	Purchase Order Change

· to change an already-Issued Order
a. To Edit Shipments associated with a Line
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	I. To Edit Shipments associated with a Line
Select < Line #
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	II. To Edit/Shipments associated with a Line
Select < Edit
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	III. To Edit/Shipments associated with a Line
· Change the Quantity, ETD or ETA
· Select < Update
· Any remaining balance of the Total Line Quantity will automatically roll over and create a new line
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	IV. To Edit/Shipments associated with a Line
· Select < Update OR

· Edit Quantity Ordered, ETD, ETA, Select < Update

· Any remaining balance of the Total Line Quantity will automatically roll over and create a new line, until Shipments have been created for the Total Quantity
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	V. To Edit/Shipments associated with a Line
· Select < Update
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	VI. To Edit/Shipments associated with a Line
· Select < Done
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