RHIT/BANNER 2000

INSTRUCTIONS

HOW TO CHANGE A WEB-BASED 

PURCHASE ORDER

Note:  You cannot change a Vendor on any purchase order.  (See How To Delete a Purchase Order within this guide.)  You may process a Change Order to add a FOAPAL, or change the dollar amount on an existing FOAPAL.  Change orders can not be processed if the purchase order date is over 14 days old or if an invoice has been processed against the purchase order.

To input a Change Order, go to the web address of

https://local.rose-huylman.edu/administration/iait/admincomputing/Banner/default.aspx (Production site, effective 04/17/08)

Please bookmark these pages.
1. From this page, select “Banner Web Applications” from the right side menu. 
2. Select “Web Purchasing” at the top of the menu

3. A password is required to access Web PO

4. Select “Completed Purchase Order”. 

5. Locate the purchase order you would like to complete and click on the “Select” option. 

6. You are now at the Purchase Order Review section

7. If you want to add an item, go to the “SELECT AN ACTION” area and click on the “Add Item” and then click on the “GO” button.  If you want to change a FOAPAL or change an item previously ordered, click on the highlighted item you need to change. 

8. You are now at the screen of the item you intend to add or change.  When you have completed the necessary changes or addition, click on the “FINISHED” button.

9. You are now returned to the “Purchase Order Review” screen to review your changes.  Repeat steps 4 and 5 above until all changes have been made. If all changes are correct, select the “FINALIZE THIS PO” from the “SELECT AN ACTION” area and then click on “GO”.  

10. If purchases are $5,000 or greater, per item, the system will automatically take you to a Sole Source Justification form.  Within this form note the reason for using this vendor. If you have already entered text in this area, click on the “NEXT” button. 

​​​​​​​

11. A copy of the Purchase Order and Sole Source form, if applicable, will now open up in Adobe Acrobat reader.  You may copy this PO for your records and/or fax to your vendor from this page. If a Sole Source form was required, please make a copy of the purchase order and the sole source form and attach any supporting documentation.  Please retain these records in your department.
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