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INTRODUCTION
Web Portal Overview

WEB PORTAL OVERVIEW

TRAVERSE Portal is a web-based system that allows you and your customers to access selected
information from your TRAVERSE system via the Internet. Using a web browser, you and your
customers can utilize the TRAVERSE Portal applications to enter sales orders, generate and
approve purchase orders, and work with customer and sales rep information.

Because TRAVERSE Portal is web-based, you must have a web server to host the applications.
TRAVERSE Portal applications are different than the TRAVERSE Windows applications because
of the web interface. It helps to think of the web software as an extension of TRAVERSE
functionality.

System Information

Additional information about using the system is found in the following sources:
e the Portals User’s Help
¢ the user’s help for other TRAVERSE applications

e the Developer’s Guide and Developer’s Object Descriptions manuals

Customer Support
Open Systems Holdings Corp. has a strong commitment to customer service and product
quality. If you need help using any Open Systems product, follow these procedures:
e Consult the user’s help and other TRAVERSE reference materials.

e If you are a subscriber to the TRAVERSE customer support program, you can consult
your customer support representative (1-800-320-3088) or e-mail them at
traverse_support@osas.com.
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INTRODUCTION
About Portals

ABOUT PORTALS

Frequently used functions

The most frequently used functions are on the Portal and Customer Portal web sites in the
TRAVERSE Portal Sales Rep, TRAVERSE Portal Approvals, Customer Portal Views, and Customer
Portal Order menus. Use these functions for the following tasks:

e Enter orders, view order and customer information, and view transaction history.
e Add new customers and assign user logins to the customers
e Customers may enter new orders, print orders and pay open invoices.

e Enter and approve Purchase Order requests.

Views

Sales Reps and Customers can view open order information, aged trial balances, job
information, invoice and payment history, pending payments, and account detail information.

Interfaces

The portals are integrated into Accounts Receivable, Accounts Payable, Sales Order, Purchase
Order, Inventory, and Service Repair. Interfaces are automatic to these applications.
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PORTALS SETUP
Overview

OVERVIEW

TRAVERSE Portal is a web-based system that allows you and your customers to access selected
information from your TRAVERSE system via the Internet. Using a web browser, you and your
customers can utilize the TRAVERSE Portal applications to enter sales orders, generate and
approve purchase orders, and work with customer and sales rep information.

Because TRAVERSE Portal is web-based, you must have a web server to host the applications.
TRAVERSE Portal applications are different than the TRAVERSE desktop applications because
of the web interface. It helps to think of the web software as an extension of TRAVERSE
functionality.

.0 0.0 0 0.0 0 000000000 0000000000000 00000000000000000000000000000000000010
NOTE: Because setup of the TRAVERSE Portal is specific to each company, a services
engagement is required to install and configure it.

.0 0.0 0 0.0 0 000000000000 0000000000000 00000000000000000000000000000000010

Portal includes web interfaces for a number of TRAVERSE applications:

Business-to-Business: You can create and maintain access to TRAVERSE Portal for your
customers and sales reps. You can also establish and utilize a purchase order approval system.

¢ The Sales Rep portal gives your sales reps the ability to review a Customer's account
information including invoice, order, and payment history; set up web apps users for
their Customers; create and monitor orders; edit ship-to and payment information
for their Customers; and review their commissions.

e The Approvals portal gives you the ability to let users create Purchase Order
requests, then route those requests to personnel with purchasing authority for
approval before a purchase order is created.

¢ The Customer Portal Manager allows you to set up the parameters for Portal
applications. These include selecting company availability and access, Customer
access, Customer Item, and Inventory Item availability on the web, as well as
creating Portal Users and Groups. The Customer Portal Manager function also gives
you the ability to set up templates for communication emails such as new user
notifications and new order acknowledgments.

e The Customer portal allows your Customers to review account information, create
and review orders, manage their payment and ship-to information, and create and
manage their own users.
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Configuration

NOTE: The best practice for setting up information to be used in the Portals, is to set
up as much information within the TRAVERSE desktop application as possible. The
Portals will use the information set up in the TRAVERSE desktop to pull the
information into the Portals.
O 0 0.0 0 0 0 0 0 000000 0000000000000 000000000000000000000000000000000000000
Set up the Business Rules on the TRAVERSE System Manager menu to configure how the
system will work.

In the Sales Rep Portal, map your TRAVERSE users to Sales Reps to use when setting users and
permissions.

Use the Payment Service Settings function to configure settings for payment services for
TRAVERSE Point of Sale or TRAVERSE Portals. Your selected payment service provider allows
you to accept credit card or other online payment options. Contact your software provider for
assistance, if necessary.

Use the Configuration menu to set up detail settings for the current company and reload the
Business Rules information for the logged in user. The information on the Configuration screen
is the same information in the System Manager Business Rules function for the TRAVERSE
Portal.

Sales Rep Portal Overview

The Sales Rep Portal allows your sales reps to view and manage their Customers' information,
including interactive views and order management. Sales Rep Portal business rules also allow
you to set up a default batch code, default Location ID, and the quantity display mode.

Sales reps can also be restricted from viewing customers via the Customer Filter business rule,
or by creating a sales rep hierarchy using the Sales Rep Access function.

You need to configure your user login in TRAVERSE to utilize the Sales Rep portal functions.

PO Approvals
The PO Approval portal allows for an intermediate approval step between a request to order a
part and a live Purchase Order. This gives you more control over the ordering process.

If the PO Business Rule for allowing approval processing is set to Yes, an Order Request must
be approved before the request is turned into an actual Purchase Order. When a request
completes an approval route, it becomes a live order.

The PO Approval function will only display requests, not active Purchase Orders, when you use
it.
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Overview

Customer Portal Manager Overview

This module is used to manage the Customer Portal. The administrator can determine the
Customers who can access the website, the information that can be accessed by those
Customers, and the Items that are available to the Customers through the website.

The main components of this module are website settings, email communication templates
setup, and synchronization of off-line data with TRAVERSE. You can also use this module to
manage Customers, Items, and website users.

Most of the views in the portal have a Company ID field at the top. All the information
processing in such views will be applicable to the selected company only. By default, the last
company used will be selected in this field for the current session.

Customer Portal Overview

The Customer Portal allows your Customers to access information such as open orders,
payment history, and check account information via a website. The Customer portal also
allows your Customers to place orders, and change payment and ship-to options.

The Customer portal menu items are available depending on the menu security set for the

current user's group. If the current user belongs to more than one group, the permissions are
cumulative.
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Configuration

CONFIGURATION

Use the Configuration menu to set up detail settings for the current company and reload the
Business Rules information for the logged-in user. The information on the Configuration screen
is the same information in the System Manager Business Rules function for the TRAVERSE
Portal.

User Mapping

In the Sales Rep Portal, map your TRAVERSE users to Sales Reps to use when setting users and
permissions.

Payment Services
Use the Payment Service Settings function to configure settings for payment services for
TRAVERSE Point of Sale or TRAVERSE Portal. Your selected payment service provider allows
you to accept credit card or other online payment options. Contact your software provider for
assistance, if necessary.

Portal Settings
The Portal Settings function allows you to view and/or update configuration setting applicable
to internal web applications. This includes all web applications except the Customer web
Portal.

Advanced

The Advanced function allows you to reload the Business Rules from TRAVERSE to the web
applications.
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Sales Rep Portal

SALES REP PORTAL

The Sales Rep Portal allows your sales reps to view and manage their Customers' information,
including interactive views and order management. Sales Rep Portal Business Rules also allow
you to set up a default batch code, default Location ID, and the quantity display mode.

Sales Reps can also be restricted from viewing customers via the Customer Filter Business
Rule, or by creating a Sales Rep hierarchy using the Sales Rep Access function.

You need to configure your user login in TRAVERSE to utilize the Sales Rep portal functions.

Sales Rep Access

This function is used to grant Sales Reps access to Customers set up for other Sales Reps when
the access mode is set up as “Sales Rep” in the Business Rules.

Account Information

The Sales Rep Account Information page displays year-to-date account information for the
selected Customer. The Customer ID and Customer Name are displayed at the top of the page.

The account information you see may include last invoice number, last sale date, credit limit,
terms, account balances including aged balances and total payment due. You can also view
invoice details, charges, and unapplied credit.

Aged Trial Balance

The Sales Rep Aged Trial Balance page displays details of your Customer's current aged trial
balance. Released invoices are shown along with totals and payments, as well as amounts due
including finance charges.

The account information you see includes the invoice number, invoice amount, current
amount due, terms, and unapplied credit.

Invoice History

Use the Invoice History page to view the Customer's invoice history. You can filter the list of
invoices by invoice number, invoice date, PO number, subtotal, amount prepaid, or invoice
amount. You may also use the Filter icon on the toolbar to open the Invoice History Filter
window where you can enter your search criteria into the appropriate fields, then use the
Apply Filter button to find all invoices that meet your search parameters. Use the Clear Filter
button to remove the filter parameters.

Portals  2-9



Sales Rep Portal
Payment History

Use the Payment History page to view Customer payments that have been applied to invoices.
You can filter the list of payments by invoice number, payment type, payment date, payment
number, discount amount, or payment amount.

Commissions

The Commissions page shows the commissions details for the Sales Rep. The system will
display all the commission invoices that are open. Use the Filter icon on the toolbar to include
the completed commissions invoices, if required. Use the Apply Filter button in the
Commissions Filter window to find all invoices that meet your search parameters. Use the
Clear Filter button to remove the filter parameters.

Open Orders
Use the Open Orders function to view all the open orders in TRAVERSE for the selected

Customer. The order summaries will display in a grid view, and allow you to drill down into a
detail view for individual orders.

You can filter the list of open orders by order number, status, requested ship date, PO number,
PO date, amount due, and tracking number (if available). To view details for an order, use the
link in the Order No. column to open a detail view of the selected order.

New Order
Use the New Order entry function to enter a new order for a Customer.

Inventory Catalog

Use the Inventory Catalog to search for and view the details of Inventory Items, filtering by
Location ID, Product Line, and Sales Category.

Item History

Use the Item History page to view the Customer's Item history. You can filter the list of Items
by Invoice Number, Date, Item ID, Description, Quantity, Unit, or Price.

Pending Payments

This function is used to view the pending online Customer payments for orders placed through
the Customer web portal.
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Sales Rep Portal

In addition to pending online payments, unposted payments for the Customer from the
TRAVERSE AR Cash Receipts function will also appear for the selected Customer.

Customer Detail

Use the Customer Detail function to set up and maintain Customer records. A new Customer
account can be set up as an open invoice or a balance forward account. For open invoice
accounts, detail is kept on invoices and payments are applied to specific invoices. For balance
forward accounts, detail is kept on invoices for the current month and payments are applied to

the total balance.

The information on the General and the Default tabs is the same information as on the
comparable tabs in the Customers screen of the desktop version of TRAVERSE.
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Approvals

APPROVALS

The PO Approval portal allows for an intermediate approval step between a request to order a
part and a live Purchase Order. This gives you more control over the ordering process.

If the PO Business Rule for allowing approval processing is set to Yes, an Order Request must
be approved before the request is turned into an actual Purchase Order. When a request
completes an approval route, it becomes a live order.

The PO Approval function will only display requests, not active Purchase Orders, when you use
it.

PO Request Users

Use the PO Request Users function to set up users allowed to generate and approve Order
Requests via the PO Approval portal.

PO Request Routes

Use the PO Request Routes function to set up approval routes for PO Requests that originate
in the PO Approvals portal.

PO Approval Alternates

Use the Approval Alternates function to assign alternate users to approve PO Requests when
the primary approver is not available, such as during a leave of absence or a vacation.

PO Approval

Use the web portal PO Approval function to create, track, and approve PO requests.

Open the PO Approval function from the Approvals drop-down menu. Depending on your role,
the Pending Requests page or the Open Requests page will display, and show PO requests
generated by you (Requestor) or others (Request Admin), or requests needing approval
(Approver, Approval Admin). You can see the status of the requests, along with the request
originator, the date the PO Request was generated, the current level of approval, when the
approver was notified, and additional details about the PO and the request.
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PO Generate Requests

The PO Generate Requests function is a web view of the PO Requisitions function in the
TRAVERSE desktop application. The PO Generate Requests function will display the same Items
that appear in the PO Requisitions desktop function.
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Customer Portal Manager

CUSTOMER PORTAL MANAGER

The Customer Portal Manager consists of the functions summarized below. Details for each
function will be shown in a later chapter on the Customer Portal Manager.

Site Settings

The Site Settings function allows you to select TRAVERSE companies to make available for the
Customer web portal. When you open the Site Settings function, you will see a list of
companies that have been added to the Customer web Portal.

You can only make changes to the site settings only for companies you have permission to
access.

Users
Your company's Customers have users who will need access to the Customer Portal. Use the
Users function to add, edit, or delete users for each company's Customers. Your Customers
can also manage their own users if you give them access to do so.

Groups

Use the Groups function to add, edit, or delete groups associated with all Customers. Groups
allow you to control the Customer Portal menu options available to the members of each

group.
Country
Use the Country function to enable or disable countries in TRAVERSE Portal.
Credit Card Types
If you are not using an online payment provider to handle credit card payments, such as PayPal
or XCharge, use the Credit Card Types function to add, edit, or delete credit card types for the

Customer Portal. Each of the card types can be assigned with a payment method from
TRAVERSE.
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Communication
Use the Communication function to set up email templates you will use to notify Customers

for actions like password reset, order creation, etc.

Open the communication function by selecting Communication from the Customer Portal
Manager drop-down menu, and then select a company to work with in the Company ID field. A

list of email templates available for that company appears.

Customers

Use the Customers function to allow a company's Customers to access the Customer portal.

When you add a Customer to the Customer portal, a default administrator user is created for
that Customer, and a notification email is sent to the Customer. The default administrator's

login ID will be "[CompanyID][CustomerID]Admin".

Inventory Items

The Inventory Items function lists the items available on the web for the selected company.
You can make items active or inactive for the Customer Portal.

Customer Items

If you set the Portal's Assign items by Customer Group Business Rule to Yes, you can use the
Customer Items function to select the web portal Items available to a specific Customer Group
for a Customer. If you set the Business Rule to No, selected online Items will be available to all

Customer Groups for the selected Customer.
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Customer Portal

CUSTOMER PORTAL

The Customer Portal allows your Customers to access information such as open orders,
payment history, and check account information via a website. The Customer portal also
allows your Customers to place orders, and change payment and ship-to options.

The Customer portal menu items are available depending on the menu security set for the
current user's group. If the current user belongs to more than one group, the permissions are
cumulative.

Use the navigation bar on the left side of the page to access the various functions within the
portal.

Admin Manage

The Admin Manage menus allow the admin user set up users, groups, and menu security for
users in their company.

Users

You may have multiple users who will need access to your web portal. Use the Users function
to add, edit, or delete web portal users.

Groups

Use the Groups function to add, edit, or delete groups associated with your portal users.
Groups allow you to control the portal menu options available to the members of each group.

Menu Security

Permissions for menus are applied to groups using the Menu Security function.

Manage

The Manage menus are used to set up Payment information and Ship-To information for the
Customer.

Payment Info

Use the Payment Info List page to view or add valid methods of payment for your Customer
account.
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Ship-To Info
Use the Ship-To Info List page to view or add ship-to information for your Customer account.

Orders

Use the Orders menus to view Open Orders, enter New Orders, view Pending Orders, and
enter Invoice Payments.

Open Orders
The Open Orders function will show all your open orders in TRAVERSE. The order summaries
will display in a grid view, and allow you to drill down into a detail view for individual orders.

The Open Order Summary grid displays the order number, status, requested ship date, PO
number, PO date, amount due, and tracking number of each order listed. To view details for an
order, use the link in the Order Number column to open a detail view of the selected order.
Use the navigation buttons at the bottom of the grid to page forward or back through the
order list.

New Orders
Use the New Orders link to create a new order.

Pending Orders

Use the Pending Orders summary page to view orders you or other users have started but
have not yet completed. For instance, if you begin an order, then navigate away from the
page, your order will be listed on the Pending Orders page.

Invoice Payment

Use the Invoice Payment link to make payment for one or more invoices using a credit card or
bank account.

Views

Use the Views menus to see your Customer’s Account Information, Aged Trial Balance
information, Invoice History, Payment History, and Pending Payments. These views are read-
only.

Account Information

The Customer Account Information page displays Customer account information such as the
last invoice number, last sale date, credit limit, and current balances.

You can view the invoices behind the balances using the drill-down links.
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Customer Portal

Aged Trial Balance

The Aged Trial Balance page will display details of your current aged trial balance. Released
invoices are shown along with totals and payments, as well as amounts due including finance
charges.

Invoice History

Use the Invoice History page to search for invoices. You can search by invoice number, PO
number, or invoice date range.

Payment History

Use the Payment History page to search for invoice payment history. You can search for
payments by payment number, invoice number, payment date range, or payment amount
range.

Pending Payments

This function is used to view the pending online payments for orders placed through the
Customer web portal.
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CONFIGURATION
Overview

OVERVIEW

To implement the TRAVERSE Portals some configuration will need to be done in both the
TRAVERSE desktop software and within the TRAVERSE Portal.

Follow this checklist to configure the TRAVERSE Portal:

1. Set up the System Manager, Business Rules for the TRAVERSE Portal in the TRAVERSE
desktop application.

2. Set up the User Mapping in the TRAVERSE desktop application.
3. Set up the Payment Service Settings in the TRAVERSE desktop application.
4. Set up the Portal Settings in the TRAVERSE Portal.

5. Use the Advanced function to refresh the Business Rules settings.
Business Rules

Use the System Manager, Business Rules function to set up the business rules to configure
how the internal portal will function.

User Mapping

Use the User Mapping function to map your TRAVERSE users to Sales Rep IDs set up in
Accounts Receivable, Setup and Maintenance. This will determine to which Customers the
Sales Rep will have access within the Sales Rep Portal.

Payment Service Settings

Use the Payment Service Settings function to configure settings for payment services for
TRAVERSE Portal. Your selected payment service provider allows you to accept credit card or
other online payment options. Contact your software provider for assistance, if necessary.

.0 0.0 0 0.0 0 0 000 0000000000000 0000000000000000000000000000000000000000010
NOTE: The provider definitions must be loaded into the system database to enable
use of this function. TRAVERSE includes a few default providers. Contact your
software provider for assistance if you wish to add provider definitions into the
system database.
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Configuration

Use the Configuration menu to set up detail settings for the current company and reload the
Business Rules information for the logged in user. The information on the Configuration screen
is the same information in the System Manager Business Rules function for the TRAVERSE
Portal.
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CONFIGURATION

Business Rules

The Business Rules function defines how you want the system to work. Set up the Business

Rules for the TRAVERSE Portal.

NOTE: Business Rules should be set up using the TRAVERSE desktop application

prior to using the Portals functions. These Business Rules will be brought into the

configuration functions of the Portals.

To set up Business Rules, follow these steps:

1. Select Business Rules from the System Manager, Company Setup menu.

Business Rules Menu

System Manager

£

(=] Company Setup
Company Information
Perod Conversion
Bank Accounts
(Gains and Losses Accounts
Description tems
Employees
Form Numbers
Transaction Numbers
Data Protection
Fom Printers
Manage Atachments
Import Mapped Data
Import Map Definition
Import Layout Definition
Export Layout Defintion
Manage Catalog

Setup and Maintenance

Master Lists

Tax Setup

System Audit

Administration

Document Archive
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2. The Business Rules screen appears. Select TRAVERSE Portal.

Business Rules Screen

|| M Business Rules. 651 | =]
Print | Search -
- Business Rules e =
= Application '8 Customer Portal
AP - Accounts Payable Alow Discotinued hems No
AR - Accounts Receivable Alow Editing Unit of Measure No
BA - Banking Assign items by customer aroup Yes
BM - Bill of Materials/Kiting Customer Portal Link hitp:/Alocalhost /TravWeb2Extemal
BR - Bank Reconciliation Enable Document Delivery Yes
-~ CF - Configurator S i ity
- CF - Corfiqurator Recent ftems Court 100
By Show Customer Price No
B Email Settings
- DR - Requirements Planning Enable 55L No
- FA- Fixed Assets Login Name kenthe 1@hotmail com
- GL - General Ledger loginPassword e
- HR - Human Resources Reply to Address kenthe 1@hotmail com
N - Invertory Sender's Display Name kenthe 1@hotmail com |
1C - Project Costing Sender's Email Address kenthe 1@hotmail com |
MB - MFG - Bl of Materi SMH Pot 20— |
SMTP Server Name smip live_com |
MP - MFG - Production B General Seftings |
MR - MFG - Routing & Resources Vaintain Web Log You |
PA - Payroll Payment Method Credit Card |
PO - Purchase Order Payment Provider XWeb |
PS - Point-of-Sale Search Results Court 150 |
5D - Service Director El Purchase Approvals
SM - System Manager Alow Approval Processing Yes |
TSI o Approval Link hitp:/Alocalhost /TravWeb2/ |
T ey Batch Code WEB |
VERSER S Budget Name Budget
. WM - Warehouse Management Bt Tooe Yz
(3} Corfiguration Group Budget Visible by Requestor Yes
£ Role Email Curency Display Company Base
Location 1D MND0O1
Reply to Address kenthe 1@hotmail com
Require vendor prior to submit request No
Sender's Display Name PO Approval
Sender's Email Address kenthe 1@hotmail com
Show Approval Detail on Emails Yes
El Sales Rep Portal
Batch Code WEB
Customer Fiter None
Enable Document Delivery Yes
Location 1D MNODOO1
Order Type Both
Quantty Display Mode Quantity
Show Customer Price No
_ | Customer Portal

[y | [0k ] [ caned |

Customer Portal

3. Allow Discontinued Items: Select Yes to allow Customers to select Iltems with a status of
Discontinued when placing orders. Select No to all Customers to select only Items that are
active.

4. Allow Editing Unit of Measure: Select Yes to allow Customers to change the Unit of
Measure to an alternate unit when selecting Items on an order. Select No to limit the
Customer to accepting the default Unit of Measure when adding Items to an order.

5. Assign items by customer group: Select Yes to assign Items to be available to a Customer
based on the Group Code from the customer table. Select No to make all online Items
available through the Customer Portal.
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Business Rules

6. Customer Portal Link: Enter the web link.

Once the Customer Portal has been set up, copy and paste the URL link from your web
browser into the Customer Portal Link field. A typical Customer Portal Link would be:
http://localhost/TravWeb2External/

7. Enable Document Delivery: Select Yes to use the Document Delivery options set in the
Customer setup to send Quotes and Order Acknowledgments. Select No to disable
Document Delivery and only use the email address entered into the User setup for the
Customer.

8. Order Type: Select the Order Type allowed to be entered by the Customer or Sales Rep
when adding a new order: New, Price Quote, or Both.

9. Recent Items Count: Enter the number of Items to be displayed when the Recent Items
button is clicked in the New Order function.

10. Show Customer Price: Select Yes to include the Customer Price column to display the
Sales Order Customer Pricing calculated price for the Customer. Select No to display only
the Inventory Base Price when entering or viewing an order.

Email Settings

Enter Email Settings to enable TRAVERSE to use email for individual document delivery to
Customers and Vendors from the web applications.

11. Enable SSL: Select Yes if you want to enable Secure Sockets Layer (SSL); otherwise, select
No.

Secure Sockets Layer, is a protocol for transmitting private documents via the
Internet. SSL uses a cryptographic system that uses two keys to encrypt data - a public
key known to everyone and a private or secret key known only to the recipient of the
message. Many Web sites use the protocol to obtain confidential user information,
such as credit card numbers. By convention, URLs that require an SSL connection start
with https: instead of http:.

12. Login Name: Enter your login name to your SMTP server; this is your username to log into
your ISP email service.

13. Login Password: Enter your login password to your SMTP server; this is your password to
log into your ISP email service.

14. Reply to Address: Enter the email address you want your Vendors and Customers to reply
to if they have questions on the form they receive via email.

15. Sender's Display Name: Enter the name you want displayed when you send your forms to
your Vendors and Customers using email as the delivery method.
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16. Sender's Email Address: Enter the email address you want displayed on the emails sent to
your Vendors and Customers with the forms attached.

17. SMTP Port: Enter the SMTP port of the email server.

18. SMTP Server Name: Enter the internal address of your SMTP email server, or the
IP address of your SMTP email server.

General Settings

19. Maintain Web Log: Select Yes to enable logging of web activity; otherwise select No.

20. Payment Method: Select the default payment method to use for sales orders placed via
web applications. The selection choices are:

e Terms: Will allow the order to be checked out and submitted without a payment
entered into the order.

¢ Credit Card: Will require you to select a saved credit card payment method.
¢ Bank Account: Will require you to select a saved direct debit payment method.

21. Payment Provider: Select the default payment provider to use for sales orders placed via
web applications. The selection choices are: Paypal, Vantiv, XWeb, and XWeb Host Pay.

If credit cards are accepted you must set up the Payment Services function on the
Setup and Maintenance menu in System Manager.

22. Search Results Count: Enter the number of records to display when doing searches.

Purchase Approvals

23. Allow Approval Processing: Select Yes to utilize Purchase Order approval routes for
purchase requisitions; otherwise, select No.

The approval route allows a requisition to be reviewed by personnel with purchasing
authority.

NOTE: For the Approval Processing to be fully activated the Allow Approval
Processing option in the Purchase Order Business Rules must also be set to Yes.

24. Approval Link: This rule handles an issue that may arise if the approver is within the
company network or outside the company network.

This value determines the link displayed in the email the approver receives.

o|f the approver is within the company network, leave this rule blank to display the
link the Requestor used.
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o|f the Approver is outside the company network, enter the external web address ’
for the portal. This address is then added to the link displayed in the email sent to
the approver.

25. Batch Code: Enter the company's default batch code for Purchase Order approvals.

26. Budget Name: Enter a budget name, if applicable, against which approved purchases are
posted.

27. Budget Type: Select the type of budget against which the purchase requisitions will be
posted. The selection choices are:

e Year: Will use an annual budget to accumulate the total purchases for the fiscal
year.

¢ Period: Will use an annual budget to accumulate the total purchases for the fiscal
period.

28. Budget Visible by Requestor: Select Yes if you would like the requester to see the budget
amount remaining; otherwise, select No.

29. Email Currency Display: The email currency prints on email.

¢ Select Company Base if you want the company's functional, or base, currency to
always appear in emails.

¢ Select Transaction if you want the vendor's currency to appear in emails.
30. Location ID: Select a default location for the PO Approvals.
You can edit this information on each purchase order request.

31. Reply to Address: Enter the reply-to email address that will appear in the notification
emails from the approval route.

32. Require vendor prior to submit request: Select Yes if you want the requester to select the
Vendor for the order before submitting the requisition; otherwise, select No.

If the Vendor is not required, an approver on the route will be required to select a
vendor before approval.

33. Sender's Display Name: Enter the name you would like to appear as the sender of the
approval notification emails.

34. Sender's Email Address: Enter the email address you would like to appear as the sender's
email address on the approval notification emails.

35. Show Approval Details on Emails: Select Yes to display the approval history in the
notification emails; otherwise, select No.
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36. Batch Code: Enter the company's default portal Batch Code.

37. Customer Filter: Choose how the Customer lookup is populated in the Sales Rep portal.
¢ Select None to show all Customers.
¢ Select CRM to populate the lookup depending on the contact access value in CRM.

¢ Select Sales Rep ID to include all active Customers whose Sales Rep 1 or 2 match the
logged-in user's mapped Sales Rep.

38. Enable Document Delivery: Select Yes to use the Document Delivery options set in the
Customer setup to send Quotes and Order Acknowledgments. Select No to disable
Document Delivery and only use the email address entered into the User setup for the
Customer.

39. Location ID: Select a location from where the Inventory Items will be pulled.
This will also be the location on all orders that flow back into Sales Order.
40. Quantity Display Mode: Choose how to display information about quantities available:

¢ None - Will not show the sales rep a Quantity when they drill into an Item from the
web portal.

e Text - Will show the available Quantity as either “Available” or “Unavailable” to the
Sales Rep.

¢ Quantity - Will numerically show the available Quantity (both positive and negative
guantities) to the Sales Rep.

41. Show Customer Price: Select Yes to include the Customer Price column to display the
Sales Order Customer Pricing calculated price for the Customer. Select No to display only
the Inventory Base Price when entering or viewing an order.

Command Buttons
Name Description

Save the changes you have made to the
Apply Business Rules functions. The screen
will remain open.

Save the changes and exit the Business

oK Rules function.
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Name

Cancel

Print

CONFIGURATION
Business Rules

Description

Close the Business Rules screen
without saving any changes.

Preview and print a Business Rules
report.
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CONFIGURATION
User Mapping

Use the User Mapping function to assign your user ID’s to a Sales Rep, Customer, Vendor or

Employee record.

Mapping users to Sales Reps will allow access to Customers in the Sales Rep portal.

Follow these steps to work with user mapping:

1. Select User Mapping from the System Manager, Administration menu.

User Mapping Menu

<1l

| System Manager

Company Setup
Setup and Maintenance
Master Lists
Tax Setup
System Audit
[= Administration
Payroll Year
Groups
Users

Documert Archive

Portals
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2. The User Mapping screen appears.

User Mapping Screen

|| SMUser Mapping @T‘ =]
HIH 4767 b H|r=¥% A Q@ = |Ga

: User ID Link Type Link ID

= ' Sales Rep GiL

webmaster Sales Rep JSK
| [um Sales Rep J5K
| {Cr=g Sales Rep GIL

Mary Ssles Rep MSL
John Sales Rep ML

3. Select the User ID you want to map to the link type selected.

4. Select the Link Type to map the user to. The selections are Customer, Vendor, Employee,
or Sales Rep.

For the Portals setup, the users need to be mapped to a Sales Rep. This will tie the user
and sales rep to the Customers that have the Sales Rep as the default rep in either the
Rep ID 1 or Rep ID 2 in the Customer setup.

5. Select the record for the Link ID to link this user ID to. This value will change depending on
the Link Type you selected.

6. Click the Save button | to save the user mapping.

Producing a User Mapping List

Print the User Mapping List to view and verify the contact status descriptions you entered in
the System Manager, Administration, User Mapping function.
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Follow these steps to print the User Mapping List:

1. Select the print Preview button & to preview the list of contact statuses. You may also
right-click in the gray box in the upper left corner of the grid and select Preview.

2. The preview report screen appears.

3. Select the Print button |4 in the toolbar to print your list.

NOTE: Refer to the Reporting section in the General Information guide for more
details on print options and selections when previewing the report.
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User Mapping List
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Payment Services

PAYMENT SERVICES

Use the Payment Service settings function to configure settings for payment services for
TRAVERSE Point of Sale or TRAVERSE Portal. Your selected payment service provider allows
you to accept credit card or other online payment options. Contact your software provider for
assistance, if necessary.

Credit card interface software must be installed to TRAVERSE for the Payment Service
functions to process credit card payments with your provider.

.0 0.0 0 0 0 0 00 0000 0000000000000 0000000N0OIIONIONNIONNONNNOONONONONONNNONNNEONDYNOYYODYNDY
NOTE: The provider definitions must be loaded into the system database to enable
use of this function. TRAVERSE includes a few default providers. Contact your
software provider for assistance if you wish to add provider definitions into the
system database.

0.0 0 .0 0.0 000 0000000000000 000000000000000000000000000000000000000000010
NOTE: All information displayed on the screens below are examples of what may be

entered into the fields. Do not use this information when setting up your payment
services.

If you are using Point of Sale, and you want to prompt for a signature for non-credit card, or
“on-account”, orders, see the signature capture information (page 3-22).

To set up a Payment Services, follow these steps:
1. Select Payment Services from the System Manager, Setup and Maintenance menu.
Payment Services Menu
P

| System Manager <

Company Setup

= Setup and Maintenance
Application Menus
Country Codes
Cumency
Cumency Exchange Rates
Mapping Programs
Change 1Ds
Message Tracking Setup

Master Lists

Tax Setup

System Audit
Administration
Document Archive
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2. The Payment Services dialog box appears.

Payment Services Screen Blank

| SM Payment Services |3 |

Update Delete Reset

Payment Service | |

3. Select a payment provider from the Payment Service field drop-down list. The fields
available are dependent on the payment service you select.
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Payment Services
XWeb
.
Payment Services Screen (XWeb)
|| &M Payment Services |6__8T| =]
Update Delste Reset
Payment Service XW;ab .| |
X¥Web ID |hﬂp5 /#Aest t3secure net/xchargeweb dil |
Auth Key | |
Terminal D [20021488 |
Spec Version |X‘NebSec:1.|r\93.6 |
Industry RETAIL e
Duplicate Mode CHECKING_OFF ]
Status Request Mode POLL ]

|| Prompt for Signature
|| Auto-Settle Batch

|*| Enable Partial Approvals

Transaction URL |hﬂps /#test t3secure net/xchargeweb dil |
Service URL |hﬂps /#test t3secure net 28716/ x-chargewsb dl |
Hosted Form URL |hﬂps //onling t3secure net/hpf/hpf aspx? |

Hosted Form URL Params |ths //integrator t 3secure net hpf /hpfmobile aspx.

Enter your company's ID as provided by the payment processor into the XWeb ID field.
Enter the authorization key your payment processor supplied into the Auth Key field.
If applicable, enter the terminal ID for the current terminal into the Terminal ID field.

Edit the specification version, if necessary, in the Spec Version field.

©® N o v B

Select your industry from the Industry field drop-down list. The valid selections are Retail,
Restaurant, Ecommerce, and Moto.

9. In the Duplicate Mode field drop-down list, select CHECKING_ON if you would like the
provider to detect duplicate transactions, otherwise select CHECKING_OFF.

10. The Status Request Mode field setting is determined by the payment provider.
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e Select POLL for a real-time check on the payment approval status.

e The PERSIST_UNTIL_COMPLETE option is the default mode, which will send a
response to the payment provider when an approval, timeout, termination, or
transaction complete event occurs.

11. If you use TRAVERSE Point of Sale and you want to use signature capture functionality for
your payment services, mark the Prompt for Signature check box.

12. If you are set up for auto-settlement with your payment processor, mark the Auto-Settle
Batch check box.

13. If you are set up for partial payment approvals, mark the Enable Partial Approvals check
box.

14. Enter the transaction URL for your settlement provider into the Transaction URL field.
15. Enter the URL for the payment processing service in the Service URL field.

16. The Hosted Form URL and Hosted Form Params should be set as needed for your
gateway. Edit these values only if necessary.

17. Click Update to save the changes you have made.

18. If your payment provider has given you an additional authorization key, repeat the above
process for the additional key.

Contact your software provider for assistance, if necessary.
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Paypal

Payment Services Screen (Paypal)

SM Payment Services. |3 | =]
Update Delete Reset

Payment Service |Paypal |l

Partner |F‘aypa|

Vendor |Open Systems

User |adrr|in

End Point URL |I'dtp5';"pi\nt-payflnwprn paypal coms

|
|
|
Password |--nu |
|
|

Host URL |I'ﬂtp5:ffpayf|owl|nklpawal.ccm

1. Enter your partner information as provided by the payment processor into the Partner
field.

2. Enter the vendor information as provided by your payment processor into the Vendor field.

3. Enter your user name and password as required by your payment processor into the User
and Password fields.

4. Enter the end point web address as provided by your payment processor into the End Point
URL field.

5. Enter the host web address payment processor into the Host URL field.

6. Click Update to save the changes you have made.
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Contact your software provider for assistance, if necessary.

XWebHostPay

Payment Services Screen (XWebHostPay)

‘ 5M Payment Services- [£3] | 5]}
Update Delete Reset

Payment Service XWah HostF'ayi ]
Account Token ‘ ‘
|| Display Captured Signature

Payment Page LURL ‘hﬂps://ws.test.paygateway.com/HostPaySEnfi:e/v1/hostpay/paypage/

Transactions URL (Non-Payment page) ‘hﬂps:f’/ws.test.paygateway.:omf’aplfvansacﬂans

Setup Requests URL ‘hﬂps'x"/ws test paygateway com/HostPayService /v 1 /hostpay Aransactions,

Transaction Status Query URL ‘hﬂps://ws.test.pa‘ygateway.com/HostPaySarvice/v1/hostpayﬁmnsactionsfstatusf

1. Enter your company's account token in the Account Token field.

2. If you use TRAVERSE Point of Sale and use signature capture functionality for your payment
services, mark the Display Captured Signature check box to display the signature captured
by the signature pad.

3. Enter the payment page web address for your payment provider into the Payment Page
URL field.

4. Enter the web address for the non-payment page in the Transactions URL field.

5. Enter the web address for setup requests in the Setup Requests URL field.
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6. Enter the web address for transaction status inquiries in the Transaction Status Query URL
field.

7. Click Update to save the changes you have made.

Contact your software provider for assistance, if necessary.
Vantiv

Payment Services Screen (Vantiv)

‘ 5M Payment Services (63| | =]
Update Delete Reset

TriPOS Config File Path |c:\.ng|am Files (&B6)Vartivi\TiPOS Service\TriPOS5 config

Payment Service [Vartiv I_._‘;_I.:
Account ID [1014111 |
Account Token | |
Application ID 5328 |
Acceptor ID [3328999 |
Terminal 1D [poooooo0o11 |
Lane ID |1 |
Transaction URL |?"Mp5:ffcert‘tmnsad\cn.alemerrtaq)ress.comf’ |
Report URL |hﬂps:ffcertreporting.alemarrtaq)ress.comf |
Services URL |hrtp5://cerserwce.elememaxpress.ccm/ |
Hosted URL |Hl‘lp5 //certransaction hostedpayments com./ |

|

|

TriPOS Server LURL |?‘Mp:fﬂoca|hos{3¢l}3ﬂz‘1

Enter your company's ID as provided by the payment processor into the Account ID field.
Enter the account token your payment processor supplied into the Account Token field.

If applicable, enter the application ID for the current terminal into the Application ID field.

H wonh e

If applicable, enter the acceptor ID for the current terminal into the Acceptor ID field.
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If applicable, enter the terminal ID for the current terminal into the Terminal ID field.
If applicable, enter the lane ID for the current terminal into the Lane ID field.

Enter the transaction URL for your settlement provider into the Transaction URL field.

Enter the URL for the reports from the payment service in the Reports URL field.

L o N o U

Enter the URL for the payment processing service in the Service URL field.

10. The Hosted URL should be set as needed for your gateway. Edit these values only if
necessary.

11. Enter the path that contains the triPOS.config file into the TriPOS Config File Path field.
12. Enter the URL path for the TriPOS server into the TriPOS Server URL field.
13. Click Update to save the changes you have made.

14. If your payment provider has given you an additional authorization key, repeat the above
process for the additional key.

15. Click Update to save the changes you have made.
Contact your software provider for assistance, if necessary.
Click a command button to:

Command Buttons
Name Description

Update the payment service settings with

Update . .
P the values you just edited.
Delete Delete the payment service selected.
Set all fields to the most recent values
Reset

entered.
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LOGIN & TOOLBAR

Once you have users set up in TRAVERSE and mapped to Sales Reps you may log into the Portal
with the TRAVERSE User login and password.

Users set up using the Trusted Connection option may log into the portal using their Windows
login name with their domain in front of their user name followed by a back slash. An example
of a trusted connection login could be: my_company\john.smith

The user would then enter their Windows password.

To log into the Portal follow these steps:

1. Start a web browser and type your Portal URL into the address bar.
An example of the Portal URL is:
http://localhost/TravWeb2/

2. The Login screen appears.

Portal Login Screen

TRAVERSE - Login
Login

User ID:
webmaster

Password:

Remember Me

Login

3. Enter your User ID and Password.
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4. Select the Remember Me check box if you would like the web browser to remember your
Login ID the next time you open the Portal.

5. Select the Login button to log into the Portal.

Use the blue toolbar to change companies

Portal Toolbar

WEBMASTER Log Out CPU Settings

1. Select the company ID button to change companies. (CPU)

Portal Toolbar - Select Company

WEBMASTER Log Qut CPU

Settings | CPU A=

2. Select the company you want to work with from the list.

3. Select Settings to view the Set User Company screen.

Set User Company Screen

TRAVERSE

Home Customer Portal Manager 5ales Rep Approvals Configuration

Set User Company

CPU r
Save

Reset User Settings

4. Select the Company ID from the list to set as the default company for the user.
5. Select Save to save the company selected as the default.

6. Select Reset User Setting to reset the default company to the previous default company for
the user.
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PORTAL SETTINGS

The Portal Settings function allows you to view and/or update configuration setting applicable
to internal web applications. This includes all web applications except the customer web
portal.

NOTE: The information displayed on the Portal Settings page is brought in from the
System Manager Business Rules function in the TRAVERSE desktop application. The
Business Rules should be set up first in the TRAVERSE desktop application prior to
editing the settings in the Portal.

Open your TRAVERSE Portal using a web browser.
To work with Portal Settings, follow these steps:

1. Select Portal Settings from the Configuration menu.

Portal Settings Menu

Configuration
Portal Settings

Advanced
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2.

TRAVERSE - Portal Settings

Home Customer Portal

Website:

Reply To Address:
Send Test Emil
Email

General Settings

Maintain Web Log;

Payment Method:

CONFIGURATION
Portal Settings

The Portal Settings screen appears.

Portal Settings Screen

KENT  CPU ings  Log Out

Manager SalesRep Approvals Configuration

Phone

Email

SMTP Port

se7

Enable SSL:

Sender's Display Name:

kenthel @hotmailcom

Send Test Email

XWeb

Sales Rep Settings

Batch Code:
Quantity Display Mode:
Show Cust

Order Type:

MNOOO1
None

ivery: [

Po Approval Settings

Batch Code:

Customer Portal

wee MNOOO1

Ihost/TravWeb2External

hitpi//loca

100 Both

. Company Information, from the TRAVERSE System Manager, Company Setup, Company

Information will display. This information is read-only.

. The Email Settings values default from the System Manager Business Rules for the current

company. If you change these values, use the Save icon to save your changes.

. If you want to test the email settings, enter a destination Email Address, then click the Send

Test Email button.

. The General Settings values default from the System Manager Business Rules for the

current company. If you change these values, use the Save icon to save your changes.

. The Sales Rep Settings values and the PO Approval Settings values default from the System

Manager Business Rules for the current company. If you change these values, use the Save
icon to save your changes.

. The Customer Portal values default from the System Manager Business Rules for the

current company. If you change these values, use the Save icon to save your changes.

NOTE: For details on any of the fields see the Business Rules section (page 3-5).
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Use the command buttons to:

Command Buttons

Name

Save

Refresh

Reset

CONFIGURATION
Portal Settings

Description
Save any changes.

Reload the web page.

Reset fields to their starting values.
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ADVANCED

The Advanced function allows you to reload the Business Rules from TRAVERSE to the web
applications.

Open your TRAVERSE Portal using a web browser.
To work with the Advanced function, follow these steps:
1. Select Advanced from the Configuration menu.

Advanced Menu

Configuration

Portal Settings

2. The Advanced screen appears.

Advanced Screen

TRAVERSE - Advanced

Home Customer Portal Manager Sales Rep Approvals Configuration

Clear Cache

3. Click the Clear Cache button to reload the Business Rules.

4. Once you see the notification message, “Business Rules loaded successfully”, click OK.
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USING FILTERS, BUTTONS, AND PRINTING
Overview

OVERVIEW

The TRAVERSE Portals utilize standard filtering and buttons on all the screens. These filters and
buttons are similar to the filtering and buttons on the interactive views screens and setup
screens that use grids.

This section will go into detail on how to use the column filters, screen filters and buttons
displayed in each of the portals.

Printing forms and reports can be performed within the TRAVERSE Portal. Forms such as Order
Acknowledgments, Invoices from history, and history and ATB reports can be printed from the
portal.
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USING FILTERS, BUTTONS, AND PRINTING
Filtering and Sorting

FILTERING AND SORTING

Grids appear in many functions within the TRAVERSE Portal, such as views, open order
inquiries, history inquiries, and transaction functions. Grids are a powerful tool used in the
TRAVERSE Portal to view and edit data in an easy to read and organize manner.

The power of grids is that you can easily filter and sort the columns in many ways. Each column
has a filter field at the top, and can be sorted ascending or descending by a simple mouse click.

Many TRAVERSE Portal screens also have a Filter button at the top of the form to allow you to
filter the data in many ways.

Filtering Columns
When data is displayed in a grid format, each column has a filter field into which filtering

criteria can be entered. Many columns also have a filtering menu that will determine how the
filtering will search the data to display.

Filter Field

v

Enter criteria to be used to filter the data into the filter field at the top of the column for which
you want to filter. For example: if you are entering information into the Invoice Number filter
field, you would then be filtering to view a specific invoice.

Click on the Funnel button to view the menu for the different formats to use to filter the
column. The menu that appears depends on the type of column you are filtering on.
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Filtering and Sorting
TEXT FIELD FILTER MENU

¥
Begins with

+' Contains
Doesn't contain
Ends with

Equals

Doesn't equal

The above menu appears when you click the funnel button next to the filter field for a column
that contains text type data. Select the method to utilize the information entered into the filter

field.
Name Description
Begins with The criteria entered into the filter field is at
8 the beginning of the data field.
. The criteria entered into the filter field is
Contains

contained somewhere in the data field.

The criteria entered into the filter field is not

Doesn’t contain . . .
contained somewhere in the data field.

The criteria entered into the filter field is at

Ends with the end of the data field.
Equals The criteria entered into the filter field is an
q exact match to the data field record.
The criteria entered into the filter field is to
Doesn’t equal be excluded from the data displayed for the

data field.
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DATE OR NUMBER FIELD FILTER MENU

Equals

Doesn't equal

Is less than

Is less than or equal to
Is greater than

Is greater than or equal to

The above menu appears when you click the funnel button next to the filter field for a column
that contains date or number type data. Select the method to utilize the information entered
into the filter field.

Name Description

The criteria entered into the filter field is an

Equals exact match to the data field record.
The criteria entered into the filter field is to
Doesn’t equal be excluded from the data displayed for the
data field.
The filter results should be less than the
Is less than

value entered into the filter field.

The filter results should be less than or equal

Is less than or equal to . i .
q to the value entered into the filter field.

The filter results should be greater than the

Is greater than . . .
g value entered into the filter field.

The filter results should be greater than or
Is greater than or equal to equal to the value entered into the filter
field.
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FILTER LIST

Status Payment Type
Invoice ~ | || cash

| Price Quote | Check
Backordered Credit Card

| Verified | Write Off
Picked Other
New Direct Dehit

[ RMA - || Bank Account

L4

Columns with a defined list available filter options, will give you a list of filtering criteria on
which to select to filter. When a selection is made, the filtering type will be “Equals” and will
show records with only that data in the selected field.

DATE FILTER FIELD

K < April 2017 > D

Sun Mon Tue Wed Thu Fri Sat

13 26 27 28 29 30 31 1
14 2 3 4 5 & 7 8
15 9 10 11 12 13 14 15

% 16 17 18|19]20 21 2

1w 23 24 25 26 27 28 29
18 30 1 2 3 4 5 6

Today Clear

When a column contains date information, the column can be filtered by selecting a date from
a calendar that appears when the down arrow button is selected. Select the date on which you
want to filter, or select the Today button to fill in your current date. Use the arrow buttons at
the top of the screen to scroll from month to month or to different years.
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Filtering and Sorting

Filter Button T rilter

Select the Filter button to display the filter screen.
Filter

Invoice Number:
PO Number:

Invoice Date From: | MM/DD/YYYY

Thru: MM/DD/YYYY

Apply Filter Reset

The filter selection fields will vary depending on the portal page from which the filtering
originated. Enter information into the fields on which you want to filter. These filters will be
the filtering type of “Equals”, or when multiple fields have been filled in, the filter will be seen
as multiple filtering selections with or between the filtering fields.

When filtering by the Date From and Thru, you may enter the dates, or select the date from
the calendar that appears when you click on the down arrow list button.

& < April 2017 > ¥

Sun Mon Tue Wed Thu Frni 35at
13 26 27 28 29 30 31 1
14 2 3 4 5 6 7 8
15 9 10 11 12 13 14 15

6 16 17 18 0 21 2
77 23 24 25 26 271 28 29
13 30 1 2 3 4 5 6

Today Clear

Once you have completed the filtering criteria, click the Apply Filter button to apply the
filtering to display the matching records.

Click Reset to clear the filtering fields and reset the filters to the defaults.

Sorting

Columns may be sorted ascending or descending to view the data in the order you prefer.

To sort a column, click the column heading. The column will be sorted first Ascending and an
up arrow =« will appear in the heading. Click the heading again to sort the column
Descending, and a down arrow ~ will appear in the column heading.
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Filtering and Sorting

A secondary sort can be used to sort the records within the main sorting ascending or
descending. To use a secondary sort, click the column heading you want to use as the main
sort, ascending or descending. Then hold your Shift key down and click the secondary column

heading, once for ascending, or twice for descending. Each column that has been sorted will
contain the ascending or descending arrow.
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BUTTONS

TRAVERSE Portal uses many buttons to perform functions. Most buttons will be in the gray bar
at the top of the screen. Some buttons are record-specific, and will appear next to the record
on the list. Clicking on the buttons will execute the function tied to the button.

The buttons that appear on the screen will vary depending on the screen you are currently
using. Many buttons are common on most screens.

The common buttons for screens are:

Common Buttons

Save the new or edited record displayed.

Refresh the data currently displayed.

)

Print Report ] ) o
Click the button to preview the invoice for the selected

B record.
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Common Buttons

Add Record
Add a new detail record. This is most commonly used for

+ line items in a new order.

First/Previous

Go to the first page of the list. Go to the next page of the

@ ® list.

Edit the record selected.

View Detail
View the details of the selected record.




USING FILTERS, BUTTONS, AND PRINTING
Printing .

PRINTING

Printing order acknowledgments, invoices from history, and reports can be printed from the
portal, using multiple methods.

When forms such as the Order Acknowledgment and Invoice are printed, a common preview
screen will be displayed, and from that preview screen you can print the form or save it to a
file.

Printing Forms

New Orders will print Order Acknowledgments. When in the order detail screen you can click
the Print Orders button [eicoer . When the Print Orders button is executed, a preview of
the order is displayed.

Open Order Report X
% BB K 4 Page 1 v of 1) v N B B Pdi -

<<ORDER ACKNOWLEDGEMENT=>

PAGE: 1
Continental Products Unlimited
4301 Dean Lakes Bivd
Shakopee, MN 55379 DATE 41412017
UNITED STATES ORDER NO 00000047
{952)-403-5700
§ Aloos 5
0O altos Servers Company H  Altos Servers Company
L Jon Dalmark :) Jon Dalmark

945 Tuscon Drive 945 Tuscon Drive

T No. 3 T No3
O Rollingstone, MN 55969 O Roliingstone, MN 55959
TERMS DESCRIPTION CUSTOMER PO NO' 5L51 SL 52 ‘ORDER DATE
0% Disc, Net 30 GJL JSK 41472017
ITEMID TXCL UNIT ‘ORDERED UNIT PRICE EXTENSION
BATO013 0 EA 3.0000 265.5000 796.50
External Battery Charge/Discharger
REQ SHIP DATE 4142017
BATO15 0 EA 1.0000 265 5000 26550

Battery Pack -NiMH
REQ SHIP DATE 41472017
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From the preview screen you can print the form by clicking on one of the two print buttons
2 & . The first button will print all pages and display a Print Selection screen. The second
button will print the current page displayed if you have a multiple page document, and display
a print selection screen.
TRAVERSE - Open Orders - Print hat
Printer

53 Dell5460Dev

Orientation

Portrait

Copies
[ 1

Pages
All

Scale

Shrink to fit

Margins

Normal

Headers and footers

Off

PIM-protected printing

@ of

Cancel

Select the printer and other options, and then click the Print button to print the form.
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Printing
You may also save the form to a file by clicking one of the save buttons = I [rst - . The
first button will save the form to a folder on your workstation.
What do you want to do with OrderAcknowledgement.pdf (59.4 KB)? e niorae Gl %
From: localhost

NOTE: This message will vary depending on the web browser used.

The second button will save the form to a folder on your workstation, and open the form in the
selected format.

OrderAcknowledgement.pdf finished downloading. Open Open folder View downloads X

NOTE: This message will vary depending on the web browser used.
L0000 (] L}

Printing History Invoices

When you are viewing the Invoice History or Aged Trial Balance screens, you can print the
invoices displayed from history.

The Invoice History preview screen will be displayed by either clicking on the blue invoice
number or the Print Report button [3 .

The Invoice History preview screen will display in the same manner as the Open Order preview
screen above, and have all the same functions.

Printing Reports

Reports can be printed from any of the screens within the Portal.
To print a report of the currently displayed screen:

e Right click anywhere on the screen and select Print from the menu.

Select all

Print
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¢ The Print selection screen is displayed.

TRAVERSE - Open Orders - Print x

Printer

21 Dell5460Dev

Orientation

Portrait

Scale

Shrink to fit

Margins

MNormal

Headers and footers

Off

PIM-protected printing

@D or

Cancel

¢ Select the Printer and other details for printing the report and click the Print button.

NOTE: The right-click menu and print selection screen will vary depending on the
web browser being used.
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Open Order Report (Sample)

Home Customer Portal Manager Sales Rep Approvals Configuration

© Alos

& New Order [TraviWeb2/OrdeyOrdeView) £ Refresh i/ FOperOrder Open) Jnad )
Order Number | Status | Requested Ship Date | PO Number | PO Date | Amourt Due | Tracking Number
00000043

U rOrder/OpenOrderyien? | New 4713/2017 | 65846519 af17207 137330
transk=00000043)

00000044
U nOrder/OpenOrderyien? | New 41372017 413207 147130
transkd=00000044)

00000045
U nOrder/OpenOrderyien? | New 41372017 413207 623.03
transki=00000045)

00000046
U nOrder/OpenOrderyien? | New 411472017 af1a207 235824
transkd=00000046)

00000047
U nOrder/OpenOrderyien? | New 411472017 af1a207 113108
transki=0000004T)

04 thet ; —_——
T riOrder/OpenOrderView? | New 41402017 | 041417 471402007 2199745 . X
transkd =000D004E) trackrurms_displayed=57)

f e : s
TraviWeb2/OpenOrder/OperOrderien? | New 411472017 673337 . 2
transkd=00000050) trackrurms_displayed=57)

00000051
U nOrder/OpenOrderyien? | New ANT201T | 0TI a1T2mT Q.00
transk=00000051)

00000054
U nOrder/OpenOrderyien? | New 418207 41182017 16.208.10
transkd=00000054)

00000055
U nOrder/OpenOrderyien? | New 419/2017 | 01TIT7-1 4152017 Q.00
transk=00000055)

00000058
TraviWeb2 OpenOrder/OpenQrderVien? | New 4152017 4192017 5137
transkd=0000005E)

00000060
Traviteb2 OpenOrder/OpenQrderVies? | New 4152017 4192017 az2n
transkd=00000060)
Page 1of 1 {12 items) 1 Page size: | 20
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SALES REP PORTAL
Overview

OVERVIEW

The Sales Rep portal gives your Sales Reps the ability to review a Customer's account
information including invoice, order, and payment history; set up web apps users for their
Customers; create and monitor orders; edit ship-to and payment information for their
Customers; and review their commissions.

Sales Reps can also be restricted from viewing Customers via the Customer Filter Business
Rule, or by creating a Sales Rep hierarchy using the Sales Rep Access function.

You need to configure your user login in TRAVERSE System Manager, User Mapping (page
3-13) to utilize the Sales Rep portal functions.

You may need to log out of the portal and log back into it for any changes to take effect.
Enter a Customer ID to review in the Customer ID field to start using a selected function.

You will find the following functions on the Sales Rep portal menu:

Sales Rep Access

This function is used to grant Sales Reps access to Customers set up for other Sales Reps when
the access mode is set up as “Sales Rep” in the Business Rules.

Account Information
The Sales Rep Account Information page displays year-to-date account information for the
selected Customer. The Customer ID and Customer Name are displayed at the top of the page.

The account information you see may include last invoice number, last sale date, credit limit,
terms, account balances including aged balances, and total payment due. You can also view
invoice details, charges, and unapplied credit.

Aged Trial Balance

The Sales Rep Aged Trial Balance page displays details of your Customer's current aged trial
balance. Released invoices are shown along with totals and payments, as well as amounts due
including finance charges.

The account information you see includes the invoice number, invoice amount, current
amount due, terms, and unapplied credit.
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Invoice History

Use the Invoice History page to view the Customer's invoice history. You can filter the list of
invoices by invoice number, invoice date, PO number, subtotal, amount prepaid, or invoice
amount. You may also use the Filter icon on the toolbar to open the Invoice History Filter
window where you can enter your search criteria into the appropriate fields, then use the
Apply Filter button to find all invoices that meet your search parameters. Use the Clear Filter
button to remove the filter parameters.

Payment History

Use the Payment History page to view Customer payments that have been applied to invoices.
You can filter the list of payments by invoice number, payment type, payment date, payment
number, discount amount, or payment amount.

Commissions

The Commissions page shows the commissions details for the Sales Rep. The system will
display all the commission invoices that are open. Use the Filter icon on the toolbar to include
the completed commissions invoices, if required. Use the Apply Filter button in the
Commissions Filter window to find all invoices that meet your search parameters. Use the
Clear Filter button to remove the filter parameters.

Open Orders
Use the Open Orders function to view all the open orders in TRAVERSE for the selected

Customer. The order summaries will display in a grid view, and allow you to drill down into a
detail view for individual orders.

You can filter the list of open orders by order number, status, requested ship date, PO number,
PO date, amount due, and tracking number (if available). To view details for an order, use the
link in the Order No. column to open a detail view of the selected order.

New Order
Use the New Order entry function to enter a new order for a Customer.

Inventory Catalog

Use the Inventory Catalog to search for and view the details of Inventory Items, filtering by
Location ID, Product Line, and Sales Category.
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Overview

Item History

Use the Item History page to view the Customer's Item history. You can filter the list of Items
by Invoice Number, Date, Item ID, Description, Quantity, Unit, or Price.

Pending Payments

This function is used to view the pending online Customer payments for orders placed through
the Customer web portal.

In addition to pending online payments, unposted payments for the Customer from the
TRAVERSE AR Cash Receipts function will also appear for the selected Customer.

Customer Detail

Use the Customer Detail function to set up and maintain Customer records. A new Customer
account can be set up as an open invoice or a balance forward account. For open invoice
accounts, detail is kept on invoices and payments are applied to specific invoices. For balance
forward accounts, detail is kept on invoices for the current month and payments are applied to

the total balance.

The information on the General and the Default tabs is the same information as on the
comparable tabs in the Customers screen of the desktop version of TRAVERSE.
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Sales Rep Access

SALES REP ACCESS

The Sales Rep Access function is used to grant Sales Reps access to Customers set up for other
Sales Reps when the access mode is set up as “Sales Rep” in the Business Rules.

By default, only Customers with the Sales Rep ID assigned to Rep ID 1 and Rep ID 2 will have
access to their Customers. This function will grant access to those Customers Sales Reps are
not assigned to.

NOTE: You need to configure your user login in TRAVERSE System Manager, User
Mapping (page 3-13) to utilize the Sales Rep portal functions.

R N N R R R O R R R R R
You may need to log out of the portal and log back into it for any changes to take effect.
Enter a Customer ID to review in the Customer ID field to start using a selected function.
Open your TRAVERSE Portal using a web browser.
To work with the Sales Rep Access function, follow these steps:

1. Select Sales Rep Access from the Sales Rep menu.

Sales Rep Access Menu

Approvals

Account Information
Aged Trial Balance
Invoice Histary
Payment History
Commissions

Open Orders

Mew Order
Inventory Catalog
ltem History
Customer Detail

Sales Rep Access

Pending Payments
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Sales Rep Access
2. The Sales Rep Access screen appears.

Sales Rep Access Screen

TRAVERSE - Sales Rep Access WEBMASTER  LogOut  CPU Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
Sales Rep Name: | Gregg Joseph Lukeski

+add T Refresh

Sales Rep Notes
IS

Page 1of 1(1 items) En Pagesize: 20 v

3. Select the Sales Rep you wish to work with in the Sales Rep Name field.

4. Alist of Sales Reps appears. The selected rep has access to the Customers of the listed Sales
Reps.

5. To add Sales Reps to the list, use the Add + pdd icon, then select a Sales Rep from the
drop-down list.

6. Add any Notes, click the Action button & , then select the Add link to save your changes.

Add

Cancel

7. To add notes to a Sales Rep record, use the Action button @ , then the Edit icon. Once you

| (& Edit
1 Delete

have updated the record, click the Action button | @ , then the Update link to save your

! Update

Cancel

changes, or click the Cancel link to discard your changes.

8. To remove a Sales Rep from the list, click the Action button '@ , then use the Delete icon.

| Edie
I Delete

5-8 Portals



SALES REP PORTAL
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ACCOUNT INFORMATION

The Sales Rep Account Information page displays year-to-date account information for the
selected Customer. The Customer ID and Customer Name are displayed in the left column of
the page.

The account information you see includes last invoice number, last sale date, credit limit,
terms, account balances including aged balances and total payment due. You can also view
invoice details, charges, and unapplied credit.

To work with the Account Information function, follow these steps:

1. Select Account Information from the Sales Rep menu.

Account Information Menu

Account Information

Aged Trial Balance
Invoice History
Payment History
Commissions
Open Orders

MNew Order
Inventory Catalog
ltem History
Customer Detail
Sales Rep Access

Pending Payments
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2. The Account Information screen appears.

Account Information Screen (Blank)

TRAVERSE - Account Information WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers ZRefresh  Age
Q Sales:
& =2 3 Last Invoice Number:
i il Last Sale Date:
No data to display 000
Current Due

0.00
0.00
0.00
000

3. Enter a search term to initiate a search for Customers, and click the Search button q .
4. A list of Customers that meet the search criteria entered will be displayed.

5. Select a Customer to view in the select Customer field in the left-hand navigation bar.

Account Information Screen (Filled)

TRAVERSE - Account Information WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers T Refresh  Age
Q Sales:
o Last Invoice Number: 7
e el Last Sale Date 172472016
Ace001 Ace Hardware Credit:
Credit Limit: 000
Al008 Altos Servers Company Terms: Net30
Balances:
AItO0BKH Test 1672585
Atm047 Asynchronous Networking Tech. o
- ynchronous Networking Tec e
Atm053 ATM Suitches Inc. 20
1587168
Axi040 Axis Electronics 0.00
28
8et023 Beta Dynamics Inc. Unapplied Credit: 66418
Tota! Due: 8764794
Bu056 Burnhaven Software Design
ceo31 Cellucom Inc.
chios2 Chronographic Testing Devices
Com005 Communicating PC's Inc.
Com028 Compumarc
Con020 Consantek Networks
Cro003 Croviey Shoe Manufacturing
cyb030 Cyber Cirquit Distibution
Cypo3t Cypress Multimedia
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6. To view invoice details for the Customer, use the blue invoice detail link for the balance
amount you wish to review. The Invoice Detail popup window will appear and allow you to
filter the listed invoices by Invoice Number, Invoice Type, or Amount.

Account Information Invoice Detail Screen

Invoice Detail
Invoice Mumber Invaice Type Amount
Y b
17 Invoice 1052712
18 Invoice 488245
19 Invaice 5.287.60
T Invaice 14376.54

3507371

7. To age Customer balances, use the Age link.

O 0 0 .0 0 0 0 .0 0 0.0 0000000000000 0.0000000000000000000000000000000000000000010
NOTE: The balance amounts that appear come from the Customer setup screen on
the Balance tab. If those amount are edited and the Age button is selected, the aging
will look at the current open invoices and age the balances from those amounts.

00 0.0 0 0.0 0 000 000000000000 0000000000000 00000000000000000000000000000010

8. A pie chart displaying the proportions of each of the Customer's outstanding balances will
appear on the page as well.

When your cursor is hovered over the colored portions of the pie chart the balance
information for that color of the chart is displayed.
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AGED TRIAL BALANCE

The Sales Rep Aged Trial Balance page displays details of your Customer's current aged trial
balance. Released invoices are shown along with totals and payments, as well as amounts due
including finance charges.

The account information you see includes the Invoice Number, Invoice Amount, Current
Amount Due, Terms, and Unapplied Credit.

To work with the Aged Trial Balance function, follow these steps:

1. Select Aged Trial Balance from the Sales Rep menu.

Aged Trial Balance Menu

RESRNEE Approvals

Account Information
Inveoice History
Payment History
Commissions

Open Orders

New Order
Inventory Catalog
Item History
Customer Detail
Sales Rep Access

Pending Payments
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2. The Aged Trial Balance screen appears.

Aged Trial Balance Screen (Blank)

TRAVERSE - Aged Trial Balance WEBMASTER ~ logOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers 2 Refresh
'l Invoice Number Amount Current 31-60 61-00 91-120 Over 120 Unapplied
H =Y}
ha b i ® ¥ i i3 7
CustomerD | Name

No data to display

3. Enter a search term to initiate a search for Customers, and click the Search button q .
4. Alist of Customers that meet the search criteria entered will be displayed.

5. Select a Customer to view in the select Customer field in the left-hand navigation bar.

Aged Trial Balance Screen (Filled)

TRAVERSE - Aged Trial Balance WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers  Refresh
= Invoice Number Amount Cument 3160 6190 91-120 Over 120 Unapplied
[f q
¢ ¥ ¥ 2 2 2 7 2
CustomerD | Name
B 101 29.81 000 0.00 0.00 0.00 2981 000
Ace001 Ace Hardware 1
o 110400000017 18 000 000 000 000 000 31418
Al008 Altos Servers Company
D 7 10527.12 1052712 000 000 0.00 000 000
AltO08KH Test
O o 488245 488245 000 000 000 000 000
Atm047 Asynchronous Networking Tech.
B 19 5287.60 528760 000 0.00 0.00 000 000
Atm053 ATM Switches Inc.
B 45 20,906.22 000 0.00 0.00 0.00 2090622 0.00
040 Axis Electronics
s ST D 1437654 1437634 000 000 000 000 000
BurdsE Burnhaven Software Design D ON ACCOUNT -200.00 0.00 000 000 0.00 000 -200.00
55495.56 3507371 000 0.00 0.00 2093603 -514.18
CEI031
Page 10f 1 (8 tems) [ ] Pagesize:| 20 -
chos2 Chronographic Testing Devices
Com005 Communicating PC's Inc.
Com028 Compumarc
Con029 Consant tek Networks
Cro003 Crowley Shoe Manufacturing
cyb030 Cyber Cirquit Distibution
Cyp034 Cypress Multimedia

6. To view invoice details for the Customer, click the blue invoice detail link for the invoice
number you wish to review.
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7. The Invoice Detail page will appear and display additional details for the selected invoice,
including Invoice Date, PO Number, Subtotal, Amount Prepaid, and Invoice Amount.

Aged Trial Balance Invoice History Screen

TRAVERSE - Invoice History KENT  CPU  Setfings Lo Out

Home Customer Portal Manager Sales Rep Approvals Configuration
Customers T Refresh 2 View Order Y Filter

[=] Add | Invoice Number Date | PO Number Subtotal Amount Prepaid invoice Amount
Customer ID Name \ ML s
Ace001 B 2 3/22/2018 | 0417171 2704312 2075042 2975042
Altoog 27,943.12 2075042 2975942

AmO47 Page Tof 1(1 items) EN Pagesize| 20~

Atm052

AxiD40

Bet023

Bur056

CEi031

8. Click on the blue Invoice Number link to see the invoice. (See (page 4-15) for details on how
to print the history invoice.)

9. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

10. Click the View Order button ®=vieworer  to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected, the
New Order (page 5-33) screen will be displayed with a list of the last Items the
Customer has ordered.

11. To filter your search for a different invoice, or group of invoices, click the Filter button

. (See the Filter Button section (page 4-9) for details on using the Filter button.)

Y Filter
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12. The Filter screen will appear.

Aged Trial Balance Filter Screen

TRAVERSE - Invoice History 2 CPUL o c B
Home Customer Portal Manager Sales Rep Approvals Configuration
Customers i Refresh B View Order Y Filter

Q Filter

Customer ID Name

Ace001 Ace Hardware

AI008 Altos Servers Company -
Atm047 Asynchranous Netwarking Tech, Apply Filter Reset

AtmO53 Add | Invoice Number Date | PO Number Subtotal Amount Prepaid invoice Amount

i ¥ -9 ¥ ¥ ¥ 5

= o 12172015 458446 0.00 488245
Bet023

Bur056 - |® 120172017 273823 000 291621
cei0z1 732269 000 779866
Chr052 Page 10f 1 (2 items) [ 1 ] Pagesize:|20

Com005

13. Enter filter criteria into the Invoice Number, PO Number, Invoice Date From, and/or Thru
fields and click Apply Filter.

14. To view the entire list of invoices, click Reset and clear the Invoice Date From and Thru
fields. Click Apply Filter to see the ATB list.

15. Click on the blue Invoice Number link to see the invoice. (See (page 4-15) for details on
how to print the history invoice.)

16. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

17. Click the View Order button = vieworder to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

18. If the shopping cart has not been selected when the View Order button is selected, the
New Order (page 5-33) screen will be displayed with a list of all tems the Customer has
ordered.

19. Print the Aged Trial Balance report by right-clicking on the screen and select Print from the
menu. (See the Printing Reports section (page 4-15) for details on how to print the report.)
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INVOICE HISTORY

Use the Invoice History page to view the Customer's invoice history. You can filter the list of
invoices by Invoice Number, Invoice Date, PO Number, Subtotal, Amount Prepaid, or Invoice
Amount.

You may also use the Filter icon on the toolbar to open the Invoice History Filter window
where you can enter your search criteria into the appropriate fields, then use the Apply Filter
button to find all invoices that meet your search parameters. Use the Clear Filter button to
remove the filter parameters.

To work with the Invoice History function, follow these steps:

1. Select Invoice History from the Sales Rep menu.

Invoice History Menu

REILANTY Approvals (

Account Information
Aged Trial Balance

Invoice History

Payment History
Commissions
Open Orders
Mew Order
Inventory Catalog
ltem History
Customer Detail
Sales Rep Access

Pending Payments
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2. The Invoice History screen appears.
Invoice History Screen (Blank)

TRAVERSE - Invoice History KENT  CPU  Settings  LogOut

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers & Refresh B2 View Order Y Filter
1 Q] Add | Invoice Number Date | PO Number Subtotal Amount Prepaid Invoice Amount
Customer ID Name k ¥ k < ¥ ¥ ¥

No

3. Enter a search term to initiate a search for Customers, and click the Search button q .
4. A list of Customers that meet the search criteria entered will be displayed.
5. Select a Customer to view in the Customers field in the navigation bar. When changing

customers, make sure you use the Refresh icon = ,...., to refresh the data on the page.

Invoice History Screen (Filled)

TRAVERSE - Invoice History KENT  CPU  Settings  LogOut

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers O Refresh B2 View Order Y Filter
a Q Add Inuoice Number Date | PO Number Subtotal Amount Prepaid Invoice Amount
Customer ID Name ¥ ML v ¥ v L4
Ace001 Ace Hardware ¥ | 031300000004 313/2018 10,000.00 000 1065000
Alt008 Altos Servers Company " 2 3/13/2018 23,714.49 0.00 2525594
Atm047 Asynchronous Networking Tech. e 2 3/22/2018 | 041417 2065491 000 2199748
Atm053 ATM Switches Inc. A4 21 3/22/2018 15,218.88 0.00 16,208.10
Axi040 Audis Electronics B 2 3/22/2018 | 0417171 27.943.12 29750.42 2975942
Bet023 Beta Dynamics Inc. ) 23 3/22/2018 482.36 0.00 51371
Bur056 Burnhaven Software Design B | 3/22/2018 14,926.38 15,896.59 1589659
chas Celiom inc ' s 3/22/2018 38696 000 41211
Chi0s2 Chronographic Testing Devices B | 3/22/2018 1192.50 000 127001
Com005 Communicating PC's Inc. - 3/22/2018 1530.12 1,629.58 162958
DEplangdaly e Bt 10 ets I 3/22/2018 | 4561228 146250 000 155756
0 ] 372172018 2700 000 2876
" 30 3/22/2018 625.50 0.00 666.16
B (2 3/22/2018 | 777777 669.00 000 71249
" 5 3/21/2018 21,000.00 10,000.00 22365.00

6. To view invoice details for the Customer, click the blue invoice detail link for the invoice
number you wish to review.
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7. The Invoice Drill Down page will appear and display information for the selected invoice,
including Invoice Date, PO Number, Subtotal, Amount Prepaid, and Invoice Amount.

Invoice History Drill Down Screen

TRAVERSE - Invoice History NG, (CRUTQSE R B Oct
Home Customer Portal Manager Sales Rep Approvals Configuration

Customers T Refresh 2 View Order Y Filter
a Q Add Invoice Number Date | PO Number Subtotal Amount Prepaid Invoice Amount
Customer ID Name o -l? 7 2 E 5
Ace001 Ace Hardware B2 22 3/22/2018 | 0417171 2794312 29,759.42 29,759.42
AI008 Altos Servers Company 2794312 2975942 29,759.42
Atm047 Asynchronous Networking Tech. Page 1 of 1 (1 items) EH Paggsee {20 i
Atm052 ATM Switches Inc.
Axi040 Asis Electronics
Bet023 Beta Dynamics Inc.
Bur056 Burnhaven Software Design
CEI031 Cellucom Inc.
Chrd52 Chranographic Testing Devices

Como05 Communicating PC’s Inc.
Displaying oniy the first 150 results

») (»)

8. Click on the blue Invoice Number link to see the invoice. (See (page 4-15) for details on how
to print the history invoice.)

9. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

10. Click the View Order button ®vieworéer to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected, the
New Order (page 5-33) screen will be displayed with a list of the last Items the
Customer has ordered.

11. To filter your search for a different invoice or group of invoices, click the Filter button

v - (See Filter Button section (page 4-9) for details on using the Filter button.)
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12. The Filter screen will appear.

Invoice History Filter Screen

TRAVERSE - Invoice History KENT  CPU  Settings  log Out

Home Customer Portal Manager Sales Rep Approvals Configuration
Customers Z Refresh ¥ Vieworder YV Filter

Q Filter

Customer ID Name

Ace001 Ace Hardware

A1008

Atm047 Apply Filter Reset

Am053 Add | Invaice Number Date | PO Number Subtotal Amount Prepaid woice Amount

e ¥ % ¥ ¥ ¥ ¥

B e /2172015 458446 000 488245
Bet023

v .
Bur056 ML 12172017 273823 000 291621

CEI031 732269 0.00 770866

Chr052 Page 10f 1 (2 items) [ 1]

Pagesize: |20~
Comoos

13. Enter filter criteria into the Invoice Number, PO Number, Invoice Date From, and/or Thru
fields and click Apply Filter.

14. To view the entire list of invoices, click Reset and clear the Invoice Date From and Thru
fields. Click Apply Filter to see the Invoice History list.

15. Click on the blue Invoice Number link to see the invoice. (See (page 4-15) for details on
how to print the history invoice.)

16. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

17. Click the View Order button ®vieworder to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected, the

New Order (page 5-33) screen will be displayed with a list of the last Items the
Customer has ordered.

18. Print the Invoice History report by right-clicking on the screen and select Print from the
menu. (See the Printing Reports section (page 4-15) for details on how to print the report.)
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PAYMENT HISTORY

Use the Payment History page to view Customer payments that have been applied to invoices.
You can filter the list of payments by Invoice Number, Payment Type, Payment Date, Payment
Number, Discount Amount, or Payment Amount.

To work with the Payment History function, follow these steps:

1. Select Payment History from the Sales Rep menu.

Payment History Menu

REIER NN Approvals ©

Account Information
Aged Trial Balance
Invoice History
Commissions

Open Orders

Mew Order
Inventory Catalog
Iltem History
Customer Detall
Sales Rep Access

Pending Payments

2. The Payment History screen appears.

Payment History Screen (Blank)

TRAVERSE - Payment History WEMASTER  logOwt  CRU Setiings

Home Customer Portal Manager Sales Rep Approvals Configuration
Customers Z Refresh Y Filter

Q Invoice Number Payment Type Payment Date | Payment Number Discount Amount Payment Amount

Customer ID Name ¥

3. Enter a search term to initiate a search for Customers, and click the Search button q .
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4. A list of Customers that meet the search criteria entered will be displayed.

5. Select a Customer to view in the Customers field in the navigation bar. When changing

Customers, make sure you use the Refresh icon to refresh the data on the page.

 Refresh
P . .
ayment History Screen (Filled)
TRAVERSE - Payment History WEBMASTER  logOut  CPU  Seffings
Home Customer Portal Manager Sales Rep Approvals Configuration

Customers Z Refresh Y Filter

a Q) | invoice Number Payment Type Payment Date | Payment Number Discount Amount Payment Amount
Costomerid | Name 5 - ¢ ¥ ¢ ¥
Ace001 Ace Hardware 4 Direct Debit 111372020 000 1500000
Alt008 Altos Servers Company 4 Cash 127222019 000 200000
AI00SKH Test 4 Cash 1211472019 000 100000
Atm047 Asynchrnous Networking Tech. ON ACCOUNT Check 172772019 | 423 000 20000
Atm053 ATM Switches Inc, 010200000007 Cash 1172212019 000 10000
Axi040 Aods Electronics 110400000015 Credit Card 1111172019 0.00 11530
Bet023 Beta Dynamics Inc. 100700000012 Other 1171172019 000 40364
Bux056 Burbheven Soltiare Desgr 020100000005 Check 1013072019 | 25847 o000 143435
cEos Cellucom Inc 0934757 Credit Card 1072972019 000 264651
a5z Ghibgraghic Tesing Devices. 081000000003 Credit Card 1072972019 000 56290
Com005 Communicating PC's Inc. 030100000003 Credit Card 10/29/2019 000 2170059
Cameeg, Gompumaic 0034757 Check 10/20/2019 | 4567 000 1561824
Con029 Consantek Networks 081000000002 Check 102972019 | 789 000 109103
B Crovley SHoeM g 081000000001 Wite OFf 10/2972019 000 56200
s b Gt Dirbition 110400000015 Check 10/28/2019 | 4355 000 100000
op Copress Mutimedia 45 Credit Card 10/5/2019 000 390622

6. To filter your search for a different invoice, or group of invoices, click the Filter button

v - (See Filter Button section (page 4-9) for details on using the Filter button.)
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7. The Filter screen will appear.

Payment History Filter Screen

TRAVERSE - Payment History

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers Z Refresh Y Filter
- a Filter
CustomerD | Name Invoice Number:
Ace001 Ace Hardware PaymeRtimben

Payment Date From: [ 3/21/2017
A0S Altos Servers Company. e T
P = Payment Amount From:

Toru
Atm04T Aeynchronous Netwsriing Tech.
Atm0s3 ATM Switches Inc.

Invoice Number

Axi040 4 Electronics
Bet023 Beta Dynamics Inc.
Bur056 Burhavan Softvare Dasign
ceo3 Cellucom Inc
Chios2 Chronographic Testing Devices
Com005 Communicsting P’ Inc
Comoze Compumarc
Con29 Consantek Networks
Cro003 Croviey Shoe Manufacturing

WEBMASTER

Reset

Payment Date | Payment Number

Log Out

cpu

SALES REP PORTAL
Payment History

Settings

Discount Amount Payment Amount

8. Enter filter criteria into the Invoice Number, Payment Type, Payment Date From, and/or

Thru fields and click Apply Filter.

9. You may also filter the Payment History by using the column filters. (See the Column Filters
section (page 4-5) for details on filtering by columns.)
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COMMISSIONS

The Commissions page shows the commissions details for the Sales Rep. The system will
display all the commission invoices that are open. Use the Filter icon on the toolbar to include
the completed commissions invoices, if required. Use the Apply Filter button in the
Commissions Filter window to find all invoices that meet your search parameters. Use the
Clear Filter button to remove the filter parameters.

You can filter the commission invoices list by Customer ID, Invoice Number, Invoice Date, Hold
Status, Commission Percentage, Net Sales Amount, Prepared Commission Amount, Paid
Commission Amount, Total Commission Due Amount, or Date Completed.

To work with the Commissions function, follow these steps:

1. Select Commissions from the Sales Rep menu.

Commissions Menu

Approvals (

Account Infermation
Aged Trial Balance
Invoice History
Payment History
Open Orders

Mew Order
Inventory Catalog
Item History
Customer Detail
Sales Rep Access

Pending Payments
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2. The Commissions screen appears.

Commissions Screen

TRAVERSE - Commissions

Home Customer Portal Manager SalesRep Approvals Configuration

WEBMASTER

logOut  CPU

Settings

T Refresh Y Filter
Filter

Include Completed

Apply Filter

Customer ID

Alt008

Ai008

A008

Alt008

Alt008

Atm053

Axi040

Celo17

Arg026

A008

Am053

Ch052

Invoice Number

110400000015

110400000015

110400000017

110400000017

100700000012

2

3

45

111500000048

46

Reset

Invoice Date | Hold Invoice

-e =

107282019

10/28/2019

10/28/2019

1072812019

117272019

92002019

93072019

9302019

9302019

12/9/2019

12/9/2019

12/3/2019

Commission %
L2

500

Net Sales Amount

?

111530

111530

31418

31418

40364

111522

8440

3387

20500

2190622

12,153.60

2002770

Commission Prepared

Commission Paid

Total Commission Due

20569

23040

87678

Date Completed

3. To filter your search for a different invoice, or group of invoices, click the Filter button

Y Filter
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Commissions .

4. The Filter screen will appear.

Commissions Filter Screen

TRAVE RsE " commissions WEBMASTER Log Out ceu Settings
Home Customer Portal Manager SalesRep Approvals Configuration
O Refresh Y Filter
Filter
Include Completed
Apply Filter Reset
Customer 1D Invoice Number Invoice Date | Hold Invoice Commission % Net Sales Amount | Commissicn Prepared Commission Paid | Total Commission Due Date Completed
¥ ¥ -|® - ¥ 7 ¥ ¥ ¥ -v
AIt008 110400000015 10/28/2019 5.00 111530 000 0.00 o
AIt008 110400000015 10/28/2019 5.00 111530 000 0.00 9.90
AIt008 110400000017 10/28/2019 5.00 -314.18 000 0.00 0.00
AIt008 110400000017 10/28/2019 5.00 -314.18 000 0.00 -285
AIt008 100700000012 11/27/2019 5.00 403.64 000 0.00 379
Atm053 2 9/29/2019 5.00 1115.22 000 0.00 2114
Axi040 3 9/30/2019 500 8440 000 000 0.00
Celo1? 4 9/30/2019 500 387 000 000 000
Arg026 8 9/30/2019 500 20500 000 000 000
ArO08 45 12/9/2019 5.00 21.906.22 000 0.00 205.69

5. Check the Include Completed box to include completed commission invoices. Clear the box
to exclude completed invoices, and click Apply Filter.

6. You may also filter the Commissions by using the column filters. (See the Column Filters
section (page 4-5) for details on filtering by columns.)
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OPEN ORDERS

Use the Open Orders function to view all the open orders in TRAVERSE for the selected
Customer. The order summaries will display in a grid view, and allow you to drill down into a
detail view for individual orders.

You can filter the list of open orders by Order Number, Status, Requested Ship Date, PO
Number, PO Date, Amount Due, and Tracking Number (if available). To view details for an
order, use the link in the Order No. column to open a detail view of the selected order.

To work with the Open Orders function, follow these steps:

1. Select Open Orders from the Sales Rep menu.

Open Orders Menu

REILMTY Approvals

Account Information
Aged Trial Balance
Invoice History
Payment History
Commissions

MNew Order
Inventory Catalog
ltem History
Customer Detail
Sales Rep Access

Pending Payments
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2. The Open Orders screen appears.

Open Orders Screen (Blank)

PU :
TRAVERSE - ope" orders WEBMASTER Log Cut cry Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers * New Order ' Refresh

Q Order Number Status Requested Ship Date | PO Number PO Date Amount Due | Tracking Number
2
7 - -|v v |y ¥
Customer ID Name

No data ta display

3. Enter a search term to initiate a search for Customers, and click the Search button q .

4. A list of Customers that meet the search criteria entered will be displayed.

5. Select a Customer to view in the Customers field in the navigation bar. When changing
Customers, make sure you use the Refresh icon

& Refresh

Open Orders Screen (Filled)

WEBMASTER Log O cey Sett
TRAVERSE - Open Orders el 9
Home Customer Portal Manager Sales Rep Approvals Configuration
Customers + New Order & Refresh
¥ Order Number Status Requested Ship Date | PO Number PO Date Amount Due | Tracking Number
H ql
¥ -9 ¢ -|¢ ?
Customer ID Name
00000045 New 4/13/2017 471372017 623.03
Ace001 Ace Hardware
00000044 New 471372017 471372017 147130
Alt008 Altos Servers Company
00000043 New 4/13/2017 | 65846519 472017 197930
AID0SKH Test
Ps 1of 13 ite P 2 -
Atm047 Asynchronous Networking Tech, 20e Tt Rams) N SRS
Atm053 ATM Switches Inc.
Axi040 Axis Electronics
Bet023 Beta Dynamics Inc.
Bur056 Burnhaven Software Design
CEI031 Cellucom Inc.
Chr0s2 Chronographic Testing Devices
Com005 Communicating PC's Inc.
Com028 Compumarc
Con029 Consantek Networks
Cro003 Crowley Shoe Manufacturing
€yb039 Cyber Cirquit Distribution
Cyp03s Cypress Multimedia

to refresh the data on the page.

6. To view order details for the Customer, click the blue order number detail link for the Order

Number you wish to review.
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Open Orders

7. The Order Detail page will appear and display additional details for the selected order.

Open Orders Order Detail Screen

TRAVERSE - Open Orders

Home Customer Portal Manager Sales Rep Approvals Configuration

* New Order BB Open Order List [ print Order % Email Order
Sold To: Al008
Altos Servers Company
045 Tuscon Drive
0.3
Rollingstone, MN 55969
usa
612)-805-6782
(612)-805-6024
Email: kentheitkamp@osas.com
Date: 413/2017
PO Number:
Sales Rep 11D GIL
Requested Ship Date: 4/13/2017
Line Items
Item ID Description
FAN100 WhisperQuiet Heatsink
SFM100 Software Applications/Multimedia
Notes

Nontaxable:
Tax Adjustment:
Invaice Total:

8. To view the order for the Customer, click the Print Orders button

Order Number: 00000045
PO Date: 41372017
SalesRep 2 ID: JSK

000 Taxble
000 Freight:
623.03 Amount Paid:

Ship To:

Quanity | UOM

2,0000 | EA

3.0000 | EA

Altg03

Jon Dalmark

Altos Servers Company
945 Tuscon Drive

0.3
Rollingstone, MN 55069
Usa

612)-805-6762
(612)-805-6024

585,00
000
000

WEBMASTER  LogOut  CPU  Settings
Order Date: 4/13/2017
Terms:  Net30
Ship Vi
Price
2655000
180000
Subtotal
Sales Tax:
Misc:
Net Due:

D Print Order

Extension
531.00
54.00

585.00

3803
000
62203

with the

selected order detail displayed. (See the Printing Forms section (page 4-13) for details on
how to print the order.)

9. Click the Email Order button

2 Email Order

stored in the Customer record.

Order Email

R OrderAcknowledgement.pdf _

102 KB

Dear Alt008,

Please find the order acknowledgement attached to this email

to send a copy of the order to the email address

10. To change the Customer shown, enter or select a different Customer ID in the Customers

field in the navigation bar. Use the Refresh icon

the page.

& Refresh

to refresh the information on

Portals 5-31



Open Orders

11. To add a new order for the Customer, use the New Order icon ¥ e o=

to open the
New Order function. See the New Orders (page 5-33) section for details on entering a new
order.

12. Use the Open Order List icon Eopenoreeriist  to return to the open orders list page.
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NEW ORDER

Use the New Order entry function to enter a new order for a Customer.

To change the Customer, enter or select a Customer to view in the Customers field in the
navigation bar.

To enter a New Order, follow these steps:

1. Select New Order from the Sales Rep menu.

New Order Menu

Account Information
Aged Trial Balance
Invoice History
Payment History
Commissions

Open Orders
Inventory Catalog
Item History
Customer Detail
Sales Rep Access

Pending Payments
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2. The New Order screen appears.

New Order Screen (Blank)

Home Customer Portal Manager SalesRep Approvals Configuration

Customers Save  + NewOrder '"DReset  Q Search Inventory X Cancel Order ¥ Open Orders

¥
' TRAVERSE - New Order KENT  CPU  Settings  Log Out
|

Sold-To Ship-To Payments
E o EE
Customer ID Name
Order Type: New - Bill-To ID: AIt008
Ace001 Ace Hardware Transaction Noi [ Auto-Generated PO Number:
A0S Altas Servers Company Transaction Date: | 3/23/2018 - PO Date: 3/23/2018
Sold To: Req Ship Date: | 3/23/2018
Atm047 Asynchranous Networking Tech, o e = s
Atm053 ATM Switches Inc. Location |Cx MNoo01
Asxi040 Auis Electronics
Bet023 Beta Dynamics Inc,
+ |hemiD Description Location ID Quantity Available Quantity | Unit Unit Price | Ext Price
Bur056 Burnhaven Software Design
Ne data
CEI031 Cellucom Inc.
, < Subtotal 000
Ched52 Chranographic Testing Devices T 200
Grand Total: 000
Com005 Communicating PC's Inc.

Displaying anly the first 150 results.

o @
O®

+ New Order

3. Use the New Order icon to initiate a new order. To view or edit open orders,

use the Open Orders icon
B Open Orders

4. Select the Order Type for the new order: New or Price Quote.

The options for selection will depend on the selection made in the Portal Settings in
the Customer Portal (page 3-27) area, the Order Type selection.

On the Sold-To tab:
1. Select a Sold-To ID from the list of Customers in the left margin of the screen.

2. Change the Transaction Date, if necessary. By default, the transaction date is the current
date.

3. Enter the PO Number and the PO Date.
4. Select a Batch Code, if necessary.

The Batch Code will default the Batch Code set in the Portal Settings (page 3-27) and
Business Rules (page 3-5).

5. Enter a Requested Ship Date.

6. Enter Notes for the order, as applicable.
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7. Click the Save icon | Bisae to save your changes.

The Line ltems portion of the screen will display the ltems from the most recent Order
processed for the Customer. You can accept these defaulted Items or delete them and enter
the Items for the current order.

You can add line Items to the order in a couple different ways:

e To search for a particular Item, use the Search Inventory icon @ Search inventory g
open the Inventory Search page.

Inventory Search Page

TRAVERSE - Inventory Search WEBMASTER ~ LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

B2 View Order

Search Tt [ o]

Location ID: | MNODOT

Apply Fitter Reset

Add | HemID Description Quantity | Unit Quantity Available “Unit Price

+ 30 Interior Door 10000 EA -30000 57.0300

+ 30 10000 EA 20000 5845000

+ 360 10000 | EA 00000 5845900

Displaying only the firt 100 resuts. *Actual price will be calculated when the item is added to the order.
Page 10f 1 (3 items) Pagesize 20~

1. Enter Search Text.
2. Select a Location ID to search for the Item.
3. Click the Apply Filter button.

4. Click the blue Description to view details on the line Item.
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Item Details Screen

Item Details %
Item ID: 200200
Description: Water Heater
Unit: EA
Quantity Available: -8.0000
Price: 299.9500

Additional Description:

5. Enter the Quantity for each Item you want to add to the order. If there are quantity breaks
available, click the blue Unit Price link to view the breaks.
O 0 0 0 0 000000000000 0000000000000 00000000000000000000000000000000000010

NOTE: The item Unit is the selling unit of measure.

6. To add the Item to the order, click the plus sign + in the Add-To-Order column. A small
check mark will appear _T_ above to the plus sign once the Item is added to the order.

7. When you are finished adding Items to the order, click the View Order icon = view order  to
return to the order page.
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e |f you know the Item ID for the item you want to add to the order, enter it into the
Line Items list.

Line Items manual entry

+ | temiD Description Location ID Quantity Available Quantity | Unit Unit Price | Ext Price
Q@ 30 Patio Door MN00OT -2.0000 10000 | EA 5400810 | 54008
Q 360 Patio Daor MN0001 -2.0000 1.0000 | EA 540.0810 | 54008
Item ID: ®

Description:

Location ID: MNO0OT

Quantity: 10000

Unit A

Unit Price: 00000

Ext Price:

Additional Deseription:

Entry No:

B x

Subtotal : 1,080.16
7021
Grand Total: 115037

1. Use the Add Item icon + to add a line Item.

2. Enter the Item ID.

To verify the Item is a valid Inventory Item, click the Verify button @& on the right
side of the Item ID field. If the Item is a valid Inventory Item, the Description, Location
ID, and Unit fields will populate. If the Item is not a valid Inventory Item, a dialog box
will appear notifying you the Item is not in Inventory.

New Orders Manual Item Entry Details

Item ID: 200100 ©
Description: Furnace

Location ID: MNODO1 i
Quantity: 1.0000
Unit: EA i
Unit Price; 449.9550
Ext Price:

Additional Description:

Entry No:

B x

3. Accept or select the Location ID for the Item.

4. Enter the Quantity of the Item you want to order.
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5. Accept or select the Unit of measure you want to purchase.

NOTE: The Item Unit is the selling unit of measure.

6. Accept or enter the Unit Price for the Item.

7. When you are finished entering Item information, click the Update icon . To cancel
adding the line Item, click the Cancel icon * .

e Use the Actionicon | @ to choose these options:

[# Edit Item
M Delete Item

eUse the Edit Item icon to make any changes to the line Item.

eUse the Delete Item icon to remove the line Item from the order.

Ship-To Tab

Sold-Te -ﬁ' Payments

Ship-To ID: Selact L

MName: Altos Servers Company
Attention: Jon Dalmark
Address 1: 945 Tuscon Drive

Address 2: No.3

City: Rollingstone
Region: MM
Country:

PostalCode: 55069-_

Ship Number:

Ship Method: | Select .
Ship Via:

1. Select a Ship-To ID, if applicable.

2. Make any changes as necessary to the Customer's shipping information.
¢ The default address will be from the General tab of the Customer setup screen.
¢ Any changes you make on this page apply to the current order only.

3. Enter the tracking number for the shipment, if available, in the Ship Number field.

4. Select a Ship Method. The description of the Ship Method appears in the Ship Via field.
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Payments tab

Sold-To Ship-To Payments

Payment Method ID: | Cash-DD - Accoun t No: 56498132106797

Deposit ID: [rTTrr - Bank Name: wetls Fargd]

Payment Date: 4/20/2017 - Routing Code: RERRRRREE)

Amount: 162058

If the Customer is prepaying any amount against the order, use the Payments tab.
1. Select a Payment Method ID.

The available Payment Methods are the Payment Methods set up on the Payments
tab of the Customer setup screen.

2. Additional fields will appear depending on the Payment Method you choose. Fill in the
additional fields as required.

3. Select a Deposit ID.

The available Deposit IDs will come from the Receipts Batch Codes setup in TRAVERSE.
4. Enter a Payment Date. The default date is the current date.
5. Enter the Amount of the payment.

Click the Save icon save  to submit the order. A confirmation dialog box will appear. Click
OK to continue.

The order will be validated before submission. If there are any errors, the details will appear in
red below the toolbar.

Once the order is validated, the Open Order detail page will appear for that order.
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Open Order - Order Detail Screen

TRAVERSE - Open Orders

WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

# New Order  EH Open Order List [ Print Order % Email Order

Order 00000046 submitted successfully.

Sold To: Alt008 Ship To: Jon Dalmark
Altos Servers Company Altos Servers Company
945 Tuscon Drive 945 Tuscon Drive
No.3 No.3
Rollingstone, MN 55969
Usa

Rollingstone, MN 55969
USA

612)-805-6762

612)-805-6024

Email kentheitkamp@osas.com
Dete: 271472017 Order Number: 00000046 Order Date: 4/14/2017
PO Number: PO Date: 41472017 Terms:  Net30
Sales Rep 110 el Sales Rep 2 ID: JSK Ship Via:
Requested Ship Date: 4/14/2017
Line Items
tem ID Description Quantity | UOM Price Extension
360 Patio Door 20000 | EA 5400810 1,080.16
300 Interior Door 1.0000 | EA 539010 5390
350 Entry Door 20000 | EA 5400810 1,080.16
Subtotal : 221431
Notes
Nontaxable: 000 Taxable: 221431 Sales Tax 14393
Tax Adjustment 000 Freights 000 Misc 000
Invaice Total 235824 Amount Paid 000 Net Due: 235824

Use the icons on the toolbar to start a New Order ¥ "% return to the Open Orders

e list, the Print Order icon [y, ... ,Or the Email Ordericon O i e

See the Printing Forms section (page 4-13) for details on printing the Order Acknowledgment
form.

Order Acknowledgment Email

KR OrderAcknowledgementpdf _
> 102kB

Dear Alt008,
Please find the order acknowledgement attached to this email.
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INVENTORY CATALOG

Use the Inventory Catalog to search for and view the details of Inventory Items, filtering by
Location ID, Product Line, and Sales Category.

The Inventory Catalog will allow you to easily see groups of Iltems and view the details of the
Items including pictures.

To work with the Inventory Catalog function, follow these steps:

1. Select Inventory Catalog from the Sales Rep menu.

Inventory Catalog Menu

Approvals (

Account Information
Aged Trial Balance
Invoice History
Payment History
Commissions

Open Orders

MNew Order

Item History
Customer Detail
Sales Rep Access

Pending Payments
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2. The Inventory Catalog screen appears.

Inventory Catalog Screen (Blank)

TRAVERSE - Inventory Catalog WEBMASTER  LogQut  CPU  Settings
Home Customer Portal Manager Sales Rep Approvals Configuration

2 Refresh

Location ID: [MINOOOT ¥ ttem ID Description
Product Line 3

Category

3. Select the Location ID for which you wish to see the Items.
4. Select to filter by Product Line or Sales Category.

5. Select the Product Line or Category for which you wish to view the Items.
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6. The screen will automatically populate with the filtered selections.

7. The Item ID and Description are displayed.

Inventory Catalog Screen (Filtered)

TRAVERSE - Inventory Catalog

Home Customer Portal Manager Sales Rep Approvals Configuration

KENT  LogOut  CPU  Settings

& Refresh
Location ID: | MNOOO1 o ftam 1D Description
Categor
e 200 Heating/Caoling Packsge
200100 Furnace
HEAT/AIR = 200150 Deluxe Furnace System
MATERIAL
200200 Water Heater
MOW-ELEC
MOWER 200300 Air Conditioner
MOW-GAS
200350 Deluxe Air Conditianer
200400 Water Softener
200500 Sump Pump
200600 Humidifier

Page 1of 1 (9 items)

Pagesize: 20
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8. Click on the blue Description to view details for the Item ID.

Inventory Catalog Screen (Item Details)

Item Details X

Item ID: 200200
Description: Water Heater
Unit: EA

Quantity Available: -8.0000
Price: 299.9500
Additional Description:

9. Close the Item Details screen to return to the Inventory Catalog screen.

10. You may further filter the Inventory Catalog by using the column filters. (See the Column
Filters section (page 4-5) for details on filtering by columns.)

11. Use the Refresh button =....., to refresh the view of the Inventory Catalog.
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ITEM HISTORY

Use the Item History page to view the Customer's Item history. You can filter the list of Iltems
by Invoice Number, Date, Item ID, Description, Quantity, Unit, or Price.

You may also use the Filter icon on the toolbar to open the Item History Filter window where
you can enter your search criteria into the Search field, then use the Apply Filter button to find
all Items that meet your search parameter. Use the Clear Filter button to remove the filter
parameter.

To work with the Item History function, follow these steps:

1. Select Item History from the Sales Rep menu.

Item History Menu

Approvals (

Account Information
Aged Trial Balance
Inveoice History
Payment History
Commissions

Open Orders

MNew Order
Inventory Catalog
Customer Detail
Sales Rep Access

Pending Payments

2. The Item History screen appears.

Item History Screen (Blank)

TRAVERSE - Item History KENT  CPU  Setings  Log Out
Home Customer Portal Manager Sales Rep Approvals Configuration

Customers & Refresh B view Order Y Filter

I [] Add | Invoice Number Date | ltemID Description Quantity | Unit Price

Customer ID Name ¥ M ¥ ¥ ¥ 9 (2

No data to displa No data to display
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3. Enter a search term to initiate a search for Customers, and click the Search button q .
4. Alist of Customers that meet the search criteria entered will be displayed.
5. Select a Customer to view in the Customers field in the navigation bar. When changing

Customers, make sure you use the Refresh icon =....., to refresh the data on the page.

Item History Screen (Filled)

[
| TRAVERSE - Item History KENT  CPU  Settings  LogOut

| Home Customer Portal Manager Sales Rep Approvals Configuration

Customers < Refresh ¥ View Order Y Filter
|
| [ Q Add | Invoice Number Date | ltem ID Description Quantity | Unit Price
Customer ID Narme \d bl ¥ ¥ u ¥ ¥
Ace001 Ace Hardware = 081000000002 10/9/2014 | 150 Plumbing Package 1.0000  PKG 1,463.7600
Alt008 Altos Servers Company e 45 9172017 | 150 Plumbing Package 20000 | PKG 29275200
Atm047 Asynchronous Networking Tech - BT 12/1/2017 | 200 Heating/Cooling Package 10000 | PKG 27382300
Am053 ATM Switches Inc. e |7 3/22/2018 | 200100 Furnace 10000 | EA 4499600
Axi040 Auxis Electronics - 21 3/22/2018 | 200100 Fumnace 1.0000  EA 449.9600
Bet023 Beta Dynamics Inc. B |26 10/24/2014 | 200100 Furnace 20000 | EA 899.9000
Bue(s6 Bumhaver: Saftware Design B | 5555 11/9/2017 | 200100 Fumace 1.0000 | EA 449.9500
CEI031 Cellucom Inc. A= 3/13/2018 | 200100 Furnace 1.0000 | EA 370.4400
Chr052 Chronegraphic Testing Devices - 19 9/15/2017 | 200150 Deluxe Furnace System 20000 | EA 20,992.0000
Com005 Cemmunicating PC's Inc. = 1/21/2015 | 200150 Deluxe Furnace System 1.0000 | EA 13,499.1000
Displaying only the first 150 results.
e 45 9172017 | 200150 Deluxe Furnace System 10000 | EA 14,999.0000
0
[OXO)
A N e 2 3/22/2018 | 200150 Deluxe Furnace System 10000 | EA 13,489.1000
' 2z 3/22/2018 | 200150 Deluxe Fumace System 10000 | EA 13,489.1000
= 22 3/22/2018 | 200200 Water Heater 1.0000  EA 314.9600
e 3/22/2018 | 200200 Water Heater 10000 | EA 3149600
b 3/22/2018 | 200200 Water Heater 10000 | EA 3149600

6. Click on the blue Invoice Number link to see the invoice. (See (page 4-15) for details on how
to print the history invoice.)

7. Click the Shopping Cart button ¥ to select the Item to order to view and copy to a new
order. You can select multiple Items to copy to a New Order.

8. Click the View Order button ®view order  to view the selected Item(s) for a new order, if the
Shopping Card has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected, the
New Order (page 5-33) screen will be displayed with a list of the last Items the
Customer has ordered.

9. To filter your search for a different Item or group of Items, click the Filter button
(See Filter Button section (page 4-9) for details on using the Filter button.)

T Filter
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10. The Filter screen will appear.

Item History Filter Screen

TRAVERSE - Item History

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers

Customer ID

Acz001

Alt008

Atm047

Atm053

2040

BetD23

Bur0S6

CEi021

Chr052

Como0s

Displaying anly the first 150 results.

& Refresh B2 View Order
Filter
Q
Name Search:
Ace Hardware Apply Fiter
RSN R Add | Invoice Number

Asynchronous Networking Tech.

B | 041300000050

ATM Switches Inc.

B | 041300000028
Auis Electronics

- I
Beta Dynamics Ine.

@ | 110200000069
Burnhaven Software Design

® | 110900000073
Cellucom Inc.

= | 110900000078
Chronographic Testing Devices

= 110900000082
Communicating PC’s Inc.

B 54087

[OXO) | 645838

= s

-]

' |5

= | 031300000004

Y Filter

Reset

Date | ltem D

=)

9/3/2017

8/5/2017

5/15/2017

5/1272017

51212017

5/15/2017

5/15/2017

117972017

117972017

3/21/2018

32172018

3/21/2018

3/13/2018

Description

CAS8 Parts Warranty
Maintenance

swff

CAS58 Parts Warranty
Maintenance

CAS8 Ports Warranty
Maintenance

Credit

Credit

In-House Tasks

Design and Specifications
On-Site Tasks

In-House Tasks

SALES REP PORTAL
Item History

KENT

Quantity

20000
10000
10000
20000
10000
20000
10000
-1.0000
-1.0000
10000
10000
10000

10000

cPu

Unit

Settings  Log Out

Price

200.0000

1,000.0000

500.0000

200.0000

1,000.0000

200.0000

1,000.0000

-25,000.0000

-5,000.0000

10,000.0000

5,000.0000

6,000.0000

10,000.0000

11. Enter filter criteria into the Search field and click Apply Filter. The Search will look at any

field displayed and show all Items that contain the Search criteria.

12. To view the entire list of invoices, click Reset and clear the Search field. Click Apply Filter

to see the Item History list.

13. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

14. Click the View Order button ®vieworer to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected, the
New Order (page 5-33) screen will be displayed with a list of the last Items the

Customer has ordered.

15. Print the Item History report by right-clicking on the screen and select Print from the
menu. (See the Printing Reports section (page 4-15) for details on how to print the report.)
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CUSTOMER DETAIL

Use the Customer Detail function to set up and maintain Customer records. A new Customer
account can be set up as an Open Invoice or a Balance Forward account. For Open Invoice
accounts, detail is kept on invoices and payments are applied to specific invoices. For Balance
Forward accounts, detail is kept on invoices for the current month and payments are applied
to the total balance.

The information on the General and the Default tabs is the same information as on the
comparable tabs in the Customers screen of the desktop version of TRAVERSE.

To work with the Customer Detail function, follow these steps:

1. Select Customer Detail from the Sales Rep menu.

Customer Detail Menu

REIANTY Approvals |

Account Information
Aged Trial Balance
Invoice History
Payment History
Commissions

Open Orders

Mew Order
Inventory Catalog
Item History

5ales Rep Access

Pending Payments
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2. The Customer Detail screen appears.

Customer Detail Screen (Blank)

TRAVERSE - Customer Detail WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers ave M Delete & Refresh  F New

- al Defauts

CustomerD | Name

No data ta display Mames Status: Active

Attention, Bill To ID: Select
Address 1: Currency ID:
Address 2: Phone: .
ity Fasc Y
Region: Email
Country: Select - Internet:
Postal Code: = Terrtory ID:
International Prefix: [ 011 Ship Zone:
Contact:

3. Enter a search term to initiate a search for Customers, and click the Search button q .
4. A list of Customers that meet the search criteria entered will be displayed.
5. Select a Customer to view in the Customers field in the navigation bar. When changing

Customers, make sure you use the Refresh icon = ..., to refresh the data on the page.

Customer Detail Screen General Tab (Filled)

TRAVERSE - Customer Detail WEBMASTER ~ LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers save  fliDelete S Refresh  +hew

General Defaults
E g S

Customer!D | Name

Ace001 Ace Hardhware Name Altos Servers Company Status: Actve
Attention: Jon Dalmark Bill To ID: Select

Ait008 Altos Servers Company o i ae
Address 1. 945 Tuscon Drive Currency ID: usp

Alt008KH Test Address 2: No.2 Phone: (612)-805-6782

Atm04T Asynchronous Networking Tech. Cay: Rollingstooe: Fax (B12)-805-6024
Region: M Email kentheitkamp@osas.com

Atm053 ATM Switches Inc (oA T = bhemets E—

Ao g Postal Code: 55969 Terrtory ID: Northern
International Prefix: | 011 Ship Zone: 1

Bet023 Beto Dynamics Inc.
Contact: Wendy Severnson

Bur036 Burnhaven Software Design

CE031 Cellucom Inc

Chios2 Chronographic Testing Devices

Com00s Communicating PC’s Inc.

Com028 Compumarc

Con029 Consantek Networks

Cro003 Crovley Shoe Menufacturing

Cybo39 Cyber Cirquit Distribution

Cypo34 Cypress Multimedia

Dat030 Datasorter Technalogy

Ele036 Electronet Inc.
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Customer Detail Screen Defaults Tab (Filled)

TRAVERSE - Customer Detail

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers

a

Customer ID

Ace001

Alt008

AIt00BKH

Atm047

Am053

Aii040

Bet023

Bur036

CEI031

Cho52

Com005

Com028

Con029

Cro003

Cyb03g

Cyp034

Dat030

Ele036

Neme
Ace Hardware
Altos Servers Company

Test

Q

Asynchronous Networking Tech.

ATM Switches Inc.

#is Electronics

Beta Dynamics Inc,

Burnhaven Software Design

Cellucom Inc.

Chronographic Testing Devices

Communicating PC's Inc.

Compumarc

Cansantek Networks

Crowley Shoe Manufacturing

Cyber Cirquit Distribution

Cypress Multimedia

Datasorter Technology

Electronet Inc.

General m

Group Code:
Terms Codes

Dist Code:

WEBMASTER  LogOut  CPU  Settings
B save  Woelete  TRefresh New

R V] Taable

Net30 - Finance Charge

Doy ¥ Partial Ship

MH Credit Hold

Tax Group ID:
Exempt ID:

Payment Method ID: |Visa

Credi

Class Code:
Acct Type:
Strnts/Invoices:

SalesRep D 1

Rep 1 Pet Invoice:

Sales Rep ID 2

Rep 2 Pet Invoice:

Price ID:

Customer Levs

Allowed to Charge

Retail

Open Inveice

Both

[ X~
8000

5K X~
2000

ps1 X~

Select =

6. Edit information as applicable on the General and Defaults tabs.

7. Select the Save icon

To add a Customer:

On the General tab:

Use the General tab to enter the Customer’s Name, Address, Contact, Phone number, Email
address, and Internet site.

Eisave  to save any changes made to the Customer.

1. Use the New icon +wuew in the header to open a blank record.
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Customer Detail Screen General Tab (New)

TRAVERSE - Customer Detail

Home Customer Portal Manager Sales Rep Approvals Configuration

WEBMASTER  Log Out

CPU  Settings

Customer ID: | Key001

Customers

3
Customer ID
Ace01
Alt008
Al008KH
Atm047
Atm053
Aci040
Bet023
Bur056
ce031
Chis2
Com005
Comb28
Con029
Cro003
Cyb039
Cyp034
Det030

Ele036

© N 9w

save i Delete & Refresh

X Cancel

Name

Ace Hardware

Altos Servers Company tome: Kepisnic Horivss status: Active
Attention: Accts Payable Bill To ID: Select
Test Address T 9854 Lake Bivd Currency ID: s
Asynchronous Networking Tech. Aeiema P D099
city: Prior Lake Fa (952)-447-8888
Region: [ Emait kentheitkamp@osss.com
Country: Usa - Internet: wa.osas.com
Postal Code: ss3—__ Terrtory ID:
Internationsl Pref | 011 Ship Zone:
Contact: Korl Keyland

Networks

Crowley Shoe M

Cyber Cirquit Distribution
Cypress Multimedia
Datasorter Technology

Electronet Inc.

Enter an ID for the Customer you are creating in the Customer ID field.

. Enter the Customer’s Name.

In the Attention field, enter the name of the person or department to which you want to
address invoices and statements. The name is printed on invoices, statements, and mailing
labels.

Enter the Customer’s address into the Address 1 and Address 2 fields.
Enter the Customer’s City and state or Region.
Select the Customer’s Country Code.

Enter the Customer’s Postal Code. Use the System Manager Country Codes function to set
up postal code masks, international prefixes, international prefix masks, and phone and fax
masks.

In the Contact text box, enter the name of the person to contact regarding billing questions
or invoice payments.

10. Choose the Customer’s Active/Inactive Status. Making the Customer’s Status “Inactive”

will prevent them from accidentally being engaged in future transactions.
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11. Choose the Bill-To ID if Sales Order transactions for this Customer are to be billed to a
different Customer ID. If not, leave this field blank.

If a different Customer ID is entered here, this Customer information will be brought
into the Bill-To tab in Sales Order transactions, and will print in the Sold-To field on
invoices. The Customer information on the header tab, in the Sold-To field will print in
the Ship-To field on the invoice.

Customer Detail Customer Bill - To Search

Customer ID Name Contact Region Postal Code Status
Y b & Y Y hd »

Ace001 Ace Hardware Wendy Severnson MN 55379 Active
Alt003 Altos Servers Com Wendy Severnson MN 55969 Active
AltD08KH Test MN 55379 Active
Atm047 Asynchronous Ne MN 50444 Active
Atm053 ATM Switches Inc, sD 57442 Active
Axi040 Auxis Electronics | David Johanson | ND 58079 Active
Bet023 Beta Dynamics Ing Wi 53500 Active
Bit020 Bitstream Technol 1A 50300 Inactive
Bur036 Bumnhaven Softwa Arijit Metha MN 55460 Active
Celo17 Celebris Systems Mi 48089 Active

Page 1 of 7 (63 items) “ 2 3 4 5 6 7 { _?‘

i Create Filter

12. If you use multi-currency, select the Customer’s Currency ID. This box does not appear if
you do not use multi-currency.

13. Enter the Customer’s Phone number. See step 8 for mask setup information.

14. Enter the Customer’s Fax number, Email address, and Internet address. See step 8 for
mask setup information.

The Email address and Internet address fields are hyperlink fields.

When you click on the Email address your Email software will automatically be opened
with a new message and the Email address entered into the To field.

The Email address entered will default into the Customer Portal Manager, Users setup
for Customer’s users. This email address will be used to send Order Acknowledgments
and History Invoices.

When you click on the Internet address, your default web browser will automatically
open at the web site.
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15. Enter the Customer’s Territory, if applicable. The Customer’s International Prefix appears.

See step 8 for setup information.

16. Enter the Customer’s Ship Zone. This will usually be associated with a shipping zone such
as those used by UPS or FedEx.

On the Defaults tab:
Customer Detail Screen Defaults Tab (New)

TRAVERSE - Customer Detail WEBMASTER ~ logOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Customer ID: | Key001

Customers
save  WDelete O Refresh X Cancel
-
Q General m
CustomerID | Name
Ace01 Ace Hardvare
Group Code: Taxsble
Alt008 Altos Servers Company
Terms Code: 1%Disc - Finance Charge
A008KH Test Dist Code: oot ] Partisl Ship
Tax Group ID: =
Atm047 Asynchronous Networking Tech. i MN Credit Hold
EccapelD) Allowed to Charge
Atmos3 ATM Switches Inc. Payment Method ID: [ Cash
40 s Electronics et Dy
Class Code: Select I
Bet023 Beta Dynamics Inc. et Type: T
Bur036 Burnhaven Software Design Stmts/lnvoices: Both
Sales Rep D 1 Select LAy
031 Cellucom Inc
Rep 1 Pt Invoice:
chos2 e s SalesRepD2selen =
Rep 2 Pet Invoice:
Como0s Communicating PC's Inc,
Price I Select
Como2e Compumarc Customerlevel | Select v
Cont29 Consantek Networks
Cro003 Crowley Shoe Manufacturing
cybo3e Cyber Cirquit Distrbution
Cypo34 Cypress Multimedia
Da020 Datssorter Technology
E1e036 Electronet Inc.

Use the Defaults tab to enter information about the Customer to default during transaction
entry.

1. In the Group Code field, enter the Customer’s periodic billing group code.
2. Select the Customer’s payment Terms Code and Distribution Code.

If you use multi-currency, the currency assigned to the Receivables account in the
Distribution Code you select must match either the Customer’s currency or the base
currency. In addition, you cannot change the Distribution Code to one that uses a
different currency if open transactions or invoices exist for the Customer.

3. Select the Tax Group ID of the Tax Location Group to which you want sales tax for the
Customer to be assigned. Tax Group IDs are set up in the Tax Location Groups function in
System Manager.
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4. If the Customer is tax-exempt and should not be charged sales tax, enter the Customer’s tax
Exemption ID.

Select the Customer’s usual Method Of Payment.
Enter the Customer’s Credit Limit. The credit limit is used in the New Orders function.

Select the Customer’s Class Code.

© N o

Select the Acct Type assigned to the Customer:

¢ Open Invoice customers have all invoices listed separately on their statement, and
cash receipts are applied to individual invoices.

¢ Balance Forward Customers will have all open invoices combined into one open
balance invoice when periodic maintenance is run. Cash receipts are applied to a
period balance and not individual invoices. Statement balances will be listed as one
open invoice balance.

9. Select the Stmnts/Invoices field information to send to the Customer:
* None - No information sent to the Customer.
e Statement Only - Only send the statement to the Customer.
¢ Invoice Only - Only send the invoice to the Customer.
e Both - Send both the statement and invoice to the Customer.
For a Customer that pays cash, select Invoice Only.

10. Select the Customer's Sales Rep(s) from the appropriate Sales Rep ID 1/2 field from the
drop-down list.

11. Enter the default Percentages of invoices for the Sales Reps.

NOTE: Each representative can receive as much as 100% of a sale.
O .0 0.0 0 0 0 00000000000 0000 0000000000000 00000000000000000000000000000010
12. Select the Price ID assigned to the Customer. This is only used if you have Sales Order
installed and have Price Structures set up.

13. Select the Customer Level. This option is available only if you are currently using the Sales
Order application and have defined Customers or groups of Customers in the Customer
Levels function of Sales Order.

NOTE: The Allowed to Charge check box is only available if you interface Accounts
Receivable with Point of Sale. See the Point of Sale Training Manual for more
information.
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14. Select the Taxable check box if the Customer should be charged sales tax; otherwise, clear
it.

15. Select the Finance Charge check box to apply a finance charge to the Customer; otherwise,
clear it.

16. Select the Partial Ship check box if the Customer accepts partial shipments; otherwise,
clear it. If a Customer does not accept partial shipments and the quantity shipped is less
than the quantity ordered, a warning message appears.

17. Select the Credit Hold check box if the Customer is on credit hold; otherwise, clear it. If
you place a Customer on Credit Hold and then enter a sale paid for on credit, a message
states that the Customer is on Credit Hold and will not let you continue. You can only enter
a transaction for that Customer after you uncheck the Credit Hold box.

18. Mark the Allowed to Charge check box to select whether to require a payment to be
entered for the Customer in Point of Sale.

O 0 0.0 0 0 0 000000000000 000000000000 000000000000000000000000000000000000
NOTE: The Allowed to Charge check box is only available if you interface Accounts
Receivable with Point of Sale. See the Point of Sale Training Manual for more
information.
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Use the command buttons to:

Command Buttons

Name

B save

¥ Delete

Z Refresh

X Cancel

To edit a Customer:

SALES REP PORTAL
Customer Detail

Description

Save the customer.

Delete the current customer.

Reload the web page.

Discard changes.

1. Select the Customer you want to edit from the Customers list in the navigation bar.

2. Make any changes.

Portals
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Use the command buttons to:

Command Buttons

Name

Save
I Delete

&> Refresh

+ new

To delete a Customer:

Description

Save the customer.

Delete the current customer.

Reload the web page.

Create a new customer.

1. Select the Customer you want to delete from the Customers list in the navigation bar.

2. Use the Delete icon fioeete to delete the selected Customer.

3. Click OK to the prompt message “Are you sure you want to delete this customer?” to
delete the Customer. Click Cancel to the prompt to return to the Customer Detail page

without deleting the Customer.
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Pending Payments

PENDING PAYMENTS

The Pending Payments function is used to view the pending online Customer payments for
orders placed through the Customer web portal.

In addition to pending online payments, unposted payments for the Customer from the
TRAVERSE AR Cash Receipts function will also appear for the selected Customer.

To work with the Pending Payments function, follow these steps:

1. Select Pending Payments from the Sales Rep menu.

Pending Payments Menu

Approvals C

Account Information
Aged Trial Balance
Invoice History
Payment History
Commissions

Open Orders

New Order
Inventory Catalog
Item History
Customer Detail

Sales Rep Access

Pending Payments

2. The Pending Payments screen appears.

Pending Payments Screen (Blank)

TRAVERSE - Pending Payments

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers i Refresh

Invoice No

Q

Customer ID Name

PmtDate | Dep/Batch

WEBMASTER

Bank ID Check Payment
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3. Enter a search term to initiate a search for Customers, and click the Search button q] .

4. Alist of Customers that meet the search criteria entered will be displayed.

5. Select a Customer to view in the Customers field in the navigation bar. When changing

Customers, make sure you use the Refresh icon to refresh the data on the page.

Pending Payments Screen (Filled)

TRAVERSE - Pending Payments

Home Customer Portal Manager Sales Rep Approvals Configuration

Customers & Refresh

Invoice No Pmt Date | Dep/Batch
al Q

041300000050 117252019 | seeeee
Customer 1D Name
Alt008 Altos Servers Company 101 4132017 | semeee
AID0BKH Test ” 4/13/2017 | #peaes
Chios2 Chronagraphic Testing Devices 1 4132017 | s2aeee
WMad038 Magiisan General Hospital 19 4132017 | sweeee
Mnio4g Minnesota Norther Laboratory
Nat042 National Semiconductars Paged af 1 (Sitems) N
512007 Stealth Multimedia

Displaying only the first 100 results.

Visa

Check.

Check

Check

Check.

BankID

FNBODT

FNBOD

FNBODT

FNBOOT

WEBMASTER  Log Out

98461

98461

98461

98461

CPU  Settings

Payment
1730454
2081
10527.12
488245

1956062

Fagesize: 20+

The screen displays the Invoice No, Payment Date, Dep/Batch, Method of Payment, Bank
ID, Check, Payment, and Discount.

Each column can be sorted by clicking on the header: once to sort ascending, and twice to

sort descending.
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PO APPROVALS PORTAL
Overview

OVERVIEW

The PO Approval portal allows for an intermediate approval step between a request to order a

part and a live Purchase Order. This gives you more control over the ordering process.

If the Portal business rule for allowing approval processing is set to Yes, an Order Request must

be approved before the request is turned into an actual Purchase Order. When a Request
completes an approval route, it becomes a live order.

The PO Approval function will only display requests, not active Purchase Orders, when you use

it.

Use the PO Approval portal to perform these tasks:

e Manually enter a Purchase Order Request and, upon approval, turn the request into

a live Purchase Order.

¢ Use the PO Request Routes to send orders to personnel authorized to approve them

before turning the request into a live Purchase Order.

NOTE: When you enter an Order Request, you are not required to enter a Vendor ID
until the order request is approved unless the business rule requiring the Vendor is

set to Yes.

NOTE: Inventory on-order quantities are not updated for Order Requests. Order
Requests are treated like requisitions for Inventory quantity considerations.

PO Request Users

Use the PO Request Users function to set up users allowed to generate and approve Order
Requests via the PO Approval portal.

PO Request Routes

Use the PO Request Routes function to set up approval Routes for PO Requests that originate

in the PO Approvals portal.

PO Approval Alternates

Use the Approval Alternates function to assign alternate users to approve PO Requests when

the primary Approver is not available, such as during a leave of absence or a vacation.

Portals

6-3



Overview

PO Approval

Use the portal PO Approval function to create, track, and approve PO requests.

Open the PO Approval function from the Approvals drop-down menu. Depending on your role,
the Pending Requests page or the Open Requests page will display, and show PO requests
generated by you (Requestor) or others (Request Admin), or requests needing approval
(Approver, Approval Admin). You can see the status of the requests, along with the request
originator, the date the PO request was generated, the current level of approval, when the
approver was notified, and additional details about the PO and the request.

PO Generate Requests
The PO Generate Requests function is a web view of the PO Requisitions function in the

TRAVERSE desktop application. The PO Generate Requests function will display the same Items
that appear in the PO Requisitions desktop function.
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PO REQUEST USERS

Use the PO Request Users function to set up users allowed to generate and approve Order

Requests via the PO Approval portal.

To work with the PO Request Users function, follow these steps:

1. Select PO Request Users from the Approvals menu.

PO Request Users Menu

Y GIE Configuration

PO Approval

PO Generate Requests

PO Request Users

PO Request Routes

PO Approval Alternates

2. The PO Request Users screen appears.

PO Request Users Screen

TRAVERSE - PO Request Users

Home Customer Portal Manager Sales Rep Approvals Configuration

+ New £ Refresh

Username Display Name Email
L L

& ket kent kentheitkamp@osas.com
& webmaster webmaster kentheitkamp@osas.com
& lim Jim Kent jimkent@osas.com
& Greg Greg greg.Lukeski@osas.com
& n Jan jansmith@osas.com
& lohn John john.hanson@osas.com
&  May Mary mary.Linder@osas.com

Page 1of 1(7 items) ER

WEBMASTER

9

Role

BOTH

BOTH

APPROVER

APPROVER

REQUESTOR

BOTH

BOTH

Log Out CPU Setlings

Request Admin Approve Admin
4 '
7 v
v
v v
v/ v

Default Route

Pagesize: 20 T
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To add PO Request users:

1. Use the Newicon *"* on the toolbar to open the Request User screen.

PO Request Users Screen (New User)

TRAVERSE - PO Request Users

WEBMASTER  LogOut  GPU  Settings
Home Customer Portal Manager Sales Rep Approvals Configuration

[ save Changes  # Mew [ Delete & Refresh  E Request Users

Role: REQUESTOR

Requestor Info

Approver Info
Request Admin

Approval Admin:
Defoult Route:

Alternate User:

Alterate Start Datet |,

Alterate End Date: | m
Routes

+ | Routeld

2. Select a user from the Username drop-down list.
This list displays all TRAVERSE users.

NOTE: Users need to be set up in TRAVERSE Server Manager before they can be
added as a PO Request user.

3. Enter a display name for your user in the Display Name field.

4. Enter an Email address for the user in the Email field.

This Email address will be used for approve/decline notification.

5. Select a role for the user from the Role drop-down list:

¢ Select Requestor if the user will be generating the PO Requests, but not approving
them.

e Select Approver if the user will be approving the PO Requests, but not generating
them.

NOTE: Approvers cannot edit PO Requests. Requests will need to be modified by the
Requestor, or the final PO will need to be modified.

e Select Both if the user is allowed to both generate and approve PO Requests.
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¢ Select None if the user is not allowed to generate or approve PO Requests.
If the user's role is Requestor or Both, the Requestor Info section is active.

6. Select a default route for the user's Requests from the Default Route drop-down list, or
leave the field blank to allow a choice of route when generating a Request.

7. Mark the Request Admin check box if you want the user to be able to change or submit any
Request.

The Request Administrator can also see the Requests from all Requestors.
If the user's role is Approver or Both, the Approver Info section is active.

8. Select an Alternate User who will approve the Requests in the user's place in the case the
user is not available, such as when the user is on vacation.

NOTE: Alternates may also be set up using the PO Approval Alternates function
(page 6-17).

9. Enter the dates the Alternate Approver will be handling the requests in the Alternate Start
and End Date fields.

During this time frame, the requests will automatically be routed to the alternate.
Each Approver can only set up his or her own alternate.

10. Mark the Approval Admin check box if you want the user to be able to approve or decline
any Request.

The Approval Administrator can also set up alternates for all Approvers.
11. Select the Route(s) the user has access to.

¢ Click the Add icon + .

e Select a Route ID the user can utilize.

e Click the Update icon ® to save the Route for the user, or use the Cancel icon =
to clear the Routes.

Portals  6-7



PO APPROVALS PORTAL
PO Request Users

PO Request Users Screen (New User - Filled)

TRAVERSE - PO Request Users

Home Customer Portal Manager Sales Rep Approvals Configuration

Save Changes % Mew M Delete & Refresh B Request Users

Usermame:

Display Name: | Jim Kent

Email jim kent@asas.com
Roles APPROVER

Requestor Info

Request Admin:

WEBMASTER  LogOut  GPU

Record updated successfully.

Approver Info

Approval Admin: [

Defauit Route: Altemate User: [ webmaster
Altermate Start Date: [ 1/1/2017
Alternate End Date: [12/31/2017
Routes
+ | RouteiD

Use the command buttons to:

Command Buttons

Name

Save Changes

Description

Description

Settings

Save the user and associated changes.

Create a new user.

+ New
Delete the current user.
I Delete
Reload the web page.
¥ Refresh
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Return to the request user page.

EE Request Users

To edit a User:

1. Use the Action button @ , then select Edit from the menu

you want to edit.

2. The PO Request User screen opens.

PO Request User Screen - Edit

TRAVERSE - PO Request Users
Home Customer Portal Manager Sales Rep Approvals Configuration
[ save Changes ¥ New @ Delete & Refresh Bl Request Users

Record updated successfully.

Usemame:

Display Name: | Jim Kent

Emai: jimkent@osas.com
Role: APPROVER
Requestor Info Approver Info
Request Admin Approval Admin: [y
Defauit Route: % Alternate User: webmaster
Alternate Start Date: | 1/1/2017
Alternate End Date: 123172017
Routes
+ | RoutelD Deseription

3. Make any changes to the user information.
Use the command buttons to:

Command Buttons

Name Description

Log Out

| [ Edit

1 Delete

cPU

PO Request Users

for the user

Settings

Save the user and associated changes.

Save Changes
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Name

+ New

I Delete

&> Refresh

BB Request Users

To delete a user:

1. Use the Action button @ , then select Delete from the menu

user you want to delete.

Description

Create a new user.

Delete the current user.

Reload the web page.

Return to the request user page.

| [ Edit
1 Delete

- for the

You may also use the Delete icon == to delete a user, when in the edit page.

2. When the confirmation dialog “Are you sure you want to delete this record?” appears,

press the OK button.

6-10 Portals



PO APPROVALS PORTAL
PO Request Routes

PO REQUEST ROUTES

PO Request Routes are used to identify the route of users the approval process needs to go
through before it can be approved and made into a Purchase Order transaction. The users
allowed to add Purchase Requests to this Request Route are also set up here. When the
Request is made into a Purchase Order, an email is sent to the Requestor notifying them the
request has completed the approval process.

To work with the PO Request Routes function, follow these steps:

1. Select PO Request Routes from the Approvals menu.

PO Request Routes Menu

YelollsE 1LY Configuration

PO Approval
PO Generate Requests

PO Request Users

PO Request Routes

PO Approval Alternates

2. The PO Request Routes screen appears.

PO Request Routes Screen

TRAVERSE - PO Request Routes WEBMASTER  LogOut  CPU  Seftings

Home Customer Portal Manager SalesRep Approvals Configuration

+add & Refresh

Action | Route ID Description

Q | Default Default Route

Fage 1 of 1(1 items) [ 1 ] Pagesize:|20 +

Portals 6-11



PO Request Routes
To add a PO Request Route:

3. Usethe Add icon | 4.4 inthe toolbar to open the Request Route screen.

PO Request Routes Screen (New)

TRAVERSE - PO Request Routes WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

[ saveChanges New [ Delete L Refresh B Request Routes

Route ID: I ]

Description:
Inactive:
Detail

+ Level | UserlD Name Min Amount Max Amount Check Budget

Users

+ | UserD Name setup in Document Delivery)

4. Enter a Route ID for the Route.
5. Enter a description for the Route in the Description field.
6. If the Route is not active, mark the Inactive check box; otherwise clear the check box.

The Detail section is used to set the users that will be required to approve the Purchase
Request prior to the final approval to make a Purchase Order transaction. The order set here
will determine who is next in line to approve the Purchase Request.

1. The Level must be a number and will auto-number by counting numbers (Level 1 is the first
Approver, Level 2 is the second Approver, etc.) unless filled in by the user.

2. The User Id is the approver to approve for this level. The user's name will appear in the
Name field once the level is saved.

Only users set up as either Approver or Both in the Request Users setup (page 6-11)
will be available for selection.

3. The Min Amount is the minimum dollar amount that must be reached before this Approver
is required to approve the Request.

4. The Max Amount is the maximum dollar amount for which this Approver may approve a
Request, to make it into a live Purchase Order.
.0 0.0 0 0 0 0.0 000 0000000000000 00000000000000000000000000000000000000D0000
NOTE: Enter a Min and Max amount of 0 to have all requests at that level on the
Route sent to the user.
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. If the order will exceed the budget, and the Approver needs to approve the Request, mark ’

the Check Budget check box. This is only valid if there is a budget entered in Business Rules

to check against.
Add

Use the Action button @ and select Add from the menu  cancel to save the
level, and add a new level. Use the Cancel link to cancel the entry.

Use the Users section to select the users that are allowed to submit Requests for this Request
Route.

1.

2.

Use the Add icon 4 to add users who are able to use this Route when submitting a
Request.

The Request Users that have been set up as Requestor or Both will be listed.

The User ID and Name are displayed and may not be edited.

Use the Approved PO section to select an Email Address for notification of final approval. Final
approval is the last step before a Purchase Order transaction is generated.

1.

Mark the Notify Vendor box if you want the Vendor to receive an email notifying them their
Purchase Request has been approved and made into a Purchase Order transaction.

In the Vendor setup the PO REQUEST selection must be set up in the Document
Delivery function with an email address.

. Add email addresses to be notified by email that the PO has been approved by using the

Add icon 4 and entering a valid email address.
Add

. Use the Action button '@ and select Add from the menu = cancel to save the level

and add a new level. Use the Cancel link to cancel the entry.
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Use the command buttons to:

Command Buttons

Name

Save Changes

+ New

i Delete

& Refresh

B Request Routes

To edit a Route:

1. Use the Actionicon @ and select Edit from the menu

want to edit.

Description

Save the route and associated changes.

Create a new route.

Delete the current route.

Reload the web page.

Return to the request routes page.

| [ Edit

| Delete for the Route you

2. Make any changes to the Route information.

3. Select the Save Changes icon save changes  tO save the changes you made.
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To delete a Route:
[ Edit

1. Use the Action icon @ and select Delete from the menu o .. for the Route
you want to delete.

2. Click Yes at the “Are you sure you want to delete selected record(s)” prompt.

Example: Route Logic

Route ID: Default

Description: | Default Route

+ Level | UserID Name Min Amount Max Amount Check Budget

(] 1 webmaster webmaster 000 000
(-] 2 o John 50000 14999.00
[+ Greg Greg 15,000.00 49,000.00
[ 4 |im Jim Kent 50,000.00 999.999.00
(] 5 Mary Mary 0.00 0.00
Users Approved PO

+ | UserD Nam Notify Vendori [ (if setup in Document Delivery)
- Additional Netification

kent kent

| + | Email Address

@ | webmaster webmaster S [P —
| Greg
o | E

Here is an example of the Route logic for the above sample (Min and Max Amounts are
inclusive):

e webmaster will always be included with every Request due to his role with handling
the Request.

¢ john will only be involved if the total of the PO--including any taxes, freight or
miscellaneous amounts--falls between $500 and $14,999.99.

¢ Greg will be involved if the PO amount is equal to or greater than $15,000, and equal
to or less than $49,999.99.

¢ Jim will be responsible for POs from $50,000.00 to $999,999.99.

e Mary will always be the last person to approve the Request.
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PO APPROVAL ALTERNATES

Use the PO Approval Alternates function to assign alternate users to approve PO Requests
when the primary Approver is not available, such as during a leave of absence or a vacation.

This screen displays users when the logged-in user is marked as an Approver. If the user is not
an Approver, the fields on the screen are blank.

If the user is an Approver, but not an Approval Admin, they can only edit the alternate for
themselves.

If the user is an Approval Admin, they can use this screen to update the alternate information
for other Approvers in addition to themselves.

By default, the user is the Approver that opens the screen.
To work with the PO Approval Alternates function, follow these steps:

1. Select PO Approval Alternates from the Approvals menu.

PO Approval Alternates Menu

Jalslsl(o)E1E8 Configuration

PO Approval
PO Generate Requests
PO Request Users

PO Request Routes

PO Approval Alternates
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2. The PO Approval Alternates screen appears.

PO Approval Alternates Screen

TRAVERSE - PO Approval Alternates IWEEMASEER I [oo Gul SRR Tk
Home Customer Portal Manager Sales Rep Approvals Configuration
& Refresh
Record updated successfully.
User Alternate Date From Date Thru
7 - -] -|%
= kent Jim 4/10/2017 4/14/2017
@ webmaster Greg 6/19/2017 6/22/2017
@ Jim webmaster 3/6/2017 3/10/2017
= Greg webmaster 1/3/2007 e
@ John Mary 8/14/2017 8/18/2017
@ Mary John 2/27/2017 3/32017
Page 1 of 1 (6 items) EN Pagesize: 20 ¥

To add an Alternate Approver:
1. Use the Editicon | = for the Approver you want to edit.

2. Add or change the Alternate Approver listed in the Alternate column.

3. Enter a Date From and Thru to set the time frame during which PO Requests will be routed
to the Alternate Approver.

| Bl Save
4. Use the Actionicon @ and select Save from the menu

changes, or select Cancel to cancel the changes.

*® Cancel - to save the
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PO APPROVAL OVERVIEW

The PO Approval and PO Generate Requests are an enhancement to Purchase Order
Transactions. The PO Approval function will add a PO Order Request into TRAVERSE. The PO
Approval is part of an optional alternative workflow to the standard process of converting
Requests and Requisitions into Purchase Orders. Prior to this function, you had two options for
creating Purchase Orders:

Purchase
Orders

Requisitions

Requests

e Manually enter an order using the PO Transactions function.
¢ Use the Requisitions function to push orders into the PO transactions tables.
The PO Approval and PO Generate Requests functions provide two more workflow options:

e Manually enter a PO Approvals/Requests and, upon going through all the approval
steps, turn the request into a live Purchase Order.

¢ Use the Requisitions and PO Generate Requests functions to push orders into the PO
Approval system and, upon going through the approval steps, turn the request into a
live Purchase Order. (See the Purchase Order Training Manual for more details on
entering Purchase Requisitions.)

.0 0.0 0 0.0 0 000 0000000000000 0000000000000 0000000000000000000000000000010
NOTE: When PO Approvals are added through the Portal, an Order Request
transaction is added to the Order Requests function on the TRAVERSE Purchase
Order, Transactions menu. When referring to the PO Approval/Request function
below, you can view the generated request using either the PO Approval portal
function or the TRAVERSE Order Requests function.

.0 0.0 0 0 0 0 0 0 000 0000000000000 000000000OINONINONNOONNONNNONNONNNNINNONONNONYNYNDOYNIDYIONDY
The information for the PO Approval/Request is stored in the same tables as the actual
Purchase Orders, similar to the way that Sales Quotes are in the same tables as actual Sales
Orders.

However, unlike Sales Order, the PO Approval/Request and live orders will be completely
filtered, in TRAVERSE, so that you will not see live orders when using the Approval/Requests
function, and you will not see Requests when you are working with live orders.

Portals 6-19



PO Approval Overview

The PO Approval/Requests function looks very similar to the PO Transactions function, but
there are some key differences:

¢ If you have the Business Rule set to not Allow Approval Without a Vendor, you must
include a Vendor ID on an Approval/Request. If the rule is set to Allow Approval
Without a Vendor, you do not need to select a Vendor ID until the request becomes
a live order.

¢ Also, Inventory on-order quantities are not updated for PO Approvals/Requests, as
requests are treated like Requisitions for Inventory quantity considerations.

¢ For Requirements Planning and Reorder Processing, PO Approvals/Requests are
grouped with PO Requisitions.

e The PO Approval/Requests function has options for the order, to Submit, Approve,
or Decline.

A Requestor may enter a new Order Request and Submit the request for approval.

The next Approver in line in the Route selected will Approve or Decline the request, then the
next user in line in the Route and so on, until the final Approver approves the Request to
become a live Purchase Order.

Approving a Request will create a live order and update the Inventory On-Order quantities.

You may also use the Approval Request View, in TRAVERSE on the Purchase Order, Interactive
Views menu, to review and approve or decline the Order Request. (See the Purchase Order
Training Manual for details on the Approval Request View.)
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PO APPROVAL

Use the web apps PO Approval function to create, track, and approve PO Requests.
To work with the PO Approval function, follow these steps:

1. Select PO Approval from the Approvals menu.

PO Approval Menu

FaYelolo)WE1EN Configuration

PO Approval

PO Generate Requests
PO Request Users
PO Request Routes

PO Approval Alternates

2. The PO Approval screen appears.
PO Approval Screen

WEBMASTER  LogOut  CPU  Settings

TRAVERSE - Pending Requests

Home Customer Portal Manager Sales Rep Approvals Configuration

ZRefrash  B5 Open Requests D History Requests = New Requests

Action | Transaction ID Vendor ID Requested By Request Date Order Total | Route ID Current Level | Notified Date Notified | Status.

000

Depending on your role, the Pending Requests page or the Open Requests page will display,
and show PO Requests generated by you (Requestor) or others (Request Admin), or Requests
needing approval (Approver, Approval Admin). You can see the Status of the Requests, along
with the Requested By user, the Request Date the PO Request was generated, the Current
Level of approval, what the Notified Date was for the Approver, and additional details about
the PO and the Request.
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PO Approval Screen (Open Requests)

TRAVERSE = °pen Requests WEBMASTER Log Out CPU Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
& Refresh @ pending Requests "D History Requests + New Requests
Action | Transaction ID Vendor (D Ordered By Request Date Order Total | Route ID Current Level | Notified Date Notified | Status
@ o 00000021 Cab012 webmaster 4/12/2017 33,904.50 | Default 5 | Mary (Mary) 4/24/2017 | PENDING
3) o 00000023 webmaster 41472017 16,280.00 NEW
3) o 00000024 Ace001 webmaster 4/24/2017 3,670.00 | Default 5 | Mary (Mary) 4/24/2017 | PENDING
=] o 00000025 Ace001 webmaster 4/24/2017 10,864.32 | Default 2 | John (John) 4/24/2017 | PENDING
64,718.82
Page 1of 14 items) ER Pagesize: 20~
The action icons are at the top of the screen.
New Request
1. Click the New Requests icon 4 ey reqiess  t0 Open the New Request page.
TRAVERSE 2 New Reques-t ‘WEBMASTER Log Out CPU Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
save +New (M Delete & Refresh  Q Search Inventory @ Pending Requests % Open Requests ‘D History Requests
Transaction ID; Location ID:
BatchCode: | weB Req Ship Date: 4/14/2017 =
Request Date: | 4/14/2017 - Ordered By: webmaster
VendorID: | Select vendor Q Notes:
Budget Status Info
Period: Year:
+ | temiD Description Location ID Unit Quantity Unit Cost Ext Cost
Ne o displa

2. To view Inventory Items, click the Search Inventory icon @ search inventory
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3. The Inventory Search screen appears.

Inventory Search Screen

TRAVERSE - Inventory Search WEBMASTER  logOut CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

B2 View Request

Search Text: [ mem

Location ID: | MNOGOT

Apply Filter Reset

Add Quantity | ltem ID Description Unit Quantity Available Unit Cost
+ 100000 | MEMO35 BC2700 Desktop Memory Module EA 31.0000 300000
+ 500000 | MEMO36 microSD Memory Card EA 12.0000 200000
+ 1000000 | MEMO38 {USE Fiash Drive EA 78.0000 800000

Page 1 of 1 (3 items) [ 1 ] Pagesize: |20 +

4. Enter filter criteria and select Apply Filter to view the results of the filtering.

5. Click the blue Description to view details on the line Item.

Item Details Screen

Item Details

Item ID: 200200
Description: Water Heater
Unit: EA

Quantity Available: -8.0000
Price: 289.9500

Additional Description:
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6. For each Item you want to include on the Request, enter the desired Quantity.

7. Click the plus sign 4 in the Add-To-Order column. A check mark :. will appear when
the Item has been added to the Request.

8. Use the View Request icon ¥ viewreauest to return to the PO Request page. The selected
Iltems are added to the new Request.

PO Approval Screen (Header Tab Filled)

TRAVERSE - New Request WEBMASTER ~ logOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

save +New Wopelete ZRefresh  Q Searchinventory @ Pending Requests B Open Requests ‘D History Requests

Transaction ID:

Location ID:
Batch Code: | weR - Req Ship Date: [ 4/14/2017
Request Date: |/14/2017 - Ordered By: | webmaster
Vendor i [ Ace001 Q Notes:

Ace Computer Power Supply

Budget Status Info

Item ID Description Location ID Unit Quantity Unit Cost Ext Cost

BATOT3 External

MN00DT EA 10,0000 640000 640.00

BATO1S Battery Pack -NiMH MNO0OT EA 10.0000 00000 000

+
o
@ | memoss PC2700 Deskiop Memory Module MNO0OT B 100000 300000 20000
Q | mMemoss microSD Memory Card MN00O1 EA 50.0000 200000 1,000.00

MEMO038 USE Flash Drive MNO0OT A 100.0000 800000 00000

(Al amounts im USD)

9. Select a Batch Code if applicable.
10. Accept or edit the Request Date.
11. Select a Vendor ID if applicable.

You may see a dialog box asking if you want to recalculate the line Items for the
selected Vendor. Click OK if you want the costs recalculated for the chosen Vendor, or
Cancel to retain the current costs.

12. Accept or edit the Location ID for the Request.

If you selected a Location on the Inventory Search page, or if you have a default
Location ID in the Portal Settings, the Location ID will be filled in.

13. Accept or edit the Req Ship Date.
14. The Ordered By field displays the name of the user who initiated the order.
15. Add Notes as required.
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16. If applicable, Budget Status Info will display the Budget Period and Year the Request will
be applied to. If available, you can review the budget information for the account by clicking

the Budget Info icon on the toolbar.

5 Budget Info

17. The Budget Info screen appears.

Budget Info Screen

Budget Info

GL Account GL Account Description Currengy ID Unused Budget | Unposted Purchases | Pending Requests | Current Request Total | Est Remain Budget

000001230 Inventory usD 0.00 2722733 50,184.50 3.670.00 -81,081.83

Page 1of 1 (1 items) Pagesize: 10~

For the selected GL Account the following fields are displayed:

¢ Unused Balance - The original budget amount, that is, the GL Journal amount (sum
of debit - credit amounts).

Unposted Purchases - All unposted POs, excluding Requests.

Pending Requests - All PO Requests, except the current one.

Current Request Total - Order total for the current Request.

Est Remaining Balance - Unused Balance - Unposted Purchases - Pending Requests -
Current Request Total

PO Approval Screen (Ship-To Tab Filled)
Header -ﬁ'

Ship-To ID: West - Address 1: 5415 Ocean Dr

Ship Via: Truck Address 2:
Shipping Term: City: Los Angeles
Drop Ship: Region: cA
Attention: John Campbell Country: UsA

Name: CPU West PostalCode: | 90210-__

18. On the Ship-To tab, select a Ship-To ID. If no valid Ship-To ID is available, use the Ship-To
Addresses function in TRAVERSE, on the PO Setup and Maintenance menu. (See the
Purchase Order Training Manual for details on the Ship-To Address setup.)

19. Use the Save icon =Esae to save the Request.

20. If you are using the approval process, a dialog box will appear asking if you want to submit
the Request for approval. Select OK to submit the Request, or Cancel to keep the Request
without submitting. If you are not using the approval process, a confirmation dialog box will
appear.
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21. If you do not submit the Request during the save operation, use the Action icon @ and
select Submit Request from the menu = @ supmicrequesr ~ t0 SUbmMIt the PO Request for
approval.

i= View Request

If you are not using the approval process, a notification window will appear to verify

you want to convert the Order Request to a Purchase Order. If you want to continue,
click OK, otherwise click Cancel.

NOTE: If you entered the wrong Vendor, or left the Vendor field blank, you will be

able to choose a Vendor in the Route information window that appears once you
submit the Request.

You will see a notification that the Request was converted to a Purchase Order when
the process is complete.

22. When the Request is submitted, a Process Request screen will display the Transaction ID,
Vendor ID, Route ID, Budget Fiscal Info, and Comments.

Process Request Screen

TRAVERSE - Process Request

WEBMASTER  Log Out

CPU  Settings
Home Customer Portal Manager Sales Rep Approvals Configuration

@ submit D Reset X Cancel

Transaction ID: Budget Fiscal Info
Vendor 1D | Ace001 Q) |peiod

Comments:

23. Select a Vendor ID if necessary, click the Select icon g , and enter any Comments, then

use the Submit icon i R send the request, or use the Reset icon

9 to clear
Reset
the comments.
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Open Requests

PO APPROVALS PORTAL

Vendors
H qJ
Vendor ID Name
[>] Ace001 Ace Computer Power Supply
[>] Adv008 Advanced Cirquit Boards Plus
[>] Bin004 Binary Marketing Solutions
[>] Cab012 Computer Systems Inc.
(5] Com002 Commuciation Programming LTD.
5] Digi010 Digital CD-Rom Drives
[>] Hdr007 Hardrive Memory Supply
0 MetD17 Metro Vechicle Leasing Inc,
(5] Nha001 Mational Heating and Air
(5] Ntp015 Northern Territories Power Co.
(] PCEOO9 PC Builders
[>] Rem014 Remote Power Supply Inc.

PO Approval

Depending on your role, the Open Requests screen displays your Requests (Requestor) or all
open Requests (Request Admin) currently on the system for the selected company, along with

their status and details of the Request. (The currently-selected company is displayed in the

upper right corner of the portal screen, along with the logged-in user and the Log Out link.)

You can view or submit the PO Request from this screen.

PO Approval Screen (Open Requests)

TRAVERSE - Open Requests

Home Customer Portal Manager Sales Rep Approvals Configuration

£ Refresh @ Pending Requests

Action | Transaction ID

3 @ | 00000zt
5 @ | 00000023
3 @ |oo000024
3 @ | 00000025

Page 1 of 1(4 items)

Vendor ID

Cab012

Ace001

Ace001

D History Requests

Ordered By

webmaster

webmaster

webmaster

‘webmaster

=+ New Requests

Request Date

411272017

4/14/2017

4/24/2017

412472017

Order Total

33,804.50

16,280.00

3,670.00

10,864.32

64718.82

WEBMASTER

Route ID

Default

Default

Default

Log Out CPU Settings

Current Level | Notified

5| Mary (Mary)

5 | Mary (Mary)

2 John (John)

Date Notified | Status

4/24/2017 | PENDING
NEW
4/24/2017 | PENDING

4/24/2017 | PENDING

Page size: | 20
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Use the filter boxes at the top of each column to reduce the number of Requests displayed.
(See the Filtering Columns section (page 4-5) for details on filtering columns.)

@® Submit Request
1. Use the Actionicon @ and select View Request from the menu = view request to

expand the details of the Request and view the Header, Ship To, Line Items, Response
Details, and Budget Info if available.

If the Open Request has a Pending status this information is read only.

Header Tab

Transaction ID: Location ID:
Batch Code: Req Ship Date:
Request Date: Ordered By:
Vendor ID: Motes:

Ace Computer Power Supply

Budget Status Info

Period: Year.

Ship To Tab

Header -ﬂ_

Ship-TolD:  [Select Address 1:
Ship Via: Address 2:
Shipping Term: City:

Drop Ship: Region:
Attention: Country:
Narme: PostalCode:

Line Items Tab

Response Detail Budget Detsil

ltem ID Description Location ID Unit Quantity Unit Cost Ext Cost
ACCO12 Automobile Adaptor MN00O1T EA 10.0000 0.0000 0.00
CASD06 Portable Computer Briefcase MN00O1T EA 10.0000 27.0000 27000
KYB100 . 103-Key USB/PS Multimedia Keyboard . MN00O1 EA 250000 11.5000 . 287.50
MEMO36 . microSD Memory Card . MNO001 EA 25.0000 20.0000 500.00
MEMO38 USB Flash Drive MNO001 EA 250000 80.0000 2,000.00
MSE101 . Wireless Optical Mouse 3000 . MNO001 EA 25.0000 24.5000 61250

(Al amounts in USD)
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PO Approval

Response Detail Tab

Line ltems Response Detail Budget Detail

Approver Response Response Date | Comments
webmaster (webmaster) Response
John (John) Response
Mary (Mary) PENDING

The Response Detail tab will display the full Route of Approvers the approval will need to go
through to be converted into a live Purchase Order. The Status, Response Date, and
Comments of each step in the Route are also displayed.

Budget Detail Tab (if available)

Line Items Response Detail Budget Detail

GL Account Description

Currengy ID Unused Budget | Unposted Purchsses | Pending Requests | Current Request Total

000001230 Inventory uso 0.00 2722733 50,184.50 3,670.00

Portals 6-29



PO Approval
If the Open Request has a New status, the View Details screen is opened in Edit mode.

PO Approval Screen (Open Requests New Status)

TRAVERSE - New Request WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

- o (5] Q, search BB Back to $ Budget ® submit @ pending Bs Open 9 History
Save New Delete Refresh Inventory View Info Request Requests Requests Requests
Transaction ID: Location ID:
Batch Code: | WEB - Req Ship Dater | 4/14/2017 -
Request Date: | 4/14/2017 - Ordered By: webmaster
Vendor ID: Q Notes: T —
Budget Status Info
Period: Year: N
+ |itemiD Descripticn Location ID Unit Quantity Unit Cost Ext Cost
° M250 Steel Cross Tubing 3 x 1.5" Unpaint MN0002 IN 20,000.0000 0.1200 240000
o BATO13 External Battery Charge/Discharger MN00O1 EA 20,0000 £4.0000 1,280.00
Q BATO15 Battery Pack -NiMH MN00O1 EA 20,0000 0.0000 0.00
0 MEMO35 PC2700 Desktop Memory Module MN00OT EA 30,0000 30,0000 900.00
Q MEMO36 microSD Memeory Card MN00O1 EA 50,0000 20,0000 1,000.00
o MEMO38 USB Fiash Drive MN00O1 EA 100.0000 800000 £,000.00
e CAS006 Portable Computer Briefcase MNO0O1 EA 100.0000 27.0000 2,700.00

(All amounts in USD)

PO Approval Screen (Open Requests New Status Ship-To)

Header -ﬂ-

Ship-TolD: | West = Address 1: 5415 Ocean Dr

Ship Via: Truck Address 2:

Shipping Term: City: Los Angeles

Drop Ship: Region: cA

Attention: John Campbell Country: USA -
Name: Ace Computer Supply West PostalCode: | 90210-___

1. Edit the Batch Code if applicable.
2. Accept or edit the Request Date.
3. Select a Vendor ID if applicable.

You may see a dialog box asking if you want to recalculate the line Items for the
selected Vendor. Click OK if you want the costs recalculated for the chosen Vendor, or
Cancel to retain the current costs.
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4. Accept the Location ID for the request.

If you selected a Location on the Inventory Search page, or if you have a default
Location ID in the Portal Settings, the Location ID will be filled in.

Accept or edit the Req Ship Date.
The Ordered By field displays the name of the user who initiated the order.

Add Notes as required.

© N o U

If applicable, Budget Status Info will display the Budget Period and Year the Request will be
applied to.

9. On the Ship-To tab, select a Ship-To ID. If no valid Ship-To ID is available, use the Ship-To
Addresses function in TRAVERSE desktop, on the PO Setup and Maintenance menu. (See
the Purchase Order Training Manual for details on the Ship-To Address setup.)

10. Use the Actionicon @ and select Edit from the menu :;j:te to edit the line

Item. The line Item details are displayed.

Item Details Screen

External Battery Charge/Discharger

MN00OT

20.0000

Unit:

Unit Cost: 64.0000
Ext Cost:

6L Acct 000001230
Additional Description:

Entry No:
B x

¢ The Item ID is displayed.

¢ The Description, Location ID, and Quantity are displayed and available to edit if
applicable.

e The Unit is displayed.

¢ Edit the Unit Cost if applicable.

e The Ext Cost is displayed.

e Edit the Additional Description if applicable.
e The Entry No is displayed.

e Select the Save icon [ to save any changes made.
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6-32

e Select the Cancel icon * to cancel the edit and return to the Item summary.
11. Use the Submit Request icon @ submitrequest  to submit the PO Request for approval.
12. The Request will be sent to the appropriate Approver on the chosen Route.

13. A window will appear to verify you want to convert the Order Request to a Purchase
Order. If you want to continue, click OK, otherwise click Cancel.

If you are using the approval process, an email will be sent to the next Approver level.
If you are not using the approval process, the request will be converted to a Purchase
Order and a confirmation dialog box will appear.

14. You will see a notification that the Request was converted to a Purchase Order when the
process is complete.

On the Open Requests screen click the Expand button © to view the line Items for the
request. This information is view only. Click the Collapse button @ return to the summary
view.

PO Approvals Open Requests Screen

TRAVERSE - Open Requests WEBMASTER ~ LogOut CPU  Seftings

Home Customer Portal Manager Sales Rep Approvals Configuration

Z Refresh @ Pending Requests 'O History Requests " New Requests

Action | Transaction ID Vendor ID Ordered By Request Date Order Total | Route ID Current Level | Notified Date Notified | Status
@ | 00000021 Cab012 webmaster 4122017 3390450 | Default 5 | Mary (Mary) 4/24/2017 | PENDING
@ | 00000023 webmaster 41472017 1628000 NEW

Response Detai Budget Detai
Item 1D Description Location ID Units GL Account Unit Cost Quantity Ext Cost
M250 Steel Cross Tubing 3 x 15" Unpaint MN0002 N 000001230 01200 20,000.0000 240000
BATO13 Exteral Battery Charge/Discharger MN00OT EA 000001230 64,0000 200000 128000
BATO1S Battery Pack -NiMH MNO0OT EA 000001230 00000 200000 000
MEMO35 PC2700 Desktop Memory Module MNO0OT EA 000001230 300000 300000 90000
MEM036 microSD Memory Card MNO0OT A 000001230 20,0000 500000 1,00000
MEMO3§ USE Flash Drive MNOOOT EA 000001230 80,0000 100.0000 8,00000
CAS006 Fortable Computer Briefcase MNO0OT EA 000001230 27.0000 1000000 270000

Select the Pending Requests icon @ rendingrequests to view requests with the status of Pending.

1. Use the View Request icon := to view the PO request details, including Transaction ID,
Batch Code, Vendor ID, Location ID, Requested Ship Date, Ship-To information, and
Budget Status information.
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PO Approval Pending Requests Screen

TRAVERSE - Pending Requests

Home Customer Portal Manager Sales Rep Approvals Configuration

2 Refresh

Action | Transaction ID

00000021

00000024

00000025

Page 1 of 1 (3 items)

5 Open Requests

'D History Requests

Vendor ID Requested By
Cab012 webmaster
Ace001 webmaster
Ace001 webmaster

+ New Requests

Request Date

41272017
4/24/2017

/2412017

Order Total

Route ID

3390450 | Default

3670.00 | Default

1086432 | Defauit

2843882

WEBMASTER

PO APPROVALS PORTAL

LogOut  CPU  Seftings
Current Level | Notified

5 | Mary (Mary)

5 | Mary (Mary)

2| John (John)

PO Approval

Date Notified | Status

4/24/2017 | PENDING

4/24/2017 | PENDING

4/24/2017 | PENDING

Page size: |20

NOTE: The above view will be displayed when the user is an Approver, but not the
next Approver in line from the Request Route.

2. On the Pending Requests screen click the Expand button
Request. This information is view only. Click the Collapse button ©

view.

&y

to view the line Items for the

PO Approval Pending Requests Screen Expanded

return to the summary

TRAVERSE - Pending Requests WEBMASTER ~ LogOut  CPU  Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
 Refresh B Open Requests "D History Requests " New Requests
Action | Transaction ID Vendor ID Requested By Request Date Order Total | Route ID Current Level | Notified Date Notified | Status
3 00000021 Cab012 webmaster 4/12/2017 33,904.50 | Default 5 | Mary (Mary) 4/24/2017 | PENDING
O 00000024 Ace001 webmaster 42472017 367000 | Default 5 Mary (Mary) 472412017 | PENDING
Response Detail Budget Detail
Item ID Description Location ID Uniits GL Account Unit Cost Quantity Ext Cost.
AcCco12 Automobile Adaptor MN0001 EA 1000001230 0.0000 100000 000
CAS006 Portable Computer Briefcase MN00OT EA 000001230 27.0000 10.0000 27000
KyB100 105-Key USB/PS Multimedia Keyboard MN000T EA 000001230 11.5000 25.0000 28750
MEMO36 microSD Memory Card MN00OT EA 1000001230 20,0000 25.0000 500.00
MEMO38 USB Flash Drive MN0001 EA 000001230 80.0000 25.0000 2,000.00
MSE101 Wireless Optical Mouse 3000 MNO0001 EA 1000001230 245000 25.0000 61250
©) 00000025 Ace001 webmaster 4/2472017 10,864.32 | Default 2 | John John) 4/24/2017 | PENDING
4843882
Page 1of 1 (2 items) ER

Pagesize: 20 ¥
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History Requests

Click the History Requests icon 9 isory reauests — to display PO Requests that have been
completed. This is a read-only page.

PO Approvals History

TRAVERSE - History WEBMASTER ~ LogOut ~ CPU  Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
O Refresh @ Pending Requests B Open Requests New Requests
PostRun Transaction ID Vendor ID Requested By Request Date OrderTotal | Route ID Status
G 2017041415223 00000022 Ace00l webmaster 41142017 994000 | Default APPROVED
994000
Page 1of 1 (1 items)

Pagesiz= 20 ~

Use the Expand icon = to expand the record and view details of the Request. Use the
Collapseicon & to hide the details of the Request.

PO Approvals History (Expanded)

TRAVERSE - History WEBMASTER  LogOut  CPU

Settings.
Home Customer Portal Manager SalesRep Approvals Configuration
 Refresh @ Pending Requests %% Open Requests " New Requests
BostRun Transaction 1D Vendor ID Requested By Request Date Order Total | Route ID Status
9 20170414152223 00000022 Ace001 webmaster 471412017 994000 | Defauit APPROVED
ftem ID Description Location ID Units 6L Account Unit Cost Quantity Ext Cost
BATOT3 Extemal Battery Charge/Discharger MN00OT EA 000001230 64.0000 10,0000 640,00
BATO1S Battery Pack -NiNH MN00O1 EA 000001230 0.0000 10.0000 000
MEMO35 PC2700 Desktop Memory Module MN00OT £A 000001230 30.0000 100000 30000
MEMO36 microSD Memory Card MN00OT £A 000001230 20,0000 50,0000 100000
MEMO38 USB Flash Drive MN00O1 EA 000001230 80.0000 100.0000 500000
9940.00
Page 10f 1 (1 items)

Pagesize: 20~

Approval Requests (Pending Request)

1. Click the Pending Requests button @ rending reauest= to display the Pending Requests page.

The Pending Requests page displays all PO Requests that need to be approved or
declined by the logged-in user. Approve Admin users will see all pending Requests.
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PO Approval Pending Requests

TRAVERSE - Pending Requests

Home Customer Portal Manager Sales Rep Approvals Configuration

L Refresh B Open Requests "D History Requests = New Requests

Action | Transaction ID Vendor ID Requested By Request Date
@ |@ | oooooc21 Cab012 webmaster 412R017
3) 00000024 Ace001 webmaster 472472017
00000025 Ace001 webmaster 4242017

Page 10f 1 (3 items) [ 1 ]

Order Total

3390450

3,67000

1086432

4343882

Route ID

Default

Default

Default

MARY

PO APPROVALS PORTAL

LogOut  CPU  Settings

Current Level | Notified

Mary (Mary)

Mary (Mary)

~

John (John)

Date Notified

4/24/2017

4/24/2017

4/24/2017

PO Approval

Status

PENDING

PENDING

PENDING

Pagesize: |20 ~

e Use the Expandicon = to expand the record and view details of the Request. Use
the Collapse icon @ to hide the details of the Request.

¢ The expanded view includes Item Detail, Response Detail, and Budget Detail tabs.

Item Detail Tab

TRAVERSE - Pending Requests MBRY. - Log CWfEELE = o
Home Customer Portal Manager Sales Rep Approvals Configuration
& Refresh B Open Requests 'O History Requests  * New Requests
Action | Transaction ID Vendor ID Requested By Request Date Order Total | Route ID Current Level | Notified Date Notified | Status
° 00000021 Cab012 webmaster 41272017 33,904.50 | Default 5 | Mary (Mary) 4/24/2017 | PENDING
) o 00000024 Ace001 webmaster 472472017 3,670.00 | Default 5 | Mary (Mary) 4/24/2017 | PENDING
Response Detail Budget Detai
Item ID Description Location ID Units GL Account Unit Cost. Quantity Ext Cost
ACCO12 Automobile Adaptor MNO0O1 EA 1000001230 0.0000 10.0000 0.00
casos Portable Computer Briefcase MNO0OT e 000001230 27.0000 100000 27000
KYB100 105-Key USB/PS Multimedia Keyboard MNO0OT EA 000001230 11.5000 25.0000 287.50
MEMO36 microSD Memory Card MNO0O1 EA 1000001230 20.0000 25.0000 500.00
MEMO33 USE Flash Drive MNO0O1 e 000001230 800000 25,0000 200000
MSE101 Wireless Optical Mouse 3000 MNOQO1 EA 000001230 24.5000 25.0000 612,50
o 00000025 Ace001 webmaster 4/24/2017 1086432 | Default 2 | John {John) 4/24/2017 | PENDING

4843882
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Response Detail Tab

TRAVERSE - Pending Requests

Home Customer Portal Manager Sales Rep Approvals Configuration

PO APPROVALS PORTAL

PO Approval

MARY

LogOut  CPU  Settings

Z Refresh B Open Requests

D History Requests

+ New Requests

Action | Transaction ID Vendor ID Requested By Request Date Order Total | Raute ID Current Level | Notified Date Nofified | Status
@ | oooo0021 Cab012 webmaster 41272017 3390450 | Default 5 | Mary (Manj) 4/24/2017 | PENDING
@ @] | 00000024 Aceb01 webmaster 472472017 367000 | Default 5 | Mary (Many) 47242017 | PENDING
Line ftems onse Detail Budget Detail
Approver Response Response Date | Comments
webmaster (webmaster) Response
John (John) Respansg
Mary (Many) PENDING
& ° 00000025 Ace01 webmaster 4/24/2017 10,864.32 | Default 2 | John (John) 4/24/2017 | PENDING
4843882
Page 10f 1 (3 items) Ed

Budget Detail Tab

TRAVERSE - Pending Requests

Home Customer Portal Manager Sales Rep Approvals Configuration

Pagesize: 20 ~

MARY  logQut  CPU  Seilings

i Refresh BB Open Requests

"D History Requests % New Requests

Action | Transaction ID

® |@| |oo0o0021

@ | | oooo002a

Line lems

Vendor ID

Cab012

Ace001

Response Detail

GL Account

000001230

® |@) | 00000025

Page 10f 1 (3 items)
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Description

Inventory

Ace001

Requested By

webmaster

webmaster

webmaster

Request Date.

Order Total | Route ID Current Level | Notified Date Notified | Status
4712007 3390450 | Default 5| Mary (Mary) 4/24/2017 | PENDING
472802017 367000 | Default 5 | Mary (Mary) 4/24/2017 | PENDING

Currency ID Unused Budget | Unposted Purchases Pending Requests | Current Request Total

usD 000 2722733 50,184.50 367000
47242017 1086432 | Default 2| John gohn) 4/24/2017 | PENDING

1843882

Pogesize: |20 ~
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PO Approval

. @ Approve

1 .
2. Use the Actionicon @ and select View Request from the menu = @ Peire to view
i= View Request
PO Approval Request Details
TRAVERSE - Request MARY  LogQut CPU  Seftings
Home Customer Portal Manager Sales Rep Approvals Configuration

+ New & Refresh BB Backtoview  $ Budgetinfo @ Dedline Request @ Approve Request & Pending Requests B Open Requests ‘D History Requests

Transaction ID: Location ID:

Batch Code: Req Ship Date:

Request Date: Ordered By:

Vendor ID: Notes:

Ace Computer Power Supply
Budget Status Info

Period: Year:

ltem ID Description Location ID Unit Quantity Unit Cost Ext Cost
ACCO12 Automobile Adaptor MNOOOT EA 10.0000 0.0000 0.00
CAS006 Portable Computer Briefcase MNO0O01 EA 10.0000 27.0000 270.00
KYB100 105-Key USB/PS Multimedia Keyboard MN0001 EA 25.0000 11.5000 28750
MEMO36 micreSD Memory Card MNOO0O1 EA 25.0000 20.0000 500.00
MEMO38 USB Flash Drive MNOO001 EA 25.0000 80.0000 2,000.00
MSE101 Wireless Optical Mouse 3000 MN0O01 EA 25.0000 24.5000 61250

(Alt amounts in USD)

3. To approve the Request, use the Approve Request icon @ rwprove reavest . To decline the

request, use the Decline Request icon g oo request -

Approval can also be done from the summary Pending Requests screen. Use the

Action icon @ and select Approve from the menu to approve the Request. Select

Decline from the menu to decline the Request.

| @ Approve

' @ Decline

i= View Reqguest

Portals
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4. Once the Request has been approved, the Process Request page appears.

PO Approval Process Request Screen (Approval)

TRAVERSE - Process Request MARY  Loo'QliSg Rl sciinas
Home Customer Portal Manager Sales Rep Approvals Configuration
& Approve 9 Reset X Cancel

Transaction ID: Budget Fiscal Info

VendorID: | Ace001 Q
Route ID:

Period:

Year: 2017 ~

Comments:

Select the Vendor ID, if applicable, for the approved Request.
Select the Budget Year, if applicable.

Enter Comments about the Request approval.

© N o v

Select the Approve icon @ameve  to approve the Request. A prompt will be displayed,
stating the Request has been approved. Click OK to continue.

9. After the Request has been approved, an email is sent to the original Requestor, stating the
Request has been approved. An email is also sent stating a Purchase Order has been
generated, if the approval is the final step in the Approval Route.

PO Approval Approved Email

webmaster,

Request 00000021 for Cab012 - Computer Systems Inc. has been approved and converted to a live order.

Approver Date Comment
Greg 4/24/2017 12:05:41
PM
Mary 4/25/2017 11:39:07
AM
iltem D |GL Account Unit Cost Quantity | Unit Extended Cost
'Description |GL Account Description
350 000001230 210.0300 150.0000 EA 31,504.50
Entry Door Inventory
M250 000001230 0.1200 20,000.0000 N 2,400.00
|Steel Cross Tubing 3 x 1.5" Unpaint ]Inventm’y

(*amounts in USD)
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PO Approval
PO Approval PO Generated Email

Order 00000021 has been placed with the following line items:

[Item ID Unit Cost Quantity Unit Extended Cost
Description

350 210.0300 150.0000 EA 31,504.50
\Entry Door |

M250 0.1200 20,000.0000 IN 2,400.00
Steel Cross Tubing 3 x 1.5" Unpaint

(*amounts in USD)
10. If the Request has been declined, the Process Request screen is displayed.
PO Approval Process Request Screen (Decline)
TRAVERSE - Process Request MARY  LogRuigEli i =il

Home Customer Portal Manager Sales Rep Approvals Configuration
@ opecline D Reset % Cancel
Transaction ID: Budget Fiscal Info

Vendor ID: al s

Year:

Route ID:

Comments:

11. Enter Comments about the Request decline.
12. Select the Decline icon @oeine  to decline the Request. A prompt will be displayed,
stating the Request has been declined. Click OK to continue.

13. After the Request has been declined, an email is sent to the original Requestor, stating the
Request has been declined.
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PO Approval Request Declined Email

webmaster,

Request 00000024 for Ace001 - Ace Computer Power Supply has been declined by Mary.

Approver Date ‘Comment
Jim Kent 4/24/2017 2:33:44 PM
Mary 4/25/2017 11:48:01 AM
Item ID GL Account Unit Cost Quantity Unit Extended Cost
Description GL Account Description
ACCO012 000001230 0.0000 10.0000 EA 0.00
Automobile Adaptor Inventory
CAS006 000001230 27.0000 10.0000 EA 270.00
Portable Computer Briefcase Inventory
KYB100 000001230 11.5000 25.0000 EA 287.50
105-Key USB/PS Multimedia Keyboard Inventory
MEMO036 000001230 20.0000 25.0000 EA 500.00
microSD Memory Card Inventory
MEMO038 000001230 80.0000 25.0000 EA 2,000.00
USB Flash Drive Inventory
MSEIL01 000001230 24,5000 25.0000 EA 612.50
Wireless Optical Mouse 3000 Inventory

(*amounts in USD)

14. Once the Request has been approved or declined it will no longer be visible on the Pending
Requests page.

Approval Complete

Once the PO Request has completed the full approval Route, it becomes a Purchase Order,
which can now be displayed and accessed via the TRAVERSE client.
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PO Generate Requests

PO GENERATE REQUESTS

The PO Generate Requests function is a web view of the PO Requisitions function in the

TRAVERSE desktop application. The PO Generate Requests function will display the same Items

that appear in the PO Requisitions desktop function.

To work with the Generate Requests function, follow these steps:

1. Select PO Generate Requests from the Approvals menu.

Generate Requests Menu

2. The Generate Requests screen appears.

Pilelal(WEER Configuration

PO Approval

PO Generate Requests

PO Request Users

PO Request Routes

PO Approval Alternates

Generate Requests Screen

TRAVERSE - PO Generate Requests

Home Customer Portal Manager Sales Rep Approvals Configuration

 Refresh P> Execute

Batch Code: |WER

Selected | Vendor ID Item 1D

350
350
M250
BATO1Z
BATO1S
MEMO35
MEMO36
MEM038

CAS006

Page 1 0f 1(9 items) [ 1 ]

Location ID

CA0001

CA0001

MN0002

MNOOO1

MN0OO1

MNOOO1

MNOOO1

MNOOOT

MNOOO1

3. Use the Refresh icon

< Refresh

Qty

50,0000

2000000

20,0000000

200000

200000

300000

500000

1000000

1000000

to refresh the page.

Date

31272017

471172017

471772017

271472017

471472017

271472017

471472017

471472017

471472017

Unit

Z

WEBMASTER  logOut  CPU  Settings

Unit Cost.

? G

00000

2100300

01200

64,0000

00000

30,0000

200000

80,0000

27.0000

Ext Cost

000

4200600

240000

1,28000

000

900.00

1,00000

8,000.00

2,700.00

Pagesize:|20 ~

Source
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4. Mark the check box for each line Item for which you want to generate a Request.

Mark the check box in the Selected column heading to mark all Items to generate into
a request.

5. Use the Execute icon P e=ewie  to generate a Request.

This button performs the same function as the Generate Request button on the
toolbar in the desktop PO Requisitions function.

6. A message displays at the top of the page to indicate the Request has been generated.

Generate request process compl-et'ed.

7. Use the PO Approval process (page 6-21) to generate a Purchase Order from the generated
Request.

The Generated Requests will have Auto Generate populated in the Notes field of the
Request.
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CUSTOMER PORTAL MANAGER
Overview

OVERVIEW

The Customer Portal Manager module is used to manage the Customer Portal. The
administrator can determine the Customers who can access the website, the information that
can be accessed by those Customers, and the Items that are available to the Customers
through the website.

The main components of this module are website settings, email communication templates
setup, and synchronization of off-line data with TRAVERSE. You can also use this module to
manage Customers, Items, and website users.

Most of the views in the portal have a Company ID field at the top. All the information
processing in such views will be applicable to the selected company only. By default, the last
company used will be selected in this field for the current session.

Site Settings

The Site Settings function allows you to select TRAVERSE companies to make available for the
Customer web portal. When you open the Site Settings function, you will see a list of
companies that have been added to the Customer web Portal.

You can only make changes to the site settings only for companies you have permission to
access.

Users

Your company's Customers have users who will need access to the Customer Portal. Use the
Users function to add, edit, or delete users for each company's Customers. Your Customers
can also manage their own users if you give them access to do so.

Groups

Use the Groups function to add, edit, or delete groups associated with all Customers. Groups
allow you to control the Customer Portal menu options available to the members of each
Group.

Country

Use the Country function to enable or disable countries in TRAVERSE Portal.
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Credit Card Types

If you are not using an online payment provider to handle credit card payments, such as PayPal
or XCharge, use the Credit Card Types function to add, edit, or delete credit card types for the
Customer Portal. Each of the card types can be assigned to a Payment Method from

TRAVERSE.

Communication
Use the Communication function to set up email templates you will use to notify Customers
for actions like password reset, order creation, etc.

Open the communication function by selecting Communication from the Customer Portal
Manager drop-down menu, and then selecting a company to work with in the Company ID
field. A list of email templates available for that company appears.

Customers

Use the Customers function to allow a company's Customers to access the Customer Portal.

When you add a Customer to the Customer Portal, a default administrator user is created for
that Customer, and a notification email is sent to the Customer. The default administrator's

login ID will be: “[CompanyID][CustomerID]Admin”.

Inventory Items

The Inventory Items function lists the Items available on the web for the selected company.
You can make Items Active or Inactive for the Customer Portal.

Customer Items

If you set the Portal's Assign Items by Customer Group Business Rule to Yes, you can use the
Customer Items function to select the web portal Items available to a specific Customer Group
for a Customer. If you set the Business Rule to No, selected online Items will be available to all

Customer Groups for the selected Customer.
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SITE SETTINGS

The Site Settings function allows you to select TRAVERSE companies to make available for the
Customer web Portal. When you open the Site Settings function, you will see a list of
companies that have been added to the Customer web Portal.

You can make changes to the Site Settings only for companies you have permission to access.
To work with the Site Settings function, follow these steps:
1. Select Site Settings from the Customer Portal Manager menu.

Site Settings Menu

Customer Portal Manager

Site Settings

Country

Credit Card Types
Communication
Customers
Inventory ltems
Customer ltems
Users

Groups

2. The Site Settings screen appears.

Site Settings Screen

TRAVERSE - Site Settings KENT CPU Settings Log Out
Home Customer Portal Manager Sales Rep Approvals Configuration
save  +add D Refresh

Company ID + | Name Online

(4 cPU Continental Products Unlimited

@ PRT Peterson Rogers Tech

Page 1of 1 (2 items)

Pagesize: 20 ¥

A list of companies accessible through the portal appears.
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Click a command button to:

Command Buttons

Name Description

Save the Company and associated changes.

Save
Add a Company to the available companies
+ Add list.
Reload the web page.
&> Refresh

Add Company

To add a Company to the Customer web Portal:

1. To add a Company, use the Add icon | +ad
Site Settings Screen Add

TRAVERSE - Site settings KENT CPU Settings Log Out
Home Customer Portal Manager Sales Rep Approvals Configuration
save  +add O Refresh
Company ID

Company ID:* | Select

Update Cancel

@ cpu
4 PRT
Page 10f 1 (2 items) Page size: 20 ~

2. In the Add Company dialog box, select a Company to add to the list from the Company ID
drop-down list, then press Update.
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Site Settings Add Comp Update

TRAVERSE - Site Settings KENT CPU  Settings  LogOut

Home Customer Portal Manager Sales Rep Approvals Configuration

[ save ' Refresh ‘D Reset  EE company List

Company Information

Company ID: CPU Phone
Name: Continental Products Unlimited Fax
Address: 4301 Dean Lakes Blvd Emaik DemoTest@osas.com

Shakopee, MN 55379
UsA

Website: wwy

General Settings

Cnline: m Web Entry Batch Code: WEB
Display Addtional Description: [ Default Location: MNO0OT -
Quantity Display Mode: Quantity =

Payment Mcdes

Terms: 7 Crediit Card 7

Bank Account & Payment Method for Bank Account: | Cash-DD -
Others

Assign ltems By Customer Group: [ Allow Editing Unit of Measure:

Show Customer Price: 7 Allow Discontinued Items:

Enable Document Delivery: 7 Recent Items Count: 100

Order Type: Both i

3. To allow the Company access to the Customer web Portal, make sure you mark the Online
check box. If you do not want the Company accessible from the web portal, clear the Online
check box.

4. Complete the Company configuration by using the Edit Company instructions below.

5. Click the Save icon | @sae  to save the newly-added Company.

Online Availability

If you wish to remove a Company from the web Portal, clear the Online check box for that
Company. To make the Company available to the web Portal, mark the Online check box for
that Company.

Edit Company

You use the Edit Company function to configure the basic Customer Portal settings for each
Company. Use the Editicon = to open the configuration screen.
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Site Settings Company Information Screen

TRAVERSE - Site Settings KENT CPU  Setings  LogOut

Home Customer Portal Manager Sales Rep Approvals Configuration

Save & Refresh O Reset BB Company List

Company Information

Company ID: cPu Phone:
Name: Continental Products Unlimited Fax:
Address: 4301 Dean Lokes Bivd Email DemoTest@osas.com

Shakopee, MN 55379
UsA

Website: WWW.055.COm
General Settings
Online: 7] Web Entry Batch Code: WEB
Display Addtional Description: [/ Default Location: MNOOOT =
Quantity Display Mode: Quantity
Payment Modes
Terms: m Credit Cards "
Bank Account ] Payment Method for Bank Account: | Cash-DD =
Others
Assign ltems By Customer Group: [/ Allow Editing Unit of Measure:
Show Customer Price: ¥ Allow Discontinued Items:
Enable Document Delivery: 7] Recent Items Count: 100
Order Type: Both

The Company information that appears in the configure Company screen is from the SM
Company table.

General Settings

Site Settings Company Information Screen General Settings

General Settings

Online: ] Web Entry Batch Code: WEB
Display Addtional Description: [ Web Location: MNDOOT =
Quantity Display Mode: Quantity %

Use the General Settings area of the screen to set defaults for the Customer Portal.
1. Mark the Online check box to make the Company available in the web portal.

2. If you wish to see Additional Descriptions for Items in the Customer web Portal, mark the
Display Additional Description check box.

3. Select a Quantity Display Mode, which determines how the system will display information
about the quantities available:

¢ None - Will not show a Quantity when they drill into an item from the web app.

e Text - Will show the available Quantity as either “Available” or “Unavailable”.
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e Quantity - Will numerically show the available Quantity (both positive and negative ’
guantities)

4. Enter a Batch Code for transactions entered through the Portal into the Web Entry Batch
Code field. Maximum length is 6 characters.

NOTE: The Batch Code must exist in TRAVERSE Sales Order.

5. Select an Inventory Location to use for transactions from the Portal in the Web Location
field from the drop-down list. Only the Items assigned to this Location will be available in
the Customer Portal.

Payment Modes

Site Settings Company Information Screen Payment Modes

Payment Modes

Terms: ] Credit Card: 7]

Bank Account: ] Payment Method for Bank Account: | Cash-DD

1. Mark the Terms, Credit Card, and/or Bank Account check boxes to enable those payment
modes in the web Portal; otherwise clear the check box.

2. If you mark the Bank Account check box, select a Payment Method for the account in the
Payment Method for Bank Account drop-down list.

Others

Site Settings Company Information Screen Others

Others

Assign Items By Customer Group: [ Allow Editing Unit of Measure.

Show Customer Price: " Allow Discontinued ltems:

Enable Document Delivery: m Recent Items Count: 100

Order Type: Both

1. Mark the Assign Items By Customer Group check box to assign Items to be available to a
Customer based on the Group Code from the customer table; otherwise clear the check

box.

2. Mark the Show Customer Price check box to include the Customer Price column to display
the Sales Order Customer Pricing calculated price for the Customer; otherwise clear the

check box.
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3. Mark the Enable Document Delivery check box to use the Document Delivery options set in
the Customer setup to send Quotes and Order Acknowledgments; otherwise clear the
check box.

4. Select the Order Type allowed to be entered by the Customer or Sales Rep when adding a
new order: New, Price Quote, or Both.

5. Mark the Allow Editing Unit of Measure check box to allow Customers to change the Unit
of Measure to an alternate unit when selecting Items on an order; otherwise clear the
check box.

6. Mark the Allow Discontinued Items check box to allow Customers to select Items with a
status of Discontinued when placing orders; otherwise clear the check box.

7. Enter the Recent Items Count number of Items to be displayed when the Recent Items
button is clicked in the New Order function.

Click a command button to:

Command Buttons

Name Description

Save the Company and associated changes.

Save
Reload the web page.
2 Refresh
Set all fields to their default values.
'D Reset
Return to the Company List on the site
EH Company List settings screen.
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TRAVERSE - Site Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

save +Add & Refresh

Company D » | Name
@ |cu Continental Products Unlimited
@ | PRT Peterson Rogers Tech

Page 10f 1 (2 items)

CUSTOMER PORTAL MANAGER

KENT

CPU

Site Settings

Settings  Log Out

Online

v

v

Pagesize: | 20 ¥
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CUSTOMER PORTAL MANAGER

Users

Your company's Customers have users who will need access to the Customer Portal. Use the

Users function to add, edit, or delete users for each company's Customers. Your Customers

can also manage their own users if you give them access to do so.

To work with the Users function, follow these steps:

1. Select Users from the Customer Portal Manager menu.

Users Menu

2. The Users screen appears.

Users Screen (Blank)

TRAVERSE - Users

Home Customer Portal Manager Sales Rep Approvals Configuration
Company ID: | Select

Name Customer ID Email

Customer Portal Manager

Site Settings
Country

Credit Card Types
Communication
Customers
Inventory ltems
Customer ltems
Users

Groups

WEBMASTER Log Out CPU Settings

Login ID Status
¥ A4

No data to display

Admin

Portals
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3. Select the company you wish to work with in the Company ID field.

Users Screen

TRAVERSE - Users WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

l.’.ompanyIDr CPU >
+ New & Refresh
Name Customer ID Email Legin ID Status Admin
i v ¥ ¥ - -

° Ace Hardware Ace001 kent.heitkamp@osas.com CPUAce001Admin | New td
e kent Alx003 kent.heitkamp@osas.com kent Active 4
@ | webmaster Al008 kentheitkamp@osas.com webmaster New v
o . Altos Servers Company Al008 kentheitkamp@yahoo.com CPUARCOBADMIN New v/
e . Asynchronous Networking Tech. Atm047 kent heitkamp@osas.com CPUAtmO4TAdmin | New 4
0 ATM Switches Inc. Atm053 kentheitkamp@osas.com CPUAtmO53Admin | New td
o Axis Electronics o040 kent.heitkamp@osas.com CPUAxi040Admin New il
o Beta Dynamics Inc. Bet023 kentheitkamp@osas.com CPUBet023Admin | New v
o Burnhaven Software Design Bur036 kentheitkamp@osas.com CPUBur056Admin | New v
o Celebris Systems Cel017 kent heitkamp@osas.com CPUCEI017Admin | New 4
e Cellucom Inc. CEID31 kent heitkamp@osas.com CPUCEID31Admin | New td
@ | | Chronographic Testing Devices Chi052 kent heitkamp@osas.com CPUChr052Admin | New v

4. Alist of all Customer Portal users from all Customers associated with that company
displays.

To filter the list, use the filter fields in the Name, Customer ID, Email, Login ID, Status,
or Admin columns. Enter your criteria, then use the Filter icon to set how to filter the
list. The list will automatically filter. (See the Filtering Columns section (page 4-5) for
details on filtering by columns.)

| iy

By default each Customer will have an admin user added. The default administrator's

login ID will be: “[CompanyID][CustomerID]JAdmin”. For example, if your Company ID

is “CPU” and your Customer's ID is “Alt008”, the default administrator login ID for that
Customer would be: CPUAIt008Admin
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To add users for a customer:
1. Use the New icon +wuew to open the Users screen.

Users Screen (New)

TRAVERSE . Users WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save Changes =+ New il Delete = Refresh "D Reset B user List G, Reset Password

Customer ID! | Select - Login IC:

Marne: Email:

Active: Admin:

Groups:

2. Select a Customer from the Customer ID drop-down list.

3. Enter a Login ID for the user you are creating in the Login ID field.

4. Enter a Name for your user in the Name field.

5. Enter an Email address for the user in the Email field.

6. The Active check box is only available for users who are not new. If you are adding a new

user, the Active check box is unavailable to mark.

7. Mark the Admin check box if the user will have administrator permissions on the portal for
that Customer.

8. Mark the Groups in which the user should be a member.

Select All to mark the user in all Groups for which the Customer is a member. Select
None to unmark all the Groups for which the Customer is a member.

Groups will be available when the Customer has been added to a Group.

9. Select the Save Changes icon to save the new user.
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Users Screen

TRAVERSE - Users

Home Customer Portal Manager Sales Rep Approvals Configuration

Save Changes + New il Delete > Refresh

Customer ID: | AltDDS

Name: webmaster
Active:
Groups:
. Customers
| Retail

10. Use the command buttons to:

Command Buttons

Name

Save Changes

+ New

il Delete

Z Refresh
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BH User List Qa Reset Password

- Login ID: | webmaster
Email: kentheitkamp@osas.com
Admin: [
Description

Save the user and any changes made.

Create a new user.

Delete the current user.

Reload the web page.
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Users .
Name Description
Set all fields to their default values.
"D Reset
Return to the user list.
B8 User List
Reset the user's password.
&, Reset Password
To edit a User:
& Edit
1. Use the Actionicon @ and select Edit from the menu | 1 pelete for the user you
. & Grou
want to edit. The Users screen opens. i
Users Screen
TRAVERSE - Users WEBMASTER LogOut CPU  Setftings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save Changes + New il Delete & Refresh ) Reset B8 user List G Reset Password
Customer ID: | ARDOS - Login IC: | webmaster
Name: webmaster Email: | kent.heitkamp@osas.com
Active: Admin: 7
Groups:

v| Customers

vl Retail

2. Make any changes to the user information.

3. Mark the Active check box if the user is an active user. Clear the check box if the user is not
an active user.
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The user will receive an activation email when the Admin for the Customer’s account,
selects the user and saves changes from the Customer Portal.

O 0 0 .0 0 0 0 0 0 000000 000000000000 00000000000000000000000000000000000000010
NOTE: Once a password activation email is sent, the user will have 48 hours to use
the activate link before it expires.

NOTE: The Active check box is not available if the user has a status of New.

4. Mark the Admin check box if the user is an administrative user. Otherwise, clear the check
box.

5. Mark the Groups in which the user should be a member.

Select All to mark the user in all Groups for which the Customer is a member. Select
None to unmark all the Groups for which the Customer is a member.

6. Use the command buttons to: (See the command buttons in the To add a user for a
Customer section above.)

To delete a User:

[ Edit
1. Use the Actionicon @ and select Delete from the menu @ pelete for the user you
want to delete. & croup

A user may be deleted from the Edit User screen by selecting the Delete icon g peiere -

2. When the confirmation dialog “Are you sure you want to delete this record?” appears,
press the OK button. Press the Cancel button to close the dialog box without deleting the
record.

3. Users that have been deleted are indicated with an Editicon = = |, in place of the Action
icon @ ,and have a Status of “Deleted”.

e To restore the user, click on the Editicon &

¢ A message will appear asking “Do you really want to restore this record?”. Click OK
to restore.
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4. The Edit Users screen appears, with the user information displayed.

Edit Users Screen

TRAVERSE - Users

Home Customer Portal Manager Sales Rep Approvals Configuration

Save Changes + New I Delete & Refresh 'O Reset

Customer ID: | AIO08
Name: webmaster
Active:

Groups: v/l Customers

v| Retail

Settings

WEBMASTER Log Out CPU

BB user List & Reset Password

- Login ID: | webmaster
Email: kent heitkamp@osas.com

Admin: [

5. Mark the Active check box to activate the user again.

6. Mark the Groups to which you want to add the user.

7. Select the Save Changes icon save changes £O save the changes, and restore the user as an

active user.

To add or remove a User Group for the selected user:

1. Use the Actionicon @ and select Group from the menu | @ pelete

Group Info screen.

User Group Info Screen

[# Edit
to open the User
485 Group

User Group Info

Save

Name:

Customer ID:

Groups:

/| Retail

D Reset

| Customers
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2. The user’s Name and Customer ID are displayed.
3. Mark or clear the User Group check boxes as required.

Select All to mark the user in all Groups for which the Customer is a member. Select
None to unmark all the Groups for which the Customer is a member.

4. Use the Save icon sav=  to save your changes.

5. Use the Reset icon o pe. lOTESEL the group values to their original settings.

Resetting a user’s password

1. To reset a user’s password:

& Edit
2. Use the Actionicon @ and select Edit from the menu @ pelete for the user whose
password you want to reset. B omp
3. The Edit User screen appears.
Edit Users Screen
TRAVERSE - Users WEBMASTER ~ LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save Changes + New 1l Delete & Refresh ) Reset BH user List A, Reset Password
Customer ID: | AlDDS - Login ID: | webmaster
Name: webmaster Email | kentheitkamp@osas.com
Active: Admin: [y
Groups:

! Customers

! Retail

4. Select the Reset Password icon % Fresstrassword o send an email to the user indicating they
have requested to change their password.

NOTE: Once a password reset email is sent, the user will have 48 hours to use the
reset link before it expires.

5. Select OK to the “Are you sure you want to reset the password for this user?” message.
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CUSTOMER PORTAL MANAGER
Users

8 TRAVERSE & o Moriager 3 Roles= ¢ S Ofind
Rignore P ElMecting | TRAVER 3 To Manager : = T Q
IS Sy 3 team Emai o Sionetote o 128 g,
ok Delete  Reply Reply Foneard By wore- ¢ ~ move 2™\ Categorize Foliow Tastae
5 Al L G Reply & Del 7% EPacion | e |2 setect=

Delete Respond

Move Tags " Editing
7626 AM

Kent Heitkamp <kenthel@hotmail.com>

Reset Password

Dear webmaster,
You received this message in response to a request to reset your Customer portal account password. For security reasons, your account is currenly disabled

Please use the following link to reset the password and enable your account. This link expires in 48 hours.
http:/localhost/ TravWeb2External/ ogin/C assword

1d=804F73BF4F8B9578F96A6B39FABBC303F7B420FA 7462349846E4 1 E2E2398FFBA &ts=3306ESTE4A223BBSB6678E63F315SB7D1E1295FA27SFAADD439F751D172560B88&

ken=BE6F5C6106D28299C42EESES68CA3CDTBBSIFSCA

This is an auto-generated message, please do not reply.

Altos Servers Company
Continental Products Unlimited
[CompanyLogo]

1. Click the link in the email to open the Customer Portal’s Create Password screen displayed.

Customer Portal Create Password Screen

Customer Portal - Create Password

Create Password
Password:

Canfirm Passweord:

Update

2. Enter a new Password and Confirm Password values.

The password must meet the following criteria:

e Length must be between 8 and 20 characters
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e Must contain at least one character from any 3 of the following sets:
e Upper case letters
* Lower case letters
e Numbers
¢ Special Characters

3. Click Update to update the password.
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GROUPS

Groups

Use the Groups function to add, edit, or delete Groups associated with all Customers. Groups
allow you to control the Customer Portal menu options available to the members of each

Group.
To work with the Groups function, follow these steps:

1. Select Groups from the Customer Portal Manager menu.

Groups Menu

Customer Portal Manager

Site Settings
Country

Credit Card Types
Communication
Customers
Inventory ltems
Customer ltems

Users

2. The Groups screen appears.

Groups Screen (Blank)

TRAVERSE - Groups WEBMASTER  LogOut  CPU

Home Customer Portal Manager Sales Rep Approvals Configuration
Company ID: | Select

Customer ID Group Name Group Description

No data to display

Settings

Portals
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3. Select the company you wish to work with in the Company ID field.

Groups Screen

TRAVERSE - Groups WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Company ID: | CPU X

+ New & Refresh
Customer ID Group Name Graup Description
¥ L b
& | anoos Customers Customers
Q| | Amo47 Customers Customers
Q@ | Am053 Customers Customers
Q| a0 Customers Customers
Page 10f 1 {4 items) Pagesize:| 20~

4. Alist of all user groups associated with that company appears.

To filter the list, use the filter fields in the Group Name, Group Description, or
Customer ID columns. Enter your criteria, then use the Filter icon to set how to filter
the list. The list will automatically filter. (See the Filtering Columns section (page 4-5)
for details on filtering by columns.)

E

To add user Groups for a Customer:

1. Use the Newicon 4, inthe header to open the Groups screen.

Groups Screen (New)

TRAVERSE - Groups WEBMASTER  LogOut  CPU  Seftings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save + New 1l Delete £ Refresh ) Reset ] Group List

Group Name: Customer Dt | Select =

Description: Group Users:
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2. Enter a Group Name for the Group you are creating in the Group Name field.
3. Enter a description for the Group in the Description field.
4. Select a Customer from the Customer ID drop-down list.

Once you select a Customer, the Customer's user(s) will appear in the Group Users
section.

5. Mark the user check box in the Group Users section to add a user to the new Group.

Use the All or None button to mark or unmark all the users at once.

Groups Screen (New Filled)

TRAVERSE - Grou ps WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

B save + New 1 Delete = Refresh ) Reset &8 Group List

Group Name: | Customers Customer ID:

Description: | Customers Groupleers: o e Company
| kent
| webmaster

Jim Kent

| John

6. Use the command buttons to:

Command Buttons

Name Description

Save the Group and any changes made.
B save

Create a new Group.
+ New
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Groups
Name Description

Delete the current Group.

i Delete

. Reload the web page.

ks Refresh
Set all fields to their default values.

'O Reset
Return to the Group list.

@ Group List

To edit a Group:

1. Use the Actionicon @ and select Edit from the menu
want to edit. The Groups screen opens.

Groups Screen Edit

WEBMASTER Log Out

TRAVERSE - Groups

Home Customer Portal Manager Sales Rep Approvals Configuration

Save + New 1l Delete & Refresh D Reset :::] Group List

Group Name: | Customers Customer ID:

Description: | Customers Group Users:

& Edit
i Delete
&8 User

= Menu

- for the Group you

CPU Setlings

7| Altos Servers Company

| kent

| webmaster

Jim Kent

v| John

2. Make any changes you wish to the Group information.
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3. Select the Save icon | g.... tosave anychanges made to the Group.

4. Use the command buttons to: (See the command buttons in the To add user groups for a
customer section above.)

To delete a Group: | @ eat
1 Delete
485 User

= Menu

1. Use the Actionicon @ and select Delete from the menu
you want to delete.

for the Group

A Group may be deleted from the Edit Group screen, by selecting the Delete icon
i Delete  *

2. When the confirmation dialog “Are you sure want to delete this record?” appears, press
the OK button. Press the Cancel button to close the dialog box without deleting the record.

To add or remove users to the selected Group: | & Edit
| W Delete
288 User

= Menu

1. Use the Actionicon @ and select User from the menu to open the Group

User Info screen.

Group Users Info Screen

Group User info

Save D Reset

Name:
Customer ID:

Group Users:
v| Altos Servers Company

kent
/| webmaster
Jim Kent

| John
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2. Check or clear the Group Users check boxes as required.
Use the All or None button to mark or unmark all the users at once.
3. Select the Save icon | .me tosave any changes made to the Group Users.

[ Edit

To edit a Group's menu permissions: 5 etete
488 User
1. Use the Actionicon @ and select Menu from the menu = ren to open the

Menu Security dialog box, which allows you to select the menu options that are visible to
each Group's members.

Groups Menu Security Screen

Menu Security

Save ) Reset

Group Name:

Menus: @ ,/ Home
3wl Views
¥| Account Information
Aged Trial Balance
Invoice History

Payment History

A A AR

Pending Payments
3) vl Order

v| Open Orders
New Order
Checkout

Pending Orders

A KKK

Invoice Payment
3 Wl Manage
¥ Payment Info
¥| Ship-To Info
3 ! Admin Manage
¥ Users
¥ Groups

¥ Menu Security

2. Mark the check box next to the Customer Portal menus for which you want to give this
Group access.
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The menu permissions granted will cascade down from Home to menu group to
menu. For example: if you mark the Home check box access will be granted to all
menus below Home. If you mark Order, with Home cleared, access will be granted to
all menus in the Order group. You may also mark each menu individually.

3. Use the Collapse icon @ to collapse the menu groups.
4. Use the Expand icon = to expand the collapsed menu groups.
5. Select the Save icon | g.... to save anychanges made to the menu security.

6. Select the Reset icon to set the menu permissions back to the original settings.
'O Reset
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COUNTRY

Use the Country function to enable or disable countries in the TRAVERSE Portal.
To work with the Country function, follow these steps:

1. Select Country from the Customer Portal Manager menu.

Country Menu

Customer Portal Manager

5ite Settings
Credit Card Types
Communication
Customers
Inventory [tems
Customer ltems
Users

Groups
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2. The Country screen appears.

Country Screen

TRAVERSE - COuntry WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save & Refresh

Country « Name Available

¥ b
ABW ARUBA
AFG AFGHANISTAN
AGO ANGOLA
AlA ANGUILLA
ALB ALBANIA
AND ANDORRA
ANT NETHERLANDS ANTILLES
ARE UNITED ARAB EMIRATES
ARG ARGENTIMA
ARM ARMENIA
ASM AMERICAN SAMOA
ATA ANTARCTICA
ATE FRENCH SOUTHERN TERRITORIES
ATG ANTIGUA AND BARBUDA
AUS AUSTRALIA
AUT AUSTRIA

3. Select a Country to enable in the Customer Portal.

Use the Country or Name filters to narrow your options. Enter your criteria, then use
the Filter icon to set how to filter the list. The list will automatically filter. (See the
Filtering Columns section (page 4-5) for details on filtering by columns.)

| v

4. Mark the Available check box if you would like the Country to be available in the Customer
Portal.

5. If you would like to select all Countries, mark the Available check box in the table header.

6. Clear the Available check box if you do not want the Country to be available in the
Customer Portal.

7. Save your settings with the Save icon . o
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CREDIT CARD TYPES

If you are not using an online payment provider to handle credit card payments, such as PayPal
or XWeb, use the Credit Card Types function to add, edit, or delete Credit Card Types for the
Customer Portal. Each of the Credit Card Types can be assigned to a Payment Method from
TRAVERSE desktop.

To work with the Credit Card Types function, follow these steps:

1. Select Credit Card Types from the Customer Portal Manager menu.

Credit Card Types Menu

Customer Portal Manager

Site Settings
Country
Communication
Customers
Inventory Items
Customer ltems
Usears

Groups

2. The Credit Card Types screen appears.
Credit Card Types Screen (Blank)

TRAVERSE - Credit Card Types WEBMASTER  lLogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

+add & Refresh
Company I0: | Select

Action | Name Payment Method

No data to display
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To add a Credit Card Type:

1. Select the company you wish to work with in the Company ID field.

Credit Card Types Screen

TRAVERSE - Credit Card Types WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

+add O Refresh

Company ID: | CPU

Action | Name Payment Method

& wvisa Visa Credit Card
@ | | MASTER CARD MasterCard
Page 1of 12 items) [ 1] Pagesize:| 20

2. Usethe Addicon  4,,; toadd a Credit Card Type to the company.
3. Enter a Name for the Type in the Name field.
4. Select a Payment Method in the Payment Method field.

The Payment Methods available to select will be the TRAVERSE desktop Payment
Methods assigned the Credit Card type.

Add

5. Use the Actionicon @ and select Add from the menu | to add that Type.

Cancel

To edit a Credit Card Type:

1. Select the company you want to work with in the Company ID field.

2. Select the Credit Card Type you want to edit.
[ Edit

B Delete to allow editing of

3. Use the Action icon @ and select Edit from the menu
the Type.

4. Make changes to the Name or Payment Method in the appropriate fields.

! Update

5. Use the Actionicon @ and select Update from the menu ~ to save your

Cancel

changes or use the Cancel link to discard your changes.
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To delete a Credit Card Type:

1. Select the company you would like to work with in the Company ID field.

2. Select the Credit Card Type you want to delete.

e .
3. Use the Actionicon @ and select Delete from the menu - to remove the

i Delete
Type from the list.

4. When the confirmation dialog “Are you sure want to delete this record?” appears, press
the OK button. Press the Cancel button to close the dialog box without deleting the record.
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COMMUNICATION

Use the Communication function to set up email templates you will use to notify Customers

for actions like password reset, order creation, etc.
To work with the Communication function, follow these steps:

1. Select Communication from the Customer Portal Manager menu.

Communication Menu

Customer Portal Manager

Site Settings
Country

Credit Card Types
Customers
Inventory ltems
Customer ltems
Users

Groups

2. The Communication screen appears.

Communication Screen (Blank)

TRAVERSE - Communication WEBMASTER  lLogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration
Company ID: | Select

Email Type Description Active

No data to display
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3. Select a company to work with in the Company ID field.

Communication Screen

TRAVERSE - Communication WEBMASTER Log Out CPU Setlings

Home Customer Portal Manager Sales Rep Approvals Configuration

Company ID: | CPU

+ New 2 Refresh
Email Type Description | Active
¥
@ | New User (External) External User v
@ | New User (Internal) Internal User v
@ | Reset Password Reset Password v
[v] . Forgot Password Forgot Password v
[v] . New Order New Order v
Page 1 of 1 (5 itams) [ 1] Pagesize:| 20~

4. A list of email templates available for that company appears.

To filter the Email Template list:
1. To filter the list by a particular Email Type, select an Email Type from the Email Type drop-
down list in the column heading.

2. Tofilter the list by the description of the Email, enter the value you wish to filter for in the
Description field in the column heading.

3. Mark the Active field check box to activate the Email Type.

You can only have one template active per Email Type.
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To add or edit Email Templates:
Configuring an Email Template in the Email Configuration screen is similar to setting up a
typical Email message, in which you enter a subject and fill in the body of the Email.

1. Use the New icon %" toadd the Type to the list and open the Template Configuration
screen, or use the Actionicon @ and select Edit from the menu ¢ to open
the Template for editing. TDRlers

2. The Edit/New Communication page appears.

Communication Screen - New

TRAVERSE - Communication WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save + New 1l Delete & Refresh ) Reset &8 Email Templates

Email Type: | New User (External) N

Description:
Subject:
Body Fields
[ == @ [CompanyAddr]
R E [CompanyAddr2]
Mormal «| | Arial < | | (Font Size) /B I U [CompanyCity]
5 == = %% A - [CompanyCountry]
[CompanyEmaill
[CompanyFax]
[Companylnternat]
[CompanylLaga]
[CompanyName]
[CompanyPhone]

[CompanyPostalCode]
[CompanyRegion]
[SiteinfoAddr1]
[Sitelnfolddr2]
[SitelnfoCity]

[SitelnfoContact]

m HTML  Preview [SitelnfoCountry]
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Communication - Edit Screen

TRAVERSE - Communication WEBMASTER Log Out CPU Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
Save + New 1l Delete & Refresh "D Reset &8 Email Templates
Email Type: | New User (External) =

Deseription: | External User

Subject: Customer Portal - Account Activation
Body Fields

i B ¥ x| iz E [CompanyAddr1]

o E [CompanyAddr2]
Normal (DIV) - | | Arial | |fFontSize)  ~ B I U [CompanyCity]
sl=== 8 -4- [CompanyCountry]
[CompanyEmail]

Pear [UserName), [CompanyFax]

Your Customer portal account has been created. [Companylnternet]

*Your User Name: [UserLoginID] [CompanylLogo]
[CompanyMame]

To activate your account, please click on the link below, or copy paste the URL to

your browser. This link expires in 48 hours [CompanyPhone]

[AcciValidationURL] [CompanyPostalCode]

This is an auto-generated message, please do not reply. [CompanyRegion]
[SitelnfoName] [SitelnfoAddr1]
[CompanyName] [SitelnfoAddr2]
[CompanyLogo]
[SitelnfoCity]
[SitelnfoContact]

m HTML Preview

[SitelnfoCountry]

3. Select a different Email Type in the Email Type field if you wish.

NOTE: The New User (Internal) template applies to email generated when adding
users from the Portal Manager. These are typically users within your organization,
including Sales Reps. The New User (External) template applies to email generated
when your Customers add users via the Customer Portal.

R O O R R R R R
4. Add or edit the Description of the template in the Description field, if necessary.
5. Enter or edit the Subject line of the Email Template in the Subject field.
This Subject will appear on all emails that use this Template.
6. Use the Design tab to create your email.

7. In the Body of the Email Template, enter the text you want to appear.
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8. Use the fields from the Fields list to add company-related information to the text.

¢ Double-click or drag the field you want from the Fields list to the Email Body to add
that field.

.0 0.0 0 0.0 0 000000000000 0000000000000 00000000000000000000000000000000010
NOTE: Be sure to include the [AcctValidationURL] field in the New User (internal and
external), Reset Password, and Forgot Password Email Templates. The recipients of

these types of emails will have to use the [AcctValidationURL] link in the email to log
into the Portal to create or change their password.

¢ The field will display the current information, such as Company Name, when the
email is sent.

9. Use the toolbar in the Body section of the screen to add or change Font Style, Numeric or
Bulleted Lists, Tables, Images, or Hyperlinks.

Communication Edit Toolbar

i

[kl
[
E

MNormal ~ | | Arial ~ | | (Font Size} - B I U

- A

[7:]
]
[l
Il
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10. Use the HTML tab to edit or view the HTML markup text in the email body.

Communication Screen HTML Tab

TRAVERSE - Communication WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save + New 1 Delete & Refresh D Reset &8 Email Templates

Email Type: | New User (External)

Description: | External User

Subject: Customer Portal - Account Activation
Body Fields

=div==div=Dear [UserName], </div=<div=<br /></div=<div=Your Customer portal account [CompanyAddr1]

has been created </div=<div=<br /=</div==div=Your User Name: [UserLoginlD]=/div==di [CompanyAddr2]

w=<br (=</div==div=To activate your account, please click on the link below, or copy past "

e the URL fo your browser. This link expires in 48 hours.=br />[AcctValidationURL]=/div= [CompanyCity]

=div==br />=/div==div=This is an auto-generated message, please do not reply. </div==di [CompanyCountry]

v=<br /=</div=<div=[SitelInfoName]<br /~[CompanyName]=br /-[CompanyLogo}&nbsp;=/ P2y Y

dive-<fdiv= [CompanyEmail]
[CompanyFax]
[Companyinternet]
[CompanyLogo]
[CompanyName]
[CompanyPhane]
[CompanyPostalCode]
[CompanyRegion]
[SitelnfoAddr]
[SitelnfoAddr2]
[SitelnfoCity]

[SitelnfoContact]

Design [GHYIEE Preview [SiteinfoCountry]
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11. Use the Preview tab to view the Email Body as it should appear when it is sent.

Communication Screen Preview Tab

TRAVERSE - Communication

Home Customer Portal Manager Sales Rep Approvals Configuration

B save + New I Delete & Refresh 'O Reset 8 Email Templates

Email Type: | New User (External)
Description: | External User

Subject: Customer Portal - Account Activation

Body

Pear [UserName],

Your Customer portal account has been created.

Your User Name: [UserLoginiD]

To activate your account, please click on the link below, or copy paste the URL to
your browser. This link expires in 48 hours.

[AcctValidationURL]

This is an auto-generated message, please do nof reply.

[SitelnfoMame]

[CompanyName]
[CompanyLogo]

WEBMASTER Log Out CPU Settings

Fields

[CompanyAddr1]
[CompanyAddr2]
[CompanyCity]
[CompanyCountry]
[CompanyEmail]
[CompanyFax]
[Companylnternet]
[CompanyLogo]
[Campanyhlame]
[CompanyPhone]
[CompanyPostalCode]
[CampanyRegion]
[SiteinfoAddr1]
[SitelnfoAddr2]
[SitelnfoCity]
[SitelnfoContact]
[SitelnfaCountry]

12. Select the Save icon | Eeae tosave the new Template or changes made to an existing

Template.
Use the command buttons to:

Command Buttons

Name Description

Save the Template and any changes made.

Save
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Name Description

Create a new Communication Template.

+ New

Delete the current Communication
I Delete Template.
. Reload the web page.
= Refresh

Set all fields to their default values.
'D' Reset

Return to the Email Template List.
B8 Email Templates

To disable or delete an Email Template:

1. In the list that appears, you can keep the Template and clear the mark in the Active check
box to disable it from use.
2. If you wish to delete the Template, use the Action icon @ and select Delete from the

menu & ggie

@ Delete

A template may be deleted from the Edit Communications screen, by selecting the

Delete icon - .
Delete

3. When the confirmation dialog “Are you sure want to delete this record?” appears, press
the OK button. Press the Cancel button to close the dialog box without deleting the record.
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CUSTOMERS

Use the Customers function to allow a company's Customers to access the Customer Portal.

.0 0.0 0 0.0 0 0 0 000 0000000000000 NONNONNONNNONNONNNNNNONNNONYNONDOYNIODIYIONDY
NOTE: Customers must first be set up in the TRAVERSE desktop application using
the Accounts Receivable, Setup and Maintenance, Customers function. See the
Accounts Receivable training manual for details on setting up Customers.

.0 0.0 0 0.0 0 0 000 0000000000000 0000000000000000000000000000000000000000010
When you add a Customer to the Customer Portal, a default administrator user is created for
that Customer, and a notification email is sent to the Customer. The default administrator's
login ID will be “[CompanyID][CustomerID]JAdmin”. For example, if your Company ID is “CPU”
and your Customer's ID is “Alt008”, the default administrator login ID for that Customer would
be:

CPUAIt008Admin

Upon account activation, the default administrator will be asked to create a new login. This
default admin user can be deleted by the site administrator or by another administrator of the
same Customer. You should always have at least one administrator user in the system for each
Customer.
0.0 0 0 0 000000000000 .000000000000000000000000000000000000000000000000010
NOTE: By default, the account notification emails are sent in batch mode. To send

the notification emails, use the Send Batch Notification icon on the toolbar.
0.0 0.0 0 0.0 0 000000 00000000000 0000000 000000000000000000000000000000000010
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To work with the Customers function, follow these steps:

1. Select Customers from the Customer Portal Manager menu.

Customers Menu

Customer Portal Manager

Site Settings
Country

Credit Card Types
Communication
Inventory Items
Customer ltems
Users

Groups

2. The Customers screen appears.

Customers Screen (Blank)

WEBMASTER Log Out

TRAVERSE - Customers

Home Customer Portal Manager Sales Rep Approvals Configuration
Company ID: | Select -

Action | Customer ID Name Group Code | Email

No data to display
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3. Select the Company ID you wish to work with from the Company ID drop-down list.

Customers Screen

TRAVERSE - Customers

Home Customer Portal Manager Sales Rep Approvals Configuration

Company ID: | CPU

Save

< Refresh

Action | Customer |D | Name

0 06 006 00 00 0 06 0 O

Ace001

Alt003

AlO03KH

Atm047

Atm053

Axi040

Bet023

Bur(56

Cel017

CEI031

Chr52

Com005

+ Add Customer

&= Send Batch Notification =

Group Code | Email

Customer Menu

Allow Access | Location

KE

Allow user to change focation | Quantity Di

Ace Hardware kent.heitkamp@osas.com | |y MNOOO1 None

Altos Servers Company kentheitkamp@osas.com | [V MNO0O1 Quantity
Test kent.heitkamp@osas.com | |v! MNO0O1 None

?:z’:fhmm"s Meposking kent heitkamp@osas.com | [V MNOOO1 Quantity
ATM Switches Inc. kentheitkamp@osas.com | |v) MNO0C1 Quantity
Axis Electronics kentheitkamp@osas.com | |v/ MNO0O1 Quantity
Beta Dynamics Inc. kent.heitkamp@osas.com | [¥ MNOOD1 Quantity
Burnhaven Software Design kent.heitkamp@osas.com | |y MNO0O1 Quantity
Celebris Systems kent.heitkamp@osas.com | |v/| MNO0O1 Quantity
Cellucom Inc. kent.heitkamp@osas.com | |/ MNO0O1 Quantity
S T kent eitkamp@ossscor | @ MNOGOT Qusntity
Communicating PC’s Inc. kent heitkamp@osas.com | [ MNOOO1 Quantity

The list of current web Customers for the selected company will appear.

The Email address displayed is a hyperlink that will open your default Email software
and populate the Email address. You may be prompted to open your Email software.
Select Yes to switch apps if prompted. Some web browsers will open an Email dialog
box without prompts.
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To add a Customer:

NOTE: Customers must first be set up in the TRAVERSE desktop application using
the Accounts Receivable, Setup and Maintenance, Customers function. See the
Accounts Receivable training manual for details on setting up Customers.

1. Use the Add Customer icon + addcusomer to show the Customer Filter screen.

Customers Add Customer Filter Screen

TRAVERSE - Add Customers WEBMASTER Log Out CPU Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
Save & Refresh B8 customer List Y Filter

Filter

Customer ID:

Customer Name:

Class Code: Select -
Group Code:
Get Customers Reset
Customer ID Name Group Code Class Code Email Allow Access

Vo data to display

2. Enter Customer ID, Customer Name, Class Code, or Group Code to filter the Customer list
by those values or press the Get Customers button to display all the Customers that have
not been added to the Portal list, for the selected company.

Customers Add Customer Screen

TRAVERSE - Add Customers WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

B save > Refresh B8 customer List Y Filter

Customer ID Name Group Code Class Code Email Allow Access
Ace001 Ace Hardware R Retail kentheitkamp@osas.com
AltDOBKH . Test

Page 1 of 1 (2 items) n Pagesize: |20 ~

3. Select the Customer you want to add to the Customer Portal by marking the Allow Access
check box to grant that Customer access to the Portal.
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4. Use the Save icon | Eisave  to save your changes. The screen will return to the Customer
List.

5. In the Quantity Display Mode field, select a mode option from the drop-down list to choose
how to display information about quantities available.

¢ None - Will not show the Customer a Quantity when they drill into an Item from the
web app.

e Text - Will show the available Quantity as either “Available” or “Unavailable” to the
Customer.

¢ Quantity - Will show the actual available Quantity (both positive and negative
guantities) to the Customer.

6. Mark the Show Qty check box if you want the Customer to view Inventory quantities during
order entry.
To edit a Customer's menu permissions:
The Customer Menu dialog box allows you to select the menus that are visible to each
Customer and its users.

The Customer Menus are arranged in a tree format. Mark the check boxes of the menu options
you want your Customer to see.
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Customers Menu Permission Screen

TRAVERSE - Customers WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save O Reset BB customer List

Customer Menu

Customer ID:
Menus: @ [¢] Home
@) v Views
vl Account Information
| Aged Trial Balance
| Invoice History
v Payment History
¥| Pending Payments
&) |w| Order
vl Open Qrders
| New Order
| Pending Orders
| Invoice Payment
(&) l¥] Manage
v Payment Info
¥l Ship-To Info
&) v Admin Manage
v Users
vl Groups

vl Menu Security

1. There are two options for accessing the Customer Menu dialog box:

¢ In the Action field for the customer you want to edit, click on the “hamburger” icon
= to open the Customer Menu dialog box. The dialog box will show the current
menu permissions for the selected Customer.
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¢ On the toolbar, click on the Customer Menu icon = customer vens to open the

Customer Menu dialog box. The Customer ID field will be blank, and all of the menu
items will be unchecked.

Customers Menu Permission Screen - Select Customer

TRAVERSE - Customers WEBMASTER Log Out CPU Settings
Home Customer Portal Manager Sales Rep Approvals Configuration
Save 'O Reset R customer List

Customer Menu

Customer 1D: H =

Menus: (Select all)
Ace001
AltD08

AltO08KH
TINVGICE RISTOrY

Payment History

Pending Payments
Order

Open QOrders

New Order

Pending Orders

Invoice Payment
Manage

Payment Info

Ship-To Info
Admin Manage

Users

Groups

Menu Security

2. Select one or more Customers from the Customer ID drop-down field by marking the check
box beside each Customer for which you wish to set menu permissions, or mark the Select
All check box to apply menu permissions to all Customers.

.0 0.0 0 0.0 0 000000 000000000000 0000000000000 00000000000000000000000000010
NOTE: If you choose to apply menu permissions to multiple Customers, the
permissions you set in this dialog box will override any permissions previously set
for those Customers.

0.0 0 0 0 00000000000 0000000000000 000000000000000000000000000000000000010

3. Mark the check box next to the Customer Portal menus for which you want to give the
Customer(s) access.

The menu permissions granted will cascade down from Home to menu group to
menu. For example: if you mark the Home check box access will be granted to all
menus below Home. If you mark Order, with Home cleared, access will be granted to
all menus in the Order group. You may also mark each menu individually.
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4. Use the Collapse icon @ to collapse the menu groups.
5. Use the Expand icon = to expand the collapsed menu groups.
6. Select the Save icon | <me tOsave any changes made to the menu security.

7. Select the Reset icon to set the menu permissions back to the original settings.

Reset

Use the command buttons on the toolbar to:

Command Buttons

Name Description

Save the Customer and any changes made.
Save

Reload the web page.

< Refresh

Add a Customer to the list (see above).
=+ Add Customer

Process batch email notifications.
2 Send Batch Motification

Open the Menu Permissions dialog, where
you can select one or more Customers and

= cust M i i issi
ustomer Hend then adjust their menu permissions.

Activation Email:

When the Send Batch Notification icon & send sarcn norification s selected, an email is sent to all
Customer accounts that have not previously received a notification email.
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NOTE: Once a password reset email is sent, the user will have 48 hours to use the
reset link before it expires.

.0 0.0 0 0.0 0 00000 000000000000 0000000000000 000000000000000000000000000010
Follow these steps to activate the Customer account:

1. An email will be sent to the email address displayed on the Customer record.

Customers Activation Email

Dear Ace Hardware,

Your Customer portal account has been created.

Your User Name: CPUAce001Admin

To activate your account, please click on the link below, or copy paste the URL to your browser. This link expires in 48 hours.

hitp://localhost/ TravWeb2External/Login/CreatePassword?
id=804F 7T3BF4F8B9578F96A6B39FABBC303F 7TB420FAT462349846FE4 1E2E2398FFBA &ts=A44D27B53452AA79C00DDB485 1 E21645E69697F9

This is an auto-generated message. please do not reply.

Ace Hardware
Continental Products Unlimited

2. The email will list the default Admin user set up when the Customer was added to the
Portal.

3. Click the link in the email to open the Customer Portal’s Create Password screen displayed.

Customer Portal Create Password Screen

Customer Portal - Create Password
Create Password
Password:

Confirm Password:

Update

4. Enter new Password and Confirm Password values.
The password must meet the following criteria:

e Length must be between 8 and 20 characters
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e Must contain at least one character from any 3 of the following set:
e Upper case letters
* Lower case letters
e Numbers
¢ Special Characters

5. Click Update to update the password.
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INVENTORY ITEMS

The Inventory Items function lists the Items available on the web for the selected company.
You can make Items active or inactive for the Customer Portal.
O 0 0.0 0 0 0 0 0.0 0000000000000 00000000000000000000000000000000000000000000

NOTE: The unit of measure utilized for the web apps is the selling unit of measure.

.0 0.0 0 0.0 0 0 0 000 0000000000000 NONNONNONNNONNONNNNNNONNNONYNONDOYNIODIYIONDY
To work with the Inventory Items function, follow these steps:

1. Select Inventory Items from the Customer Portal Manager menu.

Inventory Items Menu

Customer Portal Manager

Site Settings
Country

Credit Card Types
Communication
Customers
Customer ltems
Users

Groups

2. The Inventory Items screen appears.

Inventory Items Screen (Blank)

TRAVERSE - Inventory Items WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration
Company ID: | Select

Item ID Description Product Line Available

3. Select the Company with which you wish to work in the Company ID field.

4. A list of current Inventory Items available on the web displays.
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Inventory Items Screen

TRAVERSE - Inventory Items WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration
Company ID: | CPU -
Save i Refresh + Add Item Info

Item ID Description Product Line Available

: A T -
100 Electrical Package MATERIAL !
150 Plumbing Package MATERIAL !
200 Heating/Cooling Package HEAT/AIR 7]
200100 Furnace . HEAT/AIR |
200150 Deluxe Furnace System HEAT/AIR !
200200 Water Heater HEAT/AIR v
200300 Air Conditioner HEAT/AIR !
200350 Deluxe Air Conditioner HEAT/AIR ¥
200400 Water Softener HEAT/AIR |
200500 Sump Pump HEAT/AIR V|
200600 Humidifier HEAT/AIR |
250 Exterior Panels MATERIAL 4
300 Interior Doar MATERIAL 4

5. To add an Item to the list, use the Add Item Info button +addremata to open an Inventory
Item filter page.

Inventory Items Filter Screen

TRAVERSE - Add Inventory Items WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Save Changes & Refresh EH Item Info List Y Filter

Filter

Item ID:
Product Line: | Select T

Get Items Clear Filter

ltem ID Description Product Line Available
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6. Enter an Item ID or select a Product Line to filter Inventory Items.

7. Use the Get Items button to see a list of Inventory Items available for the web Portal.

NOTE: Only Items assigned to the default Location, and have not been added to the
Portal, are displayed.

Inventory Iltems Add Inventory Items Screen

TRAVERSE - Add Inventory Items WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

[ save changes & Refresh EH Item Info List Y Filter
ltem ID Description Product Line Available

360 Patic Door MATERIAL v

Page 1f 1 (1 items) [ 1 ] Pagesize: 20

8. To make an Inventory Item available on the web, mark the Available check box for that
Iltem.

To make an Item unavailable to the Customer Portal, clear the check box in the
Available column for that Item.

To make all Items available, or unavailable: mark the Available check box in the
column heading, or clear the Available check box in the column heading to make all
Iltems unavailable.

Use the command buttons on the add Inventory Items list to:

Command Buttons

Name Description

) Save the Item and any changes made.
Save Changes

Reload the web page.

& Refresh
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Name Description

Open the Inventory Item info list page.
EH Ttem Info List

Open the Inventory Item filter page.
Y Filter

Use the command buttons on the Inventory Items list to:

Command Buttons

Name Description

Save the changes you made.
Save

Reload the web page.

Z Refresh

Open the Inventory Item filter page.
+ Add Item Info

7-58 Portals



CUSTOMER PORTAL MANAGER
Customer Items .

CUSTOMER ITEMS

If you set the Portal's Assign Items by Customer Group Business Rule to Yes, you can use the
Customer Items function to select the web portal Items available to a specific Customer Group
for a Customer. If you set the Business Rule to No, selected online Items will be available to all
Customer Groups for the selected Customer.

NOTE: The Customer Group code is located on the AR Customers Defaults tab. You
must use TRAVERSE if you want to edit a Customer Group Code for a Customer.

O 0 0.0 0 0 0 0 0.0 0000 000000000000 000000000000000000000000000000000000000010
To work with the Customer Items function, follow these steps:

1. Select Customer Items from the Customer Portal Manager menu.

Customer Items Menu

Customer Portal Manager

Site Settings
Country

Credit Card Types
Communication
Customers

Inventory ltems

Customer ltems

Users

Groups

2. The Customer Items screen appears.

Customer Items Screen (Blank)

TRAVERSE - Customer Items WEBMASTER  LogOut  CPU  Settings

Home Customer Portal Manager Sales Rep Approvals Configuration

Company ID: | Select - Customer Group: | Select -

Available | ltem ID Description Product Line

Ne data to display
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To select Items for a specific Customer Group:

3. Select the Company with which you wish to work in the Company ID field.
4. Select the Customer Group with which you want to work in the Customer Group field.

This field is only available if you selected Yes in the Business Rules (page 3-5) to Assign
Iltems By Customer Group. This option is also set in the portal Configuration Portal
Settings page (page 3-27).

Customer Items Screen

TRAVERSE - Customer ltems WEBMASTER Log Out CPU Settings

Home Customer Portal Manager Sales Rep Approvals Configuration
Company ID: | CPU - Customer Group:

B save i Refresh

Items are available for all customer groups.

Available | Item ID Description Product Line
b i | ¥
100 Electrical Package MATERIAL
150 Plumbing Package MATERIAL
200 Heating/Cooling Package . HEAT/AIR
200100 Furnace HEAT/AIR
200150 Deluxe Furnace System . HEAT/AIR
200200 Water Heater . HEAT/AIR
200300 Air Conditioner HEAT/AIR
200350 Deluxe Air Conditicner . HEAT/AIR
200400 Water Softener HEAT/AIR
200500 Sump Pump . HEAT/AIR
200600 Humidifier HEAT/AIR
250 Exterior Panels MATERIAL
300 Interior Door MATERIAL

350 Entry Door MATERIAL

5. Alist of all Inventory Items available on the web Portal for that company appears.

A message appears at the top of the page, stating “Items are available for all customer
groups”, if you selected No in the Business Rules (page 3-5) to Assign Items By
Customer Group. This option is also set in the portal Configuration Portal Settings
page (page 3-27).
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. To add an Item to the list for the specified Customer Group, mark the Available check box
for that Item.

If you want to make all Inventory Items available, mark the check box in the Available
header of the list.

. If you want to remove an Item from the list, clear the Available check box for that Item.

This field is only available if you selected Yes in the Business Rules (page 3-5) to Assign
Items By Customer Group. This option is also set in the portal Configuration Portal
Settings page (page 3-27).

. Use the Save button = Esae  on the command bar to save your changes.

. Press the Refresh button to reload the screen after changes have been made.

% Refresh
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OVERVIEW

The Customer Portal allows your Customers to access information such as open orders,
payment history, and check account information via a website. The Customer portal also
allows your Customers to place orders, and change payment and ship-to options.

The Customer portal menu items are available depending on the menu security set for the

current user's group. If the current user belongs to more than one group, the permissions are
cumulative.

NOTE: A TRAVERSE Portal administrator must first set up the Customer record in the
Customer Portal Manager Customers and Users functions.

Use the navigation bar on the left side of the page to access the various functions within the
portal.

Admin Manage

The Admin Manage menus allow the admin user set up users, groups, and menu security for
users in their company.

Users

You may have multiple users who will need access to your web portal. Use the Users function
to add, edit, or delete web portal users.

Groups

Use the Groups function to add, edit, or delete Groups associated with your portal users.
Groups allow you to control the portal menu options available to the members of each Group.

Menu Security
Permissions for menus are applied to groups using the Menu Security function.

Manage

The Manage menus are used to set up Payment information and Ship-To information for the
Customer.
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Payment Info

Use the Payment Info List page to view or add valid Payment Methods for your Customer
account.

Ship-To Info
Use the Ship-To Info List page to view or add Ship-To information for your Customer account.

Orders

Use the Orders menus to view Open Orders, enter New Orders, view Pending Orders, and
enter Invoice Payments.

Open Orders
The Open Orders function will show all your open orders in TRAVERSE. The order summaries
will display in a grid view, and allow you to drill down into a detail view for individual orders.

The Open Order Summary grid displays the order number, status, requested ship date, PO
number, PO date, amount due, and tracking number of each order listed. To view details for an
order, use the link in the Order Number column to open a detail view of the selected order.
Use the navigation buttons at the bottom of the grid to page forward or back through the
order list.

New Orders
Use the New Orders link to create a new order.

Pending Orders

Use the Pending Orders summary page to view orders you or other users have started but
have not yet completed. For instance, if you begin an order, then navigate away from the
page, your order will be listed on the Pending Orders page.

Invoice Payment

Use the Invoice Payment link to make payment for one or more invoices using a credit card or
bank account.

Views

Use the Views menus to see your Customer’s Account Information, Aged Trial Balance
information, Invoice History, Payment History, and Pending Payments. These views are read-
only.
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Account Information
The Customer Account Information page displays Customer account information such as the
last invoice number, last sale date, credit limit, and current balances.

You can view the invoices behind the balances using the drill-down links.

Aged Trial Balance

The Aged Trial Balance page will display details of your current Aged Trial Balance. Released
invoices are shown along with totals and payments, as well as amounts due including finance
charges.

Invoice History

Use the Invoice History page to search for invoices. You can search by invoice number, PO
number, or invoice date range.

Payment History

Use the Payment History page to search for invoice payment history. You can search for
payments by payment number, invoice number, payment date range, or payment amount
range.

Pending Payments

This function is used to view the pending online payments for orders placed through the
Customer web Portal.
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LOGIN & TOOLBAR

Once you have users for your Customers set up in TRAVERSE, your Customers they may log
into the Customer Portal with their TRAVERSE Portal User login and password.

To log into the Customer Portal follow these steps:

1. Start a web browser and type your Customer Portal URL into the address bar.
An example of the Customer Portal URL is:
http://localhost/TravWeb2External/

2. The Login screen appears.

Customer Portal Login Screen

Customer Portal - Login

Login

User ID:

Password:

Remember Me

Log In Forgot Password

3. Enter your User ID and Password.

4. Select the Remember Me check box if you would like the web browser to remember your
Login ID the next time you open the Portal.

5. Select the Login button to log into the Customer Portal.

6. Select the Forgot Password link to reset your password, if you have forgotten your
password.
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7. The Forgot Password screen appears.

Customer Portal Forgot Password Screen

Customer Portal - Forgot Password

Forgot Password
User Id:

Email:

OK Cancel

8. Enter your User Id and Email address.

9. An email will be sent to the Email address entered to reset the password.

Customers Reset Password Email

Dear Jim Kent,

You received this message in response to your request to reset your Customer portal account password. For security reasons, your account is
currently disabled.

Please use the following link to reset the password and enable your account. This link expires in 48 hours.

http://localhost/TravWeb2External/Login/CreatePassword?
1d=804F73BF4F8B9578F96A6B39FABBC303F7B420FA7462349846E41E2E2398FFBA&ts=AE1AC568B9535EFE2C2BAESEESDAS6ASOAEF73

If you did not make this request, please contact your Administrator.
This is an auto-generated message, please do not reply.

Altos Servers Company
Continental Products Unlimited

10. The Email will list the user entered into the Forgot Password screen.

11. Click the link in the Email to open the Customer Portal’s Create Password screen.

Customer Portal Create Password Screen

Customer Portal - Create Password
Create Password
Password:

Confirm Password:

Update
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12. Enter a new Password and Confirm Password values.
The password must meet the following criteria:
e Length must be between 8 and 20 characters
e Must contain at least one character from any 3 of the following set:
e Upper case letters
¢ Lower case letters
e Numbers
¢ Special Characters
13. Click Update to update the password.

Use the blue toolbar to edit the user’s (My) Account and Log Out of the Customer Portal.
My Account

At the top right corner of the Customer Portal title bar, the currently logged-in user is
displayed.
Customer Portal Toolbar

JiM My Account Log Out
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The My Account link allows you to access and change the user name, email, and password.

Customer Portal My Account Screen

Customer Portal - My Account IMRE R b Ot

Views

Save Changes c Refresh 9 Reset

Account Information
Login ID: Jim

N :
Aged Trial Balance A Jim Kent

i Email:
Invoice History jim.kent@osas.com

Payment History Current Password:

New P d:
Pending Payments S

Confirm Password:
Order

Manage

Admin Manage Company: CPU

Customer: ALTO0S

1. The Login ID is displayed and is read only.
2. Edit the user’s Name if applicable.
3. Edit the user’s Email address if applicable.
Users may edit their password if desired:
4. Enter the user’s Current Password if applicable.
5. Enter a New Password for the user, if applicable.
The password must meet the following criteria:
¢ Length must be between 8 and 20 characters
e Must contain at least one character from any 3 of the following set:
e Upper case letters
e Lower case letters
e Numbers
¢ Special Characters
6. Enter the new password into the Confirm Password field to confirm the password change.

7. Click the Additional Info field to view the Company and Customer the user is associated
with.
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8. Use the command buttons to:

Command Buttons

Name Description

Save the user account and any changes
Save Changes made.

Reload the web page.

% Refresh

Set all fields to their default values.
'O Reset

Log Out

Use the Log Out link to log out of the Customer Portal.

1. A page appears stating “You have successfully logged off.” the Customer Portal.

Customer Portal Logged Off Screen

Customer Portal

You have successfully logged off.

Click here to login

2. Close your web browser, or click the “Click here to login” link to log back into the Customer
Portal.

3. The Customer Portal Login screen appears. See the login steps above to log back into the
Customer Portal.
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USING THE ADMIN MANAGE MENU

The Admin Manage menus allow the admin user to set up users, groups, and menu security
for users in their company.

When Customers are set up using the TRAVERSE Portal, Customer Portal Manager, Customers
(page 7-45), and Users (page 7-13) functions, one user must be set up as an Administrator by

marking the Admin check box. This admin user will use this menu to set up users, groups, and
menu security.

Users

You may have multiple users who will need access to your web Portal. Use the Users function
to add, edit, or delete web Portal users.

Groups

Use the Groups function to add, edit, or delete Groups associated with your Portal users.
Groups allow you to control the Portal menu options available to the members of each Group.

Menu Security

Permissions for menus are applied to groups using the Menu Security function.
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USERS

You may have multiple Users who will need access to your web Portal. Use the Users function
to add, edit, or delete web Portal Users.

To work with the Users function, follow these steps:

1. Select Users from the Admin Manager menu.

Users Menu

Views
Order
Manage

Admin Manage
Groups

Menu Security

2. The Users screen appears.

Users Screen (Summary List)

Customer Portal - Users JM  MyAccount  Log Out

i
b Fadd T Refresh
Order i h
Name Email Login ID Status Admin
Manage
- -
Admin Manage
@ Altos Servers Company kent heitkamp@yahoa.com CPUAIt008Admin New 4
Users
s [v] kent kent.heitkamp@osas.com kent Active ‘/
roups
Menu Security Q@ webmaster kent.heitkamp@osas.com webmaster New =
® lom kent.heitkamp@osas.com John Active
age 1 (4 iter 1 Page size:| 20 h

3. Alist of all your web Portal Users appears.
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4. To filter the list, use the filter fields in the Name, Email, Login ID, Status, or Admin columns.
See the Column Filtering section (page 4-5) for details on filtering columns.

To add Users:

1. Use the Add button | +2ds  in the header to open the Users screen.

Customer Portal - Users (New) Screen

Customer Portal - Users KENT My Account  LogOut

savechanges  FNew W pelete & Refresh  ‘DReset BB user List

Login ID: Groups
Manage Jim

== .
Admin Manage Jim Kent

- /| Customers
Users

kent heitkamp@aosas.com

Gioups Active:

Admin:

Enter a Login ID for the User you are creating in the Login ID field.
Enter a Name for your User in the Name field.

Enter an Email address for the User in the Email field.

LA I

The Active check box is only available for Users who are not new.
If you are adding a new User, the Active check box is unavailable to mark.

6. Mark the Admin check box if the User will have administrator permissions on the your web
Portal.

7. Mark the Groups in which the User should be a member.

Use the All button to select all Groups. Use the None button to remove the User from
all Groups.

8. Use the command buttons to:

Command Buttons

Name Description

) Save the user and any changes made.
Save Changes
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Name Description

Create a new user.

+ New
Delete the current user.
@ Delete
. Reload the web page.
rrs Refresh
Set all fields to their default values.
'D Reset
Return to the user list.
BB user List

9. An email will be sent to the Email address entered into the new User record, when the Save
Changes icon .. ... Iisselected.

Users Activation Email

Dear Jim Kent,

Your Customer portal account has been created.

Your User Name: Jim

To activate your account, please click on the link below, or copy paste the URL to your browser. This link expires in 48 hours.

http://localhost/TravWeb2External/login/CreatePassword?
id=804F73BF4F8B9578F96A6B39FABBC303F7B420FA7462349846E41E2E2398FFBA &ts=3F8A6A 501233656 AA016BFB2A7BB05D43852A811

This is an auto-generated message, please do not reply.
Altos Servers Company

Continental Products Unlimited
[CompanyLogo]

Portals 8-17



Users

10. The Email will list the User set up and saved in the Users function.

NOTE: Once a password activation Email is sent, the User will have 48 hours to use
the activate link before it expires.

11. Click the link in the Email to open the Customer Portal’s Create Password screen.

Customer Portal Create Password Screen

Customer Portal - Create Password
Create Password

Password:

Confirm Password:

Update

12. Enter a new Password and Confirm Password values.
The password must meet the following criteria:
e Length must be between 8 and 20 characters
e Must contain at least one character from any 3 of the following set:
e Upper case letters
e Lower case letters
e Numbers
¢ Special Characters
13. Click Update to update the password.
14. The Customer Portal - Login screen will appear. See the Customer Portal - Login function

(page 8-7) for details on logging into the Customer Portal.

To edit a User: [
[@ Edit

@ Delete
1. Use the Actionicon @ and select Edit from the menu g edtusercos  for the User you

want to edit. The Users screen opens.
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Customer Portal - Users Screen

Customer Portal - Users KENT  MyAccount  Log Out

Save Changes  "New [l Delete A Refresh  DReset BB User List
Record updated successfully.

Manage Login ID: Groups
‘webmaster

Admin Manage
webmaster
Users - /| Customers
M3 rentheitkamp@osas.com
Gr
i Active:
Menu Security pamin:

2. Make any changes to the User information.

3. Mark the Active check box if the User is an active User. Clear the check box if the User is not
an active User.

The User will receive an activation Email when the Admin for the Customer’s account,
selects the User and saves changes, if the User is not active.
O 0 0.0 0 0 0.0 0.0 00000 00000000000 00000000000000000000000000000000000000000

NOTE: The Active check box is not available if the User has a status of New.

4. Mark the Admin check box if the User is an administrative user. Otherwise, clear the check
box.

5. Mark the Groups in which the User should be a member.

Select All to mark the User in all Groups for which the Customer is a member. Select
None to unmark all the Groups for which the Customer is a member.

6. Use the command buttons to: (See the command buttons in the To add users section
above.)

To delete a User:
[@ Edit

1 Delete
1. Use the Actionicon @ and select Delete from the menu g cdtusercrous ~ for the User you

want to delete.
A User may be deleted from the User detail screen by selecting the Delete icon

@l pelete  *

2. When the confirmation dialog “Are you sure you want to delete this record?” appears,
press the OK button. Press the Cancel button to close the dialog box without deleting the
record.

3. Users that have been deleted are indicated with an Editicon @ |, in place of the Action
icon @ ,and have a Status of “Deleted”.
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¢ To restore the User, click on the Editicon @

¢ A message will appear asking “Do you really want to restore this record?”. Click OK
to restore.

4. The Edit Users screen appears, with the User information displayed.

Edit Users Screen

Customer Portal - Users KENT  MyAccount  Log Out

Views -
! Save Changes ¥ New W Delete &' Refresh "D Reset  EH UserList

Order Record updated successfully.

Manage Login ID: Groups
webmaster

Admin Manage
webmaster
Users /| Customers
Email
i kent.heitkamp@osas.com
Groups
" Active:
Menu Security Admin: [/

5. Mark the Active check box to activate the User again.
6. Mark the Groups for which you want to add the User.

7. Select the Save Changes icon savechanges £O S@ve the changes, and restore the User as an
active User.

8. An email will be sent to the User to activate their account. See the activation email in the To
add Users section (page 8-16) for details on activating the User account.

To add or remove a User Group for the selected User: _
& Edit

@ Delete

1. Use the Actionicon @ and select Edit User Group from the menu to

48 Edit User Group
open the User Group Info screen.

8-20 Portals



w N

[S2 B

CUSTOMER PORTAL
Users

User Group Info Screen
User Group Info x

Save Changes D Reset

MName:

Groups

' Retail

J Customers

. The User’s Name is displayed.
. Mark or clear the User Group check boxes as required.

Select All to mark the User in all Groups for which the Customer is a member. Select
None to unmark all the Groups for which the Customer is a member.

. Use the Save Changes icon savechanges | £O S@VE your changes.

. Use the Reset icon to reset the Group values to their original settings.

Reset
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GROUPS

Use the Groups function to add, edit, or delete Groups associated with your portal users.
Groups allow you to control the portal menu options available to the members of each Group.

To work with the Groups function, follow these steps:

1. Select Groups from the Admin Manage menu.

Groups Menu

Views
Order
Manage

Admin Manage

Users

Menu Security

2. The Groups screen appears.

Groups Screen

Customer Portal - Groups IM My Account  Log Out

e
i *add S Refresh
Order
Group Name Description
Manage
Admin Manage
®  Retail Retail Customers
Users
@  Customers Customers

Groups
Page 1 of 1 (2 items]

Menu Security

Portals 8-23



Groups

3. Alist of all user Groups associated with your Customer appears.

To filter the list, use the filter fields in the Group Name or Group Description columns.
Enter your criteria, then use the Filter icon to set how to filter the list. The list will
automatically filter. (See the Filtering Columns section (page 4-5) for details on
filtering by columns.)

| *

To add user Groups:

1. Use the Add icon | +2dd in the header to open the Groups screen.

Groups Screen (New)

Customer Portal - Groups

Views

Order

Manage
Admin Manage

Users

Groups

Menu Security

JM  MyAccount  Log Out

save Fnew Mpelete T Refresh DrReset EBorouplist = permissions

Group Name: Users

Description:
Altos Servers Company
kent
webmaster

John

2. Enter a Group Name for the Group you are creating in the Group Name field.

3. Enter a Description for the Group in the Description field.

4. Mark the User check box in the Group Users section to add a user to the new Group.
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Groups
Groups Screen (New Filled)
Customer Portal - Groups M MyAccount  Log Out
Views save Fiew Moeete L Refresh  DReset BB Grouplist = Permissions

Group Name: ) Users
Retail

B

Retail Customers

Manage

Admin Manage

o/ Altos Servers Company

/ kent

/ webmaster

Users
Groups

Menu Security V| John

/ Tina Larson

5. Use the command buttons to:

Command Buttons

Name Description

Save the Group and any changes made.

Save
Create a new Group.
+ New
Delete the current Group.
@ Delete
. Reload the web page.
®o Refresh
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Name Description

Set all fields to their default values.
9 Reset

Return to the Group List.
=B Group List

Select menu permissions for the Group.

— i
= Permissions

To edit a Group: B

| 1 Delete
1. Use the Actionicon @ and select Edit from the menu #edtcrowuses  for the Group you

= Permissions

want to edit. The Groups screen opens.

Groups Screen Edit

Customer Portal - Groups KENT  MyAccount  Log Out

Views . = ;
o save Fnew Woeete S refresh  DReset EBGrouplist = permissions

Order
Group Name: Users
Manage Customers

+/ Altos Servers Company

Description:

Admin Manage Customers

Users
+/ webmaster

Goves </ JimKent

Menu Security

2. Make any changes you wish to the Group information.
3. Select the Save icon | -me tosave any changes made to the Group.

4. Use the command buttons to: (See the command buttons in the To add user groups section
above.)
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To delete a Group: ot
@ Delete
1. Use the Actionicon @ and select Delete from the menu = #editcowusers  for the Group
you want to delete. = permissions

A Group may be deleted from the Edit Group screen by selecting the Delete icon
i Delete  *

2. When the confirmation dialog “Are you sure want to delete this record?” appears, press
the OK button. Press the Cancel button to close the dialog box without deleting the record.

To add or remove Users to the selected Group: ek
il Delete

1. Use the Action icon | @ and select Edit Group Users from the menu ~ #E&dtGrowuses 1o
= permissions

open the Group User Info screen.

Group Users Info Screen
Group Users x

[g Save O Reset
Group Name:

Users

./ Altos Servers Company
kent

webmaster

J John

./ Tina Larson

2. The Group Name is displayed.
3. Check or clear the Users check boxes as required.
Use the All or None button to mark or unmark all the users at once.

4. Select the Save icon | ... tosaveanychanges made to the Group users.
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5. Use the Reset icon 5. loreset the Group user values to their original settings.
. ' ..  Edit
To edit a Group's menu permissions: i
Delete

48 Edit Group Users
1. Use the Actionicon @ and select Permissions from the menu = pemissions to open

the Menu Security dialog box, which allows you to select the menu options that are visible
to each Group's members.

Groups Menu Security Screen

Customer Portal KENT  MyAccount  Log Out
Views [ save Changes D Reset O Back
Order
Manage Customers
Admin Manage
e ermissions ] e
Groups | views
/' Account Information
Menu Security
/' Aged Trial Balance
 Invoice History
/| Payment History

/ Pending Payments
/ Order

/' Open Orders

/| New Order

/' Checkout

W/ Pending Orders

/| Inveice Payment

| Manage
/ Payment Info

/ ship-To Info

2. Mark the check box next to the Customer Portal menus for which you want to give this
Group access.

The menu permissions granted will cascade down from Home to menu group to
menu. For example: if you mark the Home check box access will be granted to all
menus below Home. If you mark Order, with Home cleared, access will be granted to
all menus in the Order group. You may also mark each menu individually.

3. Use the Collapse icon @ to collapse the menu groups.
4. Use the Expand icon = to expand the collapsed menu groups.

5. Select the Save icon | =me tosave any changes made to the menu security.
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'O Reset

CUSTOMER PORTAL
Groups .

to set the menu permissions back to the original settings.
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MENU SECURITY

Permissions for menus are applied to Groups using the Menu Security function.

Menu security may also be set using the Groups function. See (page 8-28) for details on setting
the menu security from the Groups.

To work with the Menu Security function, follow these steps:

1. Select Menu Security from the Admin Manage menu.

Menu Security Menu

Views
Order
Manage

Admin Manage

Users

Groups
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2. The Menu Security screen appears.

Customer Portal - Menu Security Screen Blank

Customer Portal - Menu Security KENT  MyAccount  LogOut
Views Save Changes 'O Reset
Order i -
Permissions
Manage
[ SrgplD: et ~
Users Menu:
Home
Groups s
Menu Security Account Information
Aged Trial Balance
Invoice History
Payment History
Pending Payments
Order
Open Orders
New Order
Checkout
Pending Orders
Invoice Payment
Manage

Payment Info

Ship-To Info
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3. To select or change the Group to work with, select a Group ID in the Group ID drop-down
list.

Customer Portal - Menu Security Screen

Customer Portal - Menu Security KENT My Account  Log Out

save Changes 'O Reset

Permissions

Srown % -

Admin Manage

Customers

+/ Home

Groups o Views

Users Menu:

Menu Security / Account Information
/' Aged Trial Balance
/| Invoice History
/ Payment History
/ Pending Payments

/| Order
/ Open Orders
/ New Order
/ Checkout
W/ Pending Orders
/ Invoice Payment
/ Manage
/ Paymentnfo

/ Ship-To Info

4. Mark the check box next to the Customer Portal menus for which you want to give this
Group access.

The menu permissions granted will cascade down from Home to menu group to
menu. For example: if you mark the Home check box access will be granted to all
menus below Home. If you mark Order, with Home cleared, access will be granted to
all menus in the Order group. You may also mark each menu individually.

Use the Collapse icon @ to collapse the menu groups.
Use the Expand icon © to expand the collapsed menu groups.

Select the Save icon | ... tosave anychanges made to the menu security.

© N o U

Select the Reset icon to set the menu permissions back to the original settings.
'O Reset
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USING THE MANAGE MENU

The Manage menus are used to set up Payment information and Ship-To information for the
Customer.

The Customer administrator will usually be the user with access to use the Manage menu.
Payment Info
Use the Payment Info List page to view or add valid Payment Methods for your Customer

account.

Ship-To Info
Use the Ship-To Info List page to view or add Ship-To information for your Customer account.
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Payment Info

PAYMENT INFO

Use the Payment Info List page to view or add valid Payment Methods for your Customer

account.

Payment information entered into the TRAVERSE desktop application, Customers setup, on

the Payments tab, will be displayed on the Payment Info screen.

When a new Payment Info record is added to the Customer Portal Payment Info function, it

will be added to the Customer setup function in the TRAVERSE desktop application.
To work with the Payment Info function, follow these steps:

1. Select Payment Info from the Manage menu.

Payment Info Menu

Views
Order

Manage

Payment Info

Ship-To Info

Admin Manage

2. The Payment Info screen appears.

Customer Portal - Payment Info Screen

Customer Portal - Payment Info JM - My Account

Views
" * New Payment Info £ Refresh

Order
Payment Info Name Payment Type

Manage
Payment Info —
E | AMEX Credit Card - MasterCard
Ship-Te Info = Direct Debit Bank Account - Checking
Admin Manage = DirectDebit Bank Account - Checking
= VISA Credit Card - Visa

Log Out

ge size:| 20
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3. To add new Payment Method, use the New Payment Info icon & .., payment o -

4. The New Payment Info page displays.

Customer Portal - New Payment Info Screen

Customer Portal - Payment Info JM My Account  Log Out

liews o 5
s Save Changes *+ new S Refresh 'D Reset ::2) Payment Info List
Order

Manage
Payment Name:
Payment Info
Payment Type:

Select v

Ship-Ta Info

Admin Manage

5. Enter a Name for the payment information in the Payment Name field.
6. Select the Payment Type from the Payment Type drop-down list:

¢ Credit Card - will display information to set up a credit card Payment Type.

Customer Portal - New Payment Info Screen (Credit Card)

Customer Portal - Payment Info JM MyAccount  Log Out

Save Changes ¥ New &> Refresh 'O Reset BB Payment Info List

Order

Manage
Payment Name: [0 ) B
Payment Info
P: it Type:
WYMENEDPE Credit Card -
Ship-To Info
Admin Manage
Card Type: R .

Name On Card:
Altos Server Company

Card NUmMBer: | 7654864268523

Expiration Date:
piration Date: =

2020 =

e Select the Card Type from the available list.

The Card Type list will come from the Credit Card Types setup in the TRAVERSE
Portal’s Customer Portal Management function (page 7-33).
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e Enter the Name On Card information.
¢ Enter the Card Number from the credit card.

The credit Card Number will be masked with the last 4 digits displayed when
viewed in the View Detail function.

e Enter the Expiration Date month and year.

¢ Bank Account - will display information to set up a direct debit Payment Type.

Customer Portal - New Payment Info Screen (Bank Account)

Customer Portal - Payment Info i M MyAccount  Log Out

Save Changes P MNew & Refresh "D Reset B Payment Info List

P it N: 3
ayment Name: | ACH US Bank
Payment Info

Payment Type:
i I Bank Account ¥

Ship-To Info
Admin Manage

Account Type:

CCOUNtIVPE: | Checking -

Bank Name:
US Bank

Routing Code: | o

Account Number: 545256087158

¢ Enter the Payment Name.

e Select the Account Type from the list: Checking or Savings.
e Enter the Bank Name.

e Enter the Routing Code for the bank.

e Enter your bank Account Number for your account.

The Bank Account Number will be masked with the last 4 digits displayed when
viewed in the View Detail function.

7. To save the new Payment Information, use the Save Changes icon Save Changes
8. To create another new Payment Information record, use the New icon :
ew

9. To reset the fields, use the Reset icon = p..c
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10. To return to the Payment Info List page, use the Payment Info List icon &3 rayment mio List

Customer Portal - Payment Info Screen - List

Customer Portal - Payment Info JM  MyAccount  LogOut

e
Views # New Payment Info &3 Refresh
Order
Payment Info Name Payment Type
Manage
Payment Info o
B AMEX Credit Card - MasterCard
Ship-To Info — Direct Debit Bank Account - Checking
Admin Manage = DirectDebit Bank Account - Checking
= VISA Credit Card - Visa

11. To view the details of a Payment Info record, use the View Details icon . The Payment

Info detail page displays.

Customer Portal - Payment Info Screen - Payment Details

Customer Portal M My Account Log Qut

e
Vi = New Payment Info BB payment Info List
Order
Manage

Payment Info Name: ACH US Bank

Payment Info Pmt Type: Bank Account

Ship-To Info
Admin Manage

Account Type: Checking
Bank Name: US Bank
Routing Code: 111111118

Account Number:  XO00000OXXXXX7 158

12. To add a new Payment Method, use the New Payment Info icon ¥ tew payment info

13. To return to the Payment Info List page, use the Payment Info List icon 3 poyment tnfo it
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CUSTOMER PORTAL
Ship-To Info

Use the Ship-To Info function to enter, view, change, and delete shipping addresses. When
you begin entering orders, you can easily pull up the Ship-To ID for your Customer, if you

predefine it.
To work with the Ship-To Info function, follow these steps:

1. Select Ship-To Info from the Manage menu.

Customer Portal - Ship-To Info Menu

Views

Order

Manage
Payment Info

Ship-To Info

Admin Manage

2. The Ship-To Info screen appears.

Customer Portal - Ship-To Info Screen (Summary)

Customer Portal - Ship-To Info

Views ~

= New Ship-To Info & Refresh
Order
Manage

Payment Info
WH 1 Altos Servers Warehouse Kevin Smith

Ship-To Info WH 2 Altos Servers Warshouse 2 Tom Jones

Admin Manage

3. To add new Ship-To location, use the New Ship-To Info icon

KENT  MyAccount  LogOut

Ship Method

upPs

Federal Express 2nd-

+ new Ship-To Info .
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4. The New Ship-To Info page displays.

Customer Portal - Ship-To Info Screen (New)

Customer Portal - Ship-To Info
Save Changes ¥ New  f) Refresh "D Reset  EEH Ship-To Info List

Ship-To ID: Ship-To Method ID:
WH3 UPs o

Ship-To N Phone N
Payment Info e e Altos Server North Dist Center P (952)-687-4589

Attention: Fax:
Ship-To Info Jim Johnson (952)-657-5489

Address 1 Email
R arge MESS 7356 University Ave e kentheitkamp@osas.com

Address 2: Internet: |

MN

Country Code: oA -

ship-To Postal Code: | ooy

5. Enter a Ship-To ID in the Ship-To ID field.
6. Enter the Ship-To Name in the Ship-To Name field.

7. Enter Attention information in the Attention field: the name of the person or department
to which the order should be shipped.

8. Enter the Customer’s Address. Use Ctrl + Enter to start a second line in the Address 2 field.
9. Enter the Ship-To City and Region.
10. Select the Ship-To Country Code.

11. Enter the Ship-To Postal Code. Use the System Manager Country Codes function to set up
postal code masks, international prefixes, international prefix masks, and phone and fax
masks.

12. The International Prefix appears. See the Postal Code field for setup information.

13. Select the Ship-To Method ID you usually use to ship ltems—for example, the name of a
shipping service.

A description of the Ship Method appears. The system saves the Ship Method/Via
information with the transaction and prints it on the invoice.

Shipping Method codes are set up using the TRAVERSE desktop, Shipping Method
Codes setup function in Accounts Receivable Setup and Maintenance.

14. Enter the ship-to Phone No and Fax number. See the Postal Code field for mask setup
information.
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15. Enter the Email and Internet address.
NOTE: You can launch your default Email program and send an Email to the Ship-To
Location, or launch the web page by clicking the link in either field.

16. To save the new Ship-To Information, use the Save Changes icon Save Changes

17. To create another new Ship-To Information record, use the New icon

New

18. To reset the fields, use the Reset icon = q...c

19. To return to the Ship-To Info List page, use the Ship-To Info List icon &5 suipro o st -

Customer Portal - Ship-To Info List Screen

KENT  MyAccount  LogOut

Customer Portal - Ship-To Info

e + New ship-ToInfo & Refresh

Order

hip-To ID Name Attention Ship Method
Manage
Payment Info =
B wH1 Altos Servers Warehouse Kevin Smith ups
Ship-To Info = WH 2 Altos Servers Warehouse 2 Tom Jones Federal Express 2nd-

Admin Manage

1. To view the details of a Ship-To Info record, use the View Details icon

2. The Ship-To Info detail page displays, and is information only.

Customer Portal - Ship-To Info Detail Screen

KENT  MyAccount  LogOut

Customer Portal - Ship-To Info

e # New ship-To Info BB Ship-To Info List
Order

Manage

Ship-To ID: WH 1 Ship Method; UPS
Payment Info Name: Altos Servers Warehouse Phone No:  (312)-555-6666
Attention:  Kevin Smith Fac 312)-666-3333
Ship-To Info
Address: 501 East 1st Street Email:
Suite 5
d —— Internet:
Admin Manage Chicago, IL 60018--123
UsA

3. To add new Ship-To Location, use the New Ship-To Info icon = new ship-Totnfo |

4. To return to the Ship-To Info List page, use the Ship-To Info List icon

53] Ship-To Info List :

Portals 8-43



Ship-To Info
To add a Shipping Address:

1. To add new Ship-To Location, use the New Ship-To Info icon = wewsnie-einio . A blank Ship-To
Info screen appears.

2. Enter the Ship-To ID and Address information.

3. To save the new Ship-To Information, use the Save Changes icon [E save changes |

8-44  Portals



CUSTOMER PORTAL
Using the Orders Menu

USING THE ORDERS MENU

Use the Orders menus to view Open Orders, enter New Orders, view Pending Orders, and
enter Invoice Payments.

Open Orders

The Open Orders function will show all your open orders in TRAVERSE. The order summaries
will display in a grid view, and allow you to drill down into a detail view for individual orders.

The Open Order Summary grid displays the order number, status, requested ship date, PO
number, PO date, amount due, and tracking number of each order listed. To view details for an
order, use the link in the Order Number column to open a detail view of the selected order.
Use the navigation buttons at the bottom of the grid to page forward or back through the
order list.

New Orders
Use the New Orders link to create a new order.

Pending Orders

Use the Pending Orders summary page to view orders you or other users have started but
have not yet completed. For instance, if you begin an order, then navigate away from the
page, your order will be listed on the Pending Orders page.

Invoice Payment

Use the Invoice Payment link to make payment for one or more invoices using a credit card or
bank account.
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OPEN ORDERS

The Open Orders function will show all your open orders in TRAVERSE. The order summaries
will display in a grid view, and allow you to drill down into a detail view for individual orders.

The Open Order Summary grid displays the Order Number, Status, Requested Ship Date, PO
Number, PO Date, Amount Due, and Tracking Number of each order listed. To view details for
an order, use the link in the Order Number column to open a detail view of the selected order.
Use the navigation buttons at the bottom of the grid to page forward or back through the
order list.

You can filter the list of Open Orders by Order Number, Status, Requested Ship Date, PO
Number, PO Date, Amount Due, and Tracking Number (if available).

To work with the Open Orders function, follow these steps:

1. Select Open Orders from the Order menu.

Customer Portal - Open Orders Menu

Views

Order

Open Orders

MNew Order
Pending Orders

Invoice Payment

Manage

Admin Manage
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2. The Open Orders screen appears.

Customer Portal - Open Orders Screen

Customer Portal - Open Orders

Views

=+ new order £ Refresh
Order
Order Number Status Requested Ship Date | PO Number
Open Orders
¢ - v e
New Order 00000047 New 4f14/2017
Pending Orders 00000046 New 411472017
00000045 New 4113/2017
Invoice Payment
00000044 New 44132017
Manage
00000043 New 4/13/2017 | 65846519

Admin Manage

3. Alist of Open Orders is displayed.

KENT

PO Date Amount Due
b4 rie v
471472017 1131.03
4142017 2358.24
4/13/2017 623.03
4/13/2017 147130
4/1/2017 197930

My Account

Log Out

Tracking Number

4. To view order details, click the blue Order Number detail link for the Order Number you

wish to review.

5. The Order Detail page will appear and display additional details for the selected order.

Customer Portal - Open Orders Order Detail Screen

Customer Portal - Open Orders IRt Acant - Log Qut
=+ Neworder BB open Ordertist [ print Order
Order
Open Orders " _
Sole To: At008 StipTo: Jon Dalmark
Altos Servers Company Altos Servers Company
Netw Order 945 Tuscon Drive 945 Tuscon Drive
No.3 Ne.3
Pending Grders Rolingstone, MN 55963 Rolingstone, MM 55969
usa Usa
Invoice Payment
Date: 2200017 Order Number: 00003064 Order Dete: 4/20/2017
PO Numben PODate 42072007 Tems  Net30
SlesRep1iD:  GIL SdlesRep 2 1D: JsK Ship Vi
Requested Ship Dater 4/20/2017
Line items
Item 1D Description Quantity | UOM Price Extension
£ Patio Door 10000 | EA 5400810 540,08
360 Patio Door 10000 | EA 5400810 54008
200100 Furmace 10000 | EA 2498550 4496
Subtotal 1,530.12
el1ofi(3 e 20 -
Notes
Nentaatle: 000 Tauble: 153012 SalesTax 346
Tax Adjustment: 000 Freight 000 Misc 000
Invoice Total: 162958 Amount Paic: 162055 MNetDue: 000
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6. To view the order, click the Print Orders button =7 %% \ith the selected Order Detail
displayed. (See the Printing Forms section (page 4-13) for details on how to print the order.)

Customer Portal - Open Order - Print Preview

Open Order Report X
b B | K 4 Page 1 ~ of 1 » W BB pdt -

<<ORDER ACKNOWLEDGEMENT>>

PAGE: 1
Continental Products Unlimited
4301 Dean Lakes Bivd
Shakopee, MN 55379 DATE 41472017
UNITED STATES ORDER NO 00000047
(952)-403-5700
§ AM00S 5
0O Alos Servers Company H  Altos Servers Company
L Jon Daimark :) Jon Dalmark

945 Tuscon Drive 945 Tuscon Drive

T No. 3 T No3
O Rollingstone, MN 55969 O Rolingstone, MN 55969
TERMS DESCRIPTION CUSTOMER PO NO' 5L s SL 52 ‘ORDER DATE
0% Disc, Net 30 GJL JSK 41472017
ITEMID TXCL UNIT ‘ORDERED UNIT PRICE EXTENSION
BATO13 0 EA 30000 2655000 796 50
External Battery Charge/Discharger
REQ SHIP DATE 4142017
BATD1S 0 EA 1.0000 265.5000 265.50

Battery Pack -NiMH
REQ SHIP DATE 4142017

7. To add a new order, use the New Order icon B o open the New Order function.
See the New Orders section for details on entering a new order.

8. Use the Open Order List icon S openorertist to return to the Open Orders List page.
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Views

Open Orders

NEW ORDER

CUSTOMER PORTAL
New Order .

Use the New Order entry function to enter a new order.
To enter a New Order, follow these steps:

1. Select New Order from the Orders menu.

Customer Portal - New Order Menu

Views
Order

Open Orders

Pending Orders

Invoice Payment
Manage

Admin Manage

2. The New Order screen appears.

Customer Portal - New Order Screen (Blank)

Customer Portal - Inventory Search

Order

New Order

B view Order  Recent ltems
Search Inventory: ' Q
Add Item ID Description Unit Quantity Available
v 7 v T

Pending Orders

No data to display

Invoice Payment

Manage

Admin Manage

KENT  MyAccount  Log Out

Customer Price | Product Line Sales Category

7 v

*Actual price will be calculated when the item is added to the order.

3. To search for a particular Item, enter Search Text into the Search Inventory field.
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4. Select the Search icon Q] to populate the list of available Items.

Inventory Search Page

Customer Portal - Inventory Search

Views

Order

Open Orders

New Order

Pending Orders

Inveice Payment

Manage

Admin Manage

5. Click the gray Description to view details on the line Item.
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KENT My Account Log Out
‘ "B View Order  Recent ltems
Search Inventory: Q
Add Item ID Description Unit Quantity Available Customer Price Preduct Line Sales Category
h4 * b4 v ”
= 100 PKG 32,0000 4756860  MATERIAL H1
= 200150 EA 6.0000 13.499.1000 = HEAT/AIR H1
- 200200 -7.0000 269.9550 = HEAT/AIR H1
b 200300 -1.0000 449.9550  HEAT/AIR H1
- 200350 EA 4.0000 13.499.1000 = HEAT/AIR H1
b 200400 EA 7.0000 1349550  HEAT/AIR H1
h=) 250 cs -17.0000 2417.1660 = MATERIAL R2
b 360 EA -4,0000 526.1310 | MATERIAL D1
- 550 PKG -2.0000 1.434.5910 = MATERIAL H1
e 700 SET -5.0000 1,391.3260 = MATERIAL c1
b 800001 ROLL 90.0000 27360 = MATERIAL P1
i 800002 ROLL 0.0000 2.5920  MATERIAL P1
e 810001 at 0.0000 3.6000 = MATERIAL P1
L Aannnn - ~mnnn saran | xaawemo e
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Item Details Screen

Item Details
Item ID: 200200
Description: Water Heater
Unit: EA
Quantity Available: -8.0000
Price: 299.9500

Additional Description:

6. Click the blue Customer Price to view the Customer Price window.

Customer Price Screen

Item '200200' - Customer Price x
Unit Customer Price
EA 269.9550

This drill down is only available it you selected the check box to Show Customer Price
in the Customer Portal Manager Site Settings (page 7-5) function.

7. Select the Shopping Carticon ¥ to add the Item to the order.

8. When the Item has been selected, a check mark will appear above the shopping cart é .
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9. To view Items that have previously been ordered, click the Recent Items button ~ fecentitems
to view a list of recently ordered Items.

Recent Items Screen

Customer Portal - Recent ltems I My Azoount. Log R
Views & Refresh "= view Order Y Filter
Order .
Filter
Open Orders
Search:
New Order
Apply Filter Reset
Pending Orders
Add Order Number Item ID Description Quantity | Unit Date
Invoice Payment
v v 7 ? v v e
Manage
B 00000128 COM100 Multimedia Desktop 10000 EA 3/23/2018
Admin Manage
105-Key USB/PS
00000128 KYB100 10000  EA 3/23/2018
B Multimedia Keyboard 123
B 00000128 MON103 E"g;:‘:t"x‘“dew“” 10000  EA 3/23/2018
B 00000127 BATO1S Battery Pack -NiMH 10000 EA 3/22/2018
B 00000127 CAS006 g:g:;zic“m”“t” 10000 EA 3/22/2018
105-Key USB/PS
B 00000127 KyB100 i 10000 EA 3/22/2018
B 00000127 MEMO36 micreSD Memry Card 10000 EA 3/22/2018
B 00000127 MEMO38 USB Flash Drive 10000 EA 3/22/2018
B 00000127 MON103 Qat:Panel Widescresn 10000 EA 3/22/2018

HD Monitor

10. A list of recently ordered Items will appear with the Order Number, Item ID, Description,
Quantity, Unit, and Date displayed.

11. You may filter the results using the filter field for each column heading. See the Filtering
and Sorting (page 4-5) section for details on applying filters.

12. Select the Shopping Carticon ¥ to add the Item to the order.
13. When the Item has been selected, a check mark will appear above the shopping cart :é .

14. When you are finished adding Items to the order, click the View Order icon ®vieworder to
return to the Order page.

NOTE: The Item Unit is the selling unit of measure.

.0 0.0 0 0 0 000000000000 0000 0000000000000 00000000000000000000000000000010
15. You can change the quantity of each Item by changing the value in the Quantity field.

16. To recalculate the extended price, use the Recalculate icon B recaiculare .
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17. If you would like to add additional Items to the order, use the Continue Ordering icon
& continue orderng | 1O OPEN the Order Entry - Inventory Search page.

18. If you wish to remove an Item from your order, use the Remove Item icon g for that
ltem.

19. If you would like to cancel the order, use the Cancel Order icon fi cance oraer and select Yes
on the confirmation dialog box.

20. To finish the order and check out, use the Checkout icon & checout

to continue to the
order completion screens.

Customer Portal - New Order Checkout

Customer Portal - Checkout KENT  MyAccount  Log Out

© continve @ Back "D Reset
Order

Customer Info: Alt008

Open Orders Altos Servers Company

945 Tuscon Drive
No.3
New Ordey Rollingstane, MN 55969
Pending Orders (612)-805-6762
(612)-805-6024
Invoice Payment Payment Method:
Terms

Manage

g Requested Ship Dater | 410
Admin Manage
Admin Manag P —

041417

FevBens 41472017

Notes: |

tem ID
BATO15
BATO13
CAS006
MEMO36
MEMO38
KYB100

MSE101

Checkout

To help secure sensitive payment information, you have the option of setting permissions so
that not all users have Checkout permission.

The users without Checkout permission can add Items to a pending order, then users with
Checkout permissions can compile those Items into an order and submit it.
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To complete your Order:

1. Click the Checkout icon @<=t 14 view the first checkout screen.

Customer Portal - New Order Checkout

Customer Portal - Checkout KENT  MyAccount  Log Out
© continve  @ack "D Reset

Customer Info: Alt00s

Open Orders Altos Servers Company
945 Tuscon Drive
No.3
NewOrd Rollingstone, MN 55969
UsA
Pending Orders (612)-805-6782
(612)-805-6024
Invoice Payment Payment Method:
Terms -
Manage :
g Requested Ship Date: |, 1\ o0 .

Admin Manage R
041417

ke 4/14/2017 -

Notes: |

ltem 1D
BATO15
BATO13
CAS006
MEMO36
MEMO38
KYB100

MSE101

Select your Payment Method from the Payment Method drop-down list.
Enter a Requested Ship Date.

Enter your PO Number and PO Date, if applicable, in the appropriate fields.
Add any additional Notes.

o v~ w N

If you would like to clear the PO Number, Dates, Payment Method, and Notes from your

order, use the Reset icon St

N

To return to the Pending Order page, use the Back icon © #ac

8. To continue checking out, use the Continue icon SN -
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The Ship-To information screen appears.

Checkout - Ship-To Info

Customer Portal

Open Orders

Pending Order

Invoice Paymet

. If you want to enter a new Ship-To location, use the New Ship-To icon ¥ new ship-10

. Use the Save Changes icon [E)save changes

Customer Portal - New Order Checkout Ship-To Screen

KENT  MyAccount  LogOut

© continve @ Back

= New Ship-To

Use Billing Address
Ship-To ID: -

Alt008

rs

Jon Dalmark
nt

945 Tuscon Drive
No.3
Rollingstone

MN

55969

USA

Ship Method ID: |\

‘ upy| x ‘

. Select the Ship-To location for your order from the Ship-To ID drop-down list.

. To use the Billing Address as the Ship-To address, click the Use Billing Address button.

to open
the Ship-To Info function (page 8-41).

Enter the new Ship-To location information into the appropriate fields.
to save the Ship-To location information and

return to the order checkout.

Use the Back To Checkout icon to return to the previous page.

Back To Checkout
Select the Shipping Method for the order from the Ship Method ID drop-down list.

Any changes you make to the Ship-To information are applicable to the current order
only.

To continue checking out, use the Continue icon & . .. -
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9. The Review Order screen appears.

Customer Portal - New Order Checkout Review Order Screen

‘Customer Portal KENT  MyAccount  LogOut

B s O Back

Please review the order information below to make sure tis corect,

Open Orders

NewOrger SoaTe: Atoos stipTo:
Atos Servers Company

Pending Orers 945 Tuscon Drive

Invoice Payment

Payment Method: Terms Requested Ship Date: 4/14/2017
PONUmber: 41417 PO Date: 41472017
Ship Via: ups
Notes
ltem D Description Quantity | Unit Price Ext Price
BaTO1S Battery Pack -NIMH 100000 | EA 2655000 265500
BATO13 External Batiery Charge/Discharger 100000 EA 2655000 265500
casaos Portable Computer Briefcase 150000 | EA 2655000 396250
MEVO36 microsD Memory Card 250000 | EA 2655000 663750
MEMD38 USB Flash Drive 250000 | EA 720000 1,80000
K¥B100 105-Key USE/PS Multmedia Keyboard 100000 | EA 2655000 265500
MSETD! Wireless Optical Mouse 3000 100000 | EA 269910 26991
Sustotal 2065491
Tax: 134257
“Grand Total: 21,9978

“Shipping charges wil be added to order total at the time of shipment:

Open Checkout - Review Order

1. Review the information on your order to make sure it is correct. If you need to make

changes to your order, use the Back icon o

2. If your order is correct, use the Continue & Submit icon [ cominuezswmt to complete your
order.

If you use a payment provider to process credit card payments:

1. If you use a payment provider, upon proceeding to the payment screen, the customer may
be routed to your payment provider's checkout page after the Review Order screen.
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2. For example, if your payment provider is PayPal, your customer will be sent to a page
similar to this:

Customer Portal - New Order Payment Provider Example

Open Systems Inc

Order summary

> Pay with credit or debit card Total (USD): 836.54

Card Number

Fi

Expiration Date I i

csc
What is this ?

Billing Address

First name

Last name

Pay Now

Secure payments by PayPal'

Return to merchant's website

3. The Customer can then enter payment information, then click the Pay Now button to send
the information to the payment processor, after which the Customer will be returned to the

Order Complete page.

4. To return to the Customer Portal Order page, click the Return to merchant's website link at
the bottom of the page.
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Checkout - Payment Info

Customer Portal - New Order Payment Info

Jim My Account Log Out

Customer Portal
Vi O Continue Back

Order
Select a saved payment:

v Reset Payment Info
Open Orders ACH US Bank yi
New Order
Account Type: Checking Bank Name:  US Bank
Pending Orders Account Number: X)XXXO00XXXXT158 Routing Code: 111111118

Invoice Payment

Manage

Admin Manage

1. If you selected a credit card or bank account as your Payment Method, Select a saved
payment method to use for the order from the drop-down list of saved Payment Methods.

The available Payment Methods to select from will come from the Payment Info
function on the Manage menu. The Payment Methods available will also be based on
the Payment Method selected on the first Checkout screen (page 8-55).

2. Use the Reset Payment Info button to clear the fields. Use the Back icon @ to return
to the previous page.

3. If you selected a Terms payment as your Method of Payment, you will be invoiced for the
order and the Payment Info screen will not appear.

4. To continue checking out, use the Continue icon & continue -
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5. The Review Order screen appears.

Customer Portal - New Order Review Order Screen

Customer Portal JM  MyAccount  LogQut

B submit & Back

Piease review the order information below to make sure it is comect,

Open Orders
New Order Sold Tax A008 Ship Tox Bob Redford
Altos Servers Company Altos Server West Dist Center

Pending Orders 945 Tuscon Drive 5128 Ocean Dr

Los Angeles, CA 90210
usa
Invoice Payment
Payment Method: Bank Account Requested Ship Date: 5/2/2017
PO Number: 78616797 PO Cate; 5122017
Ship Viax UPS
Notes
Description Quat e
ACCN2 Automabile Adaptor 50000 | EA 67,5000 33750
CAS006 Fortabie Compter Briefcase 50000 | EA 40.5000 20250
MEMD36 microSD Memory Card 5.0000 | EA 35.1000 17550
MEMD38 USB Flash Drive 50000 | EA 360000 18000

Subtotal : 89550
Tax:
*Grand Total : 95371

*Shipping charges will be added to order total at the time of shipment.

Order Complete

6. After selecting payment information, you will have another opportunity to review the
order. If the order is correct, use the Submit icon ., . tocomplete the order.

When your order is complete:

1. If you are using a credit card payment with PayPal or another payment processing provider,
the payment authorization detail will display. Otherwise, a confirmation page will appear.
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Customer Portal - New Order Confirmation Screen

Customer Portal KENT  MyAccount  Log Out

Views

= New Order
Order
Your order has been submitted successfully.

Open Orders Order Number: 00000048

A confirmation email has been sent 1o you with order information attached.
New Order

View/Print Order
Pending Orders
Invoice Payment
Manage

Admin Manage

2. Use the View/Print Order link to view or print your order. (See the Printing Forms section
(page 4-13) for details on how to print the order.)

Customer Portal - Confirmed Order - Print Preview

Open Order Report X
M B e M 4 Page 1 ~ of 1,0 N H B pdf s

<<0ORDER ACKNOWLEDGEMENT>>

PAGE : 1
Continental Products Unlimited
4301 Dean Lakes Bivd
Shakopee, MN 55379 DATE 41472017
UNITED STATES ‘ORDER NO 00000047
952)-403-5700
§ A0S s
O Altos Servers Company H  aitos Servers Company
LD Jon Dalmark :) Jon Dalmark
945 Tuscon Drive 945 Tuscon Drive
T Ne.3 T No3
O Rollingstone, MN 55969 O Roliingstone, MN 55969
TERMS DESCRIPTION  CUSTOMER PO NO SL & SL 82 ORDER DATE
0% Disc, Net 30 GJL JSK 41472017
ITEM ID TXCL UNIT ‘ORDERED UNIT PRICE EXTENSION
BATO13 o EA 3.0000 265.5000 796.50

Extemal Battery Charge/Discharger
REQ SHIP DATE 4142017

BATO1S 0 EA 1.0000 265.5000 265.50
Battery Pack -NiMH
REQ SHIP DATE 4/14/2017
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3. An Order Acknowledgment will also be sent to the Customer's Email address.

Customer Portal - Confirmed Order - Email

gz Companylogo . ||E  OrderAcknowledgementpdf _
= 1KB = 104kB
Dear Jim Kent,

Your order has been created successfully. Please find the order acknowledgement attached with this email.
Order Number: 00000067
This is an auto-generated message, please do not reply.

Altos Servers Company
Continental Products Unlimited
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PENDING ORDERS

Use the Pending Orders summary page to view orders you or other users have started but
have not yet completed. For instance, if you begin an order, then navigate away from the
page, your order will be listed on the Pending Orders page.

To work with the Pending Orders function, follow these steps:

1. Select Pending Orders from the Order menu.

Customer Portal - Pending Orders Menu

Views
Order

Open Orders

New Order

Pending Orders

Invoice Payment

Manage

Admin Manage
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2. The Pending Orders screen appears.

Customer Portal - Pending Orders Screen

Customer Portal - Pending Orders LTUE Vv Azcount B Log Out
U @ checkout [ Recalculate T Cancel Order BB pending Order Summary 4 Continue Ordering
Order
item ID Description Quantity | UOM Price Ext Price
Open Orders
o | sato1s Battery Pack -NiMH 10,0000 | EA 265.5000 265.50
New Order
o | saT013 External Battery Charge/Discharger 10,0000 | EA 265.5000 265.50
Pending Orders
s B o casoos Portable Computer Briefcase 250000 | EA 2655000 265.50
M o MEMO036 micraSD Memory Card 250000 | EA 2655000 265.50
Admin Manage
o MEmoss USB Flash Drive 250000 | EA 72.0000 72,00
@ Krsi00 105-Key USB/PS Multimedia Keyboard 100000 | EA 265.5000 265.50
w mselor Wireless Optical Mouse 3000 10,0000 | EA 269910 26,99
1.426.49
e @ v

3. If you want to view a summary of all the open orders, select the Pending Order Summary

ICON BT ouding order sommary 1O VieW the Pending Orders Summary screen.

Customer Portal - Pending Orders Screen Summary

Customer Portal - Pending Orders KENT Qi i Log Ot

Views

BB View My Order

Order
Name Login Total Amount
Open Orders
v i v
New Order ent kent 16,325.87
Pending Orders dim kent Jim PRI
44,021.60
Invoice Payment
Manage Page 1 of 1 (2 items] 1 ze: | 20 -

Admin Manage

4. View pending order details by using the link in the Name column or the View My Order icon

B view My Order *

NOTE: Admin users for the Customer will see all orders pending and may view any
order. Users that are not Admins will only see their orders.
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When using the View My Order icon, the order for the user currently logged in will
appear.
NOTE: If you are in the New Order screen, you may view pending order details by
using the View My Order icon.
5. Use the Pending Orders detail page to add Items to your order, recalculate the extended
price after changing quantities, proceed to the checkout, or cancel the order.

Customer Portal - Pending Orders Screen Detail

Customer Portal - Pending Orders KENT My Account  Log Out

views @ checkout [ Recalculaste Il cancel order BB Pending Order Summary 4 Continue Ordering

Order
Item ID Description Quantity | UOM Price Ext Price
Open Orders
atter ack -Nil X X
BATO1S Battery Pack -NiMH 100000 | EA 265.5000 26550
New Order
xternal Battery Charge/Discharger X X
BATO13 External Battery Charge/Discharg 100000 | EA 265.5000 26550
Pending Orders
[ W casoos Portable Computer Briefcase 250000  EA 265.5000 26550
Manage i § MEMO36 microSD Memory Card 250000 @ EA 265.5000 26550
Admin Manage
@ | Memoss USB Flash Drive 250000  EA 72.0000 7200
o «vsi00 105-Key USB/PS Multimedia Keyboard 100000 | EA 265.5000 26550
o Mseo1 Wireless Optical Mouse 3000 100000 EA 269910 2699
142649
e B -

6. You can change the quantity of each Item by changing the value in the Quantity field. To

recalculate the extended price, use the Recalculate icon .
E Recalculate
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7. Use the link in the Description column to see details or an image of that Item.

Customer Portal - Pending Orders Item Details

Item Details X
ftam ID: BATO13
Description: External Battery Charge/Discharger
Unit: EA

Quantity Available: 21.0000
Price: 2655000
Additional Description:

Item picture not available.

8. If you would like to add additional Items to the order, use the Continue Ordering icon
to open the Order Entry - Inventory Search page.

= continue ord ering

9. See the New Orders section (page 8-51) for instructions on entering an order.

10. Click the Checkout icon @ =dkeut g begin the checkout process. See the steps in the To
complete your Order: (page 8-56) section for steps to checkout and complete the order.
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INVOICE PAYMENT

Use the Invoice Payment link to make payments for one or more invoices using a credit card or
bank account.

To work with the Invoice Payment function, follow these steps:

1. Select Invoice Payment from the Order menu.

Customer Portal - Invoice Payment Menu

Views

Order
Open Orders
MNew Order
Pending Orders

Invoice Payment

Manage

Admin Manage
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2. The Invoice Payment screen appears.

Customer Portal - Invoice Payment Screen

Customer Portal - Invoice Payment KENT  MyAccount  Log Out

Views submit @ Auto Apply
Order
Payment Amount: - Remaining: 000
Open Orders
Payment Method: | _
Select lods
New Order
Pending Orders Pay | Invoice Number nusice Date Due Date NetDue | Payment
Invoice Payment 2 171472017 171472017 1,566.40 0.00
Manage
25 271472017 271472017 1,703.79 0.00
Admin Manage
27 371472017 3/14/2017 3957.54 0.00
7 4132017 41372017 14,376.54 000
041300000028 10/27/2019 10/27/2019 1,065.00 0.00
3 1171172019 111172019 2130 0.00
041300000027 1172772019 1172772019 527.18 0.00
19 127772019 12/7/2019 12.387.25 0.00
3 12/22/2019 12/22/2019 622.40 0.00
7 1/24/2020 1/24/2020 17,394.54 000

3. Alist of invoices eligible for payment will appear.
To apply a Payment:

1. Enter a Payment Amount.
2. Select a Payment Method from the drop-down list:

¢ Credit Card - will pay the invoice(s) using the saved credit card type payment info
records. You must have a Payment Service set up and functioning to select the Credit
Card type.

¢ Bank Account - will pay the invoice(s) using the saved bank account type payment
info records.

3. Mark the Pay check box for each invoice against which you want to apply the payment.

4. Alternately, you can use the Auto Apply icon @ sus sooy , Which will distribute the payment
amount automatically to invoices.

When you Auto Apply a payment, the invoices paid will start at the top of the list of
invoices displayed and continue down until the payment amount is used up.
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5. Click the Submit icon to proceed & submit |

Customer Portal - Invoice Payment Method Screen

Customer Portal - Invoice Payment I g (09 O
R Submit  F* New PaymentInfo D) Back
Order
Select a saved payment: TR -
Open Orders o

New Order

Account Type: _
Checking ¥
Pending Orders

Bank Name: US Bank

Inveice Payment

Routing Code: 111111118
Manage
Account Number:

Admin Manage JOOOCOKNKANKXXT 158

6. Select a saved payment method from the drop-down list.

The available Payment Methods to select from will come from the Payment Info
function on the Manage menu.

The fields displayed will change depending on the Payment Type, Credit Card or Bank

Account selected on the Invoice Payment screen.
7. Select a command button:

Command Buttons

Name Description

] Save and submit the payment information.
Submit

Open the Payment Info function to add a
= new Payment Info new payment method.
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CUSTOMER PORTAL

Invoice Payment

0 Back

Description

Return to previous page.

8. Select the Submit icon to complete the payment.

9. A notification will display when the payment transaction is complete, along with details of

the payment.

Customer Portal - Invoice Payment Confirmation Screen

Customer Portal

Views

Order

EB Invoice Payment List

ion has been

Payment

Open Orders nvoice Number

2%
New Order
Pending Orders

Invoice Payment

Manage

Admin Manage

10. Use the Invoice Payment List button

eligible for payment.
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KENT  MyAccount  Log Out

BB mvoice Payment List

Invoice Date Paid Amount

1/14/2017 1,566.4(

Total Amount Paid: 1,566.4(

ize:| 10 -

to see an updated list of invoices
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USING THE VIEWS MENU

Use the Views menus to see your Account Information, Aged Trial Balance information, Invoice
History, Payment History, and Pending Payments. These views are read-only.

These views can be filtered and sorted using the tools of the views screens. See the Filtering
and Sorting section (page 4-5) for details on filtering and sorting these views.

Account Information

The Customer Account Information page displays Customer account information such as the
Last Invoice Number, Last Sale Date, Credit Limit, and Current Balances.

You can view the invoices behind the balances using the drill-down links.

Aged Trial Balance
The Aged Trial Balance page will display details of your current Aged Trial Balance. Released
invoices are shown along with totals and payments, as well as amounts due including finance
charges.

Invoice History

Use the Invoice History page to search for invoices. You can search by Invoice Number, PO
Number, or Invoice Date range.

Payment History
Use the Payment History page to search for invoice payment history. You can search for
payments by Payment Number, Invoice Number, Payment Date range, or Payment Amount
range.

Pending Payments

This function is used to view the pending online payments for orders placed through the
Customer web Portal.
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ACCOUNT INFORMATION

The Account Information page displays year-to-date account information for your Customer
account.

The account information you see includes Last Invoice Number, Last Sale Date, Credit Limit,
Terms, Account Balances including Aged Balances, and Total Payment Due. You can also view
Invoice details, Charges, and Unapplied Credit.

To work with the Account Information function, follow these steps:

1. Select Account Information from the Views menu.

Customer Portal - Account Information Menu

Views
Aged Trial Balance
Inveoice History
Payment History

Pending Payments
Order
Manage

Admin Manage
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2.

The Account Information screen appears.

Customer Portal - Account Information Screen

Customer Portal - Account Information LTUE Vv Azcount B Log Out
WASTE O Refresh  Age
Account Information
Sales:
Aged Trial Balance Last Invoice Number: 27
Last Sale Date: 3/14/2017
Invoice History Credit:
Credit Limit: 0.00
RaymentHistony Terms: Net30
. Balances:
Pending Payments
86.852.00
Order 000 ‘
0.00
Manage
5,661.33
Admin Manage 1,566.40
0.00
2981
Unapplied Credit: 664.18
Total Due: 93.445.36
3. To view invoice details, use the blue invoice detail link for the balance amount you wish to

review. The Invoice Detail popup window will appear and allow you to filter the listed
invoices by Invoice Number, Invoice Type, or Amount.

Customer Portal - Account Information Invoice Detail Screen

Invoice Detail x
Invoice Number Invoice Type Amount
T 7 T
25 Invoice 1.703.79
27 Invoice 3,957.54
5,661.33
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4. To age balances, use the Age link “*

0.0 0 0 .0 00000000000 .0.000000000000000000000000000000000000000000000000010
NOTE: The balance amounts that appear come from the Customer setup screen on
the Balance tab. If those amount are edited and the Age button is selected, the aging
will look at the current open invoices and age the balances from those amounts.

0.0 0.0 0.0 0 0 0 000000 0000000000000 IOINONNONNONNNONNNONNNNNNONONNONYNYNDOYNIODYIONPDY

5. A pie chart displaying the proportions of each of your outstanding balances will appear on
the page as well.

When your cursor is hovered over the colored portions of the pie chart, the balance
information for that color of the chart is displayed.
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AGED TRIAL BALANCE

The Aged Trial Balance page displays details of your current Aged Trial Balance. Released
invoices are shown along with totals and payments, as well as amounts due including finance
charges.

The Aged Trial Balance you see includes the Invoice Number, Invoice Amount, Current Amount
Due, Terms, and Unapplied Credit.

To work with the Aged Trial Balance function, follow these steps:

1. Select Aged Trial Balance from the Views menu.

Customer Portal Aged Trial Balance Menu

Views
Account Information
Invoice History
Payment History

Pending Payments
Order

Manage

Admin Manage
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2. The Aged Trial Balance screen appears.

Customer Portal - Aged Trial Balance Screen

Customer Portal - Aged Trial Balance KENTRNE et Log Out
¥ius ‘ c Refresh
Account Information
Inveice Number Amount Current 31-60 61-90 91-120 Over 120 Unapplied
Aged Trial Balance L4 ? L4 ? b4 ? T v
I = D -10,000.00 0.00 0.00 0.00 0.00 0.00 -10,000.00
nvoice History
D 10,650.00 10,650.00 0.00 0.00 0.00 0.00 0.00
Payment History
|} 39.29 39.29 0.00 0.00 0.00 0.00 0.00
Pending Payments
D -10,000.00 -10,000.00 0.00 0.00 0.00 0.00 0.00
Order
D 1.713.46 0.00 .00 0.00 0.00 1713.46 0.00
Manage
D 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Admin Manage
18 -2.010.55 0.00 0.00 0.00 0.00 -2010.55 0.00
D 0.00 0.00 0.00 0.00 0.00 0.00 0.00
B 0.00 0.00 0.00 0.00 0.00 0.00 0.00
B 0.00 0.00 0.00 0.00 0.00 0.00 0.00
D -200.00 0.00 0.00 0.00 0.00 -200.00 0.00
D -1,065.00 0.00 0.00 0.00 0.00 -1,085.00 Q.00
D -200.00 0.00 0.00 0.00 0.00 -200.00 0.00
0 -1,065.00 0.00 0.00 0.00 0.00 -1,065.00 0.00
D 14 0.00 0.00 0.00 0.00 0.00 0.00 0.00

3. To view Invoice details, click the gray Invoice Detail link for the Invoice Number you wish to
review.
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4. The Invoice Detail page will appear and display additional details for the selected invoice,
including Invoice Date, PO Number, Subtotal, Amount Prepaid, and Invoice Amount.

Customer Portal - Aged Trial Balance Invoice History Screen

Customer Portal - Invoice History

Views

Account Information

Aged Trial Balance

T Refresh  Writer ¥ View Order

Add Invoice Number

-

Invoice History

Payment History

Pending Payments

Order
Manage

Admin Manage

Date

x|

3/22/2018

PO Number

KENT My Account Log Qut
Amount Prepaid Invaice Amount
? T A4
625.50 0.00 666.16
625.50 0.00 666.16

5. Click on the Invoice Number link to see the invoice. (See (page 4-15) for details on how to

print

the history invoice.)

6. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

7. Click the View Order button ®view order  to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected,
the New Order (page 8-47) screen will be displayed with a list of the last Items the

Customer has ordered.

8. If there are multiple pages of Aged Trial Balance invoices, use the navigation buttons at the
bottom of the screen to scroll to other pages. See the Buttons section (page 4-11) for details
on the navigation buttons.
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9. Click on the Reporticon [ to see the invoice. (See the Printing Forms section (page 4-13)
for details on how to print the invoice.)

Customer Portal - Invoice History Preview

Invoice History

OB E 4 4 Page 1 v of 1| P N B B/ Pdgf ¥
Continental Products Unlimited
4301 Dean Lakes Blvd
Shakopee, MN 55379 PAGE 1
UNITED STATES
952)-403-5700 INVOICE DATE 41372017
INVOICE NO 17
5 ARDDS 3 AlODE
Altos Servers Company H Altos Servers Company
L Jon Dalmark | Jon Dalmark
p 945 Tuscon Drive p 945 Tuscon Drive
No. 3 Ho. 3
T Rollingstone, MN 55565 T Rollingstone, MN 55565
o] (o]
TOTAL DUE 10,527.12
5181 5152 DUE DATE DISC DUE DATE ORDER NO ORDER DATE SHIP DATE SHIP NO
GJL JSK 4132017 41372097 00000024 21132017 4113/2017
TERMS DESCRIPTION CUSTOMER PO NO SHIP VIA
0% Disc, Net 30 561651
ITEMID TXCL UNITS ORDERED SHIPPED UNIT PRICE EXTENSION
100 3 PKG 3.0000 3.0000 528 5400 1,585.62
Electrical Package
Includes Electrical Quileis and
150 3 PKG 2.0000 2.0000 1,463. 7600 292752
Plumbing Package
250 3 cs 2.0000 2.0000 2,685.7400 5371.48
Exterior Panels

10. To filter your search for a different invoice or group of invoices, click the Filter button
. (See the Filter Button section (page 4-9) for details on using the Filter button.)

T Filter
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11. The Filter screen will appear.

Customer Portal - Aged Trial Balance Filter Screen

Customer Portal - Invoice History KENT My Account  Log Out

Views < Refresh VW riter B view Order

Account Infarmation z
Filter

Aged Trial Balance Invoice Number:

Invoice History PO Number:
Payment History Invoice Date From: .
Pending Payments Thru: - -~
Order Apply Filter Reset
Manage
Add Invoice Number Date | PO Number Subtotal Amount Prepaid Invoice Amount
Admin Manage
v || T i 7 4
b 3/26/2018 1,000.00 1,065.00 1,065.00
- 3/26/2018 -5,301.25 0.00 -5,645.83
e 3/28/2018 1,560.07 0.00 166147
b 3/22/2018 | 041417 20,654.91 0.00 21,997.48
b 3/22/2018 15,218.88 0.00 16,208.10
- 3/22/2018 | 041717-1 27.943.12 29,759.42 29,759.42
- 3/22/2018 48236 0.00 51371
bl 3/22/2018 14,926,368 15.896.59 15,896.59

12. Enter filter criteria into the Invoice Number, PO Number, Invoice Date From, and/or Thru
fields and click Apply Filter.

13. To view the entire list of invoices, click Reset and clear the Invoice Date From and Thru
fields. Click Apply Filter to see the ATB list.

14. To view the original invoice, click the Invoice Number for the invoice you wish to review.
(See the Printing History Invoices section (page 4-15) for details on how to print the history
invoice.)

15. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

16. Click the View Order button ®viewocer to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected,
the New Order (page 8-47) screen will be displayed with a list of the last Items the
Customer has ordered.

17. Print the Aged Trial Balance report by right-clicking on the screen and select Print from the
menu. (See the Printing Reports section (page 4-15) for details on how to print the report.)
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INVOICE HISTORY

Use the Invoice History page to view your Invoice History. You can filter the list of invoices by
Invoice Number, Invoice Date, PO Number, Subtotal, Amount Prepaid, or Invoice Amount.

You may also use the Filter icon on the toolbar to open the Invoice History Filter window
where you can enter your search criteria into the appropriate fields, then use the Apply Filter
button to find all invoices that meet your search parameters. Use the Clear Filter button to
remove the filter parameters.

To work with the Invoice History function, follow these steps:

1. Select Invoice History from the Views menu.

Customer Portal - Invoice History Menu

Views
Account Information

Aged Trial Balance

Invoice History

Payment History

Pending Payments
Order
Manage

Admin Manage
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Customer Portal - Invoice History Screen

Customer Portal - Invoice History

Views

Account Information

Aged Trial Balance

Invoice History

Payment History

Pending Payments

Order
Manage

Admin Manage

 Refresh

Add

N oW W W % oo W ow W o

n o

Y Filter B2 View Order

Invoice Number Date

3/26/2018

3/26/2018

3/26/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/22/2018

3/21/2018

PO Number

041417

0417171

4561228

17T

KENT My Account Log Qut

Subtotal Amount Prepaid Invoice Amount
T 7 v
1.000.00 1.065.00 1,065.00
-5,301.25 0.00 -5,645.83
1,560.07 0.00 1,661.47
20,654.91 0.00 21,997.48
15,218.88 0.00 16,208.10
27,943.12 29,759.42 29,759.42
48236 0.00 51371
14,926.38 15,896.59 15,896.59
386.96 0.00 41211
1,192.50 0.00 1.270.01
1,530.12 1,629.58 1.629.58
146250 0.00 1,557.56
625.50 0.00 666.16
669.00 0.00 71249
27.00 0.00 2876

3. To view the original invoice, click the Invoice Number for the invoice you wish to review.
(See the Printing History Invoices section (page 4-15) for details on how to print the history

invoice.)

4. Click the Shopping Cart button ® to select the order to view and copy to a new order.

5. Click the View Order button = vieworder  to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected,
the New Order (page 8-47) screen will be displayed with a list of the last Items the
Customer has ordered.

6. To filter your search for a different invoice or group of invoices, click the Filter button

Y Filter
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7. The Filter screen will appear.

Customer Portal - Invoice History Filter Screen

Customer Portal - Invoice History

Views

Account Infarmation

Aged Trial Balance

Invoice History

Payment History

Pending Payments

Order
Manage

Admin Manage

& Refresh Y Filter B2 view Order

Filter

Invoice Number:

PO Number:

Invoice Date From:

Thru:

Apply Filter

Add Invoice Number

Date

i

Reset

PO Number Subtotal

T b

CUSTOMER PORTAL
Invoice History

KENT  MyAccount  Log Out

Amount Prepaid | Invoice Amount

T v

8. Enter filter criteria into the Invoice Number, PO Number, Invoice Date From, and/or Thru
fields and click Apply Filter.
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9. To view the entire list of invoices, click Reset and clear the Invoice Date From and Thru
fields. Click Apply Filter to see the Invoice History list.

Customer Portal - Invoice History Filter Screen (Filled)

Customer Portal - Invoice History KENT My Account  Log Out

Views > Refresh Y Fiter B View Order

Account Information

Filter
Aged Trial Balance Invoice Number:
Invoice History PO Number:
Payment History Invoice Date From: .
Pending Payments Thru: L .
Order Apply Filter Reset
Manage
AN Add Invoice Number Date PO Number Subtotal Amount Prepaid Invoice Amount
v 22| B v v * *
b 3/26/2018 1,000.00 1,065.00 1.065.00
e 3/26/2018 -5,301.25 0.00 -5.645.83
= 3/26/2018 1,560.07 0.00 1.661.47
) =] 3/22/2018 | 041417 20,654.91 0.00 21,997.48
= 3/22/2018 15,218.88 0.00 16,208.10
= 3/22/2018 | 0417171 27,943.12 29,759.42 29,759.42
= 3/22/2018 482.36 0.00 51371
- 3/22/2018 14,926.38 15,896.59 15.896.59

10. If there are multiple pages of Invoice History, use the navigation buttons at the bottom of
the screen to scroll to other pages. See the Buttons section (page 4-11) for details on the
navigation buttons.

11. Click the Shopping Cart button ¥ to select the order to view and copy to a new order.

12. Click the View Order button = vieworder  to view the selected order, if the Shopping Card
has been selected, and copy to a new order.

If the shopping cart has not been selected when the View Order button is selected,
the New Order (page 8-47) screen will be displayed with a list of the last Items the
Customer has ordered.
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13. To view the original invoice, click the Invoice Number for the invoice you wish to review.
(See the Printing Forms section (page 4-13) for details on how to print the invoice.)

Customer Portal - Invoice History Preview

Invoice History xX
=] 4 Page 1 ~ of 1+ W E B paf -

Continental Products Unlimited
4301 Dean Lakes Blvd

Shakopee, MN 55379 PAGE 1
UNITED STATES
(952)-403-5700 INVOICE DATE 4113/2017
INVOICE NO 17
Alt008 5 A0S
o Altos Servers Company H Altos Servers Company
L Jon Dalmark | Jon Dalmark
D 945 Tuscon Drive p 945 Tuscon Drive
Mo. 3 No. 3
T Rollingsione, MH 55565 T Rallingstone, MM 55565
o o
TOTAL DUE 10,527.12
SLS1 5LS2 DUEDATE DISC DUEDATE ORDERNO ORDER DATE SHIP DATE SHIP NO
GJL JSK 4113/2017 41372017 00000054 2132017 41372017
TERMS DESCRIPTION CUSTOMER PO NO SHIP VIA
0% Disc, Net 30 561651
ITEM ID TXCL UNITS ORDERED SHIPPED UNIT PRICE EXTENSION
100 3 PKG 3.0000 3.0000 528.5400 1,585.62
Electrical Package
Includes Electrical Outlets and
150 3 PKG 2.0000 2.0000 1.463.7600 2927.52
Plumbing Package
250 3 Cs 2.0000 2.0000 2.685.7400 5,371.48

Exterior Panels

14. Print the Invoice History report by right-clicking on the screen and select Print from the
menu. (See the Printing Reports section (page 4-15) for details on how to print the report.)
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CUSTOMER PORTAL
Payment History

PAYMENT HISTORY

Use the Payment History page to view payments that have been applied to invoices. You can
filter the list of payments by Invoice Number, Payment Type, Payment Date, Payment Number,
Discount Amount, or Payment Amount.

To work with the Payment History function, follow these steps:

1. Select Payment History from the Views menu.

Customer Portal - Payment History Menu

Views
Account Information
Aged Trial Balance

Invoice History

Payment History

Pending Payments
Order
Manage

Admin Manage
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2. The Payment History screen appears.

CUSTOMER PORTAL
Payment History

Customer Portal - Payment History Screen

Customer Portal - Payment History

Views

Account Information

Aged Trial Balance

Invoice History

Payment History

Pending Payments

Order

Manage

Admin Manage

KENT.

My Account  Log Out

T refresh Y Filter

Invoice Number

ON ACCOUNT
010200000007
110400000015
100700000012
020100000005
0934757
061000000003
030100000003
0934757
081000000002
081000000001
110400000015
45

6

OGN ACCOUNT

Payment Type

Direct Debit
Cash

Cash

Check
Cash
Credit Card
Other
Check
Credit Card
Credit Card
Credit Card
Check
Check
Write Off
Check
Credit Card
Cash

Cash

Payment Date
vy

1/13/2020
12/22/2019
12/14/2019
11/27/2019
11/22/2019
1/11/2019
1/11/2019
10/30/2019
10/29/2019
10/29/2019
10/29/2019
10/29/2019
10/29/2019
10/29/2019
10/28/2019
10/5/2019
10/5/2019

10/3/2019

Payment Number

423

25847

4567

789

4355

Discount Amount

Payment Amount
b4
15,000.00
2,000.00
1,000.00
200,00
100.00
11530
403.64
143435
264651
56290
21,790.59
1561824
409193
56290
1,000.00
3,906.22
1.275.90

50.00

3. To filter your search for a different invoice, or group of invoices, click the Filter button

Y Filter

8-92 Portals
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CUSTOMER PORTAL

Payment History
4. The Filter screen will appear.
Customer Portal - Payment History Filter Screen
Customer Portal - Payment History KENT My Account  Log Out

Srefresh Y Filter

A t Informati .
ccount Information Filter
Aged Trial Balance Invoice Number:

Invoice History Payment Number:

Payment Hietory PaymentDate From: | o -

Pending Payments Thru: 4/1472020 -
Payment Amount From:

Thru:

Apply Filter Reset

nvoice Number Payment Type Payment Date | Payment Number Discount Amount

No data to display

5. Enter filter criteria into the Invoice Number, Payment Number, Payment Date From,
and/or Thru fields and click Apply Filter.

6. To view the entire list of invoices, click Reset and clear the Payment Date From and Thru
fields. Click Apply Filter to see the Payment History list.

7. You may also filter the Payment History by using the column filters. (See the Column Filters
section (page 4-5) for details on filtering by columns.)

8. If there are multiple pages of Payment History, use the navigation buttons at the bottom of
the screen to scroll to other pages. See the Buttons section (page 4-11) for details on the
navigation buttons.
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CUSTOMER PORTAL
Pending Payments

PENDING PAYMENTS

The Pending Payments function is used to view the Pending online Payments for orders placed
through the Customer web Portal.

In addition to Pending online Payments, unposted payments for the Customer from the
TRAVERSE desktop Cash Receipts function will also appear.

To work with the Pending Payments function, follow these steps:

1. Select Pending Payments from the Views menu.

Customer Portal - Pending Payments Menu

Views
Account Information
Aged Trial Balance
Invoice History

Payment History

Pending Payments

Order
Manage

Admin Manage
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Pending Payments
2. The Pending Payments screen appears.

Customer Portal - Pending Payments Screen

Customer Portal - Pending Payments MR L Log Out

Viey
Views ru
= Refresh

Account Information

nvoice No Pmt Date | Dep/Batch MOP Bank ID Check Payment Discount
Aged Trial Balance 041300000050 11/25/2019 | #####4 Visa 17,394.54 0.00
Invoice History 19 4/13/2017 | #i###H Check FNBOO1 98461 19,560.62 0.00
26 AT2017 | #HEEEE Cash-DD FNBOO1 1,566.40 0.00
Payment History
7 A/1T/2017 | #R#E#FR Cash-DD FNBOO1 14,376.54 0.00
Pending Payments
ON ACCOUNT Af1T/2017 | ##EHEE Cash-DD FNBOO1 20,847.28 Q.00
Order
ON ACCOUNT A/19/2017 | #####R Cash-DD FNBOO1 29,759.42 0.00
Manage
ON ACCOUNT A4/19/2017 | #4###H Cash-DD FNBOO1 15,896.59 0.00
Admin Manage
ON ACCOUNT 4/20/2017 | ####ER Cash-DD FNBOO1 1,629.58 0.00
ON ACCOUNT 5/2/2017 | ###### Cash-DD FNBOO1 953.71 0.00
19 5/2/2017 | #HHHH Cash-DD FNBOO1 272519 0.00
9 5/2/2017 | ###### Cash-DD FNBOO1 622.40 0.00
e1o e ge size: | 20 -

3. The screen displays the Invoice No, Pmnt Date, Dep/Batch, MOP, Bank ID, Check,
Payment, and Discount.

4. Each column can be sorted by clicking on the header: once to sort ascending, and twice to
sort descending.

5. If there are multiple pages of Pending Payments, use the navigation buttons at the bottom
of the screen to scroll to other pages. See the Buttons section (page 4-11) for details on the
navigation buttons.
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