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When do we prepare a F26?

 A change is being made to a Purchase 

Order:

 Line item description, quantity, price, deleting 

an item, adding an item, changing account 

distribution, authorizing release of blocked 

invoices
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Why do we have F26’s?

 Notify vendor of a change - verbal vs. written

 The PO is a legal binding contract

 When a change is made, written notification may 

need to be sent to update the contract with the 

vendor.  The Commodity Specialists/Buying 

Assistant makes that determination.   
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Process for F26’s

 Process is located on the b@p  website under 

Buying

 https://www2.itap.purdue.edu/bs/BPP/Processe

s/ChangingCancelingPurchaseOrderFundsCom

mitment.pdf
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https://www2.itap.purdue.edu/bs/BPP/Processes/ChangingCancelingPurchaseOrderFundsCommitment.pdf
https://www2.itap.purdue.edu/bs/BPP/Processes/ChangingCancelingPurchaseOrderFundsCommitment.pdf
https://www2.itap.purdue.edu/bs/BPP/Processes/ChangingCancelingPurchaseOrderFundsCommitment.pdf


Form 

 Link to form on the University forms website

 http://www.purdue.edu/procurement/xls/PSF

ORM26.XLS
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http://www.purdue.edu/procurement/xls/PSFORM26.XLS
http://www.purdue.edu/procurement/xls/PSFORM26.XLS
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Examples of F26’s – Most common

 Change Account Distribution

 Delete Full line item

 Decrease quantity/price

 Full cancel

 Authorize Release of Blocked Invoice

 Increase quantity/price

 Decrease/Cancel Limit PO

 Increase Limit PO
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Example – Change Account 

Distribution

 Link to example form

 http://www.purdue.edu/procurement/xls/F26_Change_Account_

Distribution_Example.XLS
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http://www.purdue.edu/procurement/xls/F26_Change_Account_Distribution_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Change_Account_Distribution_Example.XLS
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T-code me23n – no follow-on 

document
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T-code me23n – Net $0 GR & IR
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T-code me23n GR & IR posted
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Example – Delete Full line item

 Link to example form
 http://www.purdue.edu/procurement/xls/F26_Delete_Full_Line_

Example.XLS
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http://www.purdue.edu/procurement/xls/F26_Delete_Full_Line_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Delete_Full_Line_Example.XLS
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Example – Decrease quantity/price

 Link to example forms
 http://www.purdue.edu/procurement/xls/F26_Decrease_Qty_Ex

ample.XLS

 http://www.purdue.edu/procurement/xls/F26_Decrease_Price_E

xample.XLS
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http://www.purdue.edu/procurement/xls/F26_Decrease_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Price_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Price_Example.XLS
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Example – Full cancel

 Link to example form
 http://www.purdue.edu/procurement/xls/F26_Cancel_Full_PO_E

xample.XLS
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http://www.purdue.edu/procurement/xls/F26_Cancel_Full_PO_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Cancel_Full_PO_Example.XLS
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Example – Authorize Release of 

Blocked Invoice

 Link to example form

 http://www.purdue.edu/procurement/xls/F26_Authorize_Releas

e_of_Blocked_Invoice_Example.XLS
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http://www.purdue.edu/procurement/xls/F26_Authorize_Release_of_Blocked_Invoice_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Authorize_Release_of_Blocked_Invoice_Example.XLS
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Example – Increase quantity/price

 Link to example forms
 http://www.purdue.edu/procurement/xls/F26_Increase_Qty_Exa

mple.XLS

 http://www.purdue.edu/procurement/xls/F26_Increase_Price_E

xample.XLS
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http://www.purdue.edu/procurement/xls/F26_Increase_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Price_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Price_Example.XLS
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Example – Decrease/Cancel   

Limit PO

 Link to example form
 http://www.purdue.edu/procurement/xls/F26_Decrease_Limit_P

O_Example.XLS
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http://www.purdue.edu/procurement/xls/F26_Decrease_Limit_PO_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Limit_PO_Example.XLS
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Example – Increase Limit PO

 Link to example form
 http://www.purdue.edu/procurement/xls/F26_Increase_Limit_PO

_Example.XLS
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http://www.purdue.edu/procurement/xls/F26_Increase_Limit_PO_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Limit_PO_Example.XLS
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How do I know if the F26 has been 

processed?

 View note in me23n

 View the F26 in webview

 Not all requested changes will be visible in 

SRM or me23n
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http://www.purdue.edu/business/bstraining/BPM/pdf/QRCs/SRM/QRC_Create-View_a_Note_in_t-code_me23n.pdf
https://pudi.itap.purdue.edu/ibpmweb/Client/Framework.asp?T=1311534867000&AWS=0&AWPTCOL=https%3A


Resources

 Link to SRM Home – links to Process documentation, Training -

online and instructor-led, Log-in to SRM, QRC’s

 http://www.purdue.edu/business/procurement/SRM/index.html

 Procurement Services Home page – links to recent 

and archived b@p news articles

 http://www.purdue.edu/business/procurement/index.html

 University Forms website (Procurement)
 https://www2.itap.purdue.edu/BS/Business_Forms/Depart_forms.cf

m?department=Procurement+Services&submit=Submit

 business@purdue website (Buying)
 https://www2.itap.purdue.edu/bs/BPP/public/view_moduleInformati

on.cfm?view=mod83&name=Procurement/Supplier%20Relationshi

p%20Management%20(SRM)
31

http://www.purdue.edu/business/procurement/SRM/index.html
http://www.purdue.edu/business/procurement/index.html
https://www2.itap.purdue.edu/BS/Business_Forms/Depart_forms.cfm?department=Procurement+Services&submit=Submit
https://www2.itap.purdue.edu/BS/Business_Forms/Depart_forms.cfm?department=Procurement+Services&submit=Submit
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