
Adding Funds to a Subcontract PO
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1. From the search bar on the top of the Marketplace screen, search for the PO Number needing a change
request. Marketplace search will allow you to search using a portion of the PO number. You can also search by
supplier name, requisition number, and PO owner. As you can see in the example, the system provides
multiple options to search.

2. Click the link to the PO Number when it is displayed.

1. Search PO #

2. Click on PO -or-
.

...

..
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3. From the Purchase Order, click on the three dots in the top right of the screen and
click the link to 'Create Change Request'.

3. Click 3 dots &
pick create.

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight



Optional for this form:

• You can send an email notification by clicking the checkbox for the recipient(s) you wish to include.
• You can also specify the user(s) with change request permission.
• You can upload files as attachments.

4.Scroll down to find the change
request reason box if you don't see it.
Add reason.

5.Click create

Required for this form:
4. From the Create Change Request window, enter a Change Request
Reason (for instance: Adding next period funds.)

5. Click the 'Create Change Request' button.

pg3

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight



pg4

6. Scroll down from this 
page to find the service 
form item description to 
edit.

The Change Request is created and ready for additional updates by you. 

Required: 6. Scroll down the page to find the service form items to 
make changes. 
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7.  To add funds, follow these steps:
a. click the blue service description under "Supplier Details" and under the "Item" section to edit the corresponding line item on your form.
b. If the new total obligated amount is less than $25k, it will be added to Item 1, Comm Code 999-01, GL 51611.
c. If the new total obligated amount is greater than $25k, it will be added to Item 2, Comm Code 999-06, GL 51613.
d. If the obligated amount exceeds $25k but Item 2 (Subawards > $25K) is not already listed in your PO, it will need to be added. Contact Jill
Roys from Procurement to request the addition of this item. Once she adds the item, you can proceed with adding the funds.

8. Click the Next button to advance through the form to the section you need to change.

7. Click the blue service description under supplier details and
under item to edit the form.

8. Click next
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9. Update the service dates to match 
the amendment start and end date. 
And, add the current increment 
amount to the existing Item 2 
amount.

Example: Previous PO Item 2 amount 
was $50k. New increment adds $7k. 
Update service amount on Item 2 to 
$57k.

10. When your changes are 
complete, click the Save on Change 
Request button. Then click the Next 
button.

9. Update service dates & total.

10. Save
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12. Attach the amendment
documentation to the change order
if you have not already done so.

12. Attach documentation.

11. Click Back to Change Request
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13. After you review your changes, click the Submit Request button in the top right section of the change request. A confirmation will display
to confirm the request is successfully submitted.
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13. Submit
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