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Purpose

The purpose of this Document is to explain when and how Purchase Order
Amendments may be performed.

Introduction

All Purchase Orders start life as Proformas, i.e. until Authorized. After a Proforma
has been created and saved, and before it is Authorized, it can still be amended.

After Authorization, a Purchase Order is amended only by Price Changes, Line
Cancellations and Supplements (addition of new Items), and these actions are
described in separate documents. Thus it may be argued that this Document is
more about PROFORMA amendments, and indeed it is.

Finding a Proforma to Amend

| Origination = Proforma Amendment options are listed
. at ORIGINATION (1), from the main

Purchase Requests Purchasing options, and there are
Mew DDP Profarma separate options listed for DDP, CP, ASO
Mew P Prafarma and MOD. In fact, MOD will tell you it can
Mew 450 Prafarmna only be done from MOD (Manufacture)
Mew MOD Proforma itself, while CP and ASO will only list
amend DOF Proforma Proformas captured by yourself. For DDP,
amend CP Proforma all Proformas originated by yourself OR
Arerd A5 Pratnrms for which you are the assigned
armend MOD Proforma Authorizer, will be listed for amendment.
Returned DOP Proformas <

In all cases for CP and ASO, you will only be offered Proformas captured or
generated by yourself. For DDP, you will also be offered Proformas for which you
are the Authorizer, because the Authorizer may also amend a DDP Proforma.
Therefore, even in the case of ASO Proformas generated in the Inventory system,
you can only amend it if you are the person who performed the generation of it.

We look at the DDP example here -

SINGLE SELECT: please select Proforma &

Proformas available for Amendment

77 45,00 00005 5D Spares
a0 10.00 c00005 3D 3pares
4 gl 11.00 c00005 3D 3pares
5 a2 12.00 00005 5D Spares
g5 1.00 cO000Ll Aanad & Withwal
Select ALL | ShowFuIILinel Cancel oK
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If there are any Proformas available for amendment by yourself, in the selected
queue, then you will be offered a list to choose from. Upon selection, the system
will open the Proforma amendment screen.
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On the Proforma Amendment screen, you can no longer change the Supplier you
are ordering from, but otherwise you may add Items, delete Items and change
Items.

Also, you may re-assign the target Authorizer, delete the Proforma altogether, or
perform further work on the attached Worksheet(s).

The other Proforma types are the same, except that they do not offer a ‘Delete’
option. For Proforma Cancellation options for all Proforma types, choose
CANCELLATIONS from the main Purchasing options.
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