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Add a Line On a PO Using a Change
Request

1 Select your PO.
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2 Click "Change Requests."

3 Click this button.
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4 Type in a brief explanation of change to be made.

5 Click the three dots here.
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6 Click "Add Non-Catalog Item"

7 Add the new line.
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8 Click "Save"

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


