Daily Amber Road procedure for clearing re-screen potential matches

Every day, Amber Road re-screens all partners, and there are “potential matches” generated from this re-screen. We need to have these reviewed and cleared
(or escalated) ASAP.

Log into Amber Road (make sure Org is set to “University of Pittsburgh” first)
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Review RPL Update query. If the number under the status column is anything other than 0 of O, click on the report.



Review each match as you would any Amber Road match and clear it if you can (obvious things like different name). If you can’t clear it, review the screening

history to determine the email of the person who originally entered the partner.
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Send that user an email asking them to review the match (include the PartnerID#) and clear it in the system). There is a step by step guide for clearing matches
that you can send to them if they need it.
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Continue this process until the report reads 0 of 0 in the status column.



TIPS
Consult the AR replacement spreadsheet (prior to sending the emails to users, as some personnel changes may have occurred.
Send the email from the TradeCompliance box, making sure to change the “From” line and removing your signature from the body of the email.
Suggested Subject line: Amber Road E20pen Potential Matches

Suggested wording of email body:
A partner entered by you has hit as a potential match upon re-screen. Would you kindly review and mark it in the system?
[Partner IDs here]

Thank you



