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Step 1: 
 
From the SCP home page 
expand ‘Order Management’. 
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Step 2: 
 
From the Expanded Order 
Management Menu expand the 
‘Purchase Orders’ menu screen.
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Step 3: 
 
From the Purchase Orders Menu 
you now have two available 
options. 
 
Order Summary: 
Displays the Order Summary 
page that lists the different order 
statuses and their corresponding 
volume. 
 
Order Search: 
Displays the Order Search screen 
where you can use the various 
options to search for a specific 
order. 
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Step 4 (Order Summary): 
 
To view a selection of orders 
based on their status simply click 
on one of the values 
corresponding to an order 
status. 
 
In this case we will view a New 
Order. To do that you must click 
on the ‘3’ value next to the New 
Status. 
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Step 5 (Order Summary Cont.): 
 
The screen will now update to 
display a list of all new orders. 
 
To open an Order simply click 
on the Order Number. 
 
NOTE: If you open a New Order 
the status will automatically 
change to Processing even if 
you don’t action anything on 
the order. As such the order 
will no longer be visible in the 
New Order section, but instead 
it will be in the Processing 
Order section. 
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Step 6 (Order Search): 
 
If the order you wish to process 
does not appear in any of the 
different order status sections, 
you can try to find the order using 
the order search page. 
 
To view this page simply click on 
the ‘Order Search’ option in the 
Purchase Orders menu. 



Supply Chain Platform 
4.a. Order Management 

� �� � � � � � � � � 	 
 � � � � 
 � � � � �
� � � � �� � � 	 
 � � �� � � �� � � � �
 � � � � � 
 � � � � �
 � � � � � � 	 � � � 	 � � � � � � � � ��
 � � � � � � � � �� � � � � � 
 � � � � � � � � � � � � � �� � � � 	 � � � 
 
 � � �� � � � � � � � � � � � � �	 � � � � 	 � � � � � 	 � � 
 � � � � � 	 � � � � � � � 	 � � 
 � � � � � � 	 � � � � � � � � � � � � � 	 �
� � �� � � �� � �
 � 
 � � � ��� � � � �� � � � � � � � � � � � � 	 � 
 
 � � 	 �� � � � � � � � 
 � � � � � � � � � ��
 � � � � � � � � �� � �
� � �
 � �� � � 	 
 � � �� � � �
 � � �� � � � �� � � � � � � � � �� � � � � 
 � � � � � � � � � � � � �� � � 
 � � �� � � 	 
 � � �� � � � � � ��� � �� � � � � � � ��
 � � � � � � � � �� � � � � � � � 	 	 � � � � � � 	 � 	 � � 	 � 
 � � � � � �� � � �
 � � �� � � � � � � � � 	 � �� � � 
 � � � � �� � � 	 
 � � �� � � �
� � �� � � 
 � 
 � � � � � � � � � � � � � � � � 
 � � 
 � � � ��
 � �� � � � � � � � � � � 	 � � � � � �� � 	 � � � � � 	 � � � 
 
 �� 
 � � � � � �� � �� � � � � � � � � � ��
 � � � � � � � � �� � � 	 � � � � � � � � �� 
 � 
 � � 
 �� �� 	 � � � 	 � � 
 
 � � �� � � � � � � 
 � � � �� 
 �  

Step 7 (Order Search cont.): 
 
Using the on screen search 
options you can search for any 
current order via any of the 
available options. 
 
In this example the Order Number 
120-2692 has been entered. 
 
When you have entered the 
search criteria simply click on 
‘Search’.
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Step 8: 
 
The screen will then refresh 
displaying the results of the 
search. 
 
To Open an Order simply 
click on the Order Number. 
 
NOTE: If you open a New 
Order the status will 
automatically change to 
Processing even if you don’t 
action anything on the order. 
As such the order will no 
longer be visible in the New 
Order section, but it will be in 
the Processing Order section. 
  


