How to Locate and Respond to Change Orders in OregonBuys




Locate Change Orders in OregonBuys
Respond to Change Orders in OregonBuys
Acknowledge Revised Purchase Orders (PO) in OregonBuys

Change order notifications are sent to the primary PO email address associated with the supplier's OregonBuys profile.
Change orders are sent to suppliers through OregonBuys and can be found in the “Purchase Orders / Change Orders
(Un-Acknowledge)” section of the PO tab. These documents require acknowledgment, review, and response. After
acknowledging a change order, the buyer will send a revised purchase order that will also need to be acknowledged.
Only users with Seller privileges can acknowledge a change order in OregonBuys. These instructions assume the
logged in user has Seller credentials.

Step 1: Launching OregonBuys
1. Enter the uniform resource locator
(URL) address for OregonBuys
(https://oregonbuys.gov)
2. Click on the Sign In button once the
OregonBuys landing page displays.
3. Enter your Login ID and Password
and click Sign In.

Step 2: Accessing Change Orders
1. From the Homepage click on the PO
tab to view purchase orders that have
been sent to your company.

Step 3: Opening Change Orders
1. To open a change order, click on the
hyperlinked Purchase Order # that is
associated with the change order.
Purchase orders that contain change
orders will appear in the Purchase
Orders / Change Orders (UnAcknowledge) section of the PO tab.
NOTE: The value under the Number of
Change Orders column displays the number
of change orders associated with the purchase
order.
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Step 4: Acknowledging Purchase Orders
1. Check the first box to acknowledge
receipt of the purchase order.
2. Check the second box to notify the
buyer of the purchase order receipt.
3. Click the Proceed button to continue.

Step 5: Reviewing Change Orders
Change order information can be reviewed from
two (2) places: Summary tab or Change Order
tab.
Summary Tab
Scroll to the middle of the Summary tab to
the Change Order section to see the
changes.
Change Order Tab
Click the Change Order tab to access details
of the change order.
NOTE: A PDF copy of the purchase order can
be made using the Print button at the
bottom of the page.
Be sure to review the Attachments tab for
Terms and Conditions and any other applicable
attachments.
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