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About this Manual

1 About this Manual

The content of this manual shows you how to work with purchase orders sent by your customer
from their ERP system to the SupplyOn application.

1.1 Abbreviations

Abbreviation Meaning

Csv Comma Separated Values
EDI Electronic Data Interchange
ERP Enterprise-Resource-Planning
MS Microsoft

VMI Vendor Managed Inventory
WebEDI Web based EDI

XLSX Excel 2010
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2 How to access SupplyOn

To work with SupplyOn your company administrator needs to set-up an account and initial
password for you. The administrator will assign the appropriate roles to you (see chapter 8, Roles

and Rights).

As soon as your customer creates or changes an order in his ERP system, the SupplyOn
application sends an automatically generated e-mail notification to the e-mail address stored in
your user account.

You can log in to SupplyOn via the e-mail

1. by clicking on the details link — opens the order

2. by clicking on the WebEDI process link — opens the Dashboard

©105.01.2021 10:24
w WebEDladmin@Supplyon.com
New Message from Motoren: Order 65101344

Dear SupplyCn user,

You have received a Purchase Order Irom irg-B. Fischer AG (DEMO COMPANY)

Customer: g-B. Fischar AG (DEMO COMPANY) - B. Fischer DE
Material number: | 983745
Order Number: 65101344

Contact: -~ Phoae -

Please use the following link to log on to SupplyOn WebED! and go directly lo the

This mail was as wel sent 1o the fobowing recipients inside your erganization

o tigSecseller

SuppyOn is the leading mal plattarm in the induustries. For mose informa wwerw, supoiyon nel

Best regards
“Your SupplyCn Team

Figure: Automatically generated E-Mail notification

3. oryou can open an internet-browser and log in to SupplyOn.

hitps://wwwsu

e
SUPPLYQN. ) Sipot | Y Seah

SOLUTIONS INDUSTRIES CONSULTING CUSTOMERS TRAINING FOR SUPPLIERS

French Aerospa

Emerge stronger from the
pandemic by implementing
a Control Tower approach
fFor your supply chain.

READ THE GATNER REPORT > Act now!

4 steps to gain full control over your supply chain - not only in times
of crisis

; 2 . 4

GARTNER 2020: SUPPLYON RECOGNIZED AS A LEADER IN MAGIC QUADRANT

Figure: SupplyOn home page with Login button
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Depending on your roles, you may see different tiles than used in the following screenshots.

4. Click the tile Logistics & Finance

—~
SUPPI L\’D\N- My SupplyOn SupplyOn Services v

SupplyOn > Home

Action Management >

Share action plans with your
customers.

25 Home

@ eip & support Collaboration Folders >

M Feedback

<

Work on development projects
with your customers.

Logistics & Finance

Access the demand and delivery
processes including E-Invoicing

Administration v

AirSupply Logistics >

-
L

Access the demand and delivery
processes including E-Invoicing,
concession and notification of
escape for the aerospace industry.

Document Management >

Receive and review important
documents from your customers

Performance Monitor >

~

Find key figures on the product
and delivery quality of your
customers

Business Directory >

5}

Find the master data of your
company.

Flexible Survey >

Find and edit surveys from your
customers

Problem Solver >

0

Actions due within 24 hours

0

Figure: Home screen with tiles per application and actual notifications

3 How to work with the Dashboard

The Dashboard is displayed.

Q' Last Refresh 2 Mins Ago

Are you using the best
browser?

Please use Google Ghrome.
Mogzilla Firefox or Microsoft
Edge (Chrome-based versions
since January 2020) for
highest speed and
funclionaly. More

Congratulations - you
have no urgent tasks

Depending on your roles, you may see different tiles than used in the following screenshots.

+ Osnears

Logistics & Finance search
orsers By Delivery Instruetions. >
™ s - 10 0
[
[ . Order Status
I
- woniing —— 10
- ~
0
O inzracive Tour
@ Huip i Sepport
B reedback
Confimable Orders 3 Aleris >
Order Status Tipe
-
- 0 E— o

Confim Oeders

Figure: Dashboard

Deivery Forecasts B
0

sinveicing B
34

Billabbe Hem Sistus

AT cai-ons. 3

0

Settings and Master Data

Down-and Upload Sottings.
> Format

+ Download Proflles
Master Data

3 Blatorial Baster Dt
> Org. Mastor Data

+ Performance Data
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What can | see in the Orders tile?
Within the Orders tile you see an overview of newly arrived orders.

v" New Orders — these orders are not yet read
v" Order Updates — Customer’s changes of existing orders which have not been read yet

v' - aclick here opens the overview of all orders

Orders
10

Total New Crders & Updates

Order Status

10

Crder Updates 0

Figure: Dashboard / tile / Orders

3.1.1 How to view an order

1. To get an overview of all orders click ->

Orders

Figure: Dashboard / tile / Orders

All orders so far received are displayed.
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2.

anywhere in the line:

If you want to check the order details, open the corresponding order by clicking on it

M Sugstrn » Logisben & Fsnce = Onders

Duck Sawcs Agvarced Sewh

[T —

e Ty
Search

[ [t mum e | [Schetuteg kgrosment |

Resat

Grauped by Unloading Poml Grouped by Material Numbes  Orders
Detault View || Manage View -
©rg Bu... Plant Cusiomes Fiant Code

] 5.TRE  Semens Traming, 100_1000
5.TRG s Trsng. D€ 100_1000

‘Samen Trawng,
] 57RG  Semens Traring,

Semens Tiarn,
‘Samans Traiing
Sumens Trswsn,
‘Samens Trang,
Semens Trarn,
Sswmans Trawing
Smmens Trasng,
‘Semens Traning,

Semens Trarn,
Ssmans Trarng

RRRRRARRRRARARARARRARRARRRARR
E
H

WO Fuh  ag-Accestance Skmens  Woechen 4581321231
Sumens Trawng, WO Puch. woAccestance Semens . Mechen a1
Samens TN, DE 100000 PURN..  WO-ACOSCIANCE SEMGNS W 4511288
Samens Trarm, 100109 Pumn  wgAcceptance Semens  Mecnen sz

[ptosa-] [esis] [Contiom setectea] [ristory] [Domntosa- ] [prio- | [EEETRY [RESINITFED]

44 mches or4S entrak:  Selctalmusches | Ciaar seiection

st

pEe
228
138
itid

20021 1M
nwaTH
AR mH
nwarn
202211700
moran ez
180121 1111
180121 111
180121 10
Ronar TN
190121 1810
180121 1110
180121 110
180121 1110
morat 110
180121 1110
180121 110
180121 1108
80121 Tr0R
190121 1108

fiiggiEgigzaggegsgsgqaig

o (38 I+

Hastory  Atachmests

R ——

[—
[—
= s Ve
e s
Resooniy . Cort. Ressorsa S Ressocse Do OerTon  Icseres Code st
"o o e -
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"o open o v
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Figure: Orders / Overview

The order details screen is opened. In this example, the order consists of two line items, each with
a different material number.

My SupplyOn > Logistics & Finance > Orders > Order det;

Order: 4561321251 - Gustomer: irg_Siemens Training Buyer, Customer Plant Gode: 100_1000

Contact | €9 Help for this page | Print

[ View Buyers Order Changes

Free Text Training-Article-1632-1

Cust. Remarks: Tax code - NT (AP/GL - Not Taxable - US)
Basic Material Number-

Material Classification Information:

Tech Mat Spec - 85252100

Hash - TPCE8D05ED892B517B54927DDFD7247
Serialization Required : NO
Serialization Inferit - NO

Xeplant status

All Documents Linked to Material:
501D05-TEB10.
Purchase Specification = 10:
Purchase specification ECN = 75859

Customs Clearance Instructions: AL
ECCN:2
Siemens SAP Plant: DPO1

izl
-092-D01|DWGI000B(Alt 1D:501D05-TBB10-092-DOTIE)
35542

[Setallto~ | [Apply supplier reference| [Save & Send

Create FPAIASN

Download -

Line items Header Detalls Parties

L Material Number Material Description Unloading Point Net value First Delivery Date | UoM Q. Respond-b... Response .. Respons... ' Delivery Stalus Responded by  Invoice Status
00010 A01C0001632-1 Training-Article-1632-1 | Manchen 300121 PCE 500 1 norespo. . Open -

00020 A02C0001632-2 Training-Arlicle-1632-2 | Minchen 30.01.21 PCE [o00 ! nerespo...  Open —
Pos. 00010: A01C0001632-1 - Training-Article-1632-1 Next

‘Supplier Material Number A01S0001632-1 Price Unit 1 -
Unloading Point Manchen

Ordered Quantity 500 PGE

Price per price unit 147500 EUR

Line Item Details B

Place of Consumption: 100_1000 Country of Origin: DE

Page

Figure: Orders details / Order with 2 lines

April 21




P
SUPPLYON )
;

Order updates are marked with a green !

3. To view the details of a change, click the green !

This example shows that the customer has increased the quantity from 500 to 600 pieces.

4. To close the details, click the x.

My SuppiyOn > Logistics & Finance > Orders » Order details

Order: 4561321251 - Customer. rg_Siemens Training Buyer, Customer Plant Code: 100_1000

Line items. Header Details Parties
u Material Number Material Description Unloading Point Netvalue
00010 AD1C0001632-1 Training-Article-1632-1  Minchen
00020 AD2C0001632-2 Training-Article-1632-2  Munchen
Pos. 00020: A02C0001632-2 - Training-Article-1632-2
Supplier Material Number: A0250001632-1 Price Unit

Unloading Point
Ordered Quantity

inchen

Price per price unit

ered Quantity: 500 PGE
Line Item Details

Place of Consumption: 100_1000

Free Text Training-Atticle-1632-2

Cust. Remarks: Tax code - NT (AP/GL - Not Taxable - US)
Basic Material Number-

Material Classification Information:

Tech Mat Spec - 85252100

Hash - 7PCE3DOSEDY2E517854927DDFDT247
Serialization Required - NO

Serialization Inherit : NO

X-plant status : 40

All Documents Linked to Material

Purchase Specication = 1035542
Purchase specfication ECN = 75359

Customs Clearance Instructions: Al
ECCN:5

Siemens SAP Plant DPO1

501D05-TBE10-082-D01|DWG|000]B (At ID:501D05-TBE10-092-DOTR)

First Delivery Date  UoM | Quy. Respond-b... Response ... | Respons...
300121 PCE _500 | no respo
300121 PCE @cn | no respo

1
Country of Origin: DE

[Setallto-] [Apply supplier reference] [Save & Send

Create FPA/ASN

Download -

Contact| @ Help for this page | Prnt

[ View Buyers Order Changes

Delivery Status Responded by  Invoice Status
Open —
Open —

Previous Line Item

Figure: Orders details / with change from customer related to quantity

You can either print or download (as CSV or XSLX) each order separately with a click on the
buttons at the bottom.

Supplier Response

@ No Response Supplier Reference:

() Confirm as-is Supplier Material Number:

(O Respond with changes

(O Decline Order Line Price per price unit

[
[
Supplier Material Description: [
[
Price unit [

Comment:

Country of Origin (Supplier)

Export Control C

Number:

Export List Number. [

Statistical Material Number. [

Setall to- | [Apply supplier reference| [Save & Send

Create FPAIASN

Download - | I

Page

Figure: Orders details / with action buttons at the bottom of the screen
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Or by going back (button “Back” at the bottom of the screen) you select multiple orders in one go to

print or download them.

My SupplyOn > Logistics & Finance > Orders

Quick Search | Avanced Search

[order Type. [~ [not equal to || [scheduiing Agreement |~

Search | Reset

Grouped by Unloading Point  Grouped by Material Number  Orders

E‘ 0rg. Bu. Plant Customer Plant Code Planner ~ Consignee, Name Unloading Point Order Number Positions ~ Order Date Last Change D. Status History Attachments
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Muanchen 4561321251 2 19.01.21 2302211737 read v
S.TRG  SiemensTranhg,DE 1001000  Purch . irg-Accepiance Siemens... Mnchen 4561321253 1 190121 2302211734 read v
[F1|S_TRG  Siemens Training, BE  100_1000 Purch. . trg-Acceptance Siemens..  Manchen 4561321249 2 19.01.21 23102211731  new v
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321247 2 19.01.21 230221 17:30 read v
[C|S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321255 2 19.01.21 2302211725 new
[F1|5.TRG  Siemens Trcining, DE 1001000 Purch... tig-Accepiance Siemens... Minchen 4561321252 2 19,0121 2302211724 now
[I|S_TRG  Siemens Treining, DE 1001000 Purch... trg-Accepiance Siemens... Minchen 4561321254 1 100121 2202211724 new
[F|S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Munchen 4561321250 1 19.01.21 2302211724 new
[C|S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321248 1 19.01.21 2302211724 new
[E)s_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321246 2 19.01.21 2302211724 new
S.TRG  SiemensTranng,DE 1001000 Purch.. irg-Accepiance Siemens... Mnchen 4561321245 2 100121 2802201722 read
[FI|S_TRG  Siemens Training, BE  100_1000 Purch. . trg-Acceptance Siemens_.  Manchen 4561321244 2 19.01.21 23102211713 new v

S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321243 2 19.01.21 23.02.2117:00 read
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Muanchen 4561321242 2 19.01.21 19.01.21 11:12 read v
S.TRG  SiemensTranhg,DE 1001000 Purch . irg-Accepiance Siemens... Mnchen 4561321241 2 190121 201201111 read
S_TRG Siemens Training, DE 100_1000 Pureh. trg-Acceptance Siemens. Manchen 4561321240 2 19.01.21 19.01.21 11:11 read
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321239 2 19.01.21 19.01.21 1111 read
Confirm selected |[Download -
44 matches of 45 entrics:  Select all matches | Clear selection Enies perpage (50|~

Figure: Orders / Order Overview screen with action buttons at the bottom of the screen

3.2 What can | see in the Confirmable Orders tile?

Within the Confirmable Orders tile you see your worklist.

Add line | Delete ine My Search Profiles

Contact | € Help for this page | Print

Hide Search Area

~ [ Manage View -

Respond-by

Page [ 1] o1

Reset all Fiters

Confr
No
Yes
No
Yes
No
No
No
No
No
No
No
Yes
o
Yes
No
Yes
No

v' Dated — these orders have been confirmed as-is or with changes by you already and the

customer has sent an update which requires your re-confirmation

Respon

v' Partly Confirmed — At least one line item has already been confirmed by you, whereas one or

more line items in the same purchase order are awaiting your confirmation
v' Open — the order has been not yet confirmed

v' > - aclick here opens the overview of all orders

Confirmable Orders

13

Total Confirmable Orders

Order Status

Confirm Orders

Figure: Dashboard / tile / Confirmable Orders
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4 How to confirm an order

As already shown there are different ways of accessing unconfirmed orders. You may want to
check the order first before you confirm.

4.1 How to check the order details

1. Open the Dashboard
2. Inthe Orders tile, click New Orders
3. Click into one line

The Order details screen is opened. To check all information the customer gave you, select each

order line separately and scroll down to see further details. In this example order line 00010 is
selected.

My SupplyOn > Logistics & Finance > Orders > Order details Contact| @ Help for this page | Print
Order: 4561321241 - Customer: trg_Siemens Training Buyer, Customer Plant Code: 100_1000 [ View Buyers Order Changes

Line items Header Details Parties
L Material Number Material Description Unloading Point Netvalue First Delivery Date UoM Qty. Respond-b. Response Respons. Delivery Status Responded by Invoice Status
00010 AD1C0001632-1 Training-Article-1632-1 Manchen 30.01.21 PCE 500 ! no respo. Open —
00020 A02C0001632-2 Training-Article-1632-2  Minchen 30.01.21 PCE 500 ! no respo Open —
Pos. 00010: A01C0001632-1 - Training-Article-1632-1 Next Line ltem
Supplier Materal Number A0180001632-1 Prce Unit 1
Unioading Point: Manchen
Ordered Quantity: 500 PCE
Price per price unit 1.475,00 EUR
Line [tem Details -
Place of Consumption: 100_1000 Country of Origin: DE
Free Text Training-Article-1632-1
Cust. Remarks: Tax code - NT (AP/GL - Not Taxable - US)
Basic Material Number-
Material Classification Information:
Tech Mat Spec : 85252100
Hash : 7PCESD0OSED892B517B54927DDFD7247
Serialization Required : NO
Serialization Inherit : NO
X-plant status : 40
All Documents Linked to Material:
501D05-TBE10-092-D01|DWG|000|B(ALID:501D05-TEB 10-092-DO1\\8)
Purchase Specification = 1035542
Purchase specification ECN = 75850
Customs Clearance Instructions: AL 1
ECCN:2
Siemens SAP Plant DPO1
[Setall to- | [Apply supplier reference| [Save & Send Create FPAJASN| [Download~

Page o

Figure: Orders details / Line Items tab with 2 order lines
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4. Scroll down to the area Schedule Lines

On the left side in the Buyer Information section you can see that the customer wants the
material delivered in two batches.

Wy SupplyOn > Logisiics & Finance > Orders > Order details

Order: 4561321251 - Customer: trg_Siemens Training Buyer, Customer Plant Code: 100_1000

Contact| @ Help for this page | Frin

[ View Buyers Order Changes|

Line items Header Details Parties
u Material Number Waterial Deseription Unioading Point Net value FirstDelveryDate  UoM | Oty Respond-by... Response... | Response... | Deiivery Status Responded by | Invoice Status
00010 A01C0001632-1 Training-Aricle-1632-1  Munchen 050221 PCE 500 v 13.0421 changed  Complefelys... oNULUZUN@SU.. -
00020 A02C0001632:2 Training-Aricle-1632-2  Munchen 10.0221 FCE 600 v 13.0421 changed  Completelys... onuruZUN@Su. s
Pos. 00010: A01C0001632-1 - Training-Article-1632-1 Next Line item
Schedule Lines -
Byer Tnformation Supplier Information
Commit Reau. Del Requ. Qty Cum. Dev. PSID Del Date Del Qty Comment Lest Resp
Fix 300121 400 a0 al | ] S
o 100 gl | J13.0421 s
Fix 050221 100 0 &l | ] S
“Total planned S0 S0
Total shipped s00
Total pending ASN quaniy 0
Supplier Response -
® No Response Supplier Reference: [ |
O Confirm as-is Supplier Material Number. A ]
O Respond with changes Supplier Material Description: [ |
(O Decline Order Line Price per price unit [147: ]
Price unit [ |
Comment
Setallto-| [Apply supplier reference] [Save & Send| [Create Invoice| [Create FPAASN Download~ Page 1

Figure: Orders details / Line Items tab / Buyer Information for first order line

After checking the line details, you can confirm the order — the following options are available:

4.2 Confirm as ordered (“Confirm as-is”)

My Suplyan = Log

Line items

Finance = Orders = Order detalls

Order: 4561321241 - Guslamer: rg_Siemens Training Buyer, Custamer Plant Code: 100_1000

Heades Details Farlies
u it Number Matenal Description uniaaaing Foint Nt value FestDewey Date | uow oy
- ADICO001632.1 Tramng Arcle 16321 Manchen o121 voe | oo
AREO001532 2 Traming Actcle 18322 Manchen 50121 voe | soo
Pas. 00010: AD1CDN01632-1 - Training-Article-1832-1
Supplier Material Numoer. A01S0001632-1 Firice Unt 1
Inloadng Paint Munchen
Ordered Quantity B0 PCE
[Frerermeeom TR |
Line item Detalls
Place of Consumpbon: 1000
Froe Text
Cust Remaris:
252100
BDDEEDSBZB51TB5482T BDFT24T
e NO
I8(AIl 1D 501005-TRA10-087-001:8)
Customs Clearance Instucti
Siemens SAP Planz Rt
Serial number SH-1656-1
Back  [Setallto-| [Apply supplier reforence| [Save & Send Create FPAIASH| [Print- | Download-

Cantact| @ Help for this pege | Frinl
B View Buyers Oroer Changes
Respona by

Response . Response. Delivery StEls
noresponse Open

noresponse  Open

Respondedby | Invece Stans

Next Line kam

Figure: Orders details / Line ltems tab

April 21
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Check the requested delivery date, corresponding quantity as well as the price per unit.
2. Select the entry Confirm as-is

Fill-in required mandatory fields which are marked in yellow, e. g. enter your internal
reference number for this order

4. Click Save & Send

0> Logsslics & Finance > Orders > Order details

Contact| @ Help for his page | Print
Order: 4561321241 - Customer. trg_Siemens Training Buyer, Customer Plant Code: 100_1000

EView Buyers Order Changes
Line items fea

Parties

L Materil Mumbier Material Descrghion | Unéoading Point et value Fist Dewvery Dote | Uo ity Respond-h Response  Respons Delivery Stalus Responded by lvolce Siatus
0010 ADICODD1B3-1 Trainng-Aick- 18321 Mancher 300121 PCE 50 i naresse . Open

oo20  AjzCobn16I22 Tranng-Arice-16322  Manchen 300121 FCE 500 norespo . Open

Pos. 00010: A CO001632-1 - Training-Articke-1632-1 Next Lin Htem

Total plannett st s

o
Total pending ASN quantiy o
Supplier Response ~
2z 01|

Bock| [Setallio-] [Apply suppier reteren Create FPAIASH] [Print=| [Downlosd -

Poge | 1] o 1

Figure: Orders details / Line Items tab / Supplier Response area / Confirm as-is

4.3 Confirm deviating (“Respond with changes”)
You want to confirm deviating, e.g. delivery date and / or quantity need to be changed.

1. Check the requested delivery date, corresponding quantity as well as the price per unit.

My SuppiyOn > Logistics & Finance » Orders = Order details

Gontact| @ Help for this page | Print
Order: 4561321228 - Customer. trg_Siemens Training Buyer, Customer Plant Code: 100_1000

E4View Buyers Crder Changes

Line items Header Details Parties
u Material Number WMaterial Description Unloading Foint Netvalue First Delivery Date  fuom | oty Respond-b... Response.. Respons.. Delivery Status Responded by | Invoice Status
00010 AD1C0001632-1 Training-Atticle-1632-1  Munchen 16.01.21 PCE | 500 ! norespo..  Open =
00020 AD2C0001632-2 Training-Article-1632-2  Munchen 16.0121 PCE 500 ! norespo..  Open —
Pos. 00010: AD1C0001632-1 - Training-Article-1632-1 Next Line Item
Supplier Material Number: A01S0001632-1 Price Unit: 1
Unloading Point: Manchen
Ordered Quantity 500 PCE
Price per price unit 147500EUR
Line Item Details. ™
Place of Consumption: 100_1000 Country of Origin DE
Free Text:

Training-Atticle-1632-1
Cust Remarks: Tax code - NT (AP/GL - Not Taxable - US)

Basic Material Number-

Material Classification Information

Tech Mat Spec * 85252100

Hash - 7PCESDO5ED882B517654927DDFD7247

Serialization Required - N

Serialization Inherit - NO

X-plant status - 40

All Documents Linked to Material

501D05-TBE10-092-D01[DWG|000[ (Al ID:501D05-TEE10-092-D011E)
Purchase Speciication = 1035542

Purchase speciication ECN = 75859

Customs Clearance Insiruciions AL 1
ECCN: 2
Siemens SAP Plant DFO1

Setall to- | [Apply supplier reference| [Save & Send

Create FPAIASN

Download -

Page

Figure: Orders details / Line Items tab

April 21
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Click Split Delivery

o 0~ 0w N

reference number for this order
7. Click Save & Send

= 5 Orders  Order details

Order: 4861521228 - Cuslomer. trg_Siemens Training Buyer, Customer Plant Code: 100_1

Line items 4eader Details Parties
U Material Number Materal Description Unioading Paint Net value
00010 ADICOD1632-1 Training-Arti Miinchen

00020 AD2CO01832-2 Training-Arficie-1632-2  Minchen

Pos. 00010: ADICO001632-1 - Training-Article-1632-1

Schedule Lines

Buyer Information

Select the entry Respond with changes

Change, for example, the delivery quantity

000

First Deiery Oate UM Oy Respond-b. Response . Respons_.  Delivery Status | Responded by  Invoice Status
6.01.21 PCE 500 norespe...  Opan =
6.01.2 PCE 500 norsspe...  Open —
Mext Line ltem
Supplier Information
Det Date el ity Eomment Last Resp

Cum. Dev. PSID

Enter a new delivery date and the remaining quantity

Fill in required mandatory fields which are marked in yellow, e.g. enter your internal

Contact| @) Help for is page | Print

View Buyers Order Changes

o 0 o 16,0121 = EL | Solt Defirer
o 200 o 20 Slt Defiven

Supplier Response

No Response

20210122_02

ROTS00aT6 321

1475

Back| [Setall to-] [Apply supplier reference| | Save & Send

Create FPAIASN | [Print- | [Download -

Figure: Orders details / Line ltems tab / Supplier Response area/ Respond with changes

4.4 Why do | have to reconfirm an already confirmed order?

If you have confirmed an order with deviations, the customer will send an update to the order. This
update ensures that both parties agree and that the finally agreed parameters (quantity, price) are
available for invoicing at the end of the process.

The Dashboard supports you in identifying the updated orders. The number of ‘Dated’ orders

indicates these changes.

8. Open the Dashboard
9. Click on Dated

Confirmable Orders >

26

Total Confirmable Orders

Order Status

3

Partly Confirmed 2

|
Open 21

Confirm Orders

Figure: Dashboard / tile / Confirmable Orders / Dated
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You get to the orders overview screen with your dated orders (in the example below 3 dated

orders are displayed).
Please note: the check mark in the History column will always help you to easily see which orders

have been changed by your customer.

10.
11.
12.
13.
14.

My SupplyGn » Logistes & Finance » Ordors

GukK Seaich  Advanced Search
Respanse Statss o [quatte |~ [oxea I~ Delete lne
O Type v [rotequaite | [Scnetuaing aprement | 444 tee | Dol iee

Search | | Resst

Grouped by Unloading Point  Grouped by Material Number | Orders

Upload- | [Details] [Confirm selected] [History| [Download-] [Print- Create FPAIASN

Select all matches

3 matehes of 45 entries: Cleas selection Ensiesperpage 50 |v.

My Search Profiles

Default View |~ | Manage View-
] 0ig Bu . Plant Customer Plart Coge Panner  Consignes, Name Unigading Poinl  Ofder Number Fasitions  Order Date. Last Change D | Status Histary| Aftachments Respondby . Confii . | Response St JResponse Date
[ S.TRG  Siemens Trainng.DE 1001000 Purch.. irg-Acceplanca Siemens... Munchen 4561321253 1 180121 230211734 new v Yes Dated  [230221
[F] S_TRG  Siemen: Trainng. DE 1001000 Purch.. irg-Acceptanca Siemens...  Minchen 4581321247 2 190121 2302211730 new v Yes Dated  [220221
[} S.TRG  SiemensTrainng. DE 1001000 Puch . irg-Acceptance Siemens . Minchen 4551321244 2 190121 202713 new v Yes Dated  [23022

Canlact| € Holp for this page | Print

Hods Search rea

[/ Manags View=

Fiese alFiters

poge [ 1] et

Figure: Orders / Dated Orders

Click in one line

Check the entries marked with a green !

Select the entry Confirm as-is

Enter your internal reference number for this order
Click Save & Send

My SuppéyOn = Logistics & Finance » Orders = Order details

Order: 4561921247 - Customer. irg_Siemens Training Buyer, Customer Piant Code: 100_1000

Line items Header Details Parties
U s | weesouon  uneadrgFom tran Fetoenoi (U Gy Regensty
omo pmcwena Tang s 1822 incan som e [IFT - s
Pon. ot AvCoonEs2 2 g A 16312
_ . -
T s - =
.

Total panding ASN quantiy

Supplies Response

Suppler Relerance s 02|

Supaller Materal Nimber
Supplier Materal Descrption
Price par price unic

Price unit

Comment

Respanse Dale Response

contrmea
conrmed

Delivery Stalus  Respanded by Invoice Status
Open aEnpunensg . — -
Open alanbrunetag . —

Coetact| § el forihis page | Print

View Buyers Order Changes

Previous Line tem

Country of Origin (Supplier]

Export Control Classification
Number

Export List Number

Stansncal Matenal Number

Back| [Setallto-| [Apply supplier reference |Crermlr|vm=e Creats FPAIASN] [Print- | [Download -

Figure: Order details / Changed Order
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5 How to download a confirmation template and upload
order confirmations

Instead of confirming the orders one by one you can use the down- and upload function to confirm
different orders in one step.

There are two ways:

v" working with MS Excel XLSX
v" or with the csv format.

In this guide we explain how to work with MS Excel.

5.1 How can | use the XLSX confirmation template?
If you want to confirm more than one order in the web application you can work with MS Excel.

1. Open the Dashboard
Click on New Orders in the tile Orders

3. Select all the orders you want to confirm by ticking the box on the left; you can also confirm
all open orders at once via Select all matches

4. Click Download, Confirmation Template and XLSX

trg-SEC Tools Ltd. (DEMO GOMPANY) - Nash Julia
Abmelden

—~
SUPPLYO\N- ) My SupplyOn SupplyOn-Services v Verwaltung v News

My SupplyOn = Logisics & Finance > Orders Contact | @ Help for this page | Print

Quick Search - Agvanced Search Hide Search
ide Search Area

Orcer Type v [rotequaito |+ [Scheduing Agresment || Add e | Deste ine Wy Search profies

Search | Reset ~ | Manage View~

Grouped by Unloading Point  Grouped by Material Number | Orders

Default View | Manage View - Reset all Fiters

Org. Bu. Plant Customer Plant Code Planner  Consignee, Name Unloading Point Order Number Positions  Order Date Last Change D_.. Status Hist... Attachments Respond-by Confir. Respon:
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321239 2 19.01.21 19.01.21 11:11 new No Oog
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321238 2 19.01.21 19.01.21 11:11 new No or
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321237 2 19.01.21 19.01.21 11:10 new No Oog
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321236 2 19.01.21 19.01.21 11:10 new No or
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321235 2 19.01.21 19.01.21 11:10 new No Oog
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321234 2 19.01.21 19.01.21 11:10 new No or
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemeans. Minchen 4561321233 2 19.01.21 19.01.21 11:10 new No og
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321232 2 19.01.21 19.01.21 11:10 new No or
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemeans. Minchen 4561321231 2 19.01.21 19.01.21 11:10 new No og
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321230 2 19.01.21 19.01.21 11:09 new No or
Cormre] .
[ | XLSX D

! =20
10 matches o1 32 enties: Cloar stection Entes perpage 50 | Page [ 1] ot

Figure: Orders / Download / Confirmation Template / XLSX
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. Open the XLSX file
Check the Order Number(s)

Enter your Internal Supplier Number
. Save your XSLX file

© ® N o o

Decide if you leave or change the Price per unit, Delivery date(s) and Delivery quantity

Somuren urd Suchem snd

o)

Aumatien -

£ e ek E=ER P thean . F ] (=2 Etnige - T - Ay
X - = 3 = I coes - B~
= Wewy- c DA EEB==E T.qm NE As Tabeke Zalerszemezriagen i
Formeaneg - fomstias - - Flamn~
Iwhiovraninge st wrorng ™ " Fomstrimigen
Al ® L Ordanualne
‘ c ] £ 5 G 5 |
) postion . Buyer Matero e _suppiic sasere womber | ety date_ peitvery aumy Jousntity et
1 onnun 10 AUICNC0I612-1 ADIWO01637 3 10012001 >0 FCE
1 "u} nen '{W:ﬂ AR08 1 ADIS0001832 ) 1001 2021 0 rce
4 'sanpn Wwee  ancens2? AD2S00016321 10012021 20 FCE
3 'L“ISJUB 'm&a AD200001632-2 AD2S0001632-1 10012021 0 FCE
o amnm e ancoooszl ADIS0001632-1 10012021 0 FCE
7 eanum % ATICO01632-1 AMS0001632-3 10012021 20 FCE
L] ’l‘)ﬁ‘.ﬂ”.‘l ANCM0I812-2 AD2O0018), 0.0 xe rcr
k] "”l ns ADC00I62-2 AD2%0001802 1 0.0 200 x0 rce
10 'l“l!!l.‘l’ 'UN 0 ADLCO001632-1 ADISO00)832-) 10012021 0 PCE
n "M‘.i!u37 ’0701(7 ADLCO001632-1 A0150001632-1 30002021 20 PCE
Roay oo anoeisz AD2S0091632-3 10012021 %0 FCE
13 ey mew A0250001632-3 10.51.2021 200 FCE
AL 'l%“”)” %ﬁhn 1 ADINOO01832 1 10012023 »0 e
15 "snnnm ‘o 1 ADIS0001633-3 1001202 20 pcE
16 01321230 ‘w20 -2 AD2S0001832-1 30012021 30 PCE X
17'&3(-11:1130 ’:TVEO 2 A0250001032-1 30012021 200 PCE wn 18m=
Bonnun o -1 ADIS001632-1 10012021 0 FCE us 180
19 ssunn 030 AUICO01632-1 ADI00016323 00 2001 X0 PCE un 18-
x ’lﬁl na» 'cm)o ADXC0016)2-2 AD20001832 1 1001 2023 »o rce un 10w
a'oanny  wao  ancmesz2 AD2S0001632-1 10,01 2021 200 FCE un 180
2 'LS".!HZ}I ’(mlﬂ ADLOD001632-1 AD1SOO01632-1 30012021 300 PCE un 18=
P} "-!4!)111)5 ':m:a ADICO001632-1 ADISO001832-1 0012021 X0 PCE g 18m
2onnnm oo anoxmesz2 A0250071633-3 10012021 20 PCE un 1808
o :(‘41 unm :NVN L0612 2 ADWOO0I6N2- 1 1001 2021 X0 rcr uwn 1t
+
Bene Bacequenamungen il 1

¢ WS g

Figure: MS Excel / Confirmation Template / with mandatory fields to check

10. Go back into the Application

11. Click Upload and select Order Confirmation (xIsx)

News

My SupplyO

SupplyOn-Services v Verwaltung v

Ltd. (DEMO COMPANY) - Nash Juiia
Abmelden

My SupplyOn = Logisics & Finance = Orders

Contact| @ Help for this page | Print

File will be i once finis!

Quick Search  Agvanced Search

[Order Type [~ |[notequalto [ |[Scheduing Agreement |~ | Add line | Delete line: My Scarch Profiles

Search | | Reset

Hide Search Area

| Manage View -

Grouped by Unioading Point  Grouped by Material Number  Orders
[petaurtview | Manage View-

0rg. Bu. Plant Customer Plant Code Planner  Consignee, Name Unloading Foint Order Number Positions  Order Date Last Change D. Status Hist...  Attachments
8_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321239 2 19.0121 19.01.21 1111 new
8_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321238 2 19.0121 19.01.21 1111 new
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321237 2 19.0121 19.01.21 11:10 new
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321236 2 19.0121 19.01.21 11:10 new
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Minchen 4561321235 2 19.0121 19.01.21 11:10 new
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321234 2 19.0121 19.01.21 11:10 new.
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Manchen 4561321233 2 19.0121 19.01.21 11:10 new.
S_TRG Siemens Training, DE 100_1000 Purch. trg-Acceptance Siemens. Munchen 4561321232 2 19.0121 19.01.21 11:10 new
STRG  SiemensTraining, DE 1001000  Purch.. hg-Acceptance Siemens... Mnchen 4561321231 2 19.0121 1901211110 new
STRG  SiemensTraining, DE 1001000  Purch.. hg-Acceptance Siemens... Mnchen 4561321230 2 19.0121 1901211100 new

Resetal Fillers

Respond-by . Confir. | Respon:
No or
No or
No or
No or
No op
No or
No or
No or
No Ot
No or

Order Confimation (.csv) L

Order Confirmation (.xisx)
Upload - | [Details| [Confirm selected]

Selectall matches

Create FPAIASN
[

Download -

10 matches of 32 entries: Clear selection

Figure: Orders / Upload / Order Confirmation (xIsx)
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12. Click Choose File

AITCE STETITETS .. TRTLITCTTETT FI0T3LT ) A UT. 2T M UT.ZT TI-TT
ar Order confirmation upload 4
AR 3 )
Select XLS file for upload: | [Mcpoose File Mo file chosen
R )
R )
| Upload | ‘ Close
A )
Figure: Orders confirmation upload / Choose file from Desktop
13. Open the folder Downloads, select the XLSX file and click Open
+ { » ThisPC » Downloads v & Search Downloads L
Organize ¥ New folder B> @
Name Date modified Type Size
s Quick access .
I Deskcop . @] poc_SupplyOn_20210222_155157xlsx. 22.02.202115:58 Microsoft Excel W... 14KB
4 Downloads >
Documents 2
(=] Pictures *
& ThisPC
8 3D Objects
B AppleiPhone
[ Desktop.
Documents
.
Lo
¥ Network
File name: | poc_SupplyOn_20210222_155157xx v‘ | Al ites () -
| Open | Cancel

Figure: Select template

14. Upload the confirmation template

r Order confirmation upload w0
I Select XLS file for upload: poc_Supply.... 155157 xlsx )
i )
{ | Upload | | Close ]
i )
Figure: Upload template
This way you are able to confirm as many orders as you want to in one step.
You can find a technical format description of the upload template here:
file format descriptions
17
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6 Configure my view

To facilitate your work in SupplyOn, you have the option of setting up personal views. We

recommend to use this in the Orders screen.

My SupplyOn > Logistics & Finance > Orders

Quick Search  Agvanced Search

Order e | ot emuatio [+ [Soheduing Agresment ]| Addine Delteine

Search | | Reset

Grouped by Unioading Point  Grouped by Material Number  Orders

[oetauview |~ [Manage View
[} Org Bu. Plant Customer Create newt onsignee, Name: Unloading Point  Order Number
[} S_TRG  Siemens Training, DE|  Upeate rg-Acceptance Siemens . Munchen 4561321242
[} S_TRG  Siemens Training, DE|  Delete ro-Acceptance Siemens_ Munchen 4561321241
[} S TRG  Siemens Training, DE| 4 asiunset dsfautt ro-Acceptance Siemens...  Munchen 4561321240
LS TRG__ Siemens Training, DE g-Acceptance Siemens...  Minchen 4561321239
[0 S_TRG  Siemens Traning, DE  100_1000  Purch.. tg-Acceptance Siemens... Munchen 4561321238
[[] $.TRG  Siemens Training, DE  100_1000  Purch... tg-Acceptance Siemens... Minchen 4561321237
[[] S_TRG  SiemensTraining, DE  100_1000  Purch.. tig-Acceptance Siemens... Minchen 4561321236
[0 S_TRG  SiemensTraining, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4561321235
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4561321234
[[] S_TRG  SiemensTraining, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4561321233
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tig-Acceptance Siemens... Minchen 4561321232
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4561321231
[[] S_TRG  SiemensTraining, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4561321230
[[] S_TRG  SiemensTraning, DE  100_1000  Purch.. tg-Acceptance Siemens... Munchen 4561321220
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4561321228
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tig-Acceptance Siemens... Munchen 4560521299
[[] S_TRG  SiemensTraning, DE  100_1000  Purch.. tg-Acceptance Siemens... Munchen 4560521297
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4560521238
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tig-Acceptance Siemens... Minchen 4560521916
[[] S_TRG  SiemensTraning, DE  100_1000  Purch.. tg-Acceptance Siemens... Munchen 4560521766
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4560521716
[ S_TRG  Siemens Training, DE  100_1000  Purch.. tig-Acceptance Siemens... Minchen 4560521638
[[] S_TRG  Siemens Trainng, DE  100_1000  Purch.. tg-Acceptance Siemens... MAnchen 4560521670
[[] S_TRG  Siemens Training, DE  100_1000  Purch.. tg-Acceptance Siemens... Minchen 4560521651
[7] S_TRG  Siemens Training, DE  100_1000  Purch... tig-Acceptance Siemens... Munchen 4560521646

Confirm selected Download - Create FPAIASN
31 matches of 32 entries:  Select all matches | Clear selection Eniries per page

Figure: Orders screen / Default View and Manage View

For details how to configure a screen please open the media library and search for the tutorial

Tips for search and configure my view.

Positions

Order Date
19.01.21
10.01.21
19.01.21
19.01.21
10.01.21
19.01.21
19.0121
10.0121
10.0121
19.0121
10.0121
10.0121
19.0121
10.0121
10.0121
06.10.20
06.10.20
020220
11119
021118
021118
021118
021118
020712
02.07.18

Last Change D.
190121 11112
190121 1911
19.01.21 1111
190121 1111
190121 1911
19.01.21 11:10
190121 11:10
190121 11:10
190124 11:40
190121 11:10
190121 1110
190124 11:40
190121 1109
190121 1109
190121 1108
06.10.20 0951
06.10.20 0935
050820 12:02
101219 1045
2307.19 1208
2811181759
2811181759
07.11.18 0958
030718 09:09
03.07.18 08:50

Status
read
read
read
new
new
new
new
new
new
new
new
new
new
read
read
read
read
read
read
read
read
read
read
read
read

My Search Profiles.

History | Attachments
v

Gontact | @ Help for this page | Print

Hide Search Area

| Manage View-

Respond-by

Page

Reset all Fiters

Coni.
Yes
No
Yes
No
No
No
No
No
No
No
No
No

Respon:
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7 How to create a process-based alert

SupplyOn supports you in complying with the logistics KPIs. As explained here, you can see your
current to-dos in the dashboard in the different order tiles. Additionally, you can set up an
individual email alert for specific situations. This ensures that confirmation due or other dates are
no longer overlooked and logistics KPIs can be better met.

Open the Dashboard
Click Alerts

Select Demand Alerts

Logistics & Finance Search
28 Dashboard Orders
B Demand ® v 9
Total New Orders & Updates
B8 Planning v
W oeivery v Order Status
B8 Monitoring ~ ——
B invoicing v |

Crder Updates

© Interactive Tour
@ Help & Support

A reedback

Confirmable Orders

Figure: Dashboard / Alerts

SupplyOn > Logistics & Finance > Dashboard

> Delivery Instructic >

T TN e

\

Inventory Alerts o
o

FPAJASN Alerts

JIT Call-Offs Material Status Alerts

Demand Alerts o

All Alerts

0

Gurrent new Delivery

0

Gurrent new JIT Cal-Ofs

Alerts > Settings and Master Data

Define a search profile you are interested in. In this example, find out where the confirmation

status is overdue.

In this example, a view has been created (see chapter 6). The column Days not confirmed has

been moved next to the column Status.

nance » AL OVETView

© Proie created.

B ssvances Search

Inachive date [ | [eaual 1o isedecton of date] » ||

Search| [Reset

FPAIASN Alerts (45)  Malerial Status () Demand Alerts (89)

Fiant Code.

Order Mumber  Order .. Document Type

00_1000 om0 oooto
S_TRG 00_1000 00020
S_TRG 100_1000 00010
5 TRG 100_1000 00010
5 TRG 1001000 000020
s TRG 00_1000 00020
s_TRG 100_1000 00010
5_TRG 00_1000 oa010

16 100_1000 00010

00020
Purchaser 00010
00020
00010
000010
00010

Purchaser

89 matches of 188 entries:  Select all maiches | Clear selection

Figure: Alert Overview / with personalized view

Watenal

My Sesrch pr
Defautt View
E-mat Hoteasen

~ Manage View-

Matenal Desc

2

Devaty... De

Trainng-Articie-1632-1  Duse Dl
Training-Article-1632-1
RUNDSTAB-3

Training-Article-1632-2
Training-Article-1632-1

Entiesperpage  [50_ | Page [ 1] o2 | Mext Last
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4. Build your search profile by clicking Add a line

5. Select the Search criteria, for this example select Status Confirmation

6. And select the entry Confirmation Status Overdue

O R
o,
PO
-~ | squai 1 (aeiecton o gate] Delele ine My Search Profiles
[owein = oatetatioe: Default View | Manage View -
Eoinasim
T
et
Inventory Alerts (26)  FPAVASN Alerls (45)  Material S1B1US puys suss testiue
s coston e

Default View ¥ | Manage View - FPA Croanon ovestus Reset ail Filers.
[ Buyer Piant Coda. | Plant Buyer Flanner Order Number | Order . Document Type Matarial Material Desc. Status. FlagDev. .. Dev.Qty . Deviating.. Fls
Fl 5_TRG 100_1000  Siemens Training, . Fuschaser 4560521209 00010 ASN ADICO001632-1 Training-Article-1632-1  Due Delivery overdue: ASH Creaion overdue. -
Il S_TRG 100_1000  Siemens Training, . Puschaser 4560521716 00020 ASN ADZC0001632-2 Training-Article-1632-2  Due Delivery overdue: ASN Creabon overdue.

[l STRG 00 SewensTong | Pucws  SOmTE oM S Horcoomenz g Al 1521 DusDevery et AP ration i
[ s_TRG 100_1000  Siemens Training, .. AndreasS.. 4560520008 000010 ASN AZVO0001151688 RUNDSTAE-2 Due Delivery pverdug: ASN Creaton overtue.
FISTRO 00100 SemesTom  Puchaw  dsiiew  omin  ASw aoicomtez2 Tronng e 16321
F s_Re 100_1000  Siemens Training, . Puichaser 4560521670 00020 ASN AD2C0001632-2 TranING-AMCk-1632-2  Due Delivery overdug’ ASN CTEANon pvértue
F 5_TRG 100_1000  Siemens Training, ... Purchaser 4560521287 00020 Order AD2CO001632-2 Training-Anticle-1632-2  $tatus Confirmanon: Confirmed with Deviat.
]l 5_TRG 100_1000 Siemans Training, Purchaser 4561321240 00010 Order ADICO0016321 Training-Arficle-1632-1  Status Confirmation: Confirmation Status
Fl 5. TRG 100_1000  Siemens Trsining, . Puschaser 4561321249 00020 Onder AD2CO001632-2 " 16322
Fl S_TRG 100_1000  Siemens Training,  Puschaser 4561321244 00020 Order AD2CO001632-2 16322 Stah rmab
[ STRG 10100 SemesTanng  Fucweer @M 0010 O Avcamtez21 Traning Aflde 16321 St onlmaon: Cnfmahan S
F s_Re 100_1000  Siemens Training, . Puichaser 4561121251 00010 Order ADIC0001632-1 TrBinING-AMick-1612-1  Slatus Confrmation: CONMMANGN Status
[ 5.TRG 100_1000  Siemens Training, 00020 Order ADZCO001632-2 Training-Aricie-1632-2  Status Confirmation: Confirmaion Status .
El 5_TRG 100_1000 Sigmans Training, 00010 ADICO0D1632. Training-Arficle-1632-1  Status Confirmation: Confirmed with Deviat
Fl £.TRG 100_1000  Siemens Training, 00020 Onder AD2CO001632-2 Training-Aicle- 16322 Status Confirmation: Confirmed with Deviat
[ S_TRG 100_1000 Siemens Traning, 00020 Order ADZCO01632-2 16322 Stah firmaby -
s e S T e ez T B St Coomaton Cntanaton s
29 motchen of 159 eurex:  Sebect s matches | Clea selction e perpage (50| page [ 1) or2 | Wem Last
Figure: Alert Overview / with search criteria
7. Test your search parameters by clicking Search
[T P—— S ———
Cuck Search  Advanced Sesrch
-
inachve date [+ [equai o (ssisction of date - | =] Delsie o My Search Proties
[ [eavaito [ v [Contmaton Status Gvercue T Asasneistete e Detaslt View | Manage View -
I oo e

Inventory Alerts (0) FPA/ASN Alerts (0) Matenial Status (0)  Demand Alerts (46)

[Detautt view | [Manage View- Foset l Fiter
(5] PIBM Coe... Plant Buyer Pianner Oroer Number | Orser..  Document Type Material Material Desc. Stams FlagDev... Dev.Qty... Deviawn.. Fle
[&] 1001000  Siemens Traming, . Purchaser 4561321249 00010 Orer ADICO0D1632-1 A 22-1 -
o 100_1000 Siamans Traming, Purchaser 4561321240 00020 Oreer AD2C0001632-2 Traning-Article-1632-2  Status Condrmaton: Confirmation Status
a (1090 SemavTanmg | P m0s 0 o azcmieszs Taring o 1522 St Conematon Cnfnaton it
& 101000 Smars Ty Fuharer GBIDI24 00010 Oulr privtviey Trring o 16521 S Gorembon Cotrmaion St
a IO SemersTanwg, | Puchin S o010 o Avncoones2 Tiaing Aic 16521 S Cotrmaon:Coninaton S
[ 100_1000  Siemens Traming, .. Purchaser 4561321251 00020 Oroer AD2CO0I632-2 32-2
[s] 100_1000 Siemaens Training, Purchaser 4561321255 Order AD2CO001632-2 Training-Article-1832.2  Status Confrmation. Confirmation Status
[} 100_1000  Siemens Traming,  Furchaser 4561321285 00010 Order ADICO001632-1 Training-Article-1632-1  Status Confrmabon: Confimation Status
] 100_1000 Siamens Traming, Purchaser 4561321246 00020 Order AD2CO001632-2 T rticle- 1 2 taf
a 1001000  Siemens Traming, . Purchaser 4561121246 00010 Orser ADICO0D1632-1 A 22-1 [

[} 100_1000 Siamens Traming, Purchaser 4561321250 00010 Order ADICO001632-1 Training-Article-1632-1  Status Condrmaton: Confirmation Status

[s] 100_1000 Siemens Training, Purchaser 4561321253 00010 Order ADICO001632-1 Training-Article-1632-1  Status Confirmabon Confirmation Status

[ 1001000  Siemens Traming, . Purchaser 4561321284 00010 Order ADICO001632-1 Traning-Arbcle-1632-1  Status Confrmabon: Comfimation Status

a 0 SemeTanes | Padwe  Smaem o o e e 16522
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Figure: Alert Overview / Search result is displayed

You can save these search parameters as search profile and define the frequency of E-mail
notifications for it. Define a name for your search parameters and save it.
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8. Define a name for your Search Profile

9. Click on the Drop Down next to Manage View

10. and click Create new

My SuppiyOm = Logisses & Finance » Alert Overview

Quex Searchn  Agvanced Search

Detault View || Manage View~

[ guyer Plant Code.. Plant Buyé Planner Ordet Number
] s5TRG 1001000 ons Traning, . Purchaser 4561321248
Fl S_TRG 100_1000 iemens Traning, . Purchaser 4561321240
[l STRG 1001000  SiemensTranig, . Futchaser 4561321244
] STRG 1001000  Sismens Traning, .. Purchaser 4561321244
Fl 5.TRG 100_1000  SiemensTraming, . Purchaser 4561321251
[F] STRG 1001000  SiemensTraning, . Purchaser 4561321251
[] 6TRE 1001000  Siemens Traning, .. Purcnaser 4961321258
Fl 5.TRG 100_1000  SiemensTraining,  Purchaser 4561121255
[] S.TRE 1001000  Siemens Traning, . Purchaser 4561321248
[] S.TRG 1001000  SiemensTraning. . Purcnaser 4561321245
[l STRG 1001000 SiemensTraning, . Purchaser 455121250
[] SR8 1001000  Siemens Traming, . Purchaser 4561321253
[l S.TRG 1001000  Semens Tranmp, . Putnaser 4561321254
Il 5.TRG 100_1000 ens Training, . Purchaser 4561321252
] S.TR8 1001000 Siemens Traming, . Furchaser 4561321252
Fl sTRe 100 1000

‘Siemens Traning, .. Purchaser 4561321248

Datails] [ignore status~

48 maiches of 169 enries:  Selectalimatches | Clear selection

[mactve aate T [oquat o setociom rasie] || B Defete e
Sttes Comteruation |+ [caaite [ [Comtemten Staus Grestue o] Aasme Dot ine
[Search]

Inventory Alerts (0)  FPA/ASN Alerts (0) | Material Status (0)  Demand Alerts (45)

Document Type  Materal

Order ADICO001632-1
Onder AD2CD0016322
oner AD2C0001632:2
Order ADICO001832:1
Onder ADICD001832-1
onger AD2C0001632:2
Order 02600016322
Onder ADICD001832-1
Ordes AD2CD001632-2
Orer ADICO001632-1
Onder ADICO001832-1
Order AD1C0001632-1
oner ADICO00T6321
Order ADZC0001832:2
Onder ADICD001632-1

Orger ADICDO01632-1

Enties perpage (50 |

Malenal Desc

Trainng-Avice- 1632-1
Training-Asicle-1632.2
Trsining-Aticle- 16122
Training-Aricle-1632-1
Training-Asicle-1812-1
Trainng-Aicle- 16122
Traming-Aticle-1632-2
Training-Adice-1812-1
Tranng-Asticle-1632-2
Traning-Atice-1632-1
Traning:Avice- 1832-1
Traning-Aicls- 1632-1
Traning-Aicl-1612-1
Traning-Avice- 16322
Traning-Abice-1632-1
Trsining-Aticie-1612-1

Stas

Status Confrmation
Status Confematon
Status Confrmation
Status Confrmation
Status Confematon
Status Confrmaton
Status Confrmaton
Status Confematon
Status Confimatan
Status Confrmaton
Status Confematon
Status Confmatan
Status Contrmaton
Staus Confemation
Status Confematon
Status Confrmaton

Confrmaan Status
Confimason Status.
Confimatan Status
Confrmatan Status
Confimasen Status.
Confimation Status
Confrmatan Status
Confimasen Status:
Confimation Status
Confrmasan Status.
Confemasan Status
Confimatn Status
Confimasan Status:
Confimatian Status
Confimason Status
Confimatan Stats

Flag Dsv.

Gantact| @ eipfor this page | Print

Fide Search Aroa

~ | Managa Vie - |

Dev Oty

suss [ a1t

Figure: Alert Overview / Define and save Search Profile

11. Click E-mail Notification

My Search Profiles

Hide Search Area

|C-unf Owerdue

|V| Manage View -

E-mail Mofification

Figure: Alert Overview / Define E-mail Notification for Search Profile
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12. The just created search profile is automatically selected
13. Set the tick next to Active

14. Define the notification period, for example on a daily basis at 8.00 am in the morning

15. Click Save

E-mail Notification

| Eased on Search Profile | Cenf Overdue v

I B Active |

Alert Motification Type
(O] ag Aftachment

Frequency

My SupplyOn = Logistics & Finance = Alert Overview = Email Notification

(@] as Pure Text

Periodic (according to your timezone: (GMT+01:00) Europe/Berlin)

@Daily.r at :

& vonday & Tuesday & Wednesday & Thursday & Friday (J Saturday () Sunday

O Hourly from [8:00 [+ |to[17:00 |+ |every[4

|v hour(s)

[ Gevel|Beci]

Figure: Alert Overview / E-mail Notification

In this example you will receive an e-mail notification every day.

8 Roles and Rights

The SupplyOn Company Admin is authorized to create new users or to assign roles to already

existing users.

For working with the purchase order process the following area of responsibility is needed:

Order Fulfillment, Finance Processes.

Areas of responsibility

Name

Company Administration

Order Fulfillment, Finance Processes

8|0

Quality Management

Sales

Shipping, Goods Receipts, Warehouse ...

O 0O O 0O

Supply Chain Administration

Description

Company master data, users and permis. ..

Supply Chain Management.

Supplier Quality Management (QM).

Sourcing to Contract, Progress to Order ...

Shipping, goods receipts, warehouse ma. ..

Demand, logistics and finance processes.

More information

More information

More information

More information

More information

More information

More information
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Figure: User Management with Edit User and Areas of responsibility

After clicking More information, the following help page is displayed. Here you can see the tasks
the user can fulfill with this responsibility.

Order Fulfillment, Finance processes

Logistics & Finance

Displaying demand and logistics data

Editing purchase orders and call-off demands
Creating invoices

Editing finance processes

Figure: Help page with explanation for Order Fulfillment, Finance processes responsibility
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