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User Guide:  Amendment Process


In Syteline proceed to, PCB Customer Order Amendment screen, enter Customer Order number, and enter Line of order being amended.  If the Ship Partial box Is Checked this means you only Amend lines that can’t be processed.  If Ship Partial Is Not Checked, this means No partials on this order and you have to Amend each line of this order.  Amendment Type ( Normal /  Temporary ),  enter New Date (system will automatically amend orders to the next business day).  Amendment Reason enter / scroll to the Amendment Reason for generating the amendment.  Amendments Notes add brief description for the amendment (time constrain, not enough product in area, etc.). Click Create Amendment.  

Orders that are Due to ship that day but cannot ship due to accounting, sales, or production issues need to have the 2 Part Amendment process take place.  It is the Department / Product Group’s responsibility to amend the order with the date this order is available to ship.  


When all information is entered, an automatic e-mail is sent to the CSR responsible for this order and also various critical escalating team personnel.
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