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Navigating to Releasing a Card(s)

oImportant — If Ultriva is integrated with the ERP system, check with your Ultriva
Administrator to make sure that manually releasing a card will not create integration failures.

Q-, Quick Tip — Releasing an order is very easy. There are multiple choices to select from
when “Releasing” the order. The list is below. Choose the one that best fits the need for the
user.

Home (Default)
Actions/ Release
Buyer Queue
Buyer Status

Click on the link below for detailed instructions on releasing cards from the “Home” screen

Released Cards Home Default Screen

Click on the link below for detailed instructions on releasing cards from the “Actions” screen

Released Cards Actions Ship Screen

Click on the link below for detailed instructions on releasing cards from the “Buyer Queue”

screen
Released Cards Buyer Queue

Click on the link below for detailed instructions on releasing cards from the “Buyer Status”

screen
Released Cards Buyer Status
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Release Cards - Home (Default) Screen

oImportant — If Ultriva is integrated with the ERP system, check with your Ultriva
Administrator to make sure that manually releasing a card will not create integration failures.

From the “Home” (Default) screen, in the My Routines field, click on “Release Cards”

f FIRaTE W Favorttes.

Buyer Home -

Inventory Health ) Alerts

3

Stock out risk {High) Stock out risk {Medium) Stock out risk (Low)

“fou have no new alers

Order Tracking ) My Routines

Daily K Monthly
— _ _ — »  Relegss Orders Analyze Suppllier Performanca

ﬁ g 43 60 = Recave Gonde = Andlyze Cycde Time
= Create Spike Order ®» Analyzs Inventory Savings
Cards Cards Cards Cards = Analyze Materal Status = Analyza Stock out
= Approve Wiriual Kanban = Analyze Kankban Inventary

Orders awaiting Orders not yet Orders past due | Orders past dus
Approval Acknowledged for Shipping for Receipt

" ‘View Recelple Due

Click on the part number to advance to the “Release Cards” list, or click on a line item and
the line will highlight. If you highlighted the line, click on the “Show Cards” button

Release Items List F FEtors [ views @) Howdo1? [
Supplier Cards Show Category RYG
[ 485 Macninng = A [~ [namsnst [+ a v Al -
Filiar Sy w|  Zalest Operatar w| Entzrvalue | Go ||
e e na — >
RYG 7 ltem & Description = Total Cants 7 Tolal Gty =
[0 =4630 Widgat 13 g5
L | Widget 2 2 525
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(“' Quick Tip — If the selections are not what was intended to be released you can change
the “Filter” by clicking on the “Change Filter” button. The “Filter” allows the user to select
specific criteria for the action they are performing.

Click on the link below for detailed instructions on how to change the “Filter”

Released Cards Filter

(‘3 Quick Tip — If an item has more than one supplier, “Auto Assign” will be an option
under the “Suppler” column. If left on “Auto Assign, Ultriva will automatically calculate and
release the card(s) to the appropriate supplier based on the supplier percentages entered in the
supplier set up. If preferred, the supplier can be selected by clicking on the dropdown arrow
in the supplier field and choosing the supplier.

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 “Release” button.

Release Cards List ¥ Views @) How do I?
nmn
Eéd D v em & Description 7 Cycle No 7 Qty On Card 7 Card Qty 7 - Location Code 7 Last Received & Supplier
M KCD4N3YCNAV2 24881 Widget 2 4 50 25 STK 04/07/2014 ~ Auto Assign —[ |
W] KCD4N43CHNAZR 24651 Widget 2 4 50 20 STK DE/16/2014 — Auto Assign ~ [ v |

The “Cards Successfully Released”

Release Cards Results & Howdo I?
x | Batk To Ttems [l = | Back To Cards

Following cards were successful K

card ID Item Card Gty Deecription

KCD4N33CHNASS 24631 25 Released Ta A&G Machining.

HKCD4NIACKAZY 24631 23 Released Ta A&S Machining. E

KCD4N3ISCHAZY 24E31 25 Releaeed Ta AAG Machining.

KCD4NICTMNASY 24E31 25 Releaeed Ta AAG Machining.

KCD4NZXCNAFP 24E51 25 Released Ta ARG Machining.
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Release Cards — Actions Screen

oImportant — If Ultriva is integrated with the ERP system, check with your Ultriva
Administrator to make sure that manually releasing a card will not create integration failures.

Click on “Actions”

urth. Ultriva
Home Material Stalus  Aclions Scan Reporis  Integration

Buyer Home -

Click on “Release”

Admin | My Account | Help | Logout

LauraMakl | Teuw

 FIE g Favorttes

Actions

& How do I7

v BUYEIAC“'DHS
' H.E'EHEEK

@

[1#4

Manualty relzzsa Cards that have baen consumed. Depending on how
he system k£ s2t up 3 Card will ba conelderad consumed when the

box'tin ks alther openad or emplizd
Set PO
Set P.O. getalle for the Cards. You will 522 a et of Cards that are

walling for the .0 detalls to ba e21 and you can select tha ones to st
the PO data

Approve

Runline Approve

Manualy approve Cande walting &t runine. You will 222 3 llst of Carge
waitng for approval 3nd you can select the ones 1o aporave

o
&

TP

Receive

Recalve Cards as they ammivae. You will ee2 a lisl of Carde thal are In
Wraneit and you can selact e anacs 1o recelve

Put Away

Click on the “Item” number and the line will highlight. Click on the “Show Cards” button.

Release Items List W Fiters [= Views @ Howdol? [
Supplier Cards Show Category RYG
| 485 Macninng ~l| Al | [nemeva [+ aul v all v
Finar Sy w| Salest operatar w | Emervalue | Go ||
ers e ne —> e
RYE 7 lema Description T Total Cands 7 Total Qty 7
[0 24630 Wiggst 13 &30
Widgat 2 16 400
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(“' Quick Tip — If the selections are not what was intended to be released you can change
the “Filter” by clicking on the “Change Filter” button. The “Filter” allows the user to select
specific criteria for the action they are performing.

Click on the link below for detailed instructions on how to change the “Filter”

Released Cards Filter

(‘3 Quick Tip — If an item has more than one supplier, “Auto Assign” will be an option
under the “Suppler” column. If left on “Auto Assign, Ultriva will automatically calculate and
release the card(s) to the appropriate supplier based on the supplier percentages entered in the
supplier set up. If preferred, the supplier can be selected by clicking on the dropdown arrow
in the supplier field and choosing the supplier.

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 “Release” button.

Release Cards List ¥ Views @) How do I?
nmn
Eéd D v em & Description 7 Cycle No 7 Qty On Card 7 Card Qty 7 - Location Code 7 Last Received & Supplier
M KCD4N3YCNAV2 24881 Widget 2 4 50 25 STK 04/07/2014 ~ Auto Assign —[ |
W] KCD4N43CHNAZR 24651 Widget 2 4 50 20 STK DE/16/2014 — Auto Assign ~ [ v |

The “Cards Successfully Released”

Release Cards Results & Howdo I?
= | Back To Tems [ll = | Back To Cards

Following cards were successful [

Card ID Item Card @ty = Description

KCDANZYTNAQY 24681 25 Relzsced To AZS Mashining,

KCDAMIVCNATO 24681 25 Relzzged To ALS Machining,

KCD4NIWCNALM 24651 25 Relessed To ARG Machining, h

KCDANINCNAZT 24681 25 Relzsced To AZS Mashining,

KCDAMIZCNASY 24681 25 Relzzged To ALS Machining,
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Release Cards - Buyer Queue

0Important — If Ultriva is integrated with the ERP system, check with your Ultriva
Administrator to make sure that manually releasing a card will not create integration failures.

Click on “Actions”

ULTRIA Ultriva
;1::1: "Lmal Statlus Actions Scan Reporis Integration
Buyer Home ~

Click on “Buyer Queue”

Admin | My Account | Help | Logout

LauraMakl | 75w

 FIE g Favorttes

Actions

& Howdo I7

¥ Buyer Actions

Release
' Manuslly release Cands that have been consumed. Depending on haw

1he system ks 22t up 3 Cand will be coneldansd consumed when the
boxbin ks 2ither openad or empliad

Set PO

et P.O. gatalls for the Cands. You will 52e a st of Cands that are
waing for the P.C. getalls 1 02 e21.and you ¢an 6elect the ones to 581
the P.0. dalz

Approve

Apprave Cards located al the recalving dock. You will 52 3 Iet of
Carde Mat 3r2 in the recehing dock and you c3n e2l2ct e one 1
apprave

Buyer Queue

Shows dietributian of Card States for aach ki2m

v
2

Reschedule

'« F ¥ O

-

—

Runline Approve

Manuaky approve CArE Waltng 3t runing. You wil 522 3 Iist of Cans
waling tor approval and you can sslect ihe ones 1o approve

Receive

Recalve Cards a& they armiva. You wil 22 3 lis1 of Carde that are in
franelt and you can select e ones to raceve

Put Away

Deliver Cards to thalr respective location. You will 22 a list of Carde
nat are walling for delivery and you can sslect the ones to delver
Recall

M you accidentally marked & Card as consumed. Yau can undo that
Franeactian here

BulkPrint

In the “On Hand” column, click on the number of cards “On Hand”

Buyer Queue Items List 7 Fiters @ Howdo[? |1
Supplier Show Category RYG Product Line: Commodity Code:
| 486 Machining [v]] All ltems x Al - Al - Al [v]] [an |
Filter By ~ | Select Operator ~ | Enter Value )
n Hand Released In Process At Ship Hub In Transit Received At Dock Put Away e
RYG ¥  Iltem & | G | m @ m | G | Description ¥ Supplier ltem
Cards Qty Cards Qty Cards Gty Cards Gty Cards Gy Cards Qty Cards Qty Cards Qty
L] 24680 9 900 0 0 0 0 1] 1] 0 0 0 0 4 400 0 0.0 Widget 24580
. 24681 2 50 0 0 ] 0 1] 1] 0 0 1] o 43 1,300 0 0.0 Widget2 24681
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Q‘ Quick Tip — If an item has more than one supplier, “Auto Assign” will be an option
under the “Suppler” column. If left on “Auto Assign, Ultriva will automatically calculate and
release the card(s) to the appropriate supplier based on the supplier percentages entered in the
supplier set up. If preferred, the supplier can be selected by clicking on the dropdown arrow
in the supplier field and choosing the supplier.

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 “Release” button.

Release Cards List ¥ Views (@ How do?

Find Card ID 4 m Attach Notes | = +« | Back To Items « | Change Filter
Eéd DV ltem &

Description v Cycle No 7 Qity On Card 7 Card Qty ¥ - Location Code 7 Last Received & Supplier

E‘ KCD4N3YCNAW2 248381 Widget 2 4 50 25 S5TK 04/07/2014 — Auto Assign ~ [ v |
E‘ KCD4MN43CNAZR 248381 Widget 2 4 50 20 S5TK 06/M16/2014 —AumAssign—

The “Cards Successfully Released”

Release Cards Results @ Howdo I?

« | Back To Buyer Queue

Following cards were successful

Card ID Item Card Qty =~ Description

KCD4NGCCNANN 24680 100 Released To A&G Machining.
KCD4NMFCNAJS 24680 100 Released To A&G Machining.
KCD4NMGCNAD4 24580 100 Released To A&G Machining.
KCD4NGICNAME 24680 100 Released To A&G Machining.
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Release Cards - Buyer Status

0Important — If Ultriva is integrated with the ERP system, check with your Ultriva
Administrator to make sure that manually releasing a card will not create integration failures.

Click on “Reports”

o .
ULTR'VA Ultrlva Admin | My Account | Help | Logout
Home Material Status  Aclions Scan  Reporis  Integrafion LauraMak | TE)w
Buyer Home ~ " Fikere g Favortizs.

Click on “Buyer Status”

Reports & How do 17

¥ Buyer Reports K
- Buyer Status - Excel Reports

% Showe distribution of Card for each Itam @ Wiew & Export data 1o Excal
= Supplier Performance = Red ltem Analysis
Track Supgliar on ime performance Wew and Anakyze rad Hiems.

Click on the dropdown arrow in the “Supplier” field. Click on the “Supplier”

Buyer Status Report V. & How do 17

T Category RYG Product Line: Commedity Code:
i — rye— & - i - [ [~ [a >

Algin Canada hor | |Emervame | Go B

| e Ecronizs s
IS ELECTROMICS INC (DF)
IS ELECTROMICS LLC (DF) - 52 2

Algin US4

AISIN WORLD CORP OF AMERICA
AMP Plastics

Amgile Supply Company
Anchor InAUstal Adheshes
BPLIX INC

AR Marutacuring

AR MANJFRCTURING LS
BVE Ing

Azos Compesie & Matanal
EASELL USAING

5C0 Maxico

Sand All
SEMD ALL AUTOMOTIVE INC.
BLUE CRASE METALS INC

Eluegrass Metls
Sasik
SOETIK INC

Soslitch
SRASKEM PHILADEL PHLA
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Click on the dropdown arrow in the “Filter By” field. Click on a “selection” In this example

we will select “Item”

Buyer Status Report @ How do1?
Supplier Show Category RYG Product Line: Commeodity Code:
| A8G Machining v All ltems X Al v Al v [an [v]] [an v
Item w | Select Operator | Enter Value | o B
e gf—
Descripion

Click on the dropdown arrow in the “Select Operator” field. Click on a “selection” In this

example we will select “Equal To”

Greater Than Or Equal To
Lesser Than

Lesser Than Or Equal To
Starts With

Contains

Ends With

Mot Staris With

Mot Contains

Mot Ends With

is Empty

is Mot Empty

Buyer Status Report @ Howdo I?
Supplier Show Category RYG Product Line: Commodity Code:
| A& Machining [~ ‘ All ltems X J/ Al - all - [ au [~ [an ]|
Item v Select Operator _» | [Enter Value | Go ]
Equal To
Mot Equal To
Greater Than

Enter a value in the “Enter Value” field. Click on the “Go” button. In this example we selected
Item/Equal To so the value to be entered is the item number for the Item to be released.

Buyer Status Report @ Howdo 12
Supplier Show Category RYG Product Line: Commedity Code:

[#as wacnining ~] [ rems = | all - n v [a ~] [ ~]

Irzm | EqualTo | 24550 | Ge | B I&
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The “Buyer Status Report” appears. In the On Hand column, click on the number of cards
“On Hand”

Buyer Status Report & Haw do 17

&

Supplier Show Category RYG Product Line: Commuodity Code:
| 1 suppaers ]| | Al izme x adl - Al v Al ~] [ ]
Flfizr By | | Zalect Operatar | | EnterValue

On Hand Releasad In Procass Othere

= —

Cards aty | Cards @ty Cards oty Carde @ty Carde Gty Cards aty cCarde @ty Carde Gty

_] EEdEBﬂ 13 E50 L1} o o a o a o a a o a o 0 00| Widget

W | zese __’11 775 10 250 24 600 0a 0 a a ] 0o 0 1 00| Winget2

((’ Quick Tip — If an item has more than one supplier, “Auto Assign” will be an option
under the “Suppler” column. If left on “Auto Assign, Ultriva will automatically calculate and
release the card(s) to the appropriate supplier based on the supplier percentages entered in the
supplier set up. If preferred, the supplier can be selected by clicking on the dropdown arrow
in the supplier field and choosing the supplier.

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 “Release” button.

Release Cards List ¥ Views (@ Howdo?
Find Card ID 4 m Attach Notes | = +« | Back To Items « | Change Filter
Eéd D= Item & - Description 7 Cycle No 7 Qity On Card 7 Card Qity ¥ - Location Code 7 Last Received & Supplier
W] KCD4NIYTNAWZ 24651 Widget 2 4 50 25 5TK 04/07/2014 — Auto Assign ~ [ v |
W] KCD4N43CHNAZR 24651 Widget 2 4 50 20 STK DE/16/2014 — Auto Assign ~ [ v |

The “Cards Successfully Released”

Release Cards Results & Howdo 17
/ « | Back To Buyer Status

Following cards were successful

Card 1D Itam Card @ty  Description

KCDAMVHCNAAD 24580 20 Relessed To ARG Machining.

KCOAMWKCHARS 24580 51 Relessad To ASE Machining. ‘

KCDAMMTONAGS 24580 20 Relessed To ARG Machining.

HCDAMWACHANS 24680 50 Rekessad To AZG Machining.
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Release Cards Filter

N Quick Tip — Further filtering can be performed if you are looking for specific data on
the items. All “Filtering” in Ultriva is optional.
When all changes have been made to the “Filter”, click on the “Go” button for the changes to
take effect. If the parts are not appearing on the Release screen, it is best to double check the
filters input first and make the necessary changes.

To further filter for specific data, click on the dropdown arrow in the “Supplier” field and a
drop down list appears. Click on a “Supplier” In this example we will filter for a specific item
from a supplier.

Release Items List W Flore [=Views & Howdo!? | o

Category RYG

F

R

Sl

CUE

Alraik

Alein Canada

Alein D=

Alein Elecironics

Alein Elecironics DS

AIEIN ELECTROMICS ING (D5

AIEIN ELECTROMICS LLC (DE) - Sike 2

Alein UsA,

AISIN WORLD CORPOF AMERICA
S| n

e Inbl: Aanadhes

APLIX INC

AR Manugaciusin

AR MANLUF RING LLC

A\VSIng

Az 2 & Matzenal

BASELL INC

SCD Madco

Beand Al

SEMND ALL ALUTOMOTIVE INC.

SLUE GRASE METALS INC

Eluagrass Metsle

W

%SUPP‘EE A/ Cards Show
L_ - [ | [remeiet [

| | Enter Value

Description =

| GalBe|

BEARING-SLEEVE

DU Baaning

Baaring

Al

Total Cards T

T

g9

E1

All -

Sherw Cards | =

Tokal Gty =
70

113,400
100,500

873,400

1tod4of 4

If Applicable: Click on the drop down arrows to make the remaining selections. The Cards,
Show, Category and RYG should remain as they are below for our example.

Release [tems List / \"I" Fiters [ Views G Howdol? o
Supplier Cands = Category RYG
[ Aas mazninng [~ A [~ [rereus [+ aa v all v
Flfiar By w  Zalect Operator w Enteryalus | Go ||

Find fem CY
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g; Quick Tip — If applicable: The “Filter” can be further defined.

Click on the dropdown arrow in the “Filter By” field and a drop down list appears. Click on
a selection. In this example we will select “Item”.

Release Itams List F Fitoes [ Viewn @ Howdo 17 [
Supplier Cards Show Category RYG
[ A&z mazninng ] Al ~| [remeus [+] s v all -
Fmersyt/ | Zalect Operatar | Enter Valug | Go M|
em
==
|L3st Recetvag
RyProduct Line Titie Description T Total Cards T Todal Gty 7
ERCommodey Code This

Click on the dropdown arrow in the “Select Operator” field and a drop down list appears.
Click on a selection. In this example we will select “Equal To .

Release [tems List

W Flere [=] Views g How dol?

A
Supplier Cands Show Category RYG
[ A2z Machinng | Al [~ [remen= [+ an - all -
ltam - SEIE::‘[GPV | |Entervaiue [(Go ]
[Equal Ta
o ten # W
|Greater Than
RYG T ltem & |Ereater Than Cr Equal To ption = Total Cards = Total @ty 7
Lagser Than
eer Than Or Equal Ta =
[0 |wrToesosssgo (S WD NG-SLEEVE 3 113,400
! lcontans
B | WTmESESE g aring 7 100,500
B | urmsmssgn [oSSER Bl 575,400
! ot Containg
ot Ends Wi
ks Empty
s Mot Empty

Enter a value in the “Enter Value” field. Click on the “Go” button. In this example we selected

Item/Equal To so the value to be entered is the item number.

Release Items List

Supplier Cards Show

| A& Machining [v]] [an [v]| [emsist  [v]|
ltem w |EqualTo w | 24881 \ B

Find ltem 44 i
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The information appears for the “Filter” ran for the specific item number.

Release Items List W Flitors [ views ) Howdol? |,
Supplier Cards Show Category RYG
[ 4ae Maninng | Al | [nemeva =] il v all v
Itam | Equal To | 24581 B Go |
RYG  ltem Description Total Cards Total @ty

oImportant — If for some reason the output does not match what you are looking for,
recheck the input in the filter and make the necessary changes. Remember to click on the
“Go” button for the changes to take effect.

Click on a link below to navigate back to the release screen.

Released Cards Home Default Screen

Released Cards Actions Ship Screen

Released Cards Buyer Queue

Released Cards Buyer Status
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