HOW TO: SUBMIT A CHANGE REQUEST PART 2

®
« Email requests are accessed from the same portal pop-up.
« They cannot be associated to existing portal documents but can include attachments.
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In the pop-up, select ‘Launch’ under

PO P0001234 Annotated.pelf _ Example Gounty * Typically used for initial
Q w185 KB
Request by Email e = AN mapping or if the
Buyer: Buyer 1
1 1 1 IF there is no value under “Your Part #” column, then take the term before the [our order number and part number must appear on invoice, B/L bundles, cases, Terms:1% 10 NET 30 Days
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Enter your request in the new email
. . . When replying, type your text above this line. Typing below this line will likely Ship Via: SDPS Ground (up to 5 Bus Days) )
Wlndow; maklng sure not to mOdlfy result in delays and the possibility of misfiled emails. FOB: SHIPPING POINT e Annotations are Only used to
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Date PARTH# | PART# Ordered | Price
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The pre-existing text associates the — feduestCatedon: Notiunctioning =s expected”

email to the correct customer/vendor, and the logic should be written above Things to Consider
“Type in your Map request...”

» Additional logic, clean-up, or

i ) transformations must be
e Ensure the file name contains “Annotated”. summarized in the bodv of
. L ) . o ized i
If you are citing specific examples, please include the document number in your * Use the Highlighting AND Comments features y
Sl together. the change request and NOT
: ; : Comments provide clarity on nested in the annotations
Attach any files as needed, which could include an annotated 2 Y

S ambiguous fields
document for an initial request, or explanatory screenshots, and
click Send.

For either submission format, the Connection Development (CD) team will reach out to the Business Rep when the map is completed or if more

information is required. In the case of an email request, the team will reach out to the sender of the email.
Change request history is available in the portal under the “Account History” tab.
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