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Topic Best Practice for Adding Items using a Change Order 
Document 
Types Involved 

Bid☐           Requisition ☐           PO☒                Receipt ☐     Invoice ☐    Credit Memo ☐ 
Report ☐           Vendor ☐       User Profile ☐     Agency Setup ☐       Other ☐ 

Reason for 
Publication 

When users are adding Items using a Change Order it appears they are often reapplying HEADER Accounting to all items.  This appears to 
cause errors during the AFIS integration. 

Steps Resulting 
in  Scenario 
 

1. The agency needs to add another item to the Purchase Order 
2. The authorized user started a change order to complete the addition. 

a. The user added the item on the ITEMS > GENERAL tab. 
b. The user went to the HEADER > Accounting tab and clicked Rebuild for all Items. 

 That causes the same accounting to be reapplied to the existing items, in addition to the newly added item. 
This results in the PO receiving an error at the next integration point:  ERROR : Header : The document could 
not be submitted due to errors.; ERROR : Funding Total does not equal Commodity Line Total (A159);   

 
 

Recommended 
Strategy 

PREREQUISITE  
 When the document is a Release, the person who created the document will need to complete these steps OR a BP user that 

has the DA Super User role for the Department on the document can complete these steps.  
 IF the BP user attempts the Change Order Processing, they will need to be in the DA Tab/Role when they complete the 

process.  
 
STEPS – Complete the Item Addition 
1. Go to the ITEMS > GENERAL Tab 

a. ADD the Item(s) that need to be added. 
2. Add the Accounting for the Added items on the ITEMS > ACCOUNTING tab using either of these methodologies: 

Apply Existing Accounting from One item to the new item 
a. Click the Select check box for the new item  
b. Select the item number that has the accounting you want to apply in the Copy Accounting from Item Number 

dropdown.  
c. Click the Apply to Selected button to place the existing accounting on your new item(s) 
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             OR 
Enter Accounting on the Item 
a. Click the number of the new item  
b. Type the accounting into the appropriate segments  
d. Click one of the Save options   

3. Click the Summary tab 
a. Review your information  
b. Click Submit for Approval 

4. APPLY the Change Order after it has completed all approvals 
 

Screenshots 

 
1) Add New Item on the General Tab 
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Screenshots 

2) Apply existing accounting from Item 1 to the New Item 2 
a) Click the Select check box for item 2 (blue rectangle) 
b) Select the item number that has the accounting you want to apply to the new item from the drop-down (orange 

rectangle) 
c) Click Apply to Selected (green rectangle) to place the accounting on your new item, 

 
 
 

                                                              OR 
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Screenshots 

2) Enter the accounting directly on the New Item 2 
a) Click the Number for the item – in this case 2 

 
 

b) Enter the accounting directly on the Accounting line and save. 
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Screenshots 

3) User Submits for Approval / Apply Change Order 

 
 

 


