Commerce Network Tutorial

Using the Commerce Network
Purchase Management
Purchase Management consists of three parts:
1) View Supplier Catalogue / Create Order

2) View Shopping Cart
3) View Order Status
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View Supplier Catalogue / Create Order will provide a vendor with a listing of the supplier
catalogues they have access to. From there the vendor can access a catalogue, shop for items
and submit orders.
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Supplier Catalogue List

Select the Catalogue button at the right hand side of the screen to access the products available
from the supplier. In the catalogue the buyer can search for items by catalogue and product
number, or by keyword.

= 89 | @ = Ey-
Back Foryard Stop  Refiesh  Home | Search Favortes  History Mail Real.com
Address |@ hitp:/testsite. prime-vendor, com/eme/pages/vendors/ ~| @6o | Lirks
Client Number AAA-Prime Vendor Test9 EDI Test
439826 AK
HOME Catalog Details =
Genersl Catalogue Catalog Ho CATOOM
Sales
Administration
Agency
Contracts
Federal Search by: |List All Products On Cnn(ramsj | :)
Markets
Account Enter the number of urits to be ordered inthe quanity box. Press
Management Procucts Listed On Catalog That May Be Crdered Online the "Add tems To Cart” button at the bottom of this screen. Your
selection wil ke addzd
Product Cisco Catalyst 2950C 24-port Switch Line # 001
Description The Catalyst 2350 switch supports performance hoosting features such as Fast Cat.# Can147
LOG OFF EtherChannel® and Gigabit EtherChannel technology, offering up to 4Ghps of high- o
performance bandwidth between Catalyst switches, routers, and servers. Price §1,799.98
Package EA b
Vendor AAAPrime Vendor Testd EDI Test Quartity [1
Product Compagq ProLiant ML750 rack-mount server Line # oot
Description The ProLiant MLTSD, with the Irtel Pentium Il Xeon 700MHz processors, provides Ccat. 82217
capacity for 21 intermal 1" Wide Utra2/3 SCS1 drives acoessible through redundant -
array controllers Price $25,799.97
Package EA
Vendor AAA-Prime Vendor Testd EDI Test Quartiy [0
Product HP LaserJet 8150 Line # ool
Description The LaserJet 8150 series employs versatil paper handing sccessories inluds high- — ca¢ 451
capacity input # output and finishing options for high-valume, unattended printing. -
Additional optional capabilties include copying, scanning, digital sending and L AR Price $1.894.98
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The Supplier Catalogue
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Add an item to the “shopping cart” by changing the quantity field from zero, to the desired number
of items for purchase. Then scroll to the bottom of the page and select the Add Items to Cart

button.
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Add Items to the “Cart”
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The items in the “Cart” will remain in the cart until they are removed or a purchase order is
created for those items. The buyer can exit the catalogue without losing the items placed in their
cart. To return to the items in the cart the buyer can select the View Shopping Cart button from

the Purchase Management menu.

le: s Tooks ‘
S =< R PI A B-= = I RS A )
Back Fonard Stop Refresh  Home Search  Favortes  History Mail Print Feal.com
Address |@ hitp:/testsite. prime-vendor, com/eme/pages/vendors/ ~| @6o | Lirks
Client Number AAA-Prime Vendor Test9 EDI Test
439826 AK
HOME
Sales prime-vendor.c
Administration
Agenc!
Co?\trac’;s
Federal
Markets Purchase Management D
. Account
Select View Management Wiew Supplier Catalonue J Create Order

Wiew Shopping Cart
Wiew Order Status

Shopping Cart >

Create Automatic Orders

LOG OFF

ceccoC

Reports

@ 7 i i |
Purchase Management Menu




Commerce Network Tutorial

View Shopping Cart will show a vendor the products they have selected and added to their cart
but have not yet purchased. The vendor can proceed to the checkout part of the program, or they
can continue to shop the supplier catalogues for more items. From the View Shopping Cart page
select Confirm These Quantities to continue to the checkout.
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If the quantities are correct select Create Order to view purchase order form.
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Listed below are all of the items currently in your cart. Press the 'Create Order' button below to create a purchase order or requisition. Press the
‘Continue Shopping' button to return to the product listings page:

Mote: if you change any of the amounts on this page, the totals will have to be recalculated before you can create an order.
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PURCHASE ORDER
Vendor Hame Vendor Address Account Ho. Vendor Ho.
Adyte Prime Sendor Testd EDI Test 439826
K
Buyer Phone Fax Email
HO USER ISDD-?48-9554 ISDD-?%-SSD? Ibumey (@prime-vendor.cor
Izgue Date Purchase Ho. Requisition Ho. Deliver By
|mmns | |
SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho. Vendor Hame
REEIE | [ewePrime endor Tests EDI Test
VYendor Hame Address City
FAome Industrial Sales, Inc. I I
IISHIFTDADDRESS?I
Address State ! Zip
123 hin Street l— ] I—
123 Main Street )
City Comments
ilmington Erter Special Delivery Instructions Below
=
State / Zip
NC 28407 =l
ITEMS IH CART
Line Ho. Quantity Unit Product Unit Price Total
1 1 EACizco Catalyst 2950C 24-port Switch F1799.95 1799 .93
1 1 EAHP Procurve Switch 41089l Chassis F 2089 .08 020 98
Total 478005
ADD SELECTED ITEHS TO THIS ORDER CANCEL

Purchase Order Form

Complete the purchase order form and select the Add Selected Items to This Order button. On

the following page review the purchase order and select the Submit Order button to complete the
order and send it to the supplier.

View Order Status is a tracking function that follows a purchase order from submission to
receipt. It displays a chart that lists a vendor’s purchase orders and shows whether the order has

been submitted, approved, received by the supplier, shipped, received by the customer or if the
purchase order is on back order.
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Order Status Listing

The order status chart is color-coded. The green check mark indicates the successful completion
of part of the order process, The red R means that the order has been rejected. This will
sometimes happen if an order has incorrect information, or the buyer may not be approved to
create that order. The gold P indicated a pending step in the order process. These are steps that
may require correction, approval, or the step that is pending may not be complete yet. As soon as
a pending step is completed or corrected the gold P will be replaced with a green check mark.



