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Change Purchase Order-New World Systems 
 
Change A Purchase Order 
 
From the home screen go to 

→Financial Management →Procurement→Purchasing→Change Purchase Orders 
 

 
 

→ Uncheck ‘Change Process Only 
→ Click ‘Search’ 
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→ Place mouse over the PO number to get a detail box 

 
→ Click on the PO to be changed.  Once you click the PO it assumes you are making a change and the approval 

process will have to be done again.  
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→ Make all of the necessary changes 
→ Click ‘Save’ 

 

 
→ ‘Bread Crumb’ back to the ‘Changed Purchase Order List’ 
→  
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Purchase Order Validation 
 
**Any time a change is made you must go back through the approval process** 
 

→ Click on the Validation Button   
→ Check the box next to the PO to be validated, or the top box to select all PO’s. 
→ Click Submit 

 
 
 
Print Edit & Error Listing 
 

→ Click on the Print Edit & Error Listing  
→ Check the box next to the PO to be printed, or the top box to select all PO’s. 
→ Click Submit 

 
This will be the report you will use to attach to all backup for each PO in the batch and submit to Finance 
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Purchase Order Approval 
 

→ Click on the Purchase Order Approval  
→ Check the box next to the PO to be approved, or the top box to select all PO’s. 
→ Click Submit 

 

 

 

 


