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How to Release a Purchase Order
1. Log onto https://partners.aafes.com
2. Enter Username and Password
3. Click on Transportation Managements System Link
4. Click on Search for PO

& | Army Air Force Exchange Service TMS System - Microsoft Internet Explorer provided by AAFES IE & SP1 Build 1.2

File Edit Wiew Favorites Tools Help 1';'
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< =2 \ﬂ @ _lj p Search . Favortes {3 [\’ S 5 _J ﬂ &
Address |@ https:fitms,aafes com/scriptsfwebObjects.dllfShipperyiew, woa/walexternallogin?externalld=aafes v| (=) Links
Google [Cl+ v goo g B - OF ockmarksw S check oy - |sb serd o () Settings=

FAFES. == = SsearchforPurchase Orders

Search for purchase nurmbers matching the specified criteria:
Save ) Cancel ) " ? "
PO Hurnbaer: ‘ Find purchase orders where the PO starts with the specified text
or

AddressKeeper To speciy o ikt enter each PO separated by o comma fle. 11111, 22222, 33333,

Purchase Order
irect Defivery Dote Betaaen [rmdctyy ):
Search for BO " ! vl
=5 ond FE|  Eater both dates Range cannot be more than 31 dar
Opt. 2 cpen ‘ | £ | | B8 < "
. Closed

Shipments
Search
Unrouted Go ) Reset )
Routed
Enroute
Deliverad <= 7

Find purehase orders where the PO matches one of o it of perchase order nembers.

Lotst ctivity stortus: B

<
@ é \Q Local intranet

ws Media Player DY Document2 - Microsaf

5. Enter PO and Select Go
Option 2

1. Click on OPEN (this will give you all Purchase orders that are in TMS)

2. Organize screen by Contractor Ship Date (this date is the date that the PO must ship
by; this will put the PO’s in order from oldest to newest)
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https://partners.aafes.com/
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eBack T 4 \ﬂ @ _h /_\’ Search \it(Favuntes e}

Address |Qj https:{ftms. aafes, comfscriptsfebobiects. difShipperview woa)wafexternalloginfexternalld=aafes
Google (G- vied D B+ €% tockmarksw P check v 4y - |wb Sendbow () Settings=

Go  Links *

MF-== apout | Refred
[ —F X—— Ll
Othase orders - 40 Purchase Orders{s) \/gage: 1of 4 Q & Per Page:
_Save ) Cancel ) PONMmETE: e LR G Dot ey Dt o ity S
0007716240 SE006800  AAFES PUERTO RICO DC 0%/27/07 10/20/07  AMERICAH CANYOM Pending
0007722813 SE006200  JAPAM CENTER DEPOT 09/ 2807 11/09/07  AMERICAN CANYOM Pending
0007722814 55006200 KOREA CHTRL RETL WHSE 10/01/07 11/12/07  AMERICAM CAMNYOM Pending
Addresskesper 0007724122 55006200 GIESSEN DC 10/01/07 11/07/07  AMERICAM CAMYOM Pending
Purchase Orders 0007773740 56006800  AAFES PUERTO RICC DG 10/04/07 10/27/07  AMERICAN CANYON Pending
Search for PO 0008474169 23258510 ©KI BUTLER SHOPPETTE 01431708 02/28/08  MODESTO Pending
4 2pen SE006800  JARAN CENTER DEPOT 01/22/08 03/04/08  AMERICAM CAMYOM Spen
Closed 0008655715 23258510 WACO AAFES 03/03/08 03/05/08  MODESTO Open
Shipments 0008672820 23258510 DDDC AAFES 03/04/08 0310/08 MODESTO open
Sesrch 0002835894 23258510 DDDC ASFES 03/04/08 03/10/08 MODESTO open
Unrouted
Eouted Open purchase orders - 40 Purchase Orders(s) Page: 1 of 4 Q & Per Page: 10
Enroute
Delivered <=7 Elsfiesh
Lasst ctivity stortus: E|
L | >
@ Shorteut to 14,11,34 0 {secure Web site) é 5@ Local intranet

6. Click on PO number (it will be underlined like a hyperlink)
7. Enter ship from location
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A. If you have already set up ship from location simply enter Short name and click
rolodex.

2 Army #ir Force Exchange Service TMS System - Microsoft Internet Explorer provided by AAFES IE 6 SP1 Build 1.2
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Google (G~ v|Goo @ B~ €% bookmarksw | P Check w - | s Send tov () settings =

L r A |
m - about Refresh | Close
' =-A_ Logaut

Release Purchase Order
Save ) Cancel )
PO Hurnber: 0005150417 Vendor Humber: S0546017  wilstarnp: 72279RCT Status: pending

FOB Tenms: Collect Contract Ship Fromn City WIMFIELD Impottant message reqarding contracted ship from location
Menu

Addresskeeper Ship Fom @ ﬂ ek For. WACO AAFES
L ] AnFES WAGO D0

Purchase Orders 1201 EXCHANGE PARKIWAY
Search for PO WACO, TR 7E71Z  US
open Frst Avarlokale Ship Dote I:I [E] fmmady)
Closed Buryer AAFES
thost Ship by Confroctor Ship Dote: 10/26/06 i)
) Contact: ¥1 MU 54
. PO Search Results Reacpuired Delivery Dot 11/06/06 fmmiddlyr) Daytirne Phone: (214) 312-3248
Shipments Specicl Instrustions Preview
Search
Unrouted 4910.70
Routsd /A
Enroute
Delivere d <=7
Release by Line Hern: & ves O Ho
Line ttems Select Al = Deselect Al
Lotst cistivity status: E| Cone

*t=

UPC # Hoezrnort Deschiption Coses Pack Qty Total Wt e Oty Oty Stoitus
& GLLM ACTN FER
[J1  orstsaravosz [ 2 %o %00s. g4 4 25.36 551 256 |1623.04 | 352.64 256 0 Pending
[z 079154117797 [[] ACTIOM PACKER 24 GAL 89 4 36,94 3.3 356 |328?_EE ”293.? ”356 | 0 Pending

D Events

@ Done =] ‘E} Local intranet

4 start Z B & 7 | [B9Mcoscft Office 0... » 77 9 Internet Explorer

B. If you do not have an address set up follow these steps.
I. Click on Roledex
Il. Click Add
I11. Enter Short name first (something short to ID company name)
IV. Enter Full company name
V. Enter Street Address
VI. Enter City
VII. Enter State (use 2 character abbreviation)
VIII. Enter Zip Code
IX. Enter Country (use 2 character abbreviation)
X. Enter POC (name and phone)
X1. Enter Email
XI1.  Check notify by email (this is how you will receive routing
instructions)
XI1I1. Do not check fax, it does not work

XIV. Click ADD A) your address should now populate
XV. Click From in the address keeper filters
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File Edit View Favorites Tools Help
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Address ‘@ https: [ftms. asfes. comfscriptswebObjects. dilfShipperifiew. woafwajexternalLogin?externalld=aafes V| [£1) Links >
GDLngq - v o) Ef - O Bookmarksw  “Pheck v 4 = 1| AutcFil [ep Send tov () Settings
el Aclcirass Details Contact Infonnotion
. Logout
Short chme:| | Contoct chme:| { Y
4
sm ) ncel ) Address mmport Key: Phone: | \
Corngcny: After Hours:
Menu |:> | | | |
AddressKeeper LUCU"‘:"" | &”EVQE"DY-| |
Purchase Orders Aciciness:
Search for PO
Cpen
e L]
Country Ared Nember

PO Search Results

o | ] <:
Shipments St Fron: fUse two-character Motify oy Emmeil: []
Search previation]

Unrouted Postol Code: Lo iy Miotify by Fois:
Routed ostal Code: auntry: iy by Fon:

Enroute
Delivered == 7

Aclclrass Kaaper Fitars
Frarm: [ T O eill: [ wotify: [ ne O
Last cistiity status: (5]
Note: This addness wil be added bo Sddreseaper and retvmed as the selected address,
Qk )

@ Done =] g Local intranet
f = F 3
" . cernet Xplore edi

| T Documentz - Micrasaf... &) 8:06AM

8. Enter FIRST AVAILABLE SHIP DATE — MUST GIVE AAFES 72 HR NOTICE

(this date should be within 3 days (prior or after) the MUST SHIP BY CONTRACTOR
SHIP DATE)

First Available Ship Date: J (mmddyy)
o

Must Ship by Contractor Ship Date: 10/26/06 (mm/dd/yy)
Required Delivery Date: 11/06/06 (mm/dd/yy)

9. Select Lines to be released (if releasing multiple line items or weight and cube is
incorrect see Releasing order by total weight, cube and quantity)

10. Enter correct quantity, weight and cube for each line (if incorrect) or see
Instructions on how to release by total weight, cube and quantity. **TMS does not allow
you to release more than PO was written for
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Google |[Cl+ v oo B v % bookmarksy S Check v 4 v [a Send taw (D) settingsw

M--=_ Aot Refresh | Close
l- . w— | Logout
Release Purchase Order

Save Cancel
Save ) Cancel) PO Hurnber  OOOSLS0417  Vendor Homber 50546017 Adistormp 7292980T Startus Fending Status

FOb Temwns Collect Contract Ship Frorn City: WINFIELD Important message regarding contracted ship fror lacation
Menu

AddressKeeper ship Frorn: @ ﬂ Iaci For WACD AAFES
L ] asfes Waco pe

Purchase Orders 1801 EXCHANGE PARKWAY
Search for PO WACO, TH FE712  US
4 Cesn Frst #wrmilable Ship Dote I:l ] fmmddyy)
Closed Buyer RAFES
Llosed LSt Ship kry Cortroctor Ship Dete: 10/26/06 i)
, ) ’ . Contact: Y1 MU G4
Shipments Recjuired Delivery Dote: 11/06/06 oy aafpy) Daytirme Phone: (214) 212-3248
Search
Unrouted ) A
Fouted Spesial Instuctions:
Enroute Ordered: 4910,70 546,34 612
Delivered == 7 Released: [y iy 0
Relecis by line e ) vas O Mo =1
Lerst crctivity stortus: E|
Line Hems Select Al = Desslect Al .

Cose
= UFC# Hemrmert Description Coses Pock [N aty Tatal Wt ofal Cul aty AN stortu
u Cube
@ GLLN ACTH PR .
|::> (1 ersisenazosz [ 5 5515004, 64 4 2536 551 256 |1623.04 ||35264 256 0 Pending Status
[z o7s1s4117797 [[| ACTION PACKER 24 GAL 89 4 36,94 3.3 356 |328?_66 "293.? HSEE ‘ 0 Pending
D Events
< | =
&) Dane 2 & Local intranet

(I — o " - 3 F
a’," start = & 11 Microsoft Office ... = | #7 9 Inkernet arer | Windows Media Player 4 Releasing a PO in TM... '(_,-‘ 9:19 AM

11. Click Save

12. Now your status (top right hand corner) will show either
A. Pending — No line has been released
B. Open — At least one line has been released
C. Released — Entire PO has been released

13. Routing instructions should be sent to you 48-96 hrs prior to your FIRST
AVAILABLE SHIP DATE (if no routing intructions are sent to your email, see
instructions on how to find your routing)

When to call buyer for an amendment
A. TMS will not allow you to enter first available ship date.
I Ask buyer for amendment to extend Contractor Ship date and
Required Delivery Date (RDD)
. Amendments cannot be done on an OPEN PO
B. You are trying to release more than the PO is written for
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Release By Total Weight, Cube and Quantity
1. Release by line item — Select
NO

Army Air Force Exchange Service TMS System - Microsoft Internet Explorer provided by AAFES IE 6 SP1 Build 1.2

File Edit View Favorites Tools  Help ':.'
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Address |@ https:f tms, aafes, comfscriptswebObjects, dilfShipperview, woawalexternallogin?externalld=aafes V| Go Links **

GDCngC G v Go o 5D E + % Bookmarksw ",‘?Check v iy - '__ B Send tow @Settingsv

MF-== Apout Refresh | Close 2
e W Logout

Release Purchase Order

PO Murnber:  O0092BE591  endor Hurnber: 2E983505  pdilstorng: FLZZIRCT Status: Pending

FOB Terns: Collect Controct Ship Frorn City: DALLAS Irnportant message regarding contracted ship from location
Addresskesper Ship From: @ ﬂ Pk Far: WACO AAFES

] AAFEs Waco D
Purchase Orders 1801 EXCHANGE PARKWAY
Search for PO WACO, TH FETLZ  US
. Coen Frst Avrciilckole Ship Dote: l:l [a| (mmadyy)
Closed Buryer: AAFES
=lased féust Ship by Contractor Ship Dote: 03/ 30/08 fmmiddiyy)
) ) Contact: MCKINLEY RANDY 5

PO Search Results Rcuirsd Dalivary Dote: D4f0s/08 frmidiyy) Daytirme Phone: (214) 312-3251

Shipments Speciol Instroctions: Preview
Search
Unrouted 15206.00
Routed Release i A i A 0
Enroute

Delivered <= 7

Releoss By Lne tarm: @ ez O Mo

Line ltems Select All = Desslect All
Letst cctivity stotus: @ Coiza
G UPC# Hoimrnot Description Cozes Pock Gty Total Wt =) Aty ty Stotus
01 o94zzs000456 [ EggRFRAME TWIN METAL ¢ o5 42000 8.88 150 0 Pending
[z os4zzs000463 [ m’f‘rﬂf BED FULL SIZE 4 25 750.0 1,71 100 |SDDD_D "8.84 "1 oo | 0 Pending
BED FRAME QUEEN | " " | )
[J= os4zzsoooavo [ pora"Sei 4 25 11250 1,71 100 [46000 6.84 100 0 Pending
[+ o%4zzs000487 [ ?ﬁ?RFRAME KInG 3 25 1150.0 1,69 75 |34SD.D "5.0? "?5 | 0 Pending
1004 HD/FTED | " " | )
[0s o943zs00s438 [ TWIRULL WiL... 2 28 280 007 56 |(BED 0.14 56 0 Pending
< | 2 v
&] Dane 2 & Local intranet
—————
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Release Purchase Order

Save
—h PO Humber 0009600833 Vendor Homber 23258510 wilstamp 518298CT Status Pending —

FOR Temns: Collact Contract Ship From City: MODESTO Important message regarding contracted ship from location
Menu

AddressKeeper Shig Frown @ ﬂ ik For WACD AAFES
1 asfes Waco pe

Purchase Orders 1801 EXCHANGE PARKWAY
Sesrch for PO WACO, TH FE712  US

. Cpsn Frst fvciloble Ship Date I:l 3] fmmadyy)
Closed Buyer: RAFES
Lozed Aust Ship by Controctor Ship Date: 05/13/08 [mmidalyy)

i ; Contact; FERRERIS DEBCRAH
- SthDITIEntS Recuired Delvary Dote 05/24/08 iy ivy) Eraili kubikk@aafes.com
£orc Daytirne Phone: (214) 312-6583

Unrouted
Eouted Special Instructions: Previsw Totals
Enroute Wi !
Delivered = 7 ‘ L TEERT 3

(s sttty shefivs: Bl Relecse by Une ttern: (O res @ no

Purchase Order Release:

A A A

Desotiption |
Line Items Seloct Al = Dasslect Al
Coise
= UPC # Hoznert Desctiption Coras Pack ! by
[ 085000004265 E8) BRANDY S0PF 375ML E2J BRANDY BOPF Z... 24 24 457 1.7 576
= BE 1= 085000004153 ES) BRANDY S0PF 1,751 ERJ BRANDY BOPF 1... 64 & 415 16 34
&) Dane 2y % Lacal mtranet

729 1nk

2. A drop down will appear and you will fill in the prompts

3. Enter a brief description (do not have to)

4. Enter correct weight, cube and quantity for entire order

5. Put a check in the Hazmat box, if merchandise is Hazmat

6. You MUST also check at least one line item, so check box 1
7. Click Save
8. When screen is refreshed, status will show OPEN
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How To Find Routing
1. Loginto TMS
2. Click on Search

& | Army Air Force Exchange Service TMS System - Microsoft Internet Explorer provided by AAFES IE & SP1 Build 1.2

File Edit Wiew Favorites Tools Help

eBack < \_) @ @ h pSearch \;E(Favor\tes @ D’:<v :'\..' = _J ﬂ “3

Address |@ https:fitms,aafes com/scriptsfwebObjects.dllfShipperyiew, woa/walexternallogin?externalld=aafes v| (=) Links
Google [Cl+ v |G G2 - UF Sockmarksw | S check v o - Y |sb serd o () Settings= wmq
LT F 4 ey . ~
MI' = oo S€arch for Shipments =
Search for shiprments within the selected list: Match Criteria:
Save ) Cancel ) )
(& Unrouted () Routed (3) Starks With
() Enraute () Delivered <=7 () Exact Match
Menu () Al shipments
AddressKeeper
Purchase Orders z\nl::I:h)\ch rnatch the following criteria: (Mote: Leave blank to accept any value, but you must specify at least one of the following search
Search for PO :
Open Shiprment identier: || -
Zlosed
R {Findt shipments whers any of the identfiens matoh the sntered texk OR where any of the identifiers matoh one or
ship more of a lst of valies. To specily a lst, enter each identifier separated by @ comme fie. 11111, 22222, 35333 The
saarch lstotidentiien feature operates as an sxact mateh regardless of the exact matoh fsbarts with crtariz ).
4 Search
Unrouted cnel
Routed Eruiprment l:l [Find shipments where the Trailer Number stats with the entered fext )
Enroute
Delivered <= 7 aindl
Requested Pickup Star Dote
. " ‘ | G ‘ “El [Eater both dertes.)
betweean
(rrmcdsdyy )
Lotst ctivity stortus: B and
3 ted Delivery End Do
Srussied Beery - E‘ |E| and ‘ | ] {Enter both dates.)
betwean:
[rrncichyy ]
cncl
Shito Frorm l:l (Eind shioments where the Company Name, Address Short Name, City, Srate or Ip
Code of the Ship From addrass starks with Hhe entered tewt |
el
Ship Ta: l:l (Eind shioments where the Company Name, Address Short Name, City, Srate or Ip =
Code of the Ship To address starts with e sntered taxt )
el
Shipprnant Line Itern identifier: l:l [Find shipments where the PO#, Commodiy [ em Nember or Dessdiption, on any of
< | & the line items, starts with the entered tewt) ™

@ Done é g Local intranet
(P ——— -

3. Select All Shipments

4. Type your PO in the Shipment Identifier (you can type up to 3, separated by
commas)

5. Press Enter

6. If this does not pull up your PO, give us a call and we can assist.

Contact zzlgtms@aafes.com
Denise Montes @ 214-312-3122
Brian Cambra @ 214-312-2939
Heidi Thedford @ 214-312-4095

Ken Caro @ 214-312-2904
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