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Buyer Queue – Checking the State of the Cards 

 

Important – All cards must be On Hand in order to “Disable an Item”. To check the state 

of the card(s), navigate to the Buyer Queue. 

 

 

To navigate to the “Buyer Queue”, click on “Actions”. 

 

 
 

Click on “Buyer Queue”  

 

 
 

Click on the drop down arrow in the “Supplier” field and a drop down list of suppliers 

appear. 
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Click on a selection. 

 

 
 

Click on the “Go” button. 

 

 
 

 

If cards have been “Released” and/or are “In Process” they must be recalled back to the “On-

Hand” state prior to disabling the item. Click on the link below for detailed instructions on how 

to “Recall a Card(s)”. 

 

 

 

 

 

 

 
 

 

 Recall a Card(s) 
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If cards are “In-Transit” you must “Receive” the cards prior to disabling the item.  

The normal Ultriva Receive process should be followed. 

 

 
 

 

If the cards are all On Hand, click on the link below to navigate to the detailed instructions on 

how to “Disable an Item”. 

 

 

 

 

 

 

 

 

 

 Disable an Item 
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Recall a Card(s) 

 

To navigate to “Recall”, click on “Actions” 

 

 
 

Click on “Recall” 

 

 
 

Click in the drop down arrow in the “Supplier” field and a drop down list appears of the 

available suppliers. Click on a selection. Click on the “Go” button. 
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Click on the part number to advance to the next screen or click on the line item to highlight 

the line. If the line was highlighted, click on the “Show Cards” button. 

 

 
 

Click in selection box at the column heading to select all cards or select the cards individually. 

Click on the “Recall” button.  

 

 
 

The cards have been “Recalled Successfully”.  

 

 
 

Important – You may need to makes adjustments in your ERP and/or the Purchase Order 

based on your configuration in Ultriva.  
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Disable an Item 

 

To navigate to the “Disable an Item”, Click on “Admin” 

 

 
 

Click on “Item” 

 

 
 

Click in the Item no starts with: field and type in the “Part Number”. Click on the “Go” 

button. 

 

 
 

The part number appears. Click on the “Disable” button. 
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Click on the “Yes” button. 

 

 
 

 

The item is now disabled and removed from the item list. 

 

 
 

 

 

 

 

 

 

 

 

 

 


