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Purchase Order Revisions 

 

CLICK ON: Purchasing and Payables 

 CLICK ON: Purchasing 

 CLICK ON: Purchase Order Revisions 
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CLICK ON: Add icon  
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ENTER: the PO number you want to revise 
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CLICK ON: Actions 

 CLICK ON: Edit Existing Line 
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CLICK ON: Edit icon  
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In the proposed line items section below.
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(Or double click on the edit line)
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This will populate the white edit-able boxes.Make all necessary changes/edits.
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SCROLL TO THE RIGHT 

CLICK ON: Save icon  
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VERY IMPORTANT!  After edits are done, 
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Make sure to click "Submit for approval" and click OK
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