Order Management
Supplier Standard Training

I-IUIWC'D

nnnnnnnn ing Companies™




I-IUIWCD

nnnnn ting Companies™

Welcome to the Order Management Supplier Standard
Training

During this presentation you will learn:

— Order Management Overview

— Login to Portal and Overview

— How to retrieve and review Purchase Orders
— How to respond to the PO (POR) - Accept

— How to reject a Purchase Order

— Change Orders

— Invoicing
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Order Management Overview

Hubwoo

BUYER SUPPLIERS

‘ BWR|
= Search Catalog \"‘-;/\ \,3
= Transfer to e m

Shopping Cart

= Approval
= PO Creation

Change Order /




HUBWCO

Login Page s g e

* You will receive an e-mail from customercare @hubwoo.com
with your login credentials. Make sure you are connected to the
internet, and click on the link provided in the email, or go to
https://portal.nubwoo.com

Then enter your User Name and Password, and click on Login.

— Login
Enter your user name
Forgot User Name?

Enter your password

Forgot Password?



mailto:customercare@hubwoo.com
https://portal.hubwoo.com/
https://portal.hubwoo.com/

HUBWCO

Orders Tab A= ted]

« To use the Order Management tool you can click on the
Orders tab from the blue menu bar.

EU Demo Supplier | Demo Supplier tsm001] ¥ Help ¥

HUBWQCO

Connecting Companies~

‘ The Business Network

<& Opportunities  Catalogs 8 Orders =39 Finance a4 Analyze & Business Directory < Connections #* Administration

Show Dashboard Settings

Notifications Recent Order Management Activity
Release 9.7 Document # Type Issue Date Company Status
412212014
100007148 Invoice 2/5/2014 9:25... eBuy7 Demo P142V Sent
Release 9.6 100001152 Advance Ship._.  5/5/20149:21..  Global Corp DEMO Bonn Sent
412212014
Ref1 Order Response  5/5/2014 918 .. Global Corp DEMO Bonn Accepted
4500108972 Purchase QOrder  5/3/2014 113 Hubwoo PERF Houston New

Messages and Alerts

4500108985 Purchase Order 5/3/2014 11:3.. Hubwoo PERF Houston Mew
Document 4500108972 was completed successfully
5/3/2014 1:30 PM 4500108990 Purchase Order  5/3/2014 11:3...  Hubwoo PERF Houston New
Document 4500108988 was completed successfully 4500108970 Purchase Order  5/3/2014 11:3...  Hubwoo PERF Houston New
53/2014 1:30 PM

4500108967 Purchase Order 5/3/2014 113 Hubwoo PERF Houston MNew
Document 4500108990 was completed successfully

4500108965 Purchase Order 532014 11:3._. Hubwoo PERF Houston MNew

50312014 1:30 PM

4500108971

Purchase Order  5/3/2014 11:3_____ Hubwoo PERF Houston New




HUBWGCO

Order Page

- After you have clicked on Orders from either option the
following screen will appear.

HUBWCD The Business Network EU Demo Supplier | Demo Supplier [lsm001] ¥ Help ¥

Connecting Companies=

- Home <&« Opportunities =% Caialogs 8 Orders =9 Finance ad Analyze & Business Directory < Connections #£* Administration

Overview Orders Change Orders Shipment Notices Goods Receipts Cart

Search: provides the capability
to search for a particular PO, by
PO number, Supplier Reference
Number Start or End Date,
Status, or Account Code

\_ _/

Home

Alert Change Orders | ASHNs | Goods Receipts Entry Sheets Invoices Credit Advices | Remit!
erts

=5 Alerts Inbox

|| Mew (25083)
|| Accepted (2446)
|| Accepted With Changes (605
|| Rejected (14)

|| Processing (116)

[ Messages Inbox

=5 Favorites

Advanced Search
po number: | P
Buyer Name: [ End Date:

supplier ref no. | Order Status:

Account Code: [ NNEGEEEEE Order Type:




HUBWCO

F O I d e rS Connecting Companies™

* As New Orders are delivered, they are posted in the New
Orders folder. Click on New Orders to view those orders.

Change Orders  ASNs = Invoices Goods Receipts = Credit Advices

| New Orders (32)

| Accepted Orders (1)

| Accepted with Changes Orders (2)
| Rejected Orders (0)

| Processing Orders (3)




Search Orders HUBWCO

« Various search criteria may be entered at the top of the page to
locate a specific PO. Page numbers or arrows at the bottom of
the page may also be used to scroll or select pages.

Search Options

0 Search Options are combined using AND operation

PO Mumber: | | Contains - Order Status: Al -

Buyer Name: | | Contains - Start Date: | | =

Supplier Reference Number: | | End Date: | | =
Account Code: | | Order Type:  All A

Search Results

Select All Clear All ¥ Add to Basket & Print Selected to PDF | Build ASN | |74 Build Invoice ~

PO Number r Account Code Status Order Date Total Cost Currency

E 000015 Contoso Asia A35102987 Mew 19-Now-2012 02:00:00 FM 347.00 UsD T @ o S
E 000017 Contoso Asia A35102987 New 19-Now-2012 02:00:00 PM 347.00 UsD T @ O, [,
ﬁ’ 000028-test2 Contoso Asia A35102587 New 30-May-2013 02:00:00 PM 1,440.00 UsSD T @ O, I
ﬁ’ 3000001355MG4 Dutch Non Inv A35102987 Mew 19-Apr-2013 06:00:00 FM 120.00 UsD T @ )
ﬁ’ 3000001355MG2 Dutch Non Inv A35102587 MNew 19-Apr-2013 06:00:00 PM 120.00 uUsD fed @ O
ﬁ’ 3000001355MG1 Dutch Non Inv A35102987 Mew 19-Apr-2013 06:00:00 FM 120.00 UsD T @ )
ﬁ’ 3000001356KR Dutch Non Inv A35102587 MNew 19-Apr-2013 06:00:00 PM 120.00 uUsD fed @ O
5} =) 8400000343 Information Services - Corp P164W115-619666666 Mew 13-Mar-2013 07:00:00 PM 2,000.00 UsSD T @ )
ﬁ' il 5400000342 SL5-Baton Rouge P164W343-619666666 New 30-]an-2013 07:00:00 PM 0.00 UsSD T @ O, I
= 6} =" 8400000340 Information Services - Corp P164W115-619666666 New 22-]Jan-2013 07:00:00 PM 1,000.00 UsSD A e @ O, [,
Select Al  Clear All ﬂAdd to Basket &3 Print Selected to PDF |5 Build ASM . Build Invoice -

© 2014 Hubwoo. All' rights reserved. | www.hubwoo.com 8



HUBWCO

Connecting Companies™

« POs can be identified by the PO number, Buyer, Account Code
and Order Date. To the right are the Action icons which are
related to the PO and will be reviewed in detail in this
presentation.

W Q = =y

Search Results

Select All  Clear All &% Add to Basket [ Print Selected to POF | | gy Build ASN | | Build Invoice =

PO Number Total Cost  Inwvoiced Amount

[] aw 4500128720 Hubwoo PERF Houston P42v0013-858888436 Mew 02-Dec-2014 07:00:00 PM 30.00 USD [ &I =

Account Code Status Order Date

|:| ﬁ’ PM20000050001 Global Corp DEMO Paris P142v0004-858BEE8436 Meawe 02-Dac-2014 0&6:00:00 PM 3,938.00 EUR et ‘:l Illli Ili
|:| 5} 2000006054 Site Demo Connactivité O2i P142Y0013-888E88436 Meaw 27-Mov-2014 07:00:00 PM 50.00 EUR it ‘:l q HI
O ﬁs} 2000006052 Site Demo Connectivité O2i P142Y0013-888E88436 Mewve 27-Mov-2014 07:00:00 PM 50.00 EUR L Ql b, e

O ﬁ' 2000006070 Site Demo Connectivité O2i P142v0013-838E88436 Mew 27-MNov-2014 07:00:00 PM 50,00 EUR L &I =, e




HUBWCO

Reviewing and Accepting Order

* Let’s review an order. You can choose to print the order first
by clicking on the Download PDF icon located under the
Action column. This allows you to view the details of this
order in a PDF format.

W Q =3 oy

Click on the
“Download
PDF” icon

10



HUBWCO

F | I e D own I o) ad B 0) ¢ ey Companies™

« A File Download Box will appear. It gives you the option to Open
or Save the document.

EU Demo Supplier | Demo Supplier lsm001] ¥ Help ¥

HUBWQCO

Connecting Companies~

‘ The Business Network

£ Home +& Opportunities 4 Catalogs 8 Orders = Finance a4 Analyze ¥ Business Directory < Connections #* Administration

Overview Orders Change Orders Shipment Notices Goods Receipts Cart

Overview Change Supplier Orders Change Orders  Shipment Notices  Goods Receipts  Cart  Administration

Company: PS Demo Supplier 2
20-Nowv-2012

Search Options

0 Search Options are combined using AND operation

Home > Search Orders

PO Number: | | Contains - Order Status:  All -
Buyer Name: | | Contains hd Start Date: | |'j|
Supplier Reference Number: | | End Date: | |'j|
Account Code: | | Order Type: All -
Search
Search Results
Select All Clear All 87 Add to Basket & Print Selected to PDF |5 Build ASN |7 Build Invoice ~

PO Number Buyer Account Code Status Order Date Total Cost Currency

ﬁ’ 5400000304 5L3-Philadelphia/Whitehall P164W335-619666666 Accepted 30-0ct-2012 07:00:00 PM 1.00 UsD Q_Q‘@ G, By

Do you want to open or save PurchaseOrderResponse.PDF (273 KB) from portaluat.hubwoo.com? QOpen Save ~ Cancel x

11



PO in PDF Format

HUBWCO

Connecting Companies™

If you choose to open the file, Adobe Acrobat will pop up, and

you can see the details of the
can choose to print the order.

purchase ord

Ident
Company Name:
Additional Ident
Name 2:

Street:

Street Supplement 1
City

Region®
Zip/Postal Code.
Country

Purchase Order

P168W098

Non Inv Mati

0000010849

DE120001

SIGMA-ALDRICH CHEMIE Gmbi
Eschenstrasse 5

Tautkirchen

as

82024

Germany, Federal Republic of

3500001108
22-Jun-2011 06:00:00 PM
P168WO098 619666666
0000000114

EUR

Supplier Number

619666666

Customer.
Cusiomer number:

T USER 601
P168W098

Buyer Order Contact:
Contact name:
Telephone:

Fax

Email:

T. USER 601
01010101
01010101
rkuhn@hubwoo.com

Suppl
I1dent
Company Name:
Additional igent
Name 2°

street

City

Region®
Zip/Postal Cade
Country

v Party:

619666666
PS Demo Supplier 2
0000011189

Z6 19666666

10275 Philadelphia Gourt
Rancho Cucamonga
Other

91730

Unitea States

Seller Order Contact:
Contact name:
Telephone:

Fax:

Email:

<. Person
209 950 4434
AT
test@nubwoo. com

Bill To:
1dent

Company Name:
Street:

City

Region:
Zip/Postal Code
Country

1480
Sigma-Aldrich Chemie GmbH
Eschenstrasse 5
Taufkirchen

Other

82024

Germany, Federal Republic af

Billing Order Contact:
Contact name:
Telephone

Fa:

Email:

N/A
NAA
MiA

Ship Te:
1dent

Company Name:
Name 2

Street:

City

Region
Zip/Postal Cade
Country

0000000114
Sigma-Aldrich Chemie GmbH
1460

Eschenstrasse 5
Taufkirchen

Other

82024

Germany, Federal Republic of

Shipping Order Contact:
Contact name
Telephone

Fax:

Email

Test USER 601
IREEEE]

MEA

ap-st@sial com

Transport information:
Transport Mode:

Other

Payment Other:
Payment Mean Code
Payment Terms Gode:
Payment Terms Code Other:

Instrument Mot Defined
Other
AAZD

Order No.: 3500001108
Date Of Print: 10-Sep-2013 11:46:57 PM

rights reserved. | www.hubwoo.com

Buyer Non Inv Matl
Seller: PS Demo Supplier 2

12

er. From Adobe you



HUBWCO

View Purchase Order A= ted]

* You can also view and process the purchase order by
clicking on the Open PO icon located under the Action
column. Click on this icon.

Search Results
Select Al Clear Al Addto Basket UMy print Selected to POF | @Buid ASN  , Build Invoice +
PO Number Buyer Account Code Status Order Date Total Cost Currency

[] u. & 2000005838 Global Corp DEMO Pans P142V0004-883883436 New 12-Aug-2014 06:00:00 PM 50.00 EUR ¥4 Q I‘ o
0 ﬁ. i 2000005817 Global Corp DEMO Pans P142V0004-888888436 New 11-Aug-2014 06:00:00 PM 50.00 EUR v Q oG oy
0 & PP 2000005851 Global Corp DEMO Pans P142V0004-588888436 New 11-Aug-2014 06:00:00 PM S0.00 EUR [ Q oy oy
0 @, gt 2000005837 Global Corp DEMO Pans P142V0004-888888436 New 11-Aug-2014 06:00:00 PM S0.00 EUR ' Q oy my
0O b} ok 2000005835 Global Corp DEMO Pans P142V0004-388888436 New 11-Aug-2014 06:00:00 PM $0.00 EUR ¥ Q oy oy

13



HUBWCO

O rd e r D etal I S Connecting Companies ™

+ Tris will bring you to the Order Details page. At the top of the
page we have the buyer details and contact information; and
below you will find the line items.

Buyer Info

dent, P1e4Wwnl? Buyer Order Contact:

Company Mame: Imlay City, MI . 1, ROWE
Mame 2: 1014001 Telephone: groioiol
Street: 332 Graham Road Fax: oLololol
City: Imlay City Email: diane.pekunka@scotts.com
Region: Ml
Zip/Postal Code: 48444
Country: United States

I Order Header I
order Mo 8100000448 Plant 10 ooooooo11v?
Supplier Ref, Mo, * | | Status: Hew

Supplier Delivery Date: | |j Requested Delivery Date:

I Order Lines I

[] Expand &Il Select All - Clear All 'ﬂndd to Basket @Build AN 4 Build Invoice

Description Status Requested Delivery Date |Supplier Delivery Date oM Quantity Unit Price Currency | Amount Action
|:| 0000000001 Seller: Rollerball pens Processing |E|6-OC’C-ZUIU 11:00:00 p||v|| |06-Ol:t-2|310 11:00:00 AM|E Box coonn | UsD s0.00 w@

1256326

Records: 1, pages:|]< <1 /1 >>

Select Il Clear &l 'ﬁﬁ\dd to Basket @Build ASN 4 Build Invoice

Sub Total for the Order: 50.00 UsD
Tax Total for the Order: 0.00 UsD
Total Amount for the Order: 50.00 USD

14



HUBWCO

O rd e r L I n e S Connecting Companies ™

- Each individual line item may be reviewed. Some Buyers will allow
changes to the Delivery Date, Quantity, or Unit Price while others
have restricted this functionality. The changes can be made by
clicking in the appropriate box and modifying the data or by clicking on
the calendar.

modify the delivery Price box to modify the amount.

Use the calendar to
date.

You can click in the Quantity and ]

Order Lines

[JExpand All Select All Clear All ) Add to Basket | @Build ASN | , Build Invoice v

ered Invoiced

Part 4o = = o = = . Ord _
Mo. No. Description Status Reguested Delivery Date |Supplier Delivery Date uoM Duantity Unit Price” | 4 - ¢t Amounnt fction
[l coocoooool seller: Item_Desc_=055celb Processing |25—Sep—2014 06:00:00 |:||l.| T Each |5_|]c| ||]_|],|:||3 50.00 Jg_-?@
- EUR
[] 0000000002 Seller: Ttem_Desc_21500472 Processing |25—5ep—21:-14 06:00:00 p,,| FEach |a.uu ||5.uu 40.00 = @

Records: 2, pages:|[< <1 /1> =|

Select All | Clear All | oy Add to Basket |gBuild ASN |, Build Invoice

15



HUBWCO

Supplier Reference Number

* Once the order is reviewed and modified if necessary, you
can send it back to the Buyer. Start by adding the Supplier
Reference Number. This is a mandatory field.

Buyer Info

Ident: 888881001 Enter Supplier Buyer Order Contact:

Company Name: Test Buyer Contact Identifier:

Street: 10777 Westheimer Reference Number Contact name: Perry, Darryl

City: Houston to no more than Telephone:

Region: TX Email: dperry@hubwoo.com

Zip/Postal Code: 77042 16 characters. Fax:

Country: US

Order Header

Order No.: 00069 Plant ID: 0034001

Supplier Ref. No.: * | il Status: [New |
Supplier Delivery Date: | | Requested Delivery Date: 25-Dec-2008 11:59:59 PM

16



HUBWCO

Save and Send Pl

* Next, click the Save and Send button to send the response back to
the buyer. The status of the order will change depending on the
modifications to the order.

[saveandsend Elsave @ AddtoBasket @Reiet @BuldASN vBuildses  Build TES
Q Oty. Tracki

Click Save
and Send

Please read Terms and Conditions to Process the Purchase Orders

Buyer Terms and C

Buyer Info

Ident: P142Vv0004 Buyer Order Contact:

Company Name: Global Corp DEMO Paris Contact name: A. AUTOTEST
Name 2: GC_FfR1 Telephone: N/&

Street: 11-15, rue Saint-Georges Fax: N/A

City: Pans Email: AUTOTEST@HUBWOO.COM
Region: Other

Zip/Postal Code: 75009

Country: France

Order Header

Order No.: 2000005838 Plant 1D: 0000000013
Supplier Ref, No.: * test1234] x Status:

Supplier Delivery Date: i Requested Delivery Date:

© 2014 Hubwoo. All rights reserved. | www.hubwoo.com 17



HUBWCO

Connecting Companies™

« If you did not make any changes, you will then get the
confirmation that the order was sent successfully as

Accepted.

Home > Search Orders > View Order

—_—

Bswvemdsens Eisae @addtoBasket Drecc [gBuldasn [} vBuld SES | SBuid TES
=y ®=poF  @Related Docs.  Q Qty. Tracking

Order was successfully sent with ‘Accepted With Changes' status.

18



HUBWGCO

Rejecting an Order

* Rejecting an order can happen for many reasons. The
buyer may no longer need the part or maybe you don't
carry that particular part anymore. Start by opening the
order.

Overview Orders Change Orders Shipment Notices Goods Receipts Cart

Company: Demo Supplier

Home > Search Orders > View Order R
To reject the entire PO
[Hsaveand send  [E'save @ AddtoBasket (@ Reject click the Reject button

&g poF | @) Related Docs. | (@] Oty. Tracking

& News and Information

Buyer Terms and Conditions!

Please read Terms and Conditions to Process the Purchase Orders

Buyer Info

Ident: P142V0013 Buyer Order Contact:

Company Name: Site Demo Connectivité O2i Caontact name: A. AUTOTEST
MName 2: DEMO-021 Telephone: M/a

Street: 11-15, rue Saint-Georges Fax: M/a

City: Paris Email: M/A
Region: Other

Zip/Postal Code: 75009

Country: France

Order Header

Order Mo.: 20000059326 Plant ID: 00000000132
Supplier Ref. No.: * | | Status:

Supplier Delivery Datea: | |'1| Reguested Delivery Data:




HUBWCO

Connecting Companies™

 If you reject the entire Order you will receive the confirmation
Order was successfully rejected with “Rejected” status. The
document will not be sent out until “Save and Send is clicked.
After you have clicked “save and send” you will receive the
message “Order was successfully sent with Rejected status”

Home > Search Orders > View Order

ESEVE and Send IESEW& Eunreiect @Build ASN | Build Invoice

mxM.  WpoF &) Related Docs. @) Oty. Tracking

|ﬂrder was successfully rejected with 'Rejected’ status. The document will not be sent out until 'Save and Send' is clicked.

Buyer Info

Ident: P168W038 Buyer Order Contact:

Company Name: Dutch Non Inv Contact name: 1. Sigma
Name 2: IPA20002 Telephaone: pioio0iol
Street: SAFC BIOSCIENCES, INC. Fax: giro10101
Street Supplement 1: 5 DUTCH COURT Email: rkuhn@hubwoo.com
Building/Floor/RoomNo: Cherokee / 2/ 216

City: READING

Region: PA

Zip/Postal Code: 19608

Country: United States

Order Header

Order No.: 3000001317 Plant 1D: 0000000113
Supplier Ref. No.: * |Test123 | Status: Rejected
Supplier Delivery Date: | |j Requested Delivery Date:

20



HUBWCO

Connecting Companies™

- Don’t forget to add notes explaining why you are rejecting
the order.

Order Lines

[JExpand Al Select Al Clear All ) Addto Bagket @BuldASN v Build &

Description Status B Supplier Delivery Date Quantity Unit Price  Currency Amount Action
0000000001 Seller: Umit_Item_312b72da Rejected Each 50.00 1.00 EUR 0.00 7 Q

Records: 1, pages:|<<1/1>>]

Select Al Clear All @y Addto Basket @BuldASN v %

Sub Total for the Order: 0.00 EUR
Tax Total for the Order: 0.00 EUR
Total Amount for the Order: 0.00 EUR
General Tax Bill To/Ship To/Seller  Attachments Payment Terms of Delivery Transport  Notes

Note to Buyer:

Add note on why you ]

rejected order here.
Header Note:

21
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Connecting Companies™

« Click the Save and Send button and you will get confirmation
the order was sent with the Rejected status.

Home > Search Orders > View Order

F-_:j Save and Send Ew QUnrqeg p Build ASN M v 9,

@M. MPOF  @Related Docs. & Otv. Tracking

[Ordq was successfully sent with ‘Rejected’ status.

Buyer Terms and Conditions!

Please read Terms and Conditions to Process the Purchase Orders

Buyer Info

Ident: P142V0004 Buyer Order Contact:

Company Name: Global Corp DEMO Paris Contact name: A, AUTOTEST
Name 2: GC_FR1 Telephone: N/A

Street: 11-15, rue Saint-Georges Fax: N/A

City: Pans Email: AUTOTEST@HUBWOO0.COM
Region: Other

Zip/Postal Code: 75009

Country: France

Order Header

Order No.: 2000005838 Plant 1D: 0000000013

Supplier Ref, No.: * test1234 Status:

22



HUBWCO

Change Order et

» To search for Change Orders:

Click Orders > Change Orders on the main menu

l*uewm The BUSiﬂESS NetWOrk EU Demo Supplier | Demo Supplier ftsm001] ¥ Help ¥

Connecting Companies ~

& Home + Opportunities 4 Catalogs 8 Orders =0 Finance a4 Analyze @ Business Directory < Connections #° Administration

Overview Orders Change Orders Shipment Notices Goods Receipts Cart
[—p—

Company: Demo Supplid
Home
01-Sep-2014

Goods Receipts  Entry Sheets Invoices Credit Advices Remittance Advices

Alerts

. Alerts Inbox
. Messaqges Inbox

_| Change Orders (647)

J Favorites

po nurbe:: | start oate: | =

© 2014 Hubwoo. All riohts reserved. | www.hubwoo.com 23



HUBWGCO

Change Order

» To search for Change Orders:

Click Change Orders (CO) Tab under the Order Management section
In the homepage or the Change Orders tab in the Order Management
Overview page.

SR ASNs | Goods Receipts | Entry Sheets | Invoices | Credit Advices | Remittance Advices

24
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HUBWCO

Change Order S e’

« To search for Change Orders:
Use Advanced Search in the Change Order Tab in the Main Menu

S sLbe - ASNs | Goods Receipts | Entry Sheet  Inwvoices  Credit Advices  Remittance Advices

You can also search for a specific CO
using the Advanced Search.

Advanced Search
Po Number: [ start Date: |
Buyer Name: [N end Date: [N

25

25



HUBWCO

CO Search Result List

« After triggering a query, the search results will be displayed
below the Search Options

Home = Search Change Orders

ﬂ Search Options are combined using AND operation

PO Murmber: Contamns 'H'l Aceourt Code: | -
Buyar Name: | | |containe | L
Search Display related
documents

Search Results

IE_ sct All | Clear all % print Selacted tw PDF

Pl Number

_f_ Actions

CO Numbser Baryer L==ii=_Lk=k= Purpaose

D PO_2010-11-15_01-39-47-44£41 BEBERAA2 1Lline COPC_2010-11-15_01-35-47-445418882223332_1line_Dis Martinez

] FO_2010-L1-15 DL-00-S1-32404 C0_2010-11-15_D01-00-5L-32404 Martinez £i00:00 PM Change

[] FPO_2010-11-15_11-40-43-35041 C0_2010-12-15_11-40-43-55041 Martinez P :00:00 PM Change L= {f‘l g, Ey

[] FO_2010-11-12_0F-37-30-0857E C0_2010-11-12_07-37-30-08578 Martinez Refinery  ZE-Oct-2004 02:00:00 PM Change {:-""g:l o, [

[] FO_2010-11-12_[05-13-03-16332BEEEES3EDS COPO_Z0L0-11-12_03-15-03-16332888383335Mew Martinez Refinery 28-0Oct-2004 02:00:00 PM Change L ) o ey

D PO_2010-10-2&_D0F-48-108-35274 COPC_2010-10-26_07-48-19-39274 Martinez Refinery  28-Oct-2004 02:00:00 PM Chang= L=t ‘j o,

[ FO_2010-10-21 CF-03-04-837E83 C0_2010-10-21_D7-03-04-83785 Martinez Refinery  ZE-Oct-2004 02:00:00 FM Change =T tl a4 Lo

[] FO_2010-10-21_02-03-39-83042 C0_2010-10-21_02-03-39-83042 Martinez Refinery 28-Oet-2004 02:00:00 PM Change = {,‘l o, ey

O PO_2010-10-21_01-58-37-025%&7 C0_2010-10-21_01-58-37-02567 Martinez Refinery  Z8-Oct-2004 02:00:00 PM Chan L--""g} o, o, i
| PO-Ciissuweld_2010-10-15_04-45-51-72953 CO3issuel4P0-COissue L4_2010-10-15_04-459-51-72933 Martinez Refinery Cha

Records: 3782, pages:|< <1 f 378 > =| ACtiDr'l Buttﬂns

Select All | Clear All ' Print Selected to PDF

26



HUBWCO

Change Order Detalils

Search Options

0 Search Options are combined using AND operation

PO Number: | | Exact match| v | Account Code:
Buyer Name: | | Exact match[ v Start Date: |
End Date: iz

Click to view the
Change Order
details

PO Number

CO Number Issue Date Purpose

O 2000005872 2000005872 Global Corp DEMO Paris 18-Aug-2014 06:00:00 PM Change 7 e o oy
O 2000005871 2000005871 Global Corp DEMO Paris 18-Aug-2014 06:00:00 PM Change v Q Lo
O 2000005830 2000005830 Global Corp DEMO Pans 08-Aug-2014 06:00:00 PM Change v & o =y
[ 2000005810 2000005810 Global Corp DEMO Panis 31-Jul-2014 06:00:00 PM Change v o3 ey
O 2000005658 2000005658 Globa! Corp DEMO Paris 27-May-2014 06:00:00 PM Change e L
[ 2000005368 2000005368 Global Corp DEMO Paris 15-Mar-2014 07:00:00 PM Change “o o ey
] 2000005393 2000005353 Global Corp DEMO Paris 15-Mar-2014 07:00:00 PM Change Q) om ey

27



. HUBWCO
Change Order Detalls Page

A News and Information

Buyer Terms and Conditions!

Please read Terms and Conditions o Process the Purchase Orders

If necessary, edit

Buyer Info ’
Ident: P142V0004 Buyer Order Contact: delivery date
Company Name: Global Corp DEMO Paris Contact name: A, AUTOTEST
Name 2: GC_FR1 Telephone: N/A
Street: 11-15, rue Saint-Georges Fax: N/A
City: Pans Email: AUTOTEST@HUBWOO.COM
Region: Other
Zip/Postal Code: 75009
Country: France
Order Header
Change Order No.: 2000005854 Supplier Ref. No.: *
Order No.: 2000005854 Supplier Delivery Date:
Status: Requested Delivery Date:
Order Lines . .
Click to view

[Expand Al ScletAll Clear Al () Reject selected detailed
description of
Description Status Requested Delivery Date Delivery Date Order Iine Amount Action
Item_Desc_6bf828%b Processing 18-Aug-2014 06:00:00 PM 18-Aug-2014 06:00:00 Ph
Item_Desc_4865f0be Processing  18-Aug-2014 06:00:00 PM 18-Aug-2014 06:00:00 Ph =1 Each ] 0.00 5.00
[7] 0000000003 Seller: Item_Desc_5aa29¢09 Processing 18-Aug-2014 06:00:00 PM 18-Aug-2014 06:00:00 Ph =4 Bottle 3.00 5.00

Click to reject
order line
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HUBWCO

Modifying a CO

« Select an order line and modify the following values:
Delivery Date, Quantity and Unit Price

Order Lines

[JExpand Al Select Al Clear All ) Reject selected

No. Part No. Description Requested Delivery Date Delivery Date uoM Quantity Unit Price  Currency Amount Action

] 0000000001 Seller: Item_Desc_6bf8289b Processing  18-Aug-2014 06:00:00 PM 18-Aug-2014 06:00:00 PN =4 Each | s.00 | 8.00 EUR 48.00 W9
] 0000000002 Seller: Item_Desc_4865f0be Processing  18-Aug-2014 06:00:00 PM 18-Aug-2014 06:00:00 PM il Each J/0.00 5.00 EUR 000 W9
[] 0000000003 Seller: Item_Desc_98a25¢c09 Processing  18-Aug-2014 06:00:00 PM 18-Aug-2014 06:00:00 PN 4! Bottle 3.00 5.00 EUR 1500 W9

Records: 3, pages:|< <1 /1> >|

1 : o B _ indicates a change has been made.
Change Order line details ndicates that a change h
- Redwith-estrkethrough _ o ine item has _
are color coded to show ndicates that the line item has been deleted

changes compared to the B8R - ndicates that no changes have boen made.
original PO * Yellow _ingicates that the line item has been added. 9
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Modifying an Order Line

HUBWCO

Connecting Companies™

Home = Change Order Item Details

Enter price and
quantity
correspondingly

E Save E Return to CO

Order Line Details

Line item: 0000000001 Seller Part No.:

Description: Flease purchase 1 off 1" mals N : Accepted With Buyer Part No.:
- fema Changes

Service Number: TEAAAL

Supplier Price: * [z3.02 |

Quantity: * [545.00 | Quantity Unit:

FEQ: [1.00 |

FEQ UCOM:

Requested Delivery Date: 24-Apr-2008 02:00:00 PM

Shipment Details = Attachments | Final Recipient | Transport | Motes | Tax | Terms of Delivery

[ Add Shipment Detail J

Available Quantity™* Supplier Delivery Date*

Regquested Delivery Date

545,

0 [24-Apr-2008 02:00:00 PM| 24-Apr-2008 02:00:00 FM

Records: 1, pages:|= <1/ 1= =|

Company: Supplier 4.0 USA

29-Now-2010
N/A
7000000463
Notes Action
®
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Change Order S e’

S savesnd Send ) SaveOraft @ Reiect
ey XML ®§POF & Related Docs. G Oty. Tracking

Actions Descriptions

E Sawe and Send
Saves the Change Order and sends a Change Order Response with the Accepted status.

E] Save Draft
Saves the Change Order with the Accepted status.
@ Reject
Rejects the selected Change Order.
TN XML
Exports to XML.
2 POE
Exports to PDF.

€ reated Docs.
Opens the Related Documents page.

& Otv. Tracking
Opens the View Quantity Tracking page to enable viewing of the list of items in the

purchase order.

In addition, the Quanily Tracking page displays the estimated total cost of the Purchase
Order.

31



HUBWCO

I n VO I C I n g Connecting Companies™

« To begin invoicing from the POR, suppliers will need to go to
the Order Management Home page and click on the
“Accepted” folder.

Change Orders ASNs  Goods Receipts

Click on
L Accepted Orders
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I n VO I CI n g Connecting Companies™

- There are 2 ways to create the invoice. The first way is to
find the PO you want to invoice. Then click the box to the
left of the PO number and click on the Build Invoice link
located above or below the PQO’s.

Search Results

2. Click on the
Build Invoice link

Select All - Clear All ﬁAdd to Basket @ Print Selected to PDF 4 Build Invoice |+

Build Debit Invoice
- Order Date Total Cost Currency

02-Nov-2011 07:00:00 FM 500.00 USD w@ o, o

1. Tick the box to select
the PO you want to
create into an invoice

@- ]

P168W098-619666666

Accepted  26-Jul-2011 06:00:00 PM 40,00 EUR Qf@ o

=

T U NI P168W035-619666666 Accepted  21-Jul-2011 06:00:00 PM 60.00 USD w@ o, o
3000001314 Dutch Non Inv P168W038-619666666 Accepted  19-Jul-2011 06:00:00 PM 0.00 UsD w@ )
3000000809 Dutch Non Inv P168W038-619666666 Accepted  07-Jun-2011 08:00:00 AM 1,520.00 USD M@\ g m
3500001162 Non Inv Matl P168W098-619666666 Accepted  15-Jul-2011 06:00:00 PM 40.00 EUR Qf@ o,
3000001262 Dutch Non Inv P168W035-619666666 Accepted  14-Jul-2011 06:00:00 PM 121.00 UsD w@ o
i 3000001215 Sigma Aldrich Co P168W052-619666666 Accepted  06-Jul-2011 06:00:00 PM 5.00 UsD w@ )
i 3000001214 Sigma Aldrich Co P166W052-619666666 Accepted  06-Jul-2011 06:00:00 PM 3.00 UsD M@\ g m
3000001213 Dutch Non Inv P168W038-619666666 Accepted  06-Jul-2011 06:00:00 PM 110.00 USD M@\ g m

Records: 242, pages:|< <4 [ 25 = |

Select All  Clear All 'ﬁﬂ\dd to Basket @ Print Selected to PDF

ipBuild ASN

5%
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Invoicing

« The purchase order is created into an invoice and the invoice
screen will appear.

Home = Search Orders = View Invoice

E Save and Send B Save Draft 3§ Delete

M. @eor @ Related Docs. @ Oty. Tracking

Buyer Info

Buyer Mame:
Buyer Short Name: SIALDO2 Account Code: F163W0958-619666666

Invoice Header

Invoice Mumber; * _ Payment Terms:

Issue Date: * '11-Sep-2013 11:40:38 P ] Payment Term: * Other &

PO Number: (3500001168 | Net Days Due: * 0 | DueDate: 11-8ep-2013 11:40:39 PM
Invoice Type: ||3E|3i)E Invoice '| Discount Days Due; * D Discount Rate: *

Currency: |Eurc: |

Bill of Lading: | |

Note:

© 2014 Hubwoo. All'rights reserved. | www.hubwoo.com 34



Invoicing B NASS

Connecting Companies™

*  The second option is to open the PO

Search Results

Click icon to
open the PO.

Select All Clear All ﬂAdd to Basket @3 Print Selected to PDF @ Build ASN 4 Build Invoice

PO Number

Buyer Account Code

Status Order Date Total Cost Currency

4900000393 Corporate  36-354-66598-37656792682 Accepted  22-Sep-2008 05:00:00 AM 404,00 USD v @ ol

O 1025 Emigsville ~ P153W017-37656792682 Accepted  25-Sep-2008 05:00:00 AM 1,940.85 USD g Q o, ey

Records: 2, pages:|< <1 /1> >|

Select All Clear All ﬂAdd to Basket @3 Print Selected to PDF  '@Build ASN |4 Build Invoice

* From the View Invoice page choose the lines to be invoiced and
then click on the Create Invoice link.

Order Header

Order No.: Demo_test190 Flant ID: 888881001
Supplier Ref. No.: * [Demoos2g09 | Status: [Accepted
Supplier Delivery Date: | | 23] Requested Delivery Date:

2. Click on
Build Invoice

Order Lines

[JExpand all Select &ll | Clear All ¥ Add to Basket | Build ASN i, Build Invoice

rlg—rt Description Status Requested Delivery Date Supplier Delivery Date UoOM Quantiby P il;I:git Currency | Amount Action

0000000001 Seller: A MNew Thing Accepted [gs-Jun-2006 06:00:00 AM 06-Jun-2006 06:00:00 AM | &5 Each -m -—100_00 uso 400.00 L=F @
= 123456 l | un | =

ds: 1, pages:|< <1 f 1 = =|

£2.odd to Basket @@ Build ASN ¢ Build Invoice

1. Tick the box
to select the
lines to invoice.
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Invoicing

- Start by changing the invoice number and date. You will want
this to match any internal invoicing system you may have.

Company: Demo Supplies
Home > Search Orders > View Invoice

19-Aug-2014

SaveandSend [iSaveDraft 9§ Delete
eyxmL @ p0f | @)Related Docs. ' Qty. Tracking

Buyer Info

Buyer Name: eBuy7 Demo P142V

Buyer Short Name: EDP142V 1. Ch ange the e P142V0004-888888436

Invoice Number.

Invoice Header

Invoice Number: * 100007273 GST/Goods Origin: Singapore v/

Issue Date: * 19-Aug-2014 09:04:27 PM| GST/Goods Destination: Singapore v

PO Number: Payment Terms:

Invoice Type: Debit Invoice [v| Payment Term: * Other q

Ouerency: Net Days Due: * 0 Due Date: 19-Aug-2014 09:04:28 PM

Bl of Lading: Discount Days Due: * 0 Discount Rate: * 0.00

& T Final 1nvoice
Note:
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HUBWCO

I n VO I CI n g Connecting Companies™

* Below, you will find the invoice lines, their details and the
total value of the invoice. Freight, Charge and Allowance
may be modified.

Invoice Lines

Expand All

Delivery Date UOM Quantity Unit Price Tax Percen it Tax Category| Tax Total Amount Action
00010 Seller: johncranenumber2 07082013 08-Jul-2013 Each 4.00 10.00 40.00 bt 38

Records: 1, pages:|< <1 f 1 = =|

Add New Line

Sub Total for the Invoice: 40.00 UsSD

i Include the summarized meldoes Do

2. Click Apply Tax freight, charge or allowance charge:* [009 Juso

to all line items ght, charge N <

If appllcable Tax Total for the Invoice: 0.00 USD

Total Amount for the Invoice: 40.00 USD

Tax Payment Details Buye ler Bill To | Ship To Remit To | Attachments

(v ———T—— 1 Add Tax Note: If you want to
Tax Category: Standard Rate percentage or use amou nt’ delete

Tax Percent: | } amount.

Tax Amount:

11
the 0.00 from the “Tax
Tax Type: All applicable sale taxes by autl - Type Other: . .
Reason Tax Exempt: Mot Taxable - Reason Tax Exempt Other: P e rce nt fl e | d

Supplier Tax Agency Coded: | | =

Lastly, add any taxes to be collected. You can add the percentage or

amount. If you use amount, it will apply the same amount of tax to each
line. Tax Percentage must be the total sum of all applicable taxes. When
you have made the choices click the Apply Tax to all line items button.
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Invoicing A

Connecting Companies™

For Exempt from Tax:
1. Tax Category must be “Exempt from Tax”
2. Reason Tax Exempt should be “Yes — Tax Exempt”

3. When you have made the choices click the Apply Tax to all line
items button.

Tax FPayment terms= Buyer Seller Bill To Ship To Attachment=s 1. Select Exempt
from Tax

[ Applhy Tax to all line items ]

Tax Category: | Exempt From Tax el

Taw Percent: [o.00

*

Tax Amount: 3. Click here to | 2. Select Yes-Tax

Tax Type: apply tax details | All applicable =zale taxes by autl | Exempt

Tawx Favment Meth | Buwyer direct paw vl

Reason Tax Exempt: |‘r'e-.5 - Tax Exempt el

Supplier Tax Agency Coded: I E’E,

Supplier WAT ID: I

Trip: TOZ Country: xCBL3Generic Business process: Response-based process
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HUBWCO

I n VO I C I n g Connecting Companies™

* You will then receive the confirmation that the invoice was
saved with a Pending status.

Home > Search Invoices > View Invoice

[ saveand Send & Save Draft  $8 Delete
ey xmMi, = p0f  @Related Docs. @ Qtv. Tracking

Invoice was successfully saved with 'Pending’ status. The document will not be sent out until ‘Save and Send’ is clicked.
Taxes were successfully applied

© 2014 Hubwoo. All rights reserved. | www.hubwoo.com 39



HUBWCO

Invoicing

- Scroll down to the tax area and you will see that each line has
the added taxes and the totals have been recalculated.

Invoice Lines

"]Expand Al
Description UOM Quantity ey ,.‘__r'v_‘,j' Cate _ Tax Tota Amount
1 1025 Seller: SEAL Each 1.00 285 8.25  Standard 0.24 3.08 g 4
P-1016-U15 Rate
Runimes
2 1025 Seller: Electrical Tape Roll  200.00 8.59 825  Standard 141,74 1,836.74 2 49
1118-111DA ~ Rate ' '
Rinimes
3 1025 Seller: VLVE SOLEN. 3PORT/2POS Each  10.00 22.00 825  Standard 1815 23815 s 4
1118 111CA 1/8 NPT 120VAC Rate
Records: 3, pages:|< < 1 / 1>>]
Add New Line
Sub Total for the Invoice: 1,540.85U
Tax Total for the Invoice: 160,12 USC

Freight: * .00 US
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Invoicing

HUBWCO

Connecting Companies™

To send the invoice click on the Save and Send link. The
system will display a message confirming the Invoice was
successfully sent.

s

1. Click Save
% and Send

r

2. Confirmation
message.

\

Home > Search Orders > View Order > View Invoice

ol S5ve and Send

U XML | SR PDF Q‘ Related Docs. @) Qtv. Tracking

Invoice was successfully sent.
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Quantity Tracking

Home > Search Orders > View Order > View Invoice > View Quantity Tracking

1 . Purchase Order Number: 00000246 )
Credit Advice

Ordered Changed Sent
Quantity Frice Quantity Price Quantity Price
25.00 169.00

Total Shipped
Quantity

25.00 169.00

« To track line item quantity, open the related Invoice and click
on “Qty. Tracking” which stands for Quantity Tracking. This
feature allows you to 1) compare the PO quantity to the
guantity included in the Invoice you created and 2) to track the
remaining quantity left to invoice for.
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Additional Resources

Global Customer Care Team Hubwoo

customercare@hubwoo.com
+1 866 446 8203 - US Toll Free

+1 281 404 2095 - US Local

+33 1 77 6256 20 - France
+49 308 967 794 11 - Germany

+34 911 88 00 64 - Spain
+44 2033 555021 - UK
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