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Accessingnternet EDI
Go to thelnternet EDwebsite athttps://exchange3.commport.corto logn.

You will be presented with a Username and Password prompt. Enter the username and
password as provided by Commport.

Fig 1.0

Login

User name

Password

Keep me signed in | |

Language [ Default

| OK Cancel

After entering your Username and Password a new screen will appear that will enable you

to view and post aders, create purchase order acknowledgements, shipments andceso
to be sent

Navigating your Mailbox

Upon login, the system will automatically present the Mailbox Tab defaulted to the Inbox.
The Mailbox is divided into 2 main folders: the Inbox #relOutbox. The Inbox lists all
inbound EDI documents (documents you receive) and the Outbox lists all outbound
documents (documents you send).

By default the Inbox is initially selected, and all types of inbound documents appear in the

listt TheineE Ol'y 65 SELIYRSR o6& LINBaaiy3d (GKS tAdGdatS
will expand the Inbox to reveal sdblders. Selecting any one of the subfolders will filter

the list of documents just to the types of documents described by thefslaer name. The

same is true of the Outbox and its stdiders.

The column headings will provide information that will help you identify each transaction type, along
with sending and receiving parties, important dates, document status, and more.

Fig2.0
Exchange 3 Welcome Demologins0 | logout

Mailbox | Orders

Sender ume: Document Date  Doc Number PO Number
» 1 Commport Hospital | 3

Nov-21-2013 02:25P  Ne
2 Commport Hospital Jul-14-2013 50505051 50505051 Nov-21-2013 02:25P  Ne
3 Commport Hospital Jul-14-2013 10101010 10101010 Nov-08-2013 09:52A  Ne
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Mailbox tab displayshe Inbox by default which displays all transactions that have been
sent by your trading partner(s).

Orderstab displayshe active sales orders that are available in the system along with their
current status.

Shipmentstab displaysthe active shipments (Advanced Shipping Notifications or ASNs) that
are in the system along with their current status.

Invoices(will only appear if you are set up to do Invoicegb displayshe active invoices

that are in the system along witmeir current status.

DSD Statementgwill only appear if you are set up to do DSD3abdisplayshe active

direct to store statements with their current status. You can also create new statements.

Within the inbox the information about your transamts include:

Snder. The name of the trading partner that has sent the transaction

Document Type:Indicates what type of transaction received from trading partner
Document Date:The date the transaction was issued by the trading partner. This is most
often the same date as theeceived date (may be different if the document resent).
Document Number:An original number sent on the transaction.

PO NumberPurchase order number assigned by the trading partner.
Received:Date the transaction was rened intolnternet EDI

Status:

Postedcg purchase order has been turned into a customer order.

Applied¢ Purchase order change (860) has been applied.

Error¢ Purchase order change (860) cannot find matching Purchase order (850)
Newc¢ Untouched Purchase der.

Viewed Transaction has been viewed at least once.

PURCHASE ORDE&®)

Sender The name of the trading partner that has sent the transaction.

PO NumberPurchase order number assigned by the trading partner.

PO DatePurchaserder date as asgned by the trading partner.

Value This is the dollar amount of the purchase order. It will default to $0.00 if no value is sent.
ReceivedDate the transaction was received irtternet EDI

Document Typelndicates what type of transaction receivadr trading partner
Status

Postedc purchase order has been turned into a customer order.

Applied¢ Purchase order change (860) has been applied.

Error¢ Purchase order change (860) cannot find matching Purchase order (850)
Newc¢ Untouched Purchase order.
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PLANNING SCHEDUIBBDER FORECASI®)

Sender The name of the trading partner that has sent the transaction

Document Type:Indicates what type of transaction received from trading partner

Document Date: The date the transaction was issuegthe trading partner. This is most

2F0Sy GKS alyS RGOS a GKS wSOQR 51F4GS oYl @ o
Document Number:An original number sent on the transaction.

Received:Date the transaction was received intaternet EDI

w»
P

PMTS REMIMANCHES820)

Payer Name of the trading partner.

Payer Action Payment Type

Value Dollar Amount of Payment

Effective Pmt DateDate of Payment

ReceivedDate the transaction was received inttternet EDI

PRODUCT ACTIVITY/SAIZEY)

Sender The name of th trading partner that has sent the transaction

Document Type:Indicates what type of transaction received from trading partner
Document Date:The date the transaction was issued by the trading partner. This is most
2FGSYy GKS &l YS R(mayde differeniiiikie dosnérRrisers)!
Document Number:An original number sent on the transaction.

Received:Date the transaction was received intaernet EDI

CUSTOMER MESSAGER)

Sender The name of the trading partner that has sent thansaction

Document Type:Indicates what type of transaction received from trading partner

Document Date:The date the transaction was issued by the trading partner. This is most

2FGSy GUKS alyS RIFIGS Fa GKS wSOe@eden)51 4GS oYlFe&d o6S R
Document Number:An original number sent on the transaction.

Received:Date the transaction was received intaternet EDI

Outbox

Shows transactions that have been sent or are on hold status. On Hold transactions are
transactions that have beecreated and are ready to be sent but have been put on hold
awaiting release.

You can expand the Outbox to have your transactions segregated by transaction type.
When using the transaction type specific view, there are details available that areicpecif
each transaction type.

Commport Communications International, inc. | 5 Scanlon Court, Aurora, Ontario | 905 727 6782 | www.commport.com



INVOICES10)

Sent To: Shows the name of trading partner that the invoice has been or will be transmitted
to

Invoice Number Invoice number, this is the document number for the invoice

Invoice DateDate of invoce

Amount: Total Dollar Amount of Invoice

Sent:Date Invoice was transmitted to Trading Partner

Type:810 = Invoice

PO NumberPurchase order number as assigned by the trading partner.

StatusDefinitions:

New: Status will only be new when the inveics received and has not been translated to
EDI. This status is very rare.

Sent:Document has been sent to trading partner and no Functional Acknowledgement
(997) has been received yet.

Accepted 997 has been received by the trading partner.

Rejected 997 has been received by the trading partner but was rejected due to an issue
with the EDI structure.

SHIPMENT NOTICEBS6)

Sent ToName of the trading partner that the Shipment Notice has been transmitted to
Ship ToName of the store or DC that shipmids being delivered

Ship FromName of the party that is shipping the goods

Ship Datemm/dd/yr of shipment sent to destination

ASN Ref #Shipment Number

BOL #:Bill of Lading Number

Lading QtyNumber of Containers or Pallets

Total Weight:TotalWeight of Shipment

PO NumberPurchase order number as assigned by the trading partner.
StatusDefinitions

New: Status will only be new when thghipment notice is creatednd has not been
translated to EDI. This status is very rare.

Sent:Document haveen sent to trading partner and no Functional Acknowledgement
(997) has been received yet.

Accepted 997 has been received by the trading partner.

Rejectal: 997 has been received by the trading partner but was rejected due to an issue
with the EDI struatre.

PURCHASE ORDEBKNOWLEDGMEN(BS5)

Sent ta Shows the name of trading partner that the acknowledgment has been or will be
transmitted to.

Document Type:Patric to have Vlad remoweredundant

Document Number:An original number sent on the transizon.
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PO NumberPurchase order number as assigned by the trading partner.

Document Date Date the document was created by the customer, but not sent.

Sent: Date the transaction was sent fromternet EDI

StatusDefinitions:

New: Status will only b@ew when the invoice is received and has not been translated to
EDI. This status is very rare.

Sent:Document has been sent to trading partner and no Functional Acknowledgement
(997) has been received yet.

Accepted 997 has been received by the trading {pear.

Rejected 997 has been received by the trading partner but was rejected due to an issue
with the EDI structure.

Account Administration
Administrationof your account and settings Internet EDIisaccessible from the buttan
locatedat the top rightof the page Refer tofigure 3.0 below.

ange D O elcome jo ogo
*7 8 Reset Sample Data Tools I Company Settings I Trading Partners I Items and Packing Rules Save Help @
Mailbox | Orders | Shipments | Invoices
Document Type Docum e Doc Number PO Number Received Status
Inbox (4) 1 H| 850 - Purchase Order 2013 p310D11336 p310D11336 Aug-13-2015 12:53P Posted

It is important to note thathis section is found on the home screen as a separate button
and not under Company Settings in one of the tdbster to figure 3.0 below

Transaction Search

Thetransaction search tool allows you to filter out unwanted data/transactions in order to find exactly
what you are looking for. Transaction search includes transactions that are no longer visible due to the
document threshold you set previously. This wéy tbansaction are always available to you.

Tools
Transaction Search
Transaction Search
Trading Partner Transaction Type by Reference No by Date Range
|<Any> ~| |<Any> ~ | | From 02/18/13 To |02/18/15
Trading Partner Type Mailbox Reference No Date Status

pm




Trading PartnerCan search for documents sent and received by specified Trading Partners you deal
with.

Transaction TypeSearch by Business or EDI document Tygpédnvoice (810),Urchase order (850),
Advance Ship Notice (856) etc.

By Reference NdRef number could by the Invoice #, PO #, Shipment ID, CO #

By Date RangaiVhen the EDI odocumentwas createdn system or received intimternet EDI

Find TransactiondDoes the searchased on the settings you have selected

Open Selected Transactionaill open the selected document. Can also be done by double clicking the
document in the list.

Company Settings
You can access the Company Settings section by selecting the Coraftgagyg $utton
shown infigure 3.0 above.TheCompany Settingsectionallows you to setip your account

profile, taxjurisdictions, company addressasd document tiresholds refer to figure 5.0
below.

Fig5.0

Company Setting

Profile Tax Jurisdictions Company Addresses 3PL Users Document Threshold

Name of Business Commport Demo 50 Language | A )
Transaction Control Numbers D} Electronic ID Numbers
Sales/Customer Orders _ JNt:- |4 | ISA ID Qualifier | v
Invoices IND ] ISA Interchange ID
Shipments/ASNs . |No |0 | GS App Code
PO Acks | |No |4 | G51 (UCC, EAN) Company Prefix | 1234567
=t |[No [0 Main EDI or IT Contact
Send Alerts and Notifications To Name |
L Add || Edit ||Delete ||ppone l
Name Email Email |
Canadian Provinces
GST or HST Registration Number ‘Appl',r for All J
Taxes for All Provinces turn | on | oOff J
USA settings
Taxes for All States turn O_n’ Off |

Save

| Close
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ProfileTab
The pofile tab allows you to set your contact detailscluding specifying whom to send the
Alerts and Notifications frormternet EDI

Language:

You can select your language preference which will determine what landoteyeet EDI
will be presented to yowni. The sytem default language is English, or your operating
adaidtsSyQa RSTFlrdzZ G 1 y3dz 3So

GS1 Company Prefix:

Enter your GS1 Company Prefix (also known as a UCC/EAN number or company prefix) in
this section. This number is required to print lab&sumay be wondering why yoneed a

GS1 Company Prefix. Look at it aslitbense plateof an item or product moving through

the supply chainlt forms the base for a family of identifiers that uniquely distinguyisbr

O 2 Y LJI pyodu@ts, locations, documentshipments and rationships in the supply chain.

Transaction Control Numbers:
There are two boxes for each transaction type. The first box can be used to designate
characters to be used to prefix all control numbers for your company. Some examplds coul
be:

1INV for invoice

1 CO for purchase orders.

Internet EDRives you the option to specify them (or not at all) for each transaction type.
The transaction control numbers allow you to establish the starting number to support the
atadsSyQa | atkcdiincement2oclhmdgii Buivibers. Using the value in this
section for Orderg850) Invoiceg810) Advanced Ship Notices (85&)d Rirchase Order
Acknowledgement$355) the system will assign a unique document number each time you
create a new documd. This number will increment every time you begin a new document
of the same typeThe document numbeon an invoicecan beoverwritten when creating a

new document by keying the desired number into the document during creation.

Taxes:
You can alsturn on or off taxes foCanada or the U.S.Ahis is also the section where you
can enter your GST or HST registration numRBefer tofigure 6.0 below.

Fig6.0
Company Setting
Profile Tax Jurisdictions Company Addresses 3PL Users Document Threshold
Name of Business Commport Demo 50 Language | v
Transaction Control Numbers Electronic ID Numbers
Sales/Customer Orders |CO No | 10098 ISA ID Qualifier | -
Invoices [Ny No | 10050 1SA Interchange ID
Shipments/ASNs No L} GS App Code
PO Acks No |0 GS1 (UCC, EAN) Company Prefix | 1234567
LR No o Main EDI or IT Contact
Send Alerts and Notifications To Name
Add Phone
Name Email Email jvw.commport.com
1 Fake Smith fake@commport.com
[ o adian Dreatimeae |




Tax Jurisdictions
This sections automatically filled out for you by thHaternet EDIO system.

However just as a review, this is the area where ywoould establish tax percentages and
handling based on the jurisdictiolou can also turn on/off taxes for Canada or the U.S.A.
This is also the section where you can enter your @3FIST registration numbeRrefer to
figure 7.0 below.

Fig7.0

Company Setting

Profile | Tax Jurisdictions | Company Addresses = 3PL Users = Document Threshold

Canadian Provinces USA settings

GST or HST Registration Number | 12345679RT000 | &pply for all Taxes for All States turn | On | Off |

Taxes for All Provinces turn | On l off

Jurisdictions Edit |

Jurisdiction ID On/off Description
1 ON-Ontario
2 AB-Alberta
3 QC-Quebec
4 NS-Nova Scotia
5 SK-Saskatchewal testing
6 SK-Saskatchewal
7 MB-Manitoba
8 NL-Newfoundlant [}

e —

Figure7.1lis the windowthat appears~vhen youselectedit a jurigiction. You can add a netax to
ajurisdiction in this screenYou can also edit the default taxes.

Hg7.1

Jurisdiction settings

Jurisdiction ID ON-Ontario
Description

Is Active v
Jurisdiction Taxes | Add Edit | Delete
Tax Description %5 Registration Number on/Off
HST 13.00% 12345679RT000

| Save | oK Cancel
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Figure7.2 displays the screen that appears if you seWdidQ (i 2a ndwRaR into an existing

jurisdiction. The Tax field is a drop down list that allows you to select applicable taxes for Canada. The
rest are selexplandory.

Fig7.2
Tax settings
Tax | A
%
Registration Number [:\?
Description
Is Active =]
| Save I| 0K Cancel |

-G riliisiiiiiiaiBiiiiiiiEiPbPPPRiiiPRiiR}ZIRIDDD">y

Figure7.3 displays the screen that appears if you edit an existing tax.

Fig7.3

Tax settings

N

Tax

% 13.00%

Registration Number 12345679RT000
Description

1s Active |

| Save | OK Cancel |

Company Addresses

TheCompany Addresseab allows you to establish default addressa the system. You
can storeaddresses foyourcor LI Yy @ Q& RAFTFSNBYy G f20FGA2yad

Fig8.0

Company Setting

Profile  Tax Jurisdictions | Company Addresses | 3pL Users = Document Threshold

Add || Edit | Delete |

Name ¥ Loc Number Address Line 1 City Province Postal Code
Widget World Inc. (WHS) V1234 99 Dusty Road Calgary AB NOB 2B0
Widget World Inc. 12345 123 Any Street Toronto ON M4X 2TS
Widget World 55566 555 Test St Aurora’ [} ON L4G 514
Training 12345 123 Fake St Aurora [o]1] L37 279
Jesse James Co. V1874 13 wild West Rd. Tombstone AB A8C 3E7
Commport V1234 5 Scanlon Court Aurora ON L3Z 279
Altwin Dist. 123 Any Stree Medicine Hat AB T1A 8L6
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Toadd anew addres&, St SO0 GKS W! RRQ odzidG2yd LT @2dz gl yi

0KS WORAUQ odzilizy® , 2dz Oy Ffaz2 RStESGS Fy FRRN
are found at the topight of the screentefer tofigure 8.0.

Fig8.1

Edit/View Address

D} Name | Widget World Inc.

Location Number(optional) 12345

Location Description
Linel 1123 Any Street
Line2
City  Toronto

Province/State | ON-Ontario v |

Postal/Zip Code M4X 2T5
Country | CA-Canada v
Contact Name
Contact Telephone # _

Contact Email Address

Default Remit-To ||
Default Ship-From ||

This Location is a 3PL

Save | 0K Cancel |

Name Company Name

LocationNumber. This is the locationumberidentifier. The most common number used is a DUNS
(Dun & Bradstreethumber.If your organization has multiple locations that adentified using a
number, this field is where you can store this information.

Location DescriptionYou can enter a description such as Head Office to help make the address
easier to identify.

Line 1, Line 2, City, Province/State, CountBostal/Zip Cde, and Country These fields are

the physical address that will be transmitted in EDI documents that use this address.

Contact Name, Contact Telephone and Contact Email Addiegdace to store contact

information for that location.

Default RemitTo ard Default ShipFron If you select the checkmark you have activated

the addresses to populate on the various transactiforghat Trading Partnendt will

populate the Rem#To and/or Shig-rom depending on your selections here.

3PL Users
This tab is auently under construction and not available for use as of yet.

Document Threshold

This tab allows you to set a transaction dateeshold. It will automatically filter out transactions that

have a status o€omplete, ClosedCancelledbr Viewedand thatare older than the threshold date that

you set. Transactions that at@omplete, ClosedCancelledor Viewedwill no longer be visible if they are
older than the threshold you set. Open and incomplete transactions will always be visible regardless of
the threshold you set. Refer to figuBe0.
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It is important to note that although old documents may not be visible, they are still searchable using the
Transaction search tool under the Tools button on the home sciRefer to figure3.0.

This setting helpgou toremoveold data and ensuigthat you receive improved overall system
performance because you are reducing the size of your working data.

Fig9.0

Company Setting

Profile = Tax Jurisdictions | Company Addresses | 3PL Users = Document Threshold

Set Transaction Data Threshold
This option will filter out transactions that are Complete, Closed or Canceled and that are older than the threshold that you set. Selecting a low threshold will
result in improved overall performance by reducing the size of your working data; it will restrict you to transactions within the threshold. Transactions that are
Completed, Closed or Canceled that are older than your selected threshold will not be visible. Open and Incomplete transactions will always be visible
regardless of threshold.

Set Threshold In: | Months ¥ | Number: |1 | lSave Threshold

Set Threshold InSelect either Months or Days.
Number: Amount of threshold. Max is 12 montlos 365 days

Save ThresholdSaveghe threshold. When you save the threshold it automatically reloads your
transactions with the new threshold.

Items and Packing Rules
It is important to note thathis section is found on the home screen as a separat®b and not under
Company SettingRRefer to figure3.0

This is where you can load your product catalogue. If you add your itemitetaet ED] they will be
available for use on transactions you create using the system. This tab allows you to Imipxpbad a
product catalogue or manually enter products individually. To import a catalogue it must be in a CSV
(Comma Separated Variable) fornvehich is a recognized format that excel files can be saved in

Fig10.0
Items and Packing Rules
Items
Import or Export Item Catalog |
Add || Edit Delete
Active UPC Code Wendor No Buyer No Item Description
1 775276002095 209 Joist Hanger 22G Galv 2X4
2 775276902098 269 Joist Hanger 22G Galv 2X4 - Case Qty 200
3 1519283491827 289 "Frozen" lug nuts

[
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If you want to import a prodzOd Ol G I £ 2 3dzS
bring you to a new window. Refer to Hif.1 below

ary

LX é

LINEG & a

14

G§KS WL YLJ:

ClickUimport catalog2 Select your CSV file you would like to impBtease note that the file you are

importing has to be aCSV file.

Fig10.1

Catalog Import
Show CSV (Excel) file settings ||

Reading Log |Save Errors

[Expurt catalog J llmpurt catalog J

UoM Map

Catalog preview

<Ignore= -

Ln

<Ignore=

bl

lMerge with Current Catalog J lRep\ace Current 3g_J Ignore UPC Validation ||

e W _____________________________________ __
LT @2dzNJ FAES O2yidlAya O2f
I yS¢ B6AYR2¢6® {SS CAITdzNB

titles are not imported as well.

FHg10.2

<Ignore= -

dzy'y
M DPH

& @2dz gAftft KI
g FReMemD Wi I

N U

Catalog Import
Show CSV (Excel) file settings v/

Fields Delimiter Has Header Record ||

'
Quote Char " | Ignore Quote as Escape ||

Comment Char #

Reading Log |Save Errors |

Export catalog | lImpor‘c catalog
UoM Map

-
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Once you have selected the CSV file to import you will have to map the fields from your file to the fields
available innternet EDI This is tellingnternet EDIO where you want the data from your file to be
placed in thecatalogfields available.

Fig 10.3
X x
? | . » Libraries » Pictures » Sample Pictures v|¢,|| Search Sample Pictures yel
- 4
COrganize MNew folder = ~ [ '@'
Pictures ||brary Arrange by:  Folder »
Sample Pictures
sobeysaddrshill.c
v
File name: sobeysaddrshill.csv hd ’Excelfile(*.csv] v]
’ Open |v] ’ Cancel ]

Map the fields from the CSV to the right files in tirep down lists for each column.
Fig 10.4

<Ignore=

Description
BuyerCatalogMumber
VendorCataloghumber -
UPCACode
UnitOfMeasure
UnitPrice
Active
AdditionalRefa
AdditionalRefB
AdditionalRefC
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When you select Unit of Measu(&fOM) in the drop down list, you will be prgted to map all the
different words listed in that column to the right 2 digit UOM.

Fig 10.5

UoM Map
KG map to lKG-HiIDgram v

CA map to | CA-Case |
EA map to | EA-Each -

-
R —

hyOS @&2dz KIS YI LIWISR GKS FTAStRaz e2dz Oy &St SO
OFdFrt23Qd aSNHS gAf{ tdrgallydherd. YThiRiNFased o BeyUPC Gddé aind | NB
+SYR2NJ OF G f23 ydzyo SN ¢KS de2aidiSYy R2Sa | OKSO]
rule, check the Ignore UPC Validation box. Replace will delete whatever is currently in the @athlog
replace it with the catalog you are importing.

If there any issues on the import, they will be shown in the error box. The errors will reference which
fAYS GKS SNNEN 200dz2NNBR 2y Ay GKS 0agd FTANIK®D , 2 d:

Fig 10.6
Reading Log |Save Errors

Lines: 13, 17. Found duplicates of UPCA Code

Lines: 13, 17. Found duplicates of Vendor Catalog Number
Lines: 14, 18. Found duplicates of UPCA Code
Lines: 14, 18. Found duplicates of Vendor Catalog Mumber
Lines: 15, 19. Found duplicates of UPCA Code

Lines: 15, 19. Found duplicates of Vendor Catalog Number -

Packing Rules
This section is currently under construction and not available for use.
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Trading Partner Defaults

It is important to note thathis section is found on the home screen as a separate button and not under
Company Settings in one of the tabs. Refer to figuée

Tradingpartner defaults is where you set up all of the detail/defaults for your trading partners.
Fig 11.0

Trading Partners

Customer: | Walmart v ||...| System L.D. 556

Partner Defaults | partner Locations

General Settings Default Invoice Settings
My Vendor Number | | Terms Type: | <Clear Entry=> -
Preferred Currency | v | Net Days Due |
Read Only Settings Net Day of Month [

All Interchange Ids

ISA ZZ:0078742000008 B
ISA ZZ:0681131000000 Discount Percent |
ISA ZZ:78742000008

ISA ZZ:7891737000004 v Basis Date | <Clear Entry> M

Discount Days Due |

Terms Description

Override Ship-To as Tax Basis [~/

| Save

| Close |

Vendor Number:Assigned number for Trading Partner. Used a&subndor number and Shiprom
Number.

Preferred CurrencyCurrency used by the Vendor with the selected Trading Partner

Terms TypeType of payment terms

Net Days DueNumber of days until total invoice amount is due

Net Day of Month:Day of the monththe terms is being referenced

Discount Days DueéNlumber of days in the terms discount period by which payment is due if terms
discount is earned

Discount Percet Terms discount percentage available to the purchaser if an invoice is paid on or before
the Terms Discount Due Date

Basis Dateidentifying the beginning of the terms period

Terms DescriptionA freeform description to clarify the Terms

Override ShipTo as Tax Basi&llows Vendor to overwrite the selected Tax Jurisdiction on the Invoice.

Commport Communications International, inc. | 5 Scanlon Court, Aurora, Ontario | 905 727 6782 | www.commport.com
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Partner Locations

You can sort your addresses by adding your addresses to different tabs depending on the address type
using the followindnternet EDIO tabs:

Billing Addresses

Distributions Centers

Store Locations

Other Addresses

This is how you addddresses tany tab of the above listedabs

Fig 11.1

Create New Address

Name . |

Location ID | |

Location Type | v

Address Linel | |

Address Line2 | |

City |

Province/State | v |

Postal/Zip Code | |

Country | v

Contact Name | ]

Contact Telephone # | |

Contact Email Address | |

Default Billing Address [=!

| Ikave l OK Cancel ]

Location D¢ KA & O2dz R 6S | ¢NIRAYy3I LI NIYSNRAE aG2NB ydz
Location TypeDesignate the type of trading partner location: Billing Address, Distabuienter

Store Location or other.

Default Billing AddressIf you select the checkmark when the invoice is created it will pull that address as

the billing address.

Commport Communications International, inc. | 5 Scanlon Court, Aurora, Ontario | 905 727 6782 | www.commport.com
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Import or Exporaan Address Catalog
If you want to import a product catalogS & A Y LIt &Y LUINNG(A &2 NI KOSE LYRLNI will | G | £ 2 :
bring you to a new window. Refer to Fit.4below

Click import catalog from the screen below. Select your CSV file you would like to iRlpage note
that the file you are importing hasd be a CSV file.

This is where you can load your hub specific addresses. If you add your iterirdemet ED] they will

be available for use on transactions you create using the system. This tab allows you to Import or Export
addresses or manually entaddresses individually. To imporfike it must be in a CSV (Comma

Seprated Variable) format which is a recognized format that excel files can be saved in.

Fig. 11.2
Catalog Import
Show CSV (Excel) file settings || |Export catalog | |Import catalog |
|Save Log| Reading Log Select Partner for Addresses eys v |
a
Catalog preview
Ln <Ignore= - =Ignore= - <Ignore= =

4
|Merge with Current Catalog | |Rep|ace Current Catalog |

Close

If your file contains column titles you will haveto 2lé W{ K2¢ [/ {+ o69EOSt o0 FAfS
I y86 6AYR28® {88 CAIdzNB M n Ohis wil énbuedhdt the Bescfui W1 I
titles are not imported as well.
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Fg11.3
Catalog Import
Show €SV (Excel) file settings ¥/ ‘Export catalog | lImpc:r‘c catalog |
Fields Delimiter L] Has Header Record || Uot Maf
Quote Char _ Ignore Quote as Escape ||

Comment Char  #

Reading Log Save Errors | [J\k?

1| -

&

Once you have selected the CSV file to imgou will have to map the fields from your file to the fields
available innternet EDI This is tellingnternet EDIO where you want the data from your file to be
placed in thecatalogfields available.

Fig11.4
[ x
f(-\ , ‘ . ¥ Libraries » Pictures » Sample Pictures v|¢,|| Search Sample Pictures yel
—_—
Organize » MNew folder =+ 0 l@l
Plctures ||brary Arrange by:  Folder «
Sample Pictures
sobeysaddrshill.c
sv
File name: sobeysaddrsbill.csv - [Excelfile(*.csv) V]
’ Open |v] [ Cancel ]

Map the fields from the 8V to the right files in the drop down lists for each column.

Fig 11.5
<Ignore> -

<Ignore=

Mame
Number
Linel
Line2

City
Province
PostalCode
Description
Phone
Email
ContactName
Is DC

Is Store
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hyOS @&2dz KIS YI LIISR GKS FTAStRaz &2dz OFy Of A 0]
OFdFf23Qd aSNHS gAff 2yfe AYLI2 NIsedoffoRtheStord/DTVBIIF G |
number. Replace will delete whatever is currently in the catalog and replace it with the catalog you are
importing.

Catalog Import
Show CSV (Excel) file settings || lExport catalog J lImport catalog J
Save Log Reading Log Select Partner for Addresses | Sobeys -

-

Catalog preview

Ln Is Store b <Ignore> <Ignore> -
1 Bill to: <Ignore= 2003004730000 Sobeys
2 Bill to: Mame 2431786700000 Sobeys
3 Bill to: Rumbey 2054457370001 Sobeys
: Linel
4 Bill to: 2077506210000 Sobey|
. Line2 .
5 Bill to: ) 2412036780000 Jace Holdings Ltd.
City
[ Bill to: . 2010988520000 Safg
Province
PostalCode
Description

Phone
Email
ContactMName
Is DC
Is Store
4| | 3

lMerge with Current Catalog J lRepIace Current Catalog J

Close

997 ¢ Functional Acknowledgements

Functional Acknowledgementsor®® & | NB &Sy id o6& GKS ¢NF¥ RAyYy 3 LI NI
partner has received the document and it conforms to EDI Standards. Innteuret EDbutbox, once

I GNIyal OdAz2y KIFI & NBOSAGSR | ddpT3I A @éced B+ (dza &
applies to any related transactioisvoiceq810) Advance Ship Noticé856) as well.
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Managing Purchase Orders Udinigrnet EDD

In order to use and begin creating return documents in response to the purchasesgmiereceiveyou
must first create aalesorder ininternet EDIO. Thesalesorder is a copy of the purchase order as sent
by yourcustomer As you create shipments and invoices againsstifesorder, Internet EDIO will
update thesalesorder with the products and quaities that have been fulfilled or remain available for
fulfillment.

Viewing and Printing Your Purchase O(880)

The purchase order is available in your Inbox under the Mailbox tab. You can view a printable copy of
this purchase order by double clioki on the ordeior by clicking on the print buttariThis will generate

a report with all of the details as provided pgur customer.

Figl2.0

Exchange 3 Welcome Demologin50 | logout

Company Settings Trading Partners Items and Packing Rules Help @

Order: 2 F4 | Acknowledgment: 2 E4 850 Report

Mailbox Shipments Invoices

Commport Hospital Purchase Order: 50505051

Buyer ShipTo "o et 7/14/2013 12:00:00 AM Page: 1/ 1
Gunther Smith Commpart Hospital pepry——

555444 50505051
" 1337 Riverside Dr,
Samiass infamaran Deieery Remucates (362]

ciw  ON 7/28/2013
00K 1ND iz anes oxie mane

Camtaet tnfematen

Ship From Terms Type:

Terms Basis Date:

Terms Discount Percent:
geiast fnfamatan Terms Discount Days Due:
Terms Net Days:

Bill To Contact:

Commport Hospital Dept Contact:

Method of Payment:
Shipping Tnstructions:

Camtast tnfamatien

Transport Method:

ander tambr v Deaerenen

e -

| Buyer# | seller's # Product Description | QTY | UoM [ Unit Price]  Total| Pack
122522 11452211 INFANT DIAPERS SMALL 7 A £14.00 58.00
1234567 00001234 ALCOHCL WIPES 10X8 I FE 2062 8248

1234567 23-2113-04 SURGICAL TAPE 10 A $12.70 127.00
7654321 0%-2000-77 GAUZE 3 A $11.25 56.25
Sub Total: 353.73
Total Allowances: 0
Total Cha : 0

[ "] Show Details

page 1 of 1 i; One per page ~ Coples: m‘_]asﬂitmap Print csv Zoom: \l Q ‘

Version 3.6.9568.0811

You can use th# N y (i Cat tifedmitton2ofthe screen to print a copy of your purchasder. You
can print multiple purchase orders by simply selecting multiple orders. You will knowhthat
order/orders havebeen selected as they will be highlighted in blue.
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