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Home/Default Order Tracking — Approve/Reject Supplier Reschedule
Request

olmportant — If the supplier reschedules an order, it must be approved or rejected prior to
being shipped.

To navigate to Approve Supplier Reschedule Request, select the “Plant or “Workcenter”
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From the Home/Default screen, place the cursor in the “Order Tracking/Orders Awaiting
Approval” field.
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A selection list appears. Click on “Reschedule Approval”

Order Tracking

2@ 682 963 836

Orders past
due

Awaiting Approval Details
Inspect Approval

I oval
Release Approval '

K“ Quick Tip — Notes may be attached at this time by clicking on the “Attach Notes”
button. If the request will be rejected, it may be a good idea to send the supplier a “Note” as to
why it is being “Rejected”.

Click in the selection box at the column heading to select all cards or select the cards
individually. A checkmark will appear. Click on the “Approve” button to accept the request
or click on the “Reject” button to reject the request.

Approve Supplier Reschedule Cards List @views = S Pint L Eport @
Find Card ID 8 65 ® Approve » Reject 3 Attach Notes
Sorted by: Izem, Reqd Receive, Card ID Viewing 1t0100f 13 4 page 1 v |of2 P
ﬁ?:;ﬂ: CardID 1 ttem 1 Description Supplier Name Release Date Regd Ship Reqd Receive | cg’[’; New Req Ship Date New Req Receive Date ‘
) »> KCDATUACNAGD 10013021 TRIPODGI2300  ACME, Lid. 05/11/2016 05/13/2016  05/17/2016 1 041672020 04/20/2020
) »> KCDBSPNCNAGA 10012021 TRIPODGI2300  ACME, Lid. 08/17/2016 08/17/2016  08/19/2016 1008 04/16/2020 04/20/2020

If “Approve” was selected, the “Supplier Reschedule Successfully Approved”

Approve Supplier Reschedule Cards Results o

Following Cards were successful
Card ID Item Description ‘

KCDATUACNAGQ 10013021 Supplier Reschedule Successfully Approved. < emmm—
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If “Reject” was selected, the “Supplier Reschedule Successfully Rejected”

Reject Supplier Reschedule Cards Results (2]

Following Cards were successful

CardID Item Description ‘

KCDISTVCNAYZ 2458062 Supplier Reschedule Successfully Rejected. i mmmmm—

Copyright Ultriva Inc. 2020. All rights reserved Page 4



Actions — Approve/Reject Supplier Reschedule Request

©Important — If the supplier reschedules an order
being shipped.

, It must be approved or rejected prior to

To navigate to Approve Supplier Reschedule Request, select the “Plant or “Workcenter”
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Click on “Approve Supplier Reschedule Request”

Actions

| v Buyer Actions

Release Recall

| b

Manually release Cards that have been
consumed. Depending on how the
system is set up a Card will be
«considered consumed when the
box/bin is either opened or emptied

If you accidentally marked a Card as
consumed. You can undo that
transaction here

Approve Supplier Reschedule
 Request

Return Material

Return material to stores
Approve supplier reschadule requestad
Cards. You will sze 3 list of all Cards
waiting for Approval and you can select
the ones to apprave
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Click on the dropdown arrow and select the “Supplier”. Click on the “Go0” button.

Approve Supplier Reschedule Items List

Supplier / Cards Show Category

Bob L Head Supplies (12670) x Al v hemslst v A
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RYG
A

Thiters ~  @vViews ~ &Pt Depot @ A

The “Reschedule Approval” items appear. Click on the part number to advance to the next
screen or click on the line item to highlight the line. Click on the “Show Cards” button.
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[ Test Valves Bob L Head Supplies 40 2
@ UMTestem222 Lori Test ltem 222 Bob L Head Supplies 25 1
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Quick Tip — Notes may be attached at this time by clicking on the “Attach Notes”

button. If the request will be rejected it may be a good idea to send the supplier a “Note” as to

why it is being “Rejected”

Click in the selection box at the column heading to select all cards or select the cards
individually. A checkmark will appear. Click on the “Approve” button to accept the request

or click on the “Reject” button to reject the request.

Approve Supplier Reschedule Cards List

@ Views ~ 4= Print [ Export 9
© Approve il » Reject | [J Attach

Find Card ID 8 % S5 | | SR
Sorted by: Item, Reqd Receive, Card ID Viewing1t0100f13 4 Page 1 v |of2 P
RE;:‘:(‘:E"E CardID T ttem T Description Supplier Name Release Date Reqd Ship Reqd Receive | c;r; Mew Req Ship Date New Req Receive Date ‘
@ »>  KCDAZUACNAGQ 10013021 TRIPOD GI2300  ACME, Ltd. 05/11/2016 05/13/2016  05/17/2016 1 04/16/2020 04/20/2020
& »> KCDBSPNCNAGA 10013021 TRIPOD GI2300  ACME, Led. 08/17/2016 08/17/2016  08/19/2016 1008 04/16/2020 04/20/2020
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If “Approve” was selected, the “Supplier Reschedule Successfully Approved”

Approve Supplier Reschedule Cards Results (2]

Following Cards were successful

CardID Item

Description ‘

KCDATUACNAGQ 10013021 Supplier Reschedule Successfully Approved. < mmm—

If “Reject” was selected, the “Supplier Reschedule Successfully Rejected”

Reject Supplier Reschedule Cards Results (2]

Following Cards were successful

CardID Item Description ‘

KCDISTVCNAYZ 2458062 Supplier Reschedule Successfully Rejected. -l mmmmm—
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