
 

 
 
 

 

 
 

 
 

 
 

 
 

 

 

 

  
 

 

  

Access Rejected Transactions Folder 


Overview 	 The Access Rejected Transaction Folder is where all receiving reports will 
flow if you created and they are rejected back. There are three options to 
choose from to take corrective action. 
 Resubmit 
 Change DoDAAC, or 
 Void. 
Under Resubmit you can change any information on the document, except 
contract number, shipment or shipment date. 

Procedure Follow the steps below to access and resubmit rejected documents. 

Step Action 
1 After Logon, click on the Government link at the top of the screen. 

2 Click the Rejected Transactions Folder link. 

2 Select a DoDAAC from the DoDAAC drop down menu. 

Important! The DoDAAC is a required field. Select appropriate 
DoDAAC from the drop down menu. 

All other fields in the Search screen are optional. Users can enter in as 
much or as little information as needed to narrow their search. 

Note: See “Searching for Active, Archived, or Contract Review” section 
for more information on using the search screen. 

Continued on next page 
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 Access Rejected Transactions Folder 

Procedure continued The steps below are continued from the previous page. 
Step Action 

3 Click the Submit button. 

4 There are three action options to choose from 
 Resubmit, 
 Change DoDAAC, or 
 Void. 
Review the reject reason to determine which action will need to be taken. 

 If Resubmitting a document, proceed to steps 5 - 8 
 If Changing DoDAAC on the document, see steps 9 - 14 
 If Voiding the document, see steps 15 – 17 

5 Identify the document to resubmit and click on the shipment number 
hyperlink in the Resubmit? column. 

Result: The Data Capture screen is displayed. 
6 Click on the tab(s) requiring correction. 

Enter or change information as necessary to satisfy the reason for 
rejection. 

Note: On a resubmit you can not change: 
 the contract number, 
 shipment number or  
 the shipment dates. 

Continued on next page 
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 Access Rejected Transactions Folder 

Procedure The steps below are continued from the previous page. 
(continued) 

Step Action 
7 Review the document by selecting the Preview Document tab. 

Attachments can be added on the Attachments Tab.  

Note: Re-submitted documents will have all attachments removed when 
recalled. Be sure to reattach the attachments. 

When you have finished reviewing the document click the Submit button. 
8 View verification screen. 

Continued on next page 
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Access Rejected Transactions Folder 

Procedure The steps below are continued from the previous page. 
(continued) 

Step Action 
9 Identify the document to Change DoDAAC and click Yes in the Change 

DoDAAC column 

Results: Change Routing Information screen appears 
10 Change or add routing information. 

11 Click the Next button. 

Result: Data Capture screen is displayed. 
12 Make any additional corrections if necessary on the tabs. 

Continued on next page 
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Access Rejected Transactions Folder 

Procedure The steps below are continued from the previous page. 
(continued) 

Step Action 
13 Review the document by selecting the Preview Document tab. 

Attachments can be added on the Attachments Tab.  

Note: Re-submitted documents will have all attachments removed when 
recalled. Be sure to reattach the attachments. 

When you have finished reviewing the document click the Submit button. 
14 View verification screen. 

17 Identify document to Void and click the V in the Void RR column. 

Continued on next page 
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 Access Rejected Transactions Folder 

Procedure The steps below are continued from the previous page. 
(continued) 

Step Action 
18 Read the warning message. 

Scroll to the bottom of the page and click the Void button to complete the 
void procedure. 

19 View verification screen. 

Result: The status of the document is now Void. 
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