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Creating a Purchase Order for a Special Order with Article
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The Fiori Sale App (FSA) is a product of SAP. It is an online application that
interfaces with the order management system for Discount Tire.

The purpose of this document is to guide agents through the steps to create a
purchase order for a special order with article using FSA.

Follow these steps to create a purchase order for a special order with article:

1 Select the Exceptions tile from the dashboard.
® & ) & & P &
@ Z (C) & [
2 Select the Date Range for the exception you are searching. Then click Go.
[ [ v -
3 Once the order is identified, click the chevron on the right or the order number
on the left to select the order.
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Creating a Purchase Order for a Special Order with Article

Special 4 The order will display, click Edit in the upper right corner.
Order with
Article .
(continued) ‘B

5 | A confirmation will display. Click OK.

m Cance
6
‘o
7 Select the nearest Distribution Center from the drop down in the DC Override
field.
8 Click the small blue boxes in the Vendor Override Field.
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Special 9 | Search for vendor then click the empty box next to the vendor. Contact the
Order with vendor to verify they have the product in stock.
Article
(continued)
de Advanced Search ([
fendor: | [=75505 | [ %

First Name: [ [

House Number: | =

Swrsst: | [

] [ |
| [ |

Last Name: [ 2] Zp Code: | |
| [ |
| [ J
J

Address Line 2

Items (1)
‘Vendar First Name Last Name Address Line 1 Address Line 2 City

2

PRO COMF TIRE 400 W ARTESIA BLVD COMPT

Cancel

10 | You will return to the edit screen. Select a Requested Delivery Date.
Then click Submit.

Edit Line Item

Product Sourcing
tem Number: 100

Farent ltem Number.

1260 B PRC XTRME AT Reques

Pricing Promation H fromation

Note: When selecting a requested delivery date, allow 7 days for product to
arrive at the Distribution Center (DC). Then calculate at least 2 days for shipping
to the customer. (Total of approximately 9 days).

11 | When you return to the order you will see the sourcing information is completed
along with the Distribution Center (DC) the product will ship from.

You are ready to click Go to Checkout in the lower right corner.

Save 25 Quote Cance
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Special 12 | The Fulfillment Details will remain the same as when the order was created.
Order with Click Next,

Article

(continued)

13 | There is no need to Calculate Shipping.
Click Next.

14 | No additional notes are needed.
Click Next.

3. Notes
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Creating a Purchase Order for a Special Order with Article

Special 15 | Order Summary screen.
O"i'er with Click Make Payment.
Article
(continued)
-
=
16 | If there is an issue on the back end with receiving credit cards, a warning will
pop up. If that occurs, it is acceptable to proceed with the checkout flow and
update the order. Click OK.
Payment will already be here from when the order was created.
Click Update Order.
17 | Click on the order number to review the order.
18 | Click on the Notes tab.
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Special 19 | Click on Edit Notes.
Order with

Article e S [5] et 7
(continued) h

20 | Add to the Agent Notes stating that the product was ordered from the vendor.

If applicable, add confirmation numbers if the product was ordered through any
vendor portals.

L

21 Click Save.

22 | On the Order Screen, click on the Related Orders tab.

bl B
&

23 | Click on the Document number in the Purchase Order row. Provide the vendor
with the Purchase Order Number.

Related Orders

24 | View the information on the Purchase Order.

If a chevron is present within a field, click on it to view additional details.

10000

25 | Once the product is ordered from the vendor, the Ordering team will return to
the Notes section to add notes. The notes will include the confirmation number
from the vendor.

Contact Contact the Service Desk at support@discounttire.com or 800-366-4399.
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