
Initiated change orders are to be submitted for items such as: Pricing, Quantity, & 
Promised Delivery Date. For item or item description discrepancies, contact the PO 
Purchasing Buyer directly. 

Any changes to a PO associated with a Blanket Purchase Order Agreement (BPA) must 
be updated and approved by Kohl’s Procurement. Vendors should email the PO 
Purchasing Buyer with all price changes.

Select Manage Orders in the supplier portal.

Supplier Initiated Change Order



 Search and Select the Purchase Order you need to edit

In the Actions drop-down menu, select Edit

A warning pop-up box will display indicating you are about to create a change order 

Select Yes to continue with the change order

Supplier Initiated Change Order



Enter the description of the change being requested
● For example: Promised delivery date cannot be met

From the Lines section, update the Quantity, Price or Promised Delivery Date being 
requested to be changed

NOTE: This action must be performed at all of the lines impacted

Select Submit when completed
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