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Important Notice

Copyright

All intellectual property rights in this work belong to Zycus Inc. The information contained in this
work must not be reproduced or distributed to others in any form or by any means, electronic or
mechanical, for any purpose, without the prior permission of Zycus Inc., or used except as expressly
authorized in writing by Zycus Inc. Copyright © 2007-19 Zycus Inc. All Rights Reserved

Permitted Usage

This document contains proprietary information which is the property of Zycus Inc. and is furnished
for the sole purpose of the operation and the maintenance of products of Zycus Inc. No part of this
publication is to be used for any other purpose, and is not to be reproduced, copied, adapted,
disclosed, distributed, transmitted, stored in a retrieval system or translated into any human or
computer language, in any form, by any means, in whole or in part, without the prior express written
consent of Zycus Inc.

Trademarks

All company, brand, and product names are referenced for identification purposes only and may be
trademarks or registered trademarks that are the sole property of their respective owners.

Disclaimer

This guide has been validated and reviewed for accuracy. The instructions and descriptions it
contains are accurate for Zycus Supplier Network (ZSN). However, succeeding versions and guides
are subject to change without notice. Zycus Inc. assumes no liability for damages incurred directly or
indirectly from errors, omissions, or discrepancies between the software and the guide.

Contact Us

Visit us at www.zycus.com. For queries, contact customer support:

E-mail ID: tech-support@zycus.com

US Toll free: +1-800-409-3507 | +1-866-363-6625
Australia Toll Free: +1-800-442-793

International Toll free: + 800-9928-7111
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Chapter 1: Introduction

Zycus Supplier Network provides a one-stop solution for managing supplier master data. It helps
interested suppliers to register themselves with the buyer and enables them to manage their profile
from the portal itself. Once the supplier is registered on the Zycus Supplier Network, buyer can have
an easy access to operational and potential supplier details, and can easily communicate with
suppliers if any additional details are required.

This, coupled with a structured workflow and approval process for managing suppliers in the master,
ensures integrity of supplier master data. It also provides potential suppliers with information on
how buyer companies conduct business with its suppliers and how a buyer company views supplier
relationship in general.

A Buyer Company is the company on whose supplier network you are registering to become
a potential supplier. The supplier uses the Buyer Company’s portal to manage their profile.

Zycus Supplier Network allows the interested suppliers to see the type of information buyers require
to become their suppliers and allows interested suppliers an avenue to submit their company’s
information to the buyer company. Suppliers interested in offering their products and services to the
buyer companies can register themselves using the Zycus Supplier Network.

If the buyer company approves of the supplier, the suppliers can view, edit, and submit their
detailed profile to the buyer company through the Zycus Supplier Network and become a Potential
Supplier. Furthermore, the buyer company can on-board a potential supplier and convert it into an
Operational Supplier.

1.1 Audience

The intended audiences for this manual are the registered suppliers who want to manage their
portal or suppliers who are interested in doing business with the buyer company.

1.2 Purpose

This manual is designed to explain the features of the Zycus Supplier Network and provide
instructions to perform the functions.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green y .

1.3 User Interface Language Support

Currently you will be able to view the Zycus Supplier Network in the following languages:

e Obarapcku (Bulgarian)

e 3 (Chinese)

e Dansk (Danish)

e English (UK)

e English (US)

e Suomeksi (Finnish)
Francais (French)

Deutsch (German)

Magyar (Hungarian)
Italiano (Italian)

ot= X2 (Korean)

Norsk (Norwagian)

Polski (Polish)

Py cc kUM (Russian)
Espaiiol (Spanish)
Nederlands (Dutch)
Portugués - Brasil (Portuguese -Brazilian)
H A& (Japanese)

A Ine (Thai)

4 22 ) (Arabic)

Disclaimer: User interface (Ul) in multiple languages will be available only for, Zycus designed user
interfaces and does not include any custom fields, any data export/reports, input data, user
manuals, videos, release notes, net help, central notification system (CNS), hardcoded labels in the
products which will be available only in English language. However, for any product releases, or
upgrades if any to the existing product versions, will be provided in English language and Zycus shall
endeavour to provide multiple languages for such releases, or upgrades to the existing product, in its
due course of product revamp cycle which is estimated to be of 6-month time-period.
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1. The language can be chosen from the login page as shown below:

ZYCUS Language [ English (US) <

Login to your Supplier Network Account Englsh (UK New user?

Create a new account

Su

Email Address

Register

Password

Pycooi ssian)

Forgot Password ? Espaiiol (Spanish)

s (Thi) Management Portal

End-to-end Supplier

© Manage
(@ Help and Support

2. If you change the language from this page, ZSN will ask if you want to change the preferred
language. This is because each user sets a language while configuring their profile on ZSN.

Confirm

Do you want to change your preferred language to Danish?

Yes No

3. Click Yes if you want to change the language or else click No.
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1.3.2 Multi-Lingual Help Documents

To help suppliers with on-boarding and conducting other activities on ZSN, ZSN will provide Supplier
Registration Guide and ZSN User Manual in the following languages:

Click Here to Give Feedback

1. Chinese (Simplified)
2. German
3. Japanese
4. Portuguese (Brazil)
5. Spanish
6. Dutch

7. Russian
8. French

1.3.2.1 Accessing Supplier Registration Guide

Supplier Registration Guide, available on the ZSN login page, will now be accessible in the above-

mentioned languages.

To access this guide into the language of your choice:

1. Select the locale from the login page as shown below:

Connexion a votre compte de votre réseau
fournisseur

Adresse e-mail

mot de passe

Mot de passe oublié ?

(@ Help and Support

© 2018 - Zycus Inc., All Rights Reserved

Suomi (Finnish

habilité par

2. Go to Help and Support.

Nouvel utilisateur ?
Créer Nouveau Compte

Inscrire

End-to-end Portail
Gestion Fournisseur
er & suivre les commandes
er vos relations
@ Créer et Suivre les factures.

2 Suivez vos paiements.

Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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Connexion a votre compte de votre réseau
fournisseur

Adresse e-mail

mot de passe

Mot de passe oublié ?

@ Helpand Support

© 2018 - Zyeus Inc., All Rights Reserved

Langue

habilité par

Frangais (Fn

Navigate to the section of Supplier Registration and click the option Supplier Registration Tour

Guide and Help Links.

mot de passe

‘CONNEXION Renvoyer le lien d'activation

Mot de passe oublié ?

(@ Help and Support

How can we help you?

1. Activation link not received

2. Unable to Login/Signup issues

Langue

[Francais (French)

3. Supplier registration

1. 1 have created my account, now what should 1 Do?
2. I have registered but can' participate in the sourcing event

3.1 cannot access any module on ZSN post Registration

4. How do | contact my customer?

5. Can my company have multiple accounts?

6. How do | register a new account based on a customer's invitation?
7. How to do | register a new account for a potential customer?

8. What is the Status of My Registration?

9. Supplier Registration Tour Guide and Help Links

TR

© 2018 - Zycus Inc., All Rights Reserved

habilité par

Click Here to Give Feedback

Nouvel utilisateur ?
Créer Nouveau Compte

End-to-end Portail

Gestion Fournisseur
Gérer & sulvre les commandes

<) Gérer vos relations

) Créer et Sulvre les factures.

) Sulvez vos palements.

O) Faites fructifier votre activité
commerciale

Nouvel utilisateur ?

Créer Nouveau Compte

End-to-end Portail
Gestion Fournisseur

2) Gérer & sulvre les commandes
) Gérer vos relations
Créer et Sulvre les factures.
Sulvez vos palements.

) Faites fructifier votre activité
commerciale
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4. A popup will appear as shown below:

Supplier Registration Tour Guide and Help Links

& Review the for steps to register on ZSN.
s Here are some Help Links:

o Registration and Activation of Account Help

o Basic Registration on ZSN

Envoyer un email & tech-support@zycus.com pour toutes demandes Notre représant va vous contacter.

5. Click the link to download the guides.
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1.3.2.2 Accessing ZSN User Manuals

To access ZSN help manuals in the following 8 languages:

e Chinese (Simplified)

e German

e Japanese

e  Portuguese (Brazil)
e Spanish

e Dutch

e Russian

e French

Change the locale of your account to required language.
Based on the language you select; the help documents will become available in that language.
Navigate to Help section to find the relevant help document or video.

I Ausstehende Aufgaben s7 aufgaben

SUPPLIER PORTAL
BUYER 1
57 Ausstehende Aufgaben

INVOCORP/18/1237
B PO anzeigen
INVOCORP/18/1234
B PO anzei q(-.;
INVOCORP/18/1238
B PO anzeigen .

Zsn retrigger fail

B PO anzeigen

= Alle ansehen

Note: Above screenshot is an example for German (Germany) locale.
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Chapter 2: ZSN Login Page

Here’s how the ZSN Login Page will appear:

1. Enter the Zycus Supplier Network link in your internet browser and press Enter on your
keyboard. The ZSN login page will load as shown below:

Language [ English (US) ~

Login to your Supplier Network Account New user?

Create a new account
Email Address

Register

Password

Login Resend activation link

End-to-end Supplier

Forgot Password ?

Management Portal

(@) Help and Support

2. Click Go to continue.

Note: ZSN currently doesn’t support Microsoft Edge and hence we request you to use the below
browser versions to access your account:

Firefox support 41 or 41+ version

Chrome support 41 or 41+ version

Safari support on Mac 8 or 8+ version
Safari support On Windows 7 Or 7+ version

Internet Explorer support 10 or 10+ version
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2.1 Help and Support

1. For assistance on ZSN, you can use the Help and Support section on the login page.

Language [ English (US) v

Login to your Supplier Network Account New user?
Create a new account

Email Address

Password

End-to-end Supplier

Forgot Password ?

Management Portal

(@ Help and Support

Track your payments.

Groy

2. Click the Help and Support button to view frequently asked questions. The help section will
collapse as shown in the image below:

Language [ English (US) !

Login to your Supplier Network Account New user?
Create a new account

Email Address

Password

“ Resend activation link

Forgot Password 7

End-to-end Supplier
Management Portal

(2) Help and Support

How can we help you?

1. Activation link not received ~
1. Unable to receive the activation link.
2. Unable to get the registration link
3. Activation Link was expired

4. How to Activate My account

7 linshla a1 Anin/Cinn

3. Navigate through the sections to find relevant help.
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Chapter 3: Zycus Supplier Network Homepage

When you login to the ZSN portal, you will be able to view Pending Tasks and Cards added on the
homepage based on products to which you have access.

il My Dashboard [ Manage Companies v @ Suresh v @ Help ¥

All Customers b

ZYCUS

R

I Pending Tasks 332 tasks view by By Task

| I 11

PURCHASE ORDERS
211 Purchase Orders

INVOICES

112 Invoices

INCOMPLETE TASKS

9 Incomplete tasks

PENDING SUBMISSION

Pending Completion PENDING CONFIRMATION

RETURNED

Complete Company Profile ZSPDEV1 P0O/995
Jasper Consultancy Inv_27_11_1 aapbe

Complete Profile ZEPDEV View PO

View Invoice

Complete Company Profile ZSPDEV1 P0O/994
Perma Solutions Inv_14_12_2 ZSPDEV1

Complete Profile ZEPDEV View PO

View Invoice

Complete Company Profile

GlobalTech

Complete Profile

= View All >

Inv_10_12_1_Non
ZSPDEV1

View Invoice

COMPANY san COM004/16/...
ZSPDEV1

View PO

= View All >

= View All >

INVOICES : PURCHASE ORDERS

2ZSPDEV1 PO/995 - Unconfirmed

Inv_18_5_11_cXML - Delivered

Document Type ~ Customer Due On Amount PO Type Customer Released on Amount
Invoice ZSPDEV1 30/10/2015 CAD 538.86 Standard ZSPDEV1 30/11/2016 USD 1,417.65
Inv_6_5_1_cXML - Submitted ZSPDEV1 PO/994 - Unconfirmed

Document Type ~Customer Due On Amount PO Type Customer Released on Amount
Invoice ZSPDEV1 30/10/2015 USD 1,661.04 Standard ZSPDEVL 30/11/2016 USD 197.30

Inv_remit_cXML 2 - Submitted ZSPDEV1 PO/961 - Partially Invoiced

Document Type ~ Customer Due On Amount PO Type Customer Released on Amount
Invoice ZSPDEV1 30/10/2015 USD 1,661.03 Standard ZSPDEV1 29/11/2016 USD 403.79
3 of 1535 records displayed View More 3 of 1904 records displayed View More

ed by ZYCUS

is Inc., All Rights Reserve In case of any queries, contact us at tech-suppor

Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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3.1 Pending Tasks

1. The top row (highlighted) is the Pending Tasks section.
2. This section will list all the pending tasks which require you to take actions on them.

ZYCUS lbl My Dashboard [ Manage Companies v @ sSuresh v @ Help ¥

All Customers w7

R

I Pending Tasks 332 tasks sy Ryl

I @

INVOICES PURCHASE ORDERS
112 Invoices 211 Purchase Orders

INCOMPLETE TASKS

9 Incomplete tasks

Pending Completion PENDING SUBMISSION PENDING CONFIRMATION
RETURNED
Complete Company Profile ZSPDEV1 P0O/995
Jasper Consultan Inv_27_11_1 ZSPDEV1
ZSPDEV1
Complete Profile View PO

View Invoice

Complete Company Profile ZSPDEV1 P0O/994
Perma Solutions Inv_14.12.2 ZSPDEV1
ZSPDEV1
Complete Profile View PO
View Invoice

Complete Company Profile COMPANY san COMO004/16/...
GlobalTech INv_10_12_1_Non ZSPDEV1

Complete Profile ZEPDEVT View PO

View Invoice
= View All > = View All >

= View All >

INVOICES : PURCHASE ORDERS

Inv_18_5_11_cXML - Delivered 2ZSPDEV1 PO/995 - Unconfirmed

Document Type  Customer Due On Amount PO Type Customer Released on Amount

Invoice ZSPDEV1 30/10/2015 CAD 538.86 Standard ZSPDEV1 30/11/2016 USD 1,417.65

Inv_6_5 1 _cXML - Submitted ZSPDEV1 PO/994 - Unconfirmed

Document Type  Customer Due On Amount PO Type Customer Released on Amount

Invoice ZSPDEV1 30/10/2015 USD 1,661.04 Standard ZSPDEVL 30/11/2016 USD 197.30

Inv_remit_cXML_2 - Submitted 2ZSPDEV1 PO/961 - Partially Invoiced

Document Type ~ Customer Due On Amount PO Type Customer Released on Amount

Invoice ZSPDEV1 30/10/2015 UsD 1,661.03 Standard ZSPDEV1 28/11/2016 UsSD 403.79

3 of 1535 records displayed View More 3 of 1904 records displayed View More

Zycus Inc., All Rights Reservec In case of any queries, contact us at tech-support@zycus.com Terms of Use rivacy Policy emPowered by ZYCUS

Note: You can view the pending tasks either By Task name or By Customer as highlighted in the
image below:
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il My Dashboard B Manage Companies ¥ e JohnB ¥ 0 Help ¥

.

-

= I Pending Tasks 70 Tasks e S
- By Task

Eﬂ @

EPROC2014
70 Pending Tasks

COMPANY san COM0O04/ ...

ZSPDEV1

& View PO

COMPANY san COMOQ04/...

ZSPDEV1

3.1.2 Pending Tasks — Complete Profile

1. For example, to create and fill your company profile, click Complete Profile.

INCOMPLETE TASKS

9 Incomplete tasks

Pending Completion

Complete Company Profile

Jasper Consultancy

Complete Profile

Complete Company Profile
Perma Solutions

Complete Profile

2. You will be navigated to the following page:

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

Company Registration Form
* Indicates required field
Company Information
* Company
* Address1
Address2
Address3
* PO Box Number
* Country  United States ~
* State v
* City
* Zip / Postal Code
* Business Phone

Business Fax

3. Fill in the information for your company and click Create.

3.1.3 Pending Tasks — Invoices

1. For invoices, you will view invoices with status such as Pending Submission or Returned.
2. For Invoice with status as Pending Submission, click View Invoice.

INVOICES

112 Invoices

PENDING SUBMISSION

RETURNED

Inv_27_11_1
ZSPDEVT

View Invoice

Inv_14_12_2
ZSPDEVT

View Invoice
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3. You will be navigated to the Update Invoice page:

ZYCUS s MyDashboard [B) Manage Companies ¥ @3 Suresh v Q) Help ¥
e Hide attachment < Back
_ _ Update Invoice
=] Add more files gl [a][a][a][o][c]|@
¢ ACMTECH/15/698 :US
~ [ o Invoice Details.
@ =
oice No.” Inv_27_112
Bl 1015 | [{FE] clear
Bl ment Tems i Netis @
Invoice Due Dats : 12/12/2015
inveice To address T3-Miagara Squars
69 Delaware Ave # 1111,
Buffalo,Mew York,Us, 14202
Remit to Address™ [ - |
Attachments : B 7 Attachments
Item details
Vaitngforssndev.zycus et teck zvcus

4. Fillin the invoice details and submit the invoice.
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3.2 ZSN Cards

|
¢

1. Click onthe I".""icon to view the card library.

=
|~ n =
s I Pending Tasks 338 tasks LA
ﬂ e
a INCOMPLETE TASKS INVOICES PURCHASE ORDERS
9 Incomplete tasks 112 Invoices. 217 Purchase Orders
[
Pending Completion PENDING SUBMISSION PENDING CONFIRMATION
RETURNED

Complete Company Profile
M ZSPDEV1 PO/1068

Inv_27_11.1
Complete Profile
View PO
View Invoice
Complete Company Profile
ZSPDEV1 PO/1066
Inv_14_12_2
Complete Profile '
X View PO
View Invoice

Complete Company Profile
LA ZSPDEV1 P0O/998

Inv_10_12_1_Non

Complete Profile
View PO
View Invoice

= View All > = View All >

= View All >

INVOICES i
Connect As Potential Supplier
Inv_18_5_11_cXML - Delivered
Supplier Request
PP q based on Amount hocument Type  Custome: Due On
12/2016 uUsD 71,517.29 Invoice ZSPDEV1 30/10/2015 CAD 538.86
Alert

Inv_6_5_1_cXML - Submitted

Purchase Orders
based or Amount Document Type  Custome:

12/2016 USD 15215 Invoice ZSPDEV1 30/10/2015 USD 1,661.04
Invoices

Inv_remit_cXML_2 -
Sourcing Events

fased or Amount Document Type e t
12/2016 USD 152.15 nvoice ZSPDEVL 30/10/2015 USD 1,661.03

Amount
Performance Reports

View More 3 of 1537 records displayed View More
Development Programs

2. Select the cards from the list which you want to view on your homepage.
NOTE: The cards visible will depend upon the admin settings.

3. Once you select the cards, they will appear on your home page. You can resize, and arrange the
cards on the homepage as per your convenience.

4. You can shuffle the cards on the homepage by dragging and dropping. You will get a message of
Drag Your Card Here when you move the cards.
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- ==
-
Complete Company Profile
|l ZSPDEV1 P0O/998
Inv_10_12_1_Non .
Complete Profile
=] View PO
View Invoice
o = View All > i= View Al >
— = View All >
= .I
INVOICES i
Iny 18 5 11 XML - Deivered
) SE Of S H
PURCHASE ORDERS Bl custome: Due On Amount
Putchase Orders ZSPDEVL 30/10/2015 CAD 538.86
copy of HA tc 3-1 - Conf
PO Type Custome: Released on Amoun L - Sub
Release ZSPDEV1 01/12/2016 USD 71,517.29
Custome: Due Gn Amount
ZSPDEVL 30/10/2015 USD 1,661.04
ZSPDEVI PO/1069 - Unce
PO Type Customes Released on Amount L2
Standard ZSPDEV1 01/12/2016 USD 152.15
Custome: Due On Amount
ZSPDEVL 30/10/2015 USD 1,661.03
ZSPDEV1 PO/1068 - Unconfirmed
PO Type Customes Released on Amour displayed View More
standard ZSPDEV1 01/12/2016 USD 152.15
3 of 1915 records displayed View More

% I

6. You can also discard the cards by using the H button. Click Discard, the card will disappear from
the screen.

7. The cards will display few records on the screen. To view all the records, click on View More link
available on the bottom right of a card.

and arrow.

5. You can resize the cards from the card’s border and corner using the

PURCHASE ORDERS

copy of HA tc 3-1 - Confirmed

PO Type Customer Released on Amount
Release ZSPDEV1 01/12/2016 usD 71,517.29

ZSPDEV1 PO/1069 - Unconfirmed

PO Type Customer Released on Amount
Standard ZSPDEV1 01/12/2016 UsD 152.15

ZSPDEV1 PO/1068 - Unconfirmed

PO Type Customer Released on Amount
Standard ZSPDEV1 01/12/2016 uUsD 152.15
3 of 1915 records displayed View More
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Chapter 4: My Customers Filter

Zycus Supplier Network portal provides you the My Customers filter to provide a quick filter to
display Customer Data. All Customers mapped to your account are displayed in the Drop-Down list.

4.1 How to View the List of My Customers and View Data Relevant to a
Customer?

My Customers filter is present on the Home page of the Zycus Supplier Network portal.

Click on Manage Companies on the dashboard and select My Customers.

|4l My Dashboard B3 Manage Companies ¥
-
My Customers
[
=|
31 STAPLES CONTRACT & COMMERCIAL eproc2014 & [
™
32 STAPLES CONTRACT & COMMERCIAL AMKOR .
i 33 SUPPLIER_RETURN eproc2014 s [4
34 SUPPLIER_RETURN AMKOR v 7
B c o
35 SUP_EPROCL eproc2014 7 [
36 SUP_EPROCL AMKOR .
37 SUP_DEVTEST eproc2014 g [4
» SUP_DEVTEST AMKOR P
39 PRAGATL eproc2014 rd Z
a0 PRAGATI AMKOR A
Show | 10 |~/ entries 4 4 page 1 ofe b P
1. Click on the drop-down box of My Companies or My Customers
Select the required Company or Customer
Click Go. All the companies relevant to you are displayed.
[4
4. You can edit a company’s information by clicking the from the Actions column. Select a

business unit you want to edit.
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wl My Dashboard [y M ties @ Prabhat Singh ~ @ Help ~

Select Business Location for ACTIVE SUPPLIER IN M... x

Business Location

Fadiityl

Faoiity100

El_Facilty

Faclity101

5. For next steps, refer How to Edit a Supplier Company?
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Chapter 5: Settings

Zycus Supplier Network provides users the flexibility to manage their profile, set their preferences,
change password along with managing settings for Invoices and Purchase Orders.

The Settings menu can be accessed by clicking on the Display Name of the User present on the top

right corner as shown below:

ZYCUS My Das nies v @ Suresh v @ Help v

All Customers

I Pending Tasks 338 tasks G

Clicking Settings will provide the user access to the following ZSN Settings:

il My Dashboard B Manage Companies v @ Suresh a @ Help v

All Customers v Settings

Account Settings
v

2 Pending Tasks 338 tasks

Email Notifications Settings ™%

Invoice Settings
PO Settings

INCOMPLETE TASKS INVOICES Logout
9 Incomplete tasks 112 Invoices

Last Logged In:01/12/2016 20:55:02

Pending Completion PENDING SUBMISSION PENDING CONFIRMATION

RETURNED

Complete Company Profile ZSPDEV1 P0O/1069
AEOM Inv_27_11_1
Complete Profile ey View PO
View Invoice
Complete Company Profile ZSPDEV1 PO/1068
Inv_14_12_2 o
Complete Profile ' View PO
View Invoice
¥ o L ¥ F Deafil. ZoDNEV1 DOAINAR X
Name Description

Account Settings | Allows you to update your User Details & Preferences
Email Notification | Allows you to enable email notifications to receive updates on

Settings Catalog, PO, and Invoices
Invoice Settings Provides access to settings related to Invoice Delivery
PO Settings Provides access to settings related to Purchase Order Delivery
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5.1 How to Update My Account Information?

To edit User Details and Preferences:

1. Navigate to the following location: Your Display Name > Settings > Account Settings.

il My Dashboard [ Manage Companies ¥ @ Suresh v @ Help ¥

]
L
Account Details
w, User Details ™ User Preferences K4}
First Name Last Name Display Name Time Zone Number Format Date Format
B Suresh Supplier Suresh Hongkong B ABEBE dd/MM/yyyy
Designation Email Address Phone Time Format Currency Locale
™ QA suresh@zycus.com  + 123-456-7890 24 Hours US Dollar English (UK)
=
Fax Change Your
i Password

]
E
2

2. Click the icon corresponding to the required section: User Details or User Preferences.

3. Under the User Details section, you can modify the following details:
e  First Name
e Last Name
e Display Name

o JobTitle

e Email Address
e Phone

e Fax

4. Under the User Preferences section, you can modify the following details:
e Time Zone
e Number Format
e Date Format
e Time Format
e  Currency
e language

5. Click Save corresponding to the section in which the changes are made.
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5.1.1 How Can | Change My Password?

To edit User Details and Preferences:

1. Navigate to the following location: Display Name > Settings > Account Settings.

bl My Dashboard M Manage Companies ¥ @ Suresh v @ Help ¥

]
——
Account Details

User Details 4 User Preferences 4
o

First Name Last Name Display Name Time Zone Number Format Date Format
E Suresh Supplier Suresh Hongkong # AR EEE R dd/MM/yyyy

Designation Email Address Phone Time Format Currency Locale
N QA suresh@zycus.com  + 123-456-7830 24 Hours US Dollar English (UK)
=

Fax Change Your

Password

R W
g
3

2. Click on the Change Your Password link.

Change Password

Current Password*: |
New Password ™ :

Confirm Password™*:

Change Password

3. Enter the Current Password along with the New Password.

Change Password

Current Password *:

New Password*:

Confirm Password *:

Change Password
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4. Reenter the New Password in the Confirm Password text box.

Change Password

Current Password *: |

New Password™:

Confirm Password®:

Change Password

5. Click Change Password to complete the password change procedure.

Click Here to Give Feedback
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5.2 How to enable email notifications for PO, Invoices, and Catalogs?

The Email Notification Settings allow you to configure setting so that you will receive notifications
about PO, Invoice, and Catalogs.

5.2.1 Editing Email Notifications Settings

1. Click on the Display Name as highlighted in the image below:

view by By Task

Pending Tasks 338 tasks

2. A menu will collapse. From the menu, click Settings.

il My Dashboard B Manage Companies v @ Suresh a @ Help v

Settings

Account Settings

R

2 Pending Tasks 338 tasks
Email Notifications Settings ™

Invoice Settings

>

PO Settings

INCOMPLETE TASKS INVOICES Logout
9 Incomplete tasks 112 Invoices

Last Logged In:01/12/2016 20:55:02

)

Pending Completion PENDING SUBMISSION PENDING CONFIRMATION

"RETURNED
Complete Company Profile ZSPDEV1 PO/1069
Inv_27_11_1 L
Complete Profile E0EY View PO
View Invoice
Complete Company Profile ZSPDEV1 PO/1068
! Inv_14_12_2 o
Complete Profile View PO
View Invoice
ot L o Deafil ZeDNEV1 DOINAR A2

3. Settings section will expand and show the following options:
e Account Settings
e Email Notifications Settings
e Invoice Settings
e PO settings
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4. Click Email Notifications Settings.

Lbl My Dashboard [ Manage Companies ¥ @ Suresh a @ Help ¥

All Customers A Settings

Account Settings

R

2 Pending Tasks z3s tasks

Email Notifications Settings "

Invoice Settings

[| I

PO Settings

INCOMPLETE TASKS INVOICES Logout

9 Incomplete tasks 112 Invoices

Last Logged In:01/12/2016 20:55:02

]

Pending Completion PENDING SUBMISSION PENDING CONFIRMATION
RETURNED

Complete Company Profile ZSPDEV1 P0O/1069
SlppRIEA Lo Inv_27_11_1 APDE

Complete Profile o View PO

View Invoice

Complete Company Profile ZSPDEV1 P0O/1068

i Inv_14_12_2 ASPDEY

Complete Profile o View PO

5. You will be navigated to the following page:

Ll My Dashboard [ Manage Companies ¥ & Suresh v @ Help v

]
]
Email Notifications Settings
A~
L Entity Send Email Notifications
E Catalog =]
Purchase Orders =
ﬂ Invoices [=]
_—

=

6. Enable settings as per your requirements. If you want to receive notifications for Catalog,
Invoices and POs, check the boxes against each entities.
7. Click Save once you finish enabling the notifications settings.
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5.2.2 Types of Status Change and Notification Received on Email

You will receive status notification for all below status changes and notifications on email:
e New PO Received
e PO confirmed
e POrejected
e New Invoice Creation
® Invoice Submitted
e Invoice in approval
e Invoice Rejected
o New Catalog Submitted
e (Catalog Approved
e (atalog Rejected
e (Catalog Published
Note: You will be able to take action from these emails without logging in to ZSN; however you will be

restricted to go to any other page on ZSN.

5.2.3 Taking actions on the emails
1. Once the email notifications have been enabled, you will start receiving notifications on the
registered email address.

2. For example, while receiving a new purchase order, you will be notified via email as shown
below:

If the user has access to Zycus elnvoice, the email will have a single button to Confirm and Create PO
apart from Confirm, Reject, and View PO as shown below:

Hi,
You have received a new purchase order from ZSN P2P Integration for your company PAYMENT TERM PATCH 1 on 19/09/2017, amounting to 30000.0 USD and to be deliverad by NA.
Please click on Confirm or Reject from the below.

Items

Tine Wo. | Ttom Hame | Description Warket Frice | Unit Frice | Ttem Guantity | Delivery bate
scdnadeas 5D 100,  0%D 100, 100

TGM | Total Frice
B UED 10000.0]
E|

=asxasag| U0 100.9) USD 100.9 100, TS0 100000

£ =:[q=:£| 0USD 100.0) USD 100.. 100.. USD 10000.0

Sub-total : USD 30000.0

MNote: A PDF copy has been attached to this email for your reference
You can also view the Purchase order logging in to your account from the below link.

https://zsppreprod.zycus.net:5443

Regards,
Zycus Supplier Network

You have received this email because the email address minal paratefzycus.com was subscribed for email notifications for this supplier company on Zycus supplier network. In case of any issues, please contact Zycus helpdesk at tech-support@zycus.com

Note: Purchase Orders created for suppliers that are not registered on ZSN, will NOT be auto-
confirmed by the system. Clicking Confirm, Reject, Confirm, or Create Receipt will take the supplier
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to the registration page on ZSN. Supplier will have to register on ZSN to take action on the PO. Post
registration, they can take an action from the e-mail itself, or from the Supplier Network.

If the user doesn’t have access to Zycus elnvoice, the email will only have Confirm button as shown
below:

Hi,
You have received a new purchase order from eBay for your company GEM CHEMICALS on 15/12/2017, amounting to 2.1880246E7 IPY and to be delivered by NA.

Please click on Confirm or Reject from the below

Items
| Line No. | ITtem Name | Description | Market Price | Unit Price | Item Quantity | Delivery Date |UOM|  Total Price

‘ 1‘ desk|

JPY 47878.0 JBY 47878.0| 457.0] ‘ EA‘ JPY 2.1880246E7|

Sub-total : JPY 2.1880246E7

Note: A PDF copy has been attached to this email for your reference.
You can also view the Purchase order logging in to your account from the below link.

hitps: //zsndev.zycus.net: 3443

Regards,
Zycus Supplier Network

You have received this email because the email address invoice_access@zycus.com was subscribed for email notifications for this supplier company on Zycus supplier network. In case of any issues, please contact
Zycus helpdesk at tech-support@zycus.com

NOTE: The emails received will contain the details of the PO and the PDF attachment of the PO.

3. The emails will have actionable buttons. You can choose to Confirm, Reject, Confirm PO, and
Create Invoice or View PO from the email.

4. If you are a registered user, you can perform these actions without logging in to the ZSN tool.
However, you won't be able to navigate anywhere else in the tool.
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5.2.3.1 View PO

Click View PO, you will be redirected to the PO on ZSN as shown below:

= Purchase Order Details

Billing Address

Customer Name

Contract Number

Invoice Address

COMO007/16/812 From ZSN P2P Integration

Released on : 04/11/2016
Delivery Terms : FOB
Payment Terms : NET15 @

: Sanity_Address, Sanity_City, UZ
: ZSN P2P Integration

Supplier Company : ZSN PREPROD
Comments from Buyer

PO Number : COM007/16/812
Delivery Date : 11/11/2016
Estimated Delivery Date : 11/11/2016
Delivery Address : #1, Pune, IN

: Sanity_Address, Sanity_City, UZ

USD 242,442.00

Organization Unit{OU) : New Company » New BU » New Location
Delivery To : charlie
Line No. Item Descripti Market  Unit Price Item uoM Dellvery Delivery To  Delivery Total Price  Actions
Name Price Quantity Date Address
usD usD 11/11/201 usp
1 desk Category : Physical or mental torture defense ass0... 15, 55100 13 221.00 EA s - - 242,442.00

Ttem Sub-total : USD
242,442.00

Noe

clicking the actions menu.

= Purchase Order Details

Billing Addr

Customer Name

Contract Number

Invoice Address

COMO007/16/812 From ZSN P2P Integration

Released on : 04/11/2016
Delivery Terms : FOB Preview PO cXML
Payment Terms I NETIS @ Confirm

: Sanity_Address, Sanity_City, UZ
: ZSN P2P Integration

Supplier Company : ZSN PREPROD
Comments from Buyer

PO Number : COM0D7/16/812
Delivery Date : 11/11/2016
Estimated Delivery Date : 11/11/2016
Delivery Address : #1, Pune, IN

: Sanity_Address, Sanity_City, UZ

The status of the PO will be unconfirmed (highlighted in the image above).
You can take actions (Download as PDF, Preview PO cXML, Confirm, Reject) on this PO by

USD 242,442.00 | Unconfirmed

Dawnload as PDF

Reject

Organization Unit(OU) : New Company » New BU » New Location
Delivery To « charlie
Line No. Ttem Descripti Market  Unit Price Ttem UOM Dellvery Delivery To  Delivery Total Price  Actions
Name Price Quantity Date Address
. usD usD 11/11/201 usp
1 desk Category : Physical or mental torture defense asso... 1, ) 70 451 500 0p EA s 242,442.00

Item Sub-total : USD
242,442.00
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5.2.3.2 Confirm PO

1. Click Confirm, you will be redirected to the Confirm PO popup on ZSN as shown below:

Confirm PO
PO Number: ZSPDEV1 PO/1062

Customer Name: ZSPDEV1

Delivery Date: 24/09/2016

PO Total: USD 91.44

Estimated Delivery Date™: 24/09/2016

Comments:

4

Confirm PO Cancel
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2. Enter the Estimated Delivery Date and Comments before clicking Confirm PO.
3. You will be able to confirm the PO without logging on ZSN.
4. Once confirmed, you will get a notification about PO confirmation as shown below.

Information

o The PO has been confirmed successfully. You can now login to perform more

actions.

5. If you confirm a PO which is already confirmed, then you will get the following popup:

NOTE: To take more actions, click Login.

Information

o The PO has been already confirmed by another user from your organisation. You can now login to perform other

actions.

Note: On clicking Login, you will be redirected to the following page:

Contact Us Help

Login to your Supplier Network Account END-TO-END
SUPPLIER
FrelAddres MANAGEMENT PORTAL

(@ Manage & track orders.

Password nage your relationships.

) Create & tr:

) Track your pay! S
Login
() Grow your business.
Forgot Password Resend activation link

New user?
Create a new account

Register

#9017 . Zuciie Ines Al Binhte

6. The confirmation of PO will also be sent as a mail notification to the supplier.
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Hi ,
The purchase order from SURAJ ZSP for your company SRJ SUPP1 on 2016/11/10,
amounting to 218624.0 USD and to be delivered by 2016/11/18 has been successfully

confirmed.

Now you can create invoice against this purchase order from the actions below.

Note: A PDF copy has been attached to this email for your reference.

You can also view the Purchase order logging in to your account from the below
link.

http://ziplpnsy2l.zycus.net: 7001

Regards,
Zycus Supplier Network

You have receiwved this email because the email address minzl._paratefzycus.com was
subscribed for email notifications for this supplier company on Zycus supplier
network. In case of any issues, please contact Zycus helpdesk at tech-
support@zycus.com

7. The confirmation email will have actionable buttons to Create Invoice, Create Shipment Invoice
and View PO.

5.2.3.3 Create Invoice

1. Click Create Invoice from the email, you will be navigated to the following page:

- ZSN P2P Integration v
]
E Hide attachment Back
New Invoice
ﬂ g Add more files
COM007/16/812
Invoi¢ i
Invoice No.*
G No attachments to be
dlsplayed Invoice Date ™ :
Payment Terms ™ P NET15 @
Invoice Due Date
Invoice-To address : Sanity_Name
Sanity_Address,
Sanity_City,UZ

Remit to Address™ {21312 [Head Quarter Address {Hr-

ed by ZYCUS
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Note: You will be able to create an invoice without logging on ZSN.
Note: In case you don’t submit the invoice, then it will not be saved as a draft.

2. Aside by side panel will open from where you can create an invoice to a confirmed PO.

3. You will be able to add attachments for this invoice only from your computer. You won’t be able
to attach documents from the Uploads section.

4. Once you submit the invoice, you will get the following popup: “You have now successfully
submitted the invoice against the Purchase order. You can now login to perform more
actions.”

5. You will receive status updates on your submitted invoice via emails. For example, you will be
notified on successful creation of Invoice as shown below:

Dear Suraj

Invoice srj336 created against SURAJ ZSP for your company SRJ SUPP1 has been successfully submitted on 10/26/2016 against . You will be notified
once the invoice is approved by the Customer.

You can view the invoice from the View Invoice button below for your reference.

Regards,
Zycus Supplier Network

You have received this email because the email address suraj.tambe@zycus.com was subscribed for email notifications for this supplier company on
Zycus supplier network. In case of any issues , please contact Zycus helpdesk at tech-support@zycus.com

You have received this email because the email address suraj tambe@zycus.com was subscribed for email notifications for this 11 y on Zycus

p lier network. In
case of any issues , please contact Zycus helpdesk at tech-support@zycus.com

Note: In case if you try to create Invoice against a PO which is already invoiced, then you will get
following message: “The PO has been already fully invoiced by another user from your
organisation. You can now login to perform other actions”.

Note: In case if you don’t have the necessary rights to create invoice then you will be redirected to
the Access denied page.

5.2.3.4 Confirm PO and Create Invoice

Suppliers will be able to Confirm Purchase Order and Create Invoice directly from the “Purchase
Order Received” e-mail notification.

The e-mail notification will have a single button “Confirm and Create Invoice”. When the supplier
clicks the button, the Purchase Order will get confirmed and he will get redirected to the invoice
creation page.

Refer section Create Invoice for reference.
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5.2.3.5 Create Shipment Invoice

Once your PO is confirmed, you will receive an email confirmation. From that email, you will have an
option of creating a shipment invoice against that PO.

1. From the email body, click Create Shipment Invoice.

Hi ,
The purchase order from SURAJ ZSP for your company SRJ SUPP1 on 2016/11/10,
amounting to 218624.0 USD and to be delivered by 2016/11/18 has been successfully

confirmed.

Now you can create invoice against this purchase order from the actions below.

Note: A PDF copy has been attached to this email for your reference.

You can also view the Purchase order logging in to your account from the below
link.

http://ziplpnsy2l.zycus.net:7001

Regards,
Zycus Supplier Network

You have receiwved this email because the email address minzal.paratefzycus.com was
subscribed for email notifications for this supplier company on Zycus supplier
network. In case of any issues, please contact Zycus helpdesk at tech-
support@zycus.com
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2. You will be navigated to the New Shipping Notice page:

New Shipping Notice

ZSPDEV1 copy of HA tc 3-1 To against : USD 48,884.00

Shipment Identified By *: Shipper's Identifying Number (!:'IL- Carrier*:
Shipment No. *: Shipped Via*: --Select-- -
St
Shipment Date *: 01/12/2016 Clear Service Level: ~-Select— -
Expected Delivery Date™: Comments:
Item details
No. Item No. Item Name Ordered Qty UOM Pending Qty Shipped Qty
oo 1 Release order B 2222 CA 2222

3. Fill in the shipping details and click Submit.

4. You won’t be able to navigate anywhere else in the tool. After clicking Submit, you will see the
following message popup: “You have now successfully submitted the shipment notice against
the Purchase order. You can now login to perform more actions.”

5. You can choose to login to ZSN or close the application.

6. If the Shipment Notice is already created, then you will see the following message: “Shipment
notice is already created against this PO by another user from your organisation. You can now
login to perform other actions.”

7. If you don’t have sufficient rights to create a Shipment Notice, then you will be shown the
Access Denied page.
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5.2.3.6 Reject PO
1. Click Reject, you will be redirected to the Reject PO popup on ZSN as shown below:

Reject PO
PO Number: COM007/16/812

Customer Name: 25N P2P Integration

Delivery Date: 11/11/2016

PO Total: USD 242,442.00

Comments *:

Comments are mandatory

Reject PO Cancel

2. Enter the Comments before clicking Reject PO.

5.2.3.7 Viewing Catalog
1. If you have created and submitted a catalog on the ZSN portal, then you will be notified about
your submission via email.

Dear Krishma Maniar,

Catalog CT_OCT_51 Version 1 created against ZSN P2P Integration for the
company ZSN PREPROD has been successfully submitted on @4/11/2016. You
will be notified once the catalog is published by the Customer.

You can view the catalog from the View Catalog link below for the
reference.

€ View Catalog

Regards,
Zycus Supplier Metwork

You have received this email because the email address krishma. maniar@zycus.com was subscribed for email
notifications for this supplier company on Zycus supplier network. In case of any issues, please contact Zycus
helpdesk at tech-support@zycus.com
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Note: You will be notified about every change in the catalog status via email.

5.2.3.8 Multi-Lingual Support for Emails

If the customer has configured email templates in various languages, supplier contacts will receive
such actionable emails based on the preferred language set in their ZSN account.

5.3 How to Change the Invoice Settings?

The Invoice Settings page allows you to modify the Invoice Delivery Settings like Customer &
Supplier Company along with Supplier, Sender & Buyer Credentials.

5.3.1 Editing Invoice Delivery Settings

To edit Invoice Delivery Settings:

1. Navigate to the following location: “Your Display Name” > Settings > Invoice Settings

Invoice Delivery Settings

Supplier (From) Credentials

Sender Credentials
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2. Select the required Customer and Supplier Company.

3. Select the required Invoice Delivery option under the Delivery Method drop-down.

4. Perform the required steps based on the Delivery Method selected:

A. cXML:
Delivery Method | exmL o
cXML Version 1.2.021 »
Supplier (From) Credentials
Domain™
Identity ™
Sender Credentials
Domain™
Identity™
Shared Secret™
Buyer (To) Credentials
Domain™ t  EPROC
Identity”‘ :GE
Send cXML delivery failures via email to
Email ™
Enter comma separated emails

i.  Select the cXML Version
ii. Enter the required information in the Supplier (From) Credentials, Sender
Credentials and Buyer (To) Credentials.
iii.  You can configure an email for sending cXML delivery failure messages under
Send cXML delivery failures via email to, so the correct user will be notified in
case of failures.
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B. EDI (Electronic Data Interchange):

Invoice/Credit Memo Delivery Settings

Customer™ t| zycom -

Supplier Company™

*| GALAXY CORP. ~
Delivery Method ' EDI o
Type * | EDI via VAN v
EDI Address Qualifier Yooz -
EDI Address™ | TESTEDI

Send EDI Invoice failure notifications via email to

Email ™ ¢ | carl@galaxy.com

Enter comma separated emails

i Select the method used for transmitting EDI messages under the Type
drop-down.

Note: Zycus currently supports EDI via VAN (Value Added Network)

ii. Select the EDI Address Qualifier from the drop-down list available.

Note: EDI Address Qualifier is a 2-character code which represents the type of EDI Address. Zycus currently
supports the ANSI ASC X12 EDI Standard, version 4010

iii. Enter the EDI Address for sending the Invoice.

Note: The EDI option is a Value Added Service and suppliers can only select it if their customer has enabled it.
Otherwise it will be Disabled (greyed out).

iv.  You can configure an email for sending EDI Invoice failure messages under
the Send EDI Invoice failure notifications via email to option, so the

correct user will be notified in case of failures.

5. Click Submit to save the changes made to the Invoice Delivery Settings

o Access to Invoice Settings is only allowed when the access to elnvoice has been enabled.
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5.4 How to Edit the PO Settings?

The PO Settings page allows you to modify the PO Delivery Settings like Customer, Supplier
Company & Delivery method along with Supplier, Sender & Buyer Credentials.

5.4.1 Editing Purchase Order Delivery Settings

To edit Purchase Order Delivery Settings:

1. Navigate to the following location: “Your Display Name” > Settings > PO Settings

Ll My Dashboard [ Manage Companies ¥ © SureshQA123 ¥ @ Help
]
-
Purchase Order Delivery Settings
=
‘ : Suppler Partal Buyer 1
=| Jier Compar
ALIAS_POORVA
ﬁ Delivery Method oML . @
XM
| 1.2.021
3 :
E R oML @ Yes O No
P e, ¢
Allow ZSN t end failed © Yes @ Mo
P ]
Supplier (To) Credentiak
D
Sender Credentials
b
Buyer (From) Credentials
Domain* EPROC
GE
Send cXML delivery failures via email to
Em:
Ent

Powered by ZYCUS

2. Select the required Customer and Supplier Company.

3. Select the required PO Delivery option under the Delivery Method option.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

4. Perform the required steps based on the Delivery Method selected from the drop-down:

Click Here to Give Feedback

Purchase Order Delivery Settings

_* -
Customer * | Supplier Portal Buyer 1 N4

Supplier Company * " ALIAS_POORVA v

Delivery Method *

Online ~ 0

Online

Automatically confirm the PO's | Actionable e-mail
received from this customer ? :
Email
XML

EDI

A. Online: POs will be visible upon logging into the network. This will be the default PO
delivery method for new suppliers.
i. Choose if you want to Automatically confirm the PO's received from this
customer. The default setting will be No.
ii. Enabling this setting will automatically confirm all PO's sent by your customer.

B. Actionable Email: PO will be received as a PDF attachment via e-mail. Actions such as
Confirm PO, Reject PO or Create Invoice can be taken from the e-mail itself. This
option should be enabled only if tenant level setting for allowing PO actionable e-mails
is enabled.

C. Email:

i. Enter the recipients for the email for the Purchase Order Delivery.

ii. In case of multiple recipients, use comma to separate email IDs.

iii. Choose if you want to Automatically confirm the PO's received from this
customer. The default setting will be No.

iv. Enabling this setting will automatically confirm all PO's sent by your customer.
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Click Here to Give Feedback

D.

cXML:

Delivery Method ML i

cXML Version 1.2.021 -

Order Submission URL™

Receive cXML notifications for : @ 725 (O Ne
PO cancel, close and
amend?™

Allow ZSN to re-send failed  : O Yes @ No
Purchase Orders™

Supplier (To) Credentials

Domain™

Identity ™

Sender Credentials

Domain™
Identity ™ | Sudheer_g2@zycus.com
Shared Secret™ T

Buyer (From) Credentials

Domain™ ' EPROC

Identity ™ tGE

Send cXML delivery failures via email to

Email *

Enter comma separated emails

i. Select the cXML Version.
ii. Enter the Order Submission URL.
iii. Choose whether you want to Receive cXML notifications for PO cancel, close,
and amend details.
iv. If you want to Allow ZSN to re-send failed Purchase Orders, select Yes or else
select No. A few key points to be noted about this are:
e This feature is for the integration suppliers that receive Purchase

Orders via cXML.

e In case the Zycus Supplier Network does not receive a success
message from the supplier’s ERP system, the supplier can authorize
ZSN to re-send the PO.

o When set to Yes, ZSN will resend the PO up to 3 times in intervals of
15 minutes each.

e If the PO has failed after these attempts as well, an email
notification will be sent to the supplier contact configured to receive

Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

these failure emails. The email will contain a consolidated list of
PO’s that have failed over the past few hours.

e The cXML response received from the supplier system will be shown
against each PO, with an option to resend the PO. The reason for
failure can be seen upon opening the PO as shown in the following
screenshot:

lml My Dashboard [ Manage Companies ¥ e sudheer ¥ 9 Help w

] < Back
[
o There was an error in sending this PO via cXML. Error: Connection timed out x

e LA_004 From Supplier Portal Buyer 1 Unconfirmed
& :

Released on . 10/24/2018
i Delivery Terms : FOB

Payment Terms : PaymentTermBulgarian_36 @
(S Billing Address : Axis Bank, BKC Bandra East, Sumatra, Lampung, ID

Customer Name : Supplier Portal Buyer 1
EI Supplier Company : DD_SUPPLIER 1

Comments from Buyer -

Purchase Order No. : LA_004

Delivery Date 1 10/31/2018

Estimated Delivery Date 1 10/31/2018

Delivery Address : Axis Bank, BKC Bandra East, Sumatra, Lampung, ID

e Avyellow warning icon, will be shown against such invoices on

the PO listing page.
v. Enter the required information in the Supplier (To) Credentials, Sender
Credentials and Buyer (From) Credentials.
vi. You can configure an email for cXML delivery failures messages, so the
correct user will be notified in case of failures.
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E. EDI (Electronic Data Interchange):
When the EDI option is selected, the customers EDI qualifier and address will be
displayed. (This will help the supplier set-up his VAN and not reach out to
customer/Zycus separately for customer EDI details).

Purchase Order Delivery Settings

Customer™

: Supplier Portal Buyer 1 ~
Supplier Company ™ *| DD_SUPPLIER 1 v
Delivery Method™ | epr v
Type™ *| EDI via VAN v
EDI Address Qualifier™ Yo ~
EDI Address™ ¢ dewdale

i. Select the method used for transmitting EDI messages under the Type drop-
down.

Note: Zycus currently supports EDI via VAN (Value Added Network)
ii. Select the EDI Address Qualifier from the drop-down list available.

Note: EDI Address Qualifier is a 2-character code which represents the type of EDI Address. Zycus currently
supports the ANSI ASC X12 EDI Standard, version 4010

iii. Enter the EDI Address for sending the PO.

Note: The EDI option is a Value Added Service and suppliers can only select it if their customer has enabled it.
Otherwise it will be Disabled (greyed out).

5. Click Submit to save the changes made to the Purchase Order Delivery Settings.

o Access to PO Settings is only allowed when the access to eProc has been enabled.
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Chapter 6: What is a Side Panel?

The Side Panel on the ZSN Portal allows convenient access to options available to you. The Side

Panel can be accessed by clicking the E icon present on the top left of the screen.

ZYCUS € My Dashboard [y Manage Companies ¥ & Suresh] ¥ 7 Help ¥
2 My Accounts
& My contracts
Ii My Performance

B My voices

i My Orders

|/ vy catalogs

The Side Panel provide access to the following option:

1.

My Accounts — Allows access to Companies, Requests & Alerts from the Supplier Management
portal

My Invoices — Allows access to view invoice created by your Customers & to create PO & Non PO
Invoices

My Orders — Allows access to Purchase Orders linked to the eProcurement portal of Zycus

My Catalogs — Allows access to Catalogs linked to the eProcurement portal of Zycus

My Payments - Allows access to Payments linked to the elnvoicing portal of Zycus
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6.1 How to Navigate using the Side Panel?

To navigate among various modules of Zycus Supplier Network, click on the E icon present at the
top left. Click on the required module, the sub modules (if any) is displayed. Hover over the sub
module and select the required Customer.

My Accounts Marshal Services

My Events NLD Constructions

My Invoices

My Orders

My Catalogs

My Reference

Documents

6.2 My Accounts

The My Accounts option allows the user to view Companies, Requests & Alerts from the Supplier
Management portal of Zycus.

My Accounts tab consist of views like:

a) My Request

b) My Companies

c) Completed Requests
d) My Alerts

1. My Requests tab:

a. Submit Requests
b. Edit Requests
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c. Delete Requests

|l My Dashboard [y Manage Companies ¥ © 2zeba ¥ @ Help

= My Requests My Companies Completed Requests D iy wlerts
Req. No, Company Name GSID Requested On Total Elapsed Time Status. Actions
=] pen
9713 Dell 0207 11/08/2016 26 Days 03:27 Snding ¥ @
Approval
9698 Zycus 9195 26/07/2016 41 Days 23:58 Submitted B (o

Page| 1 |oft

** Please click on submit button =¥ to send request for approval

[ W

2. My Companies tab:

a. Edit Company Details

ZYCUS il My Dashboard [y Manage Companies ¥ (@ Zeba ¥ (@ Help ¥
My Requests My Companies Completed Requests L,E My Alerts
GSID Company Name Created On Last Edited On g&"&"j”" Created As Actions
7 ZYCUS SUPPLIER 05/06/2015 25/03/2016 Active Operational L]
100 XCVX 19/02/2016 -NA- Active Potential &
35 TOCOMPANYREGFORM POT 17/11/2015 17/11/2015 Active Operational &
113 TEST SIM POT SUPP 11/03/2016 NA Active Potential o]
70 TEST SIM JAR 05/01/2016 09/05/2016 Active Operational &
9179 TEST RT FOR 1CW 15/07/2016 NA Active Operational &
9161 TATA STEEL LTD 10/06/2016 -NA- Active Potential L]
6 SUPPLIER PORTAL CO 04/06/2015 02/09/2016 Active Operational _;\
9193 RTA FOR LINE 1 AND 3 18/07/2016 -NA- Active Operational ]
9188 EFN?;- TO ADDRESS WITH ALL ADDRESS 15/07/2016 NA Active Operational &

3. Completed Requests tab:
a. View Company Details
b. View Approval Status Updates
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ZYCUS Ll My Dashboard [y Manage Companies ¥ @ zZeba ¥ (Q Help v

My Requests My Companies Completed Requests Lm My Alerts
Req. No. Company Name GSID Requested On Total Elapsed Time Status Actions
9647 TATA STEEL LTD 9161 10/06/2016 00:17 Approved B &
173 TEST SIM POT SUPP 113 11/03/2016 00:00 Approved B & T
164 SUPPLIER PORTAL CO 6 03/08/2016 2 Days 06:09 Approved D&
143 NEW SUPPLIER CO 99 19/02/2016 00:00 Approved (<M g T
142 NEW SUPPLIER CO 99 19/02/2016 00:00 Approved Bl T
141 XCWX 100 19/02/2016 00:04 Approved W & T
140 NEW SUPPLIER CO 99 19/02/2016 00:00 Approved B & 0
138 12345345 97 19/02/2016 00:00 Approved @3
6 TOCOMPANYREGFORM POT 35 17/11/2015 00:00 Approved D&Em

4. My Alerts tab:
a. View Company Details
b. Acton the Alert

Ll My Dashboard [y Manage Companies ¥ @ zeba ¥ @ Help

My Requests My Companies. Completed Requests My Alerts

Company Name Title Received On Due On Days Left Status Actions

No Alerts Found
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6.2.2 How to Manage My Requests?

The My Requests tab allows the user to view the supplier companies registered using ZSN.

6.2.2.1 How to Submit a Request?

To submit a Supplier Company Request:

1. Navigate to the following location: Side Panel > My Accounts > Required Supplier Company

2. Look for the required Supplier Company with Status as Saved as Draft

3. Click on the 3 icon corresponding to the required supplier company.

Submitting a Supplier Registration request with incomplete/missing details, will display an
o error message similar to the one shown below:

A Please fill the views '[Company Details-Commercial Requirement, Company Details-SAGIA Details]' assigned to you, before submitting the request.

6.2.2.2 How to Edit a Request?

To edit a Supplier Company Request:

1. Navigate to the following location: Side Panel > My Accounts > Required Supplier Company

2. Look for the required Supplier Company with Status as Saved as Draft

3. Click on the i icon corresponding to the required supplier company.
4. Make the required changes in the Supplier Company Request.
5. Perform any one of the following actions as required:

A. Save as Draft: To save the changes made in the draft Supplier Company Request.

B. Save & Submit: To save the changes made in the draft Supplier Company Request and
submit the request for approval.

C. Cancel: To discard the changes made in the draft Supplier Company Request and exit.
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If Cancel is clicked, the following dialog box is displayed:

Confirm X

9 Changes in Supplier information will be lost. Do you want to proceed?

= -

Click Yes to discard changes made and exit. Click No to keep the changes made and return to editing.

o Only Supplier Company Registration requests with status Saved as Draft can be edited.

6.2.2.3 How to Delete a Request?

To delete a Supplier Company Request:

1. Navigate to the following location: Side Panel > My Accounts > Required Supplier Company

2. Look for the required Supplier Company with Status as Saved as Draft

3. Click on the @ icon corresponding to the required supplier company.

Delete Request No.26 (%]

Are you sure to delete this request from dashboard?

Yes Mo

4. Click Yes to delete the Supplier Company Request.

o Only Supplier Company Registration requests with status Saved as Draft can be deleted.
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6.2.3 My Companies

The My Companies tab allows the user to view the current on-boarded supplier companies.

6.2.3.1 How to Edit a Supplier Company?

To edit a Supplier Company:

1. Navigate to the following location: Side Panel > My Accounts > Required Supplier Company

2. Navigate to the My Companies and look for the required Supplier Company

@l My Dashboard [ Manage Companies ¥ @ FPrabhatSingh ¥ @ Help ~

SUPPLIER IN A SINGLE FACILITY Lets you view the global____ ol
o T and business location
'ou do not have specific profile
sufficient privileges or -

Lets you view the your company is not
global company associated to any
profile business location

Lets you edit
the global and
business
location
specific profile

OK, Got it!

3. Click Edit from the Actions column corresponding to the required supplier company.

Note: The Edit or View hyperlinks will be deactivated if you don’t have sufficient rights.

4, Select a business unit to edit.
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wl My Dashboard [y Manage Companies ~ @ PrabhatSingh ~ @ Help

Select Business Location for ACTIVE SUPPLIER IN M... X

|  Business Location Status

5. Make the required changes in the Supplier Company.

6. Perform any one of the following actions as required:

A. Save as Draft: To save the changes made in the draft Supplier Company Request.
B. Save & Submit: To save the changes made in the draft Supplier Company Request and
submit the request for approval.
C. Cancel: To discard the changes made in the draft Supplier Company Request and exit.
If Cancel is clicked, the following dialog box is displayed:

Confirm X

= -

Click Yes to discard changes made and exit. Click No to keep the changes made and return to editing.

o Only Supplier Company Registration requests under the Users scope can be edited.
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6.2.4 Completed Requests

The Completed Requests tab allows the user to view the supplier company requests that have

passed through the Approval Workflow.

Wl My Dashboard [y Manage Companies v @ PrabhatSingh ~ @ Help
-] My Requests My Companies | Completed Requests | Dy piens
Reg. Mo Company Name GSD Request Type @ Suppler Type Business Location Requested On Total Eapsed Tme Status Actions
O : i .
5975 POTENTIAL OSC EDIT 01 4 Edit Create : Request to Create a Supplier 00:00 Approved 4
Extend : Request to Extend Supplier Scope to another Business Location
- OTENTIAL PSC EOIT aasn Edit : Request to Edit a Supplier profile 00:06 Approved B4
[ @
326968 POTENTIAL QSC EDIT 01 9444 Create Fotential -Na- 00:0 Approved
3@
1269 POTENTIAL PSC EDIT 01 cate Potential NA 2017/03/3 00:05 Approved =
1" i
326966 POTENTIAL CREATE 01 Create Potential NA 2017/03/30 00 Approved -
- 3 &
326009 POTENTAIL SUPPLIER 19362 Create Potential NA 2017/03/25 00:05 Approved
. . B (4
ACTIVE SUPPLIER TN MULTIPLE FACILITY 936¢ operational Facilty1 00:20 Rejecred.
REAT SUPP| 3 FA SELECT] »
i CREAT SUPPLIER FIRST IN FACILITY SELECTION | operational Mumba 1 Day 15:10 Approved :
SUB VIEW
b
326863 FACILITY SELECTION POTENTIAL SUPPLIER 19355 Edit NA 4 Days 23:53 Rejected
326862 FACILITY SELECTION POTENTIAL SUPPLIER 19355 Create NA 00 Approved A
Page] 1 |of2 CH ICH

Clicking on the Status of the supplier company request, displays the details of the Approval
Workflow of the Supplier Company Request.

Status (%]

mp Activity Details for Request No. 8

Role Activity Performed On
Sup_Contact created 08/05/2015
Sup_Contact submitted 08/05/2015
Requestor proceed 08/05/2015
Requestor approved 08/05/2015
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6.2.5 My Alerts

The My Alerts tab allows the user to view the alerts for which some action needs to be taken by the
User. Once the required action is acted on by the User, the status of the Alert can be changed.

My Requests My Companies Completed Requests

Company Name Title Received On Due On

Ll My Dashboard [y Manage Companies ¥ @ zZeba ¥ (Q Help v

No Alerts Found

6.2.5.1 How to Act on an Alert?

To act on an Alert:

1. Navigate to the following location: Side Panel > My Accounts > Required Supplier Company

2. Navigate to the My Companies and look for the required alert

3. Click on the e At icon corresponding to the required alert.

= Act On Alert

13

Alert Message
Received On
Due On
Current Status

Change Status

Comments

13
: 08/05/2015 Note: Alert Received On and Due On dates are in GMT
: 08/06/2015

: Acknowledged

¢ | selectstatus | @

* | Write your comments here

| submit || cancel
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4. Select the Status of the alert as per requirement.

o Click on the @ icon to view details about each Status.

5. Enter the required Comments in the text box.

6. Perform any one of the following actions as required:
A. Submit: To save the changes made in the alert and exit.
B. Cancel: To discard the changes made in the alert and exit.

6.3 My Contracts

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.

The My Contracts option allows the user to view all the contracts linked to the customer company.

1. Click on My Contracts. You will get an option of View Contracts.
2. Hover over View Contracts, you will be able to see list of customer company whose contracts
you want to see.

E My Accounts

My Contracts

@ View Contracts JP Steel

3. Select the customer of your choice; you will be navigated to the following page.
lbl My Dashboard B3 Manage Companies v @ Suresh) v @ Help ¥

Contracts Awaiting Review

Search by | Contract Numbe:
Contract Mumber i Requested On Status Action
AUTO10048 testing 16.01 rahul ¢ 2016/02/18 Under Extemnal Review Action

# 4 Showingpage 1 of1 b M

y hts Reserv T v ZYCUS

4. You can search for contracts awaiting review by Contract Number or Contract Title.
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Search by Contract Number E

=3

5. Against any contract number, click on the Actions drop-down menu. You will get following options:

Action 4~
Q View/Modify Contract
[= Edit
" Download
£2] Undo All Modifications

] Mark as Reviewed

6. You can view or modify contract. You will be navigated to authoring contract page in a new window.

Contract AUTO10048 with SURESH SUPPLIER for Business - Research Agreemnt

| Contract Summary

aushor  Megotiate Sign off

¥ Contract e

[z contracting Party* &

Sections: 1

S, Clauses: 1
") Contract Outline

7] Une Ttems

© Documents [

[

7. You can edit the contract. A download popup will be displayed. You can save it on your local system.
Opening testing 16.01.docx :

You have chesen to open:
[ testing 16.01.docx

which is: Microsoft Word Document

from: https://rmicontract-jwb.zycus.com

What should Firefox do with this file?

@ Openwith |Microsoft Word (default) -

@) Save File

[”] Do this automatically for files like this from now on.

o | (Lot ]

8. You will also be able to download a contract. You will get following popup:
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Confirm X

If you want to edit the document, please click on Checkout. Please click on Proceed to
continue downloading.

Check-Out

You can click proceed or check-out.

9. You can also undo all the modifications made to the current contract. You will get following popup:

Do you wish to undo all the changes you have made to this contract
so far and revert to the original version sent to you?

Select yes or no as per your requirement.

10. You will also be able to mark the contract as reviewed. Click Mark as Reviewed, you will get following
comment box.

Mark as Reviewed X

Once you submit, the contract would be sent back to the contract
owner for further action.

Comments: *

© E-mail will be sent to the owner, to notify this contract has been
reviewed.

I Submit l Cancel

11. Enter your comments as per your review and click Submit. The contract owner will be notified
through an email.
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6.4 My Requests

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.

In scenarios when the supplier wants to request a few changes with respect to pricing, delivery terms,
and delivery locations and so on, he can raise such request from this section.

My Requests option allows the user to:
1. Raise a new request
2. View the status of requests

PROCUAE PERFORMANCE

my requests

View Requests

Create new Request

6.4.1 How to Raise a Request?

To raise a request, go to:

1. Side Panel > My Request > Create New Request > select the buyer company.

+* RateUs L My Dashboard BE Manage Companies * @ shreesh v @ Help ¥

All Customers

View Requests

Create new Request

ompleted
Supplier Portal Buyer 1

Request Definition
ISOURCE_TEST_DATA_ISOURCE...

T Request Numbe:
Portal Buyer 1 80

GROUP_MAII - With RM

1 Request Number Request Raised On Request Definitior
Portal Buyer 1 70 10/11/2017 ATTACHMMMMAAAAA

2. You will land on the following page:
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@ Manage Companies ¥ @ shreesh ¥ @ Help v

+ New Request

o\a Found 44 records.

Status Request Number * Request Name ¢ Request Definition Supplier Request Raised By Submitted On =  Actions
E Filter

#h WithRM 18 TEststststs EXTERNALSUPPLIERRDTESTING IREQUEST SUPPLIER shreesh.pandey 27/04/2017 Actions =

i+ Completed 17 Supplierl REQUEST EXTERNALSUPPLIERRDTESTING IREQUEST SUPPLIER shreesh.pandey 27/04/2017 Actions =

®A WithRM 13 Test SUPPLIERREQUEST_TEST1 IREQUEST SUPPLIER shreesh2 25/04/2017 Actions ~

Show 10 + records per page. @ B showing Page 5 of 5@ B

3. Click +New Request. You will see the following popup and you will need to select a request
definition and click OK.
4. The request definitions you see in this popup will be configured by your buyer.

Select Request Definition [ x]

Supplier_NONETYPE

O EXTERNAL_SUPPLIERTEST_2
O SUPPLIERREQUEST_TEST1
O EXTERNALSUPPLIERRDTESTING

O SUPPLIERE_USER_TESTING

Cancel

5. On select the request definition, you will land on the following page:

il My Dashboard [y Manage Companies ¥ @ shreesh ¥ @ Help

Request Name™: Request Type: Supplier_NONETYPE
= Attact ts: ] Add Attachments
E Request Description: achments
Urgent Requirement: [}
Supplier™ Select a Supplier -
Assigned To: &
Supporting Documents: (1) Add Attachments Choose Faciltiy:

Select the Supply Type O a Select the Gear Type: o a
[m S D b
o o
S o d
Enter the expected Ratio: Comments

Save as Draft Preview Workflow Cancel
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Section One:

1. In this section, you will need to add at least the basic details such as Request Name and
Supplier.

2. Inaddition, you can also add your Request Description, Attachments (any supporting
documents), and mark the request as Urgent Requirement.

3. Once these details are filled, select to whom in the buyer organization you want to assign this
request. You can select a single buyer or a buyer group.

Assigned To: Y 'éAniI

Section Two:

4. The fields in this section are custom and configured by your buyer. This section will vary from
buyer to buyer.

5. Once the details for this section are filled, you can choose to review the workflow this request
will follow. Click Preview Workflow, which is available in the footer of the page. You will see the
following popup:

Preview Workflow (]
% N
shreesh Approver Request Manager

Awaiting Action

6. Once all the information is in place, you can either Submit the request or Save it as Draft.

7. Saving it as draft will allow you to work on it later. Once you hit Submit, the workflow will be
triggered, and you won’t be able to make any changes.

8. Such requests will be visible on the My Request > View Requests page as shown below:
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il My Dashboard [y Ma e Companies ¥ @ shreesh ¥ @ Help
[}
-
+ New Request
B Found 44 records.
. N - ) 5 Submitted =
Status Request Number = Request Name Request Definition Supplier Request Raised By = Actions
E Filter
%5 With RM 32 EST SUPPLIERREQUEST_TEST1 IREQUEST SUPPLIER shreesh.pandey 09/05/2017 Actions =
=& With RM 30 Test11111111 SUPPLIERREQUEST_TEST1 IREQUEST SUPPLIER shreesh.pandey 09/05/2017 Actions
&+ Completed 29 ! EXTERNAL_WITHOUT_SUPPLIER SANITY_FOR_EXTERNAL USER IREQUEST SUPPLIER shreash.pandey Actions *
4+ Completed 28 TASKLINK SUPPLIERREQUEST_TEST1 IREQUEST SUPPLIER shreesh.pandey 03/05/2017 Actions ~
i+ Completed 26 TESTL TESTAUDITTRAIL TREQUEST SUPPLIER shreesh pandey 02/05/2017 Actions ~
€1 Retumed 25 123123 SUPPLIERREQUEST_TEST1 IREQUEST SUPPLIER shreesh.pandey 02/05/2017 Actions =
? Draft 24 TESTDRAFTCOLORCODE SUPPLIERREQUEST TEST1 IREQUEST SUPPLIER shreesh.pandey Actions =
i+ Rejected 23 SUPPLIERITEST SUPPLIERE_USER_TESTING IREQUEST SUPPLIER shreesh.pandey 28/04/2017 Actions ~
4+ Completed 22 SUPPLIERUSER! SUPPLIERE_USER_TESTING IREQUEST SUPPLIER shreesh.pandey 28/04/2017 Actions ¥
I Awaiting Approval 19 DRAFT SUPPLIERREQUEST_TEST1 TREQUEST SUPPLIER shreash.pandey 27/04/2017 Actions *
Show 10 |~ records per page. @ B showing Page. 4 of s @@

6.4.2 How to View the Requests?

1. Toview the request you have raised, go to: Side panel > My Requests > View Requests > select

the buyer company. You will land on the following page:

il My Dashboard [y Manage Ct shreesh v (@ Help w

mpanies ¥

+ New Request

Ly Found 44 records.
Status Request Nan est Defin Request Raised By itted On = Actions

E
4 withRM 54 ZSNREQUESTAUTOMATIONFTSDC_70662  AutomationRDMZKQL_85827  IREQUEST SUPPLIER shreesh.pandey 27/10/2017 Actions =
=& With RM 53 ZSNREQUESTAUTOMATIONHRCSX_90383 AutomationRDMZKQL_85827  IREQUEST SUPPLIER shreesh.pandey 27/10/2017 Actions =
@4 WithRM 52 ZSNREQUESTAUTOMATIONVECI)_76351  AutomationRDMZKQL 85827  IREQUEST SUPPLIER shreesh pandey 27/10/2017 Actions =
=& With RM 51 ZSNREQUESTAUTOMATIONSMHBU_37735 AutomationRDMZKQL_85827  IREQUEST SUPPLIER shreesh.pandey 27/10/2017 Actions =
i WithRM 50 ZSNREQUESTAUTOMATIONSCNNI_18260  AutomationRDMZKQL_85827  IREQUEST SUPPLIER shreesh.pandey 27/10/2017 Actions =
#& With RM 49 ZSNREQUESTAUTOMATIONXKFAZ 60828  AutomationRDMZKQL_85827  IREQUEST SUPPLIER shreesh.pandey 27/10/2017 Actions =

B Bshowngprage 2 of s @B

Show 10 || records per page.

javascripevaid(D) “

2. On this page, you will see the requests by all the users raised from your organization.
3. Forthe requests which are in Draft status will be editable.
4. To view arequest, click the Request Number. You will land on the following page:

Click Here to Give Feedback
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Wl My Dashboard [l Manage Companies v shreesh v (@ Help ~

Request Form « Back m
Request Number 79 Request Definition: ATTACHMMMMAAAAA
E Request Description: - Request Type: Supplier_NONETYPE
Assigned To: & Irequest_Group_ZSN Urgent Requirement: No
Attachment(s): - Supplier: IREQUEST SUPPLIER
Section 1

Item Table B Export to Excel
Price Type Current Price Ttem Name: Ttem Number Quantity Unit of Measures Ttem Attachment
BULK 1 0 Attachment

B B showngrage 1 of1 @0

Show 10 | v|entries

ohdfadfodg 0 Attachment
~ Workflow
1 -
shreesh Request Manager
Submitted Awaiting Action
10/11/2017 04:50:12 PM
» Audit Trail

Note: All the sections and their field (except Workflow and Audit Trail) will vary depending on your

buyer company.

5. The workflow section will show the status of your request.

~ Workflow
% Ny N N
shreesh Request Manager
Submitted Awaiting Action
10/11/2017 04:50:12 PM

6. The audit trail will display all the changes made to the request from the time it was submitted.

~ Audit Trail
Actions Version Date Comments
&4 Request Completed 3 09/11/2017 Please review the process
L Request Modified 2 09/11/2017 added the delivery parameters
P Request Submitted 1 09/11/2017
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6.5 My Performances

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.

The My Performances option allows the user to view:

Score Events
Performance Reports
Development Programs
Tasks and Milestones
Reminders

ok wnN e

Notifications
for each customer.

View Score Events

View Performance Reports

Trend Analysis

View Development

Programs

View Task and Milestones

View Reminders

View Notifications

https://zsnforall zycus.net:7443/home#
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6.5.1 How to View Score Events?

Under My Performance, hover over View Score Events. A list of Customer Company will be
provided. Select the customer company of your choice for whom you want to score the event.

Once you have reached the scoring events page, follow the steps mentioned below to the score the
event online through the system itself.

6.5.1.1 Scoring Events Online
To score an event online:

1. Once you click on the link from the email, the Score Events page is displayed:

nies v @ frankyfranky v @ Hep v

ZYCUS i my pashboard B3 mana

can click on Respand butto:

@ Cloar A1 Filtars

Event Name: Event Owner Supper Hame sm End Time: Status Submission Status Actians

Respond

Respond

Respond

Respond

Madity

Modity

Modify

T

Modity

page 1 |of2 N ICH

V7D weskly cA MURLD FRAMY

Display | 10 ¥/ Recards

ZYCUS

2. Search for the required event using the Event Name and/or the Event Owner search box.

Event Name Event Owner

Event Name | | Event Owner

3. Click on the Respond button in the Actions column for the corresponding event to open the
survey.
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4. The survey page is displayed with the Survey Scope tab open.

Survey Scope Survey Form Summary

inca. The infarmation gathered in this survey wil help s o SetErming What impeovements can b mads to cur suppliers.

labie in case of multiple suppders, muRiple facities snd crdy if sdministrator has given permissicn)

 upisacing the filed-up tempiste using “Impen’ functicnality, present on the tap right eomer of the survey form.

Evaluation Period: 01/09/2015 Ta 31/01/2016

....... serasn
Suppliers™ :  LENOVO i

Facities™ ind_Facikty

[ sove and coninue. [T @ nesticr

zvcus |

5. Select the Scoring Layout from the given options:

Select Scoring Layout to generate Survey Form based on the selected layout.
Evaluation Period: 10/01/2015 To 01/31/2016

i . _ : _ . Survey form layout will be
Seoring Layout ® & Suppliers h Facilities generated based on your
h Facilities & Suppliers layout preference.
Layout ‘ Description

© & suppliers Select the Suppliers to Facilities layout to score a supplier linked to multiple

; facilities.

h Facilities
® ky racilities Select the Facilities to Suppliers layout to score multiple suppliers linked to a

) single facility.
E,, Suppliers

6. Click on the Save and Continue button to continue with the survey. The Survey Form is displayed.
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ZYCUS T BT *“““'I]

Getting Started Survey Form Summary Survey Completion Status = o005
Suppliers - supplier: MICRON .. | Faclity: AmkoR_F.., | KPL: kiki Question Status Al (8]
& KPI Mtachments (0) *Sign and ked color indicstes Mandatory

B ) MICRON LONGER SUPPLIER
a What s the company's projectad turn aver this year?

B Alaska b &
B Main_Facility
Comment :
o/ Branch
B castlefield
Stanton
0z D0 you have cradi policy for buyers?

Mo Response
@ s
N

Comment :
<

@ Complet= G Portia

Save and Continue

7. Expand the required facility or supplier using the icon to view the list of KPI’s.

8. Select the required KPI from the list of KPI’s displayed. The list of questions associated with the
KPI will be displayed.

9. Provide answers for all the questions.
10. Perform any of the following actions for any of the question as required:
a. Comment:

i. Provide a comment for a question in the survey

Supplier: GITS | GSID: 4 | Facility: gssg_Fa... | KPI: Sim San... Question Status All (4)
’ KPI Attachments (1) *Sign and Red color indicates Mandatory
Q1* what is your name?
1
Comment :
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b. Attachment:

i. To attach a document for a question in the survey, click on the ﬁ icon next to the question.

ii. Adialog box is displayed with the Attachments tab open.

Supplier: DUN RITE LAWN M... | Facility: Alaska | KPIL...

Q1* Does the business operate as a Limited Liability, Partnership, Sole Trader, Incorporation, Other?
Please specify:

Comment Attachments | Copy Response
L Upload Files |

File Name Size Actions

Mo Attachment Found.

iii. Click on the Upload Files button to upload the document.
iv. The File Upload dialog box is displayed. Browse and select the required file.
v. Click on the Open button to upload the document.
vi. The uploaded file will be displayed in the table along with its size.
vii. To complete the process, click on the Done button.
c. Copy Response:

i. To copy response for a question in the survey form to a survey form for another

facility/supplier, click on the TR icon next to the question.

ii. Adialog box is displayed with the Copy Response tab open.
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Supplier: DUN RIT... | Facility: Alaska | KPI: KPI fo...

Q1% Does the business operate as a Limited Liability, Partnership, Sole Trader, Incorporation, Other? Flease specify:

Comment Attachments =~ Copy Response

Facility
Castlefield
Fayette

Peterman

Bow o om e | W

Stanton

Display 50 « Records Page| 1 |of1l

Click on the Copy Responses button to copy the response for the question to a survey for

another facility/supplier.

iv. The Information dialog box is displayed. Click on the OK button to continue.

v. To complete the process, click on the Done button.

11. To navigate in between KPI’s use the Previous KPl and Next KPI links on the bottom right.

12. Provides all answers to all applicable KPI's for suppliers/facilities selected.

13. Click on the Save and Continue to save the entered responses and move to the next step.

Click Here to Give Feedback
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14. The Summary tab is displayed which displays completion status of the survey at Supplier, Facility
& KPI level.

ticket# & v SurveyEndsin: g Day(s) 7 Howls) 46 Mm[;j' Simport ¥ | |5 Export ¥
Survey Complation Status + 21.050%
Survey Scope Survey Form Summary
d ensure that all unanswered quest 3 h 13 nd KPI are con You " y jun he unan: red S icks the link sent in cor ondi
@ Complete ( Partially Complete %) Incomplete Fiter By Al
Mandatory
Supplier Name GSID Facility Name KPI Name Overall Completion Status Total Questions TQZ‘:S'I?D':IE:""“““ fotalMandatory  Unanswered
Questions
B Gcueasts 3 0 completed out of 1
) & ind_Facility 0 completed out of 5 19 15 3 1
Display | 100 || Records Page| 1 [of1
A s Res ZYCcus

To filter the summary, use the Filter By dropdown box located on the top right of the Summary tab.

Filter By Tl

Unanswered

Note: Click on the number of Total Unanswered Questions/Mandatory Unanswered Questions to
directly go to the unanswered question/mandatory unanswered question under the survey form tab.

15. Click Submit Response to submit the responses. The following message is displayed.

Confirm *

Once you submit yvour scores, yvour scores will be saved in the
systemn for supplier evaluation.

You will be allowed to make changes to your submission and
re-submit your scores till 2014/03/23 23:55.

— r—
{Continue; Cancel
L TTTTETFEErr
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16. Click Continue. The scores are submitted, and the Score Events page is displayed.

At any point in the survey, you can click on "Exit" button to exit the survey with following three

options:

e Yes: Click on this option to save the entered data and then Exit the survey.

e No: Click on this option to not to save the entered data and Exit the survey.

e Don't Exit: This option will keep you on the same page.

To filter the KPI's in the Suppliers/Facilities module, click on the

- . .
icon, select the required

option and click on the Filter link.

Completion Status

| Incomplete
[[] s Partially Complete

N {3 Complete

Filter Clear |

To filter questions according to their statuses, use the Question Status dropdown box on the top

right side of the page under the Survey From tab.

Question Status | All (120) iw)

*5ig Mandatory (96)
Unanswered (114)
Mandatory Unanswered (90)

To know the completion status of the survey, use the Mandatory Completion Status dropdown box
on the top right side of the page next to the progress bar.

Click Here to Give Feedback
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Mandatory Completion Status -

6.250%

6.5.1.2 Scoring Events Offline
To score an event offline:

Follow the steps mentioned below to the score the event offline by downloading the event template
in excel format, scoring it offline and uploading it back into the system.

1. Once you click on the link from the email, the Score Events page is displayed:

Score Events

This s 3 st of Evants (Surveys,

() Surveys) that you have been invited to score. You

Event Name: Event Owner Supper Hame
T YTD weekly (2/3) €A MURLD FRANKY
T Y70 (2/5) €A MURLD FRANKY

MURLD FRAn
MURLD LicALINE
b FRaN

tand ey CONTACT FRAm

a o MURLD FRAND

A MURL FRANC

A MURL FRANC

YT weekly Ca MURLD FRAtY

Display | 10 |¥] Racords

to score In Progress events

End Time:

1wy Dashboard B3 Menag

es w O fenkyfranky v @ Help ¥

@ Cloar A1 Filtars

Submission Status Actians

| Respand
| iew Respond
[ Miew || Respond
| view Respond
Pandng [ view || wespond
bmitted | view Madity
ibmitted | view Modity.
bittad [ view modify
bittad | view Hodify
ubmitted [ view || odity

page 1 |of2 (N ICH

ZYCUS

2. Search for the required event using the Event Name and/or the Event Owner search box.

Event Name

Event Mame

Event Owner

want Charnar
| |E-.-E|\M-..|E

Click Here to Give Feedback
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3. Click on the Respond button in the Actions column for the corresponding event to open the
survey.

4. The survey page is displayed with the Survey Scope tab open.

our feedback s impartant ta us far measuring and impraving cur supplier's performance. The infarmation gathered in this survey wil help s ta determine what impeovements can be made o our sugpliers.

in case of multiple suppiers, mutiple facities and ond

Aminiztrator has given permissicn)

38 uploading the filed-up template using “Import” functionality, present on the tap right comer of the survey farm.

Evaluation Period: 01/09/2015 Ta 31/01/2016

[ sove and coninue. [T @ nesticr

1o ZYeus |

5. Select any one of the following scoring layout as required:

Layout \ Description
© & Suppliers Select the Suppliers to Facilities layout to score a supplier linked to multiple
: facilities.
h Facilities
© kg Facilities Select the Facilities to Suppliers layout to score multiple suppliers linked to a
; ) single facility.
L. Suppliers

6. Click on the Export button and select the type of survey form to be exported. The survey form
contains the questionnaire template in an excel format. The exported template will contain
prepopulated names of supplier, facilities, KPls and the questions to be scored of the selected
suppliers and facilities.

-\‘,J;-  Survey Ends In: 3 Day(s) & Hour(s) 4 Min(s) I [

L Export¥ e

Standard Survey Form

Custom Survey Form

310
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Note: In case there are more than 200 suppliers in an Event, users can score suppliers only through
offline scoring.

Note: A Custom Survey From is a transpose of a Standard Survey Form i.e. suppliers/facilities names
are displayed in rows custom.

Note: If a Custom Survey From is exported, fields need to be mapped manually when the custom
survey form is uploaded into the system.

Description

Standar | In the Standard Survey Form, the questions are displayed in the rows and the
d Survey | Suppliers/Facilities names are displayed in the columns.
Form

A B ©
1 Supplier Name Facility Name KPI-1_Q-1
Does the business operate as a Limited Liability, h
Partnership, Sole Trader, Incorporation, Other? Flease
specify:
2 (Text)
3 | DUMN RITE LAWMN MAINTENSANCE  Castlefield
4 | DUN RITE LAWN MAINTEMANCE  Alaska
5 |DUM RITE LAWN MAINTEMAMNCE  Peterman
& MMOMNITBROTHERS Castlefield
7 |MOMNIT BROTHERS Alaska
8 MOMNIT BROTHERS FPeterman
9 WALT'S 1G4, Castlefield
10 WALT'S 1GA &laska
11 WALT'S 1GA Peterman

Custom | In the Custom Survey Form, the Suppliers/Facilities names are displayed in the rows and
Survey the questions are displayed in the columns.
Form

[ & B c D
1] Supplier Name lauestions DUN RITE LAWN MAINTENANCE DUN RITE LAWN MAINTENANCE
2 Facility Name castlefield Hlaska

Does the business operate as a Limited Liability,
Partmership, Sole Trader, Incarporation, Other? Please

specify:
3 KPI141_Q-1 (Text)
What isthe company’s projected turnover this year? |
4 KPI4 Q2 (Text)

7. User can fill the responses for each question in the corresponding column, for each supplier-
facility combination, as shown in the above image.
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Note: The exported template is user specific, i.e. the template would contain only those KPI’s to
which the user is invited.

Note: The “Responses” worksheet is password protected.

Note: The “Instructions” worksheet contains guidelines to help the user to fill the template. This
worksheet also contains the password to access “Responses” worksheet.

Note: User can add or delete a row/s from the worksheet by unprotecting it using the password
specified in the Instructions sheet.

Note: Data validation rules as well as comments are incorporated in the fields wherever required.

8. Once you have filled in the responses into the exported template, click on the Import button and
select Import Responses to import this template back into the system. The Upload Scores dialog
box is displayed.

-\‘,J:J- +* Survey Ends In: 3 Day(s) & Hour(s) 2 Impurt?l r=_p Export ¥

Import Responses

View uploaded files

37.819

9. Select the KPIs for which scores are to be uploaded and then click Upload File.

Import Responses by Uploading File X

Select KPI{s) for which you would like to upload the scores.

O wer | upload File
KPI for Financial Details Click "Upload File" and select a file to
upload.
KPI for Compliance
[E]  kPI for Standards/Certification
@ Tips for Custom File Upload X
B ki for Quality

¥ou can upload following file types:

s .xlg/.xslx files (Excel Files)

= .txt files (with tab separated values)

» .csv files (with comma separated values)
Please upload file with 1st row as the
column header.

Next Cancel
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10. The File Upload dialog box is displayed. Browse and select the required file.
11. Once the file is uploaded, click on the Next button to continue.

12. The Upload Scores dialog box is displayed.

Note: The size limit set for scoring file to be uploaded for auto scoring is 25 mb.

Import Responses by Uploading File X

-

Uploaded File: Suppher_Performance_for__Questionnaire_2014-03-21_17.03.xlsx

Map the below fields to their respective columns in file and then dick Import Scores.
Value
¥ Suppliers & Facilities 2 of 2 hields mapped
Supplier
Supphier Name -
Facility

Fazility Name -

¥ KPI : KPI for Financial Details 6 of 6 fields mapped ¥

Text

Q1. Does the business operate a5 a Limited Liability, Partnership, Sole Trader, Incorporation, Other? Please specafy:
KPI-1_Q-1 -

- -

Q2. What iz the company’s projected turnover this year? [ Text
Import Scores Cancel

13. In this dialog box, the fields will get mapped automatically in the corresponding fields only if the
uploaded file is the template exported from the application as mentioned in Step 10.

Note: The user can also upload score using any other customized template, but in that case the user
has to manually map the fields in the template with the fields shown online.

Note: If no questions are mapped to any of the selected KPI then the following error message is
displayed.
“You need to map atleast one question to each of the selected KPI"

14. Click on the Import Scores button once all fields are mapped.

15. After successfully mapping all the fields, the Scores imported successfully dialog box is
displayed. Click on the Done button to continue.
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Import Responses by Uploading File x

Scores imported successfully

|£ Verifying Valuss
[ calculating Secores

B Importing Scores

16. Click on the Import tab and select the View uploaded files link to view attachments, if any,
uploaded for your reference.

17. To submit the uploaded responses, click on the Summary tab. Click on the Submit Responses to
submit the uploaded responses. The following message is displayed:

Confirm X

Once you submit yvour scores, your scores will be saved in the
system for supplier evaluation.

You will be allowed to make changes to yvour submission and
re-submit vour scores till 2014/03/23 23:55.

| Continue! Cancel
s

18. Click on the Continue button to submit the responses.
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6.5.1.3 View Uploaded Files
To view the uploaded files:

1. On the Score Events page, search and open the required survey.

2. Click on the Import button and select the View uploaded files option to view the uploaded
survey forms.

|
27

Importv
— | [

Import Responses

Wiew uploaded files
mipli

3. The View uploaded files dialog box is displayed.

View uploaded files X

KPI Name File Name Size Uploaded On Action
Supplier_Performance_for__ G

KPI for Compliance uestionnaire_2014-03-22_17. 108 KB 03/22/2014 J\} Download
00.xlsx -

Supplier_Performance_for__ G
KPI for Financial Details uestionnaire_2014-03-22_17. 108 KB 03/22/2014 J\} Download
00.xlsx .

Supplier_Performance_for__ G
KPI for Quality uestionnaire_2014-03-22_17. 108 KB 03/22/2014 J\} Download
00.xlsx -

Supplier_Performance_for__ G
KPI for Standards/Certification uestionnaire_2014-03-22_17. 108 KB 03/22/2014 J\} Download
00.xlsx -

6.5.1.4 Modify Responses
Once you have submitted your responses for an event, you will have the option to modify your
responses for that event until that event gets closed.

To modify responses:

On the Score Events page, for an event having Status as In Progress and Submission Status as
Modify |

Submitted, you will get the option |
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ZYCUS i my ashooard B3 manag

nies v @ frankyfranky v @ Hep v

This s 3 list of Events (Surveys) that you have been invited to score. You can cick on Respand button to score In Progress events

@ Cloar A1 Filtars

Event Name: Event Owner Supper Hame sm End Time: Status Submission Status Actians

Respond
Respond
Respond

Respond

Madity

Modity

Modify

i‘? i“i i ?‘i in :

V7D weskly cA MURLD FRAMNKY 12 8/30/2016 10:46 AM Closed Submittad Hodity

Display [10 7] Racards page| 1 |of2 I ICH

ZYCUS

Modify

1. Click | | to edit and resubmit the responses for a corresponding event. The
following message is displayed.

Confirm x

Once you make the changes, vou will have to submit your responses

e You have chosen to modify responses yvou have already submitted.
for this Event again before Event closes on  2014/03/20 23:55.

—reerTTT—

‘Continuei | | Cancel
T

2. Click on the Continue button to continue with the modification.

Note: The Event Scorers will able to make changes to their submission and re-submit in case they feel
there were any errors in their answers or if they missed out on filling certain details. Resubmission
can be done any number of times till the event closes. Once the submission is re-called, it should be
submitted again before the event closes for the scores to be counted.

3. Follow the standard process of filling the survey and make the required changes. To resubmit the
modified responses, open the Summary tab and click on the Submit Responses button.
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6.5.1.5 Delegate a Scoring Event
A scorer has the option to delegate a scoring event to some other user in case if the scorer wants

that user to score on behalf of him.

To delegate a scoring event:

On the Score Events page, for an event having Status as In Progress and Submission Status as

| Delegate |

Pending, you will get the option

ZYCUS

ere : Scere Event

Score Events

()

This s 3 list of Events (Surveys) that you have been invited to score. You can cick on Respand button to score In Progress events
@ Cloar AN Filtars

Event Hame Event Owner Suppler Hame asm End Time. status Submission Status Actions

cA MURUD FRANCY 12 9/10/2016 01:25 PM In Progress Pending | Respand
CA MURUD FRANCY iz published Pending P e | pr—
ca MURUD FRANCY 12 Published [ r——
€A MURLD ALKALINE z 12/20/2016 12:25 PM Fublished | wiew Respond
—— FRANCY iz 121142015 12:25 PM Closed = | p—
tand u FRANCY 12 0B/06/2016 01:25 PM Clased Submitted | view | modiy
@ v CA MURLD FRANCY 12 0B/30/2016 05:43 AM Clased Submitted View | Modity
CA MURLD FRANKY 12 08/30/2016 06:13 AM Clased | view Madify.
t sharsd cA MURVD FRANKY 12 5/30/2016 0757 AM Ciosed | view || modity
© YTD weekly CA MURLD FRANKY 12 OB/30/2016 10:46 AM Clased ibmittad | View | Maodify

Display | 10 |¥] Racords

ZYCUS

1. For a corresponding event, click Delegate [ ]to forward the invite to other user to
score. The following dialog box is displayed.

Delegate Event "Event with full length vent wi...’

Please enter the email address of the person you want to
score this event for you:

Email Address:* ||

An email will be sent to this email address with 3 link te access the
event. The response will be submitted in yvour name and enly 1

submission will be allowed.
Delegate Cancel
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2. Enter the email address of the person you want to score this event on behalf of you.
3. Click Delegate. An email will be sent to the delegated user.

Note: The score from a particular user or on a particular user’s behalf will be accepted only once.

6.5.2 How to View Performance Reports?

Under My Performance, hover over View Performance Reports. A list of Customer Company will be
provided. Select the customer company of your choice for which you want to view the performance
reports. Following page will be displayed:

+ Analyza By Events

Showing published events

™

O o0OOo0OoOOoOoooaoo
TR R R

2

isplay [ 10 | Records

1. To compare performances for different events, select the events by checking the box against
their name.
2. Once you complete selecting the events, click on Compare Performance.

Note: The suppliers can compare performances for up till 5 events.

Note: This page will only show all the published events.

3. Click E‘ to view the performance of the respective supplier. The Supplier Performance Report
page is displayed.
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You are here : Analyze By Events > Suppher Performance

Supplier Performance Report
Supplier Name : LENO.
Supplier Type : Operational
Event Name : half yearly event (2/2)

Scorecard Used : TEST SCORECARD

e

Scorecard Score Trend All Supplier's Average

100.00 0.00% 136.03
A

Ed KPI Name
KL 1 test data 1

KPL 2 test data

be exported to PDF.

Formula

KPIL + KPI2

Trend

0.00%

0.00%

O ENOVO LENOVO v @ Help v

B ExportReport (@ PrintReport ¢m Back
Supplier Sub Type : Primary
Event Date  02/02/2016 To 02/02/2016
Evaluation Period : 01/07/2015 To 31/12/2015 | Chsnge
View Individual Responses | View Response Analysis
[ P——
<=30.00 ;;SODD&" > 80.00
ANl Supplier’s Average - Maats tha Targat °"'""'""i' CL}
90.00 <=30.00 FoedaB<t 5 g0.00
100.00 <=30.00 SoeO0 < s 000

Click Export Report to export the performance report for an event. The performance report will

Click Print Report to print the performance report for a supplier or all suppliers in an event.

6. Click Change to change the Event or the performance evaluation period.

Supplier Performance Report

Supplier Name : GI...
Supplier Type : Operational
Event Name : Release-16.3.2.0-Recursive (2/4)

Scorecard Used : r15.12.1.0

GSID: 4
Supplier Sub Type : Primary

Event Date : 04/06/2016 To 04/07/2016

Evaluation Period : 03/06/2016 To 03/12/2016

7. Click Report Details to view the score details of each KPI.

Click Here to Give Feedback
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l# My Dashboard i3] Manage Companies ¥ e Lalalala ¥ 0 Help ¥

| Report Summary, View Individual Responses | View Response Analysis

Scorecard Score Trend ::I'esr:::"e"s Formula - Meets the Target w
NA NA 53.32 KPI1 + KPI2 + KPI3 + KPI4 <=20.00 200082 140,00

# KPI Name Score Trend ::::::zlier's Meets the Target O\letachli_ i%vesn the
KPI1 | Clonned French KPI NA/110.00 | NA 33.00 <=30.00 20008 <= 60.00

KPI2 | French KPI NA/110.00 | NA 110.00 <=30.00 ;0:_’8600 &<= | 60.00

KPI3 | Italian KPI NA/100.00 | NA NA <=30.00 o008 <= 15 40.00

KPI4 | KPI Issue NA /100.00 | NA NA <=20.00 20?8600 &<= ' 50.00

| Report Details

8. The report details page will open:

KPI1 Punctuality Weight: 20.0 % Score: m W Score: 17.11

Total Total ] Q7+
i KPIF 1+02Z+04+0IN4
# Question E:I‘?’s:m“ Question ormula (Q1+Q2+Q4+Q3)/

Yalue Calculated KPI ¥alue: 35.56
KPI Score Definition:

Calculated as

o1 W;a;jlcsmtt:e average deviation of the ernployee reporting for job average .25

F KPI Score = Calculated KPT Walue
Q2 Is the employee able to complete his task an time average 0.o0

KPI Score: 55.56

(o) Has the employee taken irregular leaves in past 6 raonths average 0.o0 ez TTnel) e [| i Bespamen faclss
Qa Mumber of disciplinary issues filed on the employee in last & ERETEE 11.00

months
a7 Cwver all likeliness of the emplovee to change his/her behaviour average G075

in terms of punctuality after training programme

9. Click Graphic Visualization to view an interactive data visualization tool that allows you to view
the three dimensions - KPI, Facility and Region in a pictorial form.
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A
Orientation: Left [+] What is this?

KPI Name : Punctuality
KPI Category : Efficiency

KPI Formula :
QFH{QL+Q2+04+Q30/4

Calculated KPI ¥alue : 75.25

KPI Score Definition :
KPI Score = Calculated KPI ¥alue :

Usability Test Score : 75.25
S:NA WS: NA

PMG scorecard Weight : 20
S g Weight Score : 15.05
Target Status : Overachieves the Target

View Individual Respanse | View Response
Analysis

Default Region
Score : NA

S:Score WS: W Scors [ic ke IR Region ['F Facility

6.5.3 How to View Trend Analysis?

Under My Performance, hover over Trend Analysis. A list of Customer Company will be provided.
Select the customer company of your choice for which you want to view the development programs.
Following page will be displayed:

v
ZYCUS il My Dashboard [ Manage Companies ¥ O sonysonyr v @ Help ¥
You are here : Analyze By Supplier
L Showing all scored suppliers
Search by | Supplier Name - [Go |
o -
pplier Name GSID Scorecard Name Performance As On Score Reports
SONY
E’ - View Linked Suppliers 5 Analyze ¥
Primates
scorcard for download responses 10/31/2015 11.40
scorcard @ R15.10.1.0 10/31/2015 21.30
verification for comma 11/30/2015 . 100.00
Mandatory questions 01/31/2016 -
Anuj 05/31/2016 51.25
Display | 10~ Records Page| 1 |of1
s of v zvcus §
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The Trend Dashboard is a heat map which displays graphical representation of data where the
individual values are contained in a matrix and are represented as colours. The heat map will give
you a quick overview of scorecards, trend report and KPI level scores for each supplier.

6.5.3.1 Linked Suppliers

iPerform’s provides you with the ability to view the event-specific KPI scores (Hierarchical Score) for
a Parent and Child Supplier.

Here you can view scores for a Parent Supplier along with some or all of its Child Suppliers.

The parent-child relationship is referred from iSupplier. The definitions of a Parent Supplier and Child
Supplier remain the same as defined in iSupplier.

The Parent may or may not be a participant of the event for which the Hierarchical Score was being
calculated.

1. Toview linked suppliers to one particular supplier, click View Linked Supplier (highlighted in the
image below).

2YCUS il My Dashboard [ Manage Companies ¥ O sonysonyr v @ Help ¥

You are here : Analyze By Supplier

Showing all scored suppliers
Search by | Supplier Name - [ Go

Supplier Name GSID Scorecard Name Performance As On Score Reports

SONY
View Linked Suppliers

6 Analyze ¥

scorcard for download responses 10/31/2015 11.40

scorcard @ R15.10.1.0 10/31/2015 21.30
verification for comma 11/30/2015 100.00
Mandatory questions 01/31/2016 -
Anuj 05/31/2016 51.25
Display [T Records Page| 1 |of1
yous Inc., All Rights Reserved In case of any querles, contact us at tech-support@zycus.com ferms of Use | Privacy Policy | emPowered by ZYCUS

2. A popup will appear which will show all the suppliers linked to the selected supplier.
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Supplier Name GSID Supplier Sub Type Erl:rr:la)f; 8r1ild
Supplier(s)
& sony 0 Primary 4

WARRIER 3 Primary
TOMCAT 4 Primary
APPLE 4 DBA

DELL 4 DBA

TOSHIBA 12 Primary
MOTOROLA 12 DBA

MICROMAX 33 Primary

[oK]

3. This popup will display the complete hierarchy of all the child suppliers of the selected supplier,
and the parent of the selected supplier (if any).
6.5.3.2 Trend Dashboard

Year to Date (YTD)

1. For a given supplier, under the Reports column, click Analyze > Trend Dashboard, you will be
navigated to the following page:

ZYCUS 4l My Dashboard B Manage Companies ¥ O frankyfranky v @ Help ¥

ere : Analyze By Supplier > Trend Dashboard

Trend Dashboard ALKALINE (2) change Supplier [l Excel Export 4= Back

Evaluation Frequency : |YTD -
Performance Period * 10/01/2015 To 09/09/2016 Go

Scorecard View [l Problem Area Meets the Target |l Overachieves the Target || Scorecard Not Measured NA
Scorecard Name Oct15 Nov 15 Dec15 Jan 16 Feb 16 Mar 16 Apr 16 May 16 Jun 16 Jul 16 Aug 16 Sep 16
MULTIUSER e e e e S e e e e e e

1 Scorecards are available for the current configuration of Evaluation Frequency

Trend Report for Selected Supplier

s e 18 oec 15 e Feb 16 war 16 o6 sy 16 e I g6 e s,

— muTiuser

NOTE: You can use the Change Supplier link to view the Trend Dashboard for your other supplier profile.
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2. You can select the evaluation frequency from the drop-down list which offers options such as
Monthly, Quarterly, Half Yearly, Yearly and YTD.

il My pashboard  BE] Manage Companies ¥ @ frankyfranky v @ Help ¥

Evaluation Frequency : [vTD ~
. . [Monthly

Performance Peried | ieriy To 09/09/2016 Go

Half Yearly

Yearly
Scorecard View M Problem Area Meets the Target [ Overachieves the Target [ Scorecard Not Measured NA
Scorecard Name ‘ Oct 15 Nov 15 Dec15 Jan 16 Feb 16 Mar 16 Apr 16 May 16 Jun 16 Jul 16 Aug 16 Sep 16
HoHTIsER ———————————— 00 e — —

1 Scorecards are available for the current configuration of Evaluation Frequency

Trend Report for Selected Supplier

~ Go to Top

NOTE: For YTD option, the start date will be configured by your buyer and the end date will be today’s
date.

Scorecard View
The "Scorecard View" section on this page represents data in Tabular manner with color coding. This
scorecard view consists of Monthly scorecard represented by value and/or color.

Scorecard View B Problem Area Meets the Target | Overachieves the Target | Scorecard Not Measured MA

Scorecard HName Weight (%) Jan 09 Feb 09 Mar 09 Apr09 May 09 Jun 09 Jul 09 Aug 09 Sep 09 Oct 09 Nov 09

Testing Scorecard contain... 1.00 --“““ MA - 65.10 ““—l
Scorecard containing 2 K. 1.00 80.00 R _—_—-_ﬂ_l
"Stp@e#chiatel ™ ~c*h(a).. 000 | I e e o e e o o
Scorecrad containing 4 kpis 100 e e I I e I I o

Scorecrad with 3 KPIs 00 e I O I I I I

Scorecrad for 2 kpis 00 I I L e I I I I

Tt /@SNt 000 10000 e e
4 1 3

|5 Scorecards are available for the current configuration of Evaluation Frequency

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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Trend Report for Selected Supplier
Below the scorecard section we have "Trend Report for Selected Supplier" section which displays the
monthly trends of the supplier based on Scorecard mentioned in "Scorecard View" section.

Trend Report for Selected Supplier
300.00
200,00 +
*
¥ 100,00
§ 0.00
*
-100.00 *
-200.00 T T T T T T T T T T T T
Jan 09 Feb 09 Mar 09 Apr 09 May 09 Jun 09 Jul 09 Aug 09 Sep 09 oct09 Mov 09 Dec 09
Time Duration
—— Scorecard for problem Area testing (1.00 %)
—— Testing Scorecard contsining 12 KPIs vith maximum charcters in scoreacrd name upte 100 characters in (1.00 %)
—— Scorecard containing 2 KPIs [1.00 %)
KPI View

Below the "Trend Report for Selected Supplier" section, there is a section named "KPI View". In this
section user will be able to view scores at KPI level for each scorecard. All the scorecards mentioned
in scorecard section will be featured under KPI view.

Under each scorecard user will have all the KPIs information associated with corresponding
scorecard. The KPI view is similar to Scorecard view in following manner:

= Same colour coding

= Same tabular fashion data representation

= Same month-wise data distribution.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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KPI View
Testing Scorecard containing 12 KPIs with maximum charcters in scoreacrd name upto 100 characters in (1.00 %)
KPI Name Jan 09 Feb 09 Mar 09 Apr 09 May 09 Jun 09 Jul 09 Aug 09 Sep 09 Oct 09 Mow
Quality for Year 2012. MA Ma
KPI 1 with no default value MNA N&
KPI for alert testing MA MA
KPI contain Autoscoring for questions MA MA
KPIS custom M Ma
"Slp@e#céial” ~c*h{a)r_a+c-t=e[rls\ .. MA Ma
<script=alert{"Hi")</script= MA MA
KPI4 custom weights MA A
KPI3 average - MA MA
KPIL sum weights - MA N
"Creation KPI 1 containing 1 numeric ques... -- 100.00 - MA MA
“ Go o Top
4 1L} » |

Below the "KPI View" section, you will get the graphs which represent the data mentioned in the KPI
view section. The graphs in this section are generated based on the data present in "KPI View"

section.
KPI contain Autoscoring for questions KPI4 custom weights
100.00 26.00 -
90.00 24.00 o
80.00 + 22,00 4
70.00 4 20,00 4
60.00
[ ¥ 13.00
§ 2e 8 o
40.00 o :
30.00 4 14.00
20,00 4 12.00 4
10.00 10.00 . .
oo =mSM—m—m—7—7 T T 8.00 = T T T T T
Jan 09 Mar 09 May 09 Jul 09 Sep 09 Mov 09 Jan 09 Mar 09 May 09 Jul 09 Sep 09 Mov 09
Time Duration Time Duration
“Creation KPI 1 containing 1 numeric question created for the purpos KPI for alert testing
120.00 - 150.00 -
100.00 o
100.00
50.00
60.00 1
50.00
4
40.00 4 §
20.00 0.00 7
0.00 g o
-50.00
-20.00
-40.00 T T T T T T -100.00 T T T T T T
Jan 09 Mar 09 May 09 Jul 09 Sep 09 Mov 09 Jan 09 Mar 09 May 09 Jul 09 Sep 09 Mov 09
Time Duration Time Duration
“~ Go to Top
KPI 1 with no default value <script>alert("Hi") < [script>
150.00 50.00 -
100.00 5 0-00 4
30.00
50.00 000
4 4
§ 0.00 —f 1 § 10.00
-50.00 4 0.00 4
-10.00
-100.00 o 20,00 4
-150.00 T T T T T T -30.00 T T T T T T
Jan 09 Mar 09 May 09 Jul 09 Sep 09 MNov 09 Jan 09 Mar 09 May 09 Jul 09 Sep 09 Mov 09
Time Duration Time Duration

If page contains more than 12 scorecards and KPI’'s more than a limit, they will be loaded on
demand/scroll.
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Excel Export

User will also get an option to export the Trend Dashboard in excel format. There is a button on the
top right side of the page named "Excel Export" for the user to export the trend analysis report in

excel.

ZYCUS lbl My Dashboard [ Manage Companies v @ frankyfranky v @ Help ¥

ere : Analyze By Supplier > Trend Dashboard
Trend Dashboard ALKALINE (2) change Supplier Back

Evaluation Frequency : |Monthly  ~
Performance Period : lan ~|| 2016 -|To|Dec - 2016 v Ga

Scorecard View [l Problem Area Maets the Target |l Overachieves the Target || Scorecard Not Measured NA
Scorecard Name Jan 16 Feb 16 Mar 16 Apr 16 May 16 Jun 16 Jul 16 Aug 16 Sep 16 Oct 16 Nov 16 Dec 16
MULTIUSER m
11510:1.0-clone S T R R S e e ——
re10.1.0 N I s e — ——————

3 Scorecards are available for the current configuration of Evaluation Frequency
Trend Report for Selected Supplier

.

e

§ s
e

-

e e e e e e " i . e e e
S

The export data will be present in single worksheets. Worksheet will be named as “Trend
Dashboard” and contain summary of the scorecards & KPI scores and their trend lines as shown in

the attached excel.
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Z‘(‘ <

cj.}\ HY-T-)F Trend_Dashboard_1363190152506 [Read-Only] - Microsoft Excel LR
LT 1 Y . o
Home | Insert Page Layout Formulas Data Review  View ©@ - = x
w2 - : I |2 = . p
Y X oo (i) () @ oo B O T AT
| ey —— Delete ~ | g|~
Paste ‘B I - 5[ By - i B L |E .] - || %8 4 Conditional Format  Cell ro Sort & Find &
- <4 g == 0| A | EE :H* i! SERINE Lo (|68 3] Formatting ~ as Table ~ Styles ~ :EjFW’"a‘ * || 27 Filter~ Select~
Elipboard = Font ) Alignment - Number ] Styles Cells Editing
Al > fx | Trend Dashboard
| A B C D E F G H I J K L M N 0=
1 Trend Dashboard
2 =
3§ 2
4
S
B
7
8

Problem Area 11

Meets the Target 21
Overachieves the Target
Scorecard Not Measured

NA

£7  Trend Report for Selected Supplier

=] 25000

po 20000

B1 150.00

B2 10000 h

B3| § soo0

Ba| ¥ om0

BS -50.00

136 10000 A

<> 4| Trend Dashboard /%3 4 0 m [
Ready ‘ EE = 0 +

With the help of this feature, users can perform their own arithmetic calculations on the exported
data. Just as you start making changes to the exported data, the graphs will also get changed

accordingly.

There are hyperlink to take the user to the top of the excel export from each KPI View. There are

hyperlinks to send the user to KPI View of a particular scorecard or send him to Scorecard view from

KPI view.

Click Here to Give Feedback
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6.5.3.3 Hierarchical Score Dashboard

Hierarchical score dashboard allows you to view the event-specific KPI scores (Hierarchical Score) for
a Parent and Child Supplier.

1. On the Analyze by Suppliers page, for a supplier go to the Analyze drop-down list, click the
Hierarchical Score Dashboard option as shown below:

[stsl My Dashboard &I Manage Companies ¥ e sony sonyl W 0 Help *

You are here : Analyze By Supplier

Showing all scored suppliers
Search by Supplier Name - | Go |
Supplier Name GSID Scorecard Name Performance As On Score Reports

SONY
View Linked Suppliers

6
Analyze¥
Primates
Trend Dashboard
d for download 10/31/2015 1
scorcard for download responses = I Hierarchical Score Dashboard I
scorcard @ R15.10.1.0 10/31/2015 21.30
verification for comma 11/30/2015 100.00
Mandatory questions 01/31/2016 -
Anuj 05/31/2016 5125
Display | 10 ~| Records Page, 1 |of1l

s Inc., All Right: e In case of any queries, contact us at tech-support@zycus.com Terms of Use | Privacy Policy | emPowered by ZYCUS

2. You will be navigated to the following page:

(st My Dashboard i3] Manage Companies ¥ e sony sonyl ¥ 0 Help +

You are here : Analyze By Supplier > Hierarchical Score Dashboard

Hierarchical Score Dashboard 4= Back

Parent Supplier : SONY Change Supplier GSID: 6 & Edit Child Supplier Selection

Event Name : Select Event Scorecard Name :

KPI Name :

® 2015 - Zycus Inc., All Rights Reserved Terms of Use | Privacy Policy | emPowered by ZYCUS

In case of any queries, contact us at tech-support@zycus.com
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3. The selected supplier’s name will appear by default in the Parent Supplier field. You can change
the supplier on this page by using the Change Supplier link (highlighted in the image above).
4. On clicking Change Supplier, following popup will appear:

~
ZVVUS [std My Dashboard @3 Manage Companies ¥ e sony sonyl ¥ 0 Help ¥

Select Supplier

Search by /W
Supplier Name
SONY

® DELL

Display | 10 |~ Records

Cancel

5. Select a supplier and click Done. The supplier will change.

6. The selected supplier might have multiple child suppliers and their children. You can decide
whose hierarchical score you want to view. To change the selection of child suppliers, click Edit
Child Supplier Selection.

v
ZY ...‘JS ll My Dashboard B Manage Companies
You are here : Analyze By Supplier > Hierarchical Score Dashboard
Hierarchical Score Dashboard 4 Back
Parent Supplier : SONY Change Supplier GSID: 6 I M Edit Child Supplier Selection
Event Name : Select Event Scorecard Name :
E KPI Name : -
2015 - Zycus Inc., All Rights Reserved In case of any queries, contact us at tech-support@zycus.com Terms of Use | Privacy Policy emPowered by ZYCUS
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7. It will display the complete hierarchy of the selected supplier and its children and their children
(if any) as shown below:

bl My Dashboard [ Manage Companies O sonysonyt v @ Help ¥

Supplier Hierarchy

Number of
Supplier Name Supplier Sub Type Primary Child
Supplier(s)

= SONY Primary 4
WARRIER Primary
TOMCAT Primary
DELL DBA
TOSHIBA DBA
MICROMAX Primary
MOTOROLA DBA

APPLE Primary

8. Deselect a supplier if that supplier is not to be included in the Hierarchical Score calculation and
click OK.
9. Now click Select Event for which you want to calculate the Hierarchical Score.

[l My Dashboard B Manage Companies ¥ e sony sonyl ¥ 0 Help =

You are here : Analyze By Supplier > Hierarchical Score Dashboard

Hierarchical Score Dashboard 4 Back
Parent Supplier : SONY Change Supplier GSID: 6 M Edit Child Supplier Selection
Event Name : Scorecard Name :

KPI Name : u|

2015 - Zycus Inc., All Rights Reserved In case of any queries, contact us at tech-support@zycus.com Terms of Use Privacy Policy emPowered by ZYCUS

10. Event popup will appear.
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Select Event X

~
Search bV| Event Name V‘ ‘ | [ Go J Clear Search Result
Event Name Scorecard Name Event Owner Status Start Time End Time
O Monthly Review October Maonthly Review John Smith Closed 23;6/10f31 15 .2?216,10/31 s
O SCAR performance SCAR John Smith Closed 2?;6/10/28 s %5;6/10/28 3
Maonthly R 2016/10/21 22 2016/10/21 22
O onthly Review Monthly Review John Smith Closed /10/ /10/
September 50 159
2016/10/14 21 2016/10/14 21
O Monthly Review August Monthly Review John Smith Closed 34 /10/ .39 /10/
. e |
2016/10/14 19 2016/10/14 20
O Monthly Review July Monthly Review John Smith Closed 55 /10/ 12 /10/
O Monthly Review June Monthly Review John Smith Closed ?5;6/10[12 = %?‘;16[10/12 L
. e ]
O Monthly Review May Monthly Review John Smith Closed 2;’;6/10I12 = .25216,10/12 i
O Monthly Review April Monthly Review John Smith Closed 2;216/10/12 = .2?216/10/12 =
. .
2016/10/12 12 2016/10/12 12
O Monthly Review March Monthly Review John Smith Closed .05 /10/ .06 /10/
SnAd Ao dloan N4 A s fAnd4 4 =~ b
Done Cancel

11. Select an event and click Done.
12. When an event is selected, the Scorecard Name will populate automatically in the field. You can
choose which KPI you want to view. Click the drop-down against the KPI Name field.

lil My Dashboard B Manage Companies ¥ O sonysonyi1 v @ Help ¥

Hierarchical Score Dashboard ¢ Back

Parent Supplier : SONY Change Supplier GSID: 6 [ Edit Child Supplier Selection

Event Name : Business user Download re Select Event Scorecard Name : scorcard for download resp

KPI Name :

KPI containing all questions
KPI for download responses

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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13. On selecting the KPI, a new link List of Questions appears next to the KPI Name dropdown. Click
on that link. A Question Details pop will appear. This will display all the questions in the KPl and
a few other details pertaining to the questions.

lil My Dashboard B Manage Companies ¥ (2] sony sonyl ¥ (2] Help ¥

Question Details

Questi i lcul. Default Value

Please enter
your name

Text average
your age? Numeric average
are you single?  Yes/No SuM
your age Single Choice average

your hobbies? Multi Choice SUM

Select your date

of birth Date average

todays date? Date average

your age Date average

14. After selecting the KPI, the View Score button will become enabled. On click, you will be able to
view Hierarchical Score dashboard for the selections made.

‘fou arz hers ; Anslyzs By Supplier = Hizrarchical Score Dashboard

Hierarchical Score Dashboard 4 Back

Parent Supplier - | DELL INDIA Chang= Supplier [== B [& Esit Child Supplier Selection

Evert Name - October Monthly Review | Sslect Event Scoracard Name : Monthily Review

Kot Hame L o Questrs

Service Quality

KPI Formula For Hierarchicsl Seore Individusl Parent Seore Hierarchical Seare

Q2+Q3+0Q4+Q5+0Q6+Q7+0QB+0Q0 170 B850

B DELL INDIA Gsip:z ™ - Hierarchical Score

Suppli=r ubtyps : Primary
Question 2 :
Question 3 :
Question 4 :
Question 5 :
Question & :

800
400
Question S :
== ee - - - - -

&3 DELL MUMBAT GSID:11 w

Question 7 :

5858858 S

Question 8 :

Hizrarchical Seors DELL INDIA DELL MUMBAT DELL BANGALORE DELL BANGALORE DBA DELL DELHT

Figure 1: Hierarchical Score Dashboard
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15. The Hierarchical Score dashboard will display the KPI formula of the selected KPI in the
configuration phase.
16. The individual values for each question for each supplier are added.
e For example, from above Figure 1: Hierarchical Score Dashboard, (Value of Question 2 for
DELL INDIA + Value of Question 2 for DELL MUMBAI + Value of Question 2 for BANGALORE +
Value of Question 2 for DELL BANGALORE DBA + Value of Question 2 for DELL DELHI) = Q2.
Q3 to Q9 will be calculated in a similar manner.
e The values Q2 to Q9 are then used in the “KPI formula for Hierarchical Score” in order to
calculate the Hierarchical Score.
e The Individual Parent Score as well as Hierarchical Score are also displayed.
e As per the Figure 1: Hierarchical Score Dashboard, “DELL INDIA” is the parent supplier
selected. Hence, the Individual Parent Score displayed will be that of DELL INDIA.
e The side panel displays the list of other selected suppliers. The scores are also displayed in a
graphical manner by the Hierarchical Score Graph.

6.5.4 How to View Development Programs?

Under My Performance, hover over View Development Programs. A list of Customer Company will
be provided. Select the customer company of your choice for which you want to view the
development programs. Following page will be displayed:

= ndex Client Wl My Dashboard [ Manage Companies v € LENOVOLENOVO v @ Help +
You are here : Supplier Development Programs
Program Title Supplier Name Goal Owner Status Start Date End Date Actions
Test program 123 LENOVO INadmin admin Execute 01/09/2015 01/10/2015 | Edit
program for lenovo published LENOVO inpu power Execute 01/09/2015 30/09/2015 [ Edit
pro lenovo 22th LENOVO pro lenovo 22th REPO REPO Execute 02/09/2015 28/09/2015 o] Edit
program for lenovo 14 10 15 ZZZ@® LENOVO program for lenovo REPO REPO Closed 01/10/2015 31/10/2015 [ Edit
program for lenovo 14 10 15 LENOVO program for lenovo REPO REPO Execute 01/10/2015 31/10/2015 [ Edit
program for lenovo concluded LENOVO inpu power Closed 01/09/2015 30/09/2015 E‘j Edit
program for lenovo executed LENOVO inpu power Conclude 01/09/2015 30/09/2015 l:'j Edit
Test program LENOVO inpu power Execute 01/09/2015 30/09/2015 [ edit
pro lenovo 22th Closed LENOVO lenovo@tms.com INadmin admin Closed 02/09/2015 28/09/2015 |; Edit
pro lenovo 22th Executed LENOVO pro lenovo 22th Executed INadmin admin Conclude 02/09/2015 28/09/2015 I,‘j Edit
Display | 10 '\ Records Page| 1 |of1
Terms of Use | Privac

1. If you are the owner of a development program, then you will be able to edit it.
2. Click on the program title, you will be navigated to Program Summary page for that program.
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You are here : Supplier ment Programs > Program Summary

Program Summary for ‘pro lenovo 22th'

Gaal
pra lenovo 22th

Supplicr Hame
LENGVO

Program Owner
REPG REPO

Program Outline Details
Program Benefits

Default Beneit, ayush benafit
Incentives for Supphes

incentive ayush, Default Incentive

Te Improve Scorecard Score

‘Scorecard Cument score Targex score Performance Report
TEST SCORECARD NA 123456789012345.00 Blrertomance Regort
To Improve KP1 Scors
KP1 Current Score Target Score Performance Report
test data 1 1100 123456765012.44 Biperformance Report
Program Resources Detalls
Resource Hame. Type of Resource cast
Intemal Member Intarmal Emplayees -
avush resource ayush 1000
Attochments
i Hame sae uploaded on
PSL_Event_TEARLY_Questionnaire_2015-06-31_13.38.5x 10z2K8 22i08/2015
SIM_Rel_15_08_1_0_HIGH_Questionnaire_2013-09-03_11.42.xlsx 1.7k8 22/09/2015
Program Schedule And Plan Details
start Date: 02/0%/2015 End Date: 28/09/2015
Mame ovmer status Start Date. End Date
& mile Active 22 Internal Member Mot Started 05/D9/2015 27/0%/2015
B mub ovardus Intsmal Mambar Mot Started 10/08/2015 15/09/2015
& Mile from portal LENOVO LENOVO Mot Started 05/09/2015 25/09/2015
B sub from portal LENOVD LENOVO not starced 10/09/2015 20/09/2015
[ Task up 22 Internal Member Mot Started 24/09/2015 26/09/2015
[ sk Ue lenavo LENOVO LENOVO Mot Stared 25/09/2015 27/09/2015

Back

3. Click ®Performance Report , to view the performance report details. You will get following popup:

Performance Report '"Water Supplier’ X

Supplier Performance Report b

Supplier Name : LENO...

Supplier Type : Operational Supplier Sub Type : Primary

i

Event Name : test event 2 Event Date : 21/09/2015 To 21/09/2015

Scorecard Used : TEST SCORECARD

Report Summary,
Scorecard Score Trend Al Supplicrs Formula - Meets the Target [EEEEEEIE SIS
Average

> 30.00 & <=
NA NA NA KPI1 + KPI2 <=30.00 80.00

# KPI Name Score Trend AB Supelicrs - Meets the Target  OYSrachieves the
Average

4. Click Edit against the program title of which you are an owner. You will see following page:

Evaluation Period : 01/08/2015 To 31/08/2015

> 80.00

Click Here to Give Feedback
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Ll My Dashboard B3 Manage Companies * @ sonysony v @ Help ~

You are here : Supplier Development Programs > Create New Program

Program Details Documents Milestones & Tasks
Program Title: * Sony2015_Qd

Goal Product Sanity Check

Suppler Name: * SONY(GSID: 17)

2 Scorecards

Scorecards Current Score. Target Score. Actions

Scorecard @16th nav 143.00 100.00 &) Performance Report i Delete
B xpis

KPL Current Score Target Score Actions

16Nov_cloned_8732 |146.0 241.00 & Performance Report fij Delete

Nov16_8231 (1400 123.00 {8 Performance Report [ Delete

Low KPI NA 221.00 eport [ Delete

NOTE: You will be able to view Program Details section of a Program. However Program Details section
will be view only. You will not be able to make any edits in this section.

5. You can upload a document or delete a document uploaded of your ownership.
6. Click on the Milestones & Task tab.

Ll My Dashboard @ Manage C

You are here : Supplier Development Programs. > Create New Pragram > Program Schedule

Pragram Details Documents Milestones & Tasks

Program Title: Program for Sony @ 27 OCT Supplier Name: SONY GSID: 17 Stage: Execute Scorecards: 0 | KPIs: 0
Program Benefits: Default Benefit, ayush benafit
Milestones & Tasks
Schedule Start Date:* 10/01/2015 Schedule End Date:* 10/31/2015

Name Owner Status Start Date fnd Date Completion pcsion

L& milestone for sony Intenal Member Completed 10/02/2015 10/30/2015 03/03/2016 Actions ¥

B subtask Internal Member Completad 10/13/2015 10/28/2015 03/03/2016 Actions ¥

Legends [& Miestone [ Task B Sub Task

Save and Close Cancel

7. You will be able to see your milestones and tasks along with the internal user’s milestones and task.
NOTE: You will be able to edit or delete a milestone and task if you are the owner.

NOTE: You will be able to only add a task for internal member. Edit and Delete functionality will be
greyed out.

Click Here to Give Feedback
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8. Identify a milestone or task of which you are an owner and click on Actions drop-down.

|4 supplier milestone active LENOVO LENOVO In Progress 08/09/2015 28/09/2015 .
Actions ¥
E» supplier upcoming LENOVO LENOVO Completed 26/09/2015 28/09/2015 [$Add Task
- w [ Edit
Lt mile lencvo active LENOVO LENOVO Not Started 11/09/2015 30/09/2015
Tl Delete
E» sub task lenovo upcoming LENOVO LENOVO Not Started 26/09/2015 30/09/2015 Actions ¥

9. You will have an option to add new task, edit or delete.

6.5.5 How to View Tasks and Milestones?

From the side panel, under My Performance, hover over View Tasks and Milestones. You will see a
list of customer company whose tasks and milestones you can view. Select a customer company of
your choice. You will be navigated to following page:

M mypashboard BB

ane & Ta

Today:23/02/2016

BK active Tasks/Milestanes(3) B Guerdue Tasks/Milestones(15) B Upcoming Tasks/Milestones(0)

Milestone Details

zvcus |

1. On this page, you will be able to view Active Tasks/Milestones, Overdue Tasks/Milestones, and
Upcoming Tasks/Milestones.
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6.5.6 How to View Reminders?

From the side panel, under My Performance, hover on View Reminders. From the list of customer
companies, select the customer company regarding which you want to view the reminder. You will
be navigated to following page:

= SIM ZSH INC

Lbl My Dashboard B2 Manage C v O gauravshah v @ Help ¥

You are here 1 Reminders

4} reminders

Generated On Supplier Name. Description
10/02/2016 17:10 ZSP ON NEW AM event’
17:10 SPM SANDBOX sn event

17/01/2016 09:00 SPM SANDBOX y@R15.12.1.0 125"
17/01/2016 09:00 SPM-SIM FAILOVER Reminder to score the event 'Sanity@R15.12.1.0_123"
17/01/2016 09:00 ZSP ON NEW RM Reminder to score the event 'Sanity@R15.12.1.0_123"
16/01/2016 09:00 SPM SANDBOX Reminder to score the event 'Sanity @R15.12.1.0_123"
16/01/2016 09:00 Z5P ON NEW RM Reminder to score the avent 'Sanity @R15.12.1.0_123"

5 09:00 SPM-SIM FAILOVER Reminder to score the event 'Sanity@R15.12.1.0_123"

6 11:55 SPM SANDBOX Reminder to score the event ‘Sanity@R15.12.1.0°
02/12/2015 19:33 ZSP ON NEW RM Reminder ta complete Task: 'supp task' (Program: "R15.10.1.0 dup’)
Display [ 10 [7] Records

Page[ 1 Jof4 ICH ICH

You will be able to view all the reminders posted by the customer on this page.

You will be able to view the reminder generated on date-time, supplier name, and description of
the reminder.

3. Inthe reminder description, the event name for which a reminder is created will be hyperlinked.
Click on the event name and you will be navigated to the corresponding page.
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6.5.7 How to View Notifications?

From the side panel, under My Performance, hover on View Notifications. From the list of Customer
Company, select the customer company regarding which you want to view the reminder. You will be
navigated to following page:

— SIM ZSH INC

= Lbl My Dashboard B2 Manage C v O gauravshah v @ Help ¥

You are here 1 Notfications

4k Notifications

Generated On Supplier Name Notifications
10/02/2016 17:42 Z5P ON NEW RM Event 'zsn event’ open for scoring, untl (11/02/2016 17:00).
10/02/2016 17:42 PM SANDBOX Event ‘zsn event’ open fo i (11/02/2016 17:00)

10/02/2016 17:31 RED WINE 'R16.01.0.1 1"

10/02/2016 17:31 SPM-SIM FAILOVER t'R16.01.0.1 1"

10/02/2016 17:31 SPM SANDBOX ¢ 'R16.01.0.1 1"

10/02/2016 17:31 SPM SANDBOX Performanc ¢ ‘R16.01.0.1 1"

10/02/2016 17:31 ZSP ON NEW RM Performance report published ¢ 'R16.01.0.1_1"

10/02/2016 17:30 SPM SANDBOX Performance report published for the event 'zsn event.

10/02/2016 17:30 SPM SANDBOX Performance repart published far the event ‘zsn event'

10/02/2016 17:05 ZSP ON NEW RM Event ‘zsn event' open for scaring, unti (19/02/2016 17:10)

Display [ 10 [7] Records Page[ 1 |of 15 1N ICH

Here you will be able to view all the notifications created by the customer.
You will be able to view the reminder generated on date-time, supplier name, and description of

the notification.
3. Inthe notification description, the event name for which a notification is created will be
hyperlinked. Click on the event name and you will be navigated to the corresponding page.
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6.6 My Events

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.

1. The My Events option allows the user to view the sourcing events and downloads.

ZYCUS

= My Accounts

@ My Events

]
9@2 View Sourcing Events ZSNMICH1

i View Downloads Company1l

2. Hover on View Sourcing Events, you will be able to view the list of customer company. Select the
customer company of your choice. Following page will be displayed:

3. Select the supplier company from the drop-down on the top right corner.

Select Supplier Company @ Apple E|

4. Under the Actions tab on the right, you can enter an open event or view the closed event.
5. Hover over the View Downloads option, you will be able to view the list of customers. Select the

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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customer of your choice. Following page will be displayed:

lal MyDashboard [ Manage Companies

Bequest 1D Request Type Fvent Titke Status Action
587 High Load Campleted
3056 12/30/2015 17:19:48 Frepe iah Load Campleted
(136 KB)
Page f1

6. You will be able to download your response for a particular event.
7. Under the Actions tab, you will have option to download your responses for particular event.

6.6.1 How to Enter an Event?

1. On the My Events page, click on Enter Event.

Event List

Eveat 1D Hame uner Open Bate Close Date. Type Tavite Type Status Action

1010023511

e - o
aro Srondcasted Closed
1010021403 Router Procurement RFL rnadeasted Clased € view Event
Steel Muction evited Bicding In Progress &, B Erder Evert
1 -
; re—
Invited Clased } View Event

1/11/2016 07:07:41 AM (GMT)
You are here: My Everts > Confirm Participation Time Remaining
for Event to Close
7 Days

5] suplier Checkiist Computer Procurement I ——
To confirm participation accept all Terms and Condiions & ™
@ coafirm Participation - .
To confem paricpaben accept st
Terms and Condiions.
Vo Action Takan Yet LY S —

© Prepare Response

Poge| 1 |of1

@ Submit Response
Praviaw (Other Attachmants and &FX Fre b availabla ahar all Tarms and Conditions ars scospted

RFP Summary

Status: Open

Open Date: 01/07/2016 11:42 AH
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3. Youcanread or download the Terms and Conditions, by clicking the Download button.

Opening iSource_Usage_Terms_and_Conditions.rtf

You have chesen to open:
@ iSource_Usage_Terms_and_Conditions.rtf
which is: Rich Text Format

from: https://sourcing.zycus.com

What should Firefox do with this file?

() Open with | Microsoft Word (default) A

®): Save File

Do this automatically for files like this from now on.

o] [Loma ]

4. Click on Accept to accept the terms and conditions. The following popup will be displayed:

Success X

Terms and Conditions hawve been
Accepted.

5. Click on Reject to reject the terms and conditions. A Rejection Comments pop up is displayed.

Terms And Conditions Rejection Comments x

*Maximum 2000 characters allowed 2000 Characters remaining

6. Enter the comments for your rejection, and click on Reject.

7. After you accept the terms and conditions, you can review RFx event.

8. The RFx event consists of an overview of questions in the Non-Pricing Decision Factor and
Pricing Section.

9. You can view the details by expanding each section using the plus icon.

10. You can close a section by using the minus icon.
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ZYCUS

My Events

i myRequest | 7v | O
Q1/11/2016 07:07:41 AM (GHT)
You are here: My Evarts > Confirm Participatian

Time Ramaning
for Event to Close

7 Days
(5] supplier Cheekiist Computer Procurement
To confirm participati e £ G0t eforum o ew)
@ confirm Participation = o
o parcpatien accept 31
Terma and Condlions.
s jons accepred @icet @fcied 8 Dowrkosd
& Prepare Response
Poge[ 1 Jof1
9 submit Response Other Attachments s Uploaded On Action
Na recards found.
Fage| 1 |of
RFP Summary
Status: Open RFP Details (Sections:2 | Questions:4 | Ttems:3)

D10  NanPricing Decision factor

150 Certiied Suppber?
| Suppher?

ur Ingurance walid for the next 12 montha?

(Question:1 | Tems:3)

G- Enter Lot Name (ltems 3)

11. Once you review these details, you can confirm participation by clicking Confirm Participation.
12. On confirming the participation, you get the following popup:

Success X

Farticipation Confirmed Successfully.

13. Once you review these details, you can decline participation by clicking Decline Participation.
ZYCUS 2 isource

Mayur Gupts My

My Events

Wou are here: My Eyents > Confirm Participation Time Remaining
for Auction to Start

. 00:00:00
D Supplier Checklist Houston Housing
To confirm participation accept all Terms and Conditions. £ ot eForum @ s
) Confirm Participation Terms and Conditions Status Action
To confem partcipaticn accept all
Terms. and Conatiors.

Source Usage Terms and Condeons.nf Accepted @ rccepr @ mepecr B powrioag
2 Prepare Response T

Other Attachments Sle Uploaded On Adtion
o, Join Bidding i

No records found.

Page| 1 |of1

AUCTION Summary

AUCTION Details (Section:1 | Question:1 | Iems:3) Expand Al Sectons
Event Status: Open

1.0 Pricing Table Juestion: 1 | Bem: 3,

PRICING TIMINGS. e - & =)
Open Thme: 07/22/2016 06:31 PH Q no. Question e
Start Thwes 07/22/201€ 0834 P GL* Mardware Requrements (Ttems 3) -

Contact: 1234567

NOTE: If a supplier has declined participation, he can confirm the participation again. However,
participation once confirmed cannot be declined.

Click Here to Give Feedback
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14. To respond to the RFx, there are three tasks to follow:
e Confirm/Decline Participation
e Prepare Response
e Submit Response

15. Once you confirm your participation, you complete the first task off of the Supplier Checklist.

~—| Supplier Checklist

.4/ Confirm Participation

To confirm participation accept all
Terms and Conditions.

Prepare Response

.4/ Submit Response

16. Once you confirm participation, you are redirected to the Prepare Response page as shown:

darshan Mishrikot My Reguest | 7% | O

©) suppler Checkist Computer Procurement
Prepare responses for al in the eve A Goto eForum o ew,
© Confirm Participation

@ 24 questions(s) srwered ) Ostional quesion(s) ot snw e ) Hniony i) ki
O T Completion Status : Bid Ready for Submission
Prpar vapmemes
e

© submit Response Completion Status : (0/1 (Mand:

RFP Summary

Status:

G0 to Subenit Response

17. You can fill in the responses section-wise by clicking on Prepare Response corresponding to a
particular section.

18. The RFx editor page to prepare responses is displayed as shown:

Click Here to Give Feedback
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vl
Event Clase Date Time: 01/16/2016 07530 PM (GMT)

£, Goto eforum ey

snomes: [ sl quesiors_[1)

B add Comments

B add Comments

ek [prevaamesponse 5] 0 PR« ] - to st esponce

19. Enter your response for a particular section.
20. Click on Add Comments to enter comments for a particular question. Following pop up will be

displayed:

Supplier : Darshan Mish-RI-Koti

Question : Are you an IS0 Certified Supplier?

*#Maximum 2000 characters allowed

(2000 characters remaining)

21. Write comment for respective questions and Save.
22. After entering your response and comments for one section, click Save. It will save the
respective sections with the information you have added.
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¥ 1.0 Non Pricing ... ® 2.0 Pricing Sec ...
Mandatory (0/0) Optional (0/3) Mandatory (0/1) Optional (0/0)

(*) Mandatory Questions

Showing: | All Questions | m

1.1 Are you an 1SO Certified Supplier?

Yes

Z» Add Comments
1.2 Are you a Global Supplier?
o
£ Add Comments
1.3 Is your Insurance valid for the next 12 months?
Choice 2 |~

£ Add Comments

“/ Back to | Prepare Response -| m ¥ Back to Top m Go to Submit Response

23. On saving, the following popup is displayed:

Success X

O Section saved successfully.

24. Similarly enter your response for other section and save it.
25. iSource allows the user to export the non-pricing questions to MS Excel (.xIsx) to prepare
responses offline in the spreadsheet itself, and once the responses are prepared, the same file

can be imported in to the iSource tool. All the prepared responses will be uploaded & displayed
in the tool.

Bl RFP : 1010024112 | Computer Procurement

My Events My Request | 2+ ©

Event Close Date Time: 01/16/2016 07:30 PM. (GMT.
([T export ] import = Print | [ Attachments (1) L
Bidding Currency: | Indian Rupee |=|
L. GotoeForum (0 New)
Decimal Precision: 2

Important: Kindly export the draft again in case the event has been paused and republished to fil the responses via excel import.

¥ 1.0 Non Pricing ... ® 2.0 Pricing Sec ...
Mandsatary (0/0) Optionsl (0/3) Mandstory (0/1) Optional (0/0)
(*) Mandatory Questions Showing: | Al uestions |
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26. Click Export > Save the file on your computer > Open the file > Respond to the questions > Save
the file.

AL - £ D
C D E F G [ H 1 1

B
Numbe Respo Comment
1 [ Label Type nse s

2 1.0 Non Pricing Decision factor

a0Ie

~

3 11 Are you an ISO Certified Supplier? Text
.
4 12 Are you a Global Supplier? YesiNa
Is your Insurance valid for the next 12
5 13 months? Single Choice

~

W_4 ¥ | 1_Non_Pricing_Decision_factor -~ 2_Pridng_Section (K] i 30}

G IEE R e ey e—c

27. To import the file, Click Import.

& RFP : 1010024112 | Computer Procurement MyEvents MyRequest | ?v | O
Event Close Date Time: 01/18/2016 07:30 PM (GMT,
[T expot T import & print | [T Atiachments (1) (GMT)

Bidding Currency: | Indian Rupee |=|

2L Goto eForum (0 New)
Dedmal Precsion:2

Important: Kindly export the draft again in case the event has been paused and republished to fil the responses via excel import
¥ 1.0 Non Pricing ... @ 2.0 Pricing Sec ...
Nardatey (0/0) Optis (0/3) Moty (0/1) Opiors (0/0)
(*) Mandatory Questions Showing: | Al Questions -
27. Browse > Upload
Import existing Excel document Bix

Press Browse to search an existing excel document and then press Upload.
No file selected. Upload

Note: Please do not change the file extension manually.

28. If the response consists of pricing section, fill the sections as per each line item. Shown below is
an image of pricing table:
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Auction : 1210041617 | Auction

My Events My Downl

on) =) = ) Auction Close Date Time :NA
aft Export Import Draft Print | [& Buyer's Attachments(0) Non Auction Close Date Time : 07/25/2016 09:25 PM (Hongkong)
Bidding Currency: [Indian Rupee|

Decimal Precision:0 £ Go to eForum (0 New)
Important: Kindly export the draft again in case the event has been paused and republished to fill the responses via excel import.

¥ 1.0 Non-Prici
Mandatory (2/2) Gptiona

® 2.0 Pricing Sec...
Mandatory (0/1) Optional (0/0)

(*) Mandatory Questions Showing: | all Questions j| m

*2.1 Enter Lot Name

( 0 Completed / 4 Total Item(s))

Unit Cost Fixed Cost
on Baseline Costs [Indian Rupee] Demand Information Partial Bid No Bid Pricing Information Total

T <Unit Cost Desc.>

Item No.  Item Name | Item Description Target Price Price Type  EstQty Qi UOM  Partial Qty O Select all 4 items. | Value {<un
1 Electric Wires | Coaxial cables 130 Bulk 1 500 UOM 0 a
2 Pipes. PVC 450 Bulk 1 500 uom 400 u] 400 160,0
3 Tiles Marble 1,500 Bulk 1 500 oM 0 =]
4 Floor Marbles | Enter Item Description 1,300 Bulk 1 5000 UOM 4000 u] 1,400 5,600

<

[T Export Lot to Excel  [7] Import Lot from Excel

>

Showing Items 1todof 4 4 |1 b W

< Back to | Prepare Response - E3 # Back to Top m Go to Submit Response

Bidding Options

Partial Bid: Partial bidding will allow the supplier to bid for partial quantity. For example, if
required quantity is 500, supplier can choose to bid for only 400.

No Bid: If the supplier does not want to bid for a particular, he can check the box in “No Bid”
column against that line item.

Aucti

1210041617 | Auction

My Download

[T oran Export [T import Dratt (=5 Print | [ Buyer's Attachments(0) e TR

= Non Auction Close Date Time : 07/25/2016 09:25 PM (Hongkong)
Bidding Currency: |[Indian Rupes

Decimal Precision:0 . GotoeForum (0 New)
Important: Kindly export the draft again in case the event has been paused and republished to fill the responses via excel import.

¥ 1.0 Non-Prici
Mandatory {2/2) Optianal (C

® 2.0 Pricing Sec ...
Mandatory (1/1) Optional (0/0)

(*) Mandatory Questions Showing: | All Questions | E

#2.1 Enter Lot Name

( 4 Completed / 4 Total Item(s))

Unit Cost Fixed Cost

Baseline Costs [Indian Rupee] Demand Information rﬁ Pricing Information Total €
<Unit Cost Desc.>

No_bid

Item Name  Ttem Description Target Price Price Type  Est Qty UOM  Partial Qty O Select all 4 tems.  Value {<unit

Electric Wires | Coaxial cables 130 Bulk 1 500 | UOM 0 2 0 0

Pipes s 450 Bulk 1 500 uoM 400 o 375 150,001

Tiles Marble 1,500 Bulk 1 500 | UOM 0 2 o 0

Floor Marbles | Enter Item Description | 1,300 Bulk 1 5000 | UOM 4000 u) 1,300 5,200,
[ Export Lot to Excel [ Import Lot from Excel Showing Ttems 1tod of 4 W 4 | | b W

/! Back to | Prepare Response V‘ E Ll =3 ALl Go to Submit Response
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29. Users can also export the Items Table to MS Excel (.xIsx) to prepare offline responses in the
spreadsheet. Once the responses are prepared, the same file can be imported into iSource tool.

¥ 1.0 Non Pricing ... @ 2.0 pricing Sec ...

Mandatory (0/0) Optional (0/3) Mandatory (0/ 1) Optional (0/0)

(*) Mandatory Questions Showing: [ Al Questions B

#2.1 Enter Lot Name

(0 Completed / 3 Total Item(s) )

Unit Cast [ Fixed Cost
Item Information Baseline Costs [Indian Rupee] Demand Information Pricing Information Total Cost
<Unit Cast Desc.>

Attachment(s) Item No. Item Name Item Description Target Price Price Type Est Qty Qty uom Vakie {{<Unit Cast Des..

0 file(s) L Laptop Del Bulk 1 L uoM

) file(s) 2 Rauter Cisco Bulk 1 1 uoM

0 file(s) 3 Keyboard Dell Bulk 1 1 uoM

Showingltems 1to30f3 W 4 1 » W

{7 Export To Excel (] Import From Excel

30. Click on Export > Save the file on your computer > Open the file > Fill your responses > Save the

4 - @ £| ¥
A B c D E E G H 1 J K '?
5 Item Information ; Baseline Costs Demand Tnformation Pricing Information Total Cost
<Unit Cost Desc.>
2 Attachment(s) Item No. Item Name Item Description Target Price Price Type Est Qty. Qty uom Total Cost
value

3
4 ofile(s) 1 Laptop Dell Bulk 1.00 1.00 UOM 0.00
5 ofile(s) 5 Router Cisco Bulk 1.00 1.00 UOM 0.00
6 0file(s) 3 Keyboard pell Bulk 1.00 1.00 UOM 0.00
7

31. To import the file, Click Import.

¥ 1.0 Non Pricing ... ® 2.0 pricing Sec ...
Mandatory (0/0) Optionsl (0/3) Mandtory (0/1) Optional (0/0)
(*) Mandatory Questions Showing: [ Al Questions ':|

#2.1 Enter Lot Name

(0 Completed / 3 Total Item(s) )

Unit Cast Fixed Cost

Item Information Baseline Costs [Indian Rupee] Demand Information Pricing Infarmation Total Cost
<Unit Cost Desc.>
Attachment(s) Item No. Item Name Item Description Target Price Price Type Est Qty Qty uoMm Valie {{<Unit Cost Des...
0 fie(s) 1 Laptop Del Bulk 1 1 uoM
) fie(s) 2 Router Cisco Bulk 1 1 uoM
Q file(s) 3 Keyboard Dell Bulk 1 1 uoMm
Showingltems 1to3of3 W 4 1 » W

{7 Export To Excel (] Import From Excel

32. Browse > Upload

Import existing Excel document

‘ No file selected. ’

Note: Please do not change the file extension manually. Upload Cancel

32. Click on Submit Response on the Supplier Checklist. The Supplier Submit Response page is
displayed:
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My Events

You are here: My Evants > Submit Response Time Remaining
r Evan to Close
7 Days
() Supplier Checkise Computer Procurement
Submit responses of all sections in the event.

o N—
© confirm panicipation

@ Prepare Response Completion Status : 0/0 (Mandatary), /3 (Optional)

@ submit Response
Submt reaponses of ol sectiens @ 20 ericing Section
e ecet Status : OPEN.
Type - Pricng

Completion Status : (1/1 (Mandatory), 0/0 (Optional)) Bid Ready for Submission
Group Tatal Price : 26,300.00 Indian Rupee

e Summary

Cloze Date: 01/18/2016 07:30 P

33. Click on Submit Response, following popup is displayed:

Information X

Responses submitted successfully.

6.6.2 How Can | Recall My Response?

1. Avresponse to RFP and RFQ events can be recalled only if that event is open.
2. Open the event whose response you want to recall, you will be redirected to following page:

ZYCUS 2~

my J

My Events. 01/12/2016 12:56:01 PM (GMT)

You are here: My Evarts > Submit Respanse Time Remaining
far Event to Clase

6 Days
5] supplier Checkiist Laptop Procurement
Submit responses of all sections in the event. AL Goto eForum i ew)
Confirm Participati =
° onfirm Participation o answered (¥) Optic not answered
@ view Responses Completion Status : (0/0 (Mandatery), 3/3 (Optional)) [ v Recparce |
Submitted 01/12/2016 12:56 M

& submit Response
Submt reaponses of ol sectiens
he eveot

Completion Status : (1/1 (Mandatory), 0/0 (Optionall) Bid submitted 01/12/2016 12:50 ([T
P

Group Total Price : 35,600.00 Indi

e Sy

Owner:

Mishrikat

Contact: 123568 8578

3. Click on Recall Response. Following popup will be displayed:

Click Here to Give Feedback
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Information X

Your submission will be recalled and you will have to manually re-submit the response
before event closes. Also, an email notification will be sent to Darshan Mishrikoti (
darshan.mishrikoti@zycus.com ) . Do you want to continue?

AEEN No

4. Once you recall an event, you will have to manually resubmit the response before the event
closes for it to count. The Event Owner will be notified about the response recall action through
email.

5. When you recall an response, a Recall Response Reason popup will be displayed as shown:

Recall Response Reason x

Please enter a reason for recalling your response : *

You have used 0 out of 4000 characters.

6. When you recall a response, the page will refresh and re-direct suppliers to the responses page
where they can edit responses.

hriketi My Request 7w | O

My Events D1/12/2016 02:20:14 PM (GHT)
You are here: My Evarts > Submit Respanse

5 suppier Checkiist Laptop Procurement

Submit responses of all sections in the event. L. Goio eForum o lew)
© contim Participation 8 &1l questionsis) snswered (¥ Optionsl qusstion(s) not snswered (@) Mandstory guessions(s) not ansmered

@ prepare Response @ 1.0 Non Pricing Decision factor Completion Status : 0/0 (Mandatory), 3/2 (Optional)

@ Submit Response

Sukmi rasponses of i sections Complation Status
he et Group Total Price :

0/0 (Qptional)) Bid Ready for Submission
Rupee

e Sy

Cloze Da

2016 07130 £

7. The Recall Response button will be replaced with Re-Submit Response.
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6.6.3 How Can | Neqgotiate Pricing?

1. Once a Buyer chooses to conduct a negotiation, you will receive an email from the buyer inviting
you to review the negotiated pricing and provide your approval for the same. In the email, along
with the event details, you will also get your username and URL link for the event in the email.

Dear francis Capola,

In response to your submission, Training has sent edited pricing for your review and
approval.
Please log into iSource and provide your response at the earliest.

Details:

From - Training

Sourcing Professional: Francis Capola Sourcing Professional Email:
francis.capola@zycus.com

RFP Name: Content Team
Round: 1

Your username is: FRANCIS29677

Link for Content Team:
https://sourcing.zycus.com/demo/supplierSide/supplierStaticPage.pfm?
pageAction=negotiationSection&responderDocumentID=98939&docID=76927

Zycus TECHNICAL SUPPORT

If you need assistance for the use of our Zycus iSource application please contact Zycus
Technical Support by clicking the Technical Support link on
https://sourcing.zycus.com/demo/login.htm .

Regards,
Technical Support Team
Zycus iSource

2. Once you login to the supplier portal, on the My Events page, the RFQ event for which the buyer
wants to negotiate the pricing will be listed with the status Negotiation in Process.

Event I ame Owner Open Date Close Date Ty vt Type Status Action

3. When you click on such event, there will be a new section called Approve Negotiated Pricing
visible under the Supplier Checklist.

t] Supplier Checklist

&2 confirm Participation

&7 Vview Responses

&2 Submit Response
Approve Negotiated
Pricing

Review and approve Negotiated
Pricing.

4. The user can get to view the Original Bid Value, Negotiated Bid Value and % Change in Bid
Value for each and every phase of negotiation.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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D1/11/2016 12:48:41 PM (GMT)
ris > Approve Negotiated Pricing Negotiation Open
5 suppier Checkiist Laptop Procurement

Review and approve Negatiated Pricng, 2L Goto eforum i tew)
@ confiem participation

Ackions v
@ view Responses B -
© submit Response Bid Value (1NR):

% Change in Bid Value: .
= ::::ibg  — B Original Bids _

Reiew and ssscuve Wagolited
o Original Bid Value (INR):
Negotiated Bid Value (INR):

Darshan Mishrikoti
NA

RFP Summary

% Change in Bid Value:

Time of Hodification: N
Status: Negotiation Open

Open Date: 0

Close Dates 01/11/2016

Qi

——

Contack: 123-568.8578

5. After entering the event, under the Actions tab, supplier can either Accept, Reject, or Export
Pricing Details.

Actions .

' Approve
X Reject

| & Export Details

6. To approve, click on Approve from Actions drop-down list.

Acceptance comment x

Please enter a comment confirming your acceptance of negotiated price:*

You have used 0 out of 2000 characters.
Tip: You can attach additional document here:

No File Selected Browse Upload

7. In Acceptance Comment box, enter your comments for confirming the acceptance of negotiated
price and click on Accept.

8. Once you accept the negotiation, the status changes to Approved.

& Round 1
Status: Approved (01/14/2016 08:47 AM)

Actions v

Original Bid Value (INR): 28,400.00 Buyer Name: Darshan Mishrikoti (=)
Negotiated Bid Value (INR): 25,150.00 Date of Modification:

4/2016
% Change in Bid Value:

11.44 Time of Modification:

Click Here to Give Feedback
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9. The status for the event on My Events page will change to Negotiation Accepted.

l nvied Negotoson Aecepted 2 View even

10. To reject, click on Reject from Actions drop-down list.

Rejection comment x

Please enter a comment confirming your rejection of negotiated price:*

You have used 0 out of 2000 characters.
Tip: You can attach additional document here:

No File Selected Browse Upload

11. In the Rejection Comment box, enter your comment to confirm your rejection or negotiated
price.
12. Once you reject the negotiation, the status changes to Rejected.

& Round 1 Actions v
Status: Rejected (01/14/2016 08:45 AM)

Original Bid Value (INR): 38,736.00 Buyer Name: oti

Negotiated Bid Value (INR): 36,459.00 Date of Modification: 0 /2016

9% Change in Bid Value: 5.88 Time of Modification: 08:44 AM

13. The status for the event on My Events page will get changed to Negotiation Rejected.

14. To export the negotiation details, click on Export Details from the Actions tab and save the file
on your computer.

15. Open the .xlsx file to view the details.

16. You can refer the summary sheet for details about negotiated pricing.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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@“ H ) R 1010024513_RFP_MegotiateExport_Round_1_darshan_Darshan_Mish-RI-Koti(1) - Microsoft Excel = = 52
Home Insert Page Layout Formulas Data Review View & 0 (=T
=] &% Calibri 1 A = General - F& Conditional Formatting ~  g*=Insert = T or A ‘:ﬁ

- - N £
B T $ - % »  [BEFormatasTable - 3 Delete - | @]~ Z
Paste = o .00 a e Sort & Find &
- = 6 3% () Cell Styles ~ [EiFormat~ | 2~ Filter - Select~
Clipboard Font (] Alignment (] Mumber (] Styles Cells Editing
A1l - I’ | Indian Rupee v
A B C D E F N o] P
1 1. Negotiation Export Summary F
2 1 Event ID: 1010024513
3 2 Event Name: Content Team
4 3 Event Type: RFP
5 4 Export forround: 1
6 5 Supplier Name:  darshan Mishrikoti
7 6 Export Date and Tir 01/14,/2016 09:06 AM

8 7 Exported by User: darshan Mishrikoti
9 2. Currency of supplier response at the time of original bid submission: INR

10 3. Currency applicable to responses being prepared in this excel workbook:
1 -

12 4. Instructions

13 A.Select the currency applicable to all responses in this excel workbook from the drop down under point number 3 in this sheet. The drop down
14 |B.Go to individual worksheet for editing response to one pricing table at a time

15 |C.Edit/update the response for individual line item by scrolling to individual line items

16 |D.Save the excel sheet, import it back into iSource and send for supplier approval

17 5. Lot Summary

Old Lot Total in New Lot Total in

Lot Number Lot Name
18 INR INR
= 2.1(1) Enter Lot Name| 28,400.00| 25,150.00|
20 Total 28,400.00| 25,150.00|
21
22
23 |
24
W 4 v ¥ | Summary -~ 2.1_Enter_Lot_Name_(1) %2 4] i
Ready | [EEERTE

17. The next tab in the spreadsheet displays details on negotiated baseline cost for items in the item

table.
E“ HY-M- s 1010024513_RFP_MegotiateExport_Round_1_darshan_Darshan_Mish-RI-Koti(l) - Microsoft Excel = = 52
Home Insert Page Layout Formulas Data Review View & 0 = B 2R
= — 1 0 Salnsert v -
j # Verdana E%g General - ﬂ % h S nsert S .«} [ﬁ
| By - E — 3% p . I
Paste I u- = = § - % 4 +.0 .00 (Conditional Format Cell Lo Sort & Find &
- = - - - ° o0 Formatting ~ as Table * Styles ~ LEjFU’mﬂt' &2 Filter - Select -
Clipboard & Font [F] Alignment [F] Mumber [F] Styles Cells Editing
F1 - fr| Demand Information v
A B c D E F G H 1 J K I
Item Information LEoalims Demand Tnformation Pricing Information Total Cost
1 - - - v| Costs ., v - v - v -
2 | Attachment Lo Target Price <Unit Cost Desc.>
(s) Item No. |Item Name De_script Price Type Est Qty Qty uomM Total Cost =
. ten Value
4 0file(s) 1 Laptop Dell Bulk 1.00 1.00 UOM 22000 22,000.00
5 0file(s) 2 Router Cisco Bulk 1.00 1.00 UOM 3000 3,000.00
6 0file(s) 3 Keyboard Dell Bulk 1.00 1.00 UOM 150 150.00
7
2
9
10 -
M 4+ M| Summary | 2.1_Enter_Lot_Name (1) /%2 4] il | o]l
Resay | Eom w0 G
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6.6.4 How Can | Respond to Auctions?

1. When a Buyer sends a bidding request for an auction, an auction event is created on the My

Events page.

Ganer Open Date Close Date

017142016 12:15 ;
Content Team o
010 B 03/30/2016.07:30 P . Ernadeasted
1010024313 Content Darshan Mishrikat L 08:42 A Invited
010 evboard F sroadeamted
010 ED screcns Brasgeasted
atical Mouse : Tnvited
010021650 watac Buskie 1012972015 06:28 AN : e
010021 - 08/25/2015 1240 P00 : erasgensied

hokoti My Request | 7w | ©

D1/14/2016 01:58:25 PM (GMT)

2. Select the Auction you want to join, and then click Enter Event.

Follow the steps from Enter an Event.

6.6.5 How to Join Bidding?

1. Click on Join Bidding in the Supplier Checklist section.

My Events

You are hers: My Events > Submit Response

Content Auction

D Supplier Checklist
Submit respanses for all the non-pricing sections in the event

& confirm Participation 8 21 questionsls) sncwered () Options! qus

@ Prepare Response Nor Decision Factors

Completion Status : (1/1 (Mandatory), 2/2 (Qptional))
Submitted 01/14/2016 01:58 PM

AR, domiding
[Jom g |
AUCTION Summary

Status: Open
NOM-PRICING TIMINGS

ape

not answers d @) Mandstory gusstions(s) not ansmersd

Page[ 1 Jof2 ICH ICB

hekoti My Request 7 | O

01/14/2015 01:57:59 Pm (GoT)

Time Remaining
far Auction to Start
20:20:4;

L Gotw sforum o Hew)

2. Type of the auction can be either English Auction, Dutch Auction, or Japanese Auction.

3. In English Auction under General Auction Settings, there are two auction types:

Click Here to Give Feedback
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Option Description

Forward Auction In forward auction, bidding starts at minimum
acceptable price and increases with every new bid
by a fix increment.

Reverse Auction In reverse auction, bidding starts at acceptable
price and decreases with every new bid by a fix
decrement.

4. After you click on Join Bidding, the Forward Auction page is displayed:

& English Foward My Events My Request

Type : Forward Auction Buyer : Darshan Mishrikoti () 123-568-8978
Ivem [nformation Custom Columns Baseline Costs (Indian Rupee] Demand Informaton Pricing Informatan Total Cost
= =
0 Filefs) 1 Laptop Dell Core 7 - 718" | Chicage 380.00 Bulkc 100 une X 900,00 2,300,000.00
Leading Bidder
Maximum Starting Bid : N/A
My Bid Amount : 4,480,000.00
Bid Amount:  4,480,000.00
Calculate e
R =

5. In Dutch Auction, under General Dutch Auction Settings, there are two auction types:

Option Description

Forward Dutch Auction In Forward Dutch auction, buyer increases the cost, till supplier
accepts the active bid cost.

Reverse Dutch Auction In Reverse Dutch auction, buyer reduces the cost, till a supplier
accepts the active bid cost.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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6. After you click on Join Bidding, the Dutch Forward Auction page is displayed:

& Dutch Forward

01/18/2016 12:47:02 PN Bidding for Type Section Name over here has started. Lot closing in S minute(s). Time J
187 g for Typ: " (<), s B2k

Type : Forward Dutch Auction

My Events My Request

Buyer : Darshan Mishrikoti () 123-566-8978

Active Bid Cost : 28.00
My Bid Amount : 33.00

Match and Accapt Actrve Bid Cost.

Last Refresh Time : 01/18/2016 12:47:20 PM (GM

Bidding at Lot Level(2 tems]

7. InlJapanese Auction, under General Japanese Auction Settings, there are two auction types:

Option

Forward Dutch Auction

Reverse Dutch Auction

Click Here to Give Feedback

Description

In forward auction, bidding starts at minimum acceptable price
and increases with every new bid by a fix/variable increment. This
is usually used for selling a commodity.

In reverse auction, bidding starts at acceptable price and
decreases with every new bid by a fix/variable decrement. This is
usually used for procuring a commodity.
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06/30/2017 02:00:00 PM Bidding for Altermater BOM 1.1 has started. Lot closing in 20 mirute(sh. o
FE—] Round in Progeess ot it Progress v Remaining

A i $100k 07 1.0 Brick Carton 01:01:01
Lot Detalls Typa : Forward Dutch Auction | Buyer : Michagl QS | Contact Info : Contact Not Available

Number of Suppliers

Previces Bid 5120000 00 Bid Change: -16.67%
1.0 Alternator BOM 1.1
oup Total: 70,00 INR

== e i Aetiva B4 Cast

3
1.0 Alternator BOM 1.1 a $100,000.00

o Total 0 INR -

H
Status: uoTSTARTEE ]

E

im
1.0 Alterator BOM 1.1 I p \

L { O Reject 1’ Accept )
Group Total: 70,00 INR \ o) v
S m -
== = 2 a 4 5 4
1.0 Alternator BOM 1.1 e -
> Total 0 INR
wer
Last Refresh Time ; 06/30/2017 03:02:17 PM (Asia/Caloutta) Bidding at Lot Level(2 Items)
Back To Saction Listng |
-

6.6.5.2 Line Level Bidding

1. When the bidding is at the line level, the following page will be displayed:

@ MyEvents My Downlosd | 7w | &

07/25/2016 08:00:00 PM Bidding for SG requirement has started. Lot closing in 15 minuce(s).

[ N SRR

s s

Lot Details Type : REVERSE AUCTION | Buyer : Suhani performance | Contact info 5 1234567
1.0 Enter Lot Name Ltem Table Raset Columns
Group Total: 205,800,000 INR
Status: STARTED Attachment(s) Ttem No. RemMame  TtomDescription  TargetPrice  PriceType  EstQty Gty UOM Partial oty Wo Bid <Urit Cost Desc.> Rank Best Bid
0 fla(s) 1 soLe Enter Ttem... 2,800 Bulk 1 400 UoMm 0 0 Mot Bidden Not Biddan
0 fies) 2 Router Enter Item... 70,000 Buk 1 5000 oM 3.000 [s8.000 wa A
0 file(s) 3 Converter Enter ttem... 10,000 Bulk 1 300 uom 200 2,000 A WA
0 fle(s) 4 Switch Enter Iten... 7,000 Butk 1 00 uom 0 0 Mot Bidden Not Bidden
< >
show [ 5 || records per page. page| 1 Jof1
Maximum Starting Bid : N/A Supplier Progress Grapt

My Bid Amount : -
Bid Decrement : 2 Percent

) Bid Value
Bid Amount: 205,800,000 ‘(mau;ﬁ

2. Enter your bid amount at line level and click on Submit to submit the bid.
3. The graph will show your bidding history since the start of auction.
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0 fias ) Corvvarter Eniter Ttem. 10,000 aa ' 200 [ 5.000 00 ' 5.000 A
Lot Detais «
0 fia(s) 4 Switch Entor Ttem. 7,000 ok ' 200 oM ¢ o Mot Bidsen Not Bidden
1.0 Enter Lot Name
G taf: 121,000,000 INR ”
tatus: STARTLD
stow (s % reconds per page page[ 1 Jof1

Maximum Starting Bid : N/A
My Bid Amount : 121,000,000
Bid Decrement : 2 Percent . = My Bic

Bid Amount: 121,000,000 Bid Value

(INR)

T
My First B 205,800,0 Last Refresh Time: O (1
My Latest B 121,000,000 Bidding at: ltem Leve

% Decrement 1 70

4. To get information for particular time period, use the scroll bar (highlighted) to narrow down the
time frame.

6.6.5.3 Lot Level Bidding

1. If the bidding is at Lot Level, the following page will be displayed:

& Content Auction

. Time 3
01/15/2016 08:05:02 AW Bidding for Pricing Section has started. Lot closing in 9180 minute(s
g i = - - <= 06:08:22:27
View Al arts | Disable Alerts

Type : Reverse Auction Buyer : Darshan Mishrikoti (%) 123-568-8978

Status: STARTED

Leading Bidder
Maximum Starting Bid : N/A
Best Bid Amount : 2,225.00

My Bid Amount ; 2,225.00

Bid Amount: 2,225.00

a0 a s
(in Indian Rupee)

W pes cid Wy Bid E—
My First Bid 2,250.00 Last Refresh Time : 01/15/2016 08:42:27 AM (GMT)
My Latest Bid 2,225.00 Bidding at Lot Level(3 items

% Decrement : L11

2. After changing the price, click on Submit Bid. The following popup will be displayed:

Information X

)

\ Bid Submitted successfully.
‘ | :
L]
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6.6.5.4 Rearranging the Columns

1. The columns in the bidding item table can be rearranged as per supplier’s requirement.

2. Usethe ‘ icon to rearrange the columns.

Item Table Reset Columns
Attachment(s) Ttem No. Ttem Name Ttem Description Target Price Price Type Partial Qty Est Qty Qty uom o Bid <Unit Cost Desc.> Rank Best Bid
0 file(s) 1 SsbLC Enter Item 2,800 Bulk 0 1 400 uom 0 Not Bidden Not Bidden
0 file(s) 2 Router Enter Ttem 70,000 Bulk 3,000 1 5000  UOM 68,000 N/A N/A
0 file(s) 3 Converter Enter Item 10,000 Bulk 200 1 300 uom 2,000 N/A N/A
0 file(s) 4 Switch Enter Item... 7,000 Bulk 0 1 200 uom 0 Not Bidden Not Bidden

< >
show [ 5 |v| records per page Page of 1

3. Shown below are the columns of item table rearranged:

Item Table

Attachment(s) Item No. Ttem Rame Item Description Target Price Price Type Est Qty aty BoM Mo Bid <Unit Cost Desc.> Partial Qty
0 File(s) 1 soLC Enter Item... 2,800 Buk 1 400 uom 0 0

0 Filo(s) 2 Router Enter item 70,000 Buk 1 5000 UOM [ 8000 3,000

0 file(s) 3 Cornverter Enter Item... 10,000 Buk 1 300 uomM :9.00'0 200

0 file(s) 4 Switeh Enter Item... 7,000 Buk 1 200 uom 0 0

<

show |5 %] recerds per page.

Rank Best Bl
Not Bsdden ot Badden
NjA A
A /A
Not Bdden Not Bidden

Page| 1 |of1

4. Click Reset Column (highlighted) to undo rearranging the columns.

6.6.5.5 Ranks

The supplier ranks will be visible in the item table. Rank will be available per line item.

©

Show [ 5 ¥ records par page.

Item Table Besat Colymng
Attachment(s) yom ug, o ans Item Descrption Targat Price Price Type. EstQty qQty womM o Bid CUNIE COST DESE. Partial gty Rank Best Bid
0 file(s) 1 souc Enter [tem... 2,800 Bulic 1 400 oM o o Not Bidden Not Bidden
0 fle(s) 2 Router Enter [tem... 70,000 Bulk 1 5,000 oM 68,000 ] 3.000 1 68,000
0 fila(s) 3 Converter Enter Ttea... 10,000 Bulk 1 300 uom [9.000 | 200 1 9.000
0 fila(s) 4 Switch Enter Ttam... 7,000 Bulk 1 200 vom o ° Not Biddan Nat: Biddan

Page| 1 |of1
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6.6.5.6 Japanese Auction Bidding Page

Shown below is the overview of the Japanese Auction page.

This box will display the time remaining for:

Ongoing Round: “Time Remaining for Round”.

Latency period between rounds: “Time Remaining before Next Round”.
Latency Period between lots: “Time Remaining before Next Lot".

Displays the current round for the
ongoing lot.

My Events

My Dovnioad

£:40:00 PM Round 2 of phang ot Enter Lot Name doses in § minute(s),
0 PH Round 2 of

H
0 £M Round 1 of pridng lot Enter Lot Name has dased and Round 2 SIrts in S minute(s). i 13

Lot Details H Type : Japanese Chocolate Bars | Buyer : Useri Userl | Contact info : -

é}é'.?é“{o'té'u‘ NoTing Factory
Status @ STARTED= -~ ——=T=====
: Humber of Supplers Pravious Bid : INR 7. Bid Change : 3 %
3. Enter LogBame: =
Group Totaly 250 INR ‘:
This isthe Supplier Acceptance K
Trends. You may or may not be ¥ INR 720
able to view this based on the )
settings configured by your buyer. 1 2
This box will allow you the see founds
number of other suppliers in

current and past rounds. T

This is the Supplier Acceptance Box and consists

of following information:

+ Previous round's bid Value.

+ The Bid Change percentage will be the P !
increment/decrement percentage in the round's

Last pid value as comparedto the previous round’s bid ™ 'ottevel (4 1tems)
value.
Back To Section Listing + The preserl round's bid value.

Active Bid Cost

Japanese Auctions are carried out in lots. Every pricing lot in an event can have ‘n’ number of lots.
For a given pricing lot, let’s take a look at how you can bid.
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Responding to the Rounds of Pricing Lot

1. The auction will progress one lot at a time. The auctions, once started will provide you with an
Active Bid Cost for a lot whose response you have already submitted. Reviewing the Bid Cost
and you can choose to Accept or Reject it.

My Dowrioad

808/ 2018 10:30:00
QE/DE/2018 10:30:00

10:
'I === 0E/08/2016 10:30:00
Viarw 20 Alarts | Desable A

Lot Datails Type : Japanese Chocolate Bars Factory | Buyer : Userl Userl | Contact info : -

233

2. Enter Lot Name
Groun Total : 970 INR
Status : STARTED

Mumber of Supphiers Pravasais B - B Changa @ -

3. Enter Lok Mome

Group Total : 250 TR e
Status : HOT STARTED = Activn Bad Cost
A
H INR. 700
£
H
L]
1
Rounds
r=—-i
X naject 1 Accept ) 1
.
Larst Redrash Time © 08/08/2018,22:08,27,PM9M, 22:30 Bidding at : Lot Laval [ 4 Items )

Back To Section Listing

2. Upon acceptance, you will see the following popup. Click OK.

Information

Bid status updated sucoesshilly

Feal

Click Here to Give Feedback
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3. Your bid will be recorded and you will be able to proceed to the next round when it becomes

B8 1210075153 | Chocolate Bars Factory My Events My Download
27708/08/2018 10:30:00 M Round 1 of pricing lot Enter Lot Name closes in S minute(s). Round in Progress Round doses in
08/08/2018 10:20:00 PM Round 1 of pricing lot Enter Lot Name has started. 1 4 minutes 23 seconds
=== 08/08/2018 10: i Bidding for Lot Enter Lot Name has starzed.
u View All Alerts | Disable Alerts
Lot Details Type : Japanese Chocolate Bars Factory | Buyer : Userl Userl | Contactinfo : --
2. Enter Lot Name
Group Total : 970 INR ~
Status : STARTED (
Number of Suppliers Previous Bid : - Bid Change : --

3. Enter Lot Name 1
Group Total : 250 INR o .
Status : NOT STARTED Il Active Bid Cost

7]

° INR 700

£

E

0
1
Rounds
T Py
(Fae)
.
Last Refresh Time : 08/08/2018,22:08,18,PMPM, 22:30 Bidding at : Lot Level ( 4 Items )
Back To Section Listing
v

4. Moving on the next round, similar to round 1, you can review the Active Bid Cost and choose to
Accept or Reject the Bid. In the Supplier Acceptance Trends graph, the blue color bar signifies
the last round.

B8 1210075153 | Chocolate Bars Factory My Events My Download
**% 08/08/2018 10:40:00 PM Round 2 of pricing lot Enter Lot Name closes in 5 minute(s). Round in Progress Round closes in

##% 08/08/2018 10:40:00 PM Round 2 of pricing lot Enter Lot Name has startes 2 4 minutes 23 seconds
*¥% 08/08/2018 10:35:00 PM Round 1 of pricing lot Enter Lot Name has closed and Round 2 starts in 5 minute(s).

A View All Alerts | Disable Alerts

Lot Details Type : Japanese Chocolate Bars | Buyer : Userl Userl | Contact info : -

2. Enter Lot Name

Group Total : 970 INR Factory p ~

Status : STARTED |
Number of Suppliers Previous Bid : INR 7... Bid Change : 3 %

3. Enter Lot Nam

e =
Group Total : 250 INR 2
Status : NOT STARTED g Active Bid Cost
a
6
] INR 720
50
1 2
Rounds
|====
(CX Reject) 15 Accept !Acceptj 1
- - ‘
\ _
Last Refresh Time : 08/08/2018,22:08,69,PMPM, 22:40 Bidding at : Lot Level ( 4 Items )

Back To Section Listing

5. Once you have accepted your bid, you can wait for the next round to become active to
participate. Here the Green bar in the Supplier Acceptance Trends graph denotes on-going

event.
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B 1210075153 | Chocolate Bars Factory My Events My Download
*%% 08/08/2018 10:40:00 PM Round 2 of pricing lot Enter Lot Name closes in 5 minute(s) Round in Progress Round closes in
**% 08/08/2018 10:40:00 PM Round 2 of pricing lot Enter Lot Name has started. 2 4 minutes 10 seconds
*** 08/08/2018 10:35:00 PM Round 1 of pricing lot Enter Lot Name has dlosed and Round 2 starts in 5 minute(s)
A View All Alerts | Disable Alerts
Lot Details Type : Japanese Chocolate Bars | Buyer : Userl Userl | Contact info : —
2. Enter Lot Name
Group Total : 970 INR Factory g \
Status : STARTED
Number of Suppliers Previous Bid : INR 7... Bid Change : 3 %
3. Enter Lot Name |
Group Total : 250 INR 2 ) :
Status : NOT STARTED [ Active Bid Cost
a
6
K INR 720
§
2 0
1 2
Rounds
\ J
Last Refresh Time : 08/08/2018,22:08,57,PMPM, 22:40 Bidding at : Lot Level ( 4 Items )

Back To Section Listing

In case of rejecting an Active Bid Cost

1. If you do not want to bid for any round, you can choose to Reject the bid. However please note,
once rejected, you will not be allowed to enter any succeeding lots.

My Events Download

98/08/2018 08:30:00 PM Round 3 of pricing ot Enter Lot Name closss in & minute(s).
- 82/06/2018 03:30:00 P Round 1 of ricing ot Entr Lot Name has start
= 08/ D8:35:00 P Racd 3 of bncing lot Enter Lot Nawme has closed and Raund 3 starts in & mate(s)

sable Alerts

Lot Detalls H Type : Japanese Chocolate Bars Factory | Buyer : Userl User1 | Contact info : -

2. Enter Lot Name
Group Total : 630 INR
Status : STARTED

Number of Supphers Previous Bid : INR 800 Bid Change : 13 %

3, Enter Lot Name s
Gmun anal 60 INR
Status : NOT STARTED g Active Bid Cost

g, INR 900

£

H

o
1 2 3 l - - l
Rounss
Last Refresh Time : 08/08/2018,20:08,24,PMPM, 20:30 Bidding at : Lot Level ( 4 Trems )

Back To Section Listing

2. Clicking Reject, you will see the following popup. Click OK.
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Information

£\ Bid status updated successfully

3. Inthe scenario you have already rejected the bid even with the time remaining in the round to
close, you can change his selection to ‘Accepted’. But once you have changed it to ‘Accepted’,
you cannot change it back to ‘Rejected’.

Lot Detalls

2. Enter Lot Name
Group Total : 630 INR
Status : STARTED

3. Enter Lot Name:
Group Total : 60 INR
Status : NOT STARTED

View All Alerts | Disable Alerts

Type : Japanese Chocolate Bars Factory | Buyer : User1 User1 | Contact info : --
Number of Suppliers Previous Bid : INR 800 Bid Change : 13 %

4
= Active Bid Cost
HE]
g, INR 900
€1
E

o

1 2 3
Rounds
Last Refresh Time : 08/08/2018,20:08,83,PMPM, 20:30 Bidding at : Lot Level ( 4 Ttems )

Back Ta Section Listing

9/08/2018 08:30:00 PM Raund 3 of pricing lot Enter Lot Name closes in < minutel(s). Round in Progress R
8/08/2018 08:30:00 PM Round 3 of pricing IOt Enter Lot Name has atar 3 4m
= 08/08/2018 D8:25:00 PM Round 2 of pricing lot Enter Lot Name has 2ored and Round 3 starts in § minuta(s).

Click Here to Give Feedback
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6.6.6 How to Perform Bid Reconciliation?

1. Bid reconciliation is performed at lot level when the auction status is changed to Closed. Bid
reconciliation is initiated by the buyer.

2. When buyer initiates Bid Reconciliation, you can view that in the Status of the auction as Bid
Reco Open.

01/18/2016 09:36:45 AM (GMT)

010 Rakshita =F] 001 2016 07:15 AM 03/30/2016 07:30 M wF eroadeasted

010024313 anvze Invied
mic i Kna wF Sraadcacted

0100 1603 w1 eroascanted

Foge[ 1 Jor2 N IER

3. Click on Enter Event.
4. On entering the event, the following page will be displayed:

darshon Mishriketi  wy Request | 2w | O

My Events. 01/18/201E 09:40:06 AM (GMT)

You are hers: Hy Evarts > Bid Reconaiiation Time Remaining for
8id Reconciiation to Clogs
§ . 00:00:45
5] suplier Checkiist Office Auction
Prepare Reconcilied bids for all pricing sectians. A GoweForum o lew)

& confirm Participation

Group Total Price : 23,100.00 Indian Rupes

@ view Responses
Completion Statu d Reconcliation Incomplete
®

© bid Summary

& Bid Reconciliation
Pregare Rzconcked ks for o
preng secsor,

5. Select Bid Reconciliation on the Supplier Checklist. You will be able to view the details about the
Bid Reco.
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6. Click on Prepare Response. Following page will be displayed:

G Auction : 1010025113 | Office Auction My Everts My Roquest | 7+ | O
S1AM (GHT
Peson impon & e | [ sssenmens 014 Reco Closs Date Time 0L/16/2016 03:41 AH (GHT)

[imaan ee 1]

A 6ot sfomm @ kew)

] - |
(2 Completed / 2 Total ltem{s) )
i coet B et coe
er— PR ———— Pe—— Prrw— o cost
pry——
pr— P e e R Dmamiption Toge i icaTye e ar fuon [veme fetnt ot Dmc..
ot : e 0 ot e : . won | zomoose 200000
o 2 — prerp— ok : : w2 220000
(57 Export Ta Excel (37 fmpart From Excel Showing Ttems 1 ko 20F2 W 4 [1 | b W

P e | PO T . . oy

7. Change the prices in Pricing Information and click on Save.

G Auction : 1010025113 | Office Auction My Everts My Roquest | 7+ | O
S1AM (GHT
Peson impon & e | [ sssenmens 014 Reco Closs Date Time 0L/16/2016 03:41 AH (GHT)

[imaan ee 1]

@ draft again i case the event has been paused and republished ta fil the responses via excel import

A 6ot sfomm @ kew)

+1.1 Computer

(2 Completed / 2 Tatal Item{z) }

Group Tatal Price: 22,109.00 Auction Valwe: 22,500.00 Difference: 400.00

unit Cost 17 Fixed Cost
ttem Informatan Bassline Casts [Indian Rupes] Demand information Fricing Information Total Cost

<Uni Cost Desc.>

Attachment(s) tem o Ttem Hame Iem Description Torget Prce Prica Type ey a uom vaiue {ebinit Cost Dese..
0 fiefz] 1 Laptop LD laptop. Bk 1 1 uom 009000 20,000.00
2 fiets) z Mouse ptical Mouss ek 1 1 uom 200000 2.100.00
P Export Ta Brcel ] Tmport Fram Excel Shosing Tems 100 20F2 M4 [1 | # W

€ vk [vimrasonse 1] PO T . . oy

8. On saving revised price, a confirmation popup will appear. Click OK. The revised bid will be sent
to the buyer.
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Information

Bid Reconciliation details saved successfully.

o

6.6.7 From Where can | Access eForums?

1. Click on Go to eForum. The following page will be displayed:

ZYCUS 2 isource

Event Name: Metal Scrap Auction P Rafrash Lot | & et ot
erarum name Desenption Tvpe Hessage action

Quastions regarding Steel Auction sald by Darshan Mishriketi Supplier Intiated o ’

2. You can either initiate an eForum by clicking New eForum or visit an existing eForum created by
a buyer.

3. Click Edit Notification to edit the notification that is sent to the buyer when you respond to the
buyer’s message. The following popup will be displayed:

Edit Notification x

@ :
When Buyer Posts a Message Email Now
““ Email Once In A Day
© No Email

When Supplier Posts/Responds to a Message @ Email Now

©) Email Once In A Day

4. Select an eForum and click on New Message.

drshan Mishrikoti My Request |~ 7v | )

DL/15/2016 12:15:13 PM (GMT)
List > Lt of eForum > Questions regarding Steel Auctian
Questions regarding Steel Aucton Type: Supplier Iniisted

Held by Carshan Mishrikoti Date Created | 01/15/2016 11:48 Am
Garshan Mishrikoti

5. Following popup will be displayed. Write your message and click Post. Your message will be
posted on eForum.
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New Message

Message*

Attach files: Hax Upload Files 10, size per file 5 M5

No file selected. @

ZE8  Cancel

6. You will be able to see your message on the eForum.

ZYcus soure : e
My Events 01/15/2016 12:15:12 PM (GMT)
You are here: Section List > List of eForum > Questions regarding Steel Auction
eForum Name : Questions regarding Steel Auction Type: Supplier Initiated
Description : weld by Darshan Mishrikoti Date Created : 01/15/2016 11:48 AM
Created By : darshan Mishrikoti
& Expand All (=) Collapse All # Back to eForum List | (-] New Message
Message List £3) Refresh Message List
@ 1 darshan Mishrikoti Posted on 01/15/2016 12:18 PM Reply
My deal i the best

7. Click Reply.

ZYCUS oUrCe My Reques:
My Events D1/15/2016 12:25:49 PM (GMT)
You are hers: Section List > List of eForum > Scrap Auction
eForum Name : Scrap Auction Type : Public Discussion
Description : 16210 Date Created : 01/15/2016 12:13 PM
Created By : Darshan Mishrikoti
& Expand All (=) Collapse All # Back to eForum List | [ New Message
Message List £%) Refresh Massage List
new
@ 1 Buyer Posted on 01/15/2016 12:14 PM Raphy
Please revert with your best offer as soon as possible
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8. Respond To popup will be displayed:

Message x

Respond To

original Message Text Please revert with your best offer as soon as possible

Message* |

Attach files: Max Upload Files 10, size per file 5 MB

Browse. No file selected. @

9. Type your message and click Post. The following popup will be displayed:

Information X

/': Your message has been sent for approval.
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6.7 My Invoices

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.
My orders option allows the user to view orders received from the customers.

my invoices

View Invoices

Create PO Invoice

Create Non PO Invoice

Create Credit Memo against

PO

Create Credit Memo without

reference

View Uploads

View Payments

The My Invoices tab consists of three sub tabs:

1. View Invoices
2. Create PO Invoice
3. Create Non PO Invoice
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6.7.1 How to View Invoices?

Using the View Invoices sub tab, the user can view invoices, PO and Non-PO Invoices created using
ZSN.

Suppler Portal Buyer 1

Invoices < Back to Homepage

w P € [

CM CHECKALL-

ar appartionment Actions ¥

Filter b

Document Type Customer Supplier Company Reference DocumentDate  Due On amount
Credrt Mema Suppler Portal Buyer 1 DELL COMPUTER CROP - 03/11/2017 - USD 154.241,75
B

View Al CMFOX- Ready for apportionment Actions ¥

Suppler Document Typ: Customer Supplier Company Reference . t Due O Aamount
Credc Mema Supplier Portal Buyer 1 DELL COMPUTER CROP  INVOCORP/17/1115 31/10/2017 - USD 121,105

Buy
deamal precision 1- Submitted Actions ™

Supplier Compan
BARCLAYS_CHECK AMX

C o Customer LENGTH ON EIVOICE Document Dat Due On Amourt

[ . SIDE_"OMMH WK e o o A

view A Invoice Suppier Portal Buyer 1 Lo TuEToR, COMOO1/16/0327 15/05/2018 14/06/2018 USD 1,23333

X KOTOPBIE Bb JKENAETE

el YAAIMT

Credictemo P_PO inv-07052018-2 B - Submitted Actions ¥
Document Type Customer supplier Company Reference Document Dat Due on Amount
Invoice Supplier Portal Buyer 1 DELL COMPUTER CROP 07/05/2018 06/06/2018 USD 102,00
P_PO inv-07052018-1- Submitted Actions ¥
Document Type Customer Supplier Company Reference DocumentDate  Due On Amoun

Draf Invoice Supplier Portal Buyer 1 DELL COMPUTER CROP  INVOCORP/17/1145 07/05/2018 09/05/2018 AUD 100,00
submitted { invoice_dir33- Delivered AIOOE I

The User can perform the following operations using the View Invoices sub tab:

Search Invoices
Filter Invoices
Sort Invoices
View Invoices

vk wnN e

Edit Invoices

6.7.1.1 Searching Invoices

You can search for an invoice by entering the Invoice Number, PO Number or Customer name in the
Search section.

Search

Enter the required search term in the Search Bar and click Q or press ENTER.
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6.7.1.2 Filtering Invoices

You can filter the invoices based on the following parameters:

e Invoice status: Select a status to view the invoices under that particular status.

B Invoice status

[ ] [ submitted

D | ~pproved

[ ] fraid

D I Partially Paid

[ ] Prot paia

[ ] JJ canceled

D J rejected

[ ] | pelivered

[ ] | m Progress

D Ready for apportionment
D ] Futy apportioned
[ ]| Parked

[ ] created

e Document Type: Select whether you want to view Invoice, Credit Memo, or both.

B Document Type
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https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

e Document Origin: Select if you want to view the invoice or credit memo created by you or

your buyer, or both.

H Document Origin

|:| View All

Supplier

Buyer

e  Overdue: To view invoices whose payments are Overdue.

* Owverdue
[[] owerdue

e Invoiced between: Select start and end date using the =!I icon to view invoices dated between

the selected date ranges.

v Invoiced between

=l & Rl

e Due Date between: Select start and end date using the =!I icon to view invoices whose due

date lies between the selected date ranges.

v Due Date between

=l & R

e Amount: Using the slider, select the start and end amount to view invoices whose amount lies

in the selected amount range. OR Enter the start and end amount in the text boxes.

¥ Amount
30 to 5231188t

Click Filter after selecting/enabling the required filters to filter the invoices.

o Click Clear Filters to deactivate all filters and display all invoices.

6.7.1.3 Sorting Invoices
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Besides the Due Date header, click on # to sort the invoices in ascending order and click on * to
sort the invoices in descending order.

4 Due On

6.7.1.4 Viewing Invoices

To view a required Invoice:

1. Navigate to the following location: Side Panel > My Invoices > View Invoices > Required Customer
Company.

2. Look for the required invoice using the Search, Filter or Sort options.

3. For the required Invoice, click on the corresponding Invoice Number.

]

Invoices

X Clear Fiters

w k ¢ 0

M CHECKALL- Ready far appartionment Actions ¥
Filter b

Document Type Customer Supplier Compan Refarence Document Date Dus on Amount

Credit Mema Suppler Portal Buyer 1 DELL COMPUTER CROP - 03/11/2017 USD 154,241,75

]

View Al CMFOX- Ready for apportionment Actions ¥
Supplier Document Type Customer supplier Company Reference . r Due on Amount
Credit Mema Suppler Portal Buyer 1 DELL COMPUTER CROP INVOCORP/17/1115 31/10/2017 USD 121,105
Buy
dedmal precision 1- Submitted Acons ¥
Supplier Company
BARCLAYS_CHECK AMX
[ t Tyn tomer LENGTH ON EINVOICE Document Dat o n Amount
SIDE_"OAWH Wnn "
View Al Inwi St her Portal By 1 - — COM001/16/0327 15/05/2018 14/06/2018 USD 1,23333
noice uppher Portal Buyer HECKONbKO M3 OTHETOB,
KOTOFBIE Bbl MKENAETE
e YOAMMT
Credit Mem: . - -
P_PO inv-07052018-2 R - Submitted Actions
Document Ty ustomer Supplier Company Reference Document Dat Due On amount
Invoice Suppher Portal Buyer 1 DELL COMPUTER CROP 07/05/2018 06/06/2018 USD 102,00
P_PO inv-07052018-1- Submitted Actions ¥
Document Type ustomer Supplier Compan) Referance DocumentDate  Due On amount
Draft Invoice Suppher Portal Buyer 1 DELL COMPUTER CROP INVOCORF/17/1145 07/05/2018 09/05/2018 AUD 100,00

4. For Invoices that are editable, the Update Invoices page is displayed. Invoices that cannot be edited
are only viewed.
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5. Clicking the Invoice Number, you will land on the following page:

|4l MyD ¢ Y o v @ SureshQA123 v @ Help
Show attachment < Back
=
COM001/15/18749: USD 30.46 Delivered
= To Houston against COMO001/15/18749: USD 12.215402

nvoice Number : COM001/15/18749: USD 30.46

: 02/17/2015

=]

pplier Company : CIL DIRECT, LLC
& Sup
=

23 days

Payment Terms :NET30 @

1 03/12/2015

: No Attachments

Ship-To A

Ship-From Address

Invoice Payment Amount Total : USD 0.00

+ Audit Trail

Note: On the Invoice details page, you will be able to view the payment details if any payment was
made against an invoice.

ZYCUS

|l My Dashboard [ Manage Companies © Suresh ~ @ Help ~

Excise Duties: CAD 0.00
Total Charges: CAD 0.00

Total Tax Amount @ : CAD 28.09
Gross Total: CAD 538.86

= Payment Details

0 records found

Payment # ¥ Payment Date Payment Batch Total Payment Method Remit To Supplier Payment Status

Invoice Payment Amount
Amount

No Payments found

show | 10 |+| records per page.

Invoice Payment Amount Total : CAD 0.00

s of Use | Privacy Policy | emPowered by ZYCUS

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green |

Audit Trail for Invoice and Credit Memo

Audit trail is available at the bottom of the invoice/credit memo document. It will display all the
status change history and version updates made to the invoice/credit memo. Audit trail will show
the following information:

e Status
e Date/Time
e \ersion

e Comments
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6.7.1.5 Editing Invoices

To edit an Invoice:

1. Navigate to the following location: Side Panel > My Invoices > View Invoices > Required Supplier
Company.

2. Look for the required invoice with Draft or Rejected status.

3. Click on the o Edit icon corresponding to the required invoice.

-
-
E Show attachment < Back
@ reason for Rejecting/Retum: Amount mismatch from PO x
> Update Invoice
Customer Details
=
Customer* Supplier Portal Buyer 1 Requestor Email
| ] DELL COMPUTER CROP Buyer Email
act
PO
Organization Unit
Company Code
) To Address™ test address
AST3-Acme Engineering Services,
New address added by @nayan,
loc_narsi Mumbai,Manipur,Hindustan UPD,41100931
Bil-To Address™ test address
AST3-Acme Engineering Services,
New address added by @nayan,
Mumbai,Manipur, Hindustan UPD, 41100931

4. Make the required changes in the invoice details, item details, taxes and so on.

5. Perform any one of the following actions as required:

A. Cancel: To discard the changes made in the invoice and exit.
B. Save as draft: To save the changes made in the invoice and exit.
C. Submit: To save the changes made in the invoice and submit the invoice for processing.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

6.7.1.6 Creating Invoice

To create an Invoice for a Purchase Order:

1. Navigate to the following location: Side Panel > My Invoices > Create PO Invoice > Required Customer
Company.

]

Purchase Orders

w k ¢ 0

INVOCORP/17/1145 - Partially Invoiced Acions ¥
PO Type Custamer Sugpher Company Reloased o Number of Items  Delivery Location Dat Amount
E Standard Supplier Portal Buyer 1 DELL COMPUTER CROP  17/11/2017 1 Iyoti City @ AUD 1.000,00
o
INVOCORP/17/1122 - Canfirmed Actions ¥
PO Type Customer Supplier Company Released on Number of Items  Delivery Location Delivery Date Amount
Blanket Suppher Portal Buyer 1 DELL COMPUTER CROP 16/11/2017 2 Jyoti City @ - USD 1.380,00

INVOCORP/17/1115 - Partially Actions ¥

PO Trpe Customer Supplier Company Released on Number of Items  Delivery Location Delivery Dat mount
standard Suppher Portal Buyer 1 DELL COMPUTER CROP 31/10/2017 1 Jyoti Cty @ 31/10/2017 USD 10.600,00
INVOCORP/17/1112 - Fully Invoiced Actions ¥
PO Type ‘Customer D Cod eleased on Number of Items Delivery Location Delives ate Amount
Standard Suppher Portal Buyer | DELL COMPUTER CROF  31/10/2017 1 Jyoti Gty @ 31/10/2017 USD 11.160,00
ePQASFO - Confirmed Actions ¥
uppher Company
BARCLAYS_CHECK AMX
GTH
PO Type S0 "ot Releasdn Number of ftems  Delivery Location DeliveryDate  Amount
51 e r Por Bur - /10/201 ast 1/11/. 3,00
randard Fortal Buyer 1 Lo o w3 OTuETOR, 26/10/2016 1 Fasd @ 01/11/2016 GBF 1.213,00
KOTOPLIE Bbl WENAETE
YAANNT
COMDOB/16/0455 - Confirmed Actions ¥

2. Look for the required purchase order using the Search, Filter or Sort options.

3. Click on the * Inveice jcon from actions * menu corresponding to the required Purchase
Order.

4. Enter the required details on the New Invoice page.
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a4 Wy Dashboard [ Manage Companies
=] Hide attachment < Back
@ note: This customer supports Invoice amounts with upta 2 decimal digits for the currency: CAD - Canadian Dollar
New Invoice
acd more fles
= To Suppliar Portal Buyer 1 against INVOCORP/18/2563 :CA
Invoice Detalls
Number ™
G ,

No attachments to be displayed

Payment Torms® PaymentTermBulgarian_36 @

Bil-To Address API ADORESS 456 UPD
Kailas Nagarr,
Mumabai
Meggapolis, Tripura UPD,IN,40051

ship-To Addres APT ADDRESS 456 UPD
Kailas Nagar,
Mumabail
Meggapolis, Tripura UPD,IN,40051

dice-To Address API ADDRESS 456 UPD
Kailas Hagarr,
Mumabail,
Meggapolis, Tripura UPD,IN,40051

NOTE: You can edit/add item name while creating direct invoices against blanket purchase order if
the item name wasn’t mentioned by the buyer. The item name which you newly added will be sent
to the buyer for approval in the invoice.

NOTE: ZSN will restrict Suppliers from submitting amounts and UOM values that exceed customer
supported decimal precision. Suppliers will be informed of their customer-specific decimal precision
value for a given currency in the form of a Note, while creating a New Invoice, Flipping a PO to an
invoice, or Updating an Invoice:

Ll My Dashboard m Manage Companies w

) rote: This customer supports Inveice amounts with upto 2 decimal digits for the currency: SGD - Singapore Dollar.

Add more files

New Invoice

To ABC against 1100/17/5 :5GD 100.00

Invoice Details

Invoice Number™

NOTE: The customer’s decimal precision is set and enabled by the customer himself. If not enabled,
the Note will not be displayed, and the portal will follow the default decimal precision.

NOTE: Invoices not complying with this will be automatically rejected. Refer the following screenshot
with auto-rejected Invoice:
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Dear Anuja M,

Invoice INV 2611 created against Zycom for your company GALAXY CORP on 14/05/2018 against PO/02611 has been Returned by the Customer. You can login to your
account to make the necessary changes and submit for approval.

Reason for rejection/return: Invoice contains amounts exceeding 2 decimal digits

Items
| Line No. | Item Name | Description | Market Price | Unit Price | Item Quantity Delivery Date |UOM| Total Price
1 Lunchbox USD 10.94629 USD 10.94629 10.0 Na| EA USD 109.4628
3 laptop USD 100.0 USD 100.0 1.0 wA| Eal USD 100.0|

Sub-total : USD 209.4629

You can view the invoice from the View Invoice link below for your reference.

Regards,

Zycus Supplier Network

You have received this email because the email address anuja.majumdar@zycus.com was subscribed for email notifications for this supplier company on Zycus supplier
network. In case of any issues, please contact Zycus helpdesk at tech-support@zycus.com

5. You can edit the item name while creating an invoice against blanket purchase order if the item name
is not mentioned.

Ttem Sub-total: 8D 0.00

6. Select the items that are being shipped and enter their shipping quantity.

Item details
[# change multiple
O  une Item Ttem Name UoM Market Price Unit Price  Ordered Invoiced Credited Qty to be Taxes Total Price  Actions
No. Mo qty Qty Qty/Amt Invoiced
o 1 /A test Il MONEY uso 1 usD 1,00 1000 0 0 USD 1.000,00
Item Sub-Total: UsD 200,00

7. Make the required changes to the Market Price and the Qty to be Invoiced.

8. Perform the below required action as per requirement:

A. Add/Edit Comments:
i. Click onthe =¥ icon corresponding to the required item.
ii. Enter or edit the comments as per requirement.
iii. Click Save to save the comments.
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B. Add/Edit Taxes:

i. Click on the & jcon corresponding to the required item.
ii. Enter the Tax Name & Tax Rate, the Amount is auto calculated.

o Click on the ) icon to add additional taxes OR click on the @ icon to remove existing
taxes.

iii. Add/Remove taxes as per requirements.

o Select the Taxes Inclusive or Not applicable on this item? option if tax is not applicable for
the item OR if the item cost is inclusive of all taxes.

o Click Remove all taxes to remove all taxes applied for the item.

iv. Click Save to save the entered taxes and their information.

The Taxes input by the supplier will be automatically rounded off as per the customer
supported decimal precision for the given currency.

o Example: If the tax rate is 7%, and taxable amount is 15.55, the tax amount is 1.0885. If
the decimal precision is 2, the tax amount will be rounded off to 1.09. This value will be
used for all future calculations as well. Same rule goes for Discount.

9. To enter the discount information for the invoice, click Modify present under the Item details section.

O une Item Ttem Name UoM Market Price Unit Price Ordered Invoiced Credited Qty to be Taxes Total Price  Actions
No.  MNo. Qty Qty Qry/Amt Tnvoiced

O 1 wa test MONEY usp 1 USD 1,00 1000 0 0 JSD 1.000,00
=) 2 N/A test12 EA usp 10 uUSD 10,00 20 [} [] 20 uUSD 20,00 USD 200,00 - =

Item Sub-Total: USD 200,00

Total Discount on Item Sub-Total:  USD 0.00

10. The discount for an invoice can be entered in two aspects:

A. Entire Invoice:

1. Select the Discount an amount from the Entire Invoice option.
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[ 4
2. Enter the exact discount amount to be set for the Invoice.
Discount
0 Switching between discount type may loss discount entered. X | tple
@ Discount an amount from the Entire Invoice
© specify discount for Individual items
3. Click Save to set the entered discount for the Invoice.
B. Individual Items:
1. Select the Specify discount for Individual items option
2. Select the Discount Type for the required item
3. Enter the required discount value for the item
Discount
tiple
© piscount an amount from the Entire Invoice
® Specify discount for Individual items
Discount: % Apply to all
Item Name Market Price Quantity Total Price  Discount Type & Value Discount Amount Discounted Price
estl2 UsD 10,00 20 USD 200,00 Per ltem - usD o Per Item USD 0,00 USD 200,00
Total Price: USD 200,00 Total Discount: USD 0,00
Total Discounted Price: UsD 200,00

4. Click Save to set the entered individual item discounts in the Invoice.

To enter a common discount % for all individual items, enter the Discount % and click Apply

o toall.
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Discount

© Discount an amount from the Entire Invoice

@ speaify discount for Individual irems.
Discount % Apply to all

Discount Amount

stz w0 1000 - o200 pernen w00 rertem - v 2000
Total Price: usD 200,00 Total Discount: USD 0,00
Total Discounted Price: USD 200,00

Check the Taxes Inclusive or Not applicable? option if taxes are inclusive or not applicable

o for the invoice.

10. Enter the required tax information for the invoice.

[J Taxes Inclusive or Not applicable? (@ Remove all taxes

Amount

Tax Type Tax Name Tax Rate
xampanarman_- Toll - % UsD 200 usp [+ - ]
[ Add compound tax
usD 20,00

Tax Sub-Total:

11. To enter common tax information for all individual items, select the required items and click Change

multiple.

Change multiple
[] Taxes Inclusive or Not applicable? (2

Tax Type Tax Name Tax Rate
(4]

~Select- - —Select- - @ % usD

plus 1 taxes from the header

Apply To : ® Apply where applicable & not defined
O Apply where not applicable
O Override where defined

Apply Remove all taxes | Close

12. Add and enter all the required tax information for the selected items.

Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047
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Click on the ) icon to add additional taxes OR click on the @ icon to remove existing
taxes.

13. Select the condition as to how the tax should be applied in the Apply To section.

Apply To : @ Apply where applicable & not defined
“ Apply where not applicable
7 Override where defined

14. Click Apply to apply all specified taxes for the selected items.

o Click Remove all taxes to remove all taxes applied for the item.

15. Enter all the required charges like Extra, Freight & Insurance Charges
16. Enter the applicable Excise Duties for the Invoice
17. Perform any one of the following actions as required:

A. Submit: To save the changes made in the invoice & submit it.
B. Save as draft: To save the changes made in the invoice and save it as a Draft Invoice.
C. Cancel: To discard the changes made in the invoice and exit.

o Invoice can also be created using the Create Invoice option under the Actions menu on the
View PO page for the respective Purchase Order.

18. If discounted payment terms are used, you will see an Early Payment Discount segment in your
invoice document as highlighted below.

Total Charges: S0 0,00

Total Tax Amount @ USD 2.000,00

Gross Total USD 42,000,00

Early Payment Discount

I Early Paymaent Offer Is applled:  Discount Dua Data 27/09/2018

000,00

19. Hovering on the Discounted Gross Total field, you will be able to view the base amount on which the
discount is calculated.
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20. For example, in the screenshot above:
e Item Sub-total = 40.00,00

e Discounted Gross Total = Gross Total - Early payment discount

e  Gross Total = 42.000,00 (item sub-total + taxes)

e Early Payment Discount = 90% on USD 40.000,00 = USD 36.000,00

e Hence Gross Total - Early payment discount = 42.000,00 - 36.000,00 = 6.000,00

. If the discounted gross total is less than 0, you will see the following message on the screen:

" ack
am r
ttem Sub-Totat
Char
relght Ch
No attachments to be displayed I Char
Total Charges:

Gross Total: SAR .S

ZYCUS

Click Here to Give Feedback
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6.7.1.7 Exporting Invoice Details

From this listing page, you have an option to download all details of your company’s invoices. To
download the invoice details, follow the steps below:

1. Navigate to Invoice listing page from Side Panel > My Invoices > View Invoices > Customer

Name. You will land on the following page:

Portal Buyer 1
Invoices ick to Homepage
Supplier Portal Buyer 1 DELL COMPUTER CROP - 03/1/2017 - USD 154.241,75
B
CMEOX- Ready for app Actions ¥
Credit Memo Supplier Portal Buyer 1 DELL COMPUTER CROP INVOCORP/17/1115 31/10/2017 - USD 121,105
Buy

d precision 1- Submitt ¥
BARCLAYS_CHECK AMX LENGTH

Document Type Customer ON EINVOICE SIDE_'QfIMH W Reference Document Diate .

Invoice Supplier Portal Buyer 1 HECKOITGKD 13 OTHETOB, coMaL/16/0327 15/05/2018 14/06/2018 UsD 1,23333
KOTOPLIE Bl XENAETE
yoamT

P_PO inv-D7052018-2 R - Submitted Actons ¥

mmvaice Supplier Portal Buyer 1 DELL COMPUTER CROP 07/05/2018 06/06/2018 usD 102,00

P_PO inv-07052016- 1- Submitt Actons ¥

mnveice Supplier Portal Buyer 1 DELL COMPUTER CROP INVOCORE/17/1145 09/05/2018 AUD 100,00

i1r33- Delwered Actons ¥
BARCLAYS_CHECK AMX LENGTH
. a ON EINVOICE SIDE_'C/IMH WM el DocumentDats  Dus amaunt

Invoice Supplier Portal Buyer 1 HECKOMSKD W3 OTUETOR, - 08/02/2018 10/03/2018 IR 53.636,00
KOTOPHIE Bl MENAETE
yoanMT v

Suppler Portal Buyer 1

Invoices < Back to Homepage

X Clear Fiters

search

w P € [

P_PO Inv-07052018-2 Ry - Submitted Actions ¥
Fite:
Document Type Customer Supplier Company Reference Documentbate  Due On Amoun
Invoice Suppher Portal Buyer 1 DELL COMPUTER CROP - 07/05/2018 06/06/2018 usD 102
[
View A P_PO Inv-07052018-1- Submitted Actions ¥
Invoice Suppler Portal Buyer 1 DELL COMPUTER CROP  INVOCORP/17/1145 07/05/2018 09/05/2018 AUD 100
Buy
LAST NON PO INV- Submitted Actions ™
Document Type Customer supplier Comps Referance DocumentDate  Due On Amount
Invoice Suppler Portal Buyer 1 DELL COMPUTER CROP - 03/11/2017 03/12/2017 USD 1378.28
Show | 10 || records per page M 4 page | 1 |ofa b M
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3. Clicking Export, you will see the following popup which will notify you that data export is in
progress and you will be notified through an email once the file export is complete. Click Ok.

Information

o Data export has been initiated. You will receive an e-mail notification with the exported file when it is completed.

4. Once the file is ready, you will receive the exported file (attached) to your registered email ID as
shown below:

Subject iwaice dat

compleled
iMersage o 15.06_2015 022045 s5x 48]
e — e — — e ————— P — AR N T T w—— —
&=
Hi Carl,

The expart of Invoice data, requested on 2018/06/18 has been successfully completed
The exparted file is attached for your reference.

Nate: Only the first 15,000 records are available as part of the exported file.

Regards,
Zycus Supplier Network

You have received this email because the email address test@zycus.com was subscribed for emall notifications for this supplier company on Zycus supplier network. In case of any issues,
please contact Zycus helpdesk at tech-support@zycus.com

5. Open the file to view your invoice details:

A do- Zycus Invoices, 1,08 201 (22045 [Resd-Only] - Microsoht acel - & x
Wome | imset  Pogelmmut  Fomus  Dats  Revew  Vie eveioper c@=@m
5 & o canvnt AN T @ General [ voma Bad Good Neutral
R T e o oemat Explanatery
m repae B T G S A EEW e Eescace | 5% 0 @A o explanatory .. [P
Ciphosr : Font . sngrment . roumbe - styes cei Estin
13 - Je | test_final 1,936.00 |
A 5 c ) E G s " i I 3 [« L [ N ) " a [ s o
1 Filters Applied
2 Customer Name [eprocanta
3 Containg
4
5 lvoice Type ivaice
5 Overdue
7
[
s [Total
10
1
12 ~[Document Typ - [Supplier Company - [status - [submitted G - [Due On - [Purchase Order Reference ~ [Payment Referent - [Total Paid Amoun  [Total Amount -
13 Znzar imvoice 18 Chemical Approved_[2017/12/21 | 2njurjos [125 15,120.00
1 imvaice 18 Chemicals Delivered |017/11/16 | zmif1a/a1 USDC 100
15 e23 ivoice 18 Chemical Delivered_[2017/11/16 | 207/13/21 MxP 1.00
15 imvoice 15 Chemicals Delivered [z017/11/16 | zmif1a/a1 mxP 1.00
17 ewt invoice 18 Chemical Delivered _[2017/11/16 | 2018/02/28 usDC 100
15 Tets invoice_1011 01 _[invoice 15 Chemicals Delivered |2017/11/10 | 2017/12/25 | Z5PDEVI PO/1632 [125 45,500.00
19 Test BP0 1 invoice 18 Chemical Delivered [2017/11/10_|2017/11/22_|7SPDEV1 PO/1945 Usp 505.00
20 testing frieght taxes__|1nvoice 18 Chemicals Delivered |2017/11/06 | 2018/02/10 UsD 365,64
21 "1a7se63 Invaice. 18 Chemicals Submitted [2017/11/06 | 2017/11/11 USD 30485
22 Te92SEest ivoice 18 Chemicals Delivered_2017/10/31__|m7/13/10 s 27.00
23 Invoice_2030 Test Invaice lﬁzcnmmn Delivered |2017/10/23 | 2017/11/04_|7SPDEVA PO/2030/suresh_rspdev-Stefly USD 1,000.00
24 aazsa ivoice 18 Chemicals Submitted [2017/10/20 | 2m7/10/25 usp 1.00
5 @u Invaice }Etn.miun Submitted [2017/10/11 | 2017/10/21 USDC 1.00
26 353432 Invaice IEChmnirall Submitted [2017/10/11__[am7/10/21 USDC 1,089.00
27 2595 imvoice 18 Chemicals Submitted [2017/10/11 | 2018/01/1% USDC 1,936.00
28 fhs75775 ivaice 18 Chemicat Delivered _[2017/10/10 | 2n17/10/16 USDC 1,936.00
29 panaza imvoice 16 Chemicals Delivered [2017/09/25 | 2017/09/30 USDC 1.099.00
30 76453 ivoice 18 Chemical Delivered_[2017/05/13 | 2017/10/28 usDe 121,00
313 invoice 18 Chemicals Delivered |2017/09/08 | zmif12/17 [vnD 112200
23 imvoice 18 Chemical Delivered_[2017/05/08 | 2017/03/15 [ 1,936.00
3332 involce 18 Chemicals Delivered [2017/03/07 | 2017/10/22 est_final 1,936.00
34 32uass invoice 18 Chemical Delivered_[2017/05/07__|2m17/08/17 |AUD 270,00
3556 imvoice 15 Chemicals Delivered |2017/03/07 | zm17/10/22 UsD 10200
36 child invoice Invoice 1B Chemicals Delivered |2016/08/04 2016/09/18 | 7SPDEV1 PO/641 MYR 6.35
7
38 Total Records : 25
)
)
41 -
45 W] DataSheet %3 s L}
Ready | T | |[EH e oo (=) & i*)

Note: The data exported will be as per the filter applied on the listing page. You will be able to view
the applied filters in the exported file as well. The maximum limit on the number of records exported
is 15,000. Records beyond 15,000 will not be part of the exported file.
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6.7.2 How to Create a PO Invoice?
1. To create a PO invoice, from the side panel, under My Invoices, click Create PO Invoices.

2. Select a customer for whom you want to create a PO invoice, for example eProc2014.

-

2 Pending Tasks 3 Tasks oty Sosomr

Create PO Invoice ASSIGNMENT3 CHAITANYA INC DEXTER
1 Pending Tasks 1 Pending Tasks 1 Pending Tasks
eproc2014

Incomplete Profile Incomplete Profile Incomplete Profile

Complete Profile Complete Profile Complete Profile

PERFORMANCE REPORTS

3. You will see the following popup. This popup will have a list of PO’s which you can select to
create an invoice.
Note: Only the PO’s with confirmed status will be available in this popup.

Select PO 10 create Invoice

search

B-

PO Number PO Type PO Date Status

21 SNET30-stay

standard 04/12/2017 Confirmed
away-sandeep

4 “AMI standard 04/12/2017 Confirmed
856850 Standard 0a/12/2017 Confirmed
353000 Standard 0a/12/2017 Confirmed
ABN-TCS-123-11 Release 0a/12/2017 Confirmed
ACMENG/05 Standard 0a/12/2017 Confirmed
ACMENG/099 kaustav Standard 0an12/2017 Confirmed
ACMENG/100 Standard 0an12/2017 Confirmed
ACMENG/101 Standard 0an12/2017 Confirmed
ACMENG/101 — kstv Standard 0an12/2017 Confirmed

WA e [ 2 |orisz b MY

4. Select a PO from the list; you can also search for a PO by typing the PO number in the search
box. Click Done.
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5. You will be navigated to the following page:

il My Dashboard [ Manage Companies ¥ @ sudheer ¥ @ Hep Y

E Hide attachment <« Back
© Note: This customer supports Invoice amounts with upto 2 decimal digits for the currency: CAD - Canadian Dollar X
New Invoice
Add more files
i To Supplier Portal Buyer 1 against INVOCORP/18/2563 :CAD 62.800,00
Invoice Details
o
Invoice Number ™
E o
Document Date ™ :
No attachments to be displayed
Payment Terms * : PaymentTermBulgarian_36 @

Invoice Due Date

Bil-To Address : APT ADDRESS 456 UPD
Kailas Nagarr,
Mumabail,
Meggapollis, Tripura UPD, TN, 40051

Ship-To Address + API ADDRESS 456 UPD
Kailas Nagarr,
Mumabail
Meggapollis, Tripura UPD, N, 40051

Invoice-To Address : APT ADDRESS 456 UPD
Kailas Nagarr,
Mumabail,
Meggapollis, Tripura UPD, TN, 40051

6. All the necessary PO information will be filled in the invoice by default such as:

e Invoice-To Address

e Payment Terms

e Bill-To Address

e Ship-To Address

e Bank Details (if required, you can change the bank details from the drop-down menu)
Note: If the supplier uses cXML invoices, default bank details will be used.

7. You will also be able to select Remit to Address for the PO invoice which will specify the address
type, for example Headquarters as HQ.

8. Enter all the required information such as Invoice No., Invoice Date, Remit to Address, and
Ship-From Address.

9. Select the items you want to invoice by checking the box against the item name. You can select
all items by checking the box as shown below:

Item details

[#] change multiple

Line Item Ttem Name UoM Market Price Unit Price  Ordered Invoiced Credited Qty/Amt to be Taxes Total Price Actions
No.  No. Qty/Amt Qty/Amt Qty/Amt Invoiced

1 N/A Laptop Ml EA UsD  12,00¢ USD 12,000000 12 0 0 12,000 USD 0,000000 USD 144,000000 & &2

2 N/A server EA USD | 23,00C USD 23,000000 23 0 0 23,000 USD 0,000000  USD 529,000000 = @2

Item Sub-Total:  USD 673,000000

Note: If a line item has “Receive by: Amount” on the PO; Market Price, Unit Price, and UOM fields should have
the value N/A.

The “Ordered Qty/Amt” will be reflected as the “Total Price” for that line item.
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~
¥

10. You can add taxes to the line items by clicking the "~ icon. You will see the following popup:
Taxes
O Taxes Inclusive or Not applicable on this item? (2 Remove all taxes
Tax Type Tax Name Tax Rate Amount
elnv_Samly_Tax- elnv_Samty_TA' @-23 % on USD 1480 USD -340.4 Q @
Tax,Type,Aum- Tax,Name,Auu- @555 % on USD 1480 USD 82.14 @ e
Tax Sub-Total: -USD 258.26
plus 0 taxes from the header

11. Suppliers will now be able to include negative taxes while generating an Invoice on the Supplier
Network. While adding taxes at the header/line level on an invoice, suppliers can simply put in
the “-ve” sign to indicate that it is a negative tax.

12. To add tax, select Tax Type and Tax Name from the drop-down list. Based on this selection,
modify the Tax Rate % as per the norms.

13. You can also apply taxes at header level as shown in the image below:

Item details
Z Change multiple
O Line Item Item uom Market Price Unit Price  Ordered Invoiced Credited Qty to be Taxes Total Price  Actions
No. No. Name Qty Qty Qty/Amt Invoiced
Lapt s
1 N/A E?:p P Ea usD 200 USD 200.00 1000 23 0 500 USD0.00 USD 180,000.00 & &
Ttem Sub-Total: USD 180,000.00
Total Discount on Item Sub-Total: USD 0.00 Modify
[] Taxes Inclusive or Not applicable? (2 Remove all taxes
Tax Type Tax Name Tax Rate Amount
WHT - WHT - ‘ @| -5 % on USD | 180000 USD  -9000.00 (]
[0 Add compound tax
Tax Sub-Total: USD -9,000.00

14. Both —ve tax rate and/or —ve tax amount can be entered. —ve tax rate/amount indicates

witholding taxes.
15. When —ve taxes are added, the discounted item total, on which the tax is applicable, can be

edited.
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Item details
[#1 change multiple
O Line Item Item uoM Market Price Unit Price  Ordered Invoiced Credited Qty to be Taxes Total Price  Actions
No. No. Name Qty Qty  Qty/amt Invoiced
Laptop P
1 N/A [ EA uso 200 uUsD 200.00 1000 93 0 s00 USD 0.00 USD 180,000.00 S m
Item Sub-Total: USD 130,000.00
Total Discount on Item Sub-Total: USD 0.00 Modify
[] Taxes Inclusive or Not applicable? (2 | Remove all taxes|
Tax Type Tax Name Tax Rate Amount
WHT - WHT - @|-5 % on USD | 100000 USD | -5000.00 Q
[ Add compound tax
Tax Sub-Total: USsD -5,000.00

Note: You can type a tax name which is not present in the drop-down list.

16. After you complete entering all information, click Submit.

Click Here to Give Feedback
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6.7.2.2 Side by Side Panel

Side by Side panel is a different view of PO invoice creation page.

Side by Side panel allows you to view the uploaded files and fill the invoice simultaneously. It
separates the web page into two parts with image on the left and invoice on the right. Following is
an image of side by side panel:

ZYCUS My Dashboard B2 Manage Companies ¥ e Suresh v 0 Help w

New Invoice

HCURE
Add manhI?s‘.‘ Q|Q ‘ ¢ ) |(_‘| ]
To ZSPDEV1 against ZSPDEV1 PO/1302 :USD 110448680.265

|14 Kavalo

Invoice Date® :
] Payment Terms* : Netd5 @

Invoice Due Date

Bill-To address : 013, Baker Ave
Block #3, 34th Street,
MA
Boston, US

Ship-To address : 913, Baker Ave
Block #3, 34th Street,
MA
Boston, US

o s

brivacy Policy | emPowered by ZYCUS

6.7.2.3 Understanding Side by Side Panel

1. Here you can see the uploaded document while creating a PO invoice.

2. There will be @ tools present above the uploaded document.

3. Use to view/hide the image thumbnails.
allal][«

4, Use to zoom out, view actual size, and zoom in the image.
5. Use to rotate the image clockwise and anti-clock wise.

&

6. Use to view the document in new tab.

7. Use to expand or collapse invoice filling.

8. Use to add more documents. Select a file, click Done.
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Attach a file

Select File "Browse" to select files to upload

File formats supported: * jpg;*.jpeg.*.qgif;*.png;*.bmp;*_pdf;

0 records found

O File Name File Type Uploaded Date

No Uploads Found

Note: As a supplier you can confirm PO and create Invoice from email notifications by clicking
Confirm and Create Invoice.

When you confirm a PO from mail, you will be redirected to the Create Invoice page where you can
flip details directly in to the invoice and submit the invoice.

This will be applicable for both registered and unregistered users.

In case the PO is already confirmed by another user, then you will be directly taken to the create
invoice page.

In case the PO is already confirmed and fully invoiced, then you will see the following message:

“The PO has been already fully invoiced by another user from your organization. You can now
login/Register to track the status of the invoice.”
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6.7.3 How to Create a Non PO Invoice?

Note: You can create a Non PO Invoice if it is enabled by your buyer. If it is not enabled, you will not see the
option ‘Create Non PO Invoice’.

If your company profile is put on hold by your customer, then you won’t be able to create a Non-PO Invoice for
that customer.

Suppliers can create a non PO invoice from their end for a given customer. The following page shows
the Non PO Invoice creation page.

bl My Dashboard [ Manage Companies ¥ @ sudneer ¥ @ Hep v

Supplier Portal Buyer 1 v
=

Show attachment < Back
© note: his customer supports Invoice amounts with upto 2 decimal digits for the currency: CAD - Canadian Dollar x

New Invoice

Customer Details
K Customer™ + Supplier Portal Buyer 1 Requestor Email
G Supplier Company ™ : DD_SUPPLIER 1 Buyer Email

Customer Number Contract No

Buyer po#
Organization Unit

Company Code Cost Center Code
Business Unit Code Ship-To Address™
Location ™

Bill-To Address™

Invoice Details

NOTE: The customer-specific decimal precision rule applies to Non PO invoices as well.

To create a Non-PO Invoice:

Navigate to the following location: Side Panel > My Invoices > Create Non PO Invoice > Required
Customer Company.

1. Select and/or enter all the required Customer Details.
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New Invoice

Customer Details

Customer ® : ZSN P2P Integration Requestor Email
Supplier Company * : —-Select-- - Buyer Email
Customer Number : Contract No.
Buyer : PO#

Note: As a supplier, you have the flexibility of adding the Buyer and Requester Email ID.

2. Enter all the required Organization Unit details.

Organization Unit

Company Code : Cost Center Code
Business Unit Code : Ship-To Address™* e
Location™

Bill-To Address ™

3. Select and/or Enter all the required Invoice Details.

Invoice Details

Invoice Number* : Remit to Address™
Currency *
oy Ship-From Address*
Document Date*® :
Payment Terms* : --Select-- -
Description

Invoice Due Date

Supplier Contact : Minal Parate
. . . Comments
Supplier Email : minal.parate@zycus.com
Attachments : ] Add Attachments
Bank Details

Bank Details for payment™®

Note: If the supplier uses cXML invoices, default bank details will be used.

4. Add the required attachments for the Non PO Invoice.
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Note: Remit to Address will be classified as defined address types such as Remit to Address/
Headquarters as mentioned in your supplier company profile.

5. Click on Add item to add an item to the Non PO Invoice.

Item details

+ Add item

Line Item No. Item Description & Supplier Category Market Price Invoiced Total Price  Actions
No. Qty/Amt

No items present

Item Sub-Total: UsD 0,000000
Total Discount on Item Sub-Total: USD 0.00 Modify

O Taxes Inclusive or Not applicable? (2 Remove all taxes

6. Enter all the required Item Details under the Item tab, such as:
e Line No.
e Short Description
e Product Category
o |tem Type
e Invoice by
e  Amount
e Market Price
e Quantity & UOM

Item Summary

Item Auachments and Comments  Taxes

Item Image Item details

»

Standard Fields

Line No.™ P
Item No.
Short Description™ . mouse

Browse

or

Juter_mouse_PNG7700 png
Long Description

Save Cancel

Note: If the “Invoice by” option is set to Amount, then:

Market Price, Unit Price and UOM fields will be disabled, with value as N/A.
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A new mandatory field, “Amount”, will become visible.

The value entered in the Amount field will be populated in the Total Price and Invoice Qty/Amt or Credit
Qty/Amt column value.

7. Attach the required files and mention the required comments under the Attachments &
Comments tab.

Item Summary

Item Attachments and Comments Taxes

"Browse" to select files to upl

Comments: This is an optical wireless mouse with

bluetaath connection

o

Save Cancel

8. Add and enter all the required tax information for the item being added to the Non PO Invoice.

Item Summary
ltem  Attachments and Comments Taxes
O Taxes Inclusive or Not applicable on this item? (2 Remove all taxes

Tax Type Tax Name Tax Rate Amount

elnv,Samty,Tax- eInv,Sanitv,TAy. ® 23 % on 250000 57500.00
Tax_Type_AutD- Tax_Name_Autc- @mn % on 250000 27500.00 Q @

Tax Sub-Total: - 30,000.00

plus 1 taxes from the header

Save Cancel

9. Suppliers will now be able to include negative taxes while generating an Invoice on the Supplier
Network. While adding taxes at the header/line level on an invoice, suppliers can simply put in
the “-ve” sign to indicate that it is a negative tax.

10. You can also apply taxes at header level as shown in the image below:
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8 Une Item No.
No.

=] 1

Tax Type

I |

Item Description & Supplier

Laptop reparing &2

Tax Name

- |
— |

Category

Computer hardware
maintenance and support

Tax Rate
-11 % 250000
20 % 250000

Tax Sub-Total:

[# change multiple

Market Price Invoiced Qty Total Price  Actions
500.00 500 EA 2s000000 & @ W O
Item Sub-Total: 250,000.00

Total Discount on Ttem Sub-Total: 0.00 Modify

O Taxes Inclusive or Not applicable? (3 Remove all taxes
Amount
-27500.00 o @
50000.00 Q@

Add compound tax

22,500.00

11. Both —ve tax rate and/or —ve tax amount can be entered. —ve tax will indicate withholding taxes.
12. When —ve taxes are added, the discounted item total, on which the tax is applicable, can be

edited.

Item details

B Line Item Na.
No.
=] 1
Tax Type

Item Description & Supplier

Laptop reparing i

Tax Name

P

Category

Computer hardware
maintenance and support

Tax Rate

Market Price

500.00

[# change mutple [ 44 em

Invoiced Qty Total Price  Actions

500 EA 25000000 & @ M B

I Ttem Sub-Total: 250,000.00 |

Total Discount on Item Sub-Total: 0.00 Modify
Remove all taxes

[ Taxes Inclusive or Not applicable? (2.

Amount

-50 % 250000

-125000.00 +]

Tax Sub-Total:

Add compound tax

125,000.00

Note: You can type a tax name which is not present in the drop-down list.

Note: As mentioned earlier, ZSN will automatically round off all tax values as per customer
supported decimal precision for the given currency.

13. After you complete entering all information, click Submit.
14. The Non PO invoice you created will be visible under My Invoices listing page.
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6.7.3.2 Side by Side Panel

Side by Side panel is a different view of Non PO invoice creation page.

Side by Side panel allows you to view the uploaded files and fill the invoice simultaneously. It
separates the web page into two parts with image on the left and invoice on the right. Following is
an image of side by side panel:

|4l My Dashboard  [f] Manage Companies

@ vot=: This customer supports Invoice smounts with upto 2 decimal digits for the currency: CAD - Canadian Dollar
New Invoice
Add more files
1) Customer* : Suppler Portal Buyer 1
G Supplier Company DD_SUPPLIER 1
No attachments to be displayed Customer Number

Organization Unit

6.7.3.3 Understanding Side by Side Panel

1. Here you can see the uploaded document while creating a non-PO invoice.

2. There will be @ tools present above the uploaded document.

3. Use to view/hide the image thumbnails.
allalla

4, Use to zoom out, view actual size, and zoom in the image.

5. Use to rotate the image clockwise and anti-clock wise.

6. Use to view the document in new tab.

7. Use to expand or collapse invoice filling.

8. Use to add more documents.
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6.7.4 How to Create Credit Memo?

1. Suppliers can create credit memos against the previous orders or without a reference to any order
as well.

sl My Dashboard 3] Manage Companies v e Suresh w

All Customers

View Invoices

View All > 110 Invoices View All > 210 Purchase Orders View All >

Create PO Invoice
PENDING SUBMISSION ~ RETURNED PENDING CONFIRMATION

Inv_27_11_1 ZSPDEV1 PO/854
Create Non PO Invoice | ZSPDEV1 | ZSPDEV1 ‘
Create Credit Memo against
= 11 ZSPDEV1 PO/875

ZSPDEV1 ZSPDEVL

Create Credit Memo without

reference

View Uploads

po7 - Confirmed

Inv_18_5_11_cXML - Delivered

Customer Released on Amount Document Tepe  Customer Due Op Amount

2. The users will have the option to create a credit memo right from the side panel menu.
There are two types of credit memo anyone can create:

e Credit Memo against a PO(Purchase Order)
e Credit Memo without reference

4. Credit Memo against a PO is generally created when the supplier would like to credit the
supplier against any previous order received from the customer.

5. Credit Memo without reference is created when the supplier would like to credit any previous
purchase without any particular Purchase order.

6. The supplier can select create option from the Side panel menu or they have the option from
the Invoices listing.
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ZYCUS

|t My Dashboard [5 Manage Companies v e Zeba w e Help v
s Supplier Portal Buyer 1 -
]
Invoices < Back to Homepage
o)
[}
—J Search [é'; + Create ~
S ~ Q‘ Invoice
Credit Memo Against a PO
Filter by INV00538593 -1 \yithout reference Actions ¥
E B Document Type
Customer
Domment Type o o b g Supplier Company  Refercnce Document Date Due On Amount
) Invoice P! ZYCUS SUPPLIER - 14/07/2014 29/07/2014 USD 3,500.00
D View Al Buyer 1
D Invoice Inv_31_non_4 ® - Delivered Actions ¥
D Credit Memo
Customer
Document Type o it porigl  SUpplier Company  Refersnce Document Date Due On Amount
Invoice Bu‘;gr a ZYCUS SUPPLIER PO 01/07/2014 31/07/2014 USD 10,589.8
Invoice stat
D View All Document Type ;‘:‘D'G; Portal  SuPPlier Company  Reference Document Date Dus On Amount
D Invoice PP ZYCUS SUPPLIER - 01/07/2014 31/07/2014 USD 10,000.00
Draft Buyer 1
D Submitted Inv_non_3 2 % - Delivered Actions ¥

6.7.5 How to create Credit Memo Against a PO

1. To create a Credit Memo against a PO the user can select the Create option from the side panel
menu or the option from the Invoices listing page.

2. Once the user clicks on create against a PO then he will be redirected to the Purchase Orders
listing where the User can select + Credit Memo against the order which he would like credit.

‘_’."(3|."S |4t My Dashboard [ Manage Companies ¥ e Zeba w e Help

Supplier Portal Buyer 1

X

You are redirected to the list of Purchase orders against which you will be able to create credit memo.
Please select Actions against the purchase order and click on +Credit Memo to create.

'y
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7. The user can select Actions > + Credit Memo against the PO.

Note: You can create credit memo against only those PO’s which are partially or fully invoiced.

8. The user can credit the customer up till the invoiced quantity/amount.

|at My Dashboard [ Manage Companies

O 7Zeba ¥

© Hep ~

e Supplier Portal Buyer 1 v
-
< Back to Homepage
Purchase Orders
search 161 records found sorted By:
i E COMOD8/16/0456 - Partially Invoiced Actions ¥
Filter by PO Type Customer Supplier Company Released on Delivery Date Amount
Cu Standard Supplier Portal Buyer 1 SUPPLIER PORTAL CO 10/10/2016 21/10/2016 USD 792,801.108300
E PO Status
COM007/16/0455 - Partially Invoiced Actions ¥
[ ] view al
PO Type Customer Supplier Company Released on Delivery Date Amount
D Unconfirmed Blanket Supplier Portal Buyer 1 SUPPLIER PORTAL CO  10/10/2016 = USD 3,100.00
D [l confirmed COMO007/16/0454 - Fully Invaiced Actions ¥
[ ] W notified
PO Type Customer Supplier Company Released on & View
Partially Invoiced Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 10/10/2016
i + Invoice
Fully Invoiced N
I v COM007/16/0452 - Partially Invoiced
D I Rejected =+ Credit Memo
PO Type Customer Supplier Company Released on
D [l closed Blanket Supplier Portal Buyer 1 SUPPLIER PORTAL CO 10/10/2016 4 Shipment Notice
D I Cancelled =
COM007/16/0451 - Partially Invoiced Actions ¥
D I Expired

9. Once the user clicks +Credit Memo they will be taken to the below page where he will be able to

add the credit memo details.

Supplier Portal Buyer 1

E Hide attachment < Back
@ rote: This customer supports Credit Memo amounts with upto 2 decimal digits for the currency: CAD - Canadian Dollar x
New Credit Memo
Add more files
= To Supplier Portal Buyer 1 against FT_DynamicDiscounting :CAD 21,995, 684¢
Credit Memo Details
G it Mel No
[ it e
No attachments to be displayed
Invoice-To Address 1 APl ADDRESS
Kailas Nagar,
Mumaban,

Meggapollis, IN, 40051

ADDRESS ONE [Head Quarter

Address (HQ)]
Attachments . T add Attachments N
g .

NOTE: Credit Memo will automatically validate values as per customer specific decimal precision.

10. Add mandatory credit memo details such as:
e Credit Memo Number
e Credit Memo Date
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e Remit to Address
11. Under the Item Details section, select the items for which you want to create a credit memo.

Item details

There are no Items in the Credit memo (2 Z Change multiple
Line Item Item uom Market Price Unit Price Ordered Invoiced Credited Credit Taxes Total Price  Actions
No.  No. Name Qty/Amt Qty/Amt Qty/Amt Qty/Amt
1 N/A Em EA INR  10,00C INR 10,000000 10 10 0 10,00C INR 0,000000 INR 100,000000 S @

Item Sub-Total: INR 100,000000

You can view/update mandatory information such as:

e Line No.

e Short Description
e Product Category
o |tem Type

e |nvoice By

e Amount

o Market Price

e Quantity & UOM

-l
12. You can add taxes to the line items by clicking the = icon. You will see the following popup:
Taxes
[0 Taxes Inclusive or Not applicable on this item? (2 Remove all taxes
Tax Type Tax Name Tax Rate Amount
elnv,Samty,Tax- elnv,&amwjm. @|-23 % on USD 1480 USD -340.4 [+ =]
Tax,Type,Aum- Tax,Name,Auu- @555 % on USD 1480 USD 82.14 [+ =]
Tax Sub-Total: -USD 258.26
plus 0 taxes from the header
clse

13. Suppliers will now be able to include negative taxes while generating an Invoice on the Supplier
Network. While adding taxes at the header/line level on an invoice, suppliers can simply put in
the “-ve” sign to indicate that it is a negative tax.

14. To add tax, select Tax Type and Tax Name from the drop-down list. Based on this selection,
modify the Tax Rate % as per the norms.
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15. The user also has options to create an item-less credit memo against a PO.

L4l My Dashboard [B Manage Companies ¥ (@ SRMRP v (@ Help v

e 2Cs v
]
Attachments * : [} Add Attachments
]
Item details
P I There are no Items in the Credit memo (3 [# change multiple
. &  Line Item Item UOM Market Price Unit Price  Ordered Invoiced Credited Credit Taxes Total Price  Actions
No. No. Name Qty/Amt Qty/Amt Qty/Amt Qty/Amt

1 N/A E:”‘ EA INR 10,00  INR 10,000000 10 10 0 10,00 INR 0,000000 INR 100,000000 & @&

Total Discount on Item Sub-Total: INR 0.00 Modify

[ Taxes Inclusive or Nat applicable? (2 Remove all taxes

iz
E Item Sub-Total: INR 100,000000
]
|

Tax Type Tax Name Tax Rate Amount

oz .
a Select: - Select: - % INR | 100,000000 INR \)

l O Add compound tax

Tax Sub-Total: INR 0,000000

Item-Level Taxes Sub-Total : INR 0,000000

16. You can also apply taxes at header level as shown in the image below:

L4l My Dashboard [B Manage Companies ¥ (@ SRMRP v (@ Help v

— Item details

There are no Items in the Credit memo (2 Z Change multiple
Vol 8 Line Item Item uom Market Price Unit Price  Ordered Invoiced Credited Credit Taxes Total Price Actions
No. No. Name Qty/Amt Qty/Amt Qty/Amt Qty/Amt
1 N/A {:m EA INR | 10,000  INR 10,000000 10 10 0 10,00 INR 10,000000 INR 100,000000 & @2

Item Sub-Total: INR 100,000000

Total Discount on Item Sub-Total: INR 0.00 Modify

O Taxes Inclusive or Not applicable? (2 Remove all taxes
Tax Type Tax Name Tax Rate Amount
SALES_TAX - Sales Tax - 12,00¢ % INR | 100,000000 INR | 12,000000 +]
=
01 Add compound tax
l Tax Sub-Total: INR 12,000000

Item-Level Taxes Sub-Total : INR 10,000000

Extra Charges: INR

17. Add Taxes to the line items. To add tax, select Tax Type and Tax Name from the drop-down list.
Based on this selection, modify the Tax Rate % as per the norms.

18. Both —ve tax rate and/or —ve tax amount can be entered. —ve tax rate/amount indicates
withholding taxes.
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19. When —ve taxes are added, the discounted item total, on which the tax is applicable, can be
edited.

Note: You can type a tax name which is not present in the drop-down list.
Note: Taxes input will be rounded off as per customer-specific decimal precision

20. After you complete entering all information, click Submit.
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6.7.6 How to create Credit Memo without Reference

1. The user can also create a credit memo without reference.

2. From the side panel, go to My Invoices > Create Credit Memo without Reference > select your
customer.

Note: If you do not see your customer company listed here, please get in touch with your contact at your
customer company.

If your company profile is put on hold by your customer, then you won’t be able to create a Credit Memo
without PO Reference for that customer.

3. Incase the user selects create without reference then the user will be directly taken to the credit
memo creation page where he will be able to add the line level details or even create an item
less credit memo similar to the PO type creation.

|4l My Dashboard

Show attachment Back
@ tiot=: This customer supports Credit Memo amounts with upte 2 decimal digits for the currency: CAD

New Credit Memo

Supplier Portal Buyer 1 Requestor Emai

DD_SUPPLIER 1

Customer Humbse

organization Unit

Company Cade acation Code

Credit Memo Details

ADDRESS ONE [Head Quarter
- Address (HQ)]
ADDRESS ONE,

Note: Here you have a flexibility to add Requestor Email ID.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green y .

4. The credit memo without reference, the user will have to add all the details such as:
e Customer Details
e QOrganization Unit information
e Credit Memo Details
e |tem Details
e Taxes on the items (here you can add —ve taxes to indicate withholding taxes)
5. Once the details are added, submit the credit memo for apportionment.

For more reference on this section, refer Section 6.7.5. How to create Credit Memo Against a PO.
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6.7.7 Credit Memo handling on ZSN

1. Once the user creates a credit memo against a PO, then that invoiced quantity/amount will be
credited which will allow the user to create invoices against the PO for the same quantity again.

2. The credit memo once submitted will be sent to elnvoice for AP manager to review, where the
status of Credit Memo will be Ready for Apportionment.

3. Once the Credit memo is adjusted against any invoice that needs to be paid for the supplier,
then the credit memo will be used and the status will be Apportioned on ZSN.

4. The user will also have option to create credit memo from My Uploads section using already
uploaded scanned file.

6.7.8 How to View Uploads in elnvoice?

1. The View Uploads option allows the user to view the documents uploaded by you for a
customer.

NOTE: Files under uploads will be visible only to you and not to your customer.

2. Click on My Invoices. Hover over View Uploads. You will be able to see list of customers for
which you can check your uploads.

E My Invoices

@ view Invoices
»
._/ Create PO Invoice
‘ -
& Create Non PO Invoice >

-B View Uploads eproc2014
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3. Select the customer for which you want to view the upload. You will be redirected to the

following page:

|l My Dashboard [y Manage Companies v © Zeba v @ Help v

Supplier Portal Buyer 1

< Back to Homepage
Uploads

Search [® upload New Fite

P I

W
B

Filter by -
| C test upload Actions
File Type Invoice # S it Customer Name Uploaded Date
RE ADDRESS WITH .
Pdf Pdf ADDRESS LINE 1 & 2 ONLY Supplier Portal Buyer 1 19/07/2016
Image
test upload Actions ¥

Suppber Name :
O e Type e itome/Mume Uploaded Date
_ pf - REMIT TO ADDRESS WITH  5ppiler Portal Buyer 1 19/07/2016

ADDRESS LINE 1 & 2 ONLY

test upload Actions ¥
File T I Npiac e Cust N Uploaded Date
REMIT TO ADDRESS WITH
Pdf - ADDRESS LINE 18 3 ONLy  Suppller Portal Buyer 1 19/07/2016
test upload Actions ¥
Clear Filters
rie Type Invoice # Ry o ADDRESS W/0 o Customr tame Uploaded Dats
BOX Supplier Portal Buyer 1 19/07/2016
test upload Actions ¥

4. Click on Actions drop-down menu to:
a. View the upload
e You can upload files with format .jpg;*.jpeg;*.gif;*.png;*.bmp;*.pdf.
e You can filter the files as Pdf or Image.
e C(Click on the file to preview it. The file will be displayed as shown below:

p—

X Kavalo

b. Create PO Invoice

c. Create Non-PO Invoice
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d. Create Credit Memo against PO
Create Credit Memo without reference
f.  Add as an Attachment:
e When you lick Add as Attachment, it will redirect you to the PO listing page, where you

can attach the file to an existing PO which is in Draft stage or Rejected.
e C(Click on the PO to which you want to attach the file, you will see the following popup:

Confirm

9 Are you sure you want to add as an attachment to Invoice BPO_Invoice_26_02 ?

Yes No

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

6.7.9 How to View Payments in elnvoice?
You will be able to see the payment status against the invoices you submit via ZSN in case your

customer updates this information.

To view the payments, Navigate to the following location: Side Panel > My Invoices > View
Payments > Required customer company.

lbl My Dashboard B Manage Companies ¥ @ lohnE ¥ @ Help ¥

All Customers ¥

View Invoices view by By Customer

Tasks 70 Tasks

Create PO Invoice

Create Non PO Invoice

Create Credit Memo against
PO

0C2014
Create Credit Memo without ding Tasks

reference

View Uploads

View Payments

eproc2014

1. You will be navigated to the following page:

@l MyDashboard [y Manags Companiss v @ MahendraBagul v @ Help +
roc2014 -
-
Back to Hamepage
Payments
B 2s0Eva D6V SUPPLIER 00 \im3p0ts re 05D 570.00
Payment_ready_for_payment - Ready for Payment Adions =
na 250Ev1 DEV SUPPLIER 007 11/03/2016 19 usD 1,570.00
o Payment_rejected - Rejscted Adtions ¥
Ready for B
Scheduled P DEV SUPRLIER 007 11/03/2016 10 usD 1,570.00
B .
Payment_approved - Agproved e o
B e
[ rejected 2sPOEVL DEV SUFPLIER 007 11/03/2016 19 USD 1,570.00
[ cancel
Payment_approval - In Approva actions *
P DEV SUPPLIER 007 11/03/2016 10 usD 1,570.00
Payment_fully - aid actions =
P DEV SUPPLIER 007 11/03/2016 19 usD 1,570.00
- Payment_1 - Paid Actions ¥
e DEV SUPPLIER 007 11/03/2016 10 usD 1,570.00
show 10 ¥ |racor e 4d 4 Page | 1 | ofs b M
& s70 o $ 1570
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2. On the Payments page, you will be able to view following details for each payment:
e Payment Reference Number
e Customer
e Payment date
e No of Invoices Paid (hover on 0, the invoices number will be showed)
e Payment amount - currency to be appended in front of the amount
e Payment status

3. The User can perform the following operations using the View Invoices sub tab:

e Search Payments
e Filter Payments
e Sort Payments

e View Payments

6.7.9.1 Searching Payments
1. You can search for payments by Payment Number and Customer on the Payments listing page
as shown below:

Payments

Search
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6.7.9.2 Filtering Payments

You can filter the payments based on the following parameters:

e Payment status: Select a status to view the invoices under that particular status.

Filter by

El Payment Status

View all

In Approval

I Approved

I Ready for Payment

Scheduled

I Paid

I Returned

I Rejected

LR RTR] K] R] S]] &

I Cancelled

e  Payment Date between: Select start and end date using the == icon to view payments dated

between the selected date ranges.

= Payment Date between

23/11/2016 X

30/11/2016 X

e Amount: Using the slider, select the start and end amount to view payments whose amount

lies in the selected amount range. OR Enter the start and end amount in the text boxes.
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= Amount

Clear Filters

e C(Click Filter after selecting/enabling the required filters to filter the invoices.

6.7.9.3 Sorting Payments

1. You can sort the entries on Payments by:
e Customer Name
e Payment Number
e Payment Date
e Amount

Sorted By: Payment Date

Customer

Payment #

Payment Date

Amount

Note: The entries on the Payment page will be sorted in descending order.
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6.7.9.4 Viewing Payments

1. For agiven payment, under the Actions column, click View to view the payment details. You will
be navigated to the following page:

|4l MyDashboard [y Manage Companies v @ MahendraBagul v @ Help v

[}
Payment_fully To ZSPDEV1 paid

E = Payment Details

ﬁ Payment Reference Number: Payment_fully
Payment Date 11/03/2016
Currency UsD

™| Payment Method: CASH
Payment Total: USD 1,570.00
Payment Status: Paid

E Description: Description
Discount Total: USD 0.00
Remit To Supplier. Remit to Supp

= Invoice Details

1 records found

¥ Invoice # Invoice Amount Paid Invoice Amount

25n3690-1

Show| 10 7| records per page. WA 4 Page | 1 [ofz b MY

2. You can also view the payment details page by click on the Payment Reference Number.

Note: You can also add Payments card on the ZSN home page.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

6.7.9.5 Exporting Payment Details

From this listing page, you have an option to download details of all your payments. To download
the payment details, follow the steps below:

1. Navigate to Payment listing page from Side Panel > My Orders > View PO > Customer Name.
You will land on the following page:

|4 My Dashboard [ Man:
=
< Back to Homepage
Payments
a
X Clear Fiters
i ref Car d Actions ¥
stome Suppliar Company: o : Amount
Suppler Portal Buyer 1 DELL COMPUTER CROP 10 USD 1.187.534,43
[
A amr32454434523 - Paid Actons ¥
I : Custome Supplisr Compan) Payment Date No. of in amount:
Supplier Portal Buyer 1 DELL COMPUTER CROP 30/03/2018 1@ UsD 1,00
I
amr34424534523 - Paid Actons ¥
Read aym
Custome Supplier Company: Payment Dat o, Amount
Scheduled Suppler Portal Buyer 1 DELL COMPUTER CROP 30/03/2018 10 USD 1,00
| R amr32454434523 - Po Acvons
J returr § . ¢
Customes Supplier Company Payment Date No. of inveices amount
B reiected Supplier Portal Buyer 1 DELL COMPUTER CROP 30/03/2018 1@ UsD 1,00
jecte

Supplier Portal Buyer 1

« Back to Homepage
Payments
X Clear Filters
i ref-3 - Cancelled Actions ¥
Filte
Customer. Supphier Compar Payment Date: Ho. of invoices: mount
Supplier Portal Buyer 1 DELL COMPUTER CROP 04/05/2018 19 USD 1.187.534,43
[
amr3z454434523 - Paid Actions ¥
Custom Sup mpany Payment Date: No. of invoices: amount:
Supplier Portal Buyer 1 DELL COMPUTER CROP 30/03/2018 10 USD 1,00
amr34424534523 - Paid Actions ¥
ustome Su an payment Date: No. of invoice: mount:
Supplier Portal Buyer 1 DELL COMPUTER CROP 30/03/2018 10 USD 1,00

3. Clicking Export, you will see the following popup which will notify you that data export is in
progress and you will be notified through an email once the file export is complete. Click Ok.

Information

o Data export has been initiated. You will receive an e-mail notification with the exported file when it is completed.

4. Once the file is ready, you will receive the exported file (attached) to your registered email ID as

shown below:
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Payment data export completed

Sent: Fri 6/29/2018 915 AM
To:

-] Message eproc2014_Invoice_Payments_18_06_2018_023417.xlsx (4 KE)

i

Hi Carl,

The export of Payment data, requested on 18/06/2018 has been successfully completed.
The exported file is attached for your reference.

Note: Only the first 15,000 records are available as part of the exported file.

Regards,
Zycus Supplier Network

You have received this email because the email address carl@zycus.com was subscribed for email notifications
for this supplier company on Zycus supplier network. In case of any issues, please contact Zycus helpdesk at
tech-support@zycus.com

5. Open the file to view your Payment details:

Ad9-0c-I= Payments Expart - Microsoft Excel - a8 %
h Home | Inset  Pagelwout  Formulss  Dats  Revew  View  Develope - @@ 5|
B i;:w canon AN T ® St - Al | vesdings Tlitle Total 0% - Accantd | 20%- Accentz ~ F= I _!J ;:"TMI }T &
g omapaees B 1 U0 D0 B A SR @ iegencemnd] 5% S Gt fomst | 0%-Awentd  -Acentd  20%-AccentS  20%-Accents WEMSAGEEL| . | i Oee Fomst o jotd redd
Cliboard 3 Font 5 Agrment 5 Humbes 3 sttes cells Esting
AL - £ | Filters spplid ~
A [ B c ) E F G H 1 1 K L ™ N

1 Filters applied
2 Customer Name Zycus
3 Contains -
4 Payment Status All
5 Payment Date between <start date> <end date>
& Paid Amount between <start range> <end range>
7
8
9 Payment Supplier Company |Payment Date |Payment Status No. : Amount |Discount Amount |Adjustment Amount |Total Payment Amount
10 PMY0O1 Galaxy Corp. 04-27-2018 |Paid INV0002 Pw 200 - - NZD 100
11 PMY002 Galaxy Corp. 04-30-2018 |Paid INV0003 NZD 250 NZD 50 - NZD 100
12 PMY003 Galaxy Corp. 04-30-2019 |Paid INV0003 Pw 250 NZD 50 - NZD 100
13 PMY0D04 Galaxy Corp. 1/5/2018|Paid INVO0D4 NZD 300 - - NZD 500
14 PMY004 Galaxy Corp. 1/5/2018|Paid INVO0O0S mZD 200 - - NZD 500
15
16 Total Records: 10
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31 L
W4 v | sheets Sheems Shests EJ 0f] v ¥
Raagy | T | [E-ERETS) L ©)

Note: The data exported will be as per the filter applied on the listing page. You will be able to view
the applied filters in the exported file as well. The maximum limit on the number of records exported
is 15,000. Records beyond 15,000 will not be part of the exported file.
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6.7.10 Marking Filters as Favorites

ZSN has enabled the option for the Suppliers to create a filter and save as a favorite. The user can
also set one of the filters as their default view. By setting a default view, the listing page will display
the entries based on the filters selected.

To mark filter as favorite,

1. Select the filter parameters from the left panel and click the Save as Favorite Filter button as

shown in the image below:

Invoices

[& + create =

ully apportianed

ZSPDEVI ZSM DEV LOCAL ZSPOEV1 PO/SE1 08(01/2016 USD 1,201.04

Adtians

Customar Suosliar Comaan, Rafarance DocumentDate  Dus O
25PDEVI 2SN DEV LOCAL - 09/08/2016 - USD 125,930.00

Actions ¥

Cradit Memo Z5PDEVL ZSNDEV COMAPNY ZSPOEVL PO/1095 10/05/2016 - YER 793,117,395

testattar - Ready for apportionment

ZSPDEVI 2SN DEV LOCAL 2ZSPOEV1 PO/750 10/08/2016 USD 5,100.00

Show | 10 || records per page W A poge [0 ] ofr b A

2. Once you choose to save a filter, you will have to name it as shown below:

Save Filter ><

Filter Name™ Quick Review for Catalog

I:‘ Set as Default View

3. To set afilter as default, check the box as shown in the image above. Whenever the user will
visit this page, the data will be filtered based on the selected parameters.
4. Saved filters will be available in the left panel of the listing page as shown below:
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=
s
Invoices «Back to Hom
B Search + Creaate ¥
=] testCM32432354 - Fully apportioned Adtians ¥
Credit Memo 2ZsPDEVI 25N DEV LOCAL 2ZSPOEV1 PO/S81 08/01/2016 USD 1,301.04
hi| fullyiny Edit
testPro - Ready for apportionment Adians ¥
Paid and overdue invaices Edit
G Cacument Tyoa Custarmer Rafarance OocumentDate D
Credit Memo ZSPDEV1 Z5N DEV LOCAL - 09/08/2016 USD 195,930.00
dy Actions ¥
25PDEVI ZSNDEV COMAPNY 25P0EV1 PO/1095 1005/2006 - YER 793,117.395
for apportionment Adians ¥
2ZsPDEVI 25N DEV LOCAL ZSPOEV1 PO/750 10/08/2016 USD 5,100.00
= per page W4 enge [0 ] ofs b MY

5. You can have only one filter set as default. If you make another filter as default, then it will
override the existing favorite filter and you will be notified as shown below:

Confirm ><

9 You have already saved a defaulr filter for this listing page. Would you like to override the existing default
filter?

Yes No
6. Click Yes if you wish to override the existing default filter.
7. Toremove a filter from favorite, go to the left panel and click Edit against a filter.
Edit Filter ><

Filter Name™ Quick Review for Catalog

Save as Default
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8. Uncheck the box against Save as Default and click Save.
9. If you wish to delete a filter, click Delete in the popup shown above.

6.8 My Orders

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.

The My Orders option allows the user to view Orders sent you by your customers.

lil My Dashboard [ Man: mpa v v @ Hep v
< Back to Homepage
Purchase Orders
Search
ﬂ ZSPDEV1 PO/1408 - Confirmed Actions ¥
Filter by PO Type Ccustomes y R s«don  Mumber of Items Delivery Location Delive e Amount
Blanket ZSPDEVL 2017/02/08 1 Pune @ USD 15.000,00
ACMENG/17/168 - Confirmed Actions ¥
View Al
PO Type Suj pany Released on Number of Items Delivery Location Delivery Date  Amount
Unconfirmed Blanket BARCLAYS 2017/02/08 1 Pune @ USD 15.000,00
l Confirmed ACMENG/17/167 - Confirmed Actions ¥
Notified
PO Type custome Supplier Company Released on  Number of Items Delivery Locatior Delvery D Amount
Partially Invoiced Blanket ZSPDEV1 BARCLAYS 2017/02/08 1 Pune @ - USD 15.000,00
I Fully Invoiced h -
ACMENG/17/166 - Fully Invoiced Actions
l Rejected
. PO Type e Supplies 0 Rele 0 u very Location Delivery Date  Amount
[ closed Standard  ZSPDEV1 BARCLAYS 2017/02/06 1 Pune @ - USD 20.000,00
[ cancelied
ACMENG/17/165 - Confirmed Actions ¥
| exvired
PO Type Custome: Supplier Company Released on  Number of Items Delivery Location Delivery Date  Amount
Standard  ZSPDEV1 BARCLAYS 2017/02/06 1 Pune @ - USD 15.000,00
B PO Type
View Al PO Type Custome Suppller Company Releasedon  Number of Iter ery Location Delivery Date ~ Amount
Standard  ZSPDEV1 BARCLAYS 2017/02/03 1 Pune @ - USD 5.000,00
Standard
Blanket Test_Mail - Canfirmed Actions ¥
Release ) - Amount
PO Type Custome: Supplier Company Released on  Number of ItemsD Deivery ate |,
Standard ~ ZSPDEV1 ZSN DEV CO 2 2017/02/03 2 - 125 744,320,584
B Received in last email_Test11 - Unconfirmed Actions ¥
Amount
‘ PO Type Custome Suppller Compa Releasedon  Number of Iter Loeation Deivery Date o
days i o o :
Standard  ZSPDEV1 ZSN DEV CO 2017/02/03 1 testing scope @ o B
ACMENG/17/164 - Confirmed Actions ¥
PO Type Custome: Supplier Company Released on  Number of Items Delivery Date  Amount
Standard  ZSPDEVL BARCLAYS 2017/02/03 1 2017/02/28 USD 5.000,00
EmailTest111 - Unconfirmed Actions ¥
. Amount
Release End Date PO Type Custome: Supplier Company Released on  Number of Items Delivery Location Delvery Date ¥
X Standard  ZSPDEV1 ZSN DEV CO 2 2017/02/02 1 testing scope @ - RIS
Show 10 |v| records per page M4 4 rPage |1 | of21a p ]
$ 0 to  $ 124324187
Clear Filters
rvec In case of ar ZYCUS

Note: You can view the Deliver To location on the PO listing page itself.
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The User can perform the following operations using the My Orders tab:

Search Orders (Refer Searching Invoices)
Filter Orders (Refer Filtering Invoices)
Sort Orders (Refer Sorting Invoices)
Confirm/Reject Orders

View Orders (Refer

Viewing Invoices)
Send Shipment Notice for the Orders (Refer How to Create a Shipment Notice?)
. Send Invoices for the Orders (Refer

® NV R WN RN

10. Creating Invoice)

11. Download Order Details as PDF (Refer Download PO as PDF)
12. Preview PO cXML (Refer

13. Preview PO cXML)

6.8.1 How to Confirm/Reject a Purchase Order?

1. Navigate to the following location: Side Panel > My Orders > View Orders > Required Customer
Company.

i MyDashboard [ Manage Companies v @ Zeba v (@ Help v
=
]
« Back to Homepage
Purchase Orders
]
i ﬂ COMO07/16/0323 - Confirmed Actions ¥
Filter by PO Type Customes Suppker Company Released an Delwery Date Ampunt
cu Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 06/09/2016 CAD 48,884.00
COMO07/16/0322 - Confirmed Adtions ¥
View Al
PO Type Customer Suppler Campany Released on Delivery Date Amount
Unconfirmed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 06/09/2016 06/09/2016 CAD 48,884.00
I‘:"“"“"““ COMD07/16/0319 - Partially Invoiced Actions ¥
] votified
PO Type Customes Supper Company cleased on Delivery Dat Ameunt
Partially Invoiced Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 01/09/2016 C€AD 30.00
Fully Tnvoiced
] Fuity tnvoiced P_Check ICWissue _2 - Confirmed Adions ¥
l Rejected
PO Type Custome Suppker Company Released on Delivery Date Amount
i closed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 RupZycus 50,239.00
] concelied
COMD01/16/6 - Confirmed Actions ¥
B
5 Type Customer Suppisr Company Relaasad on osivery Data Amount
Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 RupZycus 0.00
B PO Type COMO07/16/0320 - Confirmed Actions ™
View Al PO Type Custome Suppker Company Released on elivery Date Amount
Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 SYP 10,000.00
Standard

2. Look for the required purchase order using the Search, Filter or Sort options.
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3. Perform any one of the following actions as per requirement:

A. Approving PO:

1. Click on the " ©2nfirM jeon corresponding to the required Purchase Order to
approve the PO.

Confirm PO X
PO Number: ACMTECH/15/21
Customer Name: ZSN P2P Integration
Delivery Date: 09/04/2015
PO Total: DSU 14,790.00
Estimated Delivery Date™: L
Comments:
[ConfIenyBOlY  Cancel

2. Select the Estimated Delivery Date for the Purchase Order.

3. Enter the required comments.

4. Click Confirm PO to approve the PO.

B. Rejecting PO

1. Click on the ‘& Rei=tt jeon corresponding to the required Purchase Order to
reject the PO.

Reject PO X
PO Number: ACMTECH/15/20

Customer Name: ZSN P2P Integration

Delivery Date: 09/04/2015

PO Total: Ruppes 785.00

Comments™:

(RejectROl] cancel
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2. Enter the required comments.
3. Click Reject PO to reject the PO.

Download PO as PDF

1. Navigate to the following location: Side Panel > My Orders> View Orders> Required Customer

Name.

© Zha v @ hHep ~

« Back to Homepage

Purchase Orders

B @

Search

| B COMO07/16/0323 - Confirmed Actions ™
Filter by PO Type Suppker Company Released on Delivery Date Amount
| G Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 06/09/2016 - CAD 48,884.00
=]
COMO07/16/0322 - Confirmed Actions ™
View All
PO Type Customer Suppier Company Releasad on osivery Date Amount
Unconfirmed Standard Supplier Portal Buyer 1 2YCUS SUPPLIER 06/09/2016 06/09/2016 CAD 48,884.00
I Confirmed COMO07/16/0319 - Pa Invoiced Actions ¥
] votified
PO Type Custome Suppker Company Released on Delivery Date Amount
Partially Invoiced Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 01/09/2016 - CAD 30.00
Fully I iced
[l Fully voices P_Check ICWissue _2 - Confirmed Actions ™
| Resected
ype Custome Suy pany Released on Delvery Date Amount
I losed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 RupZycus 50,239.00
J cancelled
COMO01/16/6 - Confirmed Actions ¥
 Bwired
o Type Customer Supphe Released an Delivery Date Amount
Standard Supplier Portal Buyer 1 ZYCL 30/08/2016 31/08/2016 RupZycus 0.00
COMO07/16/0320 - Confirmed Actions ™
View All PO Type Customes Suppher Company Released on Delvery Date Amount
Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 SYP 10,000.00
tandard

2. Look for the required PO using the Search, Filter or Sort options.

3. Click onthe = Vie

w PO

icon from

menu corresponding to the required Invoice.

l My Dashboard [ Manage Compar @ Zcba v @ Help

< Back

B o

COMDO7/16/0323 From Supplier Portal Buyer 1 CAD 48,884.00 | Confirmed I

Released on : 06/09/2016
™) Delivery Terms 1 FAS
Payment Terms : NET15 @

Billing Address

]

Customer Name
Supplier Company

Comments from Buyer

: 2nd Floor, P&S Carporate House, Plot Na. A-56 Road No 01,MIDC, Andheri (East),, Mumbal, Maharashtra, IN, 400 093
: Supplier Fortal Buyer 1

: ZYCUS SUPPLIER

PO Number : COM007/16/0323
Delivery Date
Estimated Delivery Date : 08/09/2016

Delivery Address
Contract Number
Invoice Address
Organization Unit(OU)

Delivery To

: 2nd Floor, P&S Corporate House, Plot No. A-56 Road No 01,MIDC, Andheri (East),, Mumbal, Maharashtra, IN, 400 093

2nd Floor, PRS Corporate House, Plot No. A-56 Road No 01,MIDC, Andheri (East),, Mumbai, Maharashtra, IN, 400 093

: Zycus » POT-2 » Seepz++

: Zeba Khalil

= Items

Line No. Item Description Market Unit Price  Item uoM Delivery Delivery Delivery Total Price  Actions
Mame Price Quantity Date To Address
Category : Endangered species protection associati CAD CAD 06/09/201 - CAD
! car @ . 222200 222200 2 A (23] 5 45,884.00
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4. Click on the : menu and select Download as PDF.

Preview PO cXML

1. Navigate to the following location: Side Panel > My Orders> View Orders > Required Customer
Company.

|l My Dashboard [ Manage Companies v (@ Zeba
. Supplier Portal Buyer 1
-
< Back to Homepage
Purchase Orders
-
i ﬂ COMDO7/16/0323 - Confirmed Actions ¥
Filter by PO Type ome Released an Delwery Date Ampunt
| G Standard Supplier Portal Buyer 1 06/09/2016 - CAD 48,884.00
B PO status
COMDO7/16/0322 - Confirmed Actions ™
View All
PO Type Customer Suppier Company . livery Date Amount
Unconfirmed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 06/09/2016 06/09/2016 CAD 48,884.00
[ confirmed COMD07/16/0319 - Partially Tnvoiced Actions ¥
] votified
PO Type Custome Supper Company cleased on Delvery Da Ameunt
Partially Invoiced Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 01/09/2016 C€AD 30.00
Fully Tnvoiced
] Fuity tnvoiced P_Check ICWissue 2 - Confirmed Adions ¥
| Rejected
PO Type Customer Suppher Company Released on Delivery Date Amount
I Closed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 RupZycus 50,239.00
J cancelled
COMO01/16/6 - Confirmed Actions ¥
 Bwired
o Type Customer Suppser Campany cleasad an c Date Amount
Standard Supplier Portal Buyer 1 o 30/08/2016 E RupZycus 0.00
) etz COMDO07/16/0320 - Confirmed Actions ¥
View All PO Type Custome Suppker Company Released an elivery Date Amount
Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 SYP 10,000.00
Standard a

2. Look for the required PO using the Search, Filter or Sort options.

3. Click on the PO number to view PO.
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L My Dashboard [ Manage Companies v

(]
g

o You have confirmed this purchase order, now you can create invoices or shipment notice against this PO

COMDO07/16/0323 From Supplier Portal Buyer 1 CAD 48,884.00 | Confirmed I

a :

Released on : 06/09/2016
™) Delivery Terms : FAS

Payment Terms : NET15 @
c“ Billing Address : 2nd Floor, P&S Corporate House, Plot No. A-56 Road No 01,MIDC, Andheri (East),, Mumbai, Maharashtra, IN, 400 093

Customer Name : Supplier Portal Buyer 1

Supplier Company : ZYCUS SUPPLIER

Comments from Buyer -

PO Number COMD07/16/0323

Delivery Date

Estimated Delivery Date : 06/09/2016

Delivery Address : 2nd Floor, P&S Corporate House, Plot No. A-56 Road No 01,MIDC, Andheri (East),, Mumbal, Maharashtra, IN, 400 093

Contract Number

Invoice Address 2nd Floor, P&S Corporate House, Plot No. A-56 Road No 01,MIDC, Andheri (East),, Mumbai, Maharashtra, IN, 400 093
Organization Unit{(OU) : Zycus » PDT-2 » Seepz++
Delivery To : Zeba Khalil
Line No. Item Description Market  Unit Price Item uoM Delivery  Delivery  Delivery Total Price  Actions
Name Price Quantity Date To Address
(Category : Endangered spedies protection associati Ccap CAD 06/09/201 ~ CAD
! car . 22200 222200 2 A 1{23] g 48,884.00

4. Click on the Actions menu and select Preview PO CXML.

6.8.2 How to Create a Shipment Notice?

To create a Shipment Notice for a Purchase Order:

1. Navigate to the following location: Side Panel > My Orders> View Orders > Required Customer
Company

2. Look for the required purchase order using the Search, Filter or Sort options

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

B

" w

3. Click on the T Shipment Notice jcon under actions

Purchase Orders

B Manage Compa

© Zeba v @ hHelp ~

« Back to Homepage

Search
ﬂ COMO07/16/0323 - Confirmed Actions ¥
Filter by PO Type cus Company Released on Amount
Standard Supplier Portal Buyer 1 SUPPLIER 06/09/2016 CAD 48,884.00
PO Status
COMO07/16/0322 - Confirmed Actions ¥
View All
#0 Typa Customer Company Released on Delivery Date Amount
Unconfirmed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 06/09/2016 06/09/2016 CAD 48,884.00
I("""”""‘:I COMOD7/16/0319 - Partially Invaiced Actions ¥
] votified
PO Type Custome Sugpher Company Released on Amount
Partially Invoiced standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 01/09/2016 - CAD 30.00
Fully I iced
[l Fully voices P_Check ICWissue _2 - Confirmed Actions ¥
| Resected
ko Custome Released on i Amount
I losed Standard Supplier Portal Buyer 1 30/08/2016 31/08/2016 RupZycus 50,239.00
J cancelled
COMO01/16/6 - Confirmed Actions ¥
| expired
#0 Type Customer Released on Amount
Standard supplier Portal Buyer 1 30/08/2016 RupZycus 0.00
B PO Type COMO07/16/0320 - Confirmed Actions ¥
View All Custome Released on
Supplier Portal Buyer 1 30/08/2016 31/08/2016
tandard

4. Enter the required details on the New Shipping Notice page.

B m

@ m

New Shipping Notice
supplier Portal Buyer 1 COMD07/16/0323
Shipment Identified By *
Shipment No.*:
Shipment Date*:

Expected Delivery Date* -

No. Ttem No.

o 1 1 |

Shipper's Identifying Number (le)- Carrier*

Shipped Via*

Service Level

Comments:

Item Name

B9 Manage Comp:

-select--

Select

Ordered Qty UOM

22 Ach| (23]

corresponding to the required Purchase Order.

© Zha v @ hHep ~

< Back

Pending Qty Shipped Qty

22

5. Select the items that are being shipped and enter their shipping quantity.

Click Here to Give Feedback
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6. Perform any one of the following actions as required:

A. Cancel: To discard the changes made in the shipment notice and exit.

B. Save as draft: To save the changes made in the shipment notice and exit.

C. Submit: To save the changes made in the invoice and submit the shipment notice for
processing.

o Shipment notice can also be created using the Create Shipment Notice option under the
Actions menu on the View PO page for the respective Purchase Order.
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6.8.3 How to Create Direct Invoice against a Blanket Purchase Order?

The supplier can create an invoice against blanket order if the customer has given access to
suppliers. Or else the suppliers can create invoice against release orders if the customer hasn’t given
access. In case of no access, the supplier can still view the blanket order for their reference.

3. Onthe landing page, select Purchase Order from the Card Library.

ldd My Dashboard [ Manage Companies v @ Zeha = @ Help «

All Customers

PENDING TASKS 10 tasks

5 Incomplete tasks 10 Invoices 5 Purchase Orders

-

= PENDING COMPLETION PENDING SUBMISSION  F ! PENDING CONFIRMATION
Complete Company Profile 798 COMO01/16/0263-1

a Eproc Autox Supplier Portal Buyer 1 Supplier Portal Buyer 1
Complete Profile View Invoice View PO

E
Complete Company Profile INS68 COMO01/16/0238
ENCR SIM Supplier Portal Buyer 1 Supplier Portal Buyer 1

Complete Profile View Invoice View PO

INVOICES ! PURCHASE ORDERS

INV00538593 - Delivered COMO007/16/0323 - Confirmed

Customer Reference Due On mount PO Type Customer Released on Amount
Supplier Portal ... - 28/07/2014 UsD 3,500.00 Standard Supplier Portal ... 06/09/2016 CAD 48,884.00
Inv_31_non_4 - Delivered COMO007/16/0322 - Confirmed

Customer Reference Due On Amount PO Type Customer Released on Amount
Supplier Portal ... PO 31/07/2014 USsD 10,589.80 Standard Supplier Portal ... 06/09/2016 CAD 48,884.00
Inv_Non_30_1 - Submitted COMO07/16/0319 - Partially Invoiced

4. Click on View More to view the list of PO. You will be redirected to following page:

|l MyDashboard [ Manage Companies + @ Zeba v @ Help v
i Supplier Portal Buyer 1
=
« Back to Homepage
Purchase Orders
-
Search
| ﬂ COMOD7/16/0319 - Partially Invoiced Actions ¥
Filker by »0 Type Custome Supplier Company Released on Delivery bate Amount
= Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 01/09/2016 - CAD 30.00
P_Check ICWissue _2 - Confirmed Actions
View Al
50 Type custome Supplier Company Raleased o Dalivery Date Amount
Unconfirmed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 RupZycus 50,239.00
I confiemed COMOO1/16/6 - Confirmed Actions ¥
stified
»0 Type Customer Suppliar Campany Raleased on Delivery Date Amount
Partially Invoiced Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 3y/08/2016 RupZycus 0.00
[w] I Fuity Tnvoiced COMO07/16/0320 - Confirmed Actions ™
 Feiected
50 Type Customs Suppher Company Released o Delivery Date Amoun
[ Closed Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 31/08/2016 SYP 10,000.00
] concelied
COMO07/16/0321 - Confirmed Actions
l Expired
50 Type Custome Supplier Campany Released or Delivery Date Amount
Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 3y/08/2016 CHF 222,400.00
SEOJIY COMOU1/16/5 - Confirmed Actions ¥
View Al P0 Type Customer Supplir Company ’ Dalivery Data Amaunt
Standard Supplier Portal Buyer 1 ZYCUS SUPPLIER 30/08/2016 30/08/2016 RupZycus 0.00
Standact -
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5. Onthe left side panel, check on the filter in PO Type as Blanket and click on Apply Filter. All the
blanket purchase orders will be listed.

6. Select the BPO against which you want to make an invoice, click on Actions drop-down menu,
and select + Invoice.

zsn COM004/16/192 - Confirmed Actions ¥
PO Type Customer Supplier Company Released on Deliver < Invoice
Blanket ZSPDEV1 ZSN DEV CO 1 02/01/2016 =

7. Following page will be displayed. Fill in the details in the invoice.

Ll My Dashboard [ Manage Companies v @ sudheer ¥ @ Help ¥

Supplier Portal Buyer 1

© note: This customer supports Invoice amounts with upto 2 decimal digits for the currency: CAD - Canadian Dollar

New Invoice

B

To Supplier Portal Buyer 1 against Blanket Purchase Order INVOCORP/18/2564 :CAD 10,2805

Invoice Details

Invoice Number*

Invoice-To Address Axis Bank BKC
Axis Bank,
’\3 BKC Bandra East,
. . s Sumatra,Lampung, 1D
Document Date B
E Remit to Address*® ADDRESS ONE [Head Quarter l\dd-
Payment Terms™® : PaymentTermBulgarian_36 @

ADDRESS ONE [Head Quarter
Address (HQ)]

ADDRESS ONE,

LOS ANGELS,US-CA,

Invoice Due Date

USA, 22334
Bill-To Address : Axis Bank BKC
Axis Bank,
BKC Bandra East, Ship-From Address™ ADDRESS ONE [Head Quarter Add-
Sumatra,Lampung,ID
ADDRESS ONE [Head Quarter
Address (HQ)]
Ship-To Address : Axis Bank BKC ADDRESS ONE
Axls Bank, LOS ANGELS,US-CA,
BKC Bandra East,

USA, 22334
Sumatra,Lampung,1D

8. Once you complete filling the invoice, you can submit or save the invoice as draft.
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6.8.4 Marking Filters as Favorites

ZSN has enabled the option for the Suppliers to create a filter and save as a favorite. The user can
also set one of the filters as their default view. By setting a default view, the listing page will display
the entries based on the filters selected.

To mark filter as favorite,

1. Select the filter parameters from the left panel and click the Save as Favorite Filter button as

shown in the image below:

=
2
Back to Homepage
Purchase Orders 1
=] ZSPDEV1 PO/1778 - Fully Tnvoiced Adtions ¥
_ Standard 2ZsPDEVI ZSNDEV COMAPNY 06/26/2017 1 cMo_city @ 06/ UsD 12.00
ZSPDEV1 PO/1774 - Notifed Adians ¥
E PO Tipe Customar Supslier Compan Raleased o0 Mumber of Thams Delivary Locatio s Dats Amaunt
Standard ZSPDEVL ZSNDEV COMAPNY 06/26/2017 1 cMD_city @ USD 144.00
ZSPDEV1 PO/1773 - Canfiemed Adtions T
Standard 25P0EVL ZSNDEV COMAPHY 06/26/2017 i cMo_Cry @ 06/27/201 USD 1.00
ZSPDEVI POJ1772 - Confimed Adtions ¥
0O Type polier Comps S wcfltams  Delivery Locaton etracy Date
Standard 2ZSPDEVI ZSNDEV COMAPNY 06/26/2017 1 cMo_city @ S 12.00
ZSPDEV1 PO/1771 - Unconfirmed adions ¥
Standard 25N DEV LOCAL 06/26(2017 1 cmo_city @ LT EUR 535.00
ZSPDEV1 PO/1770 Adtians ¥
%0 Type Custamer Suppler Comp Releasad on : Dalivary Locatio " mount
Standard 25PDEVL ZSNDEV COMAPNY 06/22/2017 1 cMO_Cry @ - USD 10,000.00
ZSPDEVI PO/1768 - Part ctions ¥
Release Standard 2POEV 2SHDEV COMAPNY ©6/22/2017 1 cMo_ciy @ USD 10,000.00
ZSPDEVL PO/1766 - Expired Adions ¥
PO Tyoe Custarmar Supsliar Compan Ralsazed on umber of Tiama  Dalivary Location r Date
Etanket 2SPDEVL ZSHDEV COMAPHY 08/22/2017 1 cMD_City @ USD 5,240.1435

2. Once you choose to save a filter, you will have to name it as shown below:

Save Filter ><

Filter Name™ Quick Review for Catalog

I:‘ Set as Default View

3. To set a filter as default, check the box as shown in the image above. Whenever the user will
visit this page, the data will be filtered based on the selected parameters.
4. Saved filters will be available in the left panel of the listing page as shown below:
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=
X Clear Filters
=] PDEVI PO/1776 - Fully Invoiced
_ Standard 2ZsPDEVI ZSNDEV COMAPNY 06/26/2017 cMo_city @ 06/ s 12.00
ZSPDEV1 PO/1774 - Notified Actians
(c} PO Tive Custamer Supslier Compan Releazed on Dalivay Locatio r Dat
Standard ZSPDEVL ZSNDEV COMAPNY 06/26/2017 cMD_city @ USD 144.00
ZSPDEV1 PO/1773 - Confirmed ctions
Standard 25PDEV ZSNDEV COMAPNY 06/26/2017 cMo_Cry @ 06/27/201 USD 1.00
ZSPDEVI POJ1772 - Confimed Actian
0O Type — ppliec €ompam S Deliery Locatin Amoont
Standard 2ZSPDEVI ZSNDEV COMAPNY 06/26/2017 cMo_city @ S 12.00
ZSPDEVL PO/1771 - Unicor adions ¥
Standard ZSPDEVL 25N DEV LOCAL 08/26/2017 1 cMD_city @ LT EUR 535.00
ZSPDEV1 PO/1770 Adtians ¥
%0 Type Custamer supslier Comps Releasad on wimber of items  Dalivary Locatio Debvary Date mount
Standard 25PDEVI ZSNDEV COMAPNY 06/22/2017 1 cMO_Cry @ - USD 10,000.00
ZSPDEVI PO/1768 - Partially Invoiced Adtions ¥
Standard 2SPDEVI ZSNDEV COMAPNY 06/22/2017 1 USD 10,000.00
ZSPDEVL PO/1766 - Expired Adions ¥
PO Tyoe Custarmar Supsliar Compan Ralsazed on umber of Tiama  Dalivery Location r Date
Etanket 2SPDEVL ZSHDEV COMAPHY 08/22/2017 1 cMD_City @ USD 5,240.1435

5. You can have only one filter set as default. If you make another filter as default, then it will
override the existing favorite filter and you will be notified as shown below:

Confirm ><

9 You have already saved a defaulr filter for this listing page. Would you like to override the existing default
filter?

6. Click Yes if you wish to override the existing default filter.
7. Toremove a filter from favorite, go to the left panel and click Edit against a filter.

Edit Filter ><

Filter Name™ Quick Review for Catalog

Save as Default

8. Uncheck the box against Save as Default and click Save.
9. If you wish to delete a filter, click Delete in the popup shown above.

Click Here to Give Feedback
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6.8.5 Exporting PO Details

From this listing page, you have an option to download details of all your PO’s. To download the PO

details, follow the steps below:

1. Navigate to PO listing page from Side Panel > My Orders > View PO > Customer Name. You will

land on the following page:

Purchase Orders

P ¢ 0

=

wonfirmed

PO Type ustomar
Standard Supplier Portal Buyer 1
INVOCORP/18/1234 - Unconfirmed

PO Type Customer

Standard Supplier Portal Buyer 1

INVOCORP/18/ - uncenfirmed

PO Type Custamer
Standard Supplier Portal Buyer 1
Zsn retngger fail - Unconfirmed
PO Type c
standard Supplier Portal Buyer 1
INVOCORP/17/1145 - Partially Invoiced
PO Type ustomer
Standard Suppler Portal Buyer 1

Re trigger - Unconfirmed

PO Type

standard

Customer

Supplier Portal Buyer 1

Supplier Compan [ tom:
DELL COMPUTER CROP 3
am B Numb

PUTER CROP  23/05/2018 H
Supphier Company Numt tem:
DELL COMPUTER CROP 3
Supplier Company Releas: Number of Item:
DELL COMPUTER CROP  17/11/2017 1

DELL COMPUTER CROP

Supplier Compa

y Number of Items
DELL COMPUTER CROP

Delivery Location
Bangalore @

Delivery Location

Bangalore @

Bangalore @

Delivery Location

Jyoti City @

Delivery Location

Iyoti City @

< Back to Homepage

Actions ¥

USD 83.473,95
Actions ¥

amcunt

USD 3.732,75
Actons ¥

USD 13.361,25

Actions ¥
Amount
AUD 1.000,00

Actions ¥

AUD 1.000,00

Actions ¥

Amount
AUD 1.000,00

Actions ¥ v

Purchase Orders

P ¢ [

A W

[#] [ confirmea

X Clear Fiters

INVOCORP/17/1122 - C

PO Type ustomar
Blanket Supplier Portal Buyer 1
INVOCORP/17/1112 - Fully Invoiced

PO Type Customer

Standard Supplier Portal Buyer 1

ePQASPD - Confirmed

standard Suppher Portal Buyer 1

COMOOB/16/0455 - Confirmed
FO Type Custamer
Standard Supplier Portal Buyer 1

COMODB/16/0454 - Confirmed

DELL COMPUTER CROP  16/11/2017 2

Supplier Cor

DELL COMPUTER CROP

Items

Sugpher Company
BARCLAYS_CHECK AMX
LENGTH ON EINVOICE
SIDE_"OAMH MK 5
HECKOMBKD W3 OTUETOB,
KOTOPGIE Bbl XENAETE
YOANAT

Suppl mpany
BARCLAYS_CHECK AMX
LENGTH ON EINVOICE
SIDE_"O/IUH Nk .
HECKONBKO U3 OTHETOR,
KOTOPHIE Bbl KENAETE
YAANAT

ot Gty @

Delivery Location

rasd @

Multiple @

y Date

01/11/2016

< Back to Homepage

USD 1.380,00
Actions ¥

amcunt

USD 11.160,00

Actons ¥

amount
GBP 1.213,00

Actions ¥

Amount
GBP 515.700,00

Actions ¥
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3. Clicking Export, you will see the following popup which will notify you that data export is in
progress and you will be notified through an email once the file export is complete. Click Ok.

Information

o Data export has been initiated. You will receive an e-mail notification with the exported file when it is completed.

4. Once the file is ready, you will receive the exported file (attached) to your registered email ID as
shown below:

Purchase Order data export completed
L]

Sent: Fri 6/29/2018 9:07 AM

To:

| Message (] eprac2014_PurchaseOrders_18_06_2018_021810.xlsx (5 KB)

P

Hi Carl,

The export of Purchase Order data, requested on 2018/06/18 has been successfully completed.
The exported file is attached for your reference.

MNote: Only the first 15,000 records are available as part of the exported file.

Regards,
Zycus Supplier Network

You have received this email because the email address Carl@zycus.com was subscribed for email notifications
for this supplier company on Zycus supplier network. In case of any issues, please contact Zycus helpdesk at
tech-support@zycus.com

5. Open the file to view your PO details:

D d9--I= PO expor - Microsoh Excel - 8 x
h Fome | imen  Pagelmout  Fomuss  Dats  Review Ve eisper 2@ =@
# o Cation Ju A K T m[ B | Swepre General [owtput | v + Headingl Heading2  Heading3 i wioten -
’j:::';mmr Bru- Z- &A- EEE # e e w0 @A . i Total 20%- Accentl | 20%- Accent e
Ciphosr : Font . sngrment . roumbe - styes
a1 - e Filters applied v
A | 8 3 D £ P G H i ) [ L ™ g
1 Filters applied
2 Customer Name Zycus
3 Contains -
4 POStatus Al
5 POType Al
6 Received in last (days) |-
7 Received between <start date> <end date>
8 Amount between <start range> <end range>
9
10
11 PO Number - |Supplier Company - |Released On v[sn;ms - |No. of items - | Delivery location - | Delivery Date - |Amount
12 PO12234 Galaxy Corp. 6/9/2018|Confirmed i 6/20/2018|INR 100
13 PO14334 Galaxy Corp. 3/10/2018| Confirmed 2|Mumbai 7/2/2018|INR 10000
14
15
16
17
18
19
20
21
22
24
25
26
27
28
29
30
31 i
W 4 5 ¥ Purchase Orders . #3 ok} 0}
Redy | 3| BRI ——
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Note: The data exported will be as per the filter applied on the listing page. You will be able to view
the applied filters in the exported file as well. The maximum limit on the number of records exported
is 15,000. Records beyond 15,000 will not be part of the exported file.

6.9 My Catalogs

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.

If your company profile is put on hold by your customer, then you won’t be able to create a Catalog for that
customer.

The My Catalogs option allows the user to:

e View catalogs uploaded by you for a customer
e (Create your new catalog

To view the catalogs, access the side panel and go to My Catalogs > View Catalogs. You will land on
the following page:

=
le2
Back to Hamepage
catalogs
= [3 uptoad New Catalog % catalogs Upload Status
= by
E ZSNDEV COMAPNY vi 04o6/2017  Private
raft '] Actions
o 25N DEV LOCAL vi 040672017 Private
Ready F
. sadsad - Draft tons ¥
ZSN DEV LOCAL vi 002017 Prwate
Published Test12355453 - Drak actions ¥
ZSNDEV COMAPNY vi 04os/2017  Praate
TEst n 0 ctions ¥
Filbe 0 ZSNDEV COMAPNY vi 04/05/201 private
CH_Sander_Vs2 - Submitted tions ¥
2000 ZSNDEV COMAPNY vi 04052017 1 8uyer
TEST_SHWETAS469848 - Draft tions ¥
o ZSNDEV COMAPNY vi 04052017 Private
tes Actions ¥
1 ZSNDEV COMAPNY. vl 04/05/2017 Private

NOTE: When a catalog is first uploaded by the customer or created by supplier, the version will be V1 by
default.
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The User can perform the following operations using the View Catalogs tab:

Search Catalogs (Refer Searching Invoices)
Filter Catalogs (Refer Filtering Invoices)
Sort Catalogs (Refer Sorting Invoices)
View Catalogs (Refer

Viewing Invoices)
Upload New Catalog
Edit Existing Catalogs

W NN R WNE

Delete Catalogs

Note: For the catalogs that are being uploaded in the background and be reviewed by clicking
Catalog Upload Status option as shown below:

K

B m

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green

6.9.1 How to Upload a Catalog?

Uploading a Catalog in ZSN consists of the following Steps:

Step 1: Catalog Details
Step 2: Upload Catalog

a. Online Creation
b. Offline Upload (CSV, CIF 3.0, cXML, Excel, ZIP)
i. Upload File
ii. Map Columns
iii. Validate
iv. Classify

Step 3: Item Details
Step 4: Validate and Publish

To upload a Catalog in ZSN:

Navigate to the following location: Side Panel > My Catalogs > Create New Catalog > Required
Customer Company.
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]
]
Upload Catalog Wizard
1 catalog Details
- N Catalog Name *
= = Maximum length B0 characters
-] - Custome: : Supplier Portal Buyer 1
Buyer Email Id
&
Supplier Company®
o Contact : Zeba

i MyDashboard [ Manage Companies @ Zeba v i@ Help ~

Contact Email Id : zeba.eproc@zycus.com

Catalog Type Product Catalog

Catalog Taxonomy @ System Stendard  © Custom Taxonomy

Description

Step 1: Catalog Details

1. Enter the mandatory fields such as Catalog Name and Supplier Company.

2. Enter the Buyer Email Id if you wish to share your catalog with any buyer.

NOTE: if the Buyer Email Id does not belong to buyer organization, then the system will display following

error message:

Buyer Email Id

francis.capola@foxtrot.com

# The email address is not valid, please enter a valid buyer email Id to create a catalog

3. Select the Catalog Taxonomy as Standard Taxonomy or Custom Taxonomy.

Catalog Taxonomy ! @ System Standard @ Custom Taxonomy b

4. If you select Custom Taxonomy there will be no validations on category.

NOTE: Custom Taxonomy may or may not be supported by your buyer. Please inform your buyer in case
you are uploading a taxonomy different from buyers.

5. Click Continue.

Click Here to Give Feedback
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Step 2: Upload Catalog

Select the required Catalog format for upload OR click Create under Create New Catalog. Refer the
following screenshot:

| MyDashboard [ Manage Companies v @ Zeba v

]
]
Upload Catalog Wizard
E 1 I rmat
1 catalog Details L4
1f you have an existing catalog, please sekect the file format, or use the online catalog edito
- 2 upload
- pload Catalog
sy csv CIF 3.0 CIF 3.0
Upload File d | Upload File ‘ Upload File ‘
| —
Map Columns
— cXML — Excel
| G validate
| Upload File Upload File ‘
Classify

- zIp

New Catalog
=

&) 11 you dont have any existing catalog format then create a catalog online by filing a simple form

Discard Catalog

Online Creation

1. On the Step 2 page, click on the Create button under Create New Catalog. This will redirect you
to the following page:
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@ My Dashboard [ Manage Companies v @ Zeba v @ Help v

Upload Catalog Wizard

E Create Catalog online Upload File | |+ Add item
1 catalog Details v
- 2 Create Catalog online ¥ I eere | [ update Seected Search | suppperpatip | ﬂ
Item Details Supplier Part ID Ttem Name Category Category Name Manufacturer Name Unit Price Actions
1
= code

]

No Items found

Show 10 v/ records per page.

Discard Catalog | Save

b dentt

2. Click + Add new item to add items to the Catalog.

Add an Item to the Catalog

Item Image Item details

Supplier Name: ZSNDEV COMAPNY
i ier ID: 963146

m

Supplier Part ID: =
# Please enter a valid Item number

Short Description:

Item Description:

or
Maximum length 2000 characters

Product Category: ™
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NOTE: 75N prevents customers from adding UOM or Price which is not supported as per
customer supported UOM and decimal precision for currency. It will show a warning as shown in
the following screenshot:

Add an Item to the Catalog ><
Item Image Item details
. ~
Item Description:
Maximum length 2000 characters
Product Category:*
Category Code: -
Select File . The selected UOM has a
UOM: ea . o
decimal precision of 2
ar
Faste Image URL Price:® | Or [J Zero Price Item
# Please enter a valid price.
Currency: ™ INR.
Advance Fields e

3. Enter all the required information about the item to be added in the Catalog such as:
e Supplier Part ID
e Short Description
e Product Category
e UOM
e Price
e Currency
4. You can also choose to De-activate an item if required.
5. Select the Item Image by clicking Select File OR enter the URL of the image.
6. Click Add to add the item with the entered details in the Catalog. Similarly, add/edit/delete all
items in the Catalog as per requirement.
7. Once the items are added, you can review them as shown below:
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|l My Dashboard [l Manage Companies ¥ © Minal Parate ¥ © Help ~

]
-
Upload Catalog Wizard
= Catalog Parsing Summary
1 Catalog Details v —
2 ltems Uploaded | Show All Items | Delete All Items Upload File + Add i
e 2 Upload Catalog
e Upload File 1 Delete [# Update Selected 2 records found Search  Supplier Part 1D |« ﬂ
Map Columns u} Supplier Part  Item Name  Manufacturer Unit Price Category Category Name™ Item | Actions
) Name Code Status
E Validate 4
INR
o 874524 Laptop 124.123.00 86141703 Computer programmed @ [# edit. ] Delete
Classify
| J o 8767456 Keyboard INR 345.00 43211806 Keyboard wrist rest (] [# edit [ Delete
3 Item De
Show 10 '~ records per page. Md 4 Page | 1 |ofr b MY
- 4

Note: Highlighted section shows the status of items of whether they are active or inactive.

Note: If Decimal Precision is not followed for items uploaded in the catalog, ZSN will display an error
as shown below:

Upload Catalog Wizard
Catalog Parsing Summary

1 Items Uploaded | Show All Items | Delete All Items Upload File + Add item

1 Catalog Details v

2 Upload Catalog

Upload File 1 Invalid Unit Price : Amount exceeds 2 decimal digits for currency USD Discard error items
1 Invalid Unit of measure Discard error items
Map Columns 2
Errors
Classify
3 ftem Detais MWoeiete | [KUpdate Selected 1 records found Search| Supplier Fort 1D ¥ H
4 validate and Publish
O Supplier Part ID Item Name Manufacturer Name Unit Price Category Code Category Name™® Item  Actions
Status
o e 2772882 4-Line Phone Intellidata -USD 1.00 43191504 Fixed phones [ ] [# edit T Delete
Show [ 10 [~ records per page. M4 4 Page o1 b M

Discard Catalog | Save as draft

8. Click Continue to proceed to Step 4: Validate & Publish. Following page will be displayed:
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i MyDashboard [ Manage Companies v @@ Zeba v i Help ~

Upload Catalog Wizard

1 cCatalog Details L4
Catalog Name : Bottles
- 2 Create Catalog online ¥
Description
3 Item Details v
= "

4 validate and Publish

]

vetty o e

) Select to share this catalog with customers

Customer Name Supplier Discount%  Validity Description

Supplier Portal Buyer 1 ZYCUS SUPPLIER From Ta:

9. Enter the Validity (From-To) of your catalog using the date picker.
10. You can also share this catalog with your customers. Check the box against Select to share this
catalog with customers. On checking the box, a table will appear.

i MyDashboard [ Manage Companies v @@ Zeba v i Help ~

Upload Catalog Wizard

=] ‘
1 catalog Details -
Catalog Name : Bottles
™ 2 Create Catalog online ¥
Description
3 Item Details v
| ; .
| 4 validate and Publish Freon !
| Validity  From 06/09/2016 10 30/09/2016 :

[ Select to share this catalog with customers
Customer Name Supplier Discount%  Validity Description

Supplier Portal Buyer 1 ZYCUS SUPPLIER 2 From: 06/09/2016 To: 30/09/2016 Clear

11. For the selected customer, Customer Name will be auto-populated. You can enter the Discount

you want to offer to the company. You can also mention the Validity of the catalog for the
customer.

12. Click Submit. You will get following popup:

&% The Catalog will soon be published.
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13. Your catalog will be displayed in catalog listing page.

Offline Creation

1. Onthe Step 2 page, select the required File Upload Format.

l MyDashboard [ Manage Companies v @) Zeba v @ Help ~

]
—
Upload Catalog Wizard
E I ! rimat
1 catalog Details -
If you have an existing catalog, please select the file format, or use the anine catalog edito
- 2 Upload Catalog 4
v csv CIF 3.0 CIF 3.0
i Upload File d | Upload File ‘ Upload File
Map Columns
— cXML — Excel
| G Validate
| Upload File Upload File

Classify

- zIp
o

New Catalog

&) 1 you dant have any existing catalog format then create a catalog online by filing a simple form

Discard Catalog

2. Download the sample Catalog file for the selected format using the below highlighted link.

lW MyDashboard [ Manage Companies v @@ Zeba v (@ Help ~

]
]
Upload Catalog Wizard
E Il F
1 cCatalog Details -
Download a sample CSV Catalog

- 2 Upload Catalog Select File

Upload File -
- | ? A Upload File

Map Columns
| G validate

Classify

Previous | Discard Catalog

3. Download, edit & save the downloaded sample catalog file as per requirements.
4. Click Select File and browse and select the edited and saved catalog file.

NOTE: You can download the sample template for ZIP file on you system for reference.
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NOTE: Validations will be in place when supplier enters any currency, UOM, location or address that
are no longer supported by the buyer.

NOTE: Catalogs uploaded using all bulk upload methods will be validated for Decimal Precision
against UOM and Item Price as per the currency selected for that item.

NOTE: In case of Zip file upload, your zip file should consist of 2 elements: spread sheet consisting of
the line items and a folder consisting images for each line item mentioned in spread sheet.

5. Click Upload File button to upload selected catalog file & proceed to the Map Columns sub step.

l MyDashboard [ Manage Companies v @) Zeba v @ Help ~

]
]
Upload Catalog Wizard
1 catalog Details -
’ Columns in Uploaded File Map in Standard Catalog Columns
™ 2 Upload Catalog
Suppler 10 Supplier 1D SPSC/ Category Code i | Delivery Lead Time (days)

Upload File

i Supplier Part Auxiliary [D
4 Suppler Part D" Supplier Part TD

Map Columns Spedification Name

= validate Short Name Short jame Specification Data

Classify Item Description Item Description i A
- Currency® Currency

unit Price* Unit price

Unit of Measure* Unit of Measure

ERP Part No ERP Part No

SPSC Code

Manufacturer Name Manufacturer Name

Manutacturer Part ID Manufacturer Part 1d

Mandatory Fields Optional Freids
Market Price Market Price

6. Drag and Drop the Standard Catalog Columns to map the Columns of the uploaded catalog file
with the fields in ZSN.

7. Click Continue to conclude the Map Columns sub step and proceed to the Validate sub step.

8. If the catalog is going to take a while to upload, then you will see the following message:
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Update Catalog Items

Oops, looks like this might take a while.

Let us upload the catalog, while you can continue with your work. We will drop a mail to you once it is complete
You can track the status on Catalog Upload Status Page.

Would you like to be redirected to the listing while we continue uploading?

No, I'd like to stay on this page

9. This message will notify that you have an option of letting the catalog upload in the background

or you can stage on this same page until the catalog is uploaded.

e To allow the upload in the background, click Yes

e To wait for the catalog to upload, click No, I'd like to stay on this page

10. The uploaded catalog file is processed and you will be able to view the items that have been

successfully uploaded, have errors and warnings items.

lsl My Dashboard [ Ma

Upload Catalog Wizard

1 catalog Details
- 2 Upload Catalog
Upload File
Map Columns
= validate
Classify

3 Item Details

4 validate and Publish

Catalog Parsing Summary
~
8 Upload File + Add item
Ttems Uploaded | Show All Ttems
This Catalog contains 1 zero price items
. . Discard all zero price items
View all zero price items
8 Item not dlassified Discard error items
- 8 Invalid Unit of measure Discard error items
Errors
Discard All Errors  Show Al Errors
M Delete [# update Selected & records found Search | Supplier Part 10 ﬂ E
o Supplier Part D Item Name Manufacturer Name Unit Price Category Code  Category Name* Actions
o @ B0413002 small - blue SERAX EUR 7.00 [# Edit T Delete
[m | ] B0413003 small - blue SERAX EUR 7.00 [Zi Edit M Delete
[m | ] BO413004 small - blue SERAX EUR 7.00 [# Edit T Delete
o0 BO413005 small - blue SERAX EUR 7.00 [# Edit T Delete
=i ! ] B0413006 small - blue SERAX EUR 7.00 [ edit T Delete
[ ] B0413007 small - blue SERAX EUR 7.00 [# Edit T Delete
o @ B0413008 small - blue SERAX EUR 7.00 [# edit T Delete
O @ 4 Bo413009 small - blue SERAX EUR 0.00 [# edit T Delete
show 10 || records per page. M4 4 rage [ 1 [of1 p M

Click Here to Give Feedback
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12. Errors are denoted by o icon.

13. If you click Discard error items or Discard All Errors, then the Catalog wizard will permanently
delete the line items containing errors.

11. Warnings are denoted by icon.

Fixing Errors via File

14. Click Fix errors via file to correct multiple errors. Following popup will be displayed:

Fix errors via file

Step 1: & Download Error File

Step 2: Upload File

Select File

File format supported *.csv

Cancel Upload File

15. Fixing errors via file is a two-step process:

o Download the error file (this file will only contain the error line items that needs to be
changed). Make the necessary changes.
e Upload the corrected file.

Fixing Errors on ZSN

1. Ifthe errors are less in number, you can fix the errors on the tool as shown below:
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ZYCUS i My Dashboard [Bg Manage Compa v @ Zcha v @ Hep v
8 Tnvalid Unit of measure Discard error items
16
Errors
d All Errors Show All Errors
T Delete [#] update Selected 8 records found search Supplier Part 1D |» E
O Supplier Part 1D Item Name Manufacturer Name Unit Prica Category Code  Category Name® Actions
oo BO413002 small - blue SERAX EUR 7.00 [# edit T Delete
o0 B0413003 small - blue SERAX EUR 7.00 [#Edit T Delete
o9 BO413004 small - blue SERAX EUR 7.00 [# edit T Delete
vkl Uit of messure
O hemnctchsfied 005 small - blue SERAX EUR 7.00 [#Edit T Delete
o B0413006 small - blue SERAX EUR 7.00 [#Edit T Delete
o0 B0413007 small - blue SERAX EUR 7.00 [Fedit M Delete
(S 1 ] B0413008 small - blue SERAX EUR 7.00 [ZiEdit T Delete
o @ B0413009 small - blue SERAX FUR 0.00 [#Edit [ Delete
Show 10 |+| records per page. WA 4 Page | 1 ]of1 b MY
PRSTSESE— - |

2. Hover on erroricon to view the error.
3. For example, if the item is not classified, you will have to manually classify the items.
4. When the errors will be corrected, you will notice that error icon will disappear.

us l# My Dashboard [y Manage Companies v @ Zeba v @ Help v -
Upload File
i Discard all zero price items
Map Columns
Validate 4
Classify 1 oelet elected Search  Supplier Part 1D |
O Supplier Part ID. Item Name Manufacturer Name Unit Price Category Code Category Name* Actions
e and Publish [a] 80413002 small - blue SERAX EUR 7.00 82121507 Stationery or business form | [] Edit [I] Delete
o 80413003 small - blue SERAX EUR 7.00 82121507 Stationery or business fom  [7] Edit [I] Delete
=] B0413004 small - blue SERAX EUR 7.00 82121507 Stationery or business form  [7] Edit [ Delete
u] 80413005 small - blue SERAX EUR 7.00 82121507 Stationery or business form  [Z] Edit [l Delete
o B0413006 small - blue SERAX EUR 7.00 82121507 Stationery or business form  [] Edit ]
a] 80413007 small - blue SERAX EUR 7.00 82121507 Stationery or business form [ Edit [l Delete
o B0413008 small - blue SERAX EUR 7.00 82121507 Stationery or business form  [] Edit [l Delete
o 4 B0413009 small - blue SERAX EUR 0.00 82121507 Stationery or business form  [#] Edit [I] Delete
Show 10 <] records per page. M 4 page [ 1] ot p M
zvcus W

5. Click Continue to conclude the Validate sub step and proceed to the Classify sub step.
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l My Dashboard [ Manage Companies

Upload Catalog Wizard

1 catalog Details L4
Catalog Name : Bottles
™ 2 upload Catalog v
Description
Upload File v
Map Columns " Version 1
| G validate v validity  From To
i L4
Classify @ Select to share this catalog with customers
3 Item Details v Customer Name Supplier Discount%  Validity Description
4 validate and Publish Supplier Portal Buyer 1 ZYCUS SUPPLIER From: To:

6. Click Continue to conclude the Classify sub step and proceed to Step 4: Validate & Publish.

L My Dashboard [ Manage Companies

Upload Catalog Wizard

1 catalog Details -
Catalog Name : Battles
™ 2 Upload Catalog v
Description
Upload File L4
Map Columns ) Version i1
= Validate v Validity : From 06/09/2016 1o 30/09/2016 '.e=-

4
Classify & Select to share this catalog with customers
3 Item Detalls v Customer Name: Supplier Discounts,  Validity (E=riE
4 validate and Publish Supplier Fartal Buyer 1 Z¥CUS SUPPLIER From: 06/09/2016 o 30/09/2018 Clear

Discard Catalog SR

o Step 3: Item Details is not applicable in case of Offline Catalog File Upload.
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Step 3: Item Details

Refer to the

Online Creation section for steps to be performed in Step 3.

o Step 3: Item Details is not applicable in case of Offline Catalog File Upload.

Step 4: Validate & Publish

1. Using the == icon, select the time period for which the Catalog is valid.

la My Dashboard [y Manage Companies v © Zeba v @ Help v
=
Upload Catalog Wizard
1 catalog Details v
: Bottles
- 2 Upload Catalog v
Upload File &
Map Columns v vk
| C] Validate v validity From 06/09/2016 T 30/09/2016
v
Classify [ Select to shar og with custom:
3 Item Details v
4 validate and Publish Discard Catalog (GRS

2. Check the Select to share this catalog with customers option to select customers with whom
the Catalog is to be shared.

o If no Customers are selected to share the Catalog with, the Catalog remains Private and is
not visible to any Customers.

3. Enter the Discount %, Description, and select the Validity of the Catalog for each Customer.

Click Here to Give Feedback Zycus Inc: 103 Carnegie Centre, Suite 201, Princeton, NJ 08540, Tel: +1 866-563-9219, Fax: 609 799 6047



https://www.surveymonkey.com/r/2C3X2XK

Zycus Supplier Network User Guide — Green y .

i MyDashboard [ Manage Companies v @@ Zeba v i Help ~

]
=
Upload Catalog Wizard
1 cCatalog Details L4
Catalog Name : Bottles
- 2 Upload Catalog v
Description
Upload File v
Map Columns v Version i1
| Validate - Validity  From 06/09/2016 10 30/09/2016 .
«
Classify ) Select to share this catalog with customers
3 Item Details v Customer Name Supplier Discount%  Validity Description
4 validate and Publish Supplier Portal Buyer 1 2ZYCUS SUPPLIER 4 From: os/os/z016 To: 30/09/2016 Clear

4. Click Submit to proceed and share the Catalog with the selected Customers.

6.9.2 How to Edit a Catalog?

As a supplier, you can edit a published, rejected, deactivated or expired catalog.

To edit a Catalog:

1. Navigate to the following location: Side Panel > My Catalogs > View Catalogs > Required
Customer Company.

2. Look for the required catalog using the Search, Filter or Sort options which has following status:
e Published
e Deactivated
e Rejected
e Expired

3. Forthe required Catalog, click on the | Edit icon corresponding to it.

4. You will land on the following page:
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Upload Catalog Wizard
| update Catalog
1 catalog Details

2

ZSPDEV1

* 28N DEV €O 2
1QC
Contact Emad 1d suresh@zycus.com

1S Carsiog Type : Product Catalog

i o System Standard  Custom Taxonomy

Note: You can change the Buyer Email ID, if required from this page.

5. Once you revisit the basic details for a catalog, you can go ahead with the next step of updating
the line items.

6. Make the required changes in the Catalog and Save the catalog by performing the step
mentioned in Online Creation for Online Upload and Offline Creation for Offline Upload.

o Published Catalogs cannot be edited unless deactivated first.

1. How to Add/Upload New Items to the Catalog?

You can edit or add new items to your existing catalogs to update the catalog with latest items.

1. For agiven catalog, from the Catalog listing page (Side Panel > My Catalogs > View Catalogs >
Customer Name), go to Actions drop-down menu and click Edit. You will be navigated to
following page.
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|44 My Dashboard [y Manage Companies v © Zeba v

Upload Catalog Wizard

E Create Catalog online Upload File ‘ [ + Additem |
1 catalog Details v
- 2 Create Catalog online ¥ M oeete | [Zu ted i SupplerpPartiD v a
‘ 3 Item Details 00 Supplier Part ID Item Name Category Category Name Manufacturer Name Unit Price Actions
| Code

e ! Plate round small Physical or mental
O  B04130023 e . 94132003 torture defense SERAX AUD 25.5 [Ziedit ) Delete
blue - cover (6/box) "
associations

=

Physical or mental
94132003 torture defense SERAX AUD 25.5 [# edit @
associations

Plate round deep

El; Bostaon) small - blue (6/box)

Plate round small Hysioal o mprtel
C 2 e 2 o i 3 7 dit [ Delete
0 B04130034 blue - cover (6/box) 94132003 torture defense SERAX AUD 25.5 [Zede M
assoclations
Physical or mental
94132003 torture defense SERAX AUD 25.5 [# edit [ Delete
associations

Plate round deep

H: B0 small - grey (6/box)
Physical or mental

94132003 torture defense SERAX AUD 25.5 [# Edit [ Delete
associations

Plate round deep
B (oatans small - grey (6/box)
Plate round small - Physical or mental

5.5 7] Edi el
O  B0413007 blue - cover (6/box) 24132003 :r;l:(r:::aesnse SERAX AUD 25.5 [Z edit [ pe

Physical or mental
94132003 torture defense SERAX AUD 25.5 [Zedit @ Delete
associations

& SHeiigesn Plate round small
blue - cover (6/box)
Plate round small Pysical og mental

C S| 7] Edit delete
O B04130072 et~ cover (6766 94132003 torture defense SERAX AUD 25.5 [# edit M Delet
associations

Pt rosid il Physical or mental
O B04130072 2 94132003 torture defense SERAX AUD 25.5 [# edit [ Delete
blue - cover (6/box) g
associations

meascrpt o0y Dhucical ar mantal ~

You can upload more items via file or you can add more items on the ZSN tool itself.

To add more items via file:

a. click Upload File as shown below:

| My Dashboard [y Manags es @ Zeba v @ Help v

Upload Catalog Wizard

E Create Catalog online + Add Item 1
1 Ccatalog Details v
- 2 Create Catalog online ¥ M oeete Search in| Supplerpatip  |v m
‘ 3 Item Details O  Supplier Part ID Item Name Category Category Name Manufacturer Name Unit Price Actions

Code

- e O B04130023 Plate round small S fhy““'d"; mental s f— ——
blue - cover (6/box) orture defense 5.5 E :
associations

]

Physical or mental
94132003 torture defense SERAX AUD 25.5 [Z edit [ Delete
associations

Plate round deep
El; o1a003 small - blue (6/box)
Plate round small Flryeicel oc mental
O B04130034 - : 94132003 torture defense SERAX AUD 25.5 [Z Edit [ Delete
biue - cover (6/box)
assoclations
Physical or mental
94132003 torture defense SERAX AUD 25.5 [# Edit ] Delete
assoclations

Plate round deep

0: :B0413004 small - grey (6/box)
Physical or mental

94132003 torture defense SERAX AUD 25.5 [ZiEdt [ Delete
associations

. Plate round deep
B {Bos130045 small - grey (6/box)
Plate round small - Physical o mentsl

9 5.5 7] Edi elete
B0413007 et 94132003 t‘z:r:;rie“‘?:::nse SERAX AUD 25.5 [ edit ] Delet

o

| ]
Plate round small Plrystcal o et

O B04130072 b s 94132003 torture defense SERAX AUD 25.5 [# Edit [ Delete
blue - cover (6/box) 5
associations

Physical or mental
Plate round small ysice’ oy nental

2 S Z Edi Delete
0O B04130072 blue - cover (6/box) 24132003 torture defense SERAX AUD 25.5 [ edit W Dele
associations

i Physical or mental
O B04130072 p 94132003 torture defense SERAX AUD 25.5 [#Edit [ Delete
blue - cover (6/box) %
associations

Dhucical or mantal

b. Click Select File to upload a file form your local system to upload.
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|4 My Dashboard [ Manage Companies ¥ @ suresh v @ Help ¥

Select File

Select File

Browse” to select files to upload

Upload File

Note: If you upload a same file twice, then ZSN tool will accept it as new items but will display the
respective duplicity.

c. When you upload the file, in case the parsing mapping is needed, the mapping page will also
open in a pop up on the same page.
d. Click Done when you finish mapping the columns.

e. Once the user uploads the catalog and maps the columns, they will see a popup as shown
below, where they will have the option to continue with other work while the catalog is
uploading or stay on the page until the catalog is updated/uploaded.

Update Catalog Items

A Looks like this might take a while.

Let us upload the catalog, while you can continue with your work. We will
drop a mail to you once it is cpmplete.You can track the status on Catalog
Upload Status Page.

Would you like to be redirected to the listing while we continue uploading?

Yes No, I'd like to stay on this page

f. If the user selects Yes, they will be navigated to the catalog listing page where they would be
able to upload/update other catalogs, else they can continue with any other work on ZSN
and also choose to logout.
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g. Once the catalog upload is complete, an email will be sent to the registered email address of
the user who was uploading the catalog.

To add Items on the ZSN tool:

a. Click Add Item as shown below:

|44 My Dashboard [y Manage Companies v © Zeba v

Upload Catalog Wizard

E Create Catalog online Upload File
1 catalog Details . £
ﬁ 2 Create Catalog online ¥ [ Deete | [ update Setected. Search in| Suppler Part 1D ! a
Item Details Supplier Part ID Item Name Category Category Name Manufacturer Name Unit Price Actions
€9
| Code

te 2 t FAnieroiid smod Physical or mental
O  B04130023 oot 94132003 torture defense SERAX AUD 25.5 [Ziedit ) Delete
blue - cover (6/box) "
associations

=

Physical or mental
94132003 torture defense SERAX AUD 25.5 [ZiEdit [ Delete
associations

Plate round deep
0. Boa13003 small - blue (6/box)
Plate round small Physical or mental

: 7 edit T Delete
0O  B04130034 blue - cover (6/box) 94132003 la(:rl‘;:v;t(::r"esnse SERAX AUD 25.5 Di it ml let

Physical or mental
94132003 torture defense SERAX AUD 25.5 [# Edit T Del
associations

Plate round deep

£ :hAaL00e small - grey (6/box)

Physical or mental
94132003 torture defense SERAX AUD 25.5 [# Edit [ Delete
associations

Plate round deep
Eli {Bos130s small - grey (6/box)
Plate round small - Physical or mental

5 5 7} Edi
O  B0413007 blue - cover (6/box) 24132003 :ir::(rle‘ :::‘inse SERAX AUD 25.5 Zedit @M

1 1
Plate round small Plysteal or micta)

7 Edi elete
0O B04130072 blue - cover (6/box) 94132003 (Orlllrf- {iefﬁnse SERAX AUD 25.5 #edit @0
associations

al |
Plate round small Physical og mental

St 7] Edi elete
O  B04130072 blue - cover (6/box) 94132003 torture r._hvleuse SERAX AUD 25.5 [Z edit M Delet
associations

Pt rosid sl Physical or mental
O B04130072 P 94132003 torture defense SERAX AUD 25.5 [# edit [ Delete
blue - cover (6/box) b
associations

Dhucical mantal =
b. Following popup will be displayed:
Add an Item to the Catalog ><
Item Image Item details
~
Supplier Name: 7SN DEV CO 2
iSupplier ID: 963147
Supplier Part ID:*
Short Description: *
Item Description:
Select File
Or Maximum length 2000 characters
Product Category: ™
Category Code: -
A4
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c. Enter the item details as requested. (*) marked are mandatory fields.
NOTE: Ensure that the Supplier Part ID is unique. If the Supplier Part ID is already existing, then you
will be notified with a popup as shown below:

[al My Dashboard [y Man

Error

A supplier part 0 already exists

2. How to Update Multiple Line ltems?

1. For agiven catalog, from the Catalog listing page (Side Panel > My Catalogs > View Catalogs >
Customer Name), go to Actions drop-down menu and click Edit. You will be navigated to Catalog
Parsing Summary section.

|4 My Dashboard [ Manage Companies v @ Zeba v @@ Help v

]
-—
Upload Catalog Wizard
=| Create Catalog online Upload File + Add ltem
1 catalog Details v
™ AT —  Delete | [24 pdate Sekected. Search o swperrno | Y
3 Item Details O Supplier Part ID Ttem Name Category Category Name Manufacturer Name Unit Price Actions
i Code
alidate and Publish Plate round small Phystcal aesriental
O B04130023 % 94132003 torture defense SERAX AUD 25.5 [ZEdit [ Delete
blue - cover (6/box)
cg assoclations
Plate round deey Prysicabior; nenial
O B0413003 s " 94132003 torture defense SERAX AUD 25.5 [ZEdit [ Delete

all 6
small - blue (6/box) associations
Plate round small e el

5 7 Dele
O B04130034 blue - cover (6/box) 94132003 torture defense SERAX AUD 25.5 [Zedit [ Delete
assoclations

ok ki 0 Physical or mental

] 5.5 7} Edi lete
0O  B0413004 i iy 94132003 torture defense SERAX AUD 25.5 [# edit [ Delete
associations
Pl i e Physical or mental
O B04130045 e 94132003 torture defense SERAX AUD 25.5 [Zedit T Delete
small - grey (6/box) b
associations

Plate round small - Piysicak o mentsd
O B0413007 94132003 torture defense SERAX AUD 25.5 [ edit M Delete
blue - cover (6/box) Sy
associations
Physical or mental
94132003 torture defense SERAX AUD 25.5 [ edit M Delete
associations

P !
& Tcaisoon ate round small

blue - cover (6/box)
Plate round small Phystcal o mebtal

7 5 7 Edi Y
O B04130072 blue - cover (6/bax) 24132003 torture defense SERAX AUD 25.5 [#edit M Delete
associations

e Physical or mental

4 le
O B04130072 blue - cover (o/box) 24132003 torture defense SERAX AUD 25.5 [ZEdit ) Delete
associations

Dhucical ar mantal L]
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2. Select multiple line items by checking the box against each line item and click Update Selected.

ZYCUS [l MyDashboard [ Manage Companies v (@ Zsba v (@ Help ¥

]
——
Upload Catalog Wizard
E Create Catalog online | Upload File | + Add item
1 catalog Details v
= 2 Create Catalog online ¥ I oelete | Search in| Supplier Part 1D« m
3 Item Details O | supplier Part 1D Item Name Category ~ Category Name  Manufacturer Name  Unit Price Actions
i Code
4 validate and Publish Physical or

Plate round mental torture
=] B04130023 small - blue - 94132003 SERAX AUD 25.5 Z Edit m Delete

fe
E cover (6/box) defense
associations
Plate round ::‘!:::TL:I;UM
=] B0413003 deep small - 94132003 dafense SERAX AUD 25.5 Z Edit m Delete
blue (&/box) N
associations
Plate round Physical ar
2 | 804130034 small - blue - 94132003 L“e"r::‘;;‘"“"‘ SERAX AUD25.5  [ZEdit [ Delete

cover (6/box) associations

Physical or
Plate round mental torture
@ | so413004 deepsmall- 94132003 o SERAX AUD 255  [#Edit ] Delete
grey (6/box) associations
Plate round :‘::t':‘l‘:‘;m
@ | Bo4130045 despsmall- 94132003 S SERAX AuD 255 [#Edit ] Delete
grey (6/box) associations
Plate round ::“‘:t"‘:'t:;
O B0413007 small - blue - 94132003 d:’m“ Ure  serax AUD 25.5 [ edit M Delete N

3. On selecting Update Selected, following popup will be displayed:

v
ZYCUS i My Dashboard [l Manage Companies ¥ @ zeba v @ Help ¥

Update all items

Item details

Product Category:

Category Code:

UoM:

Currency:

Product URL:
Manufacturer Name:

Manufacturer URL:

Update  [NelES

4. You will be able to update the standard item details such as Product Category, Category Code,
UOM, Currency, Product URL, Manufacturer Name, URL, Delivery Lead Time (days), Is green?,
and De-activate Items? Information.
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Note: If there are any items already added in the catalog, you will not be able to modify the
taxonomy of the catalog. However, you can update all other details.

He will not be able to update the Supplier Company and customer company for any of the catalogs.

3. How to Update Line Items Individually?

1. Fora line item consisting errors, you can edit/update that line item on the ZSN tool itself. The

items with error will be marked with n icon.

2. Hover onthe icon to view the error.

|l My Dashboard [y Manage Companies ¥ e Suresh ¥ 0 Help w

Map Columns < 1
BT Discard All Errors  Show £
Validate ‘
Classify
3  Item Details M pelete | [#] Update Selected Search | Supplier Part 1D |v
6 records found
4 validate and Publish
O Supplier Part ID Item Manufacturer  Unit Category  Category Name™ Actions
Name Name Price Code
washing usD v
O B0413012 2231312 achine 4o,g 44102400 |Labeling machines [#edic T
usD )
o o B0413040 2222 table SERAX 45 24 [#edar M
O B0413044-RRR desk SERAX Jsg 44111503 Desktop trays or organiz [#Aedic T
B0413046 EUR -
] esrs@eissrnsrsg SERAX 5,5 25101503 | Automobiles or cars [Aedc W
usD ~
O B0413096 &@#!@"!@ plate SERAX 45 54 95121701 | Metalic nameplates [#Aedc W
Plate
round
O B0413113 deep SERAX USD 4121511 [ Maiing boxes [# edic M
small - 20,5
blue
(6/box) v

3. Add the missing information to update the line item. Click Continue to process the catalog
forward.

Note: If there are any items already added in the catalog, you will not be able to modify the
taxonomy of the catalog. However, you can update all other details.
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4. How to Delete all the Line Items in an Catalog?

1. To delete all the items in an catalog, on the Catalog Parsing Summary page, click Delete All
Items (highlighted).

il My Dashboard [y Manage Companies w (@ karishma Maniar v (@@ Help ¥

Upload Catalog Wizard

1 cCatalog Details v

875 I1tems Uploaded | Show All tems | Delete All Items Upload File + Add item

2 Upload Catalog

Upload File 12 Item not classified Discard error Items
52 Invalid Manufacturer URL Discard error items
Map Columns 64
Errors
= validate 4 Discard All Errors  Show All Errors. (RSN Rt R
Classify

M Delete [#] update Selecte;

4 875 records found Search Suppller Part 1D |+ [ co |

(m} Supplier Part ID Item Name Manufacturer Name Unit Price Category Code  Category Name* Actions

Kenwood Kac-81050

o D135104323091854  1000-Watt Class D KENWOOD USD 200.00 52161547 Audio amplfier [Z edit 1 Delete
Mono Amplifier
Touch Screen 4GB

[m] D135104323096307  2.8-Inch TFTMPS  TOIZOLYER INC USD 200.00 52161543 WP3 players or recorders | [7] Edit [ Delete
Movie Music Pers
Cruclal 2GB
256Mx64PC2-5300

o D135107005345297 1o ol CRUCIAL USD 30.00 32101601 Random access memory RA [Z] Edit [I] Delete
DDR2 200~

HTC HD7 Windows

# ete
[m] D135107978751347 Phone (T-Mobile) HTC USD 500.00 43191501 Mobile phones EI Edit m Delete

Uniden Black
o D135107978776363  Slimline Corded UNIDEN UsD 10.00 43191508 Digital telephones. Z Edit n Delete
Phone (Slim1100BK)
SanDisk 8GB
[mE | ] D135108003516885  MicroSD Card ( SANDISK USD 12.00 [# Edit I Delete "

2. This will select and delete all the items on all the pages of the catalog.

6.9.3 Cloning a Catalog

Suppliers who have similar catalogs for more than one customer can reduce the time spent on
creating new catalogs every time. Once a catalog is fully set up, it can be cloned to copy all relevant
details. Supplier can then focus only on the data to be changed (for example: Item price, discount
details, and so on) and submit the catalog.

Note: All catalogs (except those in Draft state) can be cloned.
Let’s take a look at this in action. To clone a contract:

1. Go to the Catalog listing page from side panel > My Catalog > View/Update Catalogs > select
buyer company.
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i MyDashboard [y Manage Companies v @ Q€ ¥

< Back to Homepage

Catalogs

T Catalogs Upload Status

X Clear Fiters

Humber of Items Supplier Company Version Visibility

1 Buyer

1 ZSN DEV LOCAL V1

testl Edit catalog_p - Submitted Actions ¥

&
=]
‘ Catalog Buyer test1 - Submitted Actions ¥
]
=

Supplier Company

1 ZSN DEV CO 2

1 Buyer
-;‘3 catalog_pragati - Published Actions ¥
Number of Itesm Supplier Company versic ast updated visibiity
— 10 ZSNDEV COMAPNY Vi 11/18/2017 1 Buyer
[ CJ
‘./ der Review catalog123 - Submitted @ Actons ¥
| ] ready For Approva Number of Items Supplier Compan Version Last d Visibility
1 ZSNDEV COMAPNY V1 11/15/2017 1 Buyer
v I
catalog_787887 - Submited Actions ¥
Number of Ttem Supplier Company Versio ast update Visibility
1 ZSN_DEV_COMPANY Vi 11/15/2017 1 Buyer
v -
catalog_243423423 - Published Actions
Submitted
7] [ scheutes 5 ZSNDEV COMAPNY Vi 11/15/2017 1 Buyer
- k. "l 1 hd a

2. One this listing page, click the Actions option to clone an existing catalog. You will see the option
to clone that catalog as shown in the image below:

| MyDashboard [y Manage Companies v @ OC ¥

< Back to Homepage
Catalogs

T Catalogs Upload Status Favaurite Fitter

X Clear Fiters
‘ Catalog Buyer test1 - Submitted
Fites
Number of Items Supplier Compan: version Last d View
ﬂ 1 ZSN DEV LOCAL vl 11/16/2017
[0 clone
testl Edic catalog_pri - Submitted
= Number of ttems Supplier Compan Version Last updated Visibilty
1 ZSN DEV €O 2 vi 11/16/2017 1 Buyer
P log_pragati - Published Actions ¥
8 catalog_prag
Numbes of ftem Suppl ersio ast updated sbiity
. 10 vi 11/16/2017 1 Buyer
 C}
[w! der Review catalog123 - Submitted @ Actions ¥
\i Ready For Approval Number of Items Supplier Compam version Last d visibility
1 ZSNDEV COMAPNY V1 11/15/2017 1 Buyer
[#] B n Avprova
catalog_787887 - Submitted Actons ¥
l Rejected
tumber of Item Supslier Company versic ast updatac visibilty
[ oeactrvatec 1 ZSN_DEV_COMPANY Vi 11/15/2017 1 Buyer
Published
54 catalog 243423423 - Published Actions ¥
Submitted
] [ scheuies s ZSNDEV COMAPNY vi 11/15/2017 1 Buyer
jsvascriptvuie0) n R . - v

3. Once you click to clone, you will need to select a buyer for whom you are cloning the catalog.
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Customer List P

Customer ™: --Select-- ~

Please select a customer from the below list to proceed

Clone

4. Choose a buyer form the drop-down list and click Clone. You will be redirected to the Catalog
Details page:

Upload Catalog Wizard

1 Catalog Details

& 2 Catalog Nam
Maximum length B0 characters
=] : ZSPDEVL
» Buyer Emai I
] R
- Contact QCc
= N Contact Emad Id : suresh@zycus.com
by Catalog Type : Product Catalog
G Catalog Taxonomy ® System Standard O Custom Taxonomy

Maximum length 2000 characters

5. Fill in the mandatory details such as Catalog Name and your Supplier Company. Click Continue.
6. The next step will be to add/update the items in your catalog as shown in the image below:
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i
-
Upload Catalog Wizard
o Catalog Parsing Summary
1 Catalog Details v
5 Items Uploaded | Show All items | Delete Al Items Upload File | | Add item |
=] 2 Upload Catalog
= I N oy =
Map Columns (m} Supplier Part 1D Item Name Manufacturer Name unit Price Category Code Category Name™ Actions
salidate 4
‘ Validate (=} 1 Mobile INR 400.00 60111403 Mobiles [#iedic [ Delete
Classify
ﬂ =] 10002 Mouse TRAINING 1 USD 50.00 43211708 Computer mouse or trac [#i edit T Delete
3
[m] 2349857 cPu PLN 600.00 43201500 System boards process [Zi edir [ Delete
| o 34523 keyboard PLN 20,00 43211708 Kayboards [# edr [ Delete
;\3 =] 5534 LCD screen PLN 300.00 56112201 Desk based screens [Zj edic [ Delete
Show 10 |v| racords par page. M 4 rage 1ot b M
[ CJ

7. All the items from the original catalog will be replicated in the new catalog. You can choose to
add, remove, or update the items from the catalog. For more help on adding items to the
catalog, refer Upload Catalog.

8. Once all the items are added, click Continue. The next step is to review and enter the validity for
your catalog as shown below:

Wl My Dashboard [y Manage Companies ¥ 8 «

Upload Catalog Wizard
| Validate and Publish
1  catalog Details v
Catalog Name : BUOO1_Security Equipments
2 Upload Catalog v
Description

Upload File v

Map Columns Version i1

£
=]
> Validate v Validity From T
]
|

v
Classify & Select to share this catalog with customers

3 Item Details v Customer Name Supplier Discount%  Validity Description

4 validate and Publish ZSPDEVL SAINSBURY From: To:
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9. Once the required information is added, click Submit. You will be able to view your submitted

Catalogs

Search

Filter by

view All

Draft
Under Review
Ready For Approval
l In Approval
I Rejected
[ Deactivated

)] pubiished

catalog on the listing page as shown below:

Wl My Dashboard [y Manage Companies O QC v @ Help

< Back to Homepage

X catalogs Upload Status

W Save As Favourite Filter

B 3.27 Sorted By: [NESSUSENEES

X Clear Filters

BUDO1_Security Equipments - Submitted Actions

Last updated visibility
11/22/2017 Private

Suppher Company version
5 SAINSBURY vi

Edit Clone of Catalog test 6 - Draft @ Adtions ¥
Nur Itams Suppler Company version Last updated visibility
o ZSN_DEV_COMPANY v1 11/22/2017 Private
Cat123 - Draft Actions ¥
Numbar of Itams Suppker Company Last updatad visibiity
1 ZSN DEV LOCAL vi 11/22/2017 Private
fgfdgfdgfgdfgfdadg - Draft Actions ¥
Numbe Version Last updated visibilty
4 v2 11/22/2017 Private
catalog_243423423 - Draft Actions ¥
Numbar of Itams Suppker Company Last updatad visibiity
9 ZSNDEV COMAPNY v2 11/22/2017 Private
catalog_pragati - Draft Actions ¥
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6.9.4 Catalog Versioning

1. When the user edits a catalog, a new version of that catalog is created.
2. Version numbering is denoted as V1, V2, and so on.
3. Catalog versioning is visible on the catalog listings page as shown below:

sl My Dashboard [y Manage Companies ¥ @ Zsba v @ Help v
=
]
=] . Upload New Catalog
- ﬂ o SereaEy
Filter b
ter By poster - Published Actions ¥
.
No. of Items Suppher Company Version Last updated visibility
1 ZYCUS SUPPLIER Vi 19/08/2016 1 Buyer
View All
- -
E Draft poster - Draft Actions
I Under Review No. of Items Suppbar Company Vargion L2t updatad Visibilty
1 ZYCUS SUPPLIER v2 06/09/2016 Private
Ready For Approval
I In Approval SANITY VERSION - Under Review Actions ¥
IREJQCtEd No. of Items Suppher Company Version Last updated Visibility
. ZYCUS SUPPLIER v2 18/08/2016 1 Buyer
I Deactivated
] Pubiished catalog_qeertt - Draft Actions ¥
Submitted No. of Items Suppher Company Version Last updated Visibility
19 REMIT TO ADDRESS vi 08/08/2016 Private
JJ scheduled |
| expirec asdfasdfadfsd - Draft Actions ¥
No. of Items Supplier Company Version Lest update: Visibilty
cearriters 0 ZYCUS SUPPLIER Vi 08/08/2016 Private
Catalnn S Aun 1 = Draft Actions ¥ =

NOTE: All the existing catalogs will be considered as Version 1.

4. Once a supplier edits a Published catalog, a newer version will be created. The older version will
also be available on the listing page.

5. Once the latest version is published, then supplier will not be able to take any actions from the
previous versions.
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6.9.5 How to Delete a Catalog?

To delete a Catalog:

1. Navigate to the following location: Side Panel > My Catalogs > View Catalogs > Required
Customer Company

2. Look for the required Draft or Deactivated catalog using the Search, Filter or Sort options

3. Forthe required Draft or Deactivated Catalog, click on the [ Delete jeon corresponding to it

Confirm X

e Are you sure you want to delete this catalog ?

Yes No

4. Click Yes to delete the catalog

o Published Catalogs cannot be deleted unless deactivated first.

On deleting catalogs, the respective buyer company will be notified. Also the same catalog
will be updated in eProc with status Deleted
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6.9.6 Deactivating a Catalog

You can choose to deactivate a catalog created for your company from ZSN.
You will only be able to deactivate a Published catalog.

To deactivate a catalog, go to the Catalogs listing page.
Filter the catalogs with Published status.
For a given catalog, click on the Actions drop-down menu and click Deactivate.

vk wN e

il My Dashboard [ Manage Companies ¥ @ zeba ¥ @ Help ¥

Supplier Portal Buyer 1 =

Upload New Catalog

=| search
ﬁ ﬂ 5 o Sorted By: [IEEETCEES I
Filter b
v poster - Published Actions ¥
i B catalog Status
No. of Items Supplier Company Version Last updated View
ZYCUS SUPPLIER vi 19/08/2016
View All
G - poster - rof
- . Deactivate
I Under Review No. of Items: Supphier Company Version Last updated
1 ZYCUS SUPPLIER v2 06/09/2016 Lo

Ready For Approval

[ tn Approval SANITY VERSION - Under Review Actions ¥
I Rejected No. of Items Supplier Company Version Last updated Visibllity
J eactivated 1 ZYCUS SUPPLIER v2 18/08/2016 1 Buyer
I Published catalog_geertt - Draft Actions ¥
Submitted Ne. of Items Supplier Company Version Last updated Visibility
I Scheduled L 19 REMIT TO ADDRESS vi 08/08/2016 Private
| expirec asdfasdfadfsd - Draft Actions ¥
No. of ltems Supplier Company Version Last updated Visibility
Clear Filters 0 ZYCUS SUPPLIER vi 08/08/2016 Private
Cataloa S Qua 1 = Deaft Action: ¥ -

6. A Confirmation popup will appear. Click Yes.

Confirm

The catalog will be deactivated for the customer. Do you want to
continue?

Yes No

7. Catalog will be successfully deactivated.
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6.9.7 Catalog Audit Trail

Audit trail offers a functionality to track the changes in the catalog created against the supplier

company.
To access audit trail, follow the given steps:

1. From the side panel, go to My Catalogs.
2. Hover over View Catalogs.
3. Click on the customer company name for which you want to view the catalogs.

ZYCUS |l My Dashboard [Bg Manage Companies 9 Suresh ¥ 9 Help =
My Invoices
My Orders
My Catalogs
@ View Catalogs
f Create New Catalog

My Reference

Documents

4. The catalog listing page will be displayed as shown below.

lad My Dashboard [y Mana

Supplier Portal Buyer 1

« Back to Homepage
Catalogs

Search [® upload New Catalog
B > ‘

Filter by poster - Published Adions ¥
Mo. of items Suppher Company Last updated visibiity
1 ZYCUS SUPPLIER vi 19/08/2016 1 Buyer
View All
SANITY VERSION - Under Review Actions ¥
Draft
] under Review Mo. of Icems Suppler Company versian Last updated visibiiy
1 ZYCUS SUPPLIER vz 18/08/2016 1 Buyer
Ready For Approval
[ I Approval catalog_qeertt - Draft Actions ™
I Rejected No. of Itsms Suppher Company Version Last updated visibility
) 19 REMIT TO ADDRESS vi 08/08/2016 Private
[ peactivated | |
[ Pubished asdfasdfadfsd - Draft Actions ™
Subrmitted No. of tems Supplier Company Versian ast updated wisibility
I seeced 0 ZYCUS SUPPLIER vi 08/08/2016 Private
. Expired Catalog 5 Aug 1 - Draft Actions ™
Mo. of Ttems Suppher Company Version Last updated visibity
T 5 ZYCUS SUPPLIER Vi 05/08/2016 Private
Catalog 5 Aug - Draft Actions ™
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5. Click on the Catalog name you wish to view. On clicking the catalog name, following page will be

displayed:

ZYCUS

poster
= Catalog Details
Customer
Buyer Email 1d
Supplier Company
Contact
Contact Email Id
Catalog Type
Catalog Taxonomy
validity
Version

Description

= Shared (1)

Total: 1

Customer Name

= Category View

Total: 1
Category Code

94132003

= Item View

Supplier Portal Buyer 1

Ll My Dashboard

: Supplier Portal Buyer 1

: ZYCUS SUPPLIER

: Zeba

: zeba.eproc@zycus.com
: Product Catalog

: System Standard

Supplier Discount%

ZYCUS SUPPLIER N/A

Category Name

Physical or mental torture defense associations

Show 10 | records per page

Shared on

19/08/2016

f3 Manage Companies

Search

-

Validity

N/A

O zeba

Status

Shared

Count

1

-

© Help ~

< Back

Published I

M4 4 Paoe [ 1] oft b M

Search Item Name .

Total: 1
Item Name 4 supplier Part ID Manufacturer Name Category Code
test 43321 - 94132003

Show 10 | records per page

Category Name

Physical or mental torture

defense associations

Price

USD 147.00

M 4 Paoe [ 1]oft b M

= Audit Trail

Total: 10

Action

Catalog Published

Catalog Under Review

Catalog Published

Catalog Under Review

Catalog Published

Catalog Under Review

Catalog Published

Catalog In Approval

Catalog Under Review

Catalog Submitted

User Version Date/Time Message
Catalog Manager vi 19/08/2016 1:47 PM -
Catalog Manager Vi 19/08/2016 1:47 PM -
Catalog Manager vi 19/08/2016 12:24 AM -
Catalog Manager Vi 19/08/2016 12:23 AM -
Catalog Manager vi 19/08/2016 12:23 AM -
Catalog Manager Vi 15/08/2016 12:22 AM -
Catalog Manager Vi 19/08/2016 12:22 AM -
Catalog Manager Vi 19/08/2016 12:21 AM -
Catalog Manager Vi 19/08/2016 12:21 AM -
Zeba Khalil vi 19/08/2016 12:21 AM -

Show 10 = records per page.

e 4 Page[1]oft b M
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~
ZYCUS |l My Dashboard [y Manage Companies ¥ @ zeba v @ Help ¥
< Back
poster Published I
= Catalog Datails
Customer : Supplier Portal Buyer 1
Buyer Email Id
Supplier Company : ZYCUS SUPPLIER
Contact : Zeba
Contact Email Id : zeba.eproc@zycus.com
Catalog Type : Product Catalog
Catalog Taxonomy : System Standard
validity
Version i1
Description
= Shared (1)
Total: 1
Customer Name Supplier Discount% Shared on Validity Status
Supplier Portal Buyer 1 ZYCUS SUPPLIER N/A 19/08/2016 N/A Shared
= Category View
Search E
Total: 1
Category Code Category Name Count
94132003 Physical or mental torture defense associations 1
Show 10 +|records per page. M4 4 Page | 1 | oft b MY
Sea
Item Name  Supplier Part ID Manufacturer Name Category Code Category Name Price
test 43321 - 54132003 Physical or mental torture USD 147.00
defense associations
Show 10 +| records per page. M4 4 Page | 1 | oft b M
= Audit Trail
Total: 10
Action User Version Date/Time Message
Catalog Published Catalog Manager vi 19/08/2016 1:47 PM -
Catalog Under Review  Catalog Manager vi 19/08/2016 1:47 PM -
Catalog Published Catalog Manager vi 19/08/2016 12:24 AM -
Catalog Under Review  Catalog Manager vi 19/08/2016 12:23 AM -
Catalog Published Catalog Manager vi 19/08/2016 12:23 AM -
Catalog Under Review  Catalog Manager vi 19/08/2016 12:22 AM -
Catalog Published Catalog Manager vi 19/08/2016 12:22 AM -
Catalog In Approval Catalog Manager Vi 19/08/2016 12:21 AM -
Catalog Under Review  Catalog Manager vi 19/08/2016 12:21 AM -
Catalog Submitted Zeba Khalil vi 19/08/2016 12:21 AM -
Show 10 ~| records per page. M 4 Page | 1 | oft p MY
Ri i ech-support cor
) d ZYCUs

NOTE: Audit Trail will only be visible in View mode, not in Edit Mode. This applies as Audit Trail will only
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be visible for catalogs with following status:
e Under Review

e Ready For Approval
e In Approval

e Rejected

e Deactivated

e  Published

o Submitted

e Scheduled

e  Expired

6. Audit trail will be visible at the bottom of the page. Audit trail captures the following data:
a) Actions: Actions performed on the catalog. Various actions that can be performed on the catalog
are:
e  Submit - Catalog Submitted
Activate - Catalog Submitted once published in eproc then it will move to Catalog
Published.
Deactivate - Catalog Deactivated
Edit & Submit - Catalog Updated
Ready for approval - Catalog Ready for approval
In Approval- Catalog In Approval
Under Review - Catalog Under review
Rejected - Catalog Rejected
Scheduled - Catalog Scheduled
Expired - Catalog Expired

b) User: The user name who performed any action on the catalog

c) Version: This will display the version number based on the modifications made to a catalog.
d) Date/Time: Displays the time and date when actions were be performed on the Catalog.

e) Maessage: Displays comments added by the user in case any modifications made.
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6.9.8 Catalog Upload Status

While uploading catalogs that are created offline, processing may take a while if the file size is big. To
ensure that the user does not have to wait for this process to complete, ZSN runs the upload process in
the background. This will enable the users to access other pages of ZSN without any hindrance.

If the user wants to check the status of their uploaded catalog, then they can view it from Catalog Upload
Status page.

1. To access this page, go to Side Panel > My Catalogs > Catalog Upload Status as shown below:

Bark to Homepage

Upload New Catalog ¥ catalogs Upload Status

23858 ZSNDEV COMAPNY vi 04/03/2017 private
GFHFH - Submitted ctions ¥
ZSNDEV COMAPNY i 04/03/2017 1 Buyer
bmitted + -
ZSNDEV COMAPNY vi 04/03/2017 1 Buyer
catalog_B4394B5349 - Draft Actions ¥
21458 ZSNDEV COMAPNY vi 04/03/2017 Private
ctions ¥
ZSNDEV COMAPNY vi 04/03/2017 Private
catalog_1234562165465 - Draft Actions ¥
1 ZSNDEV COMAPNY vi 04/03/2017 Private
test_sjwebjhabx - Draft Actions ¥
1 COMAPNY vi
eatalog upload 3 april - Submitted Adions ¥

12 ZSNDEV COMAPNY vi 04/04/2017 & Buyers

bitp//ssndev ycies et WA san eatalogy/defsult listings

2. You will land on the following page:

i

T catalog Upload Status

Clear Complatad and Faled Uploads

show | 10 +|records per page 4 4 Page 1| ofy b MY
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3. This page will display the following information:
e (Catalog Name

e Customer Name

e Supplier Company Name

e Date on which the catalog was uploads
e Upload Status

e No. of ltems uploaded from the catalog
e Actions:
=  View the uploaded catalog
=  Clear the catalog names which have been successfully uploaded

4. If you want to clear all the catalogs that are uploaded or failed, then click the highlighted button as
shown below:

LWl My Dashboard [By Manage Companies v @ Zingaroo v (@ Help v
. eproc2014 -
-
[
- < Back to Homepage
E  Catalog Upload Status
Clear Completed and Failed Uploads ‘
S
Sr Catalog Name Customer Supplier Company Date Upload Status Items Completed Actions
- No
1 test processing scenario ZSPDEV1 ZSNDEV COMAPNY 04/06/2017 —— Upload Completed m Clear
2 radfafd ZSPDEV1 ZSNDEV COMAPNY 04/05/2017 — Upload Completed m Clear
c“ 3 catalogrardadf ZSPDEV1 ZSNDEV COMAPNY 04/05/2017 — Upload Completed m Clear
4 radfgdf ZSPDEV1 ZSNDEV COMAPNY 04/05/2017 ——— Upload Completed m Clear
5 catalog_B459485349 ZSPDEV1 ZSNDEV COMAPNY 04/03/2017 8027 Items Completed m
6 catalog upload 3 april ZSPDEV1 ZSNDEV COMAPNY 04/03/2017 0 Items Completed m
Show 10 |+|records per page M4 A rPage |1 [ofr b M

Note: This page will auto-refresh in every five seconds which will give you a real time update on the
progress of your catalog upload.

6.9.8.2 Mail Updates on Catalog Uploads

As a user, if you have uploaded a catalog on ZSN, then you will receive emails for change in the
Catalog Status when:

o The upload is successful
e Orthe upload has failed
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6.9.9 Marking Filters as Favorites

ZSN has enabled the option for the Suppliers to create a filter and save as a favorite. The user can
also set one of the filters as their default view. By setting a default view, the listing page will display
the entries based on the filters selected.

To mark filter as favorite,

1. Select the filter parameters from the left panel and click the Save as Favorite Filter button as
shown in the image below:

Bark to Homepage

catalogs

[ upload New catalog ¥ catalogs Upload Status

 Clear Filters

1 Z5N DEV LOCAL vi 06/23/2017 Private

Kaushik1 - Draft ctions ¥
0 'SNDEY COMAPNY. vi
kaushik - Draft Actions ¥
ZSNDEV COMAPNY vi 06/23/2017 Private
testeatalogss21 - Bxpired Adions ¥
1 ZSNDEV COMAPNY vi 08/23/2017 Private
testcatalogdey - Expired Actions ¥
1 Z5N DEV.CO 2 vi 06/23/201 Private
catalog_testS may - Submitted Actions ¥
it of T T o it wptedirt il
2 ZSNDEV COMAPNY. v2 06/23/2017 Prvate
D new_catalog_34723487 - Submitted Actions ¥
ZSNDEV COMAPNY vi 08/22/2017 Private

xpired Adtions ¥

1 ZSNDEV COMAPNY vi 08/22/2017 Private

2. Once you choose to save a filter, you will have to name it as shown below:

Save Filter ><

Filter Name™ Quick Review for Catalog

I:‘ Set as Default View

3. To set a filter as default, check the box as shown in the image above. Whenever the user will
visit this page, the data will be filtered based on the selected parameters.
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4. Saved filters will be available in the left panel of the listing page as shown below:

Catalogs

N B O

)

[] W o=activated
J Pubishes

Apply Filtars

1 Z5N DEV LOCAL

o ZSNDEV COMAPNY
kaushik - Draft
ZSNDEV COMAPNY

testeatalogss21 - Bxpired

ZSNDEV COMAPNY
tasteatalogday - Expired
1 75N DEV €O 2
catalog_tests may - Submitted

ZSNDEV COMAPNY
new_catalog_34723487 - Submitted

ZSNDEV COMAPNY

1 ZSNDEV COMAPNY

< Back o Homegage
¥ Catslogs Upload Status
Actions ¥
Frvate

P
06242017 rvate

-
Lant updated i
06/23/2017 Private

Actions ¥
oeaaE017  private

cions
062372017 Prvate

st ™
Jr— i
06/23/201 Private

tions ¥
o6/

acbans ™
06232017 Prvate

5. You can have only one filter set as default. If you make another filter as default, then it will
override the existing favorite filter and you will be notified as shown below:

Confirm

9 You have already saved a default filter for this listing page. Would you like to override the existing default
filter?

X

6. Click Yes if you wish to override the existing default filter.

7. Toremove a filter from favorite, go to the left panel and click Edit against a filter.

Edit Filter

Filter Name™

Quick Review for Catalog

Save as Default

Click Here to Give Feedback
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8. Uncheck the box against Save as Default and click Save.
9. If you wish to delete a filter, click Delete in the popup shown above.

6.10 From Where can I Access My Reference Documents?

NOTE: The above-mentioned menu may or may not be available based on the access provided to you by
customer.

The My Reference Documents allows the user to view the reference documents for each customer
even if the user is registered for the first time.

6.10.1 View Customer Documents

1. Click on My Reference Documents, you will get an option of View Customer Documents.
2. Hover over View Customer Documents, you will get a list of customers for which you want to
view the attached documents.

Nature l# My Dashboard BB Manage Companies v @ QC v @ Help ¥

‘ View Customer Documents V'

AMKOR “
with its subsidiaries_are the - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supp...
assignment3 e
ISE Zycus together with its subsidiaries are the creator of this Zycus Supplier network and accordingly its owners and/or operators are parties to this agreement, herein referred to as “Zyc
lie

CHAITANYA INC e - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supp...

Dexter are the ¢ MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus S...
are the - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supp...

ENCR SIM MS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supplier network and accordingly its owners and/or operators are parties to this agreement, herein referred t

ork.” Zycus Suppl
eproc2014

intel

View Reference Links

4297/402081c95113ab3c0151 167606440024 v

3. You will be then able to view the reference documents related to customer.
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6.10.2 View Reference Links

4. Any links added by the buyer will be visible under View Reference Links. Select a buyer by
clicking the drop-down menu. You will land on the following page:

My reference links

“ghgfhg.com - grgfgfgd

“MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the c... - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supp...

*lesrl - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supplier network and accordingly its owners and/ or operators are parties to this agreement, herein referred to as "Zyc
us Supplier network.” Zycus Supplie

i *MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the c... - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supp...

*MODIFICATION OF TERMS OF USE Zycus together with its subsidiarie

are the ... - MODIFICATION OF TERMS OF USE Zycus logether with its subsidiaries are the creator of this Zycus S...

*MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the c... - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supp...

“charrange - MODIFICATION OF TERMS OF USE Zycus together with its subsidiaries are the creator of this Zycus Supplier network and accordingly its owners and/or operators are parties to this agreement, herein referred t
test © as "Zycus Supplier network.” Zycus Suppl

[ *lest - best
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