Commerce Network Tutorial - Introduction

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
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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
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On the Vendor Center page complete the login information and select Enter.
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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.
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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.
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The Sales Management Interface
Three components comprise the Sales Management Interface.
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.

@ The first component is the toolbar. Three columns in the toolbar represent the stages in

@ 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.

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.
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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.
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Select the view button to access the new purchase order details.
PURCHASE ORDER
Vendor Hame Vendor Address Account Ho. Vendor Ho.
Android Industries Doraville 205 Best Friend Court. 1042665 1042665
Purchase Order
. N ;
Information. > o
Buyer Phone Fax Email
NO USER 1-770-944-T6TE 1-770-944-T672
Issue Date Purchase Ho. Requisition Ho. Deliver By
2242006 po
SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho. VYendor Hame
215966 1042665 Android Industries Doraville
VYendor Hame Address City
Andeson:satehuing: 205 Best Friend Court. Morcross
- Address State / Zip Customer’s Shipping
Suppller_s 1035 Laewe Blvd. S o < Information.
Information.
City Comments
Atlanta
State / Zip
GA 30336
ITEMS IH CART
Line |Quantity| Unit | Product Ho. Product Unit Pricei Totat Ordered Products
1 21 |DOZEN | ASA-139 Ladies String Knit Glove- White Gloves 3§ 5.00 $ 105.00
2 4| PaACK|MEM17O00KL Leather Kevlar Gloves 3§ 79.50 F 212.00
3 12 |DOZEN | ASA-140 FWEC dots Glowe, Reww, Ladies §5.85 §70.20
4 3 |DOZEN | ASA-133 FWE dots Glowe, Reww, Men $5.35 3 17.55
Total $ 510.75

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.
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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.

PURCHASE ORDER
Vendor Hame Vendor Address Account Ho. Vendor Ho.
AlA-WebTest 123 Shoebox Ln Az3522
Suite 345
‘nilmingten,
AL A5645
Buyer Phone Fax Email
NO USER 2524132335 1-910-794-9652 burneyi@prime-wendar.com
Iz=ue Date Purchase Ho. Requisition Ho. Deliver By
8/30/2005 123 2-21-2005
SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho. VYendor Hame
439320 423522 ARAANEbT ast
Yendor Hame Address City
cRiimeMendor Task. EDLT ast 123 Shoebox Ln Wwilmington
Suite 245
Address State J Zip
aL | assas
City Comments
State ! Zip
AR
ITEMS FOR SHIPMENT
Enter th nti = Quantity| Guantity Back = el Extended
] :;e td e tQUBa t ty Line | o der Shipped| Ordered Unit  |Product Unit Price Price
gh ro ;'C s elng 1 n) 1 EA MATRIX ANTIBACTERLAL S0OAP DEPHR Fa0.12 § 0.00
Ippea. inni
PP Sub Total 5 0.00 Enter Shipping
Shipping | .00 and Handllng
e 3 0.00| Cost if Applicable
Complete the freight carrier information and press the "Order Shipped" button.
Confirmation will automatically be issued to the buyer and receiving department.
Shipment Ho. I Tracking Ho.
Freight Carrier | ETA
Phone I Ship Date
Order Fulfillment
-
| [ -
Select Order Shipped ("RDER_SHIPPED) PRINT PAGE](EXIT, NO UPDATE

to Continue.

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
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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
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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.

IHVOICE
Vendor Hame Vendor Address Account Ho. Vendor Ho.
AAANebTest 123 Shoebox Ln 423522
Wilmington,
AL 45545
Buyer Phone Fax Email
NO USER 2524132335 1.910-704-0652 bumey@prime-vendor.com
Issue Date Purchase Ho. Requisition Ho. Deliver By
6/20/2005 12345-B0 6780 T12142005
Invoice Date Invoice Ho.
|8f31,-"2005
SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho, Vendor Hame
s 473522 AR T et
VYendor Hame Address City
v ErimeendorTest BN Task 123 Shoebox Ln iilmingtan
Address State / Zip
aLf assas
City Comments
comments
State 1 Zip
AR
ITEMS INVOICED
= Quantity| Quantity| Back z By Extended
e Ordered| Invoiced| Ordered it |ftaduct M Price
2 1 1 EA MATRIX PAPER TOWEL DISPENSER F 2371 F23.71
3 2 2 EA MATRIX TOILET TISSUE DISP - MULTI R § 34.58] § 69.16]
Sub Total § 102.87
Shipping F0.00]
Total F 102.87
SHIPMENT INFORMATIOHN
Complete the freight camrier information and press the "Order Shipped" button.
Confirmation will automatically be issued to the buyer and receiving depatment.
Shipment Ho. 456720 Tracking Ho.
Freight Carrier [P\ Express ETA
Phone Ship Date [2/20/2005
Order Fulfillment
PRINT PAGE

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.
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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 number, product
number, or by keyword.
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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.
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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.
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Items in the shopping cart.

If the quantities are correct select Create Order to view purchase order form.
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Back ¢ Sip  Refiesh  Home | Sewch Favortes Hisoy | Mol Piee Realeom
Avesss [ ] hitp £t prime verclor com/emadpagesvendos! =] o | ks >
Client Number Southwire Company
1042669 3 Sousbbraare £, Canroion, (3A 30198

HOME
Lisled below are all of the ilerns curently in your cart, Press the Creale Order’ bullon below to creale @ purchase order or requesibion. Press the
Tontinue Shoppang’ buttan to return to the product Betings page.

Sales
Rt nter: i s changee ary of e amounts on s page, T dotals will ha b b recseulated belom you can ereate an arder

Agency = " i
Gontracen Calalog L nI “Idll.:‘ Umit Cost Khisasure: Cusandity Tutal

Foderal i
Mnricets |
CAT0OO1 001 CGisco Catalyst 28500 29 port Switch 3179998 EA 1 1.799.98

CATOO0 A WP Procurée Switch 410001 Chassis FaEmE LA 1 290990

P Te aer Select Create Order

g_"| LIST CATALOGUE ITEMS

Select Create Order
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PURCHASE ORDER
Vendor Hame Vendor Address Account Ho. Yendor Ho.
Android Industries Doraville 205 Best Friend Court. 1042665 1042665
Marcross,
A 230071
Buyer Phone Fax Email
NO USER 1-770-441-TETG 1-770-441-T672
Issue Date Purchase Ho. Requisition Ho. Deliver By
21242006 po
SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho. Vendor Hame
ERL S 1042665 Android Industries Doraville
VYendor Hame Address City
Andeson:satehuing: 205 Best Friend Court. Morcross
Address State / Zip
1035 LaGrange Bled. S0 I Jf 20071
City Comments
Atlanta
State ! Zip
GA 30336
ITEMS IH CART
Line |Quantity | Unit | Product Ho. Product Unit Price Total
1 21 |DOZEN | ASA-120 Ladies String Knit Glove- White Gloves F5.00 F105.00
2 4| PACK | MEMITOOKL Leather Kevlar Glowves F70.50 F212.00
2 A2 |DOZEMN | ASA-140 FWC dots Glove, Revy, Ladies F585 F70.20
4 2 |DOZEN | ASA-1232 PV dots Glove, Revw, Men F585 F17.55
Total F510.75

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.

Purchase Order Status Submitted : EXIT :
Color Key: " = Completed = Pending n = Rejected |j = Partial l\pprouve:ndor Recieved
Shipped
Received
Purchase No. Date Vendor I Backorder

2 2/26/2005 Anderson Safety r‘ !‘ r‘ r‘ r‘
2-B0 S/26/2005 Anderson Saftety r‘ !‘ r‘

23456 2/26/2005 Anderson Safety r‘ !‘ r‘ r‘ r‘
720087 2262005 Anderzon Safety r‘ " "

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.

A} prime wendar.cam - Microsoft Inbernet Exploeer o =[5
Fio Et Vew Favodes Tous Hel [ o |
dagack = = - (D 1] A Disearch [LiFavortes (P Th- b OF - D2

et [{E] it o vermor comemmolages versdors| =] e s @

Client Number Anderson Safety Inc.

03 LaGGranger Bhd SWY, Allanta, GA X350

218966

HOME
Sates prime-vendor.co
Administration Commerce Network
Agency
Contracts
Federnl
Mnric Commerce Network
€ =ales Management
& Purchase Management
&  Clectronic Docurnent Management
LOG OFF © Trading Partners
Financia! Managesnen
Financisd Managermenl
atenals Manageme
& Matenals M it

[&] Do
Commerce Network Main Menu

B It y

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

A prime wendar.com - Microsoft Inbernet Frplneer =10 x|
Fio Et Vew Favodes Tous Hel =
taback - = - @ D A | Dseeh (HFeenes 35 S -2

et [{E] it o vermor comemmolages versdors| =] o s

Client Number Acme Industrial Sales, Inc.

436626 122 M Stremd, St 347, Witrunghon, N Z8807
HOME
Sales prime-vendor.co
Administration Commerce Network
Agency
Contracts
Federal
[ Commerce Nirterork
I
Management & Documents Recebasd
’ & Crocuments lssued
& Covsabi Docuriind
Hachess & AddiEdit Trading Parners
) P Uiernel ,f_

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.

A} prime vendar.cam - Microsoft Internet Exploeer o [=1 |
Fie Edt Vew Favorkes Took  Help -
dagack = = - (D 1] A Disearch [LiFavortes (P Th- b OF - D2
ackdress (@] biap:ijiraevador cominmpages e

| @eo |

Client Number Acme Industrial Sales, Inc.
436626 122 M Stremd, St 347, Witrunghon, N Z8807

HOME
prime-vendor.co

Sales
s Commerce Network

Commerce Neteork

Select Documents
Received

Dracuments Recebasd

Coreate Document

<
€ Documents lssued
L3

LOG OFF

[

Add i Edit Trading Partners.

& [ il >

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

Ajprime wendarram - Micensoft Inkermet Fuploeee o =1 |
Fiu E& Vew Favorkes Took Help =
dback = = - @ [0 | Doewch [GFwvortes (3| T S EF - 2 |
Ackienss ] bazpeipnere-vendor comlemelpegesiverdns] =] oo | unks >
Client Nlimber Acme Industrial Sales, Inc.
435626 123 Main Street, Suite 27, Wilmington, NG 20407

prime-vendor.co
N

Commerce Networl

k

Hearch Hecahmd Documants EXIT |
“Search Furchase Orders Uy “5earch Documents For.
Account From Vendar = R - )|
Management —
Ruceied Documents:
Semler Docurnt Hu. Sulsject Process Dale Satus
ATXEEE BAAIVELT et 145HCE Furchase rder £14500C1 IEU0G 1AL AN | e [T
LOG OFF 423837 AALIWebTrR A200HCF Puechase Ordes £ 12006CF U006 ATATOT AM | HEW [
42327 AALWebTr EEDONCF Puechasr Ordes 2 EEDONCE U006 1021 AM nEw VIEH
ATIEIT AAA WebTest SHOD012HL | Shipmeni Molics § SHO0O0! 2KL /812006 5.10.14 PM “HEW VIEH
ATNEEE BAAIVELT et SHPDULG | Shipment Mot e £ SHPLUTLUZ0006 G AT M new VILH
ATXEEE BAAIVELT et SHPOUG | Shipment Mot e # SHPLUTLUZ0006 RTII 454 P new [T
42327 AALWebTr V-004 BIVOICE 8 V004 006 455 25 PM nEw VIEH
ATIEIT AAA WebTest PO-001 Purchase Order § PO-001 2/8/2006 4.56.17 PM “HEW VIEH
ATIEIT AAA WebTest ship 0020206 08 | Shipmed Nulics £ ship 002 0208 08 2/872008 4.5213 PM “HEW VIEH
ATXEEE BAAIVELT et Shig-UUN 20006 | Shigprment Mobice  Shp-001 L0005 RTEIG 474 P new VILH
Fage 1 0 9 pages _
(=)

] [T T wernet v

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

PURCHASE ORDER.
VYendor Hame Vendor Address Account Ho. Vendor Ho.
AddAebTest 123 Shoebox Ln 439627 ACTOODZ
Suite 348
ilmington,
AL 46545
Buyer Phone Fax Emnail
HO USER 2524132325 1-010-794-9652 bumey @prime-vendor.com
Izsue Date Purchase Ho. Requisition Ho. Deliver By
2032006 1460HCF
SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho. Vendor Hame
39828 azanaz ARAeh Tect
VYendor Hame Address City
Ayt Prime endor Testd EDN Test 12% Shaebax Ln Wirmingten
Suite 345
Address State ! Zip
fadt L [ ansas
City Comments
City
Order comments go here
State f Zip
Ak dp
ITEMS IN CART
Line Ho. Quantity Product Unit Price Total
1 13 MATRIA BNTIBACTERIAL SOAF DSFNR 4018 B02.70]
2| 10 MATRIA PAFER TOWWYEL DISPEHSER 237 23710,
El 7] MATRIX TOILET TISSUE DISP - MULTIR 341.5_8| SET 86
4 13 MATRIA BNTIBACTERIAL SOAF DSFNR 4018 B02.70]
5 10 MATRIH FAFER TOWWEL DISFEHSER 337 33710
Total § 2,467 .45

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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Client Numbar
436626

Acme Industrial Sales, Inc.
123 Marm Stremd, Santer 347, Wolrurgton, NU 28807

HOME
prime-vendor.co

Sales
Administration Commerce Network

Commuerce Netaork

Select Create
Document

Dracuments Recebasd
Crocuments Issued
Coreate Document

ke s Add [ Edit Traging Partners.

To send a shipping notice access the Create Document interface. From the

&

[ 4 ket ,«@

Document Management Menu

Management menu select the link labeled Create Document.

Document

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

Ajprime wendarram - Micensoft Inkermet Fuploeee

Fie Ed Vew Faovorkes Took Hep
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aakirnss ] hitp:ifpnme-vendor. comfemalpageseandors!
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Client Number

Acme Industrial Sales, Inc.
436626

T23 Main Street, Suie M7, Wilmington, NC 20407

prime-vendor.cc

Commerce N

Swearch Tradig Parters By.

Wirndos Nurnbier ';

) “Yieindos N Suppber
FEre] AAR-FTITE Vierdcr Test Vendor o

LOG OFF 1433826 A Prins Verndor Test EDH Tesl %

arse AAR R TaS

435626 A Frdasiral Sabes, b,

Page 1 of 1 pages

2l

[ [ ternet v

Create Document For Trading Partner Listing

Select the Trading Partner who sent the recent purchase order.
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Ajprime wendarram - Micensoft Inkermet Fuploeee o =1 |
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Client Number Acme Industrial Sales, Inc.
435626 123 Main Strest, Suite M7, Wilington, NC 20407

prime-vendor.co

Commerce Network

o Far " [CEar )
AAPrime Venoor Testd DI Test
uses TEXT data tomat
M COMMERCE NETWORK
Data Tyt | Document Type | Document | Fomet Typs | romsversin |
TERT | mavencs | v venceLaTELE | | | @

LOG OFF STANDARD]
Dats Tyt | Document Type | Document | Fomet Typs | romsversin |
TERT | cenes | v cAnes FLATFLE | | | =
STANDARD|
Dats T+ | Document Type | Document | Tomet Typs | romsversion |
TERT | SHPMENT NOTICE | P soapmnt womicE FLATFLE| | |
Pape1 011 pages
& [T (e et r

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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Shipment Hotice
Vendor Hame Vendor Address Account Ho. Vendor Ho.
AbtlfebTest BillCine 423522 [acToo0iz
Bill Line2
Bill City
MC 28403
Buyer Phone Fax Email
|illing Hame Jon-rEzBILL |20 FaxBILL Ibi\l@prime-vendorcor
Purchase Order Date Purchase Ho. Requisition Ho. Deliver By
Invoice Date Invoice Ho.
SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho. Vendor Hame
439826 |423522 IAAAr\Ill'ebTest
Vendor Hame Address City
AdA-Frime Vendor Testd EDI Test IShip1 I\J’U’\Imington
IShip 2
Address State !/ Zip
Addt [ne zip [28403
City
City
State ! Zip
AK Zip
Shipment Hotice tems
Line Ho. Quantity Unit | Product Ho. Product
1] | | ADD LINE
Complete the freight carrier information
Shipment Ho. Tracking Ho. I
Freight Carrier ETA I
Phone Ship Date I
Order Fulfillment
=
=
CANCEL REYIEH

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

A} prime vendar.cam - Microsoft Internet Exploeer (=1 |
Fie Edt Vew Faoerkes Took Hel -
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Client Number Acme Industrial Sales, Inc.
436626 122 M Stremd, St 347, Witrunghon, N Z8807

HOME

Sates prime-vendor.co
Administration c vork
Agency
Contracts
Commerce Nirterork
© Drcumints Recebaed
Select Create o . & Cocuments lssued
€ Coale Docurnimt
Document LOG OFF © AdO/EditTraging Pamnars

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.

Ajprime wendarram - Micensoft Inkermet Fuploeee o =1 |
Fiu E& Vew Favorkes Took Help =
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Client Number Acme Industrial Sales, Inc.
435626 123 Main Street, Suite 27, Wilmington, NG 20407

prime-vendor.co
Commerce Network
[ Far ing

Search Tradiyg Pariers By. | Smarch For

Vit Murnbor =] (EEEE)

o Wendor Name: Suppber
ayur ARBPrame Verdr Test Vendor X

LOG OFF 439828 A Printes Yerdor Tesetd EDA el X

arysn AABNRDTeSt

435626 A Frdasiral Sabes, b,

Page 1 ol 1 pages
& [T T wternet .

Create Document For Trading Partner Listing

Click the Select Vendor button to view a Trading Partner’s data formats and document types.
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Client Number Acme Industrial Sales, Inc.
435626 123 Main Street, Suite 247, Wilmington, NC 20407

HOME
prime-vendor.co

Salos
Administration

AR Prime Vengor Testd LD Test
Uses TEXT data format

P COMBFRCE NETWORK

Data Tyt | Document Type | Document |

TERT | wovence | v venceLaTELE |

LOG OFF STANDARD]
Dats Tyt | Document Type | Document | Fomet Typs

TERT | cenes | v cAnes FLATFLE |
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Page 1011 pages

[ [ ternet #

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

Yendor Hame Vendor Address Account Ho. Vendor Ho.
MaAPrime Vendor Testd EDI [ Add1 430826 [cooooia
Test

City

AKZip
Buyer Phone Fax Email

[ [poo-7a6-a554 [600-746-8307 [bumey@pime-vendar

Purchase Order Date Purchase Ho. Ho. Deliver By

SUPPLIER SHIP TO DESTINATIOH

Account Ho. Account Ho. Vendor Hame

423522 |439826 Asl-Prime Wendor Testd EDI ©
Vendor Hame Address City

AAA b Test IAdd1 City

Address State i Zip

123 Shoebox Ln I

Suite 345

City

Wiilmington

State / Zip

AL 45595

Purchase Order ltems
Line Ho. Quantity Unit | Product Ho. Product Unit Price Total
1] [ I 5 ADD_LINE

Total| 3

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.

Purchase Order
Vendor Hame Vendor Address Account Ho. Vendor Ho.
AAAWebTest Bill Line1 423522 ACTOO012
Bill Line2
Bill City
HC,28403
Buyer Phone Fax Email
Billing Name 210-762-BILL 910-FAX-BILL billi@prime-vendor.com
Purchase Order Date Purchase Ho. Requigition Ho. Deliver By
3152006 456957 3/15/2008
SUPPLIER SHIP TO DESTIHATIOHN
Account Ho. Account Ho. VYendor Hame
423522 AAANIEb T est
439326
Vendor Hame Ltk City
Ship 1 Wil mingtan
ARsPrime Vendor Testd EDI Test Ship 2
Address State / Zip
nddt NC zip 28403
City
City
State / Zip
Ak Zip
Purchase Order tems
Line Ho. Quantity Unit | Product Ho. Product Unit Price Total
1 01 01) 321654 M atrix Towwel Dispenser $3500 $35.00
Total| ¥ 35.00
EDIT SUBHIT

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.
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Sales
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Commerce Neteork
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Select Documents
Issued

Crocuments Issued
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LOG OFF
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s e e

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.
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Issued Documents

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

- prime-vondor. com - Miciosoll Intemnel Explures
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Select Supplier
Management

Supplier Managernent

€ Cusilomer Managerint

LOG OFF

] . D Inteent 7

Trading Partners Menu

Select Supplier Management from the Trading Partners menu to begin.
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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.
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Page 1 af 1 pages

£
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.
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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.

: pn_me-vend or.co
! Commerce Network
Add Vendor as Trading Partner EXIT :
Erter Yendor Number and Select Add Vendar
Yiew Current Trading Partners
Search By Search For
VendDrNumberj |
I endor Mame Supplier Customer Approved |
216966 Anderson Safety Inc ¥ ¥

Page 1 of 1 pages

Add / Edit Trading Partners Interface

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

prime-vendor.co
h Commerce Network

Yendor Information VYendor Contact Information
Yendor Ho: 215966 Trading Partner Status Customer Humber
VYendor Hame: Anderson Safety Inc. Supplier vl | P I
Address: Contact Hame Branch ID
1025 Lazrangs Blvd. Sur IDa\fidAnderson I

Atlanta, GA 20326 Contact Address

Phone: 1-404-340-1991 |'| 035 LaGrange Bhvd. W
Fax: 1-404-249-3133 I

Tax ID: 552525333 - =
Dung Humber: 122173108 oy ale wnEee
Cage Code: 1Fu1z [4tanta foa o [30336
Phone Humber Fax Humber
[1-404-343-1991 ot [1-404-348-3133
Billing Information e
mall

|
Coxr ) Conve )

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.
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Commerce Network Tutorial - Introduction

e Edt iew Fovoites Took Heb -
1 = . = ¢ . :
L R I [ [ ey ‘
Back  Fus Sk Reliesh  Home | Sesch Favoles Hiy | Mal Pt Aealoom
Agdvess [#] hap & page ; x| #Ge | Lnks ®
Clignt Number Southwire Company
1042669 1 Sewatbraanee £, Careroion, (34 301789
Verubur Vendur Conlast e
Sales Wrmidoe Nz 315088 Tomling Partie Satue:
Administration Wundur Harme: fndersin Satery s
Contact Harmee: Duwil Srberos
Address: Customes Bumber: |1FaCCOuRTHo|
B LaGirange Bivd, W [re——
T Adanca G688 Contact Addruss
. . Bhone: 1404365401 TIE Laliange It ¢
ccoun by .
[Tm— Fax LasamaIny A GaTS
Tan Ik 52515503 Phanee: 140446 191
Nuns Humber: 105 Fan: 1404 3903133
Cage Cenbe: 12013
LOG OFF Enmmail: davicamaersensatenying sem
I_ Wendnr Billing Information Wenrar Nedesry Information
Rilling Condact Harmie: Diefivery Contaet Name:
Branch M: Brach ID:
Contact Addiess Contact Addross
Phunes: Pl
Fa: Fan:
Limiait: Lrnail:
Defwery Comments:
£] Done o Irieaes ,4

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.

I “Wendor Name Supplier Customer Approved I
423522 Anderson Satety X [Cvaen ( )
435626 Acme Industrisl Sales, Inc. X X @) ( ]

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.

| prime-vondor. com - Miciosull Intemel Esplors

Dl [dt View Favoies Took Heb | = |
S A I I~ T I I (e L

Back s Sioo  Refeth  Home | Sesch Favetes Himow | Mal  Prie  Rleslcom
Ageess [#] turp: i & A ot =] @en | Links >

Client Mumber

Southwire Compan
1042658 LA

1 Southwire L, Camoiton, GA JT19

prime-vendor.c« )

Approve: Trading Pariners Cenrr )
D Hame Supplier Customer  [approve Reject ]
M::‘rl_‘.;::mm 433026 AAA-Prime Vendor Test £D1 Test X D | ] | Select Approve
Commerce azazr AR WaliTest x Tierenve I ] or Reject.
LOG OFF
apyi
£] Done i i [ o Irieaes ,4

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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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.

- prime-vondor. com - Miciosoll Intemnel Explures

e Edt View Fovoites Todh  Heo

S A I s (- S e (BT LA
Back Sioo  Aefreth  Home | Sesch Faveotes Histow | Mal  Prie  Feslcom
Addnss [B] hap —— ot

Client Number Southwire Company
1042858

1 Southwire Lr, Camoiton, GA J0T719

HOME

vy prime-vendor.co

Administration Ommert

Supplier Products [ FxT |
Federal e -
Kbty Cat, Ho. Product Hama Unit Cdit Delete |
c11374 HP Pricura: Gwilch £108g1 Chirsis
(L, C5aa17 Compag PraLiant MLI50 rack-mount sarer
- Ciram HF Laserel 6150

CeIT2 Sun Fire 200R rack-mourt server

0L
$r-00001-123 Clsto Catalyst 20500 24-port Switch

UL

T
1

8] Done D Ikt
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.

| prime-vondor. com - Miciosull Intemel Esplors
fle [t View Favoiter Took Heo

S o B I T (= e I BT SR
Back Sioo  Refeth  Home | Sesch Favetes Himow | Mal  Prie  Rleslcom
Ageess [#] turp: i + . —

=] @en | Links >

Client Number Southwire Company
1042858

1 Southwire L, Camoiton, GA JT19

HOME
Sales prime-vendor_c.:
Administration ial n 1
List Supplier Products m
Suppliver A indussrisl Saies, Ine =]
Murnbs OF Erdry L ires: Pra Paage{ #2.4-Frime Viendor Test Vendor
A8, Prines Vewrker Tasdd
AAA Vb Test
rosorr e o)

(8] Done
Add New Supplier Products Page

© Inferet 4
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Next, enter how many products are to be entered. Select the Next button to continue.

Supplier

List Supplier Products
IAcme Incustrial Sales, Inc. LI

Humber Of Entry Lines Per Paeli]

Number of Products

| prime-vondor. com - Miciosull Intemel Esplors
Che [t View Fovoiter  Tooks

Help
1

o S
Back

Saop I'Ie_:“lﬁejh D;%:l ﬁ 2 “9 _d | *

; o
Gesch Favotes Hinoy | Mal P Fleslcom
Ageess 8] bt ive s, piine e com/enadpaget endn =] @en | Links >
Client Number Southwire Company
1042658

1 Southwire L, Camoiton, GA JT19

List Supplier Products (et )
ales Line: 1
Administration Supplier Acme industrinl Saie, inc Supplier ID 435626
Product e[
Your wumber[ Mg Humber [
wswe[ Hrand Mame |
wal
Linit Parking
B
L]
Disscriptiin
=l
- &=

— na
Product Details Form

© Inferet

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.

| prime-vendor. com - Miciosull Intemed Esplors

Dl Ldt View Favoes Tooks  Hel Ea
S s R B~ I (- e R e
Back Stp  Refesh  Home | Sesch Favetes Himow | Mal  Prie  Rleslcom
Ageess [B] bt ive st piime verdor com/enadpaget rendi =] @En | Links >
Client Number Anderson Safety Inc.
2189E8 035 LeGrange Bl SWY, Atlents, GA 20336

HOME
an prime-vendor.co

Administration ;

Agency

Contracts

Federal

s Customer Managemunt

€ Add) Coi Trading Partners

€ Croate Bl Customues Catalagur

€ Customer Adrnistration

LOG OFF

- i § ) ke _— .
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.

| prime-vendor. com - Miciosull Intemel Esplors

B Ed ew Fgoirs Jock Hep =
T IR (= I B B (BT SR e
Back. S40 Refreth  Home Search Fawvontes  Histosy Mai Pt Reslcom
Pbsss [ ] hitp £t prime verckor com/ema/pagesverdons! =] o | ks >
Client Number Anderson Safety Inc.
218966 1035 LaGrange B SWY, Atlznts, G4 20336

HOME

Salus
Administration

prime-vendor.c

Agency
cﬁ?’;:fil'.“
T Customar Catalogua )
€ Creste Mew Customer Catalogue
& Auid Custormens To A Cataloguie
€ view\ Edit Custorner Calalogue [Test Catsogus 6212005 =1
ar
] P

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.

prime-vendor.co

Create Customer Catalogue

Catalogue Name

Enter a name for the catalogue and select Add ltems
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Adding lterms To Catalogue: Product Catalogue 001

To add items to your Catalogue fram your Yendor Catalogue, choose from your product listing in the
drop down menu OR enter your catalogue product numhber. When you have made your selection, press
'ADD PRODUCT".

Pracuct Name IEnterPdeud Murnber j

Product # I

Add items to catalogue form

Adding lterms To Catalogue: Product Catalogue 001

To add items to your Catalogue fraom your Yendor Catalogue, choose fram your praduct listing in the
drap down menu OR enter your catalogue product number. When yau have made your selection, press
'ADD PRODUCT".

Product Mame Enter Product Number

BRA 2020 REFER TO 5Y'S 2020

BRA 2040 REFER TO SY'S 2040

IPREENEE? BRA 2080 REFER TO SY'S 2080

BRA 210 BING CHERRY METERED 12/CS 30 DAY REFILL
BRA 230 GOLDEN CITRUS METERED 12/CS 30 DAY REFILL
BRA 250 SPRING BLOSSOM METERED 12/CS 30 DAY REFILL
BRU 120 HANDLE BRACE SMALL

(KN

BEL 122 THREADED HANDLEGOX15/16
5 TAPERED HANDL i

BRLI 137 THREADED HANDLERDX1-1/8
BRL 20124 PUSH BROOM PALMYRA 24 -

Select a product then select the Submit Product button

Product Name MOTRIM 1B SOPKSEX

Catalogue Mumber ACE 13367
Brand Mame ACME UMITED CORPORATION Mfg. Number

50 packs per box,

Description = Packaged for individual use and to replenizh first aid stations and kits, sold separately = Handy dispenser boxes 2 tablets per pack.

MIGP Code - UNSPC Code
LIMIT Of Measure [=E
Unit Packaging $Im
LIMIT Price This ftem iz already in the public catalogue.

™ Donet change current price of 50 6366

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.

| prime-vendor. com - Miciosull Intemel Esplors

Fio Edt View Fgwnins Tock  Hep -
& .= @ [ & @ | B S

Back Sip  Néfeth  Home | Sewch Favodtes Mooy | Mal e esleom

Pbsss [ ] hitp £t prime verckor com/ema/pagesverdons! =] o | ks >
Client Number Anderson Safety Inc.

216966 035 LaGrange Blad SWY, Atlants, GA 30338

Salus
Administration

prime-vendor.c

Agency
Contracts
Fodernl Cintmer Caegs oo )
€ Creste Mew Customer Catalogue
& Add Costamers To A Catalogue

€ view\ Edit Custorner Calalogue [Test Catsogus 6212005 =1

] P

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

| prime-vendor. com - Miciosull Intemel Esplors

Fie Edt Wiew Faenites Jock  Help -
S A I N~ - I~ R (s S
Back. S0 Refreth  Home Sesrch Favortes  Histoey Mai Pt Reslcom
ke [E] hap prme verelee comlemad| coes! =] o | Lnks
Client Number Anderson Safety Inc.
218966

035 LaGrange Bled SW, Atlancs, GA 30328

HOME
Sales prime-vendor.c

Administration

Add Customer Ta Catalogue
€ Add Customer To Catalogue [Ted Crtnkaur 8-21.2005 :I"

Test Cotabogue £-21- 2005
[Hervy: Tesd Catalugue
LOG OFF Froduct Calakogas 001

Account
Management

[dastin 1

astin 2

aighigh

restest crine catsiouge ever pard
Test Cataiog

et ngniny

£] Done

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

3} prme-vendor cos - Miciasoll Infeined Explores

Fio Edt View Fgwnins Tock  Hep -
.= @ ¢ o 3B S

Back Sip  Néfeth  Home | Sewch Favodtes Mooy | Mal e esleom

Pbsss [ ] hitp £t prime verckor com/ema/pagesverdons! =] o | ks >

Client Number Anderson Safety Inc.
218966 1035 LaGrange Bl SW, Atlants, GA 20336

HOME
Sales prime-vendor.c
Administration
Agency
Contrac

Fer O Hearz

Product Catalogus 001

M:}-ﬁ;mm Mo vendors have been sckied tothis catsiog

AddePimie Viendor
AAAFTirme Vendor o
A Prime Yendor Testd

LOG OFF

Acme Industrinl Sales, Inc.

£] Done D Inteenct &
Select a Trading Partner
Product Catalogue 001
D Name
435626 Acme Industrial Sales, Inc. (EED)

IAAA—PrimE VendUrTest\/endUrj

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.

A} prime wendar.cam - Microsoft Inbernet Exploeer

_io] x|
Fie Edt Wew Faoerkes Took Hel -
dagack = = - (D 1] A Disearch [LiFavortes (P Th- b OF - D2
address (@) bt forame- e comenmajuages prevrs | @eo |k ®

Client Number Anderson Safety Inc.
218966 05 LalSranger Bl SWY, Altanta, (G4 035G
HOME
Sates prime-vendor.c«
Administration Commert
Agency
Contracts
Commerce Network
€ =ales Management
& Purchase Management
& Clectronic Document Management
LOG OFF © Trading Partners
€ Financid Managesmen)
€ Halenals Management
o
8] Do O Tnlerel &

Commerce Network

From the Commerce Network menu select Financial Management.

| prime-vardor. cos - Miciosoll Inteined Explores

Elx Edi Yiew Fgenies Tock Hep

S A I N~ - I~ R (s S
Back Sip  Néfeth  Home | Sewch Favodtes Mooy | Mal e esleom
Pbsss [ ] hitp £t prime verckor com/ema/pagesverdons! =] o | ks >

Anderson Safety Inc.
1035 LaGrangs Bl SW, Atlants, G4 20328

Client Mumber
218968

HOME
prime-vendor.c

Sales
Administration

Financial Management
Account
Management & Accourts Recewsble
& Accounts Payable
LOG OFF
] o et =

Financial Management

To create and send invoices to a client select accounts receivable from the

Financial
Management menu.
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| prime-vendor. com - Miciosull Intemed Esplors

it [t View [gvoitss Tock Hep =
S BT IR [ (- e I (BT A

Back Sip  Néfeth  Home | Sewch Favodtes Moy | Mal P Peslcom

Ageess [B] bt ive st piime verdor com/enadpaget rendi =] @En | Links >
Client Number Anderson Safety Inc.

21B966 035 LeGrange Bl SWY, Atlents, GA 20336

HOME

Salus
Administration

prime-vendor.c

Fod
Minrkats Accounts Recelvable [ )

Account
Mara t

reate Customer Invice
e Manusl Irvoice
aber Corercdit Mol

te Retum Auhonzation

LOG OFF

L5
L9
[ "I
©
€ Create Customer EDI Irioice

& Creste Monithly Statements
€ Reporls

- . . B P Y X © . X
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.

) primve-vendor.com - Microsolt Internet Explores. (=T |
Fla Edt View Favortes Tooks  Help

ot - > - QA 2| Dsewc Gpwotm P D I - D

Addrass [@] Mt fiprime versdor compermogmiendors ] =] e ke ™
Cllent Number AAA-Prime Vendor Testd EDI Test
439825 Add, City, AR 2
HOME
prime-vendor.co
Commerce Network
| A0 NowOpan Ordars (00 [ Shipped Ordors (I00) | tewnicos [0
Search Stiped Ovders
Seeech Purcraze ners For
;
LOG OFF Shipped Orders
Cumtomer ContractMo. | Purchase Wo. | Date Shipped | Order Stsus
A e Test EaTooo e ] Grder Shaped
A weeent rooon 73 nwoos Gromn Stpe
kA et Test Po000TZ3E0 | anamons Ceder Stapent ]
axa wenTent PoG0dz3E0 |anams Ceser Shepes
Ana o Tast caroom T 0305 Order Sheped
A wensi S, v | CATOO00 asar e et e
A sl Sakes, e | CATO004 s 1nom Shmrort Frvem

Fage 1 o1 pages

[ mtemet i

5]

Shipped Orders Listing Shows Completed Purchase Orders Ready for Invoiéiﬁg

Select the invoice link for a completed purchase order.
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INVOICE
Wendor Hame Vendor Address Account Ho. Vendor Ho.
AAANebTest 123 Shoebox Ln 423522
Suite 245
nilmington,
AL 5545
Buyer Phone Fax Email
NOUSER, 2524132335 1-910-784-9852 bumey@prime-vendor.com
Issue Date Purchase Ho. Requisition Ho. Deliver By
272672005 FO000123
Invoice Date Invoice Ho.
IEI/'E,-"Z[IUS
SUPPLIER SHIP TO DESTINATION
Account Ho. Account Ho, Vendor Hame
gL 423522 AfANebTast
VYendor Hame Address City
A Rimeendor TestiE DI Test 123 Shoebox Ln wilmington
Suite 345
Address State / Zip
AL f assas
City Comments
ITEMS INVOICED
= Quantity| Guantity| Back 5 e F
e Ordered| Invoiced| Ordered i | A LS Price
1 0 5 5 EA MATRIX PAPER TOWEL DISPEMSER § 2371 F 168.55
2 10 5 5 EA MATRIX TOILET TISSUE DISP - MULTI R § 2452 F 1720
Sub Total F 341.495
Shipping F0.00
' FOB Destination |  FOB Origin Total EREE
" Terms ” Discount
Nt |30 Days I % I Days, Het Days
SHIPMENT INFORMATION
Complete the freight carier information and press the "Order Shipped" button.
Confirmation will automatically be issued to the buyer and receiving department.
Shipment Ho. |SHOOO00720 Tracking Ho.
Freight Carrier ETA
Phone Ship Date D/2/2005
Order Fuliliment
PRINT PAGE

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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) primve-vendor.com - Microsolt Internet Explores. (=T |
Fle [dt Vew Favortes Toos b
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L] T S——r——y =] e ke
Cllent Mumber AAA-Prime Vendor Testd EDI Test
439026 Addi, City, AK Zip

prime-vendor.co
Commerce Network
[ A0 oo ypan crers. (TN Shupped Ovdors (T0) | [R— )
Searchwoices
Seerch Invoices For,
LOG OFF Irnvoiced Ouders
Customer Corniract Bo. lewoice Mo Inwoice Date lewoice Status. Type

| AAA el Test I B Sert O

vt e .t wovonE

AAL Wb Trsd 1013 11202008 Incormgintn BVOKE

AAL ehTest | E3ET4 A1 25005 Sert RECAT

| AMA el Tast 1004 BN et O

vt Ao e wrvonE

AAL ek Test 1008 Q212005 gkt BVOKE

ranvwTest oor azimc0s ampiss Brvcee

| AMA el Tast 1000 N 00 ecompiete 0L

e s = s

Page 1 of b pages m
w1
2 B Intemet

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.

Z prime-vandur. o - Miciosoll Inteinet Esplores

Dl [t View Favoites Toos  Hep -
S IR~ - R~ R (T R
Back. orward S0 Refreth  Home Seach Favortes  His Mai Pt Reslcom
Ahess [B] hap n 3 ; =] oo | Links
Client Number Anderson Safety Inc.
218966 1036 LaGrangs Bivd. SW, Atlants, GA 30236

HOME
prime-vendor.c

3.
Administration

Federnl =
Markots Accounts Recehrahle (L)
Account
Management & Create Customer Involcs
& Creste Manual Invoice
€ Coate Credit Mol
§ Creats Retum Aumnonzation
€ Create Customer EDI Invaice
& Creste Monthiy Statements
& Roporls
10
£ [ C v

Accounts Receivable Menu

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

Fie [ Wiew Favoites Took  Help
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Back Farpard S0p  Mefeth  Home | Seach Fawootes Migosp | Mal  Priw  Realiom
e [8] " ] =] @0 | Links @
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]
prime-vendor.co
| Comme
Create Imvoice For Tradng Partner
Swmarch Tradisg Parters By. | Swarch For
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&] Done:

[ Wereior Name. suppier Customer | Approved | |
[Erre) BASFrime Vende Test Verder *

439821 P — T ¥ X " Create Inwoice |

arse AAAINeb e ® * X
435626 A idustrisl Ssdes, o, g X eate ILnvoice

Page 1 of 1 pages

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.

Invoice
Vendor Hame Vendor Address Account Ho. WYendor Ho.
AdRFrime wendor Testd 4701 iight swille Pore 439921
Suite #211, Bldg #3
Wilmington
NC, 28403
Buyer Phone Fax Email
[ [po0-74-0554 [po0-748-8307 fivebob @prime-wendor.com
Purchase Order Date Purchase Ho. Requisition Ho. Deliver By
Invoice Date Invoice Ho.
IB,#' G/2005
SUPPLIER SHIP TO DESTINATION
Account Ho. Account Ho. Vendor Hame
ot [emezi [ Prime \endor Testd
Vendor Hame Address City
AadPrime Vendor Testd EDI Test [0t Wrghesile e imington
Suite #211, Bldg #3
Address State / Zip
HE Zip |23403
City
State / Zip
AE
Invoice Rems
LineHo. |  Quantity | Unit [Produet | Unit Price Total
1 I I | — |
Total  0.00;
Complete the freight camer infarmation and press the " Order Shipped” button
Confirmation will automatically be izsued to the buyer and raceiving department
Shipment Ho. I Tracking Ho.
Freight Carrier I ETA
Phone I Ship Date
Order Fulfillment
=

Create Tnvoice

Blank Invoice Form
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Invoice

Vendor Hame Vendor Address Account Ho, Vendor Ho.
Py Prime endor Testd 4701 Wirightsville Ave azee21

Suite #211, Bldg #3

Wilmington

MEC, 25403
Buyer Phone Fax Email
| |ann-?4a-9554 |snn-?4ﬁ-azn? Ijnehnh {@prime-wendor com
Purchase Order Date Purchase Ho. Requisition Ho. Deliver By
Invoice Date Invoice Ho.
IB,‘EIZDDE

SUPPLIER SHIP TO DESTIHATION
Account Ho. Account Ho. Vendor Hame
i [eanezt [amePrime Vendor Testd
Vendor Hame Address City
A Prime Yendor Testd EDI Test |4FIJ1 Wirightsville Aue IUlI'iIm\ng‘mn
ISuite #211, Bldg #3
Address State / Zip
INC dip |2s403

City
State ! Zip
2K

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 ems
Line Ho. Quantity Unit | Product Unit Price Total

1T | J

Total F0.00

[Completa the freight camier infarmation and press the " Order Shipped” butten.
Confimmation will automatically be issued to the buyer and receiving department.

Shipment Ho. | Tracking Ho.
Freight Carrier I ETA
Phone I Ship Date
Order Fulfillment
=
=
CANCEL

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 fulfilment 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.

e
Fle Edt Wew Favorkes Took  Help -
s - - QA A Bewe G F - -

5 (@] 415 i vreebr comirmetoopralvorskorn] =] Pe [k *

Client Number AAA-Prime Vendor Testd EDI Test

439926 Add, City, AK Zip

prime-vendor.c

Matorials Management [T |

Fecalving Shipments

List/ Update Inventory
Teanafar Maw Imvantory
Enter Imemniory

Pick Tichiets

Ship Cuslomer Orders
Imvantory Fepors

(XX 0.2 T X

]

B trvmre

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

prime-vendor.co

m Search Recieved Shipments ERIT )
Search Recieved Shipment By Search Recieved Shipment For:
Ordering Vandor = [
Recieved Shipments
Customer Contract Ho. Purchase Ho. Date Shipped Order Status
Acme Industrial Sales, Inc CATODO4 456789 1142001 Mew Shipmert ( VIEH
Acme Industrial Sales, Inc. CATOOO4 456739 10142001 Mewy Shipmert [ VIEH ]

Received Shipments Listing

Select the View button to access newly received shipments
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PURCHASE ORDER

Vendor Hame Vendor Address Account Ho. VYendor Ho.
Acme Industial Sales, Inc. 123 Main Steet 435628
wiilmington,
NC 23407
Buyer Phone Fax Email
NO USER 1-555-555-5555 1-555-555-5555 justin floyd@prime-vendor.com
lssue Date Purchase Ho. Requisition Ho. Deliver By
71112005 456789 F 10,2005
SUPPLIER SHIP TO DESTINATION
Account Ho. Account Ho. VYendor Hame
439818 435626 Acme Industial Sales, Inc
Vendor Hame Address City
AsatePrime Vendar Testd EDI Test 123 Main Street Wilmingtan
Address State 1 Zip
HE f 23407
City Comments
State / Zip
Ak
ITEMS SHIPPED
Line | Quantity)  Quantity) Quantityl o oo guct Ho. Product Unit Price| Extended
Ordered Price
MATRIX ANTIBACTERIAL
1 2| 2| i} EA  |BOB 5000 SOAP DSPNR F40.18 F80.38
MATRL: PAPER TOWEL
2 2 2| 0| Ea |eoBs262 ey $33.71 §67.42
MATRIX TOILET TISSUE DISF -
ked 2| 2 I i} EA  |BOB 5288 MULTI R F 3458 F689.18
Sub Total F 215 .94
Shipping $0.00
Total F 215 .84
SHIPMEHNT INFORMATIOH
Complete the freight camier information and press the "Order Shipped” button.
Confirmation will automatically be issued to the buyer and receiving department
Shipment Ho. [123456 Tracking Ho.
Freight Carrier ETA
Phone Ship Date |1/1/2001
Order Fulfillment
Accepted By I | Received I]atall
Comments ;I
ACCEPT RECEIVING)J(TRANSFER TO INVENTORY PRINT PAGE

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 SHIPPED
- Quantity| Quantity| Guantity = P Extended
Line Gedirad Shipped|Received Unit |Product Ho. Product Unit Price Pl
MATRILE ANTIBACTERIAL
1 2 2 I o EA  |BOB 5020 SOAF DSFNR F40.12 § 2036/
MATRLY PAPER TOWEL
2 2 2 I i EA  |BOB 5262 DISFENSER 3301 F 6742
MATRLX TOILET TISSUE DISP -
3 2 2 I 1] EA  |BOB 5222 MULTI R F2452 6916
Sub Total F216.99
Shipping $ 0.00]
Total F216.04]

Iltems Included in the Shipment

prime vendor
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ITEMS SHIPPED
= Quantity| Quantity| Quantity 5 Frir Extended
Line e diored Shipped|Received Unit |Product Ho. Product Unit Price Drice
MATRIX ANTIBACTERLAL
1 2 2| 2 EA  |BOBS020 SOAF DSFNR F4a012 2036
MATRLX PAPER TOWEL
2 2 H| 2| Ea |pOBSZEZ bisREiisen F3371 FET A2
MATRIX TOILET TISSUE DISP -
3 2 H| 2| Ea |BOBS2E2 WliTiR $ 3458 F 6916
Sub Total §216.94
Shipping F0.00
Total 216904
SHIPMEHT INFORMATIOH
Complete the freight camier information and press the "Order Shipped" button.
Confirmation will automatically be issued to the buyer and receiving depatment.
Shipment Ho. 123456 Tracking Ho.
Freight Carrier ETA
Phone Ship Date |1/1/2001
Order Fulfillment
Accepted By | [iohn Srmith | Received Date ||1 15.2001
Comments ;I
=
ACCEPT RECEIVING J(TRANSFER TO INVENTORY PRINT PAGE

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.

) prime vendor.com - Microsalt Internet Euplarer ==l
Fle Edt Vew Favoes Toos  Hep -
md - 9 - DD | e G 3D S - D
A [ ] et e -eorabor ccrefmmconesiverdkoes] =] Poo |k ™
Client Number AAA-Prime Vendor Testd EDI Test
439826 Addi, City, AK Zip

prime-vendor.c:

Materials Management [T )

Shipments
1 Update eareruse Positions
List/ Update Inventory
Teanafar Maw Imvantory

e
List

Enter Imemniory
Pick Tichiets

Ship Cuslomer Orders
Imvantory Fepors

(XX 0.2 T X

] o vt

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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=

Fle Edt Vew Favortes Toos Help -

sk - = - (DA A P yFaeese 3 - DT - D

L [ e p—r———r—— =] @ [uw
Client Number AAA-Prime Vendor Testd EDI Test

&) eem

435826 Add, City, AK Zip

Product 8
000018

wote [

Test 4
00067

Coar)
Prodict Hame | Product # Duantity Receled  Transfer Quantity  Quantity Remaining

1 Lasar Jet 8150 1 e

]

Lote [ [ [Fock A Level 1 =] D
Product Hame | Product & Transfer Quantity  Quantity Remaining

[+

[Fnck A Lovel 1 =] (T

Product Hame | Product 8 Ouantity Recebed  Transter Quantity  Quantity Remaining

Tast 3 1 e

130003

Lute [ [ [Fack A Leven 2] EIED
Product Hama | Product # Transfer Quantity  Quantity Remaining

[+

e [ I [ [Fock A Lovel 1 =)D

Prodict Hame | Product # Duantity Receled  Transfer Quantity  Quantity Remaining

TEST ITEM 1 e

12HBETHE

we [ | | | Fack A Level 1 )G
Page 1 ol 2 pages (]

B trvmre

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

Product Name ' Product # Quantity Received  Transfer Quantity  Quantity Remaining

HP Laser.Jet 8150 1 o 1

C77451 Rotation Date Ezpiration Date Rack Location

Lot # I— | | |RackA Lewvel 1 j
Product HName ' Product # Quantity Received  Transfer Quantity  Quantity Remaining

Product 9 1 o 1

10000123 Rotation Date Expiration Date Rack Location

Lot # I— | | |RackA Lewvel 1 j
Product Hame ' Product # Quantity Received  Transfer Quantity  Quantity Remaining

Test3 1 o 1

HJODO03 Rotation Date Expiration Date Rack Location

Lot # I— | | |RackA Lewvel 1 j
Product Name ' Product # Quantity Received  Transfer Quantity  Quantity Remaining

Test 4 1 o 1

EDODOGY Rotation Date Expiration Date Rack Location

Lot # I— | | |RackA Lewvel 1 j
Product Hame ' Product # Quantity Received Transfer Quantity  Quantity Remaining

TEST ITEM 1 o 1

123456ZKC Rotation Date Expiration Date Rack Location

Lot # I— | | |RackA Lewvel 1 j

Page 1 of 2 pages
Items in Quarantine before Being Assigned to the Inventory

prime vendor
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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.

=
Fle Edt Wew Favorkes Took  Help -
s - o - QA A Bewe S F - -
5 (@] 415 i vreebr comirmetoopralvorskorn] =] Pe [k *
Client Number AAA-Prime Vendor Testd EDI Test
433826

Adkt, City, AK 2ip

prime-vendor.c

Matorials Managoment

& Recaiing Shipments

& Listd Update Waretouse Positions

€ Listi Update Invertiry

& Transfar Hew Imantory

&  Enter inontory

€ Pick Tichets

€  Shin Cuslomes Drders

& Imentory Reports
- o o ity gl and ang . —
Select List / Update Warehouse Positions
Lalx
e E® Wew Favakes Took Hel [ = |
e e - - T e STy
5 (@] 415 i vreebr comirmetoopralvorskorn] =] Pe [k *

Client Number AAA-Prime Vendor Testd EDI Test
439926 Add, City, AK Zip

prime-vendor.co

WAREHOLISE POSITIONS

Fack A Lol 1
Fack A L 2
Fack & Level 3
Fack & Lowel 1
Hack B Low 2
Fack B Lud 3
Pach C Lol 1 Created 639 2005
Fack C Lownl 7 Crmate .70 2008
Fack C Level I Cresled §-29-2005
Fack D Ll 1 Created 0.36-2005

LEEEELDE

Fage 167 1 pags

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

WAREHOUSE POSITIONS

Warehouse Position | Note #
Rack & Level 1

Rack A Level 2

Rack A Level 3

Rack B Level 1

Rack B Level 2

Rack B Level 3

Rack C Level 1 Crested 6-29-2005

Rack C Level 2 Crested 6-29-2005

Rack C Level 3 Created 6-29-2005

Rack D Level 1 Crested 5-26-2005

Page 1 of 1 pages
ADD HAREHOUSE FOSITION

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.

_prime-vendor.co :
L Commerce Network

New Warehouse Position
Position [Row 10, Shelf G, Ser

Comment]n3-0z-2006]

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.

YWAREHOUSE POSITIONS
Warehouse Position Hote #
Rack A Level 1
Rack A Level 2
Rack A Level 3
Rack B Level 1
Rack B Level 2
Rack B Level 3
Rack C Level 1 Crested 6-29-2005
Rack C Level 2 Created §-29-2003
Rack C Level 3 Crested §-29-2005
Row 10, Shelf G, Section 2 03-02-2006

Page 1 of 1 pages

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.

e
Fle Edt Vew Favortes Toos Help -
s - - QA A Bewe G F - -

L [ e p—r———r—— =] @ [uw

Client Number AAA-Prime Vendor Testd EDI Test
439926 Add, City, AK Zip

prime-vendor.c

Materials Management [ e
Managesment [ 9
LY
€ List/ Update Inventory
LOG OFF & Tesnsfer Haw invantory
&  Entorineniony
€ Pick Tichets
& Ship Cuslomer Orders
& Imvantory Reports
D rtmret

81
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.

2} prime vendor.com - Microsait Internet Explorer ==l
Fle Edt Wew Favorkes Tooks Help -

e e - - T e STy
hkdress [8] Mt iiree vrreke ccrnirmelpagrsl et =] e e e
Client Number AAA-Prime Vendor Testd EDI Test

435826 Add, City, AK Zip

HOME
Salen prime-vendor.c
Admanistration Ma
List / Tramsfer Warehowse Inventary [{_exan ]|
© Product I(umhm{
 Rack Location

 List A8

rosorr N o]

& B trvmre

List Inventory Search Form
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e
Fle Edt Wew Favorkes Took  Help -
s - o - QA A Bewe S F - -
L [ e p—r———r—— =] @ [uw
Client Number AAA-Prime Vendor Testd EDI Test
439826 Addi, City, AK Zip

Broduct

Clsco Catalyst 29500 74.port Switch
Cisco Catalyst 29500 24-port Switch
Comgian oL iant ML 750 rack-mant Sore

Finck B Level 3
Fuck B Lewel

HP Procunv Switch 4100g] Chassis Finck 0 Level 2

HP Procurve Switch 4108yl Chassis

MATRO ANTIRAC TERIAL SORP DSPHR

&) 0orm
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.

e
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Client Number AAA-Prime Vendor Testd EDI Test

435826 Add, City, AK Zip

prime-vendor.c

Matorials Management [T |

o
Managaeont

Teanafar Maw Imvantory

Enter Imemniory
Pick Tichiets

(XX 0.2 T X

Ship Cuslomer Orders
Imvantory Fepors

&) D trteret

Materials Management Main Menu Select Enter Inventory
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Froduct Mame

‘our Murnber hifg. Nurmber

MEM # Erand Mame I
I I n
Cluantity Unit

I |

“endor # Unit Packing

Description

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.

prime vendor
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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

e
Fle Edt Vew Favortes Toos Help -
s - o - QA A Bewe S F - -
5 (@] 415 i vreebr comirmetoopralvorskorn] =] Pe [k *
Client Number AAA-Prime Vendor Testd EDI Test
439826 Addt, City, AK Zip
FRINT ) [, o )

o
Managaeont

Inventory Reparts
Search by: | LAl G| Saloct Fields 1o Display:

Search for: — ™ Facilty Locstion W Lot Conéml Mumbar

¥ Ratk Location = Product ientifies

Sort by: Prouct [dentiber = ¥ Recering Date  # Cortract Number
¥ Expration Date ¥ Product Number
Search Daie Hange: ¥ Rotation Date ¥ Product Name
Start: End: M Quantity ™ Serial Nurriber
=

&) 0orm
Inventory Reports Interface

B trvmre

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.

T prime verdorcom - icrosslt Internet Euplorer
Fle Edt Wew Favorkes Took  Help

e e - - T e STy

=

L [ e p—r———r—— =] @ [uw
Client Number AAA-Prime Vendor Testd EDI Test
439826 Add, City, AK Zip
PRIRT | [ —

March 7, 2006 wrantory Raport Page 1612

Sy FBEK  Product Receing Contract Expiration  Prodisct  Rotation Prouct F—

Mumbey | LOGANON  Mdoolifies  Date Humber - Date Humiber Dt Hami
1 Risck A Lével 1 LLETR ) HATRIC ANTIIACTIRIAL SOAP DEFNR n
7 Hch 2. Lot 1 Srv.00001.1 73 Gt Catatyss T80 Jgort St |1
3 Rock B Level 2 HP Procurve Swilch 4108g) Chassis i}
4 Rnck O Level | Compa Froliant MLT 50 rack-mount serer |1
E Rtk O Lévid 3 S Fire JU0R rach- Mot Sarvir 1
0 Rk . L 3 1 Procuvs Swtch 4100 Chassis |1
T Rock A Level 2 iyt Calohyst 20500 24-port Twilch i}
a Rnck B Level 3 L1451 P LazerJet 0150
3 Rk 0 Lot 7 T 1 Lusee ot 1150 1
10 ik B Lirert § B0 S MATHIX TOLET TS50 6 . MATIR 107
(me )
Download Report [ Excel | S5V XML | Teat ]
&) oem D vime

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.
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