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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 BPQO'’s from Department of
Budget & Management (DBM), Department of
Information Technology (DolT) 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



| 071 420058 2135 AM

PCHL1Z0O0 YW4.1 MO UAT AbYANCED PURCHASING-INYENTORY
LIMK TO: INWOICE HEADER EWTREY

HOTE F&b WOICE ALL @0 M {YoN)

INVOICE SEQ D NODIVZOFTI1 DOC TYPE @ IV IMNY DATE @ 10710720058
INVOIZCE MNUMEBER : BERE 0ATE REC @ 107102008
ACTION INDICATOR : M FILTEE IMD: IMTF TWPE: XX VOUCHER MNO:
FURCHASE ORDER WO @ EUSP2ZO00045 DEFT: MNoo14 LETTERS SENT: ©
DOCUMENT STATUS : MORPT FP.0O. DOCUMENT EALAMCE: s
FEOFERTY ID : INYOICE AMOUNT : L3
YWEWNDOR HUMEER 1 1234567229 VEMDORE ADD WITH PDT =20
AODEESS : 982 CLaY STEEET

CITY: BALTIMOREE ST: MD ZIP: Z0724
F.O.E. POIMT : DEST DISCOUNT TERMS @ MNET
CISTRIEBUTION METHOD: D FAaYMENT CODE: QO REJECT CODE:
FEEIGHT : MATCH T¥PE @ &4 IMTERAGENCY : M

OTHEE CHAEGES

SF AGY YR INDEX PCA OeJg AOEJ GREAMT-FH PEOJ-FH AGl AGZ AGS

F1-HELE ==2=0ECE [ E Fe=MNEA RTINS Fa—CLUJICK EMNTEY Fo-LIMNK
Fro-5savE F11-VIEW ACCTG F1Z-REJECT RGUIRE CL-EXIT
WEMDOR MNOT OW PO — MUST EE ADDED OM 2475 SCREEM
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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.



PCHLZOG2Z YW4.1 MD UAT A0WANCED PURCHASIMNG.INWENTORY 10713720058
LIME TO: PURCHASE OEDEE - ITE CHAWNGE MEMU

COPYRIGHT 1224 KPMG FEAT MARWICK LLF

USE THE FUMCTIOMW KEYS TO SELECT THE DESIRED FUMCTIOM:

(1) - PURCHASE ORDER - ACCOUNTIMNG CHAMGE

{2z} - PURCHASE ORDER - COMMODITY CHAMNGE

(2} — DOCUMENT — COMMODITY &DD

(4} - BPO-PO AMOUWMT AMD DATE CHAMGE

{51 - SUBCOMTRACTOR PARTICIPATION AMOUMT CHAMGE
(6) — INWITATIOWN TO EID — DUE DATE CHAMGE

(73 - PURCHASE ORDER CHAMGE ORDER IMQUIRY

(&) — BELAMKET PURCHASE ORDER CHAMGE ORDER

{12} - PURCHASE ORDER WENDOR CHAMGE ORCDER

LCLd EXIT

Z:33 FPM
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("PCHL84?5 Wa .1 MDD UAT A0WVANCED PURCHASIHG TNWENTORY 1071472008 2:5%9 AM
LIMK TO: URCHASE ORDEE WEMDOR CHAMGE ORDEE

\\\‘h—__;

CHAMGE ORDER ID 1 CORAOOZ44 LOC TYPE: CW
FPURCHASE ORDEE ID : EUSP9Z00045 MOTE P&D: H

EFF DATE: 10714720058
WEMDOR MO : 1BZ1203E73 DELET ENDOR (Y/MN): M

YWEMDOR MNAME :

FILTER IMD
STaTUS @ NOPT
CREATE @ 1071404
ABCTION IND . N LUPDATE @ 101408
POST
INTERFACE TYPE T WM
F1-HELF FZ-DELETE FE—MEXT
Fa—-L INK F1o-SavE F11-SEL YEMDOR EMTER-INOUIRE CL-EXIT m

CHAMGE ORDEE IS SUEMITTED FOR APPEOVAL PEOCESSIMG




dO Purchase Order Vendor Change Order

The Notepad 9100 Screen—

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



PCHL9100 V4.1 MD UAT
LINK TO:

CO PO VEN 8475

ADVANCED PURCHASING/INVENTORY
ELECTRONIC NOTE PAD

WRONG VENDOR WAS ATTACHED TO ORIGINAL PO.

F1-HELP F4-AUDIT
FI-LINK F10-SAVE

F5-TOP F6-COPY
F11-INS PAGE F12-DEL PAGE

11/03/2008 4:02 PM
PAGE 01 OF O1

F7-PR PAGE
ENTER-INQUIRE

F8-NX PAGE
CL-EXIT
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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.



—

F1-HELF
FI-LINK

PCHL247% YW4.1) MD UAT

CHAMNGE ORDER ID

FPURCHASE ORDER

YWENMDOR NO

A0WANCED PURCHASINGAIHWENTORY 1102720058 4148 PHM

PURCHASE ORDER WEMWDOR CHAWGE ORDER

COROOZ44 @

WEMDOR MAME: TAEGET, IHC.

FILTER IWD

ACTION IMND

INTEEFACE TYFE

F3-

ID : EUSPOZO00458 HOTE P&bD: v
EFF DATE: 101472008
1521303673 DELETE YENDOR (%-M): M
STaTUS @ &FPE
CRE&STE @ 10714708
o HFPDATE ¢ 10714708
FPOST :
O
CELETE FE-MNEXT

F1o-5SAYE F11-5SEL YEWMDOR ENTER-THUUIRE CL-EXIT
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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.



<

L DOCUMENT TYFE

J PCHLE2:5 LMD UAT AOWANCED PURCHASIMNG.INWENTORY 110572008 1:54 PH
LIMK TO; IMITIATING DEFPT PATH TAELE HMAINTEHAMCE PAGE @1 OF oM
IMITIATIMNG DEFT EUS EUS: TEST FOR MM
DOCUMENT co CHAMGE ORDER

,

i PURCHASE ORDEE WEMDOR CHHNG%:&:::::>

LOWER LIMIT
DOLLAR AMOUMT

DEPT
ID
EUS
plolo]

F1-HELP

F&—MNEXKT PAGE

o]

DEFARTHMEMNT
MHAME
EUS: TEST FOR MM
OHE:  DOC WUMEERIMG GROURP ID

FZ-DELETE FE—MEXT
Fa—-L IMNK F1o-5SAYE

LEWEL UFDATE DATE
USEE ID
LEY- =292 11052005
LEW- 100

FP-PEIOE PAGE
EMTER-THLUIRE CL-EXIT
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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.



PCHLZZE0 V4.1 MD UAT AbvARCED PURCHASIMG-INVENTORY 11022008 4:57 PH

ol EUS a9

FI-HELFP F2z-COP
F8-SEL TERMS

LINK TO: DIRECT PURCHASE ORDER GRAPHICAL PRINT: ¥ (Y/N)
PRINTER ID: EFEBR WENDOR CHG: ¥ MNOTE: N PRINT SWITCH: R (RAC)
PURCHASE ORDER : EUSP9ZO0G048 DEPT: EUS INTF TYPE : DPF  CREATE: 100303
PURCHASING TYPE: DP MATCH TYPE: A4  EFF DATE: 10-08/2008 UPDATE: 10./08-08
ACTION . YER: MMCK FILTER IND: POST: 10/08./08
TRACT AMOUNT : £.90 REMAINING E 7.12 STATUS: PYCH
VENDOR 1234567528 MIKE MCKENMA TEST AD EXPEDITOR
ADDRESS 126 CALVERT STREET TRACK CODE
\\\“-.______‘ DATE
CITY: ANNAPOCIS ST: MD ZIP: 21403
DELIVER TO NAME: HERMAN MUNSTER EPO 1D
ADDRESS 1313 MOCKINGBIRD LANE EXPR DATE:
FOB POINT: DEST
CITY: LOS ANGELOS ST: Ca ZIP: 77811
BILL TO NAME EILL TO ADDRESS CODE: QUOTE: N
DIST METHOD: S  DELIVERY DATE: 10-08-2008 DISC TERMS: NET SUBCONTR: N
SF AGY ¥R INDEX PCA  OBJ  ADBJ GRANT/PH PROJ/PH AG1 AGZ AG3 PERCENT

GOO01 090z okeT o)

b F3—DELE Y5 FE-MNEXT FE-VWIEW DOC FY-QELECT WEM

Fo—-LIME Flo-5& —WIEW &ACCT FI1Z-PRINT EMTER—-THM




PCHLZZ2E9 94.1 HMD AT ADvANCED PURCHASIMG-INVENTORY 10122008 507 PM
: FO YWEWDOR LISTING PAGE o1 OF o

PO ID : EUSP9ZO0042

S WEWMDOE ID Y EWN D OER M aME OEL IND  WENDOR STATUS
1224867828 MIKE MCKEMMA TEST A&DD M
1234567224 TEST FOR P32 M MEE SER
1224567824 MIKE MCKEMMA 52 TEST t MEE SEE

F1-HELF FzZ-SELECT FE—MNEXT FF-PEIOE PAGE

F&-MNEXT PRGE Fa—-L INE ENTER-THUUIRE CLEARE-EXIT
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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.



~

PCHLZ450 v4).1 MD UAT
”1;;;;:;;;} . EUS

FROM DATE

F1-HELF

A0WVANCED PURCHASIMG.IMNVEMNMTORY
PURCHASE ORDERS MULTIFLE WEMDOR

D5 052

EUS:

TEST FOE MM

ojels TO DATE

PO ID
EUSP2Z0000Z
EUSP2Z00004
EUSP2Z00048

EUSP2Z0008E8
EUSP22Z200069
EUSP2Z00070
EUSP2Z00071
EUSPoZ0007 2

FPr—PRIOE PAGE

DEL IMND

L £ E L L E T L EZZ

Fz=VIEW PO

F2-MNEXT FPAGE

DF
DR
DF

DF
DF
DF
DF
OF

D9, Z22,08
110508
100808
100808
112,02, 08
101708
1071708
101708
101708
1022108
102108
10721708

F4-VIEW CO
Fo-LIMNK

11 R 2008

IMGIUTREY

TYPE CEEATE DATE HEADER WEWMDOE

1224567824 1224567828
123456752354 1234567224
1234567828 1234567824
12245675324
15212032673
1BZE00Z0323 1224567824
123456758258 1234567534
12345678354 1234567824
1224567524 12245675258
12345675824 12245675824
1224567836
12345675838
FE-MEXT
ENTER-INLAUIRE CL-EXIT

11052008

Z:42 PM

#ODED WEMDOR




S T A T E O F M A R Y L A N D
DEPARTMENT OF INFORMATION TECHNOLOGY

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

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



	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order
	Purchase Order Vendor Change Order

