t MINNESOTA STATE

Instructions to process Change Order (CO) in Workday when it integrates from e-
Builder.

The Change order (CO) process starts in e-Builder and integrates into Workday. When a CO integrates into
the existing Purchase Order (PO) number in Workday, it will switch the PO status from “Issued” to “in
Progress.” The PO will follow the process of approval steps and route to different roles. Once the PO has
been approved, it will need to be re-issued by the Buyer. Follow the step below to process and approve
the change order.

I.  Cost Center Manager approves change order in existing PO number in Workday.

1. The Change Order (CO) integrates into an existing PO in Workday, switching the existing
PO status from Issued to In Progress. The PO now sits in the Cost Center Manager step
for approval. The PO will show up in the Task list of the Cost Center Manager.
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2. The Cost Center Manager selects the task to approve by clicking on the task on the left side. The
details will be displayed on the right side. To maximize the task for review, click on the expanded

arrow.
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Q  Ssearch: Allitems N Review Change Order: 106 GROUP LTD THE on 04/17/2025 for 7,358.00 USD (-2
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For Change Order: 106 GROUP LTD THE on 04/17/2025 for 7,358.00 USD

Change Order: 106 GROUP LTD THE on  04/17/2025 Yy Overall Process  Change Order: 106 GROUP LTD THE on 04/17/2025 for 7,358.00 USD
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Overall Status In Progress
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1
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3. Review the dollar amount, Worktags, and spending categories on the lines in the PO.
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4. The Cost Center Manager selects the “Approve” option to approve the change order in the PO.

(senasaak ) (oo ) (ot )

5. The PO will then continue to route through the approval steps in Workday. Due to the Workday
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approval steps, the approval may route to Tim Anderson and Bill Maki for approval. Once the
approval steps are completed, the PO will need to be reissued by the Buyer.

II. Buyer issues PO in Workday.

1. Onthe Workday homepage, access apps from the Menu or Your Top Apps and select Buyer Hub.

Buyer Hub «

B0  Overview

E  Requisitions v
[=] Purchase Orders v
[=]  Supplier Contracts v

[E!  Match Exceptions

2. On the Overview page, under the Purchase Orders to Issue, the PO will be listed.
Click on the PO number to open the PO.

Purchase Orders to Issue

1

PO-000040033 V7 57,358.00
Company. CU0070 Bemidji State
University; Supplier: 106 GROUP LTD...

Issue Purchase Orders
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3. The list of Pos will appear. Select the PO that needs to be issued.

Issue Purchase Order by Print
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4. Click on OK.

5. Click Issue Orders and Refresh. Then Click Finish to finish the step. The PO is now issued.
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