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Change a Supplier Coordinator

oImportant — It is important that users be assigned to all items so that the main Supplier
User or Additional Contacts are notified via email and/or browser alerts when actions occur
for the items.

(‘; Quick Tip — Using the “Change Coordinator” function will save a lot of time when
needing to initially set up items or change a “User” that has been assigned to multiple “Items”

To navigate to “Change Coordinator”, click on “Admin”.

| o .
ULT&'%A U |tr|va é}\dmin | My Account | Help | Logout
| Home Material Status  Actions Scan Reports  Integration Leura Maki | A&G Machining =

Click on “Supplier Item”

Admin @ Howdol?
¥ Admin
User mammm Calendar
Add, manage and view users, reset passwords and update roles . . View and manage the busi . update the fo mark
. all dates that the business is closed

supplier ltem e
Add, manage and view supplier items

Click on the “Change Coordinator” button.

Supplier Item for TBJ 7 Filters [=] Views (@ How do 1?7
Plant ) :
TBI[ v] Filter By ¥ Select Operator ~ Enter Value ) i [ el

Find Supplier ltem Me. M m

# Edit | |0 view | | % Change Coordinator @

Plant ltem No + Supplier Hem Mo. & Description ¥ - Carrier ¥ Lead Time 7 Transit Time = - Qty On Card 7 On Hanauop.ltl;lg Unit Description On Date v

24680 24680 Widget Unknown 1 1 50 -2,400 EA 03/04/2014

24881 24681 Widget 2 Unknown 1 1 25 -2,650 EA 02/26/2014
Sorted by: Supplier ltem No. 102 0f2
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Click on the drop down arrow in the “Please select the type of coordinator you want to
change” field. A drop down box will appear. Click on a selection. (Supplier User or
Additional Contacts)

Change Coordinator Wizard @ How do 17

4

= Please select the type of coordinator you want to change:

|Additiona| Confacts | E

Click on the drop down arrow in the “Please select an option by which you want to do this
change” field. A drop down box will appear. Click on a selection. (By User or By Product
Line)

Change Coordinator Wizard @ HowdoI?

= Please select the type of coordinator you want to change:
Supplier User [v]

= Please select an option by which you want to do this change:

|E!g.I Product Line | E

N Quick Tip — Here is where you will select the “Existing User” for this item. If there is no
user currently assigned as a coordinator a selection still has to be made. Select “Not
Assigned”.

Click in the “Please select the user for which this change is to be applied” field. Press on the
spacebar or start to type the userid and a drop down list of the users names appear. Select
the “User”.

Change Coordinator Wizard & How do I?

= Please select the type of coordinator you want to change:
Supplier User ﬂ

= Please select an option by which you want to do this change:

By User [v]

= Please select the user for which this change is to be applied
m|
Not Assigned

malkil
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N Quick Tip — Here is where you will select the “New” user.

Click in the “Please select New User” field. Press on the spacebar or start to type the userid
and a drop down list of the users names appear. Select the “User”.

Change Coordinator Wizard @ How do 1?7

= Please select the type of coordinator you want to change:

Supplier User
= Please select an option by which you want to do this change:
By User

= Please select the user for which this change is to be applied
| makil X |

= Please select New User:
jel %

]

\’ Quick Tip — Select “All Items or fewer items which can be selected on the next screen.

Select an option for “Do you want to apply this change to?” Click on the “Finish” button. In
the example we selected “All Items”. If “Fewer Items” were selected, click on the “Next”

button.

Change Coordinator Wizard

& How doI?

= Please select the type of coordinator you want to change:

Supplier User

= Please select an option by which you want to do this change:

By User

= Please select the user for which this change is to be applied
| makil X |

= Please select New User:

| jensena X | /

= Do you want to apply this change to:?
® Allthe Items handled by user ) Fewer ltems handled by user¢

et - [+ | conce
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The “Coordinator Updated Successfully” for “All 1tems”

Supplier Item for TBJ 7 Filters [=] Views &) How do I?

‘o Coordinator updated successfully < =

Plant

TEJ[ V] Filter By w | Select Operator w | Enter Value T

Find Supplier ltem No. M m
_l Edit |_.;_', View _5‘ Change Coordinator

Plant ltem No = Supplier item No. & Description 7 - Carrier 7 Lead Time 7 - Transit Time ¥ - Qty On Card 7 Supplier

On Hand Oty 7 Unit Description 7 On Date 7

24580 24630 ‘Widget Unknown 1 1 50 -2,300 EA 0272612014
246381 24651 Widget 2 Unknown 1 1 25 -2,650 EA 02/26/2014
Sorted by: Supplier ltem No. 1to20f2

If “Fewer ltems” were selected, select the items and click on the “Finish” button.

Change Coordinator Wizard

i@ How do I7

Select the items for which the coordinator has to be modified

Cl M thems /

(24880 24881

The “Coordinator Updated Successfully”

Supplier Item for TBJ W Fllfers [=] Views &8 How do I7
[o Coordinstor updated succassiully n@

Plant

T5d[>] FIter By w | | Select Oparator w | |Enter vane | Go ||

Find Suppler lt2m No. | ga @8

4 Emt LT view =, Changs Coordinator

Plant fem No 7 SUppler emNo. & DeEcriplon T Camer T - LeadTme v . TrEmsRTime T @y oncad T o Hmﬁ‘gf‘ﬁ Unit Descrigion T © On Date T

24630 24580 Widget Uningwn 1 1 50 3,900 EA 4082014

24631 24681 Widget 2 Unkngwn 1 1 25 -3700 EA Q4TTI2014
Sorted bv: Supolier ltem Mo. 1t02of 2
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