9 Adding Funds to a Subcontract PO

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 1. Search PO #
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.

3.'@ UNTSYSTEM " MARKETPLACE
TESTING ENVISONIAENT

Orders ¢ Search

= Search All Orders 2. C|iCk on PO -0r- Bsaveds *  APinFiters *  RExportAl ¥

Quick Fiters My Searches |7 Createdbae Al __ .« Q @ AddFitter »  Clear Al Filters ?

£¥ 20PerPage »

Supplier i
City Leadership O O - Type Order Status ~ Order Owners Created Date/Time @ | Completed Date *  Supplier Total Amount =
Order Owners v O ChangeRequest  ([Einaued)  NTRequestor 4/18/2023 2:33:53 PM 4/18/2023 409:34PM  City Leadership @ 16,000.00 USD
Requestor, NT O O Purchase Order ) NTRequestor 4/18/2023 2:29:19 PM 4/18/2023 410:06 PM City Leadership @ 16,000.00 USD
Approved By v O @ 3754865 Requisition D)  NTRequestor 4/18/2023 2:20:45 PM 4/18/2023 229:19PM City Leadership @ 15,000.00 USD
one, Buyer o 0 @ NT00000458 Purchase Order  ([amaed)  NT Regquestor 2/14/2023 10:01:06 AM  2/14/2023 10:01:36 AM City Leadership @ 6,200.00 USD
Approver, Dept [ 4 ]

0 @ NT00000206 Purchase Order NT Requestor 1/24/2023 12:32:50 PM 1/24/2023 12:34:07 PM  City Leadership @ 6,264.00 USD
Coordinator. Contract (1] m q g g
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E- PO

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'.

%‘E‘] UNT SYSTEM™ ?r-'[ ARKETPLACE

TESTING ENVISONMEN

Purchase Order

w

=1}

]
n

Sumrmary

T
)
&
ra

General Information

PO Business
Unit

FO/Reference
Mo.

Revision Mo.

Priority

Supplier Name

Address

University of North Texas (NT752)

NTOD000616

Mormal
City Leadership

Attn: Serve 901/ Jeff Riddle

1350 Concourse Ave Ste 463
IMemphis, Tennesses 38104 United
States

+ City Leadership »+ NT00000616 Revision 1

Shipping Information

Ship To

Deliver to: NT Requestor

Bldg/Rm: 213

UNT System Business Service Center
Denton, TX 76205

United States

ShipTo Address  BSCS

Code
Delivery Options

Delivery 0212101
Location NEST SILO

Al =

Billing/Payment

Bill To

Email to: invoices@unisystem.edu
UNT System Business Service Center
1112 Dallas Dr. Ste. 4200

Denton, TX 76205

United States

BillTo Address  Billing

Code

Billing Options

Payment Terms  Met 30 ( 0% 0, Net 30)

Cah D

LR T

Search (Ah+Q)

Details

Supplier Stat

Sent To Supg

Supplier

3. Click 3 dots &
pick create.

Add Notes to History
Create Quantity Receipt hd
Create Cost Receipt

Print Fax Version

City Leadership

Total (16,000.00 USD) v
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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.

E-r<0 * You can upload files as attachments.

Required for this form:

[] Buyer cne (Approved Reguisition) <UNTS-JaggaerTest@unisystem.edu> &

[ Dot Aroves (e eusin) <N 4. From the Create Change Request window, enter a Change Request

JaggaerTest@untsystem.edu=
|:| NT Requestor (Prepared by, Prepared for) <UNTS-

Reason (for instance: Adding next period funds.)

User with change request permission:

Amy Melvin (Approved) <Amy.Elliott@untsystem.edu=

RSz gpcn) Ronradgyet 5. Click the 'Create Change Request' button.

I:‘ Carl Miron ADMIN (Approved) <carl. miron@unisystem.edu=
|:| UNTS Report User (Approved) <James.Armand@untsystem.edu=

sms03549 (Approved) < £ Email Missing=

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

Attach file to this change request (optional):

(®) File

— 5. Click create

pe3
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E-PRO

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.

M UNT SYSTEM MARKETFLACE

TESTING ENVIRONMENT

Change Requests + 3753625

Summary

e Changes will not be sent to the Supplier.

Change Request Reason

Re

General

Cart Name

Description

Business Unit

Department

Budget Date

PRC de Budget

repared by

repared for

Price change

HUB Test-CR

no value

University of Marth Texas (NT752)
UNT Denton (NT752)

3/27/2023

X

Normal

NT Requestor

NT Requestor

Select

Comments 1 Attachments History

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

Shipping &£ Billing
[
Ship To e I t [} Bill To
liver to: NT Requestor Email to: invoices@untsystem.edu
Idg/Rm: 213 UNT System Business Service Center
UNT System Business Service Center 1112 Dallas Dr. Ste. 4200
Denton, TX 76205 Denton, TX 76205
United States United States

Delivery Options

NTRP H1424
R

no value
Expedite >
ship via Best Carrier-Best Way

All =

Search (Alt+Q) w7eousp W @ @ @Dy

= @ = 9 Assign Draft Submit Request

Total (105,000.00 USD) “

105,000.00
0.00

Handling 0.00

105,000.00
Related Documents i
Purchase Order: NTO0000584 -
Requisition: 3740086 -
What's next for my order? v
Next Step Exception Approval
Approvers Approver, AM

Chauhan, Asima
Grounds, Jimmy
Navapi Joseph
shoulders, Ryan
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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.

E-PR0 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.
16 ltems - []
City Leadership - 16 Items - 16,000.00 USD . . e _ae . .
1y headersiip - IB Tiems 7. Click the blue service description under supplier details and"
~ under item to edit the form.
Contract no value Quote number no value
Item / Catzlog No. Size/Packaging Unit Price Quantity Ext. Price
[4 BAs-llp - Svc Form req to change request test . |:|
A UNT SYSTEM MARKETPLACE Al - Search (Alt+Q) Q 0.00USD W <@ Iﬂ 4:@1
Contract: no value Shap b Shopping b View Forms
< Back to Change Request
— BAs - llp- Svc Formreqto .. |nstructions
Form Wumber 778852
Purpose Procurement Request ~ Please use the formto request services.
Status On Document
Instructions
Details v
g 8. Click next
Form Fields <
Review and Submit
) pg5



cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight

cjc0489
Highlight


E-PRO

A UNT SYSTEM MARKETPLACE
TR VB AART

Shop  Shopping b View Farms

€ Back to Change Reguest

9. Update the service dates to match
BAs-llp-Svc Formreqto.. Form Fields - Service Form Information i :

Rmguest Actions v | Histmee | 9
Form Mumber 778852

» the amendment start and end date.
::Jx:e mﬂmm On This Page * Responae |3 Requirs

Service Description (3)

et And, add the current increment

amount to the existing Item 2
Detzils b TS
Suppliers «  Please complete this form amou nt.
Form Flekis v Service Description
Review and Submit Please complete all the required fields marked with a star.

Service Short Deseription *

Example: Previous PO Item 2 amount
was $50k. New increment adds $7k.

Update service amount on Item 2 to
Leadership Confersnce s 5 7 k .

4

Leadership Confersnce

Service Description® @

3 charactars mmaiing

@ pdate service dates & total.

@VYes (O Ne

10. When your changes are
complete, click the Save on Change

Request button. Then click the Next
Total 16,000.00 USD button.

10. Save

Pricing

Service Total Amount

— CQuantity 8

MM GaryYYY

Commodity Code 924-78 - Lecturer or Guest
Speaker

Edit

< Previous 5ave on Change Request jext ¥ pg6
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E-PRO

rrrrrrrrrrrrrrr
Shop » Shopping + View Forms
€ Back to Change Reguest

BAs-llp-SvcFormreqto .. Review and Submit

Form Mumber 778852

Request fctions w | Hisiory | 9

Furpose Procurement Request +" Required Fields Complete
Siatus On Document
Instructions Progress
Details +  Required Fields Complete
Details 4 .
v Sendnis i 11. Click Back to Change Request
Suppliers 4
Form Fields " FRequired Fields Complete
Form Fields T4
Review and Submit

{ Previous ‘ Back to Change Request

12. Attach documentation.

| I UNT SYSTEM MARKETPLACE
p o 12. Attach the amendment

documentation to the change order
if you have not already done so.

Change Requests - 3755120

Summany Taxes/SEH

pg’/
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E-PR0

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.

@L’N'l SYSTEM MARKETPLACE
TRRT A5 FRATRR FARST

Change Reguests - 3755120

Summary Taxes,/5&H PO Preview External Communication

n Changes will not be sent to the Supplier.

Change Request Reason
Ressan Adding additional attendes
General #F -

CartMame Béas-llp - Service Form -
Change Request Test -
CR{1)

Description  no valwe

D e I bmivsmmm s mf Blmrsbh Toowr e

Shipping F oo

Ship To

Deliver to: NT Requestor
Bldg/Rrm: 213

UMNT Systemn Business Service Center

Denton, TX 762035

I lmiim el

Al Seanch (Alt+0)

Billing

Bill To

Email to: invoices{@untsyster
UIMT System Business Service
1112 Dallzs Dr. Ste. 4200
Denton, TX 76203

Il med S e

Change Regues: date
Change Request date

Change Reguest tota

WumDer of line Rems

13. Submit

o D Oy

DoouUSD W

Options
3735120 —_

Ld Print
Pending Fecent orders

Return to your home page
BAs - llp - Service Form - Change Request Test -
CR(1)
4/19,/2023
18,000.00 USD
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