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This Training Guide covers how to submit a Change Request for Non-Catalog Purchase Orders in the CU Marketplace. 

Change Requests are used to modify the Purchase Order commitment (dollar, time, service), communicate an update to 

vendors, or resolve an exception. Change orders are also used to modify the ChartField(s) specified in the Accounting 

Codes of the original Purchase Order.  Refer to the Change Request Policy for detailed guidelines. 

If you are submitting a Change Request in conjunction with an amended contract, you must submit also submit a 

request to amend the contract in the CU Marketplace. Refer to the Requesting to Amend or Terminate a Contract in the 

CU Marketplace job aid for instruction.   
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Accessing the Purchase Order 
You initiate a Change Request directly from the Purchase Order for which you are requesting the change. You can find 

the Purchase Orders you have access to from the My Purchase Orders list on the Orders dashboard. 

1. Click the Orders tile from the CU Marketplace Homepage.  

 
The Orders dashboard appears. 

 

2. Scroll down to the My Purchase Orders panel.   

The panel defaults to display five Purchase Orders per page. You can expand the quantity displayed or scroll 

through the list. To view all available Purchase Order on its own search results screens, click the Total Purchase 

Orders link. 

3. Select the PO Number link for the Purchase Order you are requesting the change. The Purchase Order page 

appears. 
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Viewing Vouchers Associated with a Purchase Order 

When requesting a change to accounting codes for a Purchase Order (PO), the process depends on whether the PO has 

vouchers associated with it or not. If a Purchase Order has Vouchers against it, the Vouchers tab at the top of Purchase 

Order screen will display the number of Vouchers and links to the Voucher documents will be listed in the Summary 

pane. 

 

Click the Vouchers tab to view Voucher information and Line Details showing the Voucher Qty/Cost applied to the 

Purchase Order Line(s). 
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Viewing Voucher Match Exceptions 

If the Voucher Qty/Cost exceeds the Extended Price of the Purchase Order, you can see it on the Vouchers tab. If it is 

above the allowable PO tolerance thresholds of 10% or $5,000, whichever is smaller, a Match Exception is triggered 

and any outstanding Vouchers will not be processed. A Change Request will be required in order for the outstanding 

Vouchers to be processed. 

To confirm if there is a Match Exception: 

1. In the Summary pane, click any one of the links to a Voucher document. 

 
The Voucher page appears. 

 

2. Click the Matching tab. The Matching page will highlight Matching Exceptions in yellow with an Exception 

Reason. 
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Initiating a Change Request 
1. On the Purchase Order page, navigate to the Change Requests tab. The Change Request page appears. 

 

2. Click the Create Change Request icon. The Create Change Request notification window appears. 

 
You may optionally send an email notification to approvers or other colleagues regarding your Change Request. 

You can select from a list of colleagues associated with the Purchase Order or add a recipient not listed.  

3. Enter a Change Request Reason. 

4. Click the Create Change Request button. The Change Request screen appears. 

Continue to the section below based on the Change Request needed: 

• Price or Quantity Change Request 

• Financial (Accounting Code / ChartString) Change Request 
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Completing a Price/Quantity Change Request 
A Price or Quantity Change Request is required when an increase to the value of the original PO is above the allowable 

PO tolerance thresholds of 10% or $5,000, whichever is smaller. If Vouchers are submitted against a PO for invoices 

that are above the PO tolerance thresholds, a match exception occurs and a notification to create a Change Request is 

sent. You may proactively create a Change Request to increase the value of the PO prior to submitting Vouchers. 

1. After initiating the Change Request, scroll down to the Items section of the Change Request screen and click the 

Goods and Services Request Form link.  

 
The Goods and Services Request Form for the original request appears. 

 

2. Select the Goods Items or Service Items link to navigate to Goods Items or Services Items section of the form. 

 

3. For a Goods Item, edit the Unit Price and/or Quantity for each Line, as necessary. For a Service Item, edit the 

Unit Price and/or Service Dates for each Line, as needed. 

 

You can add an additional Line by selecting Yes for Would you like to add another item? 

4. Navigate to the other pages of the Goods and Services Request form to make any other desired changes. Check the 

Required Attachments page to ensure any additional required documentation based on your changes is uploaded. 

5. Click the Save on Change Request button  

6. Click the Back to Change Request link at the upper left corner of the form. The Change Request screen appears 

with the updated values highlighted.  
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Communicating the Price/Quantity Change Request to the Supplier 

You must select that the Supplier receive communication regarding your Price/Quantity Change Request before you 

submit the request. 

1. Click the External Communication tab. 

 

3. Select the Suppliers on Change Request option. 

Completing a Financial (Accounting Code/ChartString) Change Request 
Check the Purchase Order for the vouchered amount of each Line before creating a Financial (Accounting 

Code/ChartString) Change Request change request 

Purchase Order with No Vouchers  

If a Purchase Order has no Vouchers that have been processed (no invoice activity has occurred for the PO), you can 

update the accounting codes without restriction. Simply update the Accounting Codes (ChartString) directly on the 

Change Request page. 

Changing the ChartString for All Lines of the Purchase Order 

1. In the Accounting Codes section, click the Edit Accounting Codes Section  icon. 

 
The Edit Accounting Codes window appears. 
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2. Edit the ChartFields (ChartString values) as necessary. They must be entered in order left to right as the available 

values are dependent on the value in the previous field. You can click the Dropdown   arrow in the field you are 

updating to view the available values. 

3. Click the Validate   icon to ensure your ChartFields were entered correctly. If you corrected a ChartField and it 

still appears as Required , click the Validate icon again. 

You can click the Add Split   icon to add an additional ChartString line and indicate a percent or price 

distribution. 

You can click the Code Favorites   icon to select a favorite ChartString you created in your Profile. 

4. Click the Save button. 

Changing the ChartString to a Specific Line of the Purchase Order 

1. In the section for the Line that has the Accounting Code you want to change, click the Line Item Actions icon 

and select Override Accounting Codes. 

 
The Override Accounting Codes window appears. 

 

2. Edit and validate the ChartFields as instructed above. 

3. Click the Save button. 

  



Columbia University Finance Training 
Training Guide: Submitting Change Requests for Non-Catalog Purchase Orders 

  
  Page 9 

 

Purchase Order with Vouchers Against It 

Accounting Codes (ChartStrings) cannot be modified for already vouchered amounts. Previously vouchered amounts 

retain the original accounting codes. You can only make changes to Purchase Order Line amounts that are unvouchered.  

Lines that are partially vouchered can be changed by adding a Split to the Accounting, 

Changing the ChartString for an Unvouchered Line  

1. In the section for the Line that has not yet been vouchered, click the Line Item Actions icon and select 

Override Accounting Codes. 

 
The Override Accounting Codes window appears. 

 

2. Edit and validate the ChartFields as instructed above. 

3. Click the Save button. 

 

Changing the ChartString for a Partially Vouchered Line  

You cannot change the Accounting Code for any portion of a Line that is vouchered. Instead, you will create a new PO 

Line to account for the new Accounting Code for the portion that is unvouchered and reduce the original PO line(s) to 

reflect the vouchered amount. Follow the below steps once you have initiated a Change Request. 

1. After initiating the Change Request, scroll down to the Items section of the Change Request screen and click the 

Goods and Services Request Form link.  

 

2. The Goods and Services Request Form from the original request appears. Select the Goods Items or Service Items 

link to navigate to Goods Items or Services Items section of the form. 
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3. Reduce the line item to the vouchered amount. For a Goods Item, edit the Unit Price and/or Quantity for each 

Line, as necessary. For a Service Item, edit the Unit Price for each Line, as necessary. 

 

4. Click the Save on Change Request button. Repeat for any other line items that have been vouchered. 

5. When edits are complete, click the Back to Change Request link at the upper left corner of the form.  
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The Change Request screen appears with the updated values highlighted. 

 

6. Click the Actions icon and select Add Non-Catalog Item.  This is used to add the remaining amount to be 

vouchered and update the ChartFields. 
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7. Enter details from Line 1, adjusting for the remaining amount to be vouchered on this PO. Click Save if there are no 

additional lines or Save and Add Another if there were multiple lines on the PO that require a ChartField change. 

 

8. The new lines are added to the Change Request and highlighted. Click the pencil icon on the line item or the 

Required error message to add the Category Code. 
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9. Enter the Category Code applicable for the new line. Unless a different category code is desired, use the category 

code from the original line.  Click Save and the Account will default based on the category code selected. 

 

10. To edit the ChartFields (Accounting Codes) for the new line to be something other than the original default 

ChartFields, click Line Item Actions icon and select Override Accounting Codes. 

 

11. Enter the desired ChartFields for this line and click the Validate   icon to ensure your ChartFields were entered 

correctly. Click the Save button. 

 
The updated ChartFields (Accounting Codes) for the line are highlighted in green. 
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Repeat these steps for any additional Non-Catalog Line Items added to the change request, as needed. 

Uploading Attachments 
You may need upload Attachments to the Change Request, such as an Invoice, revised Scope of Work, Proposal, 

Certificate of Insurance, etc. showing the revised price. 

1. Click the Attachments tab. 

 

2. Click the Add Internal Attachment. The Add Attachments window appears. 

 

3. Drag and drop your file to the File(s) section or click the Browse link to locate and upload your file. You can add 

additional documentation to this window, if needed. 

4. Click the Save Changes button. 
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Submitting the Change Request 
After completing all required fields and attaching necessary documents, click the Submit Request button. 

 

The Change Request Submitted confirmation appears. 

Viewing Your Draft and Submitted Change Requests 

Viewing Draft Change Requests (and Deleting Draft Change Requests) 

If you have a Change Request that is in progress, you can view and resume your Change Request from the Draft 

Change Requests list.  

Any Change Request you submitted that was returned as part of approval workflow will be returned to Draft Status and 

be available from the Draft Change Requests list. If any Request has been returned to you, you will receive a 

Notification indicated by the Notification bell icon in the upper right corner of the Marketplace screen.  

To delete a Draft Change Request, you must do so from the Draft Change Request list. 

From the Navigation Menu, select Orders > My Orders > Draft Change Requests. 

 

The Draft Change Requests screen appears. 

 
• Click the link for the Change Request Number for the Change Request you wish to resume working on. 

• Click the Action dropdown to Delete a Draft Change Request. 
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Viewing My Change Requests 

To view the status the Change Requests that you submitted, navigate to My Change Requests. 

From the Navigation Menu, select Orders > My Orders > My Change Requests. 

 

The Search Change Requests screen appears. 

 

Click the link for the Change Request No. to view the Change Request. 

 

The Summary pane will display the approval workflow status. You can click the Withdraw Change Request button to 

remove the Change Request from approval workflow and return it to Draft status. 

If your Change Request has been Returned, you will receive a Notification (the Notification  icon will indicate that 

you have a Notification) and the Summary pane will indicate this status. View the Comments tab for details. 
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Getting Help 
Please contact the Finance Service Center 

http://finance.columbia.edu/content/finance-service-center 

 

You can log an incident or request a service via Service Now 

https://columbia.service-now.com 

http://finance.columbia.edu/content/finance-service-center
https://columbia.service-now.com/

