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When you update a purchase order that has been dispatched, you create a change order. With 
MaineStreet Purchasing, you can create change orders using the Add/Update Purchase Order 
pages. Only staff with the Campus Admin or Super Approver roles can create purchase order 
changes.  
 
Not all changes to purchase orders are considered “Change Orders”. For example, changing the 
Distribution will not create a change order. Think of a change order as being some type of change 
that the vendor must be notified about so they can adjust your order. For example, product 
description, quantity, price, ship to, freight terms, etc. 
 
A change order number identifies the batch of changes that you submit to the vendor for a 
purchase order after its initial dispatch. The first time you update a dispatched purchase order, the 
system displays Change Order 1 next to the purchase order number in the purchase order header. 
Each time you update the purchase order after dispatching a batch of changes to the vendor, the 
change order number is increased by one. Therefore if you changed the same purchase order 
twice the system displays Change Order 2 next to the purchase order number. 
 
A change sequence number tracks the sequence of changes made within each purchase order at 
the header, line, and schedule levels. After the initial dispatch of a purchase order, a change 
sequence number is assigned to each change. These sequence numbers don't appear on the 
purchase order, but appear in the purchase order history. Purchase order change history can be 
viewed from the MaineStreet menu: Purchasing>Purchase Order>Manage Change 
Orders>Review Change History.  
 
Here is an example of batch changes. 
 
You dispatch a purchase order containing three lines. You then create a change on line 1. The 
header change order batch number is set to 1; the change sequence number for the first line is also 
1. 
 
A historical row is created to store original values for line 1. The header change order batch 
number is 0 and change sequence number for the first line is 0. 
After you dispatch the first batch of changes (change order batch number 1), you change lines 1 
and 3. 
• The change order batch number is 2, because you are making changes after dispatching change 
order number 1. 
• Because this is the second time that you have changed line 1, its change sequence is 2. 
• Because you have changed line 3 for the first time, its change sequence is 1. 
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Navigation  

 

 
Step Action 

1.   Begin by navigating to the Purchase Order page. 
 
From the Financials menu, click the Purchasing link. 

 
2.   Click the Purchase Orders link. 

 
3.   Click the Add/Update POs link. 
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Step Action 

4.   Click the Find an Existing Value tab. 
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Step Action 

5.   Enter the appropriate PO ID into the PO Number field.  

6.   Click the Search button. 
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Step Action 

7.   Use the Purchase Order page to create and update purchase orders online. 
 
First, click the Header Details link 
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Step Action 

8.   On the PO Header Details page, change the Accounting Date to Current Date. 
You cannot create a change order unless the PO is in the current accounting date. 
 
Click the Choose a date button. 
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Step Action 

9.   Click the Current Date link. 

 
10.   Click the OK button. 
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Step Action 

11.   On the Purchase Order page, to make changes to Header Details, such as Buyer 
or Billing Location, click the Change Order button in the upper-right corner of 
the page. This will cause the fields that trigger header level change order to 
become available for entry. 
 
Click the Change Order (triangle) button. 
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Step Action 

12.   To make changes to PO Defaults, such as Ship To, Ship Via, Freight Terms, 
click the PO Defaults link. You may also make changes to the Distribution here, 
although Distribution changes are not considered Change Orders. 
 
Click the PO Defaults link. 
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Step Action 

13.   Changes made on the Purchase Order Defaults page will default to all lines on 
the PO. When you click OK you will be required to complete the Retrofit page. 
You must complete the Retrofit page or the purchase order will not process. 
Alternatively, you can make these changes at the Line Level for each line however 
it is easier to make them once using the PO Defaults link. 
 
Click the OK button. 
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Step Action 

14.   For explanation of Retrofit see the “Creating Requisitions” topic. 
 
Click the OK button. 
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Step Action 

15.   To make a change to the Line Description access the Line Details icon, click the 
Line Details button. 
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Step Action 

16.   On the Details for Line 1 page, click the Chng Line (triangle) icon. The fields 
that trigger line level change order become available for entry. When finished, 
click the OK button. 
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Step Action 

17.   To make Schedule changes at the Line Level (Ship To, Ship Via, Freight Terms), 
first click the Schedule icon.  
 
Click the Schedule button. 
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Step Action 

18.   Then, on the Schedules page, click the Statuses Tab.  
 
Note: You can also make changes to the Distribution, however, these changes are 
not considered Change Orders. To access the Distribution, click the Schedule 
icon, then click the Distribution icon, make the changes, then click OK.  
 
Click the Statuses tab. 
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Step Action 

19.   Then, with the Statuses tab selected, click the Create Schedule Change button. 
The fields that trigger change order schedule level changes become available for 
entry. 
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Step Action 

20.   To access the Ship To and Ship Via fields, click on the Shipment Tab. To access 
the Freight Terms click the Freight Tab. 
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Step Action 

21.   On the Schedules page, click the Return to Main Page link. 
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Step Action 

22.   On the Purchase Order page, if you add a line, this automatically creates a 
change order for the line and new schedules are added. If you change the quantity 
on a purchase order line, and only one schedule exists, this automatically creates a 
change order for the schedule.  
 
You do not have to click the Create Line Change button to make changes to the 
purchase order line quantity. The line quantity serves as a work field on the 
purchase order, so changes to its value are not tracked as changes. However, the 
system creates a schedule-level change order. 
 
When finished, click the Save button. 
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Step Action 

23.   End of Procedure. 

 
  


