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LOGIN & LOGOUT OF SCP-RR
To Login:

· Go to www.MyExostar.com.
· Click ‘Exostar’ Login button in top right corner.
· Enter User ID & Password, click Login.
· You are now in MAG (Managed Access Gateway).
· Click Open Application link for ‘Supply Chain Platform – Rolls-Royce’.
· You are now in SCP-RR.
To Logout:

Click the Exit link icon at top right of page. 

HOW TO GET HELP
For help while logged into SCP-RR, click the Help link in the top right corner of any page.
For live support, fill out an online support request:

· Go to www.MyExostar.com/online-support
· Fill in the form and click Submit
Or call Customer Service at 703-793-7800 (available Mon – Fri, 3:00AM to 9:00PM EST).
For assistance with registration, logging in or adding users, contact Exostar (above link or phone number).
LOCATE ORDERS IN SCP-RR
To Locate ‘New’ and ‘Updated’ Orders:

· On the left navigation, go to My Workspace.
· In the ‘Order Summary’ section (make sure ‘Purchase Orders’ is selected in drop down list), click on the number link for ‘New’ or ‘Updated’ orders.
· An ‘Order List’ page appears – each row is a PO schedule line.
To Locate a Specific Order or Set of Orders:

· On left navigation, go to Order Management ( Purchase Order ( Search.
· Enter search criteria (use * as a wildcard).
· Then click Search.
· An ‘Order List’ page appears – each row is a PO schedule line.
VIEW ORDER DETAILS
· From the Order List page, click on an Order Number link – to go to the Order Details page.
· Scroll up-down (top) and left-right (lines) to see data.
· Note:  Use emailed PO from CDS to see all data!

· If ‘Buyer Message’ (top) or ‘Buyer Notes’ (lines) says View – click on the ‘View’ link to see info from CDS.
RESPOND TO ORDERS
· From an Order List or Order Details page, select one or more PO schedule lines and click a yellow response button at the bottom of the page.

Response Options for Orders:

Accept – have reviewed request and can fulfill ‘as is’

Acknowledge with Exceptions – can fulfill but would like to request a change (i.e. Promise Date)

Reject – unable to fulfill the request

Add Promise – want to fulfill with multiple deliveries (see detailed training for steps to add promises)
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  If the ‘Accept’ button is missing – use the ‘Filter’ in the right middle of page to only show ‘New’ or ‘Updated’ lines, create response and then filter back to ‘All’ lines.

· Once all of the PO schedule lines for a PO have a response (Accept, Acknowledge with Exceptions, or Reject), the system sends the PO response to CDS.

PO CHANGE ORDERS

If PO schedule lines were changed, the status will be ‘Updated’ and ‘Change Order Sequence’ is populated or updated.  Go to My Workspace or the Orders Search page to locate updated orders.  
Track Changes:

· ‘Revision’, ‘Request Qty’,’Request Deliver Date’ and ‘Unit Price’ highlight in yellow when changed.

· View History - what changed, by who and when.

· Full Print – changes highlight with red asterisks.

· Note: Only the emailed copy of the PO from CDS contains ALL of the PO data!
Respond to Changes:

· Respond to POs the same way that you respond to ‘New’ orders.
LOCATE DELIVERY SCHEDULES
All new and updated delivery schedules have a status of ‘New’ in SCP-RR.  Once the supplier responds to the schedule, the status goes to ‘Sent’ (until the next CDS update, which takes the status back to ‘New’).
· On the left navigation, go to My Workspace.

· In the top right section (Supply Network Exceptions), scroll down to New/Updated Delivery Schedule.

· Click on the number link.

· A ‘Delivery Schedule List’ page appears – each row is a schedule line.

· Scroll left-right and up-down to view the schedule details, or click on an SA Number link to go to the details page for that schedule.

DOWNLOAD DELIVERY SCHEDULES

(For Own Use)
You can download a set of delivery schedules into an Excel spreadsheet.  The format can be modified and saved as a template (for example, to match what is needed for uploading to your own planning system).
To Download for Your Own Use:
· On the left navigation, go to Upload/Download ( Downloads ( Order Management ( Delivery Schedule.

· Enter search criteria, such as status of ‘New’ (notice that ‘Run Date’ defaults to the last seven days).

· Click Search to Download.

· Select Delivery Schedule Download & *click Next.
· In the ‘Inbox Status’ window, click on the Refresh icon in top right corner until Status is ‘Completed’.

· Then click on the File Name link. Open or Save.
Note:  If you download using the ‘Default Export’ format, then the Excel columns will match up to the Long Term Forecast format.  Or, you can modify the format (below).

To Modify the Format and Save as a Template:
· *Before you click ‘Next’ in Step 4 of the download process, use the drop down options under the ‘Download Settings’ column to select Create my setting…
· Select and move data fields and their order

· When finished, name template and click Save As 

· Then click Update

· Continue with the download steps

· To use the template, on future downloads, select the name from the ‘Download Settings’ list
RESPOND TO DELIVERY SCHEDULES
· From a Delivery Schedule List or Details page, select one or more schedule lines and click a yellow response button at the bottom of the page.

Response Options for Delivery Schedules:

Accept – if you are OK with the schedule as shown, select the line(s) and then just click Send.
Acknowledge with Exceptions – change the Promise Date and then click Send for that line. Use ‘Supplier Comments’ to provide details – up to 255 characters.
Add Promise – select the row and click Add Promises, then select the rows to add and enter your response.
DOWNLOAD DELIVERY SCHEDULES

(Respond & Upload Back Into SCP-RR)
You can download delivery schedules into Excel, create a response in the file, and then upload it into SCP-RR.

To Download for Response:
· On the left navigation, go to Upload/Download ( Downloads ( Order Management ( Delivery Schedule.

· Enter search criteria, such as status of ‘New’ (notice that ‘Run Date’ defaults to the last seven days).

· Click Search to Download.

· Select Delivery Schedule Supplier Response Download & click Next.

· In the ‘Inbox Status’ window, click on the Refresh icon in top right corner until Status is ‘Completed’.

· Then click on the File Name link.  Select to ‘Open’ or ‘Save’ the file.

Respond in Excel:
· Review the schedule and if necessary, enter schedule changes and comments in Rows H – K of the spreadsheet.   

· ‘Reason Code’ is required if you enter a date/quantity change, select a letter and the code will populate.
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  Do not remove rows 1-13.  Do not rearrange columns.  Use YYYY-MM-DD as the date format.  Save as ‘.xls’ format (not ‘.xlsx’).
Upload the Excel File Back into SCP-RR:
· Go to Upload/Download ( Uploads ( Order Management ( Delivery Schedule
· Click Browse and locate your file, then click Next
· Click the ‘Refresh’ icon until the Status is ‘Completed’ (Click on red exclamation to see errors.)

DOWNLOAD LONG TERM FORECASTS
CDS will typically publish 12 monthly ‘buckets’ of requirements, plus all future known requirements combined into a final bucket.
Long term forecasts in SCP-RR are ‘view-only’.  To discuss, contact CDS outside of SCP-RR.

To Download Long Term Forecasts:

· On the left navigation, go to Upload/Download ( Downloads ( Supply Planning ( Long Term FC.
· Select Long Term FC Download – Delivery Schedule Format.
· Then click Next.
· The ‘Start Date’ and ‘End Date’ range defaults to four years, but it will still only contain the data as posted from CDS.  You can just leave the default.

· Select Long Term Forecast, and then hold down the ‘Ctrl’ key and also select Previous Long Term Forecast if you also want the previous values to download.

· Click Next.

· Enter search criteria for the schedules to download – you can just leave your criteria as the ‘Run Date’ of the last seven days (default).

· When finished, click Search.

· In the ‘Job List’ window, click the Refresh icon in the top right corner until the Status is ‘Completed’.

· Then click on the File Name link.

· Choose to ‘Open’ or ‘Save’ the file.

To Combine Long Term Forecasts and Delivery Schedules into One Spreadsheet:

· Follow the download instructions above for Long Term Forecasts.  

· For the Delivery Schedules, follow the download instruction on page 2 (For Own Use) and be sure to select the ‘Default Export’.  

· The columns should match up so that you can cut and paste the rows into one spreadsheet.  

Note:  Some of the Long Term Forecast columns will be empty because the data is not available until the planning horizon is closer and it becomes part of a delivery schedule.  

To view Long Term Forecasts online in SCP-RR, see detailed training or help files.
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