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Change Request Documentation 

A Change Request is a request to modify a purchase order (PO) in AggieMart. 

*Notes:

1. The request is no longer a form, but a selectable tab directly on the PO.

2. POs that have been invoiced CANNOT be modified.

3. Change Requests are subject to go through a workflow for approval.

What changes CAN be made directly in AggieMart with the new change request functionality? 

• Quantity increase or decrease

• Unit price increase or decrease

• Line description

• FOAP (fund, account) at the header and at the line

• Add non-catalog item to order

What changes CANNOT be modified directly in AggieMart through the new change request? 

*Note:

• In AggieMart, “modified directly” means the change has updated in Banner, as well.

1. Close/Open a PO

2. Cancel/Uncancel a line on a PO

3. Changing “Quantity PO” to “Cost PO”

*Note:

• Although these request items cannot be modified directly in AggieMart, Procurement

Services can still modify them manually.

What will cause errors that Procurement Services CANNOT resolve? 

• When changing a fund, the end user will need to have access to both the current fund and

the new fund or the PO will error out.

• If the end user who originally submitted the PO is no longer with the University and a

change request is submitted, the PO will error out.

*Note:

• If a PO errors out in this manner, it will need to be cancelled and redone.



How to access the new Change Request Functionality 

 

To access Change Request functionality: 

 

1. Navigate to the PO needing modification. 

2. Locate the Change Requests tab and select it. 

 

 

3. Once in the Change Request tab, select the “+” symbol. 

 

 

End users can send an email notification to appropriate end users in AggieMart by checking the 

box next to their name. Multiple end users can be selected to notify. 

 

*Note: 

• End users are required to add the reason for the request in the Create Change Request 

box. 

  



End users are encouraged to be thorough and direct with their request without adding 

unnecessary fluff to the reason for the change. 

 

 

 

End users can upload attachments to the Change Request if necessary. 

 

 
  



Quantity increase or decrease: 

 

To modify line item quantity, navigate to line item and replace current number to the correct 

quantity. 

 

Before change: 

 
 

 

 

  



After change: 

New line item quantity will be highlighted in green to show change made. 

Subtotal will highlight reflecting the corresponding quantity change in the Summary of the 

workflow. 

 

Subtotal will highlight reflecting the corresponding quantity change in the Summary of the 

workflow. 

 

 

 
  



The end user will then assign draft or submit request. 

 

 
 

Unit price increase or decrease: 

 

To modify unit price, the end user will select line item that needs to be to changed. 
 

A familiar window will appear that allows the end user to make changes.   
 



Under Unit Price, enter new price. 

Before change: 

 

 

After change: 

 

Unit price will now be highlighted in green to signify change. 
 

 

The subtotal will also update in the Summary of the Change Request. 

The end user can then assign draft or submit the request. 

  

 

 



Line description: 

 

To modify line item description, navigate to line item that needs change. 
 

 

A familiar window will appear. 

 

The end user can then change the description to the correct name. 

Before change: 

 

 

 

  



After change: 
 

 

 

The line item description will now be highlighted in green to signify change. 

The subtotal will not be modified from this change. 

 

The end user can then assign draft or submit request. 

 

  



FOAP (Fund, Account): 

 

To modify index or account, navigate to Accounting Codes section of PO. 

 

Select the pencil icon and a new window will appear that allows changes for index and or 

account. 

 

 

 
 

 

 

  



To modify index, the end user will change index to needed fund number, search for value, or 

search for a description of the needed fund. 

 

 

 

 

  



Once the correct fund is found, the end user can change the current information by selecting the 

“+” mark. 

 

Before change: 

 

After change: 
 

 

To modify the account, follow the same steps as for changing the index, but do so in the account 

code field. 

 

Index or account will now be highlighted in green to signify change. 

The end user can then assign draft or submit request. 

  

 

 

 



Add non-catalog item: 

 

To add non-catalog item to a PO, navigate to line item(s) section and select Supplier Actions for 

(Insert Supplier Name Here), denoted by three dots. 

This option is located to the right of the vendor’s name, line item count, and subtotal. 

Select option Add Non-Catalog Item 
 

 

The Add Non-Catalog Item window will appear, allowing the new non-catalog item to be added 

to the PO. 

 

End user will enter the necessary information and select Save to have item added or Save And 

Add Another to add multiple items to the PO. 

 

 

 

 

  



The newly added line-item will now be added to the PO and will be highlighted in green, 

signifying the change. 

 

 

The subtotal will also change and will be highlighted in green. 

The end user can then assign the draft or submit request. 

 

 

  



For Items That Cannot Be Modified Directly Through AggieMart: 

 

To have the following changes made to a PO; 

• Close/Open a PO 

• Cancel/Uncancel a line on a PO 

• Changing Quantity PO to Cost PO 

The end user will submit a Change Request as they would for the items that can be modified 

directly through AggieMart. 

 

Once the Create Change Request box appears, the end user will provide the reason for the 

change. 

 

 

 

Close/Open a PO 

 

To request a PO be closed or open, an end user will either enter “PO needs to be closed 

because…” or “PO needs to be opened because…” in the Create Change Request box. 

 

The end user will then Assign Draft or Submit Request. 

 

*Note: 

• The change will be manually done by Procurement Services. 

 

  



Cancel/Uncancel a line on a PO 

 

To request a line(s) on a purchase to be cancelled or uncancelled, an end user will navigate to the 

line item(s) that need to be cancelled or uncancelled. 

 

*Note: 

• Canceling or uncanceling a line changes the total price of a PO and will be highlighted in 

green. 

To Cancel a line: 

 

The end user will select the check box of the line-item(s) needing to be modified. 

 

 

Check the box of the line item. 
 

*Note: 

• A corresponding number will appear to inform the end user of the number of items that 

will be modified with the next action that is taken. 

 

 

 

  



Select the drop-down arrow next to the checked All Lines Actions. 

 

 

 

Select Cancel Selected Items 
 

 

 
 

 

  



Specify the reason for cancelling the line when the Cancel Selected Items box appears. 

Assign or Submit Request. 

*Note: 

• The changed will be denoted with a red circle with a slash going through it. 

 

To Uncancel a line: 

 

To uncancel a line, the same steps will be followed for canceling a line. 

The difference will be the drop-down option that appears will change to Uncancel Selected 

Items. 

 

*Note: 

• A reason will still be required for line to be uncancelled. 

The red circle with the slash going through it will disappear. 

Assign or Submit Request 

 

 

 

 



Changing Quantity PO to Cost PO 

 

To request that a PO type be changed from quantity to cost, the end user will enter (The PO 

needs to be changed to a quantity PO or the PO needs to be changed to a cost PO because…) in 

the Create Change Request box. 

 

*Note: This change will be manually done by Procurement Services. 

Assign or Submit Request. 
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