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Client Hold Management Overview

Placing a Hold in Order Management

1. Use the Search field to enter in the VIN number needing a hold or use the available filters
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2. Select the order by clicking anywhere on the row
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3. From within the record go to Step 3 Notes and proceed to the bottom section titled Hold Details
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4. Toggle the On Hold option to green
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5. Select the Hold Reason from the dropdown menu
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6. Select the Hold Release Date (expiration date) from the calendar pop up
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7. Once all Hold information is filled out, proceed to Step 4 Vehicle Specs and select the ‘Save’
button when it turns red
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Removing a Hold Prior to Release Date in Order Management

1. Use the Search field to enter in the VIN number needing a hold or use the available filters
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2. Select the order by clicking anywhere on the row
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3. From within the record go to Step 3 Notes and proceed to the bottom section titled Hold Details
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4. Toggle the On Hold option to gray
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5. Proceed to Step 4 Vehicle Specs and select the ‘Save’ button when it turns red
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Searching for Vehicles On Hold MyLogisticsHub

1. Go to Your Homepage within the MylLogistics Hub
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2. The number of vehicles on hold will be displayed in the ‘Orders On Hold’ metrics box
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3. To view details of the vehicles, click anywhere within the ‘Orders On Hold’ metrics box

Click here to follow link

Orders On Hold

VIEW ORDERS ON HOLD

4. The details of the orders on hold will be displayed in the ‘Vehicles On Hold’ page in the
Vehicle List section.
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Searching for Vehicles On Hold within Order Management

1. From within the Orders tab, unselect the ‘Active Orders’ option from the Status field
dropdown
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2. Select the ‘On Hold’ option from within the Status field dropdown
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3. This should isolate only orders on hold within the Order Management system. To check that
you can hover over the question mark tool tip to see the statuses included in the search
results.
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4. From the search results page Hold Reasons and Hold Release Dates can be viewed.
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