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1. Introduction: This process documents the daily processes for working the vendor 

backhaul screen. 

 

2. Context: 

• What’s new:  

o Similar process, but the new ERP screens do not allow vendors to 

add records. Everything on these screens originates from NONGE 

subinventory bucket in EBS.  

• When:  

o Work the screen daily; create BOLs as soon as possible to keep 

product moving out of the building. 

o Add NONGE units that do not appear on the screen as an overage to 

the next inbound load from that vendor 

• Who to contact if there is an issue:  

o Input an Agent Communication Tool case under case type New NON-

GEA PBH 2020 

3. Process:   

Step 1:  Login to GEA Delivers and click the Non GEA backhaul 2 link in the 

daily operations column. 
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Step 2:  When the screen loads, there will be 7 tabs to choose from. Here is 

what each tab means: 

 

 
 

• Vendor View – List of all items currently in the vendor queue waiting for their 

response. 

• Pending Review – List of items waiting for a reply from agent to a vendor’s 

inquiry. 

• Approved Review – List of items vendor has approved for return and 

provided an RA#.  When material has been located and prepared to place on 

a BOL, move to Pending BOL screen where items are staged and 

accumulated prior to placing on BOL. 

• Pending BOL – List of items that have been prepared for shipping and can 

now be added to a BOL. 

• BOL Summary – List of BOL’s generated and waiting to be picked up by the 

vendor. 

• Rejected Review – List of items the vendor has denied a return. 

• History – List of all records in the new PBH.  Items can be searched and 

filtered for easier review.  

 

Step 3:  For daily work, click the Pending Review tab. This tab captures units 

that the vendors have questions about. After the page loads, click the blue 

folder icon to the far right to review the notes.  
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Step 4:  A popup will appear that shows order information, a text field for the 

agent to add notes, and the history of comments from the Vendor. Review 

vendor notes and respond by typing clear, concise response in the text field. 

Click ADD to submit your comment. Click the CLOSE button when finished. 

 

 
  

Step 5:  Use the Add link in the last column titled ATTACHMENT to upload any 

supporting documentation. A popup appears – click the Choose Files button 

to select a file; click UPLOAD when ready to attach. Click Close to exit.  

 

 
 

NOTE: All attachments are tracked by type, user, name, date, and file for 

ease of research. 
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Step 6:  If the vendor states that the MS/Tracking # is incorrect, click the 

hyperlinked Tracking # for the unit in question.  

 

 
 

Step 7:  When the popup appears, click the Update Tracking Number link. 

 

 
 

Step 8:  If the system can find a valid tracking # it believes is correct, it will alert 

you with a popup. If correct, click OK and the system will update for you.  

 

 
 

Step 9:  After the system displays a success message, click Pending Review 

tab at the top again to refresh the page and see the updated tracking #. 

Step 10:  If the tracking # suggested is incorrect, click Cancel and enter an ACT 

case with type of New NON-GEA PBH 2020. 
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Step 11:  When finished adding notes, attachments, or updating tracking #s, click 

the dropdown in the first column titled BACKHAUL STATUS. “Send to Vendor” 

will put it back in their queue to review and respond; request to delete will send it 

to them to approve the deletion. 

 

 
 

Step 12:  When you have finished responding and updating the Backhaul Status, 

scroll to the bottom of the page and click the PROCESS RECORD button. 

 
 

Step 13:  Next, click the Approved Review tab at the top of the screen. This 

screen should be reviewed daily. Use it to prepare and stage units for return to 

the vendor. Records over 10 days are highlighted in yellow. 

 
NOTE: To reduce the list, type into the SHOW ONLY ROWS CONTAINING 

field. 

Step 14:  As you corner-post and shrinkwrap the units for return, remove them from 

this screen by clicking the dropdown under the BACKHAUL STATUS column 

and choosing BOL Ready; if record needs to be removed, click Request to 

Delete and attach supporting documentation to justify deletion. 
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Step 15:  Any records marked BOL Ready will be moved to the Pending BOL tab. 

Click the tab to generate a BOL and request a date for pick up.  

 

 
 

Step 16:  For ease of use, there is a Select All checkbox next to the first column. 

Click the checkbox and it will auto-populate the backhaul status column with 

Create BOL. 

 

 
 

Step 17:  Next, scroll to the bottom of the page and click into the Requested 

Pickup Date: field. A calendar will popup with available dates. Make your 

selection.  

 

 
 

Step 18:  After selecting the date, click the PROCESS RECORD button to create 

the BOL.  
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Step 19:  This will move these units to the BOL Summary tab. When the carrier 

arrives for pickup, return to this tab to generate the PDF of the BOL by clicking 

the hyperlink in the BOL Number column.  

 

 
NOTE: If there is an issue with the document, you can click CREATE NEW BOL 

PDF button to generate a new copy. 

 

Step 20:  This will take you to a new screen The screen will display a popup to 

inform you that all lines default to Picked Up by Vendor and any units that were 

not picked up will need to be changed to ADD to New BOL. Click OK to dismiss 

the popup.  

 

 
 

Step 21:  Use the dropdowns to select Add to New Bol for any lines that did not 

make in on the truck. This will send the units back to Approved Review tab. 
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Step 22:  Click PROCESS RECORD to remove these units from the BOL. Make 

sure to do this before proceeding to the next step.  

 

 
 

Step 23:  Once all models that were not picked up have been removed, click the 

ENTER PICKUP DATE: field. A calendar will popup; make your selection. Click 

BACK if not ready yet. CRITICAL: All BOLs MUST have a pickup date entered. 

 

 
 

Step 24:  After selecting the date, click the PROCESS RECORD button. This will 

close records on this BOL that were successfully picked up and removed from 

your inventory.  

 

 
 

NOTE: This step is critical because the unit will remain in your inventory until it is 

reported as picked up. Completing this step initiates an inventory transaction in 

the core system that shows as Return to Vendor, which can be viewed on the 

Serial Number function in EBS. 
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Step 25:  Click the Rejected Review tab to respond to units the vendor has 

rejected for return. Similar to the Pending Review tab, there is a text field to 

enter notes and an option to attach documentation or photos.  

 

 
 

Step 26:  After responding to the notes, attach any photos of the unit, signed 

PODs, or any other relevant documentation that will support your efforts to 

return the unit. Click Choose Files, then Upload. Close to exit. 

 

 
 

NOTE: Provide as much information as you can provide to support your 

case. Key items to attach are PODs, scan list from the inbound screen (if 

damaged at inbound, and any photo captures of the units. 
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Step 27:  Click the dropdown in the first column under BACKHAUL STATUS. There 

are four options to choose from. 

 

 
 

• Send to Vendor: If this is a valid unit for return and you want the vendor 

to review again.  

• Delete Record: if there is no unit to be returned or there is not sufficient 

reason vendor should accept a return 

• Returned to Store: if unit was returned to Home Depot 

• Unit Scrapped: if all efforts to return the unit have failed and there is no 

further recourse, use this option to report the unit as scrapped 

 

Step 28:  Click the History tab at the top right to review historical data.  

 

 
 

Step 29:  If you need to review one specific unit, enter data in the relevant search 

field, then click Search.  
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Step 30:  When results return, or if the unit in question was recent enough to be 

available on the screen, click the notes icon or attachment link to review 

previous information. 

 

 
 

Step 31:  Click the hyperlink in the Tracking # column to review the unit tracking; 

you are also able to use this to update a tracking number, but this should not be 

needed from this screen.  

 

 
 

Working all tabs daily will keep product flowing out of your warehouse and 

keep your building running smoothly. 

 

 

 

End of process. 

 

 


