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This guide provides an overview of the Vendor Follow-Up module. It is intended for

general users.

The Vendor Follow-Up module pulls tracking information for items listed on your purchase

orders (POS) (https://aaces knowledgeowl.com/help/overview-of-purchase-orders). YOU can view all the traCking and
vendor follow-up details for your POs in one location. Additionally, you can send follow-up

emails to your vendors directly from the Vendor Follow-Up module.

To access the Vendor Follow-Up module, navigate from Main Menu > Accts Payable >
Vendor FO”OW'Up. This module 0n|y has a list VieWw (https://aaces knowledgeowl.com/help/overview-of-the-list-view).

LN Purchase Order tems 2]
@

Purchase Order Items

a-
Code ©. Description Job Expected Date  Reg By Date qty Unit Cost Total Rec Gty Rem Qty
LearnWright Inc. (50003) A=
> 50450 | LearnWright Inc. TBL o # A =
> TECH-A Electronic Whitebaard & > 50T O 0223 1 49.95 49.95 -] 18 =
> TECH-A Electronic Whitebaard o+ = 8072 TRL O 08223 i 4295 49.95 a 1A =
Tracking Status: Vendor Confirmed  Mext Step: 09/15/23 7 Confirm Receipt of PO 2 99,50 -] 2
2 99.90 a 2
McGullicuddy McGuire-Hall (S0009) a -
> 50486 | McGullicuddy McGuire-Hall TE = * A =
> TE-LIT130 Beowull - A Hew Translation TEL [ 36 .99 1,439,564 o B A -
Tracking Status: Next Step: 09/23/23 T Confirm Recsipt of PO 36 1,439.64 a k-]
36 1,439.64 o EL)
Texthook Emporium (50012) =
> 50464 | Textbook Emporium TEL =l # A -
> TB-FRMCHI Thpprends: | Learn French 3rd = 150 .95 4,498.50 a 150 A =
Tracking Status: Vendor Confimed  Mext Step: 09/22/23 T FFollowup Call 150 4,498.50 o 150
150 4,498.50 -] 150
Find ltems To Receive | Constrain to Unknown Expected Date | Constrain to Past Dus Recelving | Constrain to Expected After Required By Related Records + :}

You can use the Go-To links (>) to view the related POs, line item codes

(https://aaceé knowledgeowl.com/help/overview-of-line-item-codes), aNd iObS (https://aace6.knowledgeowl.com/help/overview-of-jobs). Y OU

can also search the listed follow-ups using the Quick Search bar (nttps://aaces knowledgeowl.com/help/using-

the-quick-search-bar) OF locate records using the search links in the module footer.
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