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Definition of a Change Order

A Change Order is a request to modify information on a Purchase Order/EZPO. Some examples of information 
that can be modified include: 

PO
Increase the value of the PO

EZPO
Increase the value of the PO ONLY to the EZPO limit of the vendor

The reasons for changing information on a PO include:
1. Add/Decrease Money (Adjust PO Value)
2. Modify Open Commitment
3. Account Transfers/Adding Accounts
4. Close PO
5. Reconcile PO Value to Payment
6. Ship-to/Bill-to Changes
7. Change Contract Dates
8. Vendor Changes

There are two main groups that are involved with processing a Change Order:
Department

• Creator of the Change Order
• DAF Approver

Purchasing Office
• Assigned Buyer of the Purchase Order
•Approving Manager
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Systems Used in a Change Order

Finsys
(Financial systems)

FinSys is the online version of 
FFE. The Change Order 
module is accessed through 
FinSys, and is located in the 
MyColumbia portal 
(www.my.columbia.edu). In 
order to access FinSys, you 
must have a valid FFE id. The 
Change Order module is where 
departments and end users go 
to Create, Release and 
Approve their Change Orders. 
Once all approvals have been 
made, the Change Order gets 
routed to the Purchasing 
Office.

CAPS
(Computer Augmented 

Purchasing System)

CAPS is the Purchasing Office 
system for processing 
Purchasing Orders and Change 
Orders. POs and Change 
Orders get uploaded to CAPS 
from FFE and FinSys. This 
upload happens 4 times 
daily. Once a Change Order 
gets uploaded into CAPS, it is 
routed to the appropriate Buyer 
for review and processing.

FAS
(Financial Accounting System)

FAS is the system that holds 
account information at he 
University. Changes to the 
Purchase Order are sent to 
FAS.
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Things to Remember

There are two basic rules to remember when processing a Change Order:

1) PO Value MUST equal Total Encumbrance 
(Open Commitment + AP Payments)

2) Account totals MUST equal Line Item totals

You can always combine different types of a Change Order together, as long 
as you follow the rules of each scenario. 

For example, there is nothing wrong with creating a Change Order that 
“Modifies Open Commitment” and “Adds/Decreases Money (Adjusts PO 
Value)”. 
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Life of a Change Order

A need exists for a 
Change Order Log onto Finsys Click on “Change 

Order Module”

Based on the 
reason for the 
Change Order, 

create a Change 
Order

Release Change 
Order for Approval

A department 
member (DAF) 
approves the 

Change Order

Change Order is 
sent to Purchasing

Change Order is 
accepted by buyer 

after backup 
documents are 

received

Change Order is 
faxed to vendor 
and e-mailed to 

end user

Changes to the 
PO are batched to 

FAS

Departmental Role

All other Change Orders

Financial Change Order
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Add/Decrease Money (Adjust PO Value)

The most common reason for a Change Order involves adding or decreasing 
the PO value.

• Remember that the amount you add in the accounts screen must equal the amount you enter on a line item.

• When adding money to an account, you can add money to an existing account or add a new account.

•You can only have 5 accounts on a PO.
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Modify Open Commitment

Open commitment is the dollar amount that is currently allocated for payment 
of invoices. This kind of Change Order is common for multi-year leases. For 
example, you have a PO with a PO value of $100,000 for a 2-year contract, 
and you currently have $50,000 allocated for year 1. For year 2, you create a 
Change Order to allocate the remaining $50,000.

• This is a Financial Change Order.

• The remaining amount that can be added to the Open Commitment can be calculated by subtracting 
“Encumbered to Date” from the “PO Value”.
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Account Transfers

Transfer funds from one account to another.

1. Click “New” to 
create a new 

Change Order

2. Enter PO 
Number and 

reason for the 
Change Order

3. Click “Edit 
Accounts”

5. For the account 
that you are 
decreasing, 

subtract the same 
amount by 
entering a 

negative amount in 
the “Requested 
Change to PO 

Value”

6. Click Calculate7. Click “Save + 
Exit”8. Click “Exit”9. Click “Exit”

10. Select the 
Change Order and 

click “Release”

4. For the account 
that you are 

increasing, enter 
the amount in the 

“Requested 
Change to PO 
Value” column

• This is a Financial Change Order.

• You can only have 5 accounts on a PO.

• When adding money to an account, you can add money to an existing account or add a new account.

• Each account is the combination of a FAS account number plus subcode.
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Close PO

When a PO is no longer needed, you can clear the unused PO Value and 
unspent dollar value (Open Commitment).

• This is the same as selecting “Final Payment” when you enter an invoice in AP/CAR.
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Reconcile PO Value to Payment:
PO has already been overpaid

1. Click “New” to 
create a new 

Change Order

2. Enter PO 
Number and 

reason for the 
Change Order

3. Click “Edit 
Accounts”

4. Deselect the 
checkbox that 
reads “Auto 
calculate”

5. Take the 
amount listed in 

the “Encumbered 
to Date Amount” 
and subtract the 
amount listed in 

“PO Value”

8. Click “Save + 
Exit”

9. Click “Line 
Items”10. Click “Add”

11. Enter 
information 

regarding what 
services are being 

added

12. Click Calculate13. Click “Save + 
Exit”14. Click “Exit”15. Click “Exit”

16. Select the 
Change Order and 

click “Release”

The total amount should 
equal the total amount added 

on the Accounts screen

6. Enter this 
amount in the 
“Requested 

change to PO 
Value”

7. Click “Calculate”

The “Encumbered to Date 
Amount” equals “Open 

Commitment” plus 
“Approved + Pending 
Expenses (AP/CAR)”

When a PO has been overpaid, you must correct the value of the PO without 
increasing the Open Commitment. If you do not, you will receive an error: “Target 
PO Value must equal Payments plus Open Commitment.”

• The amount to enter in the “Requested Change to PO Value” column: Encumbered to Date Amount – PO Value.

• The overpayment may apply to one of many accounts. You will need to fix the overpayment in each individual account.

• For example, you have a PO with a PO Value of $100, you have paid $150, and you are trying to add $50 to the PO. In 
this case, you should enter $100 to the “Requested Change to PO Value” column and $50 to the “Requested Change to 
Open Commitment” column.
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Reconcile PO Value to Payment:
Invoice is pending in AP/CAR

When you are entering an invoice in AP/CAR and the amount of the invoice 
exceeds the AP Variance rules, you will need to create a Change Order to adjust 
the PO Value.

• The amount to enter in the “Requested Change to PO Value” column comes from the error message in AP/CAR.

• The overpayment may apply to one of many accounts. You will need to fix the overpayment in each individual 
account.
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Ship-to/Bill-to Changes

Change a Ship To or Bill To address for a PO.

• The Bill To address can only be changed to another Bill To address that is associated with a sub 
department. In order to create or modify a Bill To address for a specific sub department, please see the Bill 
To Address Change Form on the Purchasing website.
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Change Contract Dates

With a Contract PO, you can extend the term of the contract.

• The contract date only appears on the Edit Headers screen if this is a Contract PO
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Vendor Changes

To change a vendor’s address and contact information

• You cannot change the name of a vendor on a Change Order.
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Screen Shots Descriptions
Open Items Screen

Click here to create 
a new Change Order

Use these links to 
view: Open Items, 

Released Items, 
Items Awaiting 

Approval, and All 
Items

The Open Items Screen lets you view all pending Change Orders. There are 
also links to let you view Released Items, Items Awaiting Approval, Approved 
Items, and All Items.

You can search 
for a Change 
Order by 
entering the PO 
number here
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Entry screen for a new Change Order

This screen is the entry point for creating a new Change Order. Here is where 
you must enter a reason for the Change Order. It is important to enter a valid 
reason that will help the Purchasing Office Buyer to process the order.

Enter a valid reason 
for creating this 

Change Order. This 
reason helps the 

Buyer to know what 
you are changing.
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Change Order Header Screen

This screen contains all of the Header information for the PO.

Notice that this is the 
reason that you 

entered on the Entry 
screen. You can 

always change this 
by clicking “Edit 
Header” below.

These are all of 
the buttons that 
you click to 
make changes.
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Edit Header Screen

This screen allows you to change Header information, including: Change Order 
Reason, Vendor information, and allows you to close the PO.

The Change 
Order Reason 

can be changed 
here.

Vendor address 
information can be 

changed here. 
Notice that you 

can’t change the 
vendor’s name.

This is where you 
click to close a PO.

Vendor contact 
information can be 
changed here.



20

Edit Accounts Screen

This screen allows you to make any modifications to the accounts for the PO. 
This is where you can Modify Open Commitment, Reconcile PO Value to AP 
Payment, and add money to the PO.

This checkbox is 
selected by default. 

When it is selected, the 
amount you enter in 

“Requested Change to 
PO Value” will auto-

populate in the 
“Requested Change to 

Open Commitment”. 
De-select it if you are 

trying to Reconcile the 
PO Value or Modify 
Open Commitment

Click this button after you enter 
your values in order to calculate 

your changes. Warnings may 
appear letting you know of any 

issues. 

For changing the 
PO Value

For changing the 
Open Commitment

Current value of 
the PO

Current Open 
Commitment

Includes all 
payments made plus 
all pending invoices 
in AP/CAR

Error messages 
may appear here

Includes total AP 
payments plus Open 
Commitment.

Error messages that 
apply to individual 
accounts will appear 
here.

This is the total 
amount of the line 
items.
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Line Items Screen

This screen shows all of the line items for the PO. You can add, edit, or delete 
a line item from this screen.

Select a line item from 
above and click here to 
edit an item

Click here to 
add an item Select a line item 

and click here to 
delete an item.
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Add Line Item Screen

This is where you describe the line item that you are adding. The Edit Line Item 
screen looks the same, except the information is pre-populated with the 
information for the line item.

The number of items you 
are purchasing

The unit of measurement 
for the item being 

purchased

A description of the 
item/service you are 
purchasing

The unit price for the item.

The total amount (Unit Price 
X Quantity) will calculate 
here when you click 
“Calculate” below.

Select a Commodity Code 
for the item/service you are 

purchasing.
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Edit Ship To Screen

This screen allows you to change the Ship To address information for the PO.
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Edit Bill To Screen

This screen allows you to change the Bill To Address information for a PO. 
Notice that each Bill To is associated with a sub-department. If you need to 
add or edit a Bill To Address, you will need to submit a Bill To Address Change 
Form located on the Purchasing website.

Enter in a sub-
department then click 
“Find Bill To” below in 
order to change the Bill 
To Address
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Error Messages

A change order is in progress for PO Number ######
Currently, there is a Change Order that is open for this PO Number. It is either in the process of being created, 
getting approved, or being processed in the Purchasing Office. You can not create a new Change Order until 
the current one is fully processed. Try doing a search for this PO on the Change Order Module screen. This 
will show you the status of the current open Change Order.

Account Target Total OC Amount must be positive
You cannot decrease the Open Commitment below 0. If you are trying to decrease the PO Value, be aware of 
how much is available in the PO’s Open Commitment. For example, if you have a PO Value of $100, and you 
have paid $50, that means the Open Commitment is only $50.  Therefore, you cannot decrease the PO Value 
and Open Commitment by more than $50.

Account number ###### is deleted/frozen/invalid
Cannot increase PO Value for frozen account number ######       
Cannot modify PO Value for deleted account number ######

If you have a deleted or frozen account, the only thing you can do is adjust the PO value in the case of an 
overpayment.

Change order does not have the correct status to be deleted
The only time a Change Order can be deleted is during the creation or approval process. Once it is approved, 
it can no longer be deleted. If you would like to delete it, and it is not a Financial Change Order, you can 
contact the Purchasing Office, and they can reject it back to you.

EZ-POs cannot exceed vendor limit amount 
The total PO Value for an EZ-PO cannot exceed the vendor limit amount. That includes the initial EZ-PO, and 
all Change Orders. You will see the current PO Value on the Account Screen which will tell you how close you 
are to the vendor limit.

Invalid PO Number ######
The PO Number that has been entered cannot be found in CAPS, the Purchasing system. Please double 
check the PO Number that you are trying to create a Change Order for.
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Error Messages Continued

PO Number ###### is currently in process in FinSys. 
See the first Error Message explanation.

Target OC Amount + AP Paid Amount can not exceed Target PO Value for account ######-#### 
This error occurs when there is an account that has been overpaid. Always be mindful of the 1st rule stated in 
the Things to Remember section: Total PO Value MUST equal Total Encumbrance (Open Commitment + AP 
Payments). See the Reconcile PO Value to AP Payments section.

Target OC Amount + OC Liquidated Amount can not exceed Target PO Value for account ######-####
See the previous error message.

Target OC Amount must be 0 to Clear Unspent Balance for account ######-####
Target OC Amount must be 0 to close PO for account ######-####
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AP Variance

What is AP Variance?
AP Variance is a set of rules in AP/CAR that allows users to make payments over the 
value of a PO by a set percentage. This could be due to extra costs such as Shipping 
and Handling. The reason for the variance rules is to match the PO Value to the 
amount that is being paid against that PO.

What are the rules?
AP Variance is based on a percentage of the current PO Encumbrance. A different 
percentage applies to specific dollar ranges.

How do I fix a PO that has insufficient funds?
Create a Change Order using Finsys. Follow the directions for Creating a Change 
Order to “Reconcile PO Value to Payment: Invoice is Pending in AP/CAR”. (In cases 
of a multi-year PO, see the AP Variance Special Case.)

$10,000$15,0001%1%Over $1 Million

$10,000$10,0005%5%
$100,000 to 
$1,000,000

$2,500$5,00010%10%$5,000 to $100,000

No CapNo Cap15%15%Under $5,000

UniversityFacilitiesUniversityFacilities

$ Cap% Cap$ Range
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When an end user attempts to create an invoice in AP/CAR, they may be 
prevented from creating the invoice under 2 circumstances:

– Payment exceeds variance
– Final Payment is below variance

A warning screen will appear:

You can view the warning by looking at the “Invoice History”. One of two 
messages will appear:

Payment exceeds variance Final Payment is below variance
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In addition, there are two other instances that can create a warning on an 
invoice.  However, you will NOT be prevented from creating the invoice.

1.  Payment exceeds PO Value, but does not exceed variance

2.  Final Payment is below PO Value, but not below variance
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What if the invoice is above the variance but below the total PO Value?
Because the AP Variance rules are based on Encumbrance, it is possible 
that you could have a PO for $100,000, you only have $20,000 
encumbered, and you are trying to process an invoice for $75,000. In this 
event, the AP Variance rules will be broken.

How do I fix a PO in this case?
Add money to the Open Commitment by creating a Change Order that
follows the “Modify Open Commitment” scenario. (In the example above, 
add $55,000 to the “Requested Change to Open Commitment” column. 
The PO Value will remain $100,000 while the Open Commitment will now 
be $75,000.)

AP Variance Special Case
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Glossary

Account Transfer Transferring a balance of funds from one account distribution to
another.  For example, the department wants to transfer $500 from account 2-
123456 to 2-987654.

Adding an Account The addition of an account distribution with funds to an existing 
PO.

AP Variance AP Variance is a set of rules in AP/CAR that allows users to make 
payments over the value of a PO by a set percentage. This could be due to extra 
costs such as Shipping and Handling. See the AP Variance section for more detail.

AP/CAR The application used to submit invoices to the Accounts Payable department.

Bill To Address The departmental address that a purchase should be billed to. 

Change Order A Change Order is a request to modify information on a PO/EZPO.

Contract PO A PO for a contracted purchase which includes contract information such 
as start and end dates.

Electronic Change Order Module The module located in FinSys where Change Orders 
are created, approved and released.

Encumbrance Includes the current Open Commitment left on a PO plus the amounts 
that are paid or pending payment in Accounts Payable
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Glossary Continued

EZPO A convenient and quick purchase order for purchases under $2,500 and for 
purchases up to $10,000 when the vendor is one of many select UwPAs. EZPOs
give departments the authority to generate a PO number without going through 
Purchasing. EZPOs are sent directly to the vendor by the department. 

FFE (Financial Front End) Includes the Purchasing module where Requisitions are 
created, approved and released.

Financial Change Order A Financial Change Order is a change to modify encumbrance 
or other accounting information. Neither the value of the P.O nor the terms of the 
P.O are changed. In this instance, the vendor need not be notified. Depts can 
create and approve Financial Change Orders without Purchasing Office 
involvement.

FinSys (Financial Systems) An on-line version of FFE. FinSys is a series of modules 
that provide for the entry, and reporting, of various Financial data. You will find the 
Electronic Change Order module here.

Open Commitment The dollar amount that is currently allocated for payment of 
invoices. Open Commitment also deducts any payments that have been made 
against the PO. 

PO Value The current total amount of the PO, regardless of payments. 
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Glossary Continued

Purchase Order A Purchase Order (PO) can only be issued by the Purchasing Office. It 
is used to place orders with vendors for all materials, parts, supplies, equipment, 
repairs, services, construction and construction-related items and consultant 
services and creates contracts between the University and the vendor. 

Reconcile The act of reviewing all payments against a purchase order and deducting 
them against the originally issued PO value.

Ship To The departmental address that a purchase should be shipped to. 

Tolerance See AP Variance

Total AP Payments AP Payments made to date plus all open invoices that are currently 
pending in AP/CAR. 

Total Encumbrance See Encumbrance

Webpur WebPur is a web-based application that allows users to view the status of their 
requisition or PO. WebPur is available through FinSys.


