Update and Submit Replenishment Transfer
Order - Enterprise Portal

Description

Use this task to make changes to a replenishment transfer order on the Enterprise
Portal and submit it to DOLC for approval.

Trigger

Perform this task when you need to review, or make changes to your replenishment
transfer order.

Prerequisites

A replenishment transfer order has been created by master planning.

URL Address

https://Impaxportal.ohio.qgov

Helpful Hints

A Replenishment orders should appear in your Transfer Order list on the Enterprise
Portal in the morning, 2 business days prior to your delivery. They must be
submitted no later than 3:00 pm on the same day.

A For example, if weekly deliveries are on Thursday, the replenishment order
must be submitted by 3:00 pm on Tuesday.
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https://na01.safelinks.protection.outlook.com/?url=https://lmpaxportal.ohio.gov&data=01|01|Diane.Grosso@das.ohio.gov|e531de8b16994edde36408d45689dde7|50f8fcc494d84f0784eb36ed57c7c8a2|0&sdata=OkGkf3staxiz99Pwz8PZZ8LczHf%2BWkVKdvuTB/4u4%2BU%3D&reserved=0

1. Begin this task by logging into the Enterprise Portal:

https://Impaxportal.ohio.gov
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https://lmpaxportal.ohio.gov/

3. Click Transfer orders

from the Retail panel on the left.
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4. Selectl] to the left of the transfer order to review and/or update. In this
example, TOGR0O@ECO®19@®GS5. O
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Change the quantity of a product Step 6
Add a product Step 11
Delete a product Step 26
Submit the replenishment order for Step 30
approval

6. Select [!to the left of the product to update. In this example, select the line
with prodoact A0469B

e()\ hitp://oitsocimaost07/Reta fEnterpri O OHTransferor(Iers

Transfer order - Transfer number: TO000001905, 00578

“ Transfer order header
TO000001905
3/21/2017 5:23:45 PM
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Not submitted

Product name Transfer quantity Original Qty =
ABSOLUT - 48.00
PAUL MASSON VS 24,00
SOUTHERN COMFORT 2 5600

4.0000000000 89588 SHELLBACK SPICED 144.00
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7. Enter the new requested quantity, in cases, in the Qty field. In this example,

enteri 2. 0O
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8. Press fTakeyboad.n t he
9. Press H on the far right of the product line being updated.
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State: Not submitted Mode of delivery Trucking
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3.0000000000 0721E SOUTHERN COMFORT E 36.00 v B
=4
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save and close | |
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10. Go to Step 11 to add products to the order. Go to Step 26 to delete a product
from the order. Go to Step 30 to submit the order for approval.

11.Click - Additems {0 add products to the order.

You will only be able to add products that are approved for your agency.

ee\:/am \tp://oitsocimaostd?/Retail/Enterprise%20Portal SOLInventTr: O - o\mr.mugmmm >
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12. Enter the product number in the blank field to the left of the Item number search
field. I n this example, enter A0007B. o

You can enter multipl items at a time using a comma to separate them. For
example; 0007B,0057b,0066b,0721E,0469B.

13.Clickl?lor press fEntero on the keyboard.

D B o osocmscntoy e seseanpons soument: © G| P vanstecrters ok o
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14. Select L] to the left of the product(s) to add it to the transfer order.

If you have multiple items, you can select [ to the left of Item number to select
all the items listed.

15. Click to add the item(s) to the transfer order.

|8
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This grid is empty.

OK Canced
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16. Repeat Steps 127 15 to add more products to the order.

the Close button on the Add Items screen, then click the Save and close button,

0 Troubleshooting tip: If the internet seems slow; add only 5 items at a time, click
and reopen the transfer order after each 5 items added.

17. Click when all products have been added.

a()m 11/ /oitsocimaostoF Retai Enterprse:20Porta/sOtnventir: O = & | P Transter orcers
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00058 ANDYS OLD NO 5
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D00ZB ABERLOUR 12 NON CHILL FILTERED Scotd
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18. Click on the column title Line number two times so that the arrow points

downward. This will sort the items starting with the last ones added.

e [ ] citsocimacstoy. ; 0 « & | P rranster oroers 1L

Transfer order - Transfer number: TO000001905, 00578

TO000001905
3/21/2017 52345 PM
Created
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4 Transfer order lines

@ Additems =M Remove | [k Cancel

Product name Transfer quantity

40000000000 | 88568 SHELLBACK SPICED 12 = 144,00
30000000000 0721E SOUTHERN COMFORT

20000000030 04698 PAUL MASSON VS

10000000000 00576 ABSOLUT

50000000000 ODOTB ABSOLUTELYX

19. Confirm the last items added are showing. If more than a total of 10 items were

added, go to the next page to validate they appear in the correct order.
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