Purchase Order Change Form
(POCH)

The Purchase Order Change Form (POCH) was created because of the need to make changes
to the NPUR (purchase order form). Previous to POCH, changing an NPUR could only be
accomplished through paper change forms. An approval path will also be required for POCH as
specified in Appendix 23 in the General Forms Usage Guide and FN18 in the Policy Manual.

Initially, POCH will be piloted in selected administrative areas before being made available
university-wide. If auser who is not in one of the pilot administrative areas tries to add a POCH
form, the following message will be displayed on the screen:

"Only POCH pilot areas are allowed to usethe POCH form."

The POCH form will be used to make avariety of changes to the NPUR. Some of these changes
include:

. Budget distribution changes

. Decrease/increase in the purchase order amount
. Cancelling or Closing the NPUR

. Reopening aclosed NPUR

. Account object code changes

The following POCH form enhancements are planned for implementation at a later date:
. Item Description changes
. Ship To Address changes
. Authorized Personnel to Pick-up changes
. Purchasing Only

The POCH documentation contains the following sections:

. Use of the POCH form
. Accessing the POCH Form

Completing a POCH Form
o Budget Distribution Change Screen
o FANS Window
o Cancelling or Closing an Existing NPUR Form



http://guru.psu.edu/gfug/appendices/APP23/
http://guru.psu.edu/policies/FN18.html

o Reopening a Closed NPUR Form
o Notepad Screen

Use of the POCH Form

General notes about the POCH form:
« Any user who has the security access for NPUR will be able use POCH.

Reminder:
The POCH form will only be piloted in selected administrative ar eas.

. Inorder to use the POCH form to change an NPUR, the NPUR must be in either
CENTtral or PROcess status.

. A single NPUR form can have multiple POCH forms associated with it. However, the
system will allow only 1 active POCH form per NPUR at atime. Users will see the
following message at the top of the screen if they try to add another POCH form when
oneis currently in the system awaiting processing:

"You cannot " ADD" another POCH form when oneiswaiting for
processing."

. The POCH form can only be used with "client/server" accounts. POCH will not accept
any "base-line" accounts as all accounts will eventually be converted to Client/Server.
Users with "non-client server" (base-line) accounts will see the following error message
iIf they try to add a POCH form for a NPUR that contains a base-line account:

" Only C/S pilot accounts can be used on the Budget Distribution
screen.”

> Note:
This same message will appear for non-pilot base-line account users as well.

. A POCH form would not be created if the NPUR contains a base-line account number
on any of the seven (7) budget lines. The system will respond with a message warning
the user that the NPUR contains an account that is not defined as Client/ Server.



. Thefollowing error message will appear at the top of the screen if auser triesto add a
new POCH form from an existing POCH form:

"You may not add a new POCH form from an existing POCH form."
The user must enter POCH at the Next Function: line to get a blank POCH form.

. A POCH: field has been added to the cover screen of the NPUR form. Thisfield will
indicate the number of POCH forms already performed on this specific NPUR form
(indicated with a green arrow on the screen below).

FF3=TOF, PFG=BOTTOH, PFF7=BEACEHARD, FFE=FORHARD, FF 12=FROCES5%
B3 23/92 FURCHAS ING SYSTEH FURLC
14:56:89 .3 PURCHASE REQUISITION FORH DOAM=
Form Action: —— Document #: 25291 Unit: EMDEAM Confidential <Y/M): H
Mext Approver: Effective Oate: B2 / 26 / 1998 Form Status: PRO
Budget to be used for Approval Routing: B2 - 824 - BA4_ UP
THELE OF COMTEHTS
Purchase Order Humber: 468860395 I Mark Screen Mame
Buyer Mame: JUbDY SPAMGLER | X Budget Detail
Buyer Mumber: 814 /266-6666 | X Requisition Header
Lendor: FUOFPUCKERS I X Uendar
Total Amount: 258,88 Fund Obj. | X Ship to Address
First Budget: BZ-@Z4-6A4 UP 10810 453 | X ltem Detail
Split Budget: H | L Requisition Motes to Uendor
| tem #1 Desc: BUDGET LIME 1 I x Bill to Address
Mo, of |tems: 1 | — SinglefSole Source Justification
Motepad: M | L Department MHotepad
FOCH: 2 ag— I
Electronic Single/Sole Source |
Justification: H I
Last-Action: AFP
Last Action Mame: LOU JOHMSOM
MEXT FUHCTIOMN: CHEWU ,EEYS EHD >

. The NOTEPAD isarequired screen in the POCH form. The user should indicate what
type of change was made plus list any additional details about the change that would
expedite the processing of the form.

. The"type" of change will be displayed below the Table of Contents on the first screen
of the POCH form. An Increase is indicated with a green arrow on the screen below.



@331 /02 PURCHAS ING SYSTEN PaCH

14:57:57.8 PURCHASE ORDER CHAWMGE FORH DAM=
Form Action: — Document #: 25414 Unit: EMOEAH Confidential Y/MH): H
Mext Approuer: Effective Oate: @2 f 22 / 19492 Form Status: CHH
FO Being Changed Enter Document Humber: 25291 OF Purchase Order®: 46EH95

Budget for Approwal Routing: @2-@24-a4 UP
TAELE OF COMTEMTS

Buyger Mam=: JuUbDY SPAMGLER Mark Screan MHame
Buyger Mumber: 214 /266-6666 X Financial Budget Detail
Vendor:  FUDFPLUCKERS — ltems Description
Total Amount: 258,88 Fund Obj. — Ship to Address
First Budget: @Z2az24a4 UP 18818 453 — Authorized Personnel to Pick-Up
Split Budget: H — Purcha=sing Only
| tem #1 Desc: BUDGET LIME 1 X Motepad
Mo, of [tems: 1
Hotepad: =i RRREEE  IHCREASE  RRENER

If the POCH form is used to incr ease the amount of the NPUR and the amount of the
incr ease exceeds $4,999.99, a message window (as shown below) will appear on the
screen stating that the form may be REJected by Purchasing.

B4 /89593 PURCHAS ING SYSTEH FOCH

B9:27:89.9 BUDGET DISTRIBUTION CHAMGE DAM3Z

Form Action: CHG Document #: 25438 Urnit: EMDEAM Confidential <Y/MH): H

Mext Approver: Effective DOate: B3 / 23 / 1998 Form Status: HEH

CURREHMT : Budg. Line¥ Dept HMo. Fund Obj Code Est Amount U=zed Amount
1 B2-024-84 LP 16818 8453 258 .88

bk b b b b b b ok o bk b G b i b b b i i i i b

This form may be 'REJ'ected by Purchasing
since the total encumbrance has been

CHAMGE increased to more than $4,9999 99, Amoun t

Press Enter to Exit
sheshiofesbe s sk ke oo s ok ko s sk ke s s sk koo s sk ko e s ke koo s sk ko e sk ke koo

MPUR#: 85291 FO#: 46860935 TOTAL -* 345,88
MEXT FUMCTIOM: CHEWU ,EENS ,END >

Dollar amounts resolved in the FANS window must be resolved in the same cost
center(s) as the original amount.



. A mail message will be generated by the system when an NPUR form that is sitting in
the central buyer approval path is changed (increased or decreased) by the buyer through
the use of a central buyer function. This mail message will be sent to the user who
SUBmitted the form.

In the sample mail message below, the buyer had decreased the amount of the NPUR.

FROM: MSCHED@psu.edu

SUBJECT: NPUR ENCUMBRANCE CHANGE

TO: ELJ1@psu.edu

Date: Tue, 31 Mar 00 14:54:33 EST

Purchasing activity for NPUR document number: 85860 Has
DECREASED thetotal amount by: 260.00. In order to accurately
reflect thischangein IBIS FANS, you may, at your option, createa
POCH form to reflect this difference between the encumbered
amount and the new actual cost for this purchase as deter mined by
purchasing.

. OnISTR, thefollowing information will be available:
o Open Encumbrance Details will show the new amount of the purchase order.

o Ordinary Encumbrance Details will show the type and the amount of the
change as aresult of the POCH.

Example:
Increase $95.00

. If BFMB isused to browse POCH forms, the browse will show the POCH document
number, the date entered and a description that contains the Purchase Order number from the
NPUR form.

B3 23 098 ERSY BFHE
15:83:38.8  BROHSE FORHS BY BUDGET<5>, FORH AND DATE EWMTERED  DAM3

FORM FORM HO. ACTIOM DATE EMTERED DESCRIPTION

1 - FPOCH 89438  MEW B3/23/,1995 FO®¥4EEE95 FUDPUCKERS




Accessing the POCH Form

14:15:22  Term TCPO1281 LSxz27az

Lewe | Application Application Rz,
Id Hame Description Time
FF& 1 RHDS iepor-t Management Dist S

FF@z FTF for File Transfer

FFa3 ACOM 5-A

FFa4 ECOM ! :

FFa5 CCOHM nip— :

FFaG TESTAHIS =t COM-PLETE

FFa? OCoM

FFa:a FROSCOE OSCOE Edi tor

FF@9 MHCCF CCF- Metwork Control

FF 18 MEPSU

PASS Character @ ™

Suspend Key : PF12

Jump key : PF11 OAS SUPPORT CTR - 814 863-2276 HMax.Sess.: 18

HET-FASS COMMARD : Frinter : PF24
TCPS 103F

. Select CCOM from the Net-Pass Activity table to go into the production environment.

14:22:19 TID 3989 CCON User DAHZ B3 2398
—— COH-PASS —— =TS
Suspended Programs Program Seruices

Frograms MHame C Level PF Seruvice Description Programs |10 PF
1 LOGOFF LO A a1
2 MATURALZ M2ZZ226 BE &2
] HELF FARCILITY UHELF C a3
4 MAT COMH. AFPPS. MHCAFS oD o4
] MESSAGE SHITCHIMG g E 83
i) AlS DECISIOM AID AIDA F 06
) e IBEIS AOMIM MEMUS 1B ADOM 6 o7
L] o uTieiTy | H o8
a

Enter Input: HELF ?

LU Mame: UTEEE32 HC TID: 23984 Fecall: HO Language: 881

Deuvtype: 3273 US Device: UPBEAZ Suspend: < MO Cose : Upper

Lines : 24 key: Jump: MO MO

Columns: 26




. Select IBIS Admin Menus from the Com-Pass screen.

FUMCT 10

B3 /237,98
14:22:34 1

to 'MEXT FUMCTIOM: ',

DESCRIPT 10N

FUMCT 10

INTEGRATED EBUS INESS INFORHATION SYSTEH MM

DAr:3

Arny of the functions included in this system can be inwoked by
eptering the corresponding function code on the command | ine next
The following functions are auailable:

DESCRIPT 10N

FORM
M2AH
M2AS
MZBG
M2FH
M2F5S
M2HR
M2PA

Enter-FF 1

MEXT FUNCTION: POC

Help Selecting HRE Forms

M2F |

Froperty |nwventory

Budget Flanning: BudAuto

PFREV HEMWU: HOME

IBIS Adhoc Functions MZFR Furchasing System

ERSY Elec. Appr. Sustem M2LIA Lendar Sys=stem

Budgeting System EAMHM

Financial System M2 1M I rventory Management

Facilities System CODE Codeset Maint. System

Humarn Resources System M2ZMC Mat Conn. Applications

Fagral |l System MZPE Fay &% Effort Functions
FFZ-—-FF3-—-FF4-——FF5 FE——-FF7

HELF HMEMU CHPS  END

PF&--—PF9—-—FF 18—-FF 11--FF 12-—-
KEYS FRNT

1. At Next Function:, type POCH.

Press Enter. A blank POCH form will appear on the screen.

> Note:
It is anticipated that POCH will be located on the M 4PU menu

when it becomes available for use by all client/server IBIS users at
alater date.

Completing a POCH Form

The Cover Screen




ENTER ‘PURC® DOCUHEWT® OR FO¥ AMD REFLY "Y' TO REOPEN OR CAWCEL ACLOSE

B3 23/92 FURCHAS ING SYSTEH FOCH
14:24:44 8 FURCHASE ORDER CHAMGE FORH OAMZ
Form Action: add ocument #: Uhit: Confidential %M
Mext Approver: Effective DOate: B3 J 23 / 1998 Form Status:
FO Being Changed Enter Document Humber: 285291 éDH Furchase Order#:
Budget for Approval Routing: - - P
THELE OF COMTEHTS
Buyer Mame: Mark, Screen Mame
Buyer Mumber: L Financial Budget Detail
Lendor : -"'"'"r_ | tems Description
Total Amount: Fund a:_i. — Ship to Address
First Budget: — Authorized Personnel to Pick-Up
Split Budget: \_ FPurchasing Only
| tem #1 Desc: X Motepad

Mo, of |tems:

Motepad:
Reopench /MH2: H
Last-Action: ﬂcunceucmsecwm: M
Last Action Mame:
HEXT FUNCTIOM: CHENWU ,EKEYS _ERD Y

. Type ADD in Form Action.
. Enter aY (Yes) if theformis Confidential. The default value for thisfield isN (No).

. Enter either the NPUR document number OR the Purchase Order# from the NPUR
that needs to be modified.

. The only optionsthat are currently available are the Financial Budget Detail and the
Notepad. These have been marked with an X by the system.

. Enter aY (yes) at Reopen (Y/N): if the POCH is being used to Reopen a closed
Purchase Order. The default value for thisfield isN (no).

> Note:
Thisfield can only be modified when the POCH isbeing ADDed. Once the status of
the form is New, thisfield can not be modified.

. Enter aY (yes) at Cancel/Close (Y/N): if the POCH is being used to Cancel or Close an
open Purchase Order. The default value for thisfield isN (no).

> Note:
Thisfield can only be modified when the POCH isbeing ADDed. Once the status of
the form is New, thisfield can not be modified.



Press PF8 to go to the Budget Distribution Change screen.

Budget Distribution Change Screen

FLEASE PRESS 'PF12" TO PROCESS FORH
@4 /89 98 PFURCHAS IMG SYSTEH POCH
BQ:69:64 & BUDGET DISTRIEBUTION CHAMGE DAMZ
Faorm Action: CHG Document #: 25430 Unit: EMOEAH Confidential Y/MH): H
Mext Apprower: Effective Date: @83 / 22 / 1992 Form Status: HEH
CURREMT : Budg. Line# DOept Ho. Fund Obj Code E=t Amount U=zed Amount
1 Bz2-824-84 UP ToE1a  \453 256 . BE
2 - -
3 - -
4 - -
5 - -
5 - -
_|.| - -
TOTAL -* 256 . BE
CHAMGE TO: Budg. Line¥ Dept Ho. Fund Obj Code E=t Amount U=zed Amount
182 - 824 - B4_ UP 18018 6453 ) 345 00
g - - __
- - -
4 - -
5 - - -
6 - - -
v - -
MPUR#*: 25291 FPO#: 408695 TOTAL -* 256 . 08 -af—
MEXT FUNCTION: CHEWU  EENS  EMD >

1. Enter the new estimated amount for the Purchase Order.

> Notes:
o Currently, the only field that can be modified on this screen is the Estimated
Amount.

o Thedollar amount difference ($95.00 in this example) will be the amount
displayed in the FANS window when the form is resolved.

1 Both the NPUR document and Pur chase Order numbers as well asthe Total
Amount are displayed at the bottom of the screen (indicated by the green arrow).

Press PF8 to go to the Notepad screen.




The FANS Window

After pressing PF10 to resolve the changed amount, the following screen will appear:

Financial HAccownt MHWumbers C(FAHS:

Fiscal —-—-—- Account ———-— Object/ Cost Amount/

Year Budget Fund Sub-0bj Center Actiwvity Dept Space

9798 BzZ-8z24-64 UP 18818 8453 —- 93,08
Detaqil Description Tieback

The dollar amount listed under Amount/Dept. Space will be the differ ence between the NPUR
amount and the POCH amount (an increase of $95.00 as indicated with a green arrow in this
example).

Press PF10 to resolve the amount in the appropriate cost center(s).

ENTER COST CEWNTER AHNTS OR EWNTER SEARCH CRITERIA AWD PRESS PF%
Financial HAccount Humbers C(FAMS?

Fiscal —-——- Account ———— DObject/ Cost Amoun tf
“eqr Budget Furnd Sub-0bj Center Actiwity Dept Space
o7/ BZ2-p2d4-84 UP 18018 8453 95 . 8n

Dztail Des
Amount: 95 .84 CCTR:
ACCOUNT : 8Z@2484 P 1688 16
Cost Center Amo t Fres Space

Z2d4-1 05 . aa___-ajl—
2244-1@
2244-11
2244-12
2244-13
2244-14
2244-15

ENTER-FF 1 PFS—--FF&———FF 7-—-PF&——-FF9—-FF 16-—FF 1 1-—FF 12
FRES CHCL EACK FWRD RTREM RESU FRNT  ERMS

Press Enter to continue with the resolution.



Financial HAccount Humbers <(FAMNSH

Fiscal —-——— Account ———— Object/ Cost Amount f
Year Budget Fund Sub-0bj Center Actiwity Oept Space
97/98  Bz-824-84 UP 18818 @453 95 . 8e

Detail Description Tieback
IMCRERSE _— __lncreagsed amount 95 . 648 235291

EMTER-FF 1 F FF3-—-FF&——-FF7?---FF2———FF2--FF 18-—-FF 1 1——FF 12
FRES CHCL BACK FHRD RTRH RESY PRHT EBRHS

1. The system has entered information under the Detail and Tieback fields on the FANS
screen.

Press PF9 to post the amount and return to the POCH form.

Cancelling or Closing an Existing NPUR Form



ENTER "PURC" DOCUHEWT# OR PO¥ AWD REFLY "Y' TO REOPEW OR CAMCEL ACLOSE

B3 /23 098 PFURCHAS IHG SYSTEH FOCH
15:14:42 .8 PURCHASE ORDER CHAWGE FORH OAM3
Form Action: qddncu:ument #: Ui k- Confidential ':"r'.-"H:':e
MHext Approuwer: Effective Dote: 82 / 22 / 1993 Form Status:
FO Being Changed Enter Document Humber: 25432 GDH Furchase Order#:

Budget for Approval Routing: - - P
TAELE OF COMTEMTS

Buger Mame: Mark Screen MHame

Buger MHumber: X Financial Budget Detail
Lendor: — ltem= Description
Total Amount: Funcﬂ]bj — Ship to Address
First Budget: — Authorized Personnel to Pick-Up
Split Budget: \_ Furcha=sing Only
ltem #1 Desc: X Motepad
Mo. of |tems:
Motepad:
Feopenty /Hr: H

Last-Action: Cancel /Closacy /M ga
Last Action Hame:

MEXT FUNCTION: CHEWU ,KENS ,EMD >

. Type ADD in Form Action.
. Enter aY (Yes) if theformis Confidential. The default value for thisfield isN (No).

. Enter either the NPUR document number OR the Purchase Order# from the NPUR
that needs to be cancelled or closed.

. The Financial Budget Detail and the Notepad options will be marked with an X by the
system.

> Note:
Userswill not be able to modify any fields on the Financial Budget Detail screen when
cancelling or closing an existing NPUR form (PURC).

. Enter aY (yes) at Cancel/Close (Y/N): if the POCH is being used to Cancel or Close an
open Purchase Order. The default value for thisfield isN (no).

> Note:
Thisfield can only be modified when the POCH isbeing ADDed. Once the status of
the form is New, this field can not be modified.

Press PF8 twice to go to the Notepad screen.



Reminder:

Userswill not be able to modify any fields on the Financial Budget Detail
screen when cancelling or closing an existing NPUR form (PURC) but will be
required to enter comments on the Notepad screen.

Reopening a Closed NPUR Form

POCH can be used to reopen a cancelled or closed Purchase Order by enteringaY (yes) in
Reopen (Y/N): field on the Cover screen.

If aY isnot entered in Reopen (Y/N): field before PF8 is pressed, the following window will
appear over the Cover screen.

> Notes:

. Thesystem will not allow you to advance through the form until the Reopen question
has been answered.

. The Reopen (Y/N): field can only be modified when the POCH isbeing ADDed.
Once the status of the form is New, thisfield can not be modified.

ENTER °PURC" DOCUHEWTE OR PFO¥ AMD REPLY "¥" TO REOPEM OR CAMCEL SCLOSE

[2 23 98 PURCHAS ING 5YSTEH FOCH
15:25:49 .7 FURCHASE ORDER CHAMGE FORH OArM:2
Form Action: add Oocument #: Uit Confidential CY/Md: M
Mext Approver: Effective Date: B2 / 23 / 1992 Form Status:
FO Being Changed Enter Document MHumber: 242826 OR Purchose Order#:
E
Buiyer
Buyer M D T L o L e T L T T S T L B e e e B
L
Total A This encumbrance is closed. To reopen,
First B please reply 'Y' to the reopen question.
Split B
| tem #1 Press Eanter to Exit
Mo, of
Mo D T L o L e T L T T S T L B e e e B

Reopancy Mr: H
Last-Action: Cancel fCloseY My H
Last Action Mame:
MEXT FUMCTIOM: CHEWU _EEYS _EMD




After entering a’Y at the Reopen question, press PF8 to continue to the Budget Distribution
Change screen.

When aPOCH form is used to Reopen a cancelled or closed Purchase Order, the Budget
Distribution Change screen will show the budget information from the NPUR but the Change
To: section of the screen will be blank.

A3 2398 PURCHAS ING SYSTEH FOCH
15:27:22.5 Budget Distribution Change OAM3
Form Action: BOD Oocument #: Ui t: Confidential <Y/M2: M
Mext Approwver: Effective Date: B3 / 23 ¢ 1992 Form Status:
CURREMT : Budg. Line® Dept Mo. Fund Obj Code Est Amount Us=d Amount

1 BZ2-024-84 P 18818 8453 155 e ]

2 —_ —_

3 —_ —_

4 —_ —_

5 —_ —_

E‘ —_ —_

_|.| —_ —_

TOTAL -+ 155 e ]

CHAMGE TO: Budg. Line® Dept Mo. Fund Obj Code Est Amouwnt Us=d Amount

T - - -

2 - - - __

3 - - -

4 - -

2 - -

6 _ - - -

- -

TOTAL -+

MEXT FUHCTION: CHERU  EEYS  EHD Y

1. Enter the "new" account (budget and fund), object code and estimated amount
information in the fields provided.

Press PF8 to go to the Notepad screen.

Notepad Screen



B3 23 098 FURCHAS ING SYSTER FOCH

14:35:35.9 Purchase Order Choange System OAr3
Form Action: AOD DOocument #: Ui t: Confidential o%/M): H
Mext Approwver: Effective Date: B2 [/ 23 /4 1992 Form Status:

Mote Pad Area: changed amount for screen n:-:ﬁur*n

Last Action:
Last Action Mame:
MEZT FUNCTIOM : CHENWU ,EKEYS _END

1. Thisisthe standard IBIS Notepad and is required in the POCH form. The user should
indicate what type of change was made plus list any additional details about the change
that will expedite the processing of the form.

Last Revised: 07/22/2003
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