How to Submit a Change Request for M)
MISSISSIPPI STATE

Purchase Order

1 Navigate to www.bullybuy.msstate.edu

2  Click "Orders"
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https://www.procurement.msstate.edu/procurement/bully-buy/index.php
https://app01.jaggaer.com/apps/Router/ShoppingDashboardUserDetails?tmstmp=1730795962947

3 Click "My Purchase Orders"
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4  Click "JC0004223"

¢ search Q. @ | AddFilter +  Clear All Filters ?

£ 200 Per Page w

Invoice PO
dor Total Amount @@ MNumber Invoice Total Number ¥ Fund Organization Account Program Activity
yzon.com, Inc. (1) 36.96 USD INDO5120 36.96 USD JCO001578 100000 470100 406130 064000

yzon.com, Inc. (1) 26.99 USD 0.00 USD JCOP04223 100000 470100 406490 064000



5

Click "Change Requests"

, Inc. += JC0004223 Revision 0

6

Confirmations 1 Shipments

Shipping Information #F

Ship To

Attn To Jennifer Mayfield
245 Barr Avenue

610 McArthur Hall
Mississippi State, M5 39762
United States

ShipTo 1
Address Code

Delivery Options

Click this button.

All =

evision 0

Shipments Change Requests

Al v Search (Alt+Q) Q poousD W
® = <-+ | 2ofs
Clz';ange Requ;\ﬁsts Receipts Invoices Comments
Billing/Payment o i Summary
Bill To Details

Accounts Payable

PO Box 5307

Mississippi State, MS 39762
United States

BillTo Address
Code

Accounts Payable

Credit Card Info

Search (Alt+Q) Q 0.00 USD
Receipts Invoices Comments
Summary

Total (26.99 USD)

Related Documents

Requisition: 193926937

What's next?

Workflow Status

Workflow

w 0D a2

2 of 2 Results { By

2

Details 3
Total (26.99 USD) 5
Related Documents £
Requisition: 193926937 -
What's next? v
Workflow Status ® Completed

Waorkflow



7  FOAPAL Change request

All v Search (Alt+Q) (= 0.00USD W oD 4 8

@ = @ F. Assign Draft Submit Request

Comments Attachments History
Summary -
Total (26.99 USD) >
lated Documents v
Purchase Order: JCO004223 -
&, Billing o Requisition: 193926937 =
Bill To What's next for my order? w
Next 5t
field Accounts Payable = £ S appeaiidia
PO Box 5307 Approvers Alford, Caleb
Mississippi State, MS 39762 Mayfield, Jennifer
~AanTLn Hlmitad Cdndan
8  Click "Save"

Edit Change Request Reason

Reason

change FOAPAL

987 characters remaining




9  Click this button.

Al v Search (Af+Q) Q D.00USD W (L O §

® = Assign Draft Submit Request

Comments Attachments History
Summary -
Total (26.99 USD) >
Edit Accounttiag Codts Section Related Documents w
Account Program
Purchase Order: JC0004223 -
406490 064000 no value
ts  Other Supplies & Materials  Logistical Services Requisition: 193926937 ﬁ
External Notes and Attachments F What's next for my order? i
Next Step Org Approval 1
Note to all Vendors no value
Approvers Alford, Caleb
Mayfield, Jennifer
Attachments for all Add

10  Make your change

Fund % Organization % Account # Program # Activit
100000 Q 470100 Q 4%49({ ) Q2 064000 Q Sear
—




11 Click here.

Organization % Account # Program % Activity

1 470100 Q 406 Q 064000 Q, Search o)

406002 - Commoditieg - Pool Di¥tribution

Q, Search 145 Wiore

12  After you click save you will see your changes highlighted in a different color

Account % Program #* Activity

Q. 406002 Q, 064000 Q. Search Q




13 Submit your request

All = Search (Af+Q) Q ooousp W @ @D 4 g
@® - s Assign Draft
Comments Attachments History
Attachments for all Add Summary 3
Total (26.99 USD) b
Related Documents hd
] ~ Purchase Order: JC0004223 =
Requisition: 193926937 =
What's next for my order? ~
Next Step Org Approval 1
0004223 Approvers Alford, Caleb

Mayfield, Jennifer

14  To Delete go back to your purchase order

- ()} —
Billing e W Summary |
Bill To Total (26.99 USD) >
field Accounts Payable Related Documents -
PO Box 5307
Mississippi State, MS 39762 Purchase Order: JCP004223 -
339762 United States
What's next? w
Credit Card Info Workflow
Payment information will be obtained from
Show skipped steps
the vendor configuration C’ e Z
. Billing Options Submitted
it Carrier-Best Way iy - i ik
Accounting no value @ Submitted - 11/5/2024 8:42 AM - Sasha
value Date

Cole



15 Delete Change request

evision 0 e
G Shipments Change Requests o Receipts Invoices Comments >
. Summary =
Completed
= Created Details 3
1Cole 11/5/2024 Total (26.99 USD) »

elated Documents ~

Delete changeaguest 193950194

Requisition: 193926937 -
What's next? 4
Workflow Status ® Completed
Workflow

() Show skipped steps

16  Click here.

Delete Change Request

This will delete a change request for this purchase order. If you select a user tl
will receive an email indicating that a change request has been deleted for this
purchase order.

Email notification(s) | Add recipient

[ _|_Jennifer Mayfield (Prepared for) <jmayfield@procurement. msstate.edu>

ha Cole (Prepared by) <sgcé4@msstate.edu=

1000 characters remaining expand | ¢

Characters beyond the limit are not saved, i.e,, the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.



17 Click this field.

This will delete a change request for this purchase order. If you select a user they
will receive an email indicating that a change request has been deleted for this
purchase order.

Email notification(s) | Add recipient

D Jennifer Mayfield (Prepared for) <jmayfield@procurement.msstate.edu=

\/ Sasha Cole (Prepared by) <sgcé4@msstate.edu>

£
1000 characters remaining expand | clear

Characters beyond the limit are not saved, i.e,, the note is truncated. Once the
note is attached, it is accessible from the History tab of the document.

Attach file (optional)

Attachment Type @® File

18 Click "Delete Change Request"

Attachment Type @® File

(O Link/URL

File Name

Choose File Upload your file




19 Adda new non-catalog item line

N

External Communication

Commet

Attachments 2 History
#o | Notes and ts
Q-025561-4, 54885 00 Note to all Vendors no value
Attachments for all vendors ~ Add
Date Add
2/26/2025
-1 Iltem - 4,885.00 USD
PO Number 24502251
Pricing Code no value
Catalog No. Size/Packaging Unit Price Quantity
indard EA 4,885.00 1EA
no value Intemal Note no value
= Internal Attachments
8 " n
20 Click "Add Non-Catalog Item
External Comi 2
#o | Notes and its
0-025561-4, $4885.00 Note to all Vendors no value
Attachments for all vendors ~ Add
Date Add
2/26/2025
-1 Item - 4,885.00 USD
PO Number 24502251
Pricing Code no value
Catalog No Size/Packaging Unit Price Quantity
indard EA 4,885.00 1EA
no value Intemal Note no value
X Internal Attachments

Frkert Ziealer standard 022625 nif

, iy
Summary =l
Total (4,885.00 USD) ~

charged by each
estimation purposes, budget checl
approvals.

Subtotal 4,385.00

4,885.00

Related Documents v
[Ire-hase Order: 24502251 (=]

Requisition: 198179447 -

‘What's next for my order? ~

Next Step Org Approval 1

Approvers Anderson, Michele
Gibson, Jaime

Ext. Price

Workflow

@ 4885.00 - O

() Show skipped steps
Draft
Active

Sasha Cole

On behalf of: Andrew Fox

Add

Summary =l

Total (4,885.00 USD) v

Shipping, Hal
charged by eac

ndor. e
estimation purposes, budget checking, and w
approvals.

Subtotal 4,885.00

4,885.00

Related Documents v

Add Non C%talog Item

— oo 38179447 (-]
'ﬁ’*x«mﬁ?“&ﬂ

. 24502251 [

‘What's next for my order? ~

Next Step Org Approval 1

Approvers Anderson, Michele
Gibson, Jaime

Ext. Price

Workflow

@ 288500 - [

C’ Show skipped steps

#
Draft
Sasha Cole
Add

On behalf of- Andrew Fox

10
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Change request for a line item

\?\ Sourcing
~  WENDOR DETAILS
_]_|]_|_ Reporting Contract no value
Account Code  no value
ﬁ? Administer
Quote number  no value

£3 sewp

Item

1

| Repair anfd Grade Drhins in Ag Field as quoted

~ ITEMDETAILS

Contract: no value

Budget Exceeded

v

22

Change your price or quantity

on Catalog Item

PO Mumber 24501286
Pricing Code no value
Catalog No. Size/Packaging  Unit Price
EA 12,500.00

Internal Note no

Internal Attachments

. RE_Brown Loam Rental fi

- AgFieldsvendorQuotes.pt

G.T. Farms and Construction LLC

fulfillment Address

G.T. Farms and Construction LLC 9 - 26090 Hwy 18, Utica, MS 39175

tem

Product Description * Catalog No. Quantity *

Repair and Grade Drains -
| in &n Field as nuntad
209 characters remaining

s

Additional Details

Add Internal Attachments

@

Price Estimate Packaging

12,500.00 EA

11



23 Click "Save"

24 Click here.

PO Mumber 24501286

Pricing Code  no value Related Documents
Purchase Order: 24501286

Requisition: 193631193

Catalog No. Size/Packaging  Unit Price Quantity Ext. Price
What's next for my order?
EA 12,500.00 4ea @ 50000.00 -]
Next Step Org Appro
p Approvers Lacy, Curt
Patterson,
Internal Mote no value
Workflow
Internal Attachments Add
4 RE_Brown Loam Rental fund Okay.pdf Ve C’ Showakipped siepn
- AgFieldsVendorQuotes.pdf ey Draft
Active
External Note no value [ Sasha Cole
On behalf of: Terri Shaw
Attachments for Add

12



25  Click "Submit request"

Attachments 4 History
& Billing
Bill Te
Accounts Payable
PO Box 5307

Mississippi State, M3 39762

26

er.com/ap)

/Simple

8 Amazon Smile be | Workspace

Al v

®

BRAND

@ Jaggaer

Search (Alt+Q)

Click "Three dots to add new line item"

a0

(A Application

Q ooousp W @ @D Dy
Summary -
Total (50,000.00 USD) ~

Shipping, Handling, and Tax charges are calculated

w

nd charged by each vendor. The values shown here
re for estimation purposes, budget checking, and
workflow approvals.

o

Subtotal 50,000.00
50,000.00

Related Documents ~

Murahana MNedas A4ENRTN0E =

E2open (G Gram Department of

nication 1
3 no value
H Add
2er no value
1 Item - 700.00 USD
H
no value PO Number 26701861
no value Pricing Code no value
no value
Catalog No.
‘hotography

s B

Note to all Vendors

Attachments for all vendors

Size/Packaging

EA

no value

Add

Unit Price

700.00

Search (Alt+Q) <

® & 0

Summary
Total (700.00 USD)

ng, Handling, and
vendor. The v:
get checking, and we

bud.

Subtotal

Related Documents
Purchase Order: 267018

Requisition: 218898971

What's next for my ord

Ext. Price Next Step

@ 70000

Quantity

Approvers
1 EA



27 Click "Add Non-Catalog Item"

s, Mississippi 39564 United States

Quantity * Price Estimate Packaging

EA
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