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Make sure you select 
the correct pickup 
location for the 
Supplier.

You will need to call 
the Supplier with 
your order using the 
number shown on 
your screen.

Take note of the 
Request ID #. You 
will have to give this 
to the location to 
process your order.
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The Requestor Approval tile is where 
you go to approve your orders 
submitted by a supplier via supplier 
call-in.

You will see a badge notification on 
the top right of the tile when there 
is an order you need to approve.

Open the request, validate the part 
and quantity is correct. 

Note: Your order will not be placed 
until you approve the request.
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