
Requesting a PO Change 



Login to SRMT and go to the “Activities” 
menu. 



Select “Purchase Orders and Invoices”. 



Fill out the criteria needed to find your PO and  

submit. 

Ex.  123456 



Scroll through results until you find the correct PO.  
Click on the PO number to open the details. 



Click on “Request Changes”. 

Note : If there are 
multiple items on PO 
you should be able to 
request change on any 
line item.  



Fill out the request form.  You can request changes to price, quantity, or 
dock date.  Select the appropriate reason for each change.  Include 

comments and select a contact at your company for any questions.  Then 
submit. 


