the active line.

Lines Schedules Distributions

Aclions v View v Formatv < B 5 F Freeze |m| Detach Wrap
* Line * Type Edi Iltem  * Description * Category Name Quantity UOM * Price
I '@ 1 Goods 5 X-ACTO School Pro C Electric Pencil Sharg Blue, 1 Count  ZZ.AM Procurement Office Only 0 EA 2185 I
2 Goods ‘f X-ACTO School Pro Cl Electric Pencil Blue, 1 Count  ZZ-AM Procurement Office Only 1 EA 18.00

When you click on the Distributions tab, you will notice that the price here has also updated. You will not need to update
anything under the charge accounts when you are only changing the price.

Lines  Schedules
Acticns »  View v Format » _r"-d L_i'- Freeze -'-ﬂ Detach Wrap
B _— N N N Budget Change Order
Line Description Deliver-to Location Quantity UOM Ordered FO Charge Account Date Funds Status Change Reason
81 X-ACTO School Pro...  GMHEC BIll To Locatiol 0 EA 0.00  100-1000-20105-10-000000-00000-000-0  27-Mar-2018
2 X-ACTO School Pro...  GMHEC Bill To Location 1 EA 18.00  100-1000-20105-10.000000-00000-000.0  19-Apr-2018
<1 1 »
Click “Submit” when you are ready to submit your change.
Check Funds Manage Approvals Actions ¥ Save Y Submit | Cancel

A pop-up appears confirming your changes have saved. Click “Ok”

[ Confirmation X

Your changes were
saved.
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