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What

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

Whiy

The reasons for changing information on a PO include:
Add/Decrease Money (Adjust PO Value)
Modify Open Commitment

Account Transfers/Adding Accounts
Close PO

Reconcile PO Value to Payment
Ship-to/Bill-to Changes

Change Contract Dates

Vendor Changes

ONoGA~WNE

Who

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

Definition of a Change Order




o

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.

o

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, itis
routed to the appropriate Buyer
for review and processing.

Systems Used in a Change Order

o

FAS
(Financial Accounting System)

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




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)”.

hings to Remember




/ Departmental Role

Based on the
reason for the

A need exists for a N 1o it Fiss | Click on “Change » Change Order .| Release Change
Change Order 9 Y Order Module” 9 ' Order for Approval
create a Change
Order

A department
member (DAF)
approves the
Change Order

:

Change Order is
sent to Purchasing

All other Change Orders

Change Order is
accepted by buyer
after backup
documents are
received

Financial Change Order i

Change Order is

faxed to vendor

and e-mailed to
end user

]

A

Changes to the
PO are batched to
FAS

Life of a Change Order




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

The amount will
pre-populate in
the “Requested

Change to Open Remember the amount that
Commitment” appears in the Total Row for
the “Requested Change to A “Warning” will appear
PO Value”. This will be used letting you know that you
4. Enter the for the line item. need to fix the line items.
amount(s) that you
you wish to add/
decrease to the
e 2. Enter PO r’ e DY
1'522:‘6 2“:}‘5" | Number and | 3. Click “Edit Tr’]‘;e{gg tl:‘:;‘e‘;‘ 5 Click “Calculate” _| 6. Click “save + | 7. Click “Line
Change Order reason for the Accounts” a : Exit’ Items”
9 Change Order Change to PO
Value”
9. Enter
14. Select the L information
L apoien L apsen 11. Click “Save + . . N "
Change Order and |« 13. Click “Exit” < 12. Click “Exit” < Exit” < 10. Click Calculate < regarding what < 8. Click “Add
click “Release” services are being
added

The total amount should
equal the total amount added
on the Accounts screen

Tips:
* 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.

Add/Decrease Money (Adjust PO Value)




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.

5. Enter the
amount that you
want to increase

the Open
1 Click “New” to 2. Enter PO 4. De-select the j’ Ct?]mmgment ?ydin
' Number and 3. Click “Edit checkbox that e "Requeste
S;Ziteeagr?jgr > reason for the I Accounts” > reads “Auto- Change to Open
9 Change Order calculate” Commitment
column
10. Select the 7 Click “Save +
Change Order and «—— 9. Click “Exit” <«—+| 8. Click “Exit" «—— Exit” < 6. Click Calculate
click “Release”

Tips:
* 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”.

Modify Open Commitment




Transfer funds from one account to another.

. " 2. Enter PO
1l G NN e Number and 3. Click “Edit
create anew [——p P ) N
reason for the Accounts

Change Order Change Order

4. For the account
that you are
increasing, enter
the amount in the
“Requested
Change to PO
Value” column

10. Select the
Change Order and [« 9. Click “Exit” |« 8. Click “Exit”
click “Release”

5. For the account
that you are
decreasing,

subtract the same
amount by

entering a
negative amount in
the “Requested
Change to PO
Value”

Tips:
* This is a Financial Change Order.

* You can only have 5 accounts on a PO.

7. Click “Save +
Exit”

.

6. Click Calculate

» 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.

ransfers

Account




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

Tips:

* This is the same as selecting “Final Payment” when you enter an invoice in AP/CAR.

1. Click “New” to = izl [P0
) Number and 3. Click “Edit 4. Check off
Siferle & e I reason for the I Headers” “Close PO”
Change Order
Change Order
8. Select the N
Change Order and [«—| 7. Click “Exit’ |«—| 6. Click “Exit’ = C"Céxiﬁa"e ¥

click “Release”

Close PO

10



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

The “Encumbered to Date
Amount” equals “Open
Commitment” plus
“Approved + Pending

Expenses (AP/CAR)”
5. Take the
amount listed in
the “Encumbered 6. Enter this
. 2. Enter PO 4. Deselect the ” ’ -
1. Click “New” to . r’ to Date Amount amount in the o
create anew | —p| rg‘::;g%ra?:e > SAS::::IgEn:ES?It » C?::gg?;:?jt and subt(act the L» “Requested »{ 7. Click “Calculate” 8. Cllcéxsave *
Change Order h d Iculate” amount listed in change to PO
Change Order calculate’ “PO Value” Value”
11. Enter
16. Select the s information .
Change Order and |[¢—|  15. Click “Exit” |« 14. Click “Exit” |« 13 C"S;it?a"e Tl 12. Click Calculate |4 regarding what |« 10. Click “Add” |« & Clt':rfl;'”e
click “Release” services are being
added

Ee total amount should
equal the total amount added
on the Accounts screen
Tips:
* 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.

Reconcile PO Value to Payment:

PO has already been overpaid
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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.

click “‘Release”

services are being
added

5. Take the 6. Enter this
1. Click "New” to ﬁuirgeerr :r% 3. Click “Edit bt amount that s amount in the 8. Click “Save +
create anew | > ) N . listed in the AP/ [P “Requested 7. Click “Calculate” ’ o
reason for the Accounts reads “Auto Exit
Change Order Y CAR error change to PO
Change Order calculate P
message Value
11. Enter
16. Select the L information L
Change Order and [«—|  15. Click “Exit’ 14. Click “Exit’ 13 C“E';ifa"e T e 12. Click Calculate | regarding what 10. Click “Add” S Cn]::qs!'_me

Tips:

The total amount should
qual the total amount added

“

on the Accounts screen

» 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.

Reconcile PO Value to Payment:

Invoice is pending in AP/CAR

12



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

1. Click “New” to Ze [SGIEL PC 4. Make any

Number and 3. Click “Edit Ship
createanew ¥ o ocon for the To’ or “Edit Bill To’| | changes that need

Change Order change Order to be made

5. Click “Save +
Exit”

8. Select the
Change Orderand .« 7. Click “Exit” |« —— 6. Click “Exit” [« ——
click “Release”

Tips:

» 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.

Ship-to/Bill-to Changes




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

1 Click “New” to 2. Enter PO 4. Update the
create a new Number and 3. Click E?It contrgct dgte on
Chanae Order reason for the I Headers the right side of
9 Change Order the screen
8. Select the il @
Change Orderand [« | 7.Click “Exit” '« | 6. Click “Exit’ < C“Cé‘xiﬁa"e *
click “Release”

Tips:

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

Change Contract Dates

14



To change a vendor’s address and contact information

Tips:

1. Click “New” to
create a new
Change Order

2. Enter PO
Number and
reason for the
Change Order

8. Select the
Change Order and
click “Release”

-«

7. Click “Exit”

4. Make any
changes to the
vendor information

3. Click “E”dit
Header
¢— 6. Click “Exit”

.

* You cannot change the name of a vendor on a Change Order.

Vendor Changes

5. Click “Save +
Exit”

15



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.

Use these links to
view: Open Items,
Released Items,
Items Awaiting
Approval, and All
Items

Click here to create

a new Change Order

) https:/ffinsys.ais.columbia.edu - Change Order - Financial Systems - Columbia University - Mozilla Firefox
Gl myCoLumsia
Financial Systems

Menu >> Change Order

Hew | Process |

Open ltems | Released tems | Htems Awaiting Approval | Approved fkems

=> Process 5 Openltems

Change Order - Open ltems

| Alltems |

FEX

Print | Help | Links | Exit CPO

Find: -

Ny

Menu => Change Order >> Process >> Open tems

Filter: MNONE

ST S S

[1 512371
[1 512540
[ s14070
[ 518595
[1 szo193
[1 520410
[ szozar
[1 520934
[1 522541
[ szzs83
[ szzaa1
[1 sz5616
[1 525965
[ sze304
[ szeq9z
[1 527419
M =2a19n

B ® *® PP FFP D> PFF B F BB

Select Action

Done

0&
05
01
05
03
05
nz
06
0z
01
05
05
01
o7
06

na

527-00-00
074-01-10
590-01-00
140-30-00
S74-00-00
140-30-00
480-08-00
140-30-00
538-00-00
S64-08-138
S64-08-138
538-00-00
558-18-00
011-00-00
700-00-00
538-00-00

SRA-NN-NN

370313

207400
259080
360519
538742
360510
531165
360510
370865
642750
456463
370076
531490
771195
271200
370076

ar17n

T T S T

YK
ExXEC-ED
CONTACTS
IMCREASE
CONTACTS
EXEC.ED

ADD
19INCH
QW
CONTACTS
AE SMCS
TRPC

9-12

COMTArTS

ATLANTIC BUSINESS PRODUCTS Rejected by Purchasing 06/29/2006 CAPS(A)
CAMPUS TRAVEL MANAGEMENT open 08/01/2006 WILSON
MORTHERM BUSINESS SYSTEMS Rejected by Purchasing 06/22/2006 CAPS{A)
WILLEM P. BURGERS Qpen 06/21/2006 URQUIDI
MASSACHUSETTS GEMERAL HOSPITAL Open 08/23/2006 LACKS
ARIEL GROUP open 08/22/2006 SALVI
MAGEE WOMENS HEALTH CORP Open 11/09/2006 ST-HILAIRE
MINDTECH, INC, Qpen 10/19/2006 SALVI

GE HEALTHCARE FINANCIAL SERVIC Rejected 11/27/2006 RIVERS
STEWEN C. MARCUS open 07/25/2006 LEAVT
IBM CORP Open 06/07/2006 LAL

ATL ULTRASOUND INC. Qpen 11/22/2006 RIVERS
RES FOUNDATION OF SUNY Open 11/02/2006 SOSA
DAWIS BRODY BOND, LLP open 0843072006 O'CONNOR
CLANCY-CULLEN MOVING & STORAGE Open 12/04/2006 CONNOLLY
PHILIPS MEDICAL FINAMCIAL Qpen 08/23/2006 MOORER
AMFR PHYCHTATRTE THST Anen 11/N9/2006 | Fayy

Release
Release
Release
Release
Release
Release
Release
Release
Release
Release
Release
Release
Release
Release
Release
Release

Releace

finsys. als. columbia.edu (=

Screen Shots Descriptions

Open Items Screen

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

16



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.

©) hitps: Hfinsys.ais.columbia.edu - Change Order - Financial Systems - Columbia University - Mozill... E|@|g|
L

(I_h? MyCOLUMBIA
Financial Systems

Print | Help | Links | Exit CPO

| Hew | Process |

Menu >> Change Order >> Hew

Change Order - Get PO Number

Enter a vaIid reason Menu => Change Order == Hew
for creating this
Change Order. This
reason helps the
PO Humber:
Buyer to know what [—
you are changing. Please enter a change order reason of 10 characters minimum

Change Order Reason:

User ID: ac2323
Date: 12/05/2006 10:17 AM Financial Systems-Calumbia University

Select Action

Done

e

finsys, ais, columbia.edu (=

Entry screen for a new Change Order




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.

\ State: I

) http:fffedev.ais.columbia.edu - Change Order - Financial Systems - Columbia University - Mozilla Firefox

GE MYCOLUMBIA
Financial Systems

- User Acceptance (NT) Print | Help | Links | Exit CPO

Change Order - Header

Menu == Change Order == Process == Open tems

Click here for Change Order Instructions

Department Humber: 564-00-00 PO Humber: 554432 First Account Humber: 533700-3600
Start Date: 0341 5120086 Requisition Humber: REL41063 First tem: MICROARRAY
Last User: PA&RK Vendor Hame: GEM US BIO SYSTEMS INC. PO Total Amount: §14,420.00
Vendor: GEM US BIC SYSTEMS INC. PO Type: REGULAR
Attention: Documents Required:
Address: 1805 JANKE DRIVE Clear Unspent Balance:

LIMIT M
City: MORTHEROOK Clozelbn:

Contact Hame: WILFREDO J BAEE

 Zip: GOOGZ Contact Phone: 212-812-5530
us Delivery Date:
Phone: §47-291-9600 Fax: 847-291-9903 | Do not send to Vendor:

EZPO Limit:
FOB: DES TIOM Terms:

TEST CHANGE ORDER /

Financial Systwmversity

Change Order Reason:

User ID: tpl24
Date: 12/05/2006 10:20 AM

Select Action

EXIT

Dane

EEX

Change Order Header Screen

These are all of
the buttons that
you click to

make changes.

18



This screen allows you to change Header information, including: Change Order

Reason, Vendor information, and allows you to close the PO.

©3 http: Hffedev.ais.columbia.edu - Change Order - Financial Systems - Columbia University - Mozilla Firefox

Vendor address
information can be
changed here.
Notice that you
can’t change the
vendor’s name.

The Change
Order Reason
can be changed
here.

@ MYCOLUMBIA

Financial Systems - User Acceptance (NT)

Print | Help | Links | Exit CPO

Change Order - Edit Header

Menu >> Change Order >> Process >> Open tems

EZP0 Limit: $0.00

FOB: DESTIMATION

Department Humber: 564-00-00 PO Humber: 554432 First Account Humber: 533700-360)
Start Date: 03152008 Requisition Humber: R&1068 First tem: MICRCy
Last User: PARK Vendor Hame: GEMN LIS BIO SYSTEMS INC. PO Total Amount: 742000
Vendor: GEN US BIO SYSTEMS INC. PO Type: REGULAR

ention: || | Documents Required: |:|
Addrdxg: 1808 JANKE DRIVE | Clear Unspent Balance: [ ]

JuwaT | Close PO: ]
City: MoRTHEROCK | Contact Hame: [paLFREDO S BAEZ |
State: | IL-L LIS ~ | Contact Phone: 2128125530
in: mimJgldl,
Zip: BO0E2 Delivery Date: Ay
Country: | UMITED STATES- US ~ |
Do not send to Vendor: [ ] N

Phone: 6472819600 Fax: (3472919903

TEST CHANGE ORDER
Change Order Reason:
L—

5o 10: tp1o4

Date: 12/05/2006 10:21 AM

Select Action

Done

Financial Systems-Columbia University

(=] t3

ﬂ

Edit Header Screen

This is where you
click to close a PO.

Vendor contact
information can be
changed here.




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.

Error messages
may appear here

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

For changing the
PO Value

© http:/iffedev.ais.columbia.edu - Change Order - Financial System.s - Columbia University - Mozilla Firefox

GE MyCOLUMBIA

\ Finanoial Systoms —uew sesaatn ) —

Change/Order - Edit Accounts

For changing the
Open Commitment

Print | Help | Links | Exit CPO

Meny => Change Order >> Process == Open |t

A

\

Click here for Change Order Instructions

Department Humber: S64-00-00 PO Humbef: 554432 First Actount Humber:
Start Date: 0341552006 Requisitipn Humber: RA1063 First kem:
Last User: PARK Vendor flame: GEM US BIO SYSTEMS INC. - PO Ttal Amount:

$14,420.00

5337002800
MICRGARRAY

7

[¥l Auto Calculate Account’s Requested Change to/Open Commitment

A conmn Requested

Requested Approved+

Target| Change to| Target Open Pending
PO Value| Open|Commitment| Expenses
Commitment| (APCAR)

Subcode C:;n:;:: l

533700 3600 $14,400,00 m $14,420.00 $0.00 2000 $20.00 $0.00 $0.01y
$0.00 0.00 $0.00 $0.00 n.an $0.00 $0.00 $0.00

$0.00 0.00 $0.00 $0.00 n.an $0.00 $0.00 &0.00

$0.00 0.00 $0.00 $0.00 n.an $0.00 $0.00 &0.00

40,00 0.00 $0.00 $0.00 0.00 $0.00 $0.00 $0.00

Grand total $14,400.00 $20.00 $14,420.00 $0.00 $20.00 $20.00 $0.00 $0.00

Note: Use 'Calculate’ button to |\e-(lisp|ay account’s ts and error %

User ID: tp194
Date: 12/05/2006 10:22 AM

Select Action

Financial Systems-Columbia University

Dong

Click this button after you enter
your values in order to calculate
your changes. Warnings may

appear letting you know of any
issues.

Current value of

the PO Current Open

Commitment

Edit Accounts Screen

This is the total
amount of the line
items.

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

Error messages that
apply to individual
accounts will appear
here.

Includes total AP
payments plus Open
Commitment.




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

) http:Jiffedev.ais.columbia.edu - Change Order - Financial Systems - Columbia University - Mozill. .. E”E|El
GLD MYCOLUMBIA

Financial Systems

-- User Acceptance (MT) Print | Help | Links | Exit CPO

Change Order - Line Items

Menu >> Change Order == Process => Open kems

Click here for Change Order Instructions

Department Humber: 564-00-00 PO Humber: 554432 First Account Humber: 533700-3600
Start Date: 034572006 Requisition Humber: RA1063 First kem: MICROARRAY
Last User: PARK Vendor Hame: GEN S BID SYSTEMS IMC. PO Total Amount: $14,420.00
I = e T s I T
MICROARRAY 5810 $1,200.000 £14,400.000 M
O 2 LT 1 CONTACTS 5810 $0.000 $0.000 M
LRk EA 1 SOMETHING 12 2190 $20.000 $£20.000 &

Motes: something something

User ID: tpl9d

Cate: 12/05/2006 10:23 AM Financial Systems-Columbia University

Select Action Add Line tem EditLine kem Delete Line kem EXIT

Done

Click here to o

add an item Select a line item from Select_ a line item
above and click here to and click here to
edit an item delete an item.

Line Items 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.

) http:Hffedey.ais.columbia.edu - Change Order, - Financial Systems - Columbia University ... E\@\g|
~

G_h)m'(:oumsm
Financial Systems - User Acceptance (NT)

Print | Help | Links | Exit CPO

The number of items you
are purchasing

Change Order - Add Line ltem

Menu >> Change Order => Process >> Open kems

Clik for Change Order Instructions

The unit of measurement N DepartmelﬂWer: 564-00-00 PO Humber: 554432

First Account Humber: 533700-3600

f h . b . NStart Date: 03/372006  Requisition Humber: RA1063 First ltem: MICROARRAY
or t € Item elng &i{ser: PARK Vendor Hame: GEM US BIO SYSTEMS INC. PO Total Amount: F14,420.00
pu rChased ’em Humbey: \ 4
Unit of Issue: AMPOULE-CAPULE N . . .
o l:| /I The unit price for the item.
em Hame:

Part Humber: l:l
Commaodity Code: | MARIME CRAFT PRODUCTS ... 2190 L
Extgnded Price: ki

Select a Commodity Code L1l

for the item/service you are
purchasing.

Line item description:

User ID: tpl94
Date: 12/05/2006 10:24 AM

Select Action

Done

Calculate

Financial Systems-Columbia University

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

A description of the
item/service you are
purchasing

Add Line Item Screen

22



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

©J http:/fffedev.ais.columbia.edu - Change Order - Financial Systems - Columbia University ... [
@ mMyCOLUMBIA
Financial Systems - User Acceptance (NT)

Print | Help | Links | Exit CPO

Change Order - Edit ShipTo

Menu => Change Order >> Process >> Open kems

Click here for Change Order Instructions

Department Humber: 564-00-00 PO Humber: 254432 First Account Humber: 533700-3600
Start Date: 03152006 Requisition Humber: EA1065 First tem: MICROARRAY
Last User: PARK Vendor Hame: GEM LS BID SYSTEMS IMC, PO Total Amount: F14,420.00

Ship To Address

[ TP [ ETRIC O LIMEBIR, LINIYERSITY|

Department: PSYCHATR'Y

Address: 1051 RIVERSIDE DR. |
|DR. SCHMAUSS R 3907 |
City/State Zip: MEW YORKNY10032

city:| |
Sta'te:| w |
Country:| W |
User ID: tpl94
Date: 12/05/2006 10:25 AM Financial Systerms-Columbia University

Find ShiTo

Dane

Edit Ship 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.

Gﬁ? MYCOLUMBIA

) http:/fffedev.ais.columbia.edu - Change Order - Financial Systems - Columbia University ..

Financial Systems - User Acceptance (NT)

Print | Help | Links | Exit CPO

Change Order - Edit BillTo

Menu >> Change Order > Process >> Open lkems

EFEX

Click here for Change Order Instructions

Start Date:
Last User:

Department Humber: 564-00-00 PO Humber: 554432
03152006 Requisition Humber: RA1065

First Account Humber: 533700-3600
First tem: MICROARRLY

Vendor Hame: GER S BIC SYSTEMS INC. PO Total Amount: 14 420,00

Bill To Address:
COLUMBIA UMMERSITY
PSYCHATRY BUSINESS COFFICE
1051 RIVERSIDE DR, RM 1904
ATTH: WILFREDC BAEZ
MEW W ORK, MY, 10032

Bill To Code:

564-

User IC: tp194

Select Action

Dane

Date: 12/05/2006 10:26 AM

Financial Systems-Colurnbia University

Find BillTo
- W

Edit Bill To Screen

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

24



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 O. 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 ####H##

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.

Error Messages
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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 ######-##H#

This error occurs when there is an account that has been overpaid. Always be mindful of the 1%t 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 ######H-##H
See the previous error message.

Target OC Amount must be 0 to Clear Unspent Balance for account #####H#-

Target OC Amount must be 0 to close PO for account ####HH#H-HH#H#

Error Messages Continued
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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.

$ Range % Cap $ Cap
Facilities University Facilities University
Under $5,000 15% 15% No Cap No Cap
$5,000 to $100,000 10% 10% $5,000 $2,500
$100,000 to
$1,000,000 5% 5% $10,000 $10,000
Over $1 Million 1% 1% $15,000 $10,000

How do | 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.)

AP Variance
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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:

I Invoice with Account/PO errors FXI

@ Approvers cannok be designated until Accounk/Purchase Order errors are resolved,

Mote: You must designate approvers again after Account/Purchase Crder errors are resolved

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

is’ is’
ven! ven!

User: Date/Time stamp: User: Date/Time stamp:

Line: Code: Line: Code:

PO payment amount exceeds variance by: §24.55. Note: If this payment is correct you PO final payment amount below by: $696.04. Mote: To pay this invoice, remave the final
must use FinSys Change Order module to adjust Encumbrance before you can payrnent flag. If this is truly the final payment, you must use the FinSys Change Order
procesd. module to close the PO,
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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

=& History Text IEI@IFXI
User: Date/Time stamp:
Line: Code:

PO payment amount exceeded by: $303.96, but within variance.

2. Final Payment is below PO Value, but not below variance

=& History Text IEI@IFXI
User: Date/Time stamp:
Line: Code:

PO final payment amount below by: $196.04, but within 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 | 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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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

Glossary
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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.

Glossary Continued
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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.

Glossary Continued
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