Quick Reference Card

How Address Order Issues (OSI)

To show how to address order issues from initial contact to re-order.

Role: Supply Chain Buyer Staff Frequency: As Needed

**Typical notification will come from the dock/end users for mis-picks, shortages, lost in
transit

**Mis-pick requires a Credit/RGA and a shipping label to return
**Shortages and Lost in transit both require a Credit for amount not received

**If the supplier used our freight account, send information to the Director to file a claim with
Triose

e In the purchase order, make note of the issue under the Header Note
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e Contact the supplier and make another note of what was done
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e On the line with the short, decrease the amount to match the GR (If line is for qty 1, leave
at1)
=38 S_ Itm A I Material Short Text PO Quantity 0... C Delv. Date
LJ&I 50330 SPONGE SURGIFOAM 12-. 3CV D 10/02/2024
Us 145672 CASTING TAPE 2 INCH P.. 1BX D 10/02/2024
DE 151812 SOLN PHOXILLUM B22K .. 127/CV D 10/02/2024
LJ? 264 SYRINGE 1/2 ML INSULIN 21CV D[l0/02/2024
DS 330 CATHETER SPRINGWOLU... 3Cy Dlos02/2024
)
@ @@ @@@ @@ %@@ @ I Default Values I I Addl
tem 6[6]151812 , SOLN PHOXILLUM B22K 4/0-5L = E]EJ
Material Data - Quantities/Weights  Delivery Schedule " Delivery " Invoice +* Conditions
(] [&2][F][@]][F.) (2l = =) ) () E )2
Sh.” |MvT Material Doc..| Item Posting Date | = Quantity OUn = Qty in OPUn = Anl
GR 101 3502905514 1 10/02/2024 125 |CV 125
Tr./Ev. Goods receipt . 125 CV =« 125 =
IR-L 5110092513 1 10/02/2024 125 |CV 125
Tr.{Ev. Invoice receipt " 125 CV =« 125
e Under the Delivery tab at the bottom, mark “Delivery Complete” to close the PO line/Req
line
| A
dule Delvery | Invoice | Conditions | Account Assignment | Texts | Delw
1st Rem./Exped. |1 [ Goods Receipt
2nd Rem./Exped. |3 []GR non-valuated
™| 3rd Rem./Exped. |10 [_IDeliv. Compl.
No. Exped. i
™| PL Deliv. Time
GR Proe_ Timea | atect GR Nata
°

Save your changes as normal

**As far as a re-ship, we do still need product but we do not re-ship on the same order to
avoid additional issues that may cause confusion - reject the supplier re-ship request if

needed

**By decreasing the line, the remaining amount will re-populate to the queue to be processed

PO

**If you were unable to decrease due to the qty being 1, you need to manually process a new
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DD jpssoss2023 1 08/09/2023 20531390 1 11
[ 1 0

e Copy the requisition
e Go into transaction ME21N - Create Purchase Order
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e Paste the requisition info into linel under “Purch. Req.” and “Req. Item”, hit Enter.

**Make sure you enter the correct line number

ial Info rec. R... F... T..|Purch.Req. |Req...|[}utline ag... Con... C
HEE 20531390 |1

I_ )

1! | &)l

e When ready, send the order out by clicking the Save icon at the top.
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**You can find the requisition on the line itself or at the bottom under “Delivery Schedule”



