To Create a CHANGE-ORDER Subaward Requisition in Oracle iProcurement:

OVERVIEW:

Change-order requisitions are needed for subawards when you want to :
sextend the time of an existing subaward, and/or

eadd more funds to an existing subaward, and/or

smake corrections on an existing subaward (e.g., change task number)

Change order requisitions for subawards are also done in iProcurement.
Steps 1-4 are the same as for a new subaward, then...




To Create a CHANGE-ORDER Subaward Requisition in Oracle iProcurement, cont.

Step 5: Choose “Standard Change Order — Blankets and Contracts” from
Request Type drop-down list:
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To Create a CHANGE-ORDER Subaward Requisition in Oracle iProcurement, cont.

Step 6: Change order details are entered here. Note the 2 fields for change
order regs: Orig PO # and Description of Change
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To Create a CHANGE-ORDER Subaward Requisition in Oracle iProcurement, cont.

Step 7: This will bring up your Shopping Cart with the subaward “item”. Click “Checkout”
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To Create a CHANGE-ORDER Subaward Requisition in Oracle iProcurement, cont.

Step 8: Checkout screen: If your subaward cumulative amount is greater than $25K, then you will only
need to use exp type 54720. Remember to change the tax code to “TAX_EXEMPT"... click “Next”...
and you're on to approvals and submission, which are the same as for new subaward regs.
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