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Manually Set PO

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

To navigate to “Set P.O.”, click on “Admin”.
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Click on “Set P.O.”
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Click on the “Change Filter” button.

Release

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

Vel

Set PO €=

Set P.O. details for the Cards. You will zee a list of Cards that are
waiting for the P.O. details to be set and you can select the ones fo set
the P.O. data

Approve
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Runline Approve

Manually approve Cards waiting at runline. You will see a list of Cards
waiting for approval and you can select the ones to approve

Receive

Receive Cards as they armive. You will see a list of Cards that are in

transit and you can select the ones to receive

Put Away

Set PO Cards List ¥

$ @ Howdol?

« | Back To Items « | Change Rlter

‘ o No card(s) found for the filter criteria

i

Click on the drop down arrow in the “Supplier” field and select the “Supplier”.

Set PO Items List ¥

All Suppliers

Compressors LLC A
A&G Machining [v]]
ABC
Accushape
Ainak or
Ajsin Canada

Ajsin DS

i Ajsin Electronics

Aisin Electronics DS

AISIN ELECTRONICS INC (DS}

AISIN ELECTRONICS LLC (DS) - Site 2

Show Category
[hemsust  [v]]  an

w | |Enter Value

Aisin USA v Supplier Name =
AISIN WORLD CORF OF AMERICA

AMP Plastics

Ample Supply Company

Anchor Industrial Adhesives

APLIX INC

ARJ Manufacturing

ARJ MANUFACTURING LLC

AVE Ine

Azdel Compasite & Matarial

BASELL USA INC

BCD Mexico

Sof Bend All

BEND ALL AUTOMOTIVE INC

BLUS GRASE METALS INC

Bluegrass Metals

Bostik v
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ABG Machining

A&G Machining
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Click on the drop down arrow in the “Cards” field and make a selection.
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Home Material Status Actions Scan Reports Integration LauraMaki | TBJ v
M Masterlabel F F Release SetPO I!_.Prim « Export @ Favorites
Set PO Items List v 7 Fiters. [=] Views @ How dol? |
Py
Supplier Cards Show Category RYG Card State
| ASG Machining | ltems List All - All - In Process |
Past Dus
- Due Today —_—
Filter By v Seleq Due Tomorrow Enter Value | Go |
Due in 2 Days —
Due in 3 Days
Due in 4 Days
Find Item H n Due in 5 Days Show Cards | »
Due !n 7 Days
RYG 7 ltem & Ded Due in Future Days Supplier Name = Total Oty & Total Cards =

If applicable: Select a Show, Category or RYG selection

Set PO Items List ¥ \ 7 Fiters [=]Views @ Howdol? |
Supplier Cards Show Category RYG Card State
| 483 Machining [vl| [~ [remsust [v] A - Al - In Process [v]
Filter By w | Select Operator | Enter Value | Go !B
Find Item B4 08, Show Cards | »

Click on the drop down arrow in the “Card State” field and make a selection.

Set PO Items List 7 7 Filters (=] Views @ Howdol? [
Supplier Cards Show Category RYG Watting For PO

| A8G Machining [v]| [a [vl| [remsust [v]|  an v Al -
Filter By w | Select Operator w Enter Value | Go B

Find Item Y Show Cards | »

e Quick Tip — To define the filter even further, click on the “Filter By, Selecting Operator
and Enter Value” selections

Click on the “Go0” button

Set PO Items List ¥ 7 Filters [=] Views @ How dol? [,
Supplier Cards Show Category RYG Card State

| £&G Machining [ an [ Hems List all - all - [nProcess |19

Filter By Select Operator Enter Value % | Go D+<—
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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 the part number to advance to the “Set PO Cards” list, or click on a line item and the
line will highlight. If the line was highlighted, click on the “Show Cards” button.

Set PO ltems List ¥ 7 Fitters [] Views @ Howdol? |
Suppli Cards Show Category RYG Card State
| 486 Machining [v] © [a [vl| = [remsist [v]] = an v Al - In Frocass [v]]
Filter By w | Select Operator w | Enter Value Ga—b
RYG Item Description Supplier Name Total Qty Total Cards
AZG Machining

The filter selections appear. Click in the selection box at the column heading to select all
cards or select the cards individually. A checkmark will appear.

Set PO Cards List ¥ (=] Views @ How do 1?
racro sk BT
PO.# PO. Line # Release # Release Line #

Eﬂ i I — E—
Supplier Releaze Reqd Reqd Card PO Release
v E CardID & ltem & MName =7 Date = Ship v Receive & Qty v PO# Line # Release # Line #
A&G
G rcomvoues 0 AS mouo oo ovros oo [ N I
ARG
M KCDAMVHCNAAB 24680 (O = 061242014 0612572014 0612612014 100 | | | 0 | | | |
ARG
I/ KCDAMVKCNARS 24680 O~ 061242014 0612572014 0612612014 100 | | | 0 | | | |
ALG
/ [/ KCDANGECNAHK 24680 mAS.. =~ 06242014 061252014 0612612014 100 | | | 0 | | | |
ARG
[ KCDNMHCNABN 24680 i . = 062472014 061252014 06262014 100 | | | 0 | | | |
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‘ Tool Tip — The “Apply to All” icons |EF| are located on all “Action” screens where
repeated data is entered. Data such as “P.0O. Number and P.O. Line number” is where this
tool comes in real handy.

Click in the P.O. # field and type in the “P.O. Number”. Click on the “Apply to All” icon.

P.O. information can also be entered individually under each column.

Set PO Cards List 7 = Views @ How do 12
Find Card ID LY [ setpol» |
PO.# _/ PO. Line # Release # Release Line #

e 4 i — —

v M cauDa tema NPRT  Daes  Smpw  Ressvea  oyo POF ’l! Lnes  Released  [O8S°
¥ KCDAMVICNAGS 24680 mﬂ.m 0672472014 DB/25/2014  06/26/2014 o I B
W KCDAMVHCNAAB 24630 a‘zfmmng 0612472014 0BI25/2014  06/26/2014 100 | | | 0 | | | \
W KCDAMVKCNARD 24630 a‘;&imng 061242014  0A25/2014 0612612014 100 | | | 0 | | | \
W KCDANGBCNAHK 24630 aﬁ&imng 061242014 06252014 06/26/2014 100 | | | 0 | | | \
[ KCDANMHCNAEN 24620 Magimng 06/2472014  0B25/2014 D06/26/2014 100 | | | 0 | | | ‘

The P.O. numbers have been entered. Repeat the steps to add the “P.O. Line Number”. (If
applicable) Add the “Release #” and “Release Line #”

Set PO Cards List 7 (£ views @ How do |2
Find Card ID LYY | setpol» [ Attach Notes | » « | Back To Ttems « | Change Filter
PO.# PO. Line # Release # Release Line #
o — i S — —T
Supplier Release Reqd Reqd Card PO £ Release
7 M CadiDa ltem & Name 7 Date = Ship 7 Receive & Qty = PO# Line # lease # Line #
/]
ARG
M KCDAMVHONAAB 24680 WSO = 06242014 061252014 0612612014 100 (987654 | [ 2000 | | | |
W KCDAMVKCNARY 24680 mgining 062472014  DGR252014 DGI2612014 100 (987654 | [ 2000 | | | |
G
[ KCD4NGECNAHK 24680 midiu.. 00242014 061252014 0612612014 100 |987654 | [ 2000 | | | |
[ KCDANMHCNABN 24580 :égnmng 061242014  DB/25/2014  06/26/2014 100 |987654 | [ 2000 | | | |
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((' Quick Tip — Notes can be added at this time by clicking on the “Attach Notes” button.

Click on the “Set P.O.” button.

Set PO Cards List 7 [= Views @ How do 12
Find Card ID 84 03 — TR T « | Back To Items « | Change Filter
PO. # PO. Line # Release # Release Line #
957654 Ef 2000 ! ]l B
Supplier Release Reqd Reqd Card PO Release
v IE Card ID & ltem & Mame = Date = Ship 7 Receive & Gty = PO# Line # Release # Line #
ASG
® KCDAMVICNAGS 24680 i . =~ 06242014 061252014 06/262014 111} 1987654 20000 b
[ KCDAMVHCNAAB 24680 aﬁgﬂmng 062472014  DB52014  D6/26/2014 100 (987654 | [ 2000 | | | |
i KCDAMVKCNARY 24680 aﬁgﬂmng 062472014 DG52014  DG/26/2014 100 (987654 | [ 2000 | | | |
W KCDANGBCNAHK 24680 aigﬂmng 061242014 D6/25/2014  06/26/2014 100 987654 | [ 2000 | | | |
[ KCDANMHCNABN 24680 mgimng 061242014 D6/25/2014  06/26/2014 100 (987654 | [ 2000 | | | |
(13 29
The “P.O. Set Successfully
Set PO Cards Results @ How do I?
% 1 Bock To ards
Following cards were successful
Card ID Item PO# PO Line# Release # Release Line # Description
KCD4MV7CNAGS 24580 987654 2,000 PO Set Succassfully.
KCD4MVHCNAAB 24580 987654 2,000 PO Set Successfully.
KCD4MVKCNARS 24580 987654 2,000 m—  pQ Set Successiully.
KCD4NGBCNAHK 24530 97654 2,000 PO Set Successfully.
KCD4NMHCNABN 24580 987654 2,000 PO Set Succassfully.
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