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Handout for the SupplyOn Service
Supply Chain Collaboration

Working with orders and the related
confirmation
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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.

Abbreviations

Abbreviation Meaning

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

SCC Supply Chain Collaboration
VMI Vendor Managed Inventory
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 register with SupplyOn via the e-mail notification you received by

1. clicking on view details link — opens the order

2. by clicking on the Supply Chain Collaboration process link — opens the Dashboard

New Message from Motoren: Order 55101774

Dear SupplyOn user,

‘You have received a Purchase Order from

Customer

Material number 345828
Order Number: 55101774
Contact -, -, Phone: -

I Click here for the Supply Chain Collaboration process overview. I

Best Regards
Your SupplyOn Team

Contact Support m ’( u ﬁ

Figure: Automatically generated E-Mail notification
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3. Alternatively, you can open an internet-browser and log in to SupplyOn.
B x +

<« C @ supplyon.com 2 % » 02

TRAINING  SUPPORT  ENSLISHY | LOBIN

r*
SUPPLYQN )
b

SOLUTIONS  INDUSTRIES  CONSULTING  CUSTOMERS  FOR SUPPLIERS  ABOUT US  CAREER

Empowered. Connected. Visible. End-to-end.
Your Supply Chain

SupplyOn empowers you to drive efficient, resilient and sustainable Supply
Chains - through intelligent collaboration and visibility solutions in the best,
enabled industry community

TO OUR SOLUTIONS

3 steps to increase sustainability

{ at your suppliers
' -

.

Figure: SupplyOn home page with Login button

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

4. Click the tile Supply Chain Collaboration

—
SIJF‘PL‘rO\N_' ) SupplyOn Services v News  Administration v More ¥

> Home C Lastrefresh 1 minute age W, Edit dashboard
Supply Chain Collabor... Flexible Survey > Business Directory kd n Invalid e-mall addresses 2
- Tips & tricks
- -
= 5] Cack on e SuppyOn Ioga 1o
cam® wi wa
Access the demand and delivery Find and edit surveys from your Find and edit the master data of your -
processes including E-Invoicing customers company. sections.
53 Home
Open Open Open

@  Help for this page

B Feedback

Figure: Home screen with tiles per application and actual notifications
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3 How to work with the Dashboard

The Dashboard is displayed.

Depending on your roles, you may see different tiles than shown in the following images.

Supply Chain Collaboration

B3 Dashboard

B Demand ® v
m Flanning A
VMI IPR (Inventory Projection)
VMI RPM (Replen. Plan. Mon.)
VMI Supplier Rating
BB Delivery v
B Monitoring v
BB Invoicing v

& settings & Master Data
@ Help for this page

JB Feedback

8

Figure: Dashboard

SupplyOn > Supply Chain Collaboration > Dashboard

Orders >

22 8

Orders to be
confirmed

Unread orders

Confirmation status

Dated 0
Fartly confirmed 2
Open 20

Edit confirmations

Alerts d

377

Total New Alerts

Type

Inventory Alerts 6

C Lastrefreshaminutesago @ Alerts W\ Edit dashboard

JIT Call-Offs >

0

Current new JIT Call-Offs

elnvoicing >

135

Total Billable Items

Billable ltem Status

Billable Items Due 131

Advance Shipping Notice >

263 0

ASN Creation Due Pending ASN
Due Deliveries

|
Qverdue 258
Due Today 0
:]ue Next 7 Days 5

Create ASN

Scheduling Agreements >

8 4

Scheduling Unread Scheduling
Agreements to be Agreements
confimed

Confirmation status
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3.1 What can | see in the “Orders” tile?

Within the Orders tile you can see an overview of newly received orders.

Dated — these orders have since been changed by the customer.
Partially confirmed — these orders have not yet been fully confirmed.

Open — these orders have not yet been confirmed.

AN NN

Clicking on - opens an overview of all orders.

Orders >
22 13
Crders to be Unread orders

confirmed

Confirmation status

Dated 0
Partly confirmed 2
Open 20

Edit confirmations

Figure: Dashboard / tile / Orders

3.2 How to view an order

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

Orders

Figure: Dashboard / tile / Orders

All orders so far received are displayed.
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2. Each column provides relevant information regarding each individual order. Slide the scroll
bar in the bottom to see more details. If you want to see information not shown in the current

view you can create a custom view with additional columns (See section 6).

Orders Order line items
More ~

O Read Order date
O e Read 2023110128
0 e Read 2023110128
o - Read 2023110128
O e @® unread 2023110128
g .- @ Unread 2023/10/28

Figure: Orders / Overview

1 applied search criterion €@

Order

4510292585 TTA

4510292584TTA

4510292584

4579292584

4578292584

Order status.

Initial

Initial

Initial

Initial

Initial

Q

Confirmation

Required
Required
Required
Required

Required

:Q, Advanced search

Customer site Customer

Rows perpage: Auto = 1-50f 24

M View

3. Order changes are marked by the status “Updated” in the Order Status Column

Orders Order line items
O Order Material
o - 65101801 345828
g - 55101800 345828
0 - 55101799 345828
0 - 55101798

g - 55101797 345828, 89
O - 55101802 345828
a - 55101796 345828
g - 55101803 345828
E] e 55101846 345828, 890128

More ~

Sonfemation

Not required

Completely confirmed

Not required Updated

Not required

Required

ot required

Not required Updated

Required

Required

Not required

Completely confirmed
Partially confirmed

Completely confirmed

Initial
nitial

Completely confirmed

Read

Read

Read

Read

Read

Read

Read

Read

Read

Read

Q

Customer Customersite [l

Order date

2023/04/02

2023/04/02

2023/04/02

2023/04/0%

2023/04/02

2023/04/02

2023/03/12

Figure: Updated orders

4. To see the details per item line in each Purchase Order, click on Order line items.

Orders

O Order number
D we V 4510292585TTA
D e Vv 4510292585TTA
D eV 4510202585TTA
D e Vv 4510292585TTA
D e Vv 4510292584 TTA
D eV 4510292584TTA
D e Vv 4510292584 TTA

More =
Line item Material number
000010 A5W00078797
000020 A5W00078797
000030 ABW00078797
000040 A5W00078797
000010 ASW00078797
000020 A5W00078797
000030 A5W00078797

Figure: Order line items overview

Q

Confirmation

Required
Required
Required
Required
Not required
Not required

Not required

2Q Advanced search

Customer

Rows per page: Auto = 1-7 of 153

I View

Requested del. date

2023/03/06
2023/04/03
2023/05/06
2023/06/05
2023/03/06
2023/04/03

2023/05/06
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The order items are listed in rows with each row showing information about the line item in each
Purchase Order e.g., Material Number, Requested Delivery Date, Supplier Reference, etc.

5. You can download (as CSV) each order separately by clicking Download > Download
order > Default Profile CSV

Orders Order line items

/' Editconfirmations More ~ 1 applied search criterion €3 Q 2Q Advanced search M View

Download PDF document

>

Download orders |
3 Defauit Profile CSV Confirmation Line items Customer site Customer
>

Download confirmations

[-] Read

Download confirmation template >

. Read A Initial Required 4
Download attachments
a - Read A Initial Required 4
D . Read 2023/10/28 4510292584 Initial Required 4
D . Read 2023/10/28 4579292584 Initial Required 4
Rows per page: Auto = 1-8 of 24 >l

Figure: Orders details / with action buttons to download orders

You can also select multiple orders at once to download.

Orders Order line items

Download =« More =

= Read Download PDF document > Order status
= Download orders > = (1) Updated

e Read Download confirmations > G Updated

e Resd Download confirmation template » 316 Updated

. ® Unread Download attachments 716 Updated

.o Read 2022/11/23 45094178581211G Updated

eee @ Unread 2022M11/23 4509417858119IG Updated

Figure: Orders details / with action buttons to download 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 Unread Orders

The Order line items overview is opened. Slide the scroll bar in the bottom to check all
information the customer has given, if you want to see information not shown in the current view
you can create a custom view with additional columns (See section 6).

Orders Order line items
2 applied search criteria @) Q 2Q, Advanced search M View

O Read Order date Order Order status Confirmation Customer site Customer
D . @ Unread 2022/11/23 45094178581271G Updated Required

D . @ Unread 2023/01/15 45094178581261G Initial Regquired

D . @ Unread 2023/01/15 45094178581231G Initial Regquired

a .- ® Unread 2023/01/15 45094178581221G Initial Required

D o @ Unread 2022/11/23 45094178581191G Updated Required

D . @® Unread 2022/11/23 4509417858118IG Updated Required

Rows per page: Auto = 1-60f7 > 2l

Figure: Orders line items details

After you have checked the order, you can proceed to the order confirmation as described in the
following section.
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4.2 Confirm as ordered (“Confirm as-is”)

Orders Order line items

# Edit confirmations Download ~ More ~

Read Order date Order Order status. Confirmation
Read 2022/01/19 5900002602 Gompletely conf.. Not required

Figure: Orders details / Line Items tab

Q, Advanced search M View

Customer site Cu

stomer

Siemens Training, DE trg_Siemens Training Buyer

1. Mark the order to be confirmed and then click on Edit confirmations.

2. Check the desired delivery date, the corresponding quantity, and the price per price unit.

3. Fill out the mandatory field supplier reference and enter, for example, your internal reference
number for this order.

4. Click Send Confirmations.

Orders Order line items
More =

D Requested gty. Requested price per unit

O e v 0EA 18211 EUR/1 -
O e v 0EA 113.66 EUR/ 1 -
O e v 0EA 7572 EUR/1 -
O eee v 0EA 68.42 EUR/1-
O ee v OEA 90.84 EUR/1-
O ee v 0EA 76.11EUR/ 1 -
O e v 0EA 105.90 EUR/1-

4

canes! E

Figure: Order items - Confirm "As requested".

/

Confirmed price p...

Confirmed price unit

M view

Supplier reference

182.11 EUR 1.00 EA 12345
113.66 EUR 1.00 EA 12345
7572 EUR 1.00 EA 12345
68.42 EUR 1.00 EA 12345
90.84 EUR 1.00 EA 12345
76.11 EUR 1.00 EA 12345
105.90 EUR 1.00 EA 12345
Rows per page: Auto = 1-7 of 17 > >l

April 23
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4.3 Confirm deviating (“Respond with changes”)
You want to confirm deviating, e.g., delivery date and / or quantity need to be changed.

1. Mark the order to be confirmed and then click on Edit confirmations.

2. Check the desired delivery date, the corresponding quantity, as well as the price per price
unit.

3. Overwrite the gray entries in the columns delivery date, delivery quantity and/or price per
price unit.

Change the confirmed quantity.

The material can also be transported in separate deliveries, if this is required, click on Split
Schedule.

6. Enter a new delivery date and the remaining quantity.

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

8. Click Save & Send.

Orders Order line items

More = m View

TSR SR ST ST SRAE S SRS

<

Canesl Raows per page Auto ~ ot 183 >

Figure: Order items - Confirm "With changes".

Orders Order line items

More = m

] Order number Line item Gonfirmation Customer Confirmation status Material number

[m] 4510292585TTA 000010 Required Siemens Munchen (ARE 433Q) Confirmad (draft) #* A5W00078787

Line item 000010

Spiit delivery

Supplier comment

o (sumalier)
PLETE NSR 2P&3P 11! o

24738 01258

Material description (S

Schedule lines

ID Requ. del. date Conf. date Requ.qty. Conf. qty.

wee 2023/03/06 2023/06/06 560 540

Figure: Order items - confirm "with changes" - split schedule lines
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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. You can see these changes from

the number of “outdated” orders.

1. Open the Dashboard
2. Click on Dated

b
Orders 2>
2438 1282
Orders to be confirmed Unread orders

Confirmation status

[

[ |

Partly confirmed 83
|

Open 2049

Edit confirmations

Figure: Dashboard / tile / Confirmable Orders / Dated

You get to the order overview with your dated orders.
Please note: Dated orders may either have been updated or cancelled. It is necessary to

reconfirm the former.

Orders Order line items

More =
O Read Order
O - @ Unread 4549925783 _E
O - @ Unread 4549925785 _E
a e @ Unread 4549925814_E

Figure: Orders / Dated Orders

Order status

Updated
Updated

Cancelled

Confirmation status

Dated

Dated

Dated

April 23
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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.

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
In the Orders tile, click “Orders to be confirmed”.

3. Select all the orders you want to confirm by ticking the box on the left; you can also confirm
all open orders by selecting the box in the header row.

4. Click Download, Download confirmation Template and Standard confirmation template

(xlIsx)
Orders Order line items
/‘ Edit confirmations Download = O\ Q, Advanced search
Download PDF document >
More =
Download orders >
Order Download confimations N ifirmation Customer site

Download confirmation template »

Standard confirmation template (.csv)

5900002602

Download attachments = =
Standard confirmation template (. xlsx)

Figure: Orders / Download / Confirmation Template / XLSX
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. Open the XLSX file

. Check the Order Number(s)

Decide if you leave or change the Price per unit, Delivery date(s) and Delivery quantity
Enter your Internal Supplier Number

Save your XSLX file

© ® N o O

£ sesch [ia] —
File Home insert Page Layout Formulas Data Review iew Automate Help I Comments 12 Share -
(hyhe dn &K B wapten Geoern B OBP BEE iy O
paste ICORY - ' Conditional Formatas Cell | Imsent Delete Format | o Sond Find& | Analyze
Sromatminer | B0 I U~ EB- & A MegesCenter ~ | EB- % 3 % Formatting = Table > Styles™ R & Clear v Pt~ select~ | Data
cipbord [ Font w Jr— [ ramber 5 sies calls eding anaysis | Sensitvy |
Al - I Organization v
4 A 8 c 0 | £ | F G H i ) [3 L 0
1 Order Number | Order position number Buyer i [Requested delivery date_Delivery quartity|uantity unit[Price per unid Price Uit Eumncv icr
2 S_TRG 100_1000 5800002602 00004 MW13079C 07.05.2020 116 EA 182,11 1 EUR 12345
3 S_TRG 100_1000 "S900002602 "o0004 MW13079¢ 10.09.2021 116 EA 182,11 1EWR s
4 [s_TRG 100_1000 "5900002602 "o0004 MW13075¢ 10.09.2021 63 €A 182,11 LEUR 12345
5 S_TRG 100_1000 5900002602 "o0o04 MW13079C 24.11.2021 116 EA 182,11 1 EUR "12345
6 5 TRG 100_1000 "5900002602 "o0004. MW13079¢ 14.01.2022 116 €A 182,11 1EUR 12345
7 s_TRG 100_1000 "S900002602 "o0004 Mw13079¢ 21.03.2022 116 EA 182,11 1EUR L2
8 |5 TRG 100_1000 5900002602 "o0004 MW13079¢ 03.06.2022 116 €A 182,11 1EUR 12345
9 S_TRG 100_1000 5000002602 ‘o004 MW13079C 24.02.2023 116 EA 182,11 1 EUR "12345
105 TRG 100_1000 "5900002602 "oo002 Mw13079¢ 19.05.2023 116 €A 182,11 1EUR 12345
11 S_TRG 100_1000 '5§[K![I026[|2 'Dﬂ[)ﬂd MW13079C 20.09.2023 116 EA 182,11 1 EUR ’12345
125 TRG 100_1000 "s900002602 "o0004 Mw13079¢ 14.12.2023 116 EA 18211 1EUR 12345
13 5_TRG 100_1000 "S900002602 "o0006 MW13081C 20.11.2020 100 EA 113,66 1EUR s
14 |5_TRG 100_1000 ’Eﬂﬂﬂﬂﬂlwl 'Uﬂmﬁ MW13081C 03.03.2021 100 EA 113,66 1 EUR p12345
15 S_TRG 100_1000 5000002602 "booos MW13081C 12.05.2021 100 EA 113,66 1 EUR "12345
16 5_TRG 100_1000 "S900002602 "o000s Mw13081C 27.08.2021 100 EA 11366 1EWR 123
17 5_TRG 100_1000 "5900002602 "o0006 MW13081C 01.11.2021 100 EA 113,66 LEUR 12345
18 5_TRG 100_1000 5900002602 "oooos MW13081C 23.12.2021 100 EA 113,66 1 EUR "12345
19 S_TRG 100_1000 5000002602 "Dooos MW13081C 31.01.2022 100 EA 113,66 1 EUR "12345
20 5_TRG 100_1000 "S900002602 "o0006 Mw13081C 05.04.2022 100 EA 11366 1EWR 123
21 5_TRG 100_1000 "5900002602 "00006 MW13081C 03.06.2022 100 EA 113,66 LEUR 12345
22 '5_TRG 100_1000 5900002602 "oooos MW13081C 20.01.2023 100 EA 113,66 1 EUR "12345
23 S_TRG 100_1000 5000002602 "Dooos MW13081C 22.03.2023 100 EA 113,66 1 EUR "12345
24 5_TRG 100_1000 "5900002602 "o0006 MW13081C 14.07.2023 100 EA 113,66 1EUR 2w
25 |5_TRG 100_1000 "5900002602 "00006 MW13081C 21.08.2023 100 €A 113,66 LEUR 12345
26 5_TRG 100_1000 "S900002602 "o00os MW13081¢ 3.11.2003 100 EA 113,66 LEWR 12345
27 |5_TRG 100_1000 5000002602 o000 MW13081C 13.12.2023 0EA 113,66 1 EUR "12345
28 5_TRG 100_1000 5900002602 :DDDCI7 MW13082C 11.10.2019 100 EA 75,72 1 EUR "12345 =
= svertd TS o mnmnnen o P B N e P — .
Ready  Toaccessibiliy: Good to go Cgoispyseing: B @ @ - ——8F——+ %

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

10. Go back into the Web Application.

11. Click More > Upload Confirmations > Upload confirmations (.xlsx)

Orders Order line items

/‘ Edit confirmations Download = Q Q. Advanced search
B4 Mark as unread
B2 Mark as read
Order Order status Customer site Customer

Upload confirmati >
AR LU NS Upload confirmations (.csv)

ees 5900002602 Completely con trg_Siemens 1

Upload confirmations (.xlsx)

<+ Create Invoice

Figure: Orders / Upload / Order Confirmation (xIsx)

12. Click in the box to browse a file or drag and drop your chosen document.

rmation (standard col

[+

Drag and Drop or Browse

+ Supported File Types: XLSX

Figure: Orders confirmation upload / Choose file from Desktop
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13. Open the folder Downloads, select the XLSX file and click Open

1+ ‘ > ThisPC > Downloads v O Search Downloads
Organize v New folder -
Name Date modified Type Size
s Quick access -
B Deskt 5 B poc_SupplyOn_20210222_155157.xlsx 22.02.2021 15:58 Microsoft Excel W... 14KB
esktop

¥ Downloads +

|2 Documents *
[ This PC

B Desktop

|| Documents
¥ Network

File name: | poc_SupplyOn_20210222_155157xdsx v] Allfiles (%)

Figure: Select template

14. Upload the confirmation template.

o] e

Upload order confirmation (standard confirmation format)

Drag and Drop or Browse

+ Supported File Types: XLSX

| Q poc_SupplyOn_20230428_103732 xIsx (44.8 kB)

close

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

v

April 23
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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 using this in the Orders overview.

Q :Q, Advanced search M View

Your profiles for the table view X

- @D Default Profile

+ Create profile

Default Profile (7]

Q

@ Read
@ Order date
Order
@ Order status
@ Confirmation
& Confirmation status
& Customer Approval Status
& Delivery status
& Invoice status
& Customer group

@ Customer site

e e e e e e e e e e e

3 @ Customer

More =« Save

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.

April 23
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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

83 Dashboard

M Demand ® ~
B8 Planning v
I Delivery v
B8 Monitoring ~
I nvoicing v

© Interactive Tour
@ Help & Support

A reedback

Figure: Dashboard / Alerts

SupplyOn > Logistics & Finance > Dashboard

Search

\

Orders > Delivery Instructic

9 0

Total New Orders & Updates Current new Delivery I

Order Status

Hew Crders 6

Order Updates 3

e N e

Confirmable Orders > Alerts

Inventory Alerts o
FRA/ASN Alerts -

> JIT Call-Offs Material Status Alerts

Demand Alerts o

All Alerts

0

Gurrent new JIT Cal-Ofs

> Settings and Master Data

Define a search profile you are interested in. This example is about finding out where a

confirmation 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.

3nco » ATt warview

© Proie created.

Search  agvances Search

Inachive date v [oqualtn (sevection of date] v

Search| [Reset

ventory Alerts (26) | FPAIASN Alerls (45)

Buyer Plant Code... Plant Buysr Frannar
S_TRG 00_1000
S_TRG 00_1000

1 S_TRG 100_1000 Purchaser
5 TRG 1 r
5 TRG
s TRG r

Purchaser

Purchaser
Purchaser
Purchasar

Purchaser

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

Material Status (0)

Demand Alerts (85)

Qrder Humaer
5500001000

Orger .. | Document Type
oo010

Watenal

Matenal Desc

00020
00010 Trainng-Artcle-1632-1
00010 Traini

000020
00020
00010
oa010
00010
00020
00010
00020
00010
000010
00010

Training-Art

AD2CODO1E:
ADICOD01632:
AZVDOOD 1151888

Entries per page [s0 |~

Figure: Alert Overview / with personalized view

icie-
RUNDSTAB-3
Training-Article-1832-2

~ Manage View-

Devaty... De

April 23
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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

My Supphyn > Logistics & Finance » Alert Overview

QuKK SN Advanced Search

[cnas

Inventory Alerts (26)

Defoult View | Manage View

FPAASN Alerts (48)

 [cun o soecson o] v

Eon e wih Geviston

Gecinas
Malerial SIBMS e Sisus Orverze

450 Creation cverdus
FPA Croaton oventus

[ Buyer Plani Code  Plant Buyer Planner Order Number | Order . Document Type
Fl s_TRa 100_1000  Siemens Training,  Puschaser 4550521209 00010 ASN
1 s_TRG 100_1000 Siemens Training, Purchasar 4560521716 00020 ASN
[l STRG 1001000  SiemensTraining . Fuschaser 456021716 0DOTD  ASN
[ S.7RG 1001000  Siemens Traning, .. AnreasS.. 4560520000  0DODD  ASN
[] STRG 1001000  SiemensTraning, . Fuschasar 4560521916 0000 ASN
[l STRG 1001000  SiemensTrsining . Fuschaser 4502160 0DOZD  ASN
[ S.7RG 1001000  Siemens Traning, .. Puchaser 4560521287  0DO20  Orcer
]l 5_TRG 100_1000 Siemans Training, Purchaser 4561321240 00010 Order
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Figure: Alert Overview / with search criteria

7. Test your search parameters by clicking Search
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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
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Figure: Alert Overview / Define and save Search Profile

11. Click E-mail Notification

Hide Search Area

My Search Profiles

|Cunl‘ Overdue + | Manage View~

I E-mail Mofification I

Figure: Alert Overview / Define E-mail Notification for Search Profile

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

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

E-mail Notification

Based on Search Profile | Conf Overdue v |

Active |

Alert Notification Type
as Aftachment Q as Pure Text

Frequency

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

Mondav Tuesday Wednesday Thursday Friday a Saturday a Sunday

@Dai\y at :

OHnurIy!rnm‘&:Oﬂ |v 10‘1700 |v every‘A |v hour(s)

Figure: Alert Overview / E-mail Notification

In this example you will receive an e-mail notification every day.
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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 Description More information
|:| Company Administration Company master data, users and permis More information
Order Fulfillment, Finance Processes Supply Chain Management. More information
|:| Quality Management Supplier Quality Management (QM). More information
|:| Sales Sourcing to Contract, Progress to Order ... More information
|:| Shipping, Goods Receipts, Warehouse Shipping, goods receipts, warehouse ma More information
O Supply Chain Administration Demand, logistics and finance processes. More information

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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