
Accepting Change Orders 

  



On the SourceHub landing page, click 
the Sign Contracts and Accept Change 

Order tile 

You must be logged in as the Authorized Contract Signer to see this. If you 
do not have it, see help document “Adding Roles” 



The left menu will have two options, 
“New” and “Change Order” 

  



Under “Change Order” click the 
change order you want to process 

  



The Change Order Details will show 
the reason and comments regarding 

the change to the contract 



Click the box to acknowledge that the 
original Terms and Conditions are in 

effect unless expressly changed 



Click “Accept” or “Reject” 

If you click Reject, use the comment box to explain why it was rejected 


