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Configuring your system for PO 
change requests



Select “Setup” on 
the  task bar

Step One
Start the process

If you want to 
request changes on 
PO amounts you will 

have to configure 
your system to 

ensure this feature is 
available to you



On the Users menu 
select the “Edit” 

button

Step Two
Edit your information



Ensure thre things 
are ticked

Step Three
Edit your information

Under the 
“Permissions” tab 

ensure that the 
“All” and “Order 
Changes” boxes 

are ticked



Click Save to 
complete the 

process

Step Four
Save your Changes


