Commerce Network Tutorial

Using the Commerce Network
Supplier Management
Supplier Management consists of four parts:
Add / Edit Trading Partners
Accepting a Trading Partner Invitation

List Supplier Products
Add New Supplier Products
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Image 4: Supplier Management

Supplier Management allows vendors to add or edit trading partners by selecting the first option
Add / Edit Trading Partners.
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Add / Edit Trading Partners Interface

The Add / Edit Trading Partners page displays a searchable listing of current trading partners.
Each listing provides the Trading Partner's name, Prime Vendor ID number and their trading
Partner status. View contact, shipping, and invoicing information by selecting the View button.
Select edit to change or update a trading partner’s information. Trading Partners can be removed
from the listing by selecting the Delete button.

To add a new trading partner to the listing enter the Prime Vendor ID number of the vendor you
wish to add to your commerce network in to the field labeled “Enter Vendor Number and Select

Add Vendor”. Select the blue Add Vendor button on the right.
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Yendor Contact Information
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Complete Yendor Contact Information. Then, proceed to Billing and Delivery information.

Trading Partner Information
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After selecting Add Vendor enter the new Trading Partners Contact, Biling and Delivery
information. Switch between the contact, billing and delivery forms by selecting the corresponding
button on the left of the interface. Select the Review button when the forms are complete.

Note: To continue adding a vendor as a trading partner, the trading partner status of
supplier or customer must be selected.

24 prime-vendor.com - Microsoft Intemet Explorer

Fle Edt Wiew Favoites Tooks Help ‘ﬁ
=80 AT B [ T NES (A
Back Fonard Stop Refresh  Home Search  Favortes  History Mail Print Feal.com
Address |@ hitp: /testsite. prime-vendar com/emo/pages vendors! j @ Go | Links !
Client Number AAA-Prime Vendor Test9 EDI Test
439826 AK

HOME Vendor Information Vendor Contact Information

Vendor Ho: 430823 Trading Partner Status: Customer
Wendor Hame: Aa Frime Vendor Test endor

ales
Administration
Contact Hame: Justin Floyd
Address: Customer Humber: 123456
<46 Skip Ln Branch ID: 36015

Agency
Contracts

Federal

Wilmington,NC 23403
Markets

Contact Address
466 Skip Ln

Phone: £ Frime Lendor Testt
Account

Management Fax: Nia Wiimington,NE 28403
Tax I0: PTAHD Phone: A Prims vendr Tests
Duns Humber: PYVOUNSIDZ Fax: Nis

Cage Code: 11Z4
LOG OFF

Emiail: ptestt @prime-wendor com

Vendor Billing Information ‘Vendor Delivery Information
Billing Contact Hame: Bumey Gibson Delivery Contact Hame: Peter hielnick

Branch ID: 36916 Branch ID: 36916

Contact Address Contact Address

456 Skip L 456 Skip Ln

Wilmington HC 23403 Willmingtan,NE 26403

Phone: $55.555-5555 Phone: ha

Fax: 565-661-6511 Fax: NA

Email: NA Email: HA

Delivery Comments:

|&] Done
Add Trading Partner review page

[ [ Intemet

Select the Submit button to send the completed Trading Partner invitation to the vendor. Once
submitted the system will return to the Add / Edit Trading Partner Interface. The listing will show
the new Trading Partner with an empty “Approved” column. The trading relationship will remain
unapproved until the new Trading Partner accepts the invitation and updates their Prime Vendor
system.
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The new Partner is added but unapproved.

Accepting an invitation to become a trading partner.

A message informing the vendor of a new invitation to become a Trading Partner will appear on
the quick-status screen of the vendor’s home page.



Commerce Network Tutorial

le: s Tooks ‘
R @ a m @ B
Back Forveard 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 Test Vendor
439823 456 Skip Ln, Wiknington, NC 23403

prime-vendor.c

ales
Administration Vendor Center

Agency INFO) COUNTS 0

Contracts EDI COUNT 1
FED COUNT 0

Federal
Markets

Quick Status
Account
Management

View solicitations

861 bid documents have been sent to you in the past 90 days.

You still have 4 MIGP categories that you may add to your profile -

(click here to edit your profile)

You Have 1 Ornline Gontract(s) To Complete. (click here to complete) <
HelpiPesk

You Have 2 Trading Partner Requests (click here to view)

Commerce
Network

LOG OFF

EDI test pages
Quate Test

Create Federal FSC Connodity or Service Profile

& . - s [ [ Intemet
New Trading Partner Invitation on the Quick Status screen

Select the link provided to access the Trading Partner Invitation Approval screen

-vendor.com - Microsoft Internet Explorer
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Trading Partner Approval screen

Select Approve or Reject to respond to the invitation. Approval will automatically establish a
trading relationship with the vendor who sent the invitation.
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The List Supplier Products option will display a listing of products that vendors plan to purchase
or receive from their supplying trade partner. Select the Edit button to edit any suppliers’ product
information.
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Supplier Products Listing

The Add New Supplier Products option will allow vendors to enter and record the products they
plan to purchase or receive from a supplying vendor.
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Add New Supplier Products Page

First select the supplying Trade Partner who will be providing the products.
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Next, enter how many products are to be entered. Select the Next button to continue.

List Supplier Products

Supplier IAcme Inclustrial Sales, Inc. j
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Number of Products
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Product Details Form

Complete the Product Details in the form provided and select the Save button to add the new
item to the Supplier Products List.



