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Date: January 12, 2006
To: Al ORACLE Users
From: Karen Aeppli

Director, Purchasing & Stores

Subject: Requesting Increases or Decreases to Existing Purchase Orders

The District was recently informed that as a result of the ORACLE upgrade which took place last
spring the current process that we are using to increase and decrease purchase orders will potentially
cause a “failed funds” error.
EFFECTIVE IMMEDIATELY
PURCHASE ORDER INCREASE:
Create an ORACLE Requisition for the amount of the required increase
Requisition should read “INCREASE TO PO 21-----
List Veronica Guillen as the buyer on the Requisition
Submiit the Requisition.
Veronica {or her designee) will add the increase request to the existing Purchase Order once
all approvals have been completed
PURCHASE ORDER DECREASE:
The Originator of the original Requisition needs to find it in iProcurement
(TO USE THE SEARCH FUNCTION: click on the Requisitions tab (on the top right side of the browser
window, next to Shop). Then dlick on the “Search” button on the top right side of the screen (under the
blue bar) and enter the requisition number.} NOTE: Please be sure to change the "Requisition Created”
from "Last 7 Days" to "Any Time” to make sure that you give the system enough information in order to
find the requisition. Once you have found the requisition, you can select the requisition (by dicking in
the circle to the left of the requisition number) and click on the "Change" button (which is located
between the "Cancel Requisition” and "Complete" buttons).
Change the Quantity in the Amount field
Re-submit the requisition
No approvals are necessary since this is a decrease.

Notify the buyer

When the buyer accepts the change by opening the notification and clicking on the "Accept”
button, a new revision to the Purchase Order is created showing the updated amount.

Maggie Brown, in the IMC, will be available to assist with these requests. If you have any
questions, please do not hesitate to call me at 714/558-5775 (75775).




