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. INTRODUCTION

About this Guide

The purpose of this guide is to direct the General User through the functionality of
Advance Carbon Copy. This is a self-paced workbook comprised of concepts, screen
shots, and correlating work steps.

Course Objectives

At the end of this course, participants are able to:
e Create Inbound Carbon Copy Rules
e Manage Inbound Carbon Copy Rules
¢ Create Outbound Carbon Copy Rules
e Manage Outbound Carbon Copy Rules

Target Audience

The target audience includes:

e GM-Designated Advance Carbon Copy General Users

Prerequisites

e Obtained a Covisint User ID and Password

e Your company has completed the Covisint Connect Enablement Wizard
e Your Security Administrator has granted your request to access Connect
e You belong to a Trading Partner Profile in Connect

e You have been granted the role of Advance Carbon Copy General User

A Covisint Connect User’s Guide is available online at:

https://portal.covisint.com/portal/public/support/training

Click the Covisint Connect link on that page.
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Icons

The following icons are used throughout the guide. Each icon represents a specific
learning point for quick reference.

ICON DESCRIPTION

SIGNIFIES BEGINNING OF NEW MODULE (CHAPTER)

IMPORTANT INFORMATION REGARDING A TOPIC

DEFINITION OF A NEW TERM THE FIRST TIME IT IS USED

ADDITIONAL INFORMATION ABOUT THE TOPIC

WARNING MESSAGE

AN EXAMPLE, SHORTCUT, OR TIP

SUMMARY OR TOPIC REVIEW OF KEY CONCEPTS

TRANSITION TO INDICATE THE END OF A MODULE.

/V
/
EXERCISES AND PROGRESS CHECKS
7\ A PAGE WHERE YOU CAN WRITE YOUR OWN
}\ NOTES/COMMENTS
4
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. MODULE 1: ACCESSING GM

ADVANCED CARBON CoOPY

About this Module

The purpose of this module is to direct the General User through the steps required
to access GM Advance Carbon Copy. In order for users to be available within
Advanced Carbon Copy functionality, users must already belong to a profile in the
Covisint Connect application in order to be added to Advanced Carbon Copy.

Module Objectives

At the end of this module, participants are able to:

e Log in to Covisint Connect

e Access GM Carbon Copy functionality

There are three User Roles within the Advanced Carbon Copy functionality, and are
defined below. This User Guide is provided for the General User.

Definition of User Roles

General User - A user authorized by a plant administrator
or Central Administrator to view and/or update carbon
copy rules.

Plant Administrator — an administrator authorized by a central
administrator to delegate general User roles at authorized
plant(s), and view and/or update carbon copy rules.

Central Administrator - The key administrator of the entire MGO
Advanced Carbon Copy system. Authorizes all levels of ACC
users and limits their capabilities to the plants for which they are
responsible.
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Accessing Advanced Carbon Copy

Complete the following steps to access GM Carbon Copy:

1 Key in www.covisint.com in your browser’s address bar, then click @6 or
press [Enter] on your keyboard to open the site.

Language Forgot Your Password? Support @ Trading Partners

covisint

¥ of Compuwara G || | | | %
Logging in indicates acceptance of Terms of Use and Privacy Pomicy

Industries Solutions business nowsM Resources Contact Us About Us

covisint ... welcome to the world of business now*"

Covisint enables companies of any size, location or technical sophistication to securely share vital

business information, applications and processes across their trading partner network. As a leading
provider of interoperability solutions and services, Covisint helps businesses accelerate decision
making, reduce cost and improve responsiveness in serving customers.

[ search |
@ What's New

Covisint to Attack Healthcare Costs, Improve Quality of
Care for Customers Through Powerful ProviderLink
Technology
Compuware Corporation announced that it has acquired
privately held ProviderLink, of Cary, Morth Carolina. ProviderLink
complements Compuware Covisint’s growing presence in the
healthcare industry by providing a solution that supports paper-
266,000 users based healthcare organizations. Commenting on the acquisition, PiaviderLink ™
representing former House Speaker Newt Gingrich, founder of the Center for roviderLin
—i Health Transformation, said, "The partnership of Compuware .
30,000 companies Cavisint and ProviderLink tackles one of the most important
in challenges we face in healthcare: getting information technology

i into the hands of the doctors and professionals who treat
a6 untries patients. By addressing this challenge with a practical approach,
with we can take a bold step forward in building a 21st century

. " intelligent health system-a system that delivers better
600 apblications healthe e ab lnmar cocte

2 Key in your Covisint Username and Password and click Login. The Covisint
Portal Home page displays.
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Help Edit My Profile  Language Search FLogout
t Products Business Now= Trading Parthers My Workspace

cqviﬁinL

a sty Covisint Bulletins Training Industry News

wielcome Melanie Abston - Covisint

My Favorites E  Supplier Bulletins

=» Mew feature: Receive email alerts when bulletins are published, Get started »

int Applications
BEBSM Clearinghouse Project Status Subject From Publish Date
ATTENTIOM ALL CHRYSLER GROUP SUPPLIERS - Please see
the attached invitation for DaimlerChrysler's Ii
new Diversity Awareness and Recognition session that will be DaimlerChrysler 047042006
held on May 3, 2006,
Chrysler Group Suppliers

ATENCION TODOS LOS PROYEEDORES DE MATERIAL

BCBSM eGateway Project

Content Management
Covisint Connect

Covisint Content @agement

Covisint Internal Reports FiEw] ;gDDDEU:;é:'E EN MEXICO - SEMINARIO DE ABASTECIMIENTOS DairmlerChrysler 04/04/2006
Covigint Time Tracker Chrysler Group Production Part, Mexican Suppliers

EvetalEspoRt it iation ATTENTION ALL CHRYSLER GROUP PRODUCTION PART

Daimlerl:hr_y-sler Content Management gldzl;bl‘%lﬁ ;gs‘;;&zﬁhﬁNDﬂF EASYMAP SOFTWARE NDW DairnlerChrysler 03/31/2008
GRID - Covisint Access Chrysler Group Production Part Supplisrs

(et [Peiom Mmeny ATTENTION ALL CHRYSLER GROUP NORTH AMERICAN

U:b"a"v Sewices nﬁiDDDGL}iEIEEJ:LRETTISI!IJ:?:IEESE-_ A 5 L L T DaimlerChrysler 03/30/2008
Library Services - 65§ Chrysler Group N American Production Part Suppiers

Problem Solver ATTENTION ALL CHRYSLER GROUP PRODUCTION AND NON-

Sourcing Directory PRODUCTION PART SUPPLIERS - AIAG EYENT FOR AUTOMATIC DaimlerChrysler 03/14/2006

IDENTIFICATION TECHNOLOGIES

Supplier Bulletin Chrysler Group Production Part Suppliers

Partner Port:

Daimlerthrysler Portal

Metaldyne Supplier Portal

Auto Beat Daily

3 Select Covisint Connect from the Portal Home page under
(in the left pane of the page). The COVISINT CONNECT
application is displayed.
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Covisint Connect »Home »Portal »Help »FAQ »ContactUs »Log Out

Transactions : Reports ! GM Carbon Copy : Notifications @ Library

Quick Search EECETTSREENEETRNIN Advanced Search | Recent Transactions | RestorefArchive | ASN Dashboard

SEARCH FOR TRANSACTIONS
search for: (3 Received Messages O zent Messages O Unrecognized messages

Ervors /Notifications :  (3) Al Messages O Transaction Errors ONLY

mMessage ID / Control No. : | Exactmatch H |
Delivery Receipt / Originator M. ge ID : |Exactmatch VH |
DateRence: fom:|  |F w:  |E
Time Range :  From ¢ | 1200 % To: (1159 v
oon -~
101051 B Add -
. 142
Document Type : 210 <- Remove
213 g /
#CM (flexible products) ~
#0x (DAM PLASTICE CORF) W Add -
* (Covisint)
i . | 00-544-503k (Flainfield Stamping - lllinois Inc.)
Trading Partner :
FRANS TS 00-900-6391 (Modem) _Remove |
0000012025 (ABC GROUP CANADA) -

Please recall that tasks are performed PER PROFILE. Therefore, any
tasks performed affect only the current profile displayed. Please verify
that the profile displayed in the top right corner of the screen is that in
which you wish perform administration, for example:

General Motors - MGO E

If it is not, switch profiles by clicking the profile name, and selecting your
targeted profile from the menu listed:

Switch Profiles

Cowisint
Demo Supplier 1
emo Supplier 2

covisind trainin

Crea Profile...

4. Click GM Advance Carbon Copy tab.

RESULT

You have successfully logged in to GM Carbon Copy functionality of the Connect
application.
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REVIEW

Summary

You have just completed MODULE 1. You are now able to:

e Log in to Covisint Connect

e Access GM Carbon Copy functionality

. This module has defined the steps for accessing GM Carbon Copy
- functionality of the Covisint Connect application.

The next module will cover managing inbound carbon copy rules.

9
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. MODULE 2: MANAGING INBOUND

CARBON CoOPY RULES
About this Module

The purpose of this module is to direct the General User through the functionality of
managing inbound carbon copy rules.

Module Objectives

At the end of this module, participants are able to:
e Create Inbound Carbon Copy Rules

e Manage Inbound Carbon Copy Rules

Adding New Inbound Carbon Copy Configurations

General Users are able to create and add inbound carbon copy configurations based on
COM codes. Optionally, the administrator can filter carbon copies further by specifying
the:

= Ship To

= Ship From
= SCAC

= DESADV

Complete the following steps to add a new inbound Carbon Copy configuration:
1.  From the Administration menu, click GM Carbon Copy tab.
2.  Within the GM Carbon tab, click Inbound tab.

10
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Transactions : Trading Partners : Channels : Reports ! Administration : Library

QLTI LE Outbound | Users

Add New Carbon Copy Configuration

Ship To Ship From |SCALC * COM Code DESADY

|*- Mo CISCO/Ship To ~| 123456789 |[abe  |[123 llon® off O _

Add

Mowve Carbon Copy Code

Ship To Pt Egcnc |* Curvent COM | New COM
|Se|ec1.. "H || || ‘ | |
| Move

3. Navigate to the Add New Carbon Copy Configuration section of the screen.
4.  Optionally, select the Ship To from the drop box.

5. Optionally, key in the Ship From ID in the open text box

6. Optionally, key in the SCAC code in the open text box.

7. Key in the required COM code in the open text box.

8. By default, the DESADV is turned on. Enable the OFF button if you do not wish
to apply this carbon copy rule to the DESADV.

9. Click Add.

RESULT

You have successfully added a new inbound Carbon Copy Configuration.

11
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Moving Inbound Carbon Copy Codes to other COM
Codes

General Users are able to move inbound carbon copy configurations to other COM
codes.

Complete the following steps to add a move inbound Carbon Copy configuration:

1. From the Administration menu, click GM Carbon Copy tab.

2.  Within the GM Carbon tab, click Inbound tab.

Transactions : Trading Partners : Channels : Reports : Administration @ Library

IQLLITOLE Outbound | Users

Add New Carbon Copy Configuration

Ship To Ship From SCAC * COM Code DESADY

|*- No CISCO/Ship To v 123456789 ||[abe  |[123 on @ off O

Add

Mowve Carbon Copy Code

Ship To Ship From | SCAC * Current COM | * New COM

| Select ~|| Ji[I i I | h

Move

3. Navigate to the Move Carbon Copy Code section of the screen.
4. Optionally, select the Ship To from the drop box.

5. Optionally, key in the Ship From in the open text box

6. Optionally, key in the SCAC code in the open text box.

7. Key in the required Current COM code in the open text box.

8. Key in the required New COM code in the open text box.

9. Click Move.

RESULT

You have successfully moved a new inbound Carbon Copy rule.
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Managing Inbound Carbon Copy Rules

General Users are able to manage inbound carbon copy rules. This includes the ability
to inactivate, activate, and delete existing rules.

Complete the following steps to manage existing inbound Carbon Copy rules:
1.  From the Administration menu, click GM Carbon Copy tab.

2.  Within the GM Carbon tab, click Inbound tab.

Covisint | ™

Administration :

Channels : Reports : Library

Transactions : Trading Partners :

Status has been updated successfully.

Inbound QEINGTITHT R ETETS

Add New Carbon Copy Configuration

ship To ship From SCAC *COM Code | DESADY
|Se|e|:t... V| ‘ | | | | | on @ off (2 . ]

o Confirmation Message
Move Carbon Copy Code dlsplayed b
Ship To Ship From SCAC * Current COM | * New COM
|Select.. i | I Al |

Move

Current Available

Enter Search criteria

Status: Ship To:  Ship From SCAC h
All L v ‘ || | Search

¥Yiewing 1 - 9 of 9 Showresults per page

Status  [YShip To  Ship To  Ship From  Ship From SCAL Copy to  Capy Name DESADV

O™ TESTFROM ABC ABC GROUP CANADA on O off &
|:| E’ LR BFT General Motars - MGO on O Off @
O™ RO ABC ABC GROUP CANADA on @ off O
O TESTSCAC  ABC ABC GROUP CANADA on® off O
O WHY 2G1 WALKER INTERNATIONAL TRANSPORTATION on @ off O
o KLB KLEINSCHMIDT (RAILROADS) on Off
™ WHY THT Logistics HA on Off
1 @G) 123456759 FASTWORK LTD ABRC F1EES Penske Logistics Technology on® of O
O e® 123456789  FASTWORK LTD ABC ABC GROUP CANADA on O off ®
Save | Delete ‘ Active/lnactive

Status Icons Defined:

Z 2
77 @
%@ & . = Inactive status Er = Active status

3. Scroll to the Current Available section of the screen.
4. Search and select the carbon copy rule you wish to manage.

NOTE: Narrow your search results by filtering your search criteria. For example,
you may wish to view only Inactive codes by selecting “inactive” in the Status drop
box. Other options include viewing codes with status of “active”, or viewing both
statuses by selecting “all”.

13
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5. Perform one or more of the foIIowini:

a Enable the checkbox in the status column of the rule you
wish to inactivate.
Inactivatea b Click Active/Inactive button.

Rule ¢ Click Save. The screen refreshes, the Status icon changes
to Inactive, and a confirmation message is displayed at the
top of the screen.

a Enable the checkbox in the status column of the rule you
wish to activate.

Click Active/Inactive button.

c Click Save. The screen refreshes, the Status icon changes
to Active, and a confirmation message is displayed at the top
of the screen.

a Enable the checkbox of the rule you wish to delete.

Click Delete.

¢ Click OK in the box confirming that you wish to delete the
rule. The screen refreshes and a confirmation message is
displayed at the top of the screen. The rule is deleted and
removed from Carbon Copy.

a Enable the OFF radio button in the DESADV column of the
Turn off rule for which you wish to disable DESADV.
DESADV for a b Click Save. The screen refreshes and a confirmation
rule .
message is displayed at the top of the screen.
a Enable the ON radio button in the DESADV column of the
Turn on DESADV rule for which you wish to enable DESADV.

forarule b Click Save. The screen refreshes and a confirmation
message is displayed at the top of the screen.

Activate a Rule

Delete a Rule

RESULT

You have successfully managed inbound Carbon Copy rules.

14
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TOPIC REVIEW

Summary
You have just completed MODULE 2. You are now able to:

e Create Inbound Carbon Copy Rules
¢ Manage Inbound Carbon Copy Rules

This module has described the steps required to create and manage inbound

’ carbon copy rules.
The next module will cover managing outbound carbon copy rules.

15
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. MODULE 3: MANAGING

OUTBOUND CARBON CoOPY RULES

About this Module

The purpose of this module is to direct the General User through the functionality of
managing outbound carbon copy rules.

Module Objectives

At the end of this module, participants are able to:
e Create Outbound Carbon Copy Rules
¢ Manage Outbound Carbon Copy Rules

Adding New Outbound Carbon Copy Rules

General Users are able to create and add outbound carbon copy configurations based
on COM codes. Optionally, the administrator can filter carbon copies further by
specifying the:

= Ship To

=  Supplier Code
= DELFOR

= DEUIT

= INVRPT

= RECADV

Complete the following steps to add a new outbound Carbon Copy configuration:
1.  From the Administration menu, click GM Carbon Copy tab.

2.  Within the GM Carbon tab, click Outbound tab.

16
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Transactions : Trading Partners : Channels : Reports : Administration : Library GeneralMoturs—MGDE

Add New Carbon Copy Configuration

ship To supplier Code | * COM Code  DELFOR DELIIT INVRPT RECADY
| Select... Il I [on@ of O on@ of O on® off O on@® off O
Add
Muve Carbon Copy Code
ship To Supplier Code | * Current COM | * New COM
Select. | I Ll |

howe

I Current Available

Enter Search criteria

Status: Ship To: Supplier Code

Yiewing 1 - 10 of 2942 2345 .. 291 292 293 294 295 Next » Show results per page
Status (¥|ship To Ship To supplier Code Supplier Copy to Copy Mame DELFOR DELIIT INVRPT RECADY
O™ 14001 GM OF CAMADA OSHAWA CAR ASM 000014003 - RYH Ryder Canada on O off ® on@® of O on O off ® onQ off ®
[0 14001  GM OF CANADA OSHAWA CAR ASM 000014008 - RTH Ryder Canada on O off ® on@® off O on O of ® onO off @
O™ 14001  GM OF CAMADA OSHAWA CAR ASM 000014009 - RYH Ryder Canada on® off O on® of O on O off® onQ off ®
[ 14001  GM OF CANADA OSHAWA CAR ASM 000014014 - RYH Ryder Canada on @ off O on@® of O onQ off ® onQ off ®
O™ 14001  GM OF CANADA OSHAWA CAR ASM 000014024 - RTH Ryder Canada on QO off ® on @ of O onQ of® onQ of ®
O™ 14001 GM OF CANADA OSHAWA CAR ASM 000014030 - RYH Ryder Canada on® off O on® of QO on O off ® onQ off ®
O 14001  GM OF CANADA OSHAWA CAR ASM 000014070 - RTH Ryder Canada on® off O on @ of O on O off ® onQ off ®
O™ 14001 GM OF CANADA OSHAWA CAR ASM 000018024 - RYH Ryder Canada on® off O on @ of QO onQ off ® onQ off ®
[J 14001  GM OF CANADA OSHAWA CAR ASM 000016095 - RTH Ryder Canada on @ off O on @ off O on O of ® on O off @
O™ 14001 GM OF CAMADA OSHAWA CAR ASM 000018096 - RYH Ryder Canada on@® off O on @ of QO onQ off ® onQ off ®

Save Delzte Activelnactive |

3. Navigate to the Add New Carbon Copy Configuration section of the screen.
4.  Optionally, select the Ship To from the drop box.

5. Optionally, key in the Supplier Code in the open text box.

6. Optionally, key in the SCAC code in the open text box.

7. Key in the required COM code in the open text box.

8. By default, the DELFOR, DELJIT, INVRPT, and RECADV are turned on. Enable the

OFF button of any item to which you do not wish to apply this carbon copy rule.

9. Click Add.

RESULT

You have successfully added a new outbound Carbon Copy Configuration.
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Moving Outbound Carbon Copy Codes to other
COM Codes

General Users are able to move outbound carbon copy configurations to other COM
codes.

Complete the following steps to add a move outbound Carbon Copy configuration:

1.  From the Administration menu, click GM Carbon Copy tab.

2.  Within the GM Carbon tab, click Outbound tab.

Transactions : Trading Partners : Channels : Reports : Administration : Li EeneralMotors—MEDE

Inbound EIMGBIRLE Users

Aadd New Carbon Copy Configuration

Ship To Supplier Code * COM Code DELFOR DELIT INVRPT RECADW
| Selert.. |l I |on® offQ[an® of O |on@ off O on®@ off O
Add
o comoncopyose
ship To supplier Code | * Curvent COM | * New COM
[Saet. ) — —

e
Current Available

Enter Search criteria

Status: Ship To: Supplier Code

¥iewing 1 - 10 of 2942 2345 ... 291 292 202 294 295 MENL ¥ Show results per page
Status |viship To ship To supplier Code Supplier Copy to Copy Name DELFOR DELIIT INYRPT RECADY
o 14001  GM OF CANADA OSHAWA CAR ASM 000014003 - RYH Ryder Canada on O off @ on@® of O onQ of @ on O off &
(1 14001  GM OF CANADA OSHAWA CAR ASM 000014005 - RYH Ryder Canada on O off ® on® off O onQ of ® on O of ®
(1 14001  GM OF CANADA OSHAWA CAR ASM 000014009 - RYH Ryder Canada on ® off O on® off O onQ off ® on O of ®
F M 14001 GM OF CANADA OSHAWA CAR ASM 000014014 - RYH Ryder Canada on & of O on® off O on O of & on O off @
o 14001  GM OF CANADA OSHAWA CAR ASM 000014024 - RYH Ryder Canada on O off @ on@® of O onQ of @ on O off &
o 14001  GM OF CANADA OSHAWA CAR ASM 000014030 - RYH Ryder Canada on @ of O on@® of O onQ of® on O of @
(1 14001  GM OF CANADA OSHAWA CAR ASM 000014070 - RYH Ryder Canada on ® off O on® off O onQ off ® on O of ®
F M 14001 GM OF CANADA OSHAWA CAR ASM 000018024 - RYH Ryder Canada on & of O on® off O on O of & on O off @
[F] M 14001 GM OF CANADA OSHAWA CAR ASM 000018095 - RYH Ryder Canada on &) off O on ™ off O on O of & on (O off &
o 14001  GM OF CANADA OSHAWA CAR ASM 000018096 - RYH Ryder Canada on @ of O on@® of O onQ of® on O of @

Save ‘ Delete: ‘ Activeslnactive

3. Navigate to the Move Carbon Copy Code section of the screen.
4. Optionally, select the Ship To from the drop box.

5. Optionally, key in the Supplier Code in the open text box

6. Key in the required Current COM code in the open text box.

7. Key in the required New COM code in the open text box.

8. Click Move.

RESULT

You have successfully moved a new outbound Carbon Copy rule.
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Managing Outbound Carbon Copy Rules

General Users are able to manage outbound carbon copy rules to other COM codes.
This includes the ability to inactivate, activate, and delete existing rules.

Complete the following steps to manage existing inbound Carbon Copy rules:

1.  From the Administration menu, click GM Carbon Copy tab.

2.  Within the GM Carbon tab, click Outbound tab.

Transactions : Trading Partners : Channels ! Reports ! Administration : Library CuvisintE

Confirmation Message

Add New Carbon Copy Configuration

Ship To Supplier Code | * COM Code DELFOR DELIIT displayed'

|Se|ect VH | | |0n® off O lon® off Oon® of [on®  of O
Al

5hip To Supplier Code | * Current COM | * MNew COM

|Select o I Al |

Mo
Current Available

Enter Search criteria

Status: Ship To: Supplier Code

All | [ 48015 Search b

¥Yiewing 1 - 10 of 1640 2345 .. 160 161 162 163 164 NMERE » Show results per page

Status .Esr“" ship To ::::“E" Supplier COBY  Copy Name  DELFOR DELIIT INVRPT RECADY
TRUCK & BUS B & W

O asos SFEMEREET 000014008 - ROT  Cortage onQ off @ on® off © on O off @ on O off @
TRUCK & BUS B W

O™ 48015 BTN ET 000018024 - ROT  Cortags onQ off ® on® off O on O off ® on O off ®
TRUCK & BUS B f W

O™ 48015 TN GET 000018095 - RDZ  Corrane onO off ® on® off O on O off @ on O off @
TRUCK & BUS MFD PARMA METAL B W

O asois RS Ss DODDLBLTL  Spold RDZ e onQ off @ on® off O on O off @ on O off @
TRUCK & BUS MFD PARMA METAL B & W

OM 4so1s RS S il 000018171 ~poren ROT  Corrage on QO off ® on® off O on O off ® on O off @
TRUCK & BUS B W

O 4so1s RS srch 000018231 - RDZ  Cotraoe onQ off ® on® off O on QO off @ on O off @
TRUCK & BUS B & W

O aso1s  [RoEESDes 000019044 - RDZ  Covrage onO off @ on® off O on O off @ on O off @
TRUCK & BUS B & W

O asois  [Ro=E S Des 000019300 - ROT  Coriage onQ off® on® off © onQ off @ on O off @

O deous  TFoEeR DS 000019486 - BUH  GMSuppliers on O off @ on @ off O onC of @ on O off @
TRUCK & BUS B & W

O 4so1s  [Ro=E DS 000025500 RDZ  Coimge onQ off ® on® off © onQ off @ on O off @

Save Delete Activesnactive |
STATUS ICONS DEFINED:
@* o
= Inactive status = Active status
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3. Scroll to the Current Available section of the screen.

4. Search and select the carbon copy rule you wish to manage.

example, you may wish to view only Inactive codes by selecting
“inactive” in the Status drop box. Other options include viewing codes
with status of “active”, or viewing both statuses by selecting “all”.

5. Perform one or more of the foIIowini:

a Enable the checkbox in the status column of the rule you
wish to inactivate.

Inactivatea b Click Active/Inactive button.

Rule ¢ Click Save. The screen refreshes, the Status icon changes
to Inactive, and a confirmation message is displayed at the
top of the screen.

a Enable the checkbox in the status column of the rule you
wish to activate.

Click Active/Inactive button.

c Click Save. The screen refreshes, the Status icon changes
to Active, and a confirmation message is displayed at the top
of the screen.

a Enable the checkbox of the rule you wish to delete.

Click Delete.

¢ Click OK in the box confirming that you wish to delete the

rule. The screen refreshes and a confirmation message is

displayed at the top of the screen. The rule is deleted and
removed from Carbon Copy.

a Enable the OFF radio button in the column of the document
Turn off type of the rule for which you wish to disable.

document type b Click Save. The screen refreshes and a confirmation
for a rule .
message is displayed at the top of the screen.
c Enable the ON radio button in the column of the document
Turn on type of the rule for which you wish to enable.

CEE L d Click Save. The screen refreshes and a confirmation
for a rule o
message is displayed at the top of the screen.

@ NOTE: Narrow your search results by filtering your search criteria. For

Activate a Rule

Delete a Rule

RESULT

You have successfully managed outbound Carbon Copy rules.
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TOPIC REVIEW

Summary
You have just completed MODULE 3. You are now able to:

e Create Outbound Carbon Copy Rules
e Manage Outbound Carbon Copy Rules

[
This module has described the steps required to create and manage
outbound carbon copy rules.
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