
Correcting an Amount Only Purchase Order 
 
In 8.4 the users could create an Amount Only Purchase Order with a “quantity” greater 
than 1 and “distributed by” equal to quantity. 
 
In 8.9 when you create an Amount Only Purchase Order the quantity is changed to a 1 
and the distribute by is changed to “Amount”.  The fields cannot be changed.  
 
If you are making a change to the Purchase Order, that change will need to include the 
“quantity” and “distribute by” if it does not meet the new 8.9 standards. 
 
Distribute by Quantity 
 
Navigation:  Purchasing>Purchase Orders>Add/Update POs>Find and Existing 
Value 
 

 
 
Input the PO ID and click the  button. 
 



 
 

If you were to change some data and click the  button you would received 
the following message: 
 

 
 
Click the  button. 
 
The data will not save and you will have to go out of the Purchase Order and back 
in. 
 



 
 
Click on the Schedule Icon  located to the right of the line. 
 

 
 
Click on the Details Icon .   
 



 
 
Click on the Change Order Icon . 
 

 
 
Click on the Distribution Icon . 
 



 
 
Print a copy of the distribution page and change the Distribute by to “Amount” 
 

 
 

If needed reallocate the distribution information click the  button and 
save the Purchase Order. 
 



Quantity greater than 1 
 
Navigation:  Purchasing>Purchase Orders>Add/Update POs>Find and Existing 
Value 
 
 

 
 
Input the PO ID and click the  button. 
 



 
 

If you were to change some data and click the  button you will not receive 
any error messages.  The PO QTY will stay grayed out and you will not be able to 
change it, but you will be able to continue to use the PO.  You will not be able to 
increase or decrease the QTY.  
 


