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Creating a Change Request
How Do | Change a Punchout Purchase?

Shopping is Easy in ePro!
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Creating a Change Request for Punch-out Catalogs
Quick Guide

ePro Requestors:

Requestors have permissions for creating change requests:

* ePro makes it easy to order additional items as needed! There is no need to create a change request - Simply follow the process
to shop and order from the Punch-out Catalogs. See Shoppers and Requestors - Guide for Punch-out Shopping for a quick guide to
shopping with punch-out catalog supplier.

* If needed, Requestors can submit change requests. On punch-out catalog change requests, Requestors can update
accounting Chartfields, commodity codes, external notes, and internal notes and attachments.
* CHANGE ORDERS CANNOT BE USED FOR PRICE OR QUANTITY CHANGE OR TO ADD A NEW LINE FOR CATALOG PURCHASES

* The Requestor can submit change requests on behalf of Shoppers, who do not have permission to submit change requests.

* Requestors are users who have knowledge of ePro accounting codes and Chartfields. The requestor may need to update the
Change Request with these codes before placing an order.

* Responsibilities of a Requestor include following Procurement Guidelines, bid thresholds, validating accuracy of Accounting
Chartfields, Ship To information, and Business Purpose.
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You can create change requests for HUB and Punch-out catalog suppliers by opening your purchase order. Click the ellipses (...) in
the top right corner, then click the link to Create Change Request in the drop-down list.

E{ UNTSYSTEM | WUNT | 1o | UNT Datias All = Search (A+Q) L) |LQ _@1
Purchase Order + Mavich Grainger Products + NT00000624 Revision 0 = = @ 10f 1 Results <
Status Summary Revisions 1 Confirmations Shipments Change Requests Receipts Add Comment S
Create Change Request
General Information Document Status v I Add Notes to History -
_ o Create Quantity Receipt hd
PO Business Unit  University of North Texas (NT752) PO status Open
Print Fax Version
PO/Reference Mo, NTO0000624 Workflow ~" Completed
4/24/2023 1:14 PM Sent To Supplier
Revision Mo. 0
The system distributed the purchase order using the method(s) sunplier
Mavich Grainger Products
Purchase Order 4/24/2023 cXML (Electronic no value
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Create Change Request

This will create a change request for this purchase order. If you select a user O ptiona I for th is form :

they will receive an email indicating that a change request has been created
for this purchase order.

Email notification(s) | Add recipient

L] 84 Resuestor 01 (Prapared by, Fraparad o) <UNTS * You can send an email notification by clicking the

JaggaerTest@untsystem.edu=
e e s checkbox to the recipient(s) you wish to include.
s it change requestpermission * You can add attachments to the change request.

|:| Amy Melvin (Approved) <Amy.Ellictt@untsystem.edu=

|:| Carl Miron ADMIN (Approved) <carl.miron@untsystem.edu=

|:| Lonnika Donson (Approved) <Lon.Patton@untsystem.edus Req u i red fo r th is fo rm .
L]

D UNTS Report User (Approved) <James.Armand@untsystem.edu=

sms0549 (Approved) < /A Email Missing>

add email

st In the Create Change Request window, enter a

Change Request Reason Change Request Reason (for instance: changing a
chartfield).

&

000 characters remaining expand | cle
Attach file to this change request (optional):
Attachment Type @ File
-

Create Change Request Close

Click the Create Change Request button.
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The Change Request is created and ready for additional updates by you.

S/ UNTSYSTEM | WUNT | o5 | UNT Dauias

Summary Taxes/SEH

ﬂ Changes will not be sent to the Supplier.

Change Request Reason

Reason Test

General o

Cart Name  llp - 2023-04-24
barequestor01 - punchout
chg reqtest-CR

Description  no value

Business University of Morth Texas
Unit (NT752)

Change Requests + 3759827 /

PO Preview External Communication

Shipping &

Ship To

Deliver to: BA Requestor 01
Bldg/Rm: Building &, Room 123
UNT System Bldg

Dallas, TX 75201

United States

Quick Guide

All = Search (A+Q)

Billing

Bill To

Email to: invoices@untsystem.edu
UNT System Business Service Center
1112 Dallas Dr. Ste. 4200

Denton, TX 76205

United States

0.00USD W v O O

Assign Draft Submit Request

Total (2,088.35 USD) v

Subtota 2,088.35
0.00
Handling 0.00

2,088.35
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Quick Guide

You can change internal fields for punch-out and HUB suppliers by clicking the pencil icon in the section where you need to make a change.

ePro makes it easy to order additional items as needed! No need to complete a change request. Simply follow the process to shop and order from
the HUB and Punch-out Catalogs. See Shoppers and Requestors - Guide for Punch-out Shopping for a quick guide.

If you have issues with your order, please contact the supplier for assistance.

Mavich Grainger Products - 6 ltems - 2,088.35 USD --d

~~ SUPPLIER DETAILS

Contract no value Quote number no value
Item Catalog Mo Size/Packaging Unit Price Quantity Ext. Price
TK1345038T Confidential Waste Container Rectangular Flat 65 gal Gray 3BUSZ EA 417.67 Qty: SEA 2,088.35 D

idth/Diameter 25 1/4 in Depth 31 1/2 in Plastic Plastic
Textured Wheeled Lid Included Hinged None Free-Standing

~ ITEMDETAILS € &
e RUBBERMAID COMMERCIAL PRODUCTS Contract: no value nternal Note no value
) nternal Add
FGIW1088GRAY Commeodity Code 61595 / Wastebaskets, Office, All Types / attach

Number Mone o

_ _ . External Note no value

Supplier Part WWG3BUS2 s this a exclusive »

Auxiliary 1D acquisition request? for A

supplier

more info Taxable >

~ ACCOUNTING CODES Values have been overridden forthisine (0 & W
Fund PC Business
Business_Unit  Speedchart Account Department Fund Category Function Project Unit Activity Program Purpose Site

NT752 None_NT752 53001

NT752_Defau

121200 885000 202 100 no value no value no value no value no value no value
Chemist: Departmenta Designated struction-



https://myunt.sharepoint.com/:p:/r/sites/JAGGAERImplementation/Shared%20Documents/General/6a_Training%20Plan/UNT%20System%20Marketplace%20Internal%20Documentation/Quick%20Guides/Completed/Shoppers%20and%20Requestors%20-%20Guide%20for%20Punch-out%20Shopping.pptx?d=w070fd7d839964f6895af582cc8b7e44f&csf=1&web=1&e=a95AeD
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When you complete your changes, click the Submit Request button.

1.'7!']~_\"|'.\‘I1-'.M WUNT | o | UNT Datias Al = Search (AR+Q) 0.00 USD "!' L] |kg' _@1
Change Requests *+ 3759827 =~ o = @ .- Assign Draft Submit Request
summmary Taxes/S&EH PO Preview External Communication Comments 1 Attachments Histor

Mavich Grainger Products - 6 Items - 2,088.35 USD ~..d

Total (2,088.35 USD) v

#~ SUPPLIER DETAILS
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