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Submitting a change request



Step One
Start the “Submit Change request" process

On the landing page 
click the “Orders” 

tab



Click the PO No to 
start the process

Step Two
Finding the correct PO number

On the “Orders” page 
find the Order No you 

want to change



Click “Request Change” 
to begin

Step Three
Begin the Process



Step Four
Amend the cost

On each Line,
Insert the new cost 

that you want to gain 
approval for from 

FirstPort



If you selected 
“Other” fill out the 
comments box with 

the relevant 
information

Step Five
Give the reason for requesting a change to the 
original cost

Choose the reason 
for the change 

request form the 
dropdown box



Step Six
Attaching evidence

Attach evidence for 
your change request 
using the “Add File” 

Tab



Click the “Submit 
Change Request” tab 

to send  it to 
FirstPort

Step Seven
Submitting the request

Check the new total 
is correct



Click the “submit” 
tab to complete the 

process

Step Eight
Confirm your change request conditions and 
submit



Step Nine
Confirm process is successful

The green bar will 
appear at the top of 
your “Orders” page 

to confirm the 
change request has 

been submitted


