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This guide provides step-by-step instructions for editing a purchase order 
without creating a change order. This feature is best used for minor 
issues when you need to make quick and easy corrections of the 
purchase order data.

Purpose
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Prerequisites

Before editing a PO without a Change Order, ensure the following:
■ You have the appropriate Workday Security Role (e.g., Finance 

Administrator and Services Coordinator)
■ You have required information:

○ Purchase Order Number
○ Edits you want to make
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View Purchase Order

 Search for Find Purchase Orders the Workday search bar and click 
on the resulting “Find Purchase Orders” report.

 In the Find Purchase Orders report click on the magnifying glass in 
the Purchase Order column to view it.
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Edit Without Change Order

 Click on the Related Actions for the Purchase Order.
 Hover over Purchase Order.
 Select “Edit Without Change Order”.
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Edit Without Change Order

 Edit the Without Change Order Fields.
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View Purchase Order Changes

 Search for View Purchase Order Changes in the Workday Search 
Bar and click on the resulting “View Purchase Order Changes” 
Report.

 Select a purchase order and time-period for which to view changes to 
the purchase order.  



W O R K D A Y  F I N A N C E   ·   S T E P  B Y  S T E P

A B H A Y J A I S W A L . C O M 9   S W I P E   →

View Purchase Order Changes

 The View Purchase Order Changes Report Includes fields for: 
Timestamp, Task, Updated By, Change History Category, What 
Changed, Changed Field, and Previous Value.
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Configure Optional Fields

 Search for Configure Optional Fields in the Workday search bar.
 Under the By Functional Area Prompt. Select Edit Without Change 

Order.
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Configure Optional Fields

 Configure optional fields to be “Hidden For All”, “Required For All”¸ or 
based on Security Group. All the fields available for editing under the 
Edit Without Change Order task can be hidden or required using this 
task.  
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Common Errors and Resolutions

Issue Description Resolution

Field is not editable. By default, Workday 
protects the financial 
integrity of a PO once 
it has been issued. 
Direct edits are 
restricted to 
administrative fields.

Use the Create 
Change Order task to 
make a formal edit.

Cannot edit the PO. Once a PO has been 
matched to a Supplier 
Invoice or manually 
closed, Workday locks 
the record to prevent 
accounting 
mismatches.

If the PO is Closed: 
You must first use the 
Reopen Purchase 
Order task.
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Best Practices

 Use clear and consistent naming conventions.

 Limit changes to “Non-Financial” Data.

 The golden rule of direct edits is to never touch anything that changes 
the "intent" of the PO.
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