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Logo Panel Menu
Is always available to the
user. Launch ‘My

Settings’ and ‘Help’ from @—

here.

FrontPage

90% of the standard day
to day business
processes can be
managed from the
FrontPage.
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Hide Menu

Check the Hide Menu
box to close the Menu
Panel.

Set your preference in
‘My Settings.’
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PO Number

This is the system
generated Number that
identifies the PO.

Status

Depending on what

stage the PO is in, it can

have 4 supplier related

statuses:

» Supplier Response
Pending

* Viewed by Supplier

» Accepted or

* Rejected

Subject/Buyer

Shows the PO subject
line and the name of the
buying property.
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PO Date/Required by
Shows the date when the
PO was created and in
the next column, by what
date the items are
required.

Total
Shows the total
extension of the PO
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View/Print PO

Select a PO by clicking
the radio button and then
click this button to view
the PO.
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Supplier Prc = Review and Print PO
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Print view of PO
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Supplier P

Notes and Attachments
If the buyer has attached
notes and/or files to the
PO, they will be shown
here.

> Review and Print PO
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Supplier F = Notes and Attachments
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Notes Entry Screen To ol h lick
The notes entry screen ) hO close the screen, clic
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Supplier Proc

Attachments
Click here to add an
attachment to the PO.

Attachment List
Click on the Add button
to open the Upload File
window.

Upload File
Click ‘Browse’ to locate
the file and attach it by
clicking ‘Submit.’
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Supplier Pro

The selected file has
been added to the PO.
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Supplier Proc

Transfer

A Purchase Order is
always sent to a default
contact person within the
supplier comany. This
contact person can

= Transfering POs

transfer the PO to a @

different person within
the supplier organization.

Click Transfer.

Select the person you
want to transfer the PO
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to by clicking the ‘Select
button’.
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After reviewing the PO,
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Supplier Proces

The list of PO’s is filtered
using this drop down list.
Since the PO has been
accepted, it has been
moved from the ‘PO’s

._

> Accept/Reject PO
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Needing Response’ and
‘My PO'’s Needing
Response’ list.

Choose ‘Accepted PO’s’
from the drop down list.
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Supplier Proce

The PO has been added
to the list and the status
has changed to

‘Accepted by Supplier’
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= Accept/Reject PO
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Supplier Proce

Click on the In Box tab.
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Supplier Process ¢

When a new Purchase
Order is sent to the
supplier, a system
message will be
generated.
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The filter defaults to
unread messages in the
In Box. To view read
messages, select ‘Read
in box’ from the drop
down list.
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Supplier Proces

Click on the My Settings
link to launch the

preferences screenina g
separate window.

> My Settings
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Click on ‘Save’ to confirm
the changes made.

Maintain your user
account information and
preferences such as:

* Passwords
» Message Delivery
« Contact Information

The drop down menu
lets the supplier choose
which tab the system
should default to on
startup.

If the checkbox is
checked, the menu panel
will be hidden by default
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