Add a Line On a PO Using a Change
Request

1

ster

Select your PO.

L 1ES

Orders » Search » Purchase Orders

= Search Purchase Orders

Quick Filters M hes
g < > Page 1 of 4 1-20 of 66 Results
Supplier v
NW Engraving Services LLC m **  PONumber ¥ Supplier
Michael G. Collins o
we PJT00844 TPC Holdings Inc ©
WW Grainger Inc [5]
Staples Advantage O w PJT00843 Michael G. Collins @
Amazon Capital Services Inc @
« PJT00842 Tracy A. Collins @
+ See More ) Show More
- PJT00841 Michael G. Collins @
PO Status
- PJT00840 NW Engraving Services LLC &
Completed
Pending . PJT00839 NW Engraving Services LLC @

LEWlSﬁRCLARK

STATE COLLEGE

Created Date/Time
3/26/2024 10:29:3
3/19/2024 2:01:3:
3/19/2024 10:29:2!
3/19/2024 10:09:5°
3/19/2024 9:54:5¢

3/19/2024 9:44:5¢



2  Click "Change Requests."

ngs Inc = PJT00844 Revision 0

Confirmations Shipments

& Shipping Information
ShipTo Address A
Code
ts since last revision "
Ship To

Attn: Diana Higgins
Bldg/Rm: ADM 104
Mailstop:

500 8th Ave.
Lewiston, ID 83501
United States

501 United States

Delivery Options

Click this button.

All

: Requests

Receipts nvoices omments

All ™

Change Reguests Receipts

Comments 2

Billing/Payment

BillTo Address Accounts Payable

Code

Bill To

Lewis-Clark State College
Controller's Office

500 8th Avenue
Lewiston, ID 83501
United States

Billing Options

Search (Alt+Q) o.00uUsSD W v 1@ O

1 of 66 Results ¥ <

Create Change Request
.

Supplier Status
Sent To Supplier

Supplier

TPC Holdings Inc

Total (500.00 USD) N

culated and

v hara ara far




4  Typein a brief explanation of change to be made.

D Raechel Taylor (Approved) <ritaylor@lcsc.edu=

add email
recipient...

Change Request Reason

Need to add a second line.

)

974 characters remaining expand | clear

Characters beyond the limit are not saved, i.e., the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.

5 Click the three dots here.

TEST QGotFeedback?  ail v Search (Alt+Q) ooouso w o @ Dy
Change Requests * 3990143 ® [ BN G Assign Draft
Summary External Communic: 1 Attachments History
905101 55720
Purchasing Supplies Summary -l
nteral Notes and Attachments s Extemal Notes and Atiachments ,.. . N
Total (500.00 USD) ~
Internal Note no value Note 1o all Suppliers no value
Internal Attachments Add Attachments for all Add
suppliers
Subtotal 500.00
1 Line o o
500.00
TPC Holdings Inc - 5 Items - 500.00 USD .= [F)
3 i o Related Documents ~
A SUPPLIER DETAILS PO Box 95 Lewist
Contract novalue PONumber  PUTO0844 IPlicBSe ORiSSRTHORAS s
Requisition: 3978186 -
item Catalog No. Size/Packaging Unit Price Quantity Exl. Price
What's next for my order? ~
T test EA 100.00 5 EA 500.00
. D Next Step Level 1 Approval
Approvers Higgins, Diana
A ITEM DETAILS [ Waddington, Jessica
Contract no value Internal Note no value
Internal Attachments Add Workflow
Commodity Code no value
External Note 0o value (I show skipped steps

Attachments for supplier  Add
Draft
OB ictie
Powered by JAGGAER | Priv r



6

Click "Add Non-Catalog Item"

B L L LTIy >

pliers

or all

ote

Total (500.00 USD)

no value o Rt Rl
Add ¢
— 500
500.1
Add Non-Catalog Item  |ments
Purchase Order: PJT00844 [
Requisition: 3978186
Unit Price Quantity Ext. Price
What's next for my order?
100.00 5 EA 500.00
o — Next Step Level 1 Approval
Approvers Higgins, Diana
Waddington, Jessica
no value

Add the new line.

TPC Holdings Inc
Fulfillment Address

PO Box 957 @ - PO Box 957, Lewiston, Idaho 83501 United States

Item

Product Description * Catalog No Quantity * Price Estimate * Packaging
test EA v
]

Additional Details

Commodity Code Q

Add Internal Attachments

Add Internal Attachments



8  Click "Save"

EA v

- Save And Add Another

9  Click "Submit Request"

QGot Feedback? Al v Search (Alt+Q) 0.00USD W v @ O

o 80 - o NN

Summary -
£ Total (590.00 USD) v
Shipping, Handling, and Tax charges are calculated and

charged by each supplier. The values shown here are for
stimation purposes, budget checking, and workflow

approvals.

Billing Fo v )

Subtotal 590.00
Bill To

590.00

Lewis-Clark State College
Controller's Office
500 8th Avenue
| ewistan IN 82501 Related Documents v



The added line can be viewed on the Change Request and will appear on the PO
after approvals have been completed.

10

Status  Item Catalog No. size/Packaging Unit Price Quantity Ext. Price

J test EA 100.00 5 EA @ 50000
Related Documents

A ITEMDETALS [ Order: PJT00844

ontract no value Intemal Note 10 value Requisition: 3978186
Commodity Code no value Gl e What's next?

External Note na value

Attachments for supplier  Add

(I show skipped steps
™ This line item has been added i
Submitted
v ) g 2410:58 AM
test EA 45.00 2 EA @ 000

Level 1 Approval
act

~ ITEMDETAILS 3¢

Contract no value no value

Add Create PO
~ommodity Code no value e Futite

no value

pplier  Add Finish



