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Creating and Committing a Batch

1 Navigate to the Action Target Enterprise Portal.
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2 Click the "Supply Chain" menu located at the top of the portal.

3 Click on the "Shop Tracker" option in the drop down menu.
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4 Click on the "Setup" tab near the top of the tool.

5 Scroll down to see the bottom two lists.
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6 Click the "New" button to create a new batch.

7 Fill out the pop-up window with the required information.
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8 Click the "Submit" button.

9 The job has now been created. Select your new batch from the list.
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NOTE: A batch cannot be committed to be worked on, if it does not have any jobs
tied to it. In the following steps you will add a job to the batch. More detail
regarding the mechanisms of how to add jobs to a batch can be found in other
SOPs in the Web App User Guide.

10 Click the "Edit Jobs" button to add jobs to a batch.
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11 Select your desired operation you would like to add to the batch.

12 Click the "Add" button.
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Your page will refresh. Make sure that the operation was added successfully by
ensuring that it shows up in the "Jobs in Batch" list on the right side of the screen.

13 Click the "Commit" button.
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14 Confirm that you would like to commit the batch by pressing the "Submit" button
in the pop-up window.


