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Procedure

This User Guide outlines the steps required to cancel a purchase order.
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Step Action

1. Click the Purchasing button.
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Personal Clock My Accol Purchasing Directory
Information
Overview
Overview Refresh
4 Requisitions
Al Negotiation Required Failed Automation
Actions v View v Formatw FE & Freeze o) Detach Wrap | Return | Reassign
— . . - Deliver-to Requested Delivery
Requisiton  Line  Line Description Amount Currency "~ C0 Date
REQD000393 2 Monitor Samsung 23" K321 500.00 CAD UW-SunsetA.. 25-Jan-2018 2
REQ0000369 1 Dell Optiplex Desktop computer 7 2,690.00 CAD UW - Downtow... 24-Jan-2018
REQD000352 1 testing 789.56 CAD UW - Downtow... 24-Jan-2018
REQD000336 1 testing 789.56 CAD UW-Food Ser... 24-Jan-2018
REQ0000310 1 testing 789.56 CAD UW - Downtow... 23-Jan-2018 .
Columns Hidden 1
4 Orders
Draft Aftention Required I Pracess
Actions w View w Format w == E B Freeze [} Detach Wrap

Step

Action

Click the Go To Task menu.
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Information

Overview

Overview

4 Requisitions

All | Negotiation Required Failed Automation

Actions w View w Formatw FH Freeze

Requisition  Line  Line Description
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Purcha Purchasing Directory
equisitions

Requisitions
« Process Requisitions

fo) » Import Requisitions
\ + View Requisition Lines
Orders
+ Wanage Orders
| + Create Order

* Generate Orders

Detach Wrap Return  Reassiq

+ Import Orders

De
Lo Agreements
+ WManage Agreements

Amount Currency

REQ0000393 2 Monitor S8amsung 23" K321 600.00 CAD uw + Create Agreement
REQ0000369 1 Dell Optiplex Desktop computer 17 2,690.00 CAD un * Import Blanket Agreements
REQ0000352 1 testing 789.56 CAD un + Import Contract Agreements
« Initiate Retroactive Price Update
REQO000335 1 testing 789.55 CAD w « Generate Approved Supplier List Entries
REQ0000310 1 testing 78956 CAD uw Supply Base
Columns Hidden 1 « Research Suppliers
* Wanage Suppliers
* WManage Approved Supplier List Entries
4 Orders Administration
« Communicate Purchasing Documents
Draft Attention Required  In Process « Reassign Purchasing Documents
. -, _ . - ~ — . « Close Schedules in Spreadsheet
ps://efhc-test.pre.ca2. ud.com/pro /FndOr FDH=7688_afrMFC=88._afrMFC|=08_afMFM=08_afrMFR=968_afrMFG=08._afrMF5=08._aftMFO=0% »

Step

Action

Click the Manage Orders link.

Manage Orders
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Advanced
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Include Closed Documents  No

Wrap

Ordered Currency Status

Manage Watchlist Saved Search All my orders ~
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Directory

Done
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Search  Reset Save..

Life Cycle Change Order
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_afMFO=0#

Step Action

Search

Click the Search button.

Personal ‘Web Clock
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Manage Orders

Headers = Schedules

b Search

Search Results
Actions w View v Format

Order
UW1000117
UW1000118
UWA1000115
UWA1000114
UW1000112
UW1000111
UW1000109
UW1000108
UW1000107

UW1000106

My Account

v o+

Description

E /S XPE &
Supplier
DELL CAMADA |
DELL CANADA | .
DELL CANADA |

DELL CANADA |

DELL CANADAI..

DELL CANADAI..

CANADIAN COL .

CANADIAN COL .

CANADIAN COL .

DELL CAMADA |
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Purcha Purchasing

Requisitions

Advanced Manage Watchlist Saved Search Al my orders v |II|

Freeze Detach Wrap
Ordered Currency Status
2,400.00 CAD Open
10,000.00 CAD Open
10,000.00 CAD Open

78956 CAD Open
789.54 CAD Open
668.98 CAD Incomplete
500000 CAD Open
500000 CAD Open
500000 CAD Open
10,000.00 CAD Incomplete

B

My Receipts

Life Cycle Change Ord

~

Step Action

5. Click the appropriate Order (an order which is Open)
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‘Web Clock

Expenses

Overview | Manage Orders x

Manage Orders

Headers = Schedules

b Search

Search Results

Actions w View v Formatv ==

E 7
Order Description
UW1000117
UW1000116
UwW1000115
UwW1000114
Uw1000112
UW1000111
UwW1000109
Uw1000108
UwW1000107

UW1000106

My Account

X P &

P

Supplier
DELL CAMADA |
DELL CANADA |
DELL CANADA | .

DELL CANADA |

DELL CANADAI..

DELL CANADAI..

CANADIAN COL .

CANADIAN COL...

CANADIAN COL...

DELL CANADAI..
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Requisitions

Advanced = Manage Watchlist Saved Search

Freeze
Ordered
2,400.00
10,000.00
10,000.00
780.55
789.54
668.98
5,000.00
5,000.00
5,000.00

10,000.00

Currency
CAD
CAD
CAD
CAD
CAD
CAD
CAD
CAD
CAD

CAD

B

Purchasing

Wrap
Status
Open
Open
Open
Open
Open
Incomplete
Open
Open
Open

Incomplete
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My Receipts Directory

Done

All my orders v

Life Cycle Change Ord

~

Step

Action

Click the Actions drop-down button.
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Manage Orders

Headers = Schedules

b Search

Search Results
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Create Description
Duplicate

Edit

Delete

Export ta Excel
Acknowledge
Communicate
Cancel Document
Close

Reopen

Hold

Freeze

My Account

X P &

P

Supplier
DELL CAMADA |
DELL CANADA |
DELL CAMNADA | .

DELL CANADA |

DELL CANADAI..

DELL CANADAI..

CANADIAN COL .

CANADIAN COL...

CANADIAN COL...

DELL CANADAI..

Purcha:

Requisitions

Advanced = Manage Watchlist

Freeze
Ordered
2,400.00
10,000.00
10,000.00
780.55
789.54
668.98
5,000.00
5,000.00
5,000.00

10,000.00

Currency
CAD
CAD

CAD

B

Purchasing

Saved Search

Wrap
Status
Open
Open
Open
Open
Open
Incomplete
Open
Open
Open

Incomplete

B Y

My Receipts Directory

Done

All my orders v

Life Cycle Change Ord

~

Step

Action

Select the Cancel Document option from the drop-down list.

Cancel Document
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Cancel Document

Change Order 1

* Reason

Communication o
Method = 2!

“E-Mail ERP-ARTEST@uwind

Required

Acknowledgment "°"

Cancel Requisition Yes

Step Action

8. Enter the appropriate reason in the Reason field.

Cancel Document

Change Order 1

* Reason Cancelled Order|

Communication o
Method =2

* E-Mail

Required
Acknowledgment

Cancel Requisition

ERP-ARTEST@uwind

None

Yes

Step Action

9. Click the OK button.
OK
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Manage Orders

Headers = Schedule

b Search

Search Results

Actions w View v Formatw ==

Order Description
UW1000117
UW1000116
UwW1000115
UwW1000114
UwW1000112
UW1000111
Uw1000109
Uw1000108
UwW1000107

UW1000106

My Account

Purcha
Requisiti

ons

B

Purchasing

The change order 1 for Purchase Order UW1000115 was submitted for approval. Requery the record to view its |atest state

B :

My Receipts Directory

X

Done

0K

Advanced Manage Watchlist Saved Search All my orders ~

S X PEF

Supplier

DELL CAMADA |
DELL CANADA |
DELL CANADA .
DELL CANADA |
DELL CANADAI..
DELL CANADAI..
CANADIAN COL .
CANADIAN COL...
CANADIAN COL...

DELL CANADAI..

Freeze [
Ordered
2,400.00
10,000.00
10,000.00
78956
789.54
668.98
5,000.00
5,000.00
5,000.00

10,000.00

Detach

Wrap

Currency  Status

CAD

CAD

CAD

CAD

CAD

CAD

CAD

CAD

CAD

CAD

Open
Open
Open
Open
Open
Incomplete
Open
Open
Open

Incomplete

Life Cycle Change Ord

Step

Action

10.

Click the OK button.
OK
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Manage Orders

Headers = Schedules

b Search

Search Results

Order Description
UW1000117
UW1000116
UwW1000115
UwW1000114
Uw1000112
UW1000111
UwW1000109
Uw1000108
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Purchasing
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My Receipts Directory

Advanced  Manage Watchlist Saved Search Al my orders v

Acions w Vieww Formaiw 4 BH # X B F

Supplier

DELL CAMADA |
DELL CANADA |
DELL CANADA .
DELL CANADA |
DELL CANADAI..
DELL CANADAI..
CANADIAN COL .
CANADIAN COL...

CaNANIEK PO

Freeze
Ordered
2,400.00
10,000.00
10,000.00
780.55
789.54
668.98
5,000.00

5,000.00

Detach
Currency
CAD
CAD
CAD
CAD

CAD

Wrap
Status
Open
Open
Open
Open
Open
Incomplete
Open

Open

Life Cycle Change Ord

snnnnn ran Anan
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Step

Action

11.

Click the Done button.
Done
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Clock

Overview

Overview

4 Requisitions

Actions w View v Format w

B B Freeze

A x ™
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My Account Purchasing

All | Negotiation Required Failed Automation

Wrap  Retum  Reassign

. . : . Deliver-to
Requisition  Line  Line Description Amount Currency |5 Verl
REQ0000393 2 Monitor Samsung 23" K321 600.00 CAD UW - SunsetA..
REQ0000383 1 Dell Optiplex Desktop computer I7 269000 CAD UW - Downtow.
REQ0000352 1 testing 78956 CAD UW - Downtow.
REQ0000336 1 testing 789.56 CAD UW - Food Ser.
REQ0000310 1 testing 78956 CAD UW - Downtow.
Columns Hidden 1
4 Orders
Draft Attention Required I Process
Actions w View w Formatw o B = Freeze Wrap

PAVIA, DARIO Mr. ¥

Directory

Requested Delivery
Date

25-Jan-2018
24-Jan-2018
24-Jan-2018
24-Jan-2018

23-Jan-2018

Refresh

Step

Action

12.

End of Procedure.
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