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Purchase Order Vendor Change Order

Due to a recent audit finding by the State Legislative 
Auditors, a change has been implemented to the 
FMIS ADPICS application effective November 13, 
2008.  

This change now requires Agencies to create a 
Change Order (8475 screen) if they need to pay 
another vendor other than the vendor that was 
originally attached to the Purchase Order.  
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Be advised, no vendor changes shall be made on 
any releases (PO) to a statewide Blanket Purchase 
Order (BPO) without permission from the controlling 
agency.  This includes BPO’s from Department of 
Budget & Management (DBM), Department of 
Information Technology (DoIT) or Department of 
General Services (DGS).  
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This change order must be processed by the 
Procurement Department within your Agency.

The Procurement Department will require proper 
documentation from the Accounts Payable 
Department before a change can be 
processed. This documentation should include a 
copy of the invoice stating the new vendor.
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It is the Procurement Department’s responsibility to 
then follow up with the original vendor and obtain the 
necessary documentation as to the change in 
vendor.
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The Invoice 1500 Screen–

If you attempt to enter a vendor on the 1500 screen 
that is not the same vendor on the Purchase Order 
you will receive an error message. (This does not 
apply to mail code changes.)

VENDOR NOT ON PO – MUST BE ADDED ON 8475 SCREEN 
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The Change Order 8475 Screen–

Before any Vendor Change Order is created, the 
Accounts Payable person should double check to 
verify that there were no typographical errors.

Once this determination is made, a Vendor Change 
Order (8475 screen) will need to be created by the 
Procurement Department. 
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The Notepad 9100 Screen–

For auditing purposes, the notepad should be filled 
out for every 8475 Change Order documenting the 
reason for change.
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The Vendor Change Order 8475 Screen –

Agencies MUST establish approval paths.

The Vendor Change Order document will need to be 
posted before the change takes affect.
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Approval Paths will have to be established to allow 
this document to be approved by at least one level 
before the Change Order is posted.  

The final poster should not be the originator of the 
Change Order.

Once posted, the vendor can be paid through 
Invoice/Voucher processing.
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The Purchase Order Vendor Listing 2359 Screen–

The original vendor will remain on the Purchase 
Order header screen.

The newly added vendor will be displayed on the 
2359 screen.  There is no limit as to how many 
additional vendors can be attached to a Purchase 
Order.
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Change Orders Must be Processed Timely–

The Procurement Department as well as the 
Accounts Payable Department must keep in mind 
that GAD still requires a 25 day turnaround time on 
Vendor Invoices.  The ‘clock’ starts when an invoice 
arrives at the agency.

Please work together to get the job done and keep 
the payment processing flowing.
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Purchase Orders Multiple Vendor Inquiry 2459 
Screen –

Departments can inquiry on all Vendor Change 
Orders created for their agency.  Date range 
defaults to 30 days but can be changed. 





Questions?  Contact the DoIT Service Desk at 410-260-7778

Agency procurement, accounting and procedural questions, 
should be directed to YOUR Procurement and Accounts 
Payable departments.
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