
Drexel University P2P Transformation
Submitting a Change Order



Guided Buying – Change Order

Click on the “Requisition & 
Approvals” tile
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 Sign into Ariba Guided Buying via SSO



Guided Buying – Change Order

Click “View Your Requisitions”
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Guided Buying – Change Order

Apply any relevant filters into 
the search boxes then click 

“Apply filters”
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Guided Buying – Change Order

Once the search results are 
displayed, click on the PR 

number to view the PR
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Guided Buying – Change Order

Click on the “Change Request” 
button to make changes to the 

order
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Guided Buying – Change Order

Click “Change Requisition” to 
confirm you are changing your 

order
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Guided Buying – Change Order

The PR number 
will be updated to 
have a trailing“-

v2”
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Note – If changes are made to 
accounting or the total amount of 
the PR is increased, the PR will 
need to go through re-approval



Guided Buying – Change Order, Ship To

To change Ship 
To click “Edit 

shipping 
locations” or use 

the “Ship To” drop 
down
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 Note – Ship to can only be changed if the order has not yet been received. Once a new ship to is set the original 
PO will be cancelled and the cancellation will be sent to the supplier. A new PO number will be generated and sent 
to the supplier to invoice against.



Guided Buying – Change Order, Accounting

To change 
accounting, click 
the 3 dots on the 

line, then click 
“Copy”
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 To change accounting, the line will need to be copied and the original line will be deleted. Then the accounting can 
be edited on the new line. If any items have been marked as received, the GR will need to be reversed to make the 
update. Note that changing accounting will require the PR to go through re-approval



Guided Buying – Change Order, Accounting

Click the 3 dots 
on the original line 
then click “Delete”
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Guided Buying – Change Order, Accounting

Click “Remove”
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Guided Buying – Change Order, Accounting

Click the arrow to 
expand the line 

item
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Expand the 
Accounting 

section
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Guided Buying – Change Order, Accounting

Make the 
necessary 

changes to the 
accounting using 

the drop down 
fields
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Click “Submit”
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