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Using the Commerce Network

Introduction

The Commerce Network is a modular suite of business to business procurement tools within the
Prime Vendor program that allows vendors to establish trading relationships. Vendors can create
customer or supplier relationships with other vendors, sell and buy products, process received
items and manage inventory. This tutorial will cover all of the features of the commerce network
module in the Prime Vendor system

The Commerce Network is organized into six primary functions:

1) Sales Management
2) Purchase Management
3) Electronic Document Management
4) Trading Partners
5) Financial Management
6) Materials Management

The Commerce Network menu

To access the Commerce Network functions users must login into the Prime Vendor program. To
do this, visit Prime Vendor on the web at www.prime-vendor.com. Select the link labeled Vendor
Center from the menu on the left. On the vendor center page users must enter their Prime
Vendor account number; plus their login name and password. Select the Enter button to
continue.
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Select Vendor Center from the Prime Vendor homepage

On the Vendor Center page complete the login information and select Enter.

Select
Vendor Center
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If the login information is correct the system will display the user’s home page and quick status
screen. To continue to the Commerce Network select the Commerce Network button from the
menu on the left.

The Users Homepage and Quick Status screen

The Commerce Network menu

Select Commerce
Network
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Using the Commerce Network

Part One: Sales Management

The Sales Management module is where a supplying vendor will receive and process purchase
orders. The Sales Management Interface provides a tool bar and searchable listing to help users
manage purchase orders and navigate the different functions that process the purchase orders.
Select Receive Customer Purchase Orders to access the Sales Management Interface.

Sales Management Menu

Sales Management Interface

Select Receive Customer
Purchase Orders
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The Sales Management Interface

Three components comprise the Sales Management Interface.

1) The first component is the toolbar. Three columns in the toolbar represent the stages in
processing a purchase order. Column One displays the number of new and open orders.
Column Two provides the number of shipped orders. Column Three provides the
number of current invoices. Each listing is accessible by the view button in each column.

2) Each listing is searchable by multiple parameters. Purchase orders, backorders, shipped
orders and invoices can all be found by searching for the ordering vendor name, contract
number, purchase number or by date received. Change the search parameter with the
selection menu labeled Search Purchase Orders By. Then proceed with the search by
entering the search term or keyword into the Search Purchase Orders For field and
selecting the Search button.

3) The last component of the Sales Management Interface is the purchase order listing. This
is where the purchase orders, backorders, shipped orders and invoices will be displayed.
The listing will provide purchase order details. The customer name, contract number,
purchase number, date received, and order status will display for each purchase order in
the listing. The view button with each purchase order will access the order for further
details and processing.

Sales Management Interface

2

1

3

2

1
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Using the Sales Management Interface

The Sales Management Interface displays the New and Open Orders Listing by default. Any new
orders will appear in the listing and the New / Open Orders column in the tool bar will show the
number of new orders.

Sales Management Interface

Select the view button to access the new purchase order details.

Purchase Order Details

The Purchase Order details show who created the purchase order what items or products are
being ordered, the order total and where to ship the items too. Send Confirmation of the receipt of
the order by selecting the blue Confirm button in the lower left-hand corner of the form.

Purchase Order
Information.

Supplier’s
Information.

Ordered Products

Customer’s Shipping
Information.
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The next step in processing a purchase order is to ship the order and enter the shipping
information into the Commerce Network System. Upon confirming receipt of the purchase order
the system will add a shipping information form below the purchase order details. The shipping
information can be completed at this time or the information can be completed later.

To access an order that has been confirmed but not shipped. Access the New / Open Orders
listing in the Sales Management Interface. Each order has a status column that will identify the
order as a New Order or as a Confirmed Order. The Confirmed Orders are orders that are ready
for shipping.

Shipping Form

Complete the shipping form and send the shipping information to the customer by selecting the
Order Shipped button in the lower left-hand corner of the form

In the event that the supplier cannot send all of the order items at once the system can ship a
partial order and place the rest of the purchase on backorder. The supplier can come back to this
back order at any time to complete the rest of the order. Select the back order column in the tool
bar of the Sales Management Interface to view a listing of partial and back orders

Enter Shipping
and Handling
Cost if Applicable

Select Order Shipped
to Continue.

Enter the Quantity
of Products Being
Shipped.
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Once the Order is shipped the system will show the order in the Shipped Orders Listing. Orders in
the Shipped Orders Listing are complete and ready for invoicing

Shipped Orders Listing

Select the invoice link in the Invoice Column to view the details of the shipped orders.

The last step in processing purchase orders is to create and send an invoice to the customer.
After completing the shipping information the system will change the Order Shipped button into a
Create Invoice button. Select the Create Invoice button to create an invoice from the purchase
order.
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Create Invoice from Purchase Orders allows the supplier to bill customers for the items
purchased. The Commerce Network program compiles the invoice data directly from the
customer purchase order.

Shipped Orders / Invoice Form

The invoice form displays the purchase order details. It also displays the products that have been
shipped to the customer and the purchase total. Select the Create Invoice button in lower left-
hand corner of the form to create an invoice and send it to the customer.
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Using the Commerce Network

Part Two: Purchase Management

Purchase Management is where the customer can access catalogues, create purchase orders,
track order status, automate orders and recall purchasing reports. To access Purchase
Management select the button labeled Purchase Management from the Commerce Network
Menu.

Commerce Network Menu

Purchase Management Menu

Purchase Management
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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.

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 number, product
number, or by keyword.

The Supplier Catalogue

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”

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.

Purchase Management Menu

Select View
Shopping Cart
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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.

Items in the shopping cart.

If the quantities are correct select Create Order to view purchase order form.

Select Create Order

Select Confirm
These Quantities.

Select Create Order
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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.

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.
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Using the Commerce Network

Part Three: Document Management

The Commerce Network program features a module that sends and receives electronic
documents in multiple formats. A vendor can now receive and send documents to their EDI
Trading Partners without having to develop their own EDI system. The Document Management
module also sends and receives documents in text, flat file, and other custom data formats.

Commerce Network Main Menu

From the Commerce Network Main Menu select the link labeled Electronic Document
Management.

Document Management
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The Document Management menu offer options to receive inbound documents from trading
partners, create documents to send to trading partners and view documents that have been sent
to trading partners. The Department Manager also features a link to the Add / Edit Trading
Partners forms that allow the vendor to establish trade relationships with other vendors.

Viewing and Responding to Received Documents

To receive inbound documents select the blue button labeled Documents Received from the
Document Management menu.

Select Documents Received

Received documents are listed in a searchable interface that will provide access to all new and
previously received documents. Each document listed is displayed with the sender information,
document number, subject, date and status

Received Documents Listing

Select Documents
Received
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Each Document is listed with a View button. Select the View button to access the document
details.

Received Purchase Order

The above image is a received purchase order from a trading partner. The document arrived in
one of several formats (EDI, text, flat-file) and has been automatically converted for viewing in the
Commerce Network program. The purchase order is presented order information, shipping
destination and a listing of the ordered products.

The purchase order form can be printed from this screen. The order is automatically archived in
the Commerce Network Program.

The Document Management Module can aid in facilitating a response to the Purchase Order. In
conjunction with shipping the order to the customer the vendor can use the Document
Management module to send a shipping notification.
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Document Management Menu

To send a shipping notice access the Create Document interface. From the Document
Management menu select the link labeled Create Document.

The following screen will display a searchable listing of current Trading Partners.

Create Document For Trading Partner Listing

Select the Trading Partner who sent the recent purchase order.

Select Create
Document
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Formats Available for the Listed Trading Partner

To send a shipping notice to this trading partner select the Create Document button listed with
the Shipment Notice document type

The Shipment Notice Form is a variation of the purchase order form that confirms the fulfillment of
the order and provides the customer with shipping information such as a listing of ordered
products included with this shipment, the name of the shipping carrier, the tracking number and
estimated arrival date. This allows the Customer to anticipate the arrival of the order

The Shipment Notice Form contains editable fields where the vendor can input order information
including a listing of the items included in the shipment, shipping number, process date,
estimated arrival date, carrier and tracking information.

Upon completion of the Shipping Notice select the review button. This will display the final notice
as it will appear when the customer receives it in their Commerce Network eportal. Select the
Submit button on the review page to finalize and send the shipping document.
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Complete the Form, Select Review then Submit to send

The finalized Shipment Notice will be converted to the customers data format and sent
electronically to their financial or procurement system.
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Creating New Documents and Viewing Sent Documents

Document Management Menu

To create a document to send to a Trading Partner select the link labeled Create Document.

The following screen will display a searchable listing of current Trading Partners.

Create Document For Trading Partner Listing

Click the Select Vendor button to view a Trading Partner’s data formats and document types.

Select Create
Document
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Formats Available for the Listed Trading Partner

Each Trading Partner will require a Format Type. The format type is the type of data language.
For example the format type could be EDI, Text, Flat-File or Prime Vendor Standard. Within a
Trading Partner’s format type will be their document type. The Document type can be a Purchase
Order, an Invoice or a Shipping Notice.

The Commerce Network can accommodate several format types and document types. When a
Vendor is initially registered with the Commerce Network program they will have an opportunity to
inform Prime Vendor which data types and document they intend to send or receive.

Create a Document by selecting the Create Document button that appears with each Document
type.

Each Document type has a corresponding form for creating a new document and sending it to the
selected vendor.
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Purchase Order Form

The Purchase Order Form pre-populates purchase order data but does not include a purchase
order number or a purchase order date. The Ship to Destination information can be edited as
needed and the line items are entered manually one at a time. Select Add Line to add an item
and create a blank line item form. When the form is complete select the Review button to view
the completed form and check for errors. On the review page select the Submit button to send
the form to the trading partner.

Review Form
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Sent documents are archived for later view and printing. View issued documents by selecting the
Documents Issued link from the Document Management main menu.

Document Manager Main Menu

The ten most recently issued documents are listed with a search form that allows the vendor to
search for other documents that do not appear on this page.

Issued Documents

To view document select the yellow View button to display a printable form of the document
details.

Select Documents
Issued
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Using the Commerce Network

Part Four: Trading Partners

The Trading Partners section of the commerce network consists of the Supplier Management
menu and the Customer Management menu. Combined the menus' offer all of the tools
necessary to establish and maintain online trade relationships between two companies. Supplier
Management will allow users to establish trade relationships plus add and list supplier products.
Customer Management will allow users to establish trade relationships plus create and edit
product catalogues.

Trading Partners Menu

Select Supplier Management from the Trading Partners menu to begin.

Select Supplier
Management
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Supplier Management:

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

Supplier Management

 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.

Select Add / Edit
Trading Partners.
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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.

Add / Edit Trading Partners Interface

Trading Partner Information

After selecting Add Vendor enter the new Trading Partners Contact, Billing 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.
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Add Trading Partner Review Page

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 Commerce
Network system.

The New Partner is Added but Unapproved.
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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. The message contains a link that grants
access the to Trading Partner Invitation Approval screen. This screen is where the invited vendor
can accept or reject the Trading Partner Invitation.

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.

Select Approve
or Reject.
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Supplier Products

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.

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. First select the supplying Trade Partner who
will be providing the products.

Add New Supplier Products Page
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Next, enter how many products are to be entered. Select the Next button to continue.

Number of Products

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. Repeat as necessary to enter all supplier products
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Customer Management

Customer Management provides tools to add customers as trading partners, manage customer
profiles, develop online catalogues and manage customer access to the catalogues.

Customer Management allows vendors to add or edit trading partners by selecting the first option
Add / Edit Trading Partners. This function works in the exact same way as it does from the
Supplier Management Menu. Refer to the Supplier Management section of this tutorial for more
information on adding and editing trading partners.

Customer Management
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Online Product Catalogue

Create Edit Customer Catalogue is where a vendor can create catalogues for their customer
trading partners to purchase items from. The catalogues are created from the vendor’s Prime
Vendor General Catalogue. Similar to a Contracts Catalogue that is established between a
vendor and an agency, the Customer Catalogue of the Commerce Network allows vendors to
create custom prices for specific products. This provides control of the products and prices each
customer trade partner is allowed to access.

Select Create / Edit Customer Catalogue. The next screen will display the options available to
create and edit catalogues and provide catalogue access to customer trading partners.

Customer Catalogue Menu

Create New Customer Catalogue will create a new catalogue and provide a form to add
products to the catalogue. The products must first be included in the general catalogue before
they can be added to a commerce network catalogue. Select the Create New Customer
Catalogue button. On the next screen enter the Catalogue Name and select the Add Items
button.

Enter a name for the catalogue and select Add Items
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Add items to catalogue form

Select a product then select the Submit Product button

Select Save to confirm the product

The next step is to add items to the catalogue. After entering a name for the catalogue a form will
appear that allows users to add items to the new catalogue. Use the drop-down selection menu to
find items by name. Then select Submit Product button to add the item. The system will show
the product details allowing users to confirm the product and change the price if necessary.
Select the Save button to confirm and add the products. Repeat this process for all products that
need to be added to the catalogue
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Add Customers to a Catalogue grants access to catalogues by assigning customers to specific
catalogues. In this manner a supplier can control which product sets a customer can view and
purchase from. From the Customer Catalogue menu select Add Customers to a Catalogue.

Customer Catalogue Menu

On the following page select a catalogue by name from the drop down list provided. Select the
blue button to the left to continue

Select a catalogue to add customers to.
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A Drop-Down Selection menu will contain a list of all current trading partners. Select a trading
partner and click the Save button to add the trading partner to the catalogue

Select a Trading Partner

The Trading Partner has been added

A trading partner has been added to the catalogue.

Catalogues can be created with products and prices for only one Trading Partner effectively
offering single customers a custom catalogue. A Catalogue can be created to offer a selection of
products to a group of customers who purchase similar items. One General Catalogue of all
products can be created for all trading partners. There are multiple variations of ways to apply the
catalogue to serve your customers best interests and supply requirements.
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Using the Commerce Network

Part Five: Financial Management

The Financial Management section is the home of Accounts Payable and Accounts Receivable.
Here trading partners can send, receive and process invoices.

Commerce Network

From the Commerce Network menu select Financial Management.

Financial Management

To create and send invoices to a client select accounts receivable from the Financial
Management menu.
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Accounts Receivable

The Accounts Receivable menu offers multiple invoicing options. The first option is to create a
customer invoice from a completed purchase order. Create Manual Invoice will allow a supplier to
generate an invoice for a customer without a prior purchase order in the system. (Create Credit
Note. Create Return Authorization.) Create Customer EDI Invoice will allow the supplier to
generate and send an invoice to clients who utilize EDI to send and receive electronic
documents. (Create Monthly Statements.) Finally, a supplier can create detailed invoice reports
with the Reports function.
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Create an invoice from a purchase order by selecting Create Customer Invoice from the
Accounts Receivable menu. This option will display a listing of purchase orders ready for
invoicing.

Shipped Orders Listing Shows Completed Purchase Orders Ready for Invoicing

Select the invoice link for a completed purchase order.
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Invoice Form

The invoice form will display invoice details including supplier information, customer information,
shipping information, purchase order information, and listing of the items purchased and their
overall total. The invoice form also includes blank fields for an invoice number, and invoice date.
The supplier will also need to select whether the Freight On Board is FOB Destination or FOB
Origin. The supplier can also apply terms and a discount based overall delivery time.

After completing the invoice form select Create Invoice from the bottom-left of the screen.
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Completed Invoice Listing

After selecting Create Invoice the system will create and send an invoice to the client. The
invoice listing will return displaying completed invoices. Select the view button to review or print
the completed Invoice.

Accounts Receivable Menu

To create a manual invoice, return to the accounts receivable menu. Select Create Manual
Invoice to continue.
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Manual Invoice

Creating a manual invoice first requires the supplier to select a client to send the invoice to. From
the list of current clients provided select the Create Invoice button.

Blank Invoice Form
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Invoice Details

The top half of the blank invoice form provides fields to complete invoice details such as vendor
number, buyer name, order date, purchase order number, requisition number, deliver by date,
and invoice number. The system pre-populates the client’s contact information, invoice date and
shipping information. This information can be edited if necessary.

Invoice Items and Shipping Information

The bottom half for the manual invoice allows the supplier to enter the items or products
purchased. Complete the quantity, unit, product and unit price fields. Then select Save to add the
item to the invoice. Added items can be deleted if necessary. Enter and save as many products
as needed. Lastly complete the shipping information and order fulfillment comments. Select
Create Invoice to generate and send the invoice to the client.
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Using the Commerce Network

Part Six: Materials Management

The Materials Management section provides tools to control, track, and maintain items received
from suppliers. This includes a receiving tool that allows buyers to enter items that have been
received from a purchase order. Materials Management can track inventory by allowing the buyer
to create warehouse positions in the system that correspond with the physical warehouse or
storeroom. These warehouse positions can be populated with currently existing inventory as well
as new inventory received from purchase orders. Materials Management can also ship customer
orders and there-by removing the shipped items from the inventory. Additionally the user can
provide remote access to inventory to other branches or users from their company.

Materials Management Menu

To receive a shipment, select the blue button labeled Receive Shipments.

Received Shipments Listing

Select the View button to access newly received shipments
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Shipping Form

The received shipment form displays much of the same information as a purchase order. The
form shows the purchase order information, supplying vendor’s contact information and the ship
to destination information. The form also includes a listing of the items shipped. This listing can
be checked against the actual shipment for accuracy. To confirm the shipment, enter the quantity
of the items received into the form labeled “Quantity Received”.

Items Included in the Shipment
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Shipping Information Form

Below the items shipped listing complete the shipping information form. Enter the name of the
person accepting the shipment, the date the shipment was received, and any comments that may
be required.

Select Transfer to Inventory if the items require further processing and warehouse placement.
Otherwise select Accept Receiving to finish.

Materials Management Main Menu

Items that are transferred to inventory are waiting for further processing. Return to the Materials
Management Main Menu and select Transfer New Inventory.
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Transfer New Inventory Form

Inventory received from suppliers is placed in this Quarantine listing. Enter the number of items
that are going to be transferred into the inventory. Then assign the item to a warehouse or store
room location. Click the Enter button to transfer the item to the inventory and remove it from the
quarantine listing

Items in Quarantine before Being Assigned to the Inventory
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List Update Warehouse Positions

The vendor can create and update a virtual warehouse within the Commerce Network program.
This virtual warehouse can be set up to correspond to a physical warehouse or storage facility.
By creating a warehouse in the commerce network the user will have the ability to improve
inventory record keeping, find inventory items quickly, and generate complete inventory reports.
The first step to creating a virtual warehouse is to create the warehouse positions within the
Commerce Network.

From the Materials Management menu select the link labeled List / Update Warehouse
Positions.

Select List / Update Warehouse Positions

Warehouse Positions
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Selecting List / Update Warehouse Positions. Will provide the user with a current list of
warehouse or storeroom locations.

Current Warehouse Positions

A warehouse position is a description of a physical location in a real warehouse. If a real
warehouse is organized by rows of shelves and each shelf contains tree sections then a
warehouse position for this scenario would be described by the row, self then section. For
example a warehouse position maybe “Row 10, Shelf G, Section 2”

Using the descriptions of the physical warehouse locations to generate the virtual location in the
Commerce Network system

Each of the current warehouse positions can be edited by selecting the blue Edit button. The
user can remove a position completely by selecting the red Delete button.

To create a new warehouse position select the button at the bottom labeled Add Warehouse
Position.

Creating a New Warehouse Position

Enter the description of the warehouse position in the “Position” field. Enter a comment if
necessary. Select the Save button to add the position to the virtual warehouse. After saving the
listing of warehouse positions reappears. The new position is listed at the bottom.

A New Warehouse Position Has Been Added.
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List / Update / Enter Inventory

In order to view current inventory the user can access and inventory listing. While viewing
inventory the user can choose to update warehouse positions or item quantities. To view the
listing of current inventory open the Materials Management Menu and select the link labeled List /
Update Inventory.

Select List / Update Inventory

The following form can list inventor items by rack location or product number. The user also has
the option to list all products in the inventory. Select a radio button for the type of information that
going to be listed and select the Next button.

List Inventory Search Form
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Inventory Listing

In the inventory listing the user can select the View button to view details of an inventory item.
Select the Update button to edit the warehouse location or quantity of items in the inventory.

Each page will display a listing of ten items additional pages are accessible by selecting the gold
Next button.

Most inventory items will be transferred to their warehouse location when the item is received via
purchase order. In order to enter inventory that is not received through a purchase order the
Commerce Network provides a form to manually enter inventory items. This tool is also useful to
add items that are in the warehouse prior to beginning using the Commerce Network.

From the Materials Management main menu select the link labeled Enter Inventory.

Materials Management Main Menu Select Enter Inventory
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Blank Enter Inventory Form

Enter the product name and product information to manually add an item to the inventory. When
all information is entered and correct select the Save button. A message informing the user that
“One Item has been added” will appear and the entry form will revert to blank form. Inventory
entered in this fashion will automatically be placed in the Inventory Quarantine. To assign the
item to a warehouse location the user will need to access the Transfer New Inventory function.
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Inventory Reports

The Materials Management section offers an Inventory Report function that will allow users to
retrieve comprehensive reports and retrieve specific data about the inventory

Inventory Reports Interface

From the Materials Management Main Menu select Inventory Reports to access the inventory
reports interface. The following form will allow the user to generate highly detailed reports
concerning all current items with in the inventory.

Inventory Reports

Inventory Reports are returned in a grid format and can be converted to Excel, CSV, XML and
Text formats for printing and archiving.


