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1 Logging In

You will be able to log into the Generic Web Portal through the B2BE Website
(www.b2be.com).

C [ www.b2be.com Qe

LANGUAGE SELECTION

= =
At B2BE we provide a range of out-sourced supply chain solutions
to facilitate th ation of ment with those of
CLIENT LOGIN your supply chai ers. Solutions designed to help your
business become flicient and profitable enabling you to

EMAIL ADDRESS focus on your core business adtivities.
By utilising B2BE's outsourced B2B management solutions,
u and to those of your trading partners, you no longer
need to develop, manage or maintsin a rapidly evolving B28
E will do it for you

PASSWORD.

We can sssist your organisation in automsting your Purchase-to-
ovide e-Invoicing and document mansgement
evelop a full supply chain suit. If it hes to do with your

SEARCH supply ch

CASE STUDY &

TESTIMONIALS

Hexans Olex

.f\re xans
g

«-Mail Galoway Catalogue Solutions Purchase To Pay

experience o o L )
The B2BE  eMail The B2BE eCst solution  The B2BE Purchsse to Pay
snables buves gnd sellers (P2 solution help

You will be required to enter your Email Address and Password to log into the upgraded
B2BE Customer Centre.

Please contact B2BE Support if you have any further queries regarding the upgrade B2BE Customer
Centre.
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2 Welcome to the Customer Centre

Once logged in, you will be taken to the Home Page.

These are the “anatomy” of the B2BE Customer Centre (Customer Centre).

Applications Menu
Bread Crumbs
Account User Name

Figure 2.1: Customer Centre |hor

ne page

——Administration
My Settings
Logout

Data Manao=" Search

User Changes

et for user "User XvZ".

o
P
0
u Z" was created by Test User.
03/04;

User 3" changed the folowing
Last Name: 123

A 03/04
User “Test User” changed the following
Contact Phone: +51 1234557 ]

Transaction Volume (Current Month)

Account ID bZbe_account_02 ¥

22,000
28,000
24,000
20,000
16,000
12,000

2,000

4,000

o *
o 4 dﬁ}

o P

b2be_account_02

2

— Dashboard
Left Panel Menu

2? Weicome, Test User. *'cu* Iogge} in under B25E Customer 0001 - AUS9599.

Resource Centre

Document Summary by Type (Current Month) Document 1D Search

Search

User Profile Changes

istant Admin with Restrictions” has the following ¢l

030472014
stant Admin Too" has the following change:

istant Admin” has the following change

Admin” has the following change

Last Document Traded by Trading Partner

Data Manager Table Changes

Trading Partner Doc Type

bZbe_account_03 Order
- - Acknowleodement

Table Name By Who Date

b2be_account_0 Remittance Advice

No records found,

b2be_account_06 Remittance Advice

b2be_account_07 Report

............... [

Show Hidden Dashlet
Add to Favourite

Table 2.1: Anatomy of the B2BE Customer Centre

Parts

Description

Account User Name

Displays the first and last name of the user account currently
logged in.

Applications Menu

Displays the list of application that the current user account
has access to.

Bread Crumbs

Displays the path of the current location in the Customer
Centre. Click on a module listed on the bread crumb to go to
that module.

Administration Administration icon to access the Administration module.
My Settings My Settings icon to access the My Settings module.

Help Plays the walk-through guide for the current page.
Logout Logs out from Customer Centre.

Left Panel Menu

Displays the list of Favourite and the list of sub-modules once

Page 5 of 69




B-E

Business to Business e-Solutions

Parts

Description

inside a module or application.

Dashboard

Shows the summary info from multiple applications (via
dashlets) into a unified display. Please refer to “"Section 2.1
Customizing the Dashboard” to learn how to modify the
Dashboard according to your need.

Show Hidden Dashlet

Displays the list of dashlets that are still hidden (not yet
displayed on the Dashboard). Hidden dashlets can then be
ticked and therefore shown on the Dashboard.

Add to Favourite

Adds or removes a page from the Favourite list shown on the
Left Panel.
- To add a page to Favourite list, navigate to the page to

be added then click on the icon.
- To remove a page from the Favourite list, click on the
corresponding link under the Favourite on the Left

Panel, click on the icon then click the Remove link.
- To modify the name of the page to be displayed on the
Favourite list, click on the corresponding link under the

Favourite on the Left Panel, then click on the icon
then modify the page name in the Name field and click
the Done button to commit the change.
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2.1 Customising the Dashboard

The Dashboard is where a collection of dashlets are displayed. Each dashlet displays

different summary information from multiple applications while some are shortcut functions
to provide ease of use to the users.

e To remove a dashlet from the Dashboard, click on the corresponding X of the dashlet to
be removed.

e To add a dashlet to the Dashboard, click on the Show Hidden Dashlet| icon = to see
the list of dashlets that are still hidden and therefore not yet shown on the Dashboard.
Then click on the one that you want to be shown on the Dashboard.

Figure 2.2: Removing and adding dashlets

Business 0 Business o-Solutions

Document t Summary by Type (Current Month) Document 1D Search

Transaction Volume (Current Month)

Aceount D b2be_account 02 ¥

b2be_account_02 Last Document Traded by Trading Partner
32000

28,000 Trading Partner Doc Type. DatefTime.
24,000

b2be_a

w2ve.a
000
° b2be_sccount
G P gt e
m*p,pb e vﬁﬂvyw o e

e To sort or move the dashlets around the Dashboard, just click on the space between the
name of the dashlet and the X then drag to the new position where you want to put it.

e To adjust the sizes of the dashlets, the size of the columns on the Dashboard will have
to be adjusted. Position the mouse over the edge of the column until < appears then
drag to expand or reduce the column into the appropriate size you want it to be.

Figure 2.3: Sorting and adjusting sizes of dashlets

B,' Weicome, TesE User. You are logged in under 2BE Customer 0001
»
slufions i -

Document Summary by Type (Current Month) Document ID Search

N Search
User Changes

Transaction Vo lUsee

Account D b2be_aceount

b2be_account_02 Last Document Traded by Trading Partner
zzzzzz

28,000 Trading Partner Doc Type. DatefTime.

b2be_account_03
20,000
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2.2 Dashlets
2.2.1 User Changes

The User Changes dashlet will show any changes done in User Maintenance module by the
Customer Admin. Whether it's adding, editing and removing user accounts.

User Changes

Admin User will see all the changes of all user accounts
ATINZIZ014 |Mew . . .
User "User ABC” reset its password. within the company as well as the changes made to his
own user account.

1TI022014 [HEw
User "User 321" changed the follwing:
Last Mame: 321

While the non-Admin users will only see changes made to
17i02/2074 e his own user account.

User "User ABC” is created by User 321.

17/02/2014 [MEw
User "User 321" changed the following:
Contact Phone: +§1 5876543

2.2.2 User Profile Changes

The User Profile Changes dashlet will show any changes done in the Profile Maintenance
module by the Customer Admin. Whether it's adding, editing and removing access
permissions of module, function, field or data from the profiles that is assigned to the user
account.

User Profile Changes

18/02/2014 |NEW
Profile “Administrator” has the fellowing change:

18022014 |Hew
Profile “Adminiztrator” has the following change:

18/02/2014 |NEw
Profile “Administrator” has the following change:
Module Access:

Data Manager is added.

18102/2014 [new

Profile "Administrator” has the following change:
Module Access:

2.2.3 Search Document

The Search Document dashlet is a shortcut where the user can key in specific Document ID
(single or multiple) and search for it. The user will be redirected to the Search application
where the search result will be displayed.

Search Document

Search
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2.2.4 Transaction Volume (Current Month)

The Transaction Volume (Current Month) dashlet shows the volume number of each
document type per Trading Partner for the current month.

Transaction Volume (Current Month)
Account ID b2be_account_02 ¥
b2be_account_02 Choose a Trading Partner from the dropdown to see the
32,0001 transaction volume related to it.
28,000 4
24,000 4
20,0001 Mouse-over any of the bar on the chart to see the actual
16,0009 H -+
. volume count for that specific document type.
8,000 4
4,000
N
&;‘P‘b s+ \ﬁﬁ‘ﬁd@‘j“#@@ @ﬁ (‘ﬁé; W
o o

2.2.5 Document Summary by Type

The Document Summary by Type dashlet shows the volume number of each document type
per company for current month.

Document Summary by Type

Mouse-over any section of the pie chart to see the actual
volume count for that specific document type.

Purchase Order
1,115

2.2.6 Last Document Traded by Trading Partner

The Last Document Traded by Trading Partner dashlet shows the list of trading partners and
the last document traded with the date and time stamp and document type.

, Click the column header to sort the content by
Last Document Traded by Trading Partner . . .
that column either ascending or descending.

Trading Partner Doc Type Date/Time Columns can be sorted by Trading Partner, Doc
b2be_account_02 Order Acknowlegdement  18-11-2013 08:15:05 Type, Date and Time.
b2be_account 05 Remittance Advice 02-01-2014 09:00:21
bZ2be_account_08 Remittance Advice 18-12-2013 05:30:44
b2be_account_07 Report 04-01-2014 05:10:05
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2.2.7 Document by Status (Daily)

The Document by Status dashlet shows the document volume by status on a daily basis
presented in a pie chart.

Complete q

Processing

Document by Status (Daily)

Redirected

Mouse-over a portion of the pie chart to see the exact volume
number of documents in that status.

2.2.8 Data Manager Table Changes

The Data Manager Table Changes dashlet shows all the updates made on all the lookup

tables.

Data Manager Table Changes

12| 3| next> last==
Table Hame By Who Date
Lockup_Table_3751 Test User 03-04-2014
Lookup_Table_3751 Test User 03-04-2014
Lookup_Table_3751 Test User 03-04-2014
Lookup_Table_3751 Test User 03-04-2014
Lockup_Table_3751 Test User 03-04-2014
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3 My Settings

The My Settings module contains the following sub-modules:

e Accounts: This will show the Customer Centre user account details of the account
used to log into Customer Centre. And this is also where the Customer Centre user
account information can be modified.

e Display: This is where the display options of Customer Centre can be defined by the
user.

To get to the My Settings module, look for the gear icon & on the upper right corner of the
page and click it.

Figure 3.1: Getting to my settings

BI:E Welcome, User XYZ o

Businass fo Business a-Salutions Home: Data Manager Search Resource Centre
Home
»
User Changes User Profile Changes Document by Status (Daily)
No User Account Change. 09/01/2014

ministration” has the following change
Module Access

User Activity Dashiet in Home is added

User Profile Activity Dashlet in Home is added

Dashlet Document Status in Home is added Complate -

TimeZones / Clocks in Home is added

Dashlet Document Type Summary in Home is added

Dashlet Search Document in Home is added

Dashlet Transaction Volume in Home is added

Dashlet Last Document Traded in Home is added |
Dashlet Transaction Status in Home is added \
Dashlet System Message in Home is added. \
< Rediractad

TimeZones | Clocks

Welbourne, AU

8:10:58 PM
Monday

Privacy Statement | ContactUs | Glossary Copyright @ 2014 B2BE, All Rights Reserved

This will take you inside the My Settings module.
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3.1 My Settings > Account

Once inside the My Settings module, you will automatically be taken to the Account sub-

module by default.

The Accounts sub-module is where you can view and modify your account information.

Figure 3.1.1: Account sub-module

B:E

Business fo Business e-Solutions

Welcome, Test User. ou are logged in under B2B

Iy Settings

Account test@company.com

Administrator
03 April 2014 20:36:58

Email:
Profile:
Last Login Date:

Display

New Password :

Confirm New Password :

First Name : Test

Phone : Australia(=61) v

Mobile Phone : Ausirala(61) v

E Customer 0001 -

Last Hame ; User

1234567820 Time Zone : Australiaiiebourne

456789034567

Reset Savi

Table 3.1.1: Account sub-module fields

*Mandatory Field

Field Name

Description

Email (view only)

The account email address used to log into Customer Centre.

Profile (view only)

These are the list of user permissions assigned to the user
account. These determine which modules or functions your
user account have access to. This is maintained by the
Administrator.

Last Login Date (view only)

The date that was logged as your last login activity.

New Password

This is where the new password can be keyed in to replace
the current one.

Confirm Password

Re-key the new password to confirm.

First Name* First name of the account user. To edit, just delete the
current content and key in the new First Name.

Phone* Phone number of the account user. To edit, select the
Country Code from the dropdown and type the new phone
number in the text field beside it.

Mobile Phone Mobile phone number of the account user. To edit, select the

Country Code from the dropdown and type the new mobile
phone number in the text field beside it.

Time Zone*

Time zone of the account user. To edit, just select the new
Time Zone from the dropdown.

Table 3.1.2: Account Sub-module buttons

Buttons

Functions

Found on the bottom right of the Accounts sub-module

S
- screen. Click the Save button to commit the changes to the
data that has been made on the Account sub-module fields.

Reset Found on the bottom right of the Accounts sub-module
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screen. Click the Reset button to reset all the data on the
Accounts Sub-module to the previously saved data.

When you are done with the editing of the Account information, you can click on the =~ 53¢

button to commit the changes.

The system will validate if all the mandatory fields (marked with * in the table above) have
been keyed in once the Save button has been clicked. The system will outline the fields that
have failed the validation in RED. And when the RED field is clicked, the error message
“Should not be empty” will also be displayed which means the field is mandatory.

Figure 3.1.2: Validation in accounts sub-module

2' Welcome, Test User. You are logged in under B2BE Customer 0001 - AUS3999. ]

Data Manager Search Resource Centre

My Settings = Account

Account Ermail: test@company. com

Profile: Administrator

Last Login Date: 03 April 2014 20:36:56

Display

Hew Password :

Confirm New Password :

First Name : [ | LastHame : I ]

‘ Time Zone :
Phone : Australia(+61) v l:l ‘ 'l

Mobile Phone : Australia(s51) v

Reset Save

Other kinds of error messages will be displayed accordingly when the user clicks on a RED
field with wrong formatting like “Should be numeric”, “Should be characters from a-z”, etc.

Figure 3.1.3: Error messages during validation in accounts sub-module

2¥ Welcome, Test User. You are logged in under B28E Customer 0001 - AUSS99S &

Data Manager Search Resource Centre

My Settings = Account

Account — test@company.com

Profile: Administrator

Last Login Date: 03 April 2014 20:36:58

Display

Hew Password :

| Confirm Hew Password:

First Name : [ ] Last Name : [ ]

. Time Zone :
Phone Australia(+51) v |[wertyuid [ ]

Mabile Phone : Australia(-61) v

Reset Save

Once the Saved button is clicked and all the fields have passed the validation, a pop-up
message will appear saying “Your information has been successfully updated.” Just click the
OK button to go back to the main screen.

“our information has been successfully updated.

oK
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3.2 My Settings > Display

The Display sub-module under the My Settings module is where the display options of
Customer Centre can be set by the user.

To get to the Display sub-module, click on the gear icon & on the upper right corner of the
page to get into the My Settings module and then click on the “Display” tab on the left
panel.

Figure 3.2.1:  Display sub-module

»
»
Business ta Businass e-Solutions atal S RO

2

Account

Display

_ Language :

English

Site consultant
OFFLINE

LEAVE YOUR MESSAGE

v Max ltems Per Page :
=

Application Tabs : Order Name ZITC

RN R R

Table 3.2.1: Display sub-module fields
* Mandatory Field

Field Name Description
Email (view only) The account email address used to log into Customer Centre.
Profile (view only) These are the list of user permissions assigned to the user

account. These determine which modules or functions your user
account have access to. This is maintained by the Administrator.

Last Login Date The date that was logged as your last login activity.

(view only)

Language The language used for the display of the Customer Centre. Click
on the dropdown to select other languages to be used.

Max Item Per Page The maximum number of line items to be displayed per page on
any tables in any modules of Customer Centre.

Application Table List of Customer Centre Applications that the current log in

account has access to. Tick or untick accordingly to hide or unhide
the corresponding Applications.

Drag an Application upwards or downwards to sort the sequence
of display on the Applications Menu accordingly.

Table 3.2.2: Display sub-module buttons

Buttons Functions

Found on the bottom right of the Display sub-module screen.
Click the Save button to commit the changes to the data that has
been made on the Display sub-module fields.

Save
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Reset

Found on the bottom right of the Display sub-module screen.
Click the Reset button to reset all the data on the Display Sub-
module to the previously saved data.
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4 Administration

The Administration module is where the User Administrator can create and maintain user
accounts and where he can configure the permissions and access rights to applications and
functions for each of the users he created.

To get to the Administration module, click on 24 icon on the upper right corner of the page.

Figure 4.1: Administration module

» Welcome, Test User. You are logged in under B2BE Customer 0001 -
»
Business to Businass e-Salutions

2

Data Manager Search Resource Centre

Administration > Profile Maintenance

Profile

Maintenance Add Profile  Delete Profile

User
. v i Show A
Mantenance ame on Fiter  or _ Show Al
1

Description Status

Hame =
Administrator Administrator Active 78
Maintainer Waintainer Active 48

Active Ja

Wiewer Viewer

Total3

The Administration module contains the following sub-modules as shown on the Left Panel
menu:

Profile Maintenance: This is where permissions to access applications, functions and

the access rights to specific data are maintained.
User Maintenance: This is where the User Administrator can create new user

accounts, delete existing user accounts and maintain user account information.
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4.1 Administration > User Maintenance

Once inside the Administration module, you will automatically be taken to the Profile
Maintenance sub-module by default.

To get to the User Maintenance module, click on the User Maintenance on the Left Panel

Menu.

Figure 4.1.1: User maintenance

Search

Data Manager

Administration

Profile

Waintenance Reset Password

Add User Delete

User
Maintenance

Name v on

Resource Centre

Fiter or _ Show Al 1

User Profile Email Address Phone Humber Last Login

sultant
OFFLINE

LEAVE YOUR MESSAGE

Test User

User 123

User 3XvZ

« Administrator

« Maintainer

« Administrator

test@company.com

user@company.com

userXYZ@company.com

Total 3

Table 4.1.1: User maintenance fields

Field Name Description
Name Name of the user account.
User Profile List of profiles (access rights and permissions) assigned to

the user account.

Email Address

Registered email address of the user account.

Phone Number

Phone number of the user account.

Last Login

Time and date stamp of the last login by the user account.

Table 4.1.2: User maintenance buttons

Buttons

Functions

Add User

Found on the upper left of the User Maintenance sub-module
screen. Click the Add User button to create a new user
account. Please refer to section 4.1.1 Add a User Account.

Delete

Found on the upper left of the User Maintenance sub-module
screen. Select the corresponding tickbox of the user account
and click the Delete button to delete it. Please refer to
section 4.1.2 Delete a User Account.

Reset Password

Found on the upper left of the User Maintenance sub-module
screen. Select the corresponding tickbox of the user account
and click the Reset Password button. Please refer to section
4.1.3 Reset Password of a User Account.
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4.1.1 Adding a User Account

To create a new user account, click on the Add User button found at the upper left of the

User Maintenance sub-module screen. The Add User pop-up screen will appear

Figure 4.1.1.1: Add user page

Business to Business e-Solutions

Administration > User Maintenance

Profile
Maintenance Email:

Profile: Administrator

User Maintainer
Maintenance Viewer

Title:

First Name:
Last Name:
Contact Phone: Australia (+51)

Timezone:

Table 4.1.1.1: Add user fields

Data Manager Search

2? Welcome, T@st User. You are logged in under B28E Customer 0001 - AUS9993

Resource Centre

ke

Cancel Save

Field Name Description
Email Address Registered email address of the user account.
User Profile List of user profiles (access rights and permissions) assigned
to the user account.
Title Salutation for the user. Choices of Mr. Ms. and Mrs.
First Name First name of the user.
Last Name Last name of the user
Contact Phone Phone number of the user account.
Time Zone Time zone of the user.

Table 4.1.1.1: Add user screen buttons

Buttons

Functions

Save

Found on the bottom right of the Add User screen. Click the Save
button to save the data and create the new user account.

Cancel Found on the bottom right of the Add User screen. Click the
Cancel button to exit the Add User screen without saving any
keyed in data.

Once all the user information has been keyed into the Add User screen. Click Save and a

popup will appear once the user account has been successfully created.

the user to create his own password.

Uzer X Z has been added successfulty. An email has been sent to the email address provided for

Ok
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An email notice will be sent to the newly added user. The new user will have to click the link
provided in the email within 24 hours to register the new user password.

Subject: B2BE Customer Centre - Register Password

Dear User XYZ,
Please click on the link below to register vour password.

http://customercentreuat_b2be com/setuppassword registerPassword/c8e99511090bbb6c5599c3d8a1f8293

You have 24 hours to register vour password.

Regards,
Administration Team

4.1.2 Delete a User Account
There are two (2) ways to delete a user account.
Option 1: Select the corresponding tickbox of the user account to be deleted then click on

the Delete button found at the upper left of the User Maintenance sub-module screen to
delete it. Use this option if you are resetting passwords of multiple user accounts.

Option 2: Click the corresponding Delete icon 1 of the user account whose password is to
be reset.

Figure 4.1.2.1: Delete a user account

2. Welcome, Test User. You are logged in under B2BE Customer 0001 - AU

Data Manager Search Resource Centre

Administration = User Maintenance

Profile

Maintenance Add User Delete Reset Password

User

Name ¥ on or Show A
Maintenance fer nev Al !

Site consultant Name ~ User Profile Email Address Phone Humber Last Login

OFFLINE P

e Test User « Administrator test@company.com 6112345678 04-04-2014 07:58:05 [+ W]
It% User XYZ + Maintainer user@company.com +61 234567 03-04-2014 21:01:51 [+ W]

Total 2

A popup screen will appear to confirm if you want to proceed to delete the user account.
Click Yes to confirm deletion. Click No to cancel deletion.

Are you sure you want to delete the user ?

Mes Mg

If Yes is clicked, another popup screen will appear once the user account has been deleted
to confirm the successful deletion.

User has been deleted successfully.

Ok
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4.1.3 Reset Password of a User Account

There are two (2) ways to reset the password of a user account.

Option 1: Select the corresponding tickbox of the user account whose password is to be
reset then click on the Reset Password button found at the upper left of the User
Maintenance sub-module screen. Use this option if you are resetting passwords of multiple
user accounts.

|
Option 2: Click the corresponding Reset Password icon “+¥ of the user account whose
password is to be reset.

Figure 4.1.2.1: Delete a user account

» Welcome, Test User. You are logged in under B2BE Customer 0001 - AUS9999. h OB

Data Manager Search Resource Centre

Business to Business e-Salutions

Youare here:  Administration = User Maintenance

Profile
Maintenance oSl et

User
» | Hame v|on| Fiter o _ Show Al <cfist <prev 1 next» lasts>

O TestUser . 578 04.04-2014 07:52:05 (s W]

0 user1z3 = | Are you sure you want to reset the password for the following user: 03-04-2014 21:12:07 s ’ 5]
 UserXvz

@ userxvz . 89 03-04-2014 21:12:07 [+ W

By clicking "Yes an emai containing a link will be sent to the user enabling them to update their
password

Yes | e <<frst <prev 1 next» last=>

To reset the password, the system will send an email to the registered email address of the
selected user account containing a link that the user can use to key in a new password. A
popup will appear to confirm if the User Admin wants to proceed with the sending of the
email. Click Yes to proceed and send the email. Click No to cancel.

Once the reset password email(s) have been sent, a popup will appear to confirm the
successful sending.

Emails are sent.

OK

Subject: B2BE Customer Centre - Forgot Password

Dear Test User,
Please click on the link below to reset yvour password.

http-//customercentreuat b2be com/setuppassword recoverPassword /8edfea806f42179866ddb0752007bc5b

You have 24 hours to reset vour password.

Regards,
Administration Team
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4.1.4 Edit a User Account

7

To edit the information of an existing user account, click on the corresponding Edit icon

of the user account to be edited.

Figure 4.1.4.1: Edit a user account

Data Manager Search Resource Centre

Administration = User Maintenance » Edit User

Profile
Maintenance Email: test@company.com
Profile: Maintainer == |Administrator
User Viewer
Maintenance
Title: r v
First Hame: Test
Last Name: User
Status: Active v
Contact Phone: Australia (+51) v 12245878
Timezone: AustraliaMelbourne ¥

» Welcome, Test User. ou are logged in under B2BE Customer 0001 - AU93995

Cancel Save

After modifying the user information accordingly, click on the Save button to commit the
changes or click Cancel to exit the Edit User screen without saving the changes.

Once the user information has been saved successfully, a popup message will appear to

confirm it.

Test User has been updated successfully.

Ok
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4.1.5 Search/Filter User Account
User Admin can search or filter user accounts either by Name or Profile.

To search/filter, select the filter from the dropdown and then type the value to be searched
for in the textbox and click the Filter button. Click the Show All button to cancel the

filtration.

Figure 4.1.5.1 Search/filter user account

Ee

» Welcome, Test User. ou are logged in under B2BE Customer 0001 - AUSS99S
»

Business to Business e-Solutions

2
Data Manager Search Resource Centre

ouare here:  Administration > User Maintenance

»

Profile

Maintenance Add User Delete Reset Password

User

Mamtenance Name v |on Fiter  or _ Show Al 1

’ Name

—
Site consultant | i User Profile Email Address.

Test User « Administrator test@company.com » s e
User 123 « Maintainer user@company.com [+ W}
User XvZ « Administrator userxYZ@company.com [+ W]

Total 3

In the User Maintenance module, the user can filter by Name or by Profile.

The result of the filter will then be shown on the table below.

Figure 4.1.5.2: Search/filter results of user account

Ee

BQ'E welcome, Test USer. You are logged in under B2BE Customer 0001 - AU99999.

L}
Busingss 13 Business e-Solutions Data Manager Search Resource Centre
ouarehere:  Administration > User Maintenance
»

Profile

Maintenance Add User Delete Reset Password

User

Maintenance Name Y|on [test Fiter |or  Show Al ’
Site consultant | B Hame ~ User Profile Email Address Last Login
OFFLINE | .

Test User » Administrator test@company.com 04-04-2014 07-59:05 >*JI e

LEAVE YOUR. MESSAGE

Total1
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4.2 Administration > Profile Maintenance

This Profile Maintenance is where permissions to access applications and functions and the
access rights to specific data are maintained.

To get to the Administration module, click on w4 icon on the upper right corner of the page.
Once inside the Administration module, you will automatically be taken to the Profile
Maintenance sub-module by default. Or you can click on Profile Maintenance on the Left
Panel Menu.

Figure 4.2.1: Profile maintenance

Profile
Maintenance

Add Profile  Delste Profile

User
v i Show
Maintenance on Fiter or _ Show

Name

Hame = Description Status

Administrator Administrator Active o]

Maintainer Maintainer Active e
Viewer Viewer Active B8
Table 4.2.1: Profile maintenance fields
Field Name Description
Name Name of the profile.
Description Description of the profile.
Status Status of the profile. Active or Inactive. Active profiles can be

assigned to user accounts while Inactive profiles cannot be
assigned to user accounts.

Table 4.2.2: Profile maintenance buttons

Buttons Functions

Found on the upper left of the Profile Maintenance sub-
module screen. Click the Add Profile button to create a new
profile. Please refer to section 4.2.1 Add a New Profile.
Found on the upper left of the Profile Maintenance sub-
module screen. Select the corresponding tickbox of the
profile to be deleted and click the Delete button to delete it.
Please refer to section 4.2.2 Delete a Profile.

Add Profile

Delete Profile

There are 3 pre-set profiles that can be assigned to user accounts:

Profile List of Permissions
Administrator ¢ Home (with Dashlets)
e Search (Document)
e Resend (Document)
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e Administration (Profile and User Maintenance)

e Resource Centre

o Data Manager (With access to ALL B2BE Accounts,
Document Type and Lookup Tables that belong to the
Company.)

Home (with Dashlets)

Search (Document)

Resend (Document)

Resource Centre

Data Manager (With access to ALL B2BE Accounts,
Document Type and Lookup Tables that belong to the
Company.)

Viewer e Home (with Dashlets)

e Search (Document)

e Resource Centre

Maintainer

To be able to assign access to specific (not ALL) B2BE Accounts, Document Type and
Lookup Tables only to Maintainer and Viewer user accounts, a customized profile will have
to be created by copying the pre-set Maintainer and Viewer profiles and edit the Data
Permission section accordingly. Please refer to section 4.2.5 Copy a Profile.

4.2.1 Add a New Profile

To add a new profile, click on the Add Profile button on the Profile Maintenance screen.

Figure 4.2.1.1: Add profile

2® wielcome, T@St USer. You are logged in under B2BE Customer 0001 -

Data Manager Search Resource Centre

Administration = Profie Maintenance

Profile Hame:
Maintenance .
Description:

Status: Active ¥

[ Permission Selection \(Userseleam \L

Application Permission

User
Maintenance

Application: Al v

Activate

Module Access ) Administration € Application Permission

Module Access
/ Seftings
» My Settings @ +}Administration

Home € +HMy Settings

) Data Manager @ +-Home

+ Data Manager
p Search ©

R R R ®

++Search

p Resource Centre € +Resource Centre

Data Permission
Data Access
-+ Document Type

Function Access Please select a module to load function

Field Access Flease select 3 function to load fiekd
Data Permission +-Your Account ID

+} Data Manager Table
Data Type: | Al v

Once in the Add Profile screen, the default is that all Application and Data Permissions are
pre-ticked. The User Administrator can un-tick the corresponding tickboxes of the specific
modules, functions, fields or data that he wants to remove from that profile’s access
permission.
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Table 4.2.1.1: Add profile fields

Field Name

Description

Name

Name of the profile.

Description

Description of the profile.

Status

Status of the profile. Active or Inactive. Active profiles can be assigned
to user accounts while Inactive profiles cannot be assigned to user
accounts.

Application
Permission

e Module Access - Enables the User Administrator to determine which
module will be made available for a profile. The User Administrator
can un-tick the corresponding tickboxes of the Module to remove it
from the list of modules that the profile can access. Click on the = —
icon of a ticked Module to load its functions configuration under the
Function Access section.

Module Access  Administration €@ v
Profile Maintenance € v

User Maintenance & 4

System Meszage € '

e Function Access - Enables the User Administrator to manage and
determine the functions to be made available for a profile. Upon
selecting a particular module in the Module Access section, the
Function Access section will list all functions available in the selected
module. The User Administrator can tick the corresponding tickboxes
of the Function to remove it from the list of Functions that the profile
can access. Click on the %.— icon of a ticked Function to load its
fields under the Field Access section.

=
1

Function Access Add Profie €

Delete Profile @

=

Edit Profile €

Sl
il il

Fitter Profile €

e Field Access - Similar to the Module and Function access, all fields
including the mandatory fields will be listed. Only non-mandatory and
non-critical fields are configurable by the User Administrator. By
default if the Function checkbox is ticked for activation, all fields
under it will be pre-ticked. The User Admin can only un-tick any non-
mandatory fields.

Field Access Application Tabs
Email
Language
Last Login Date
Max ttem Per Dashlet

Max ltem Per Page

& & & & & & %

Profile

Data

Data Access - Enables the User Administrator to manage and determine

Page 25 of 69




B-E

Business to Business e-Solutions

Field Name Description

Permission which B2BE Accounts, Document Type and Lookup Tables (under Data

Manager) will be accessible by a profile.

Data Access w Document Type

4

Hardcopy
Invoice
PurchaseOrder
Report

Statement

Update

& &K & N & &

Your Selection | Shown on the right side of the Add Profile screen. It displays the
summary of all the permissions that has been selected for this profile.

Click on the corresponding * or '~ buttons to expand (show) or
collapse (hide) the contents.

Application Permission
Module Access
- My Settings

rAccount

+/Save Account

H rDisplay
+ Home
-=I- Data Manager

— Search

+ -Document

Data Permission
Data Access

+} Document Type

-:I- B2BE Account

Data Manager Table

User Selection | This is where user accounts can be assigned to a profile by ticking the

corresponding tickboxes of the user accounts to be assigned with this
specific profile.

Permission Selection [ User Selection A\

Name ¥ on

Fitter or  Show All

Hame = Email

Activate

Test User test@company.com

User 123 user@company.com

User XZ

userXYZ@company.com

The list of user accounts can be filtered/searched by Name or Email
address by choosing the filter from the dropdown and typing the value in
the text box then click the Filter button to do the search. Click the Show
All button to clear the filter and show all the user accounts.
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Table 4.2.1.2: Add profile buttons

Buttons

Functions

Found on the bottom right of the Add Profile screen. Click

e the Reset button to revert the status of the tickboxes back
to the default state of all tickboxes being ticked.

Cancel Found on the bottom right of the Add Profile screen. Click
the Cancel button to exit the Add Profile screen without
saving any profile.

— Found on the bottom right of the Add Profile screen. Click

the Save button to create a new profile with the ticked
permissions. Once the system has successfully added the
new profile, a popup will appear to confirm it. Click OK to
continue.

Test? has been successfully added.

oK

WView Summary

Found on the bottom right of the Add Profile screen. Click
the View Summary button to see a list of all the permissions
that have been selected for that profile displayed in a popup
screen.

Activate

- Administration
-~ Profie Maintenance
w Add Profile
- Field
Description
Name
Delete Profile
« Edit Profile
- Field
Description
Name

« Filter Profile

Print Close

Click the Print button to print out a hardcopy of the selected
permissions.
Click the Close button to close the popup screen.
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4.2.2 Delete a Profile

There are 2 ways to delete profiles:

Option 1: Click the corresponding Delete icon & of the profile that is to be deleted.

Option 2: Tick the corresponding tickbox of the profile to be deleted then click the Delete
button. Multiple profiles can be selected for deletion at the same time by ticking the
corresponding tickboxes of the profiles to be deleted then click the Delete button.

Figure 4.2.2.1: Delete a profile

Administration > Profile Maintenance

Profile

Maintenance Add Profile  Delete Profie

User
Maintenance

Hame. v |on

BI'E Welcome, Test User. You are logged in under B2BE Customer 0001 -

Data Manager Search

Show Al

Description

Status

Administrator

W Assistant Admin

MWaintainer

Viewer

Administrator

Administrator

MWaintainer

Viewer

Active V-
acve 4 B
Active g o
Active e

Total 4

Once the Delete button is clicked, a popup will appear to ask User Administrator to confirm
the deletion of the selected profile(s). Click Yes to confirm deletion, click NO to cancel

deletion.

Are you sure you want to delete profile(s)?

Mo

Once Yes is clicked and the selected profiles have been deleted, a popup will appear to
confirm the successful deletion. Click OK to proceed.

User profile(s) has been successfully delsted.

Ok
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4.2.3 Edit a Profile

To edit a profile, click on the corresponding Edit icon

Figure 4.2.3.1: Edit profile

of the profile to be edited.

P Welcome, Test User. You are logged in under B2BE Customer 0001 -

Data Manager Search

Resource Centre

Administration > Profile Maintenance

Profile

Maintenance Add Profle  Delete Profile

User

(J  Assistant Admin

Maintainer

Viewer

Administrator

Waintainer

Viewer

Total4

N v
Maintenance ame on Fiter  or _ Show Al
1
Hame = Description Status
Administrator Administrator Active 78

Active 4B 5]
Active FA:)

Active 48

The Edit Profile screen will appear which will look similar to the Add Profile screen.

Figure 4.2.3.1: Editing a profile

P Welcome, Test User. ou are logged in under B2BE Customer 0001 - AUESYS,

Data Manager Search

Resource Cenire

Administration > Profile Maintenance > Edit Profile

Profile Hame:
Maintenance

Assistant Admin
Description: Administrator

Status: Active T

ot

User
Maintenance

Site consultant

[ Permission Selection

OFFLINE

Application Permission
LEAVE YOUR MESSAGE

Application: | All v

"
Module Access » Adminisiration @ @
p My Seitings @ <
Home © v
» Data Manager © @
» Search @ v
} Resource Centre @ <

Function Access Please select a module fo load function

Field Access Please select a function to load field
Data Permission

Data Type: | Al v

Application Permission

Module Access

+}Administration

iy Settings
Home

+!Data Manager

+}search

+} Resource Centre

Data Permission

Data Access

+} Document Type

+}-vour Account ID

+} Data Manager Table

Once in the Edit Profile screen, the User Administrator can modify any information of the
profile. He can tick or un-tick the corresponding tickboxes of the specific module, function,
field or data that need to be activated or deactivated for that specific profile.

For specific description of the fields on the Edit Profile screen, please refer to Table 4.2.1.1
Add Profile Fields since the Edit Profile and Add Profile screens are similar.
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Table 4.2.1.2: Edit profile buttons

Buttons Functions

Reset Found on the bottom right of the Edit Profile screen. Click the
Reset button to revert the status of the tickboxes back to the
previously saved state.

Cancel Found on the bottom right of the Edit Profile screen. Click the
Cancel button to exit the Edit Profile screen without saving any
profile.

— Found on the bottom right of the Edit Profile screen. Click the

Save button to commit the changes that has been made to the
profile. Once the system has successfully saved the changes to
the profile, a popup will appear to confirm it. Click OK to
continue.

Assistant Admin has been successfully updated.

WView Summary

Found on the bottom right of the Edit Profile screen. Click the
View Summary button to see a list of all the permissions that
have been selected for that profile displayed in a popup screen.

Activate

« Administration
~ Profile Maintenance
+ Add Profile
- Field
Description
Mame

Delete Profile

-~ Edit Profile
« Field
Description
Mame

~ Filter Profile

Print Close

Click the Print button to print out a hardcopy of the selected
permissions.
Click the Close button to close the popup screen.
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4.2.4 Show Users of a Profile

To see the list of users assigned to each of the profile, click the corresponding Show Users

icon of the profile whose users you want to be shown on the Profile Maintenance sub-
module.

Figure 4.2.4.1: Show users of a profile

BE'E Welcome, Test User. “ou are logged in under B2BE Customer 0001 - AUS!
Search Resource Cenire

Data Manager

Administration > Profile Maintenance

Profile

Maintenance Add Profile  Delete Profie

User
. Name v on or Show A
Maintenance Fiter how All
1

Site consultant
OFFLINE Dy || . Name = Description Status.
LEAVE TOUR MESSAGE

Active P

e )0 b

Administrator Administrator

Assistant Admin Administrator

Waintainer Maintainer Active 48

Active F |

Viewer Wigveer

Total4

A popup showing the list of user accounts that have been assigned with that specific profile
will appear listing their Name and Email Address. Click the Close button of the popup when

done.

Profile : Assistant Admin

Hame Email
User 123 user@company.com
User XWZ userXYZ@company.com

Close
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4.2.5 Copy a Profile

To copy the access permissions of a profile, click the corresponding Copy icon
profile that is to be copied/duplicated on the Profile Maintenance sub-module.

of the

Figure 4.2.5.1: Copy a Profile

Welcome, Test USer. You are logged in under BZBE Customer D001 - AL

Data Manager Search Resource Centre

Administration = Profile Maintenance

Profile

Maintenance Add Profle  Delete Profile

User

Mantenance Name v on Fiter  or _ Show Al
1
Hame ~ Description Status
Administrator Administrator Active Yl o)
Assistant Admin Administrator Active B8 EER
Waintainer Maintainer Active o)
Viewer Viewer Active 78

Total4

Once the Copy icon is clicked, the system will duplicate the access permissions of that
specific profile and create a copy. A popup will appear to confirm its creation.

User profile has been successfully duplicated.

ol

The newly created duplicate profile will appear on the list of profiles with the name of the
original profile that it was copied from with the additional *- Copy” added to the end of the
profile’s Name. For example, if the profile "Maintainer” is copied, then the duplicate will
have the name “Maintainer — Copy”. Then if "Maintainer” is copied again for the second
time, the name of the second duplicate will be “"Maintainer — Copy (2)”, so on and so forth.

Figure 4.2.5.2: Duplicate profile names

Add Profile  Delete Profie

Total 5

Name v on Fiter or | show Al
1

Hame = Description Status
Administrator Administrator Active 48
Assistant Admin Administrator Active o]
Assistant Admin - Copy Administrator Active r 8
Maintainer Maintainer Active (o]
Viewer Viewer Active 48

Page 32 of 69



B-E

Business to Business e-Solutions

Once a profile has been duplicated, it can be renamed to replace the “- Copy” profile name
by editing it. Just click on the Edit icon 7 of the profile to edit the profile.

Figure 4.2.5.3: Edit duplicate profile

Welcome, Test User. You are logged in under B2BE Customer 0001 - AUS9893.

Data Manager Search

Business to Business e-Solutions Resource Centre

Youare here:  Administration > Profile Maintenance = Edit Profile

Favourite » Edit file
’ Profile Name: jAssistant Admin - Cop
Maintenance
Description: Administrator
User Status: Active v

Maintenance

Permission Selection

Application Permission

Application: | All v

], S

Data Permission

Data Type: | Al

Then edit the name

permissions accordingly then click the Save button at the bottom of the Edit Profile page. A

Module Access } Administration Application Permission
Module Access
» My Setings @ +} Administration
Home @ +] My Settings
} DataMznager @ Home
+| Data Manager
» Search © +|Search
} Resource Centre @ + Resource Centre o
Function Access Piease select a module to load function Data permizsion
Data Access
Field Access Please select a function o load field /. Document Type

+!-YVour Account ID
+}Data Manager Table

of the profile (i.e. from “Maintainer - Copy” to “Integrator”) and the

popup will appear to confirm the successful update of the profile.

Assistant Admin with Restrictio

ns has been successfully updated.

The duplicate profile that has just been renamed will then be reflected on the Profile

Maintenance page.

Add Profile  Delete Profile

Name ¥ on

Administrator
Assistant Admin
Assistant Admin with Restrictions.

Maintainer

0O 0 @B OO

Viewer

Fiter or Show All

Administrator

Administrator

Administrator

Maintainer

Viewer

Profile Maintenance

first prev 1 next last

Active

Active

Active

Active

Active

Total &

first prev. 1 next last
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5 Search

The Search application is where business documents within the past 3 months (longer if
subscribed to extended archiving) can be searched and retrieved.

To get to the Search application, click on “Search” on the Applications Menu from any page
in the Customer Centre.

Figure 5.1: Search Application

Data Manager Search Resource Centre

Search > Document

Document Document ID: Search Reset  Snhow Advanoced Sesrch

Site consultant
OFFLINE

LEAVE YOUR MESSAGE

Once in the Search application, just type in the Document ID and click the Search button
beside it to retrieve that specific document. You can type in a single or multiple Document

ID to be searched at the same time.

Document ID: 259370-2 263559-1 Search Reset Show Advanced Search

Search results will be displayed at the bottom part of the screen.

Welcome, Test USer. You are logged in under B2BE Customer D001 - AUS

Data Manager Search Resource Cenire

Search > Document

Document Document ID: 259370-2 263559-1 Search Reset  Show Advanced Search
| [ Resut1 XY
/ L

1
Your Account ID Trading Partner ID ectior Type ci Time Last Activi ~ status
b2be_account 02 trading_account_04 Outgoing Invoice 2635801 04-04-2014 07:14:23 013 15:10:06 Complete
b2be_account_02 trading_account_04 Outgaing Invoice 258370-2 04-04-2014 07:14:23 31-12-2013 15:10:06 Complete
Total 2
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5.1 Advanced Search

For more Search options, click on the Show Advaced Search link to display the rest of the
advanced Search options.

Figure 5.1.1: Advanced search

Document 1D:

Your Account 1D:

Document Type:
Date From: 02-04-2014

Date To: 02-04-2014

Document

A
Direction: Al

Search Reset Hide Advanced Search
Trading Partner ID:

Status:

Time From: 00:00 ]
Time To: 2358 o

Table 5.1.1: Advanced search fields

Field Name

Description

Document ID

Document ID: 6520000240 6520000238 Search Reset

Unique ID for the Document. Key in a Document ID to search
for then click the Search button.

To search for multiple Document IDs at a time, key in the first
ID and hit the Enter key and then key in another ID and hit
the Enter key, and so on.

To remove a Document ID from the list to be searched for,
click on the corresponding X.

Then click the Search button to start the search.

Your Account ID

The specific B2BE Account ID to be searched for.

Trading Partner ID

The name of the trading partner related to the document to be
searched for.

Document Type

The type of document to be searched for.
i.e. Purchase Orders, Invoice, Dispatch Advice, etc.

Status The status of the document to be searched for. Options for
Status are:
Processing Discarded Completed
Errored Redirected Deleted
Date From The starting date of the date range to be searched for.
Date To The ending date of the date range to be searched for.
Time From The starting time of the time range to be searched for.
Time To The ending time of the time range to be searched for.

Document Direction

The direction of the document to be searched for. Whether
incoming, outgoing or both.

Table 5.1.2: Search application buttons

Buttons Functions
m— Click the Search button to start the document search based on the
search criteria that was keyed in.
E— Click the Reset button to reset all the search criteria that was keyed
in.
T ——— Shown at the bottom of the Search Results section. Select one or

Page 35 of 69




B-E

Business to Business e-Solutions

more documents from the Search Results then click the Resend
Selected button to resend the selected files either to your trading
partners or to yourself from your trading partner depending on the
document direction.

Once the Resend Selected button is clicked, a popup message will
appear to advice that there may be corresponding charges for
resending the chosen documents.

“Y'ou may be charged for resending 1 selected document{s). Please confirm if you want to
proceed?

Yes Mo

Click Yes to proceed with the resend. Click No to cancel the resend.

5.2 Document Details

The Document Details contains the Document Trace which shows the processes that the
document has gone through and any related documents.

After keying in all the search criteria and clicking on the Search button to retrieve the
documents. Search results are displayed at the bottom part of the screen.

Figure 5.2.1: Search result

B,'E Welcome, Test User. You are ogged in under BZBE Customer 0001 - AUS!

Data Manager Search Resource Centre

Search > Document

Document Document ID: Search Resel  Hide Advanced Search
§  Your Account ID: Trading Partner ID:

Document Type: || Invoice Status:

Date From: 01-04-2014 | Time From: 00:00 ®

Date To: 07-04-2014 E| Time To: 2359 [C]

Document

Direction: Al M

[ Resut1 XY

! L

1 2/2/4/5/ 81 2|2 10 pext> |ast

Your Account ID Trading Partner ID Direction Type Last Activity Date/Time v Status
b2be_account_02 trading_account_04 Outgoing Invoice Complete
b2be_account_02 trading_account_04 Outgoing Invoice Complete
b2be_account_02 trading_account_04 Outgoing Invoice Complete
b2be_account_02 trading_account_04 Outgoing Invoice Discarded
b2be_account_02 trading_account_04 Outgoing Invoice Complete
b2be_account_02 trading_account_04 Outgoing Invoice Complste
b2be_account_02 trading_account_04 Outgoing Invoice Complete
b2be_account_02 trading_account_04 Outgoing Invoice Complete

Click on a specific Document ID link to see the Document Details for that document.
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Figure 5.2.2: Document trace

Sender D
b2be_account_02

Receiver 1D
trading_account_04

Document Type

Invoice

Document ID
256002-3

Sequence Action DateTime Message
1 Uploaded 2013-12-31 15:10:06 view | download(2.68 KB}
2 Translated 2013-12-31 18:10:07 wigw
3 Delivered 2013-12-31 15:10:07 view | download(0.94 KB}

For descriptions relating to document trace actions please click here.

Sender 1D Receiver ID Document Type Document 1D DateTime Remarks
b2be_account_02  trading_account_04 258002-3 2013-12-31 04:10:06

Invoice Current document

Click the corresponding View link to see the document at that specific stage of the process.

Click the corresponding Download link to download the document at that specific stage of
the process to your local drive.

The Transaction View shows all the documents related to that specific Document ID if there
is any.

Click the corresponding Document ID link to see the related document.

To see the list and description of the stages in the Document Trace, click the “click here”
link.

For descrptons reltryg o dooumernd trace actons plesse ghok herg,

J013-12-30 D100

Coartet docimsni

The system will then show the list in a popup screen.

Document Trace Action Description 28

+ Uploaded

The document has been successfully uploaded into the B2BE server enviranment

= Translated

The document has been successfully translated into your trading partners required format

= Delivered

The document has been successfully loaded into your trading partnert's account ready for downloading,
* Resent

The document has been resent and wil be re-translated into your trading partners required format

s Redirected

The document has been re-directed to another account on the B2BE Server based on rules applied in the translation
» Carbon Copied

The document has been copied so the document wil be sent to the original account and to the carbon copy account based on rules |
applied in the translation

« Errored
The document has failed a validation rule applied on your trading partners behalf during translation and wil need to be corrected and
re-sent

» Trapped Duplicate

The document has been trapped by a validation rule applied by you or your trading partner to identify duplicate documents upioaded
into B2BE.

L= Trapped lonorable
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5.3 Multiple Search Results

Multiple search results can be displayed right alongside each other for easy reference and
comparison. After doing the first search and the search result is displayed, another search
can be made by keying in new search criteria and then have the second search result
displayed right alongside the first search result. Click on the corresponding Result tabs to
switch from viewing one search result to the other.

Figure 5.3.1: Multiple search results

BI:E welcome, Test User. You are logged in under B28E Customer 0001 -
Business 10 Business e-Solutions LA Data Manager Search Resource Centre
Search > Document
Document Document ID: Search Reset  Hid= Asvancad S=ar
Your Account ID: Trading Partner ID:
Document Type: | Remittance Advice Status:
Date From: 01-04-2014 Time From: 00:00 [c]
Date To: 07-04-2014 Time To: 2359 [C]
brecuon: |2 .
Result 1 Z Result 2 { Resut3 \
1]2[2|/4/5||8] 7|8 8]10 npext> lastx=
Your Account I Trading Partner 1D Direction Type Last Activity DateiTime v Status
b2be_account 02 b2be_account_05 Outgoing Remittance Advice 02-01-2014 08:00:21 Complete
b2be_account_02 b2be_account_05 Outgaing Remittance Advice 02-01-2014 08:00:21 Complete
b2be_account 02 b2be_account_05 Outgoing Remittance Advice 02-01-2014 08:00:21 Complete
b2be_account_02 b2be_account_05 Outgaing Remittance Advice 02-01-2014 08:00:21 Complete
b2be_account 02 b2be_account_05 Outgoing Remittance Advice 02-01-2014 08:00:21 Complete
b2be_account_02 b2be_account_05 Outgaing Remittance Advice 02-01-2014 08:00:21 Complete
b2be_account 02 b2be_account_05 Outgoing Remitiance Advice 02-01-2014 08:00:21 Complete
b2be_account_02 b2be_account_05 Outgaing Remittance Advice 02-01-2014 08:00:21 Complete
b2be_account 02 b2be_account_05 Outgoing Remitiance Advice 02-01-2014 08:00:21 Complete

Search that has more than one page of search result will be displayed in multiple pages.
Click on the specific page number to see the results on those pages. Or click on the
“<<first” and “<prev” or the “next >" and “last >>" links to switch between pages.

Figure 5.3.2: Multiple Pages of Search Results

Search Results can be filtered by the following:

¥ |on Filter or  Show All 123 /48|68 7 82|10 nex= |ast== X
Sender Receiver Document Type Document ID Creation Date/Time Last Activity Date/Time Status
Company1 CompanyA Invoice 0453413963 2014-01-01 08:11:50 2013-12-31 21:11:50 Complete
Company1 CompanyA Invoice 0453413964 2014-01-01 08:11:41 2013-12-31 21:11:41 Complete
Company1 CompanyA Invoice 2014-01-01 08:11:42 2013-12-31 21:11:42 Complete
Company1 CompanyA Invoice 2014-01-01 08:10:56 2013-12-31 21:10:56 Complete
Company1 CompanyA Invoice 2014-01-01 08:11:50 2013-12-31 21:11:50 Complete
Company1 CompanyA Invoice 0453413968 2014-01-01 08:20:.43 2013-12-31 21:20:43 Complete
Company1 CompanyA Invoice 0453413984 2014-01-01 08:11:51 2013-12-31 211151 Complete
Company1 CompanyA Invoice 0453414068 2014-01-01 08:10:59 2013-12-31 21:10:59 Complete
Company1 CompanyA Invoice 0453414070 2014-01-01 08:11:42 2013-12-31 21:11:42 Complete

e Your Account ID e Creation Date/Time

e Trading Partner ID e Last Activity Date/Time
e Document Type e Status

¢ Document ID
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Figure 5.3.3: Search result filters

Data Manager

Business to Business e-Solutions

Search

Welcome, Test User. Vou are logged in under B2BE Customer 0001 - AUS959.

Resource Centre.

You are here:

Favourite

Search > Document

Document ID:

Document

Your Account ID:

Your Account 1D
Trading Partner ID

Search

Reset  Hide Agvanced Szsrch

Trading Partner ID:

Document Type: | Remittance Advice Status:

Date From: 01-04.201¢ Time From: 00:00 ®
Date To: 07-04-2014 Time To: 2359 ®
Document

Direction: Al M

<<first <prev 1|23

next= lastex

Document Type b2be_account_05 Outgoing Remittance Advice 023633 04-04-2014 08:23:34 02-01-2014 08:00:21 Complete
Document ID b2be_account_05 Outgoing Remittance Advice 023637 04-04-2014 09:23:34 02-01-2014 09:00:21 Complete
Creation Date/Time b2be_account_05 Outgoing Remittance Advice 022838 04-04-2014 09:23:34 02-01-2014 09:00:21 Complete
Last Activity Date/Time )

stat b2be_account_05 Outgoing Remittance Advice 023640 04-04-2014 09:23:34 02-01-2014 09:00:21 Complete

atus

S ——— b2be_account_05 Outgoing Remittance Advice 023634 04-04-2014 09:23:34 02-01-2014 08:00:21 Complete
[J  b2be_account 02 b2be_account_05 Outgoing Remittance Advice 023635 04-04-2014 09:23:34 02-01-2014 03:00:21 Complete
[ b2ve_account 02 b2be_account_05 Outgoing Remittance Advice 023685 04-04-2014 09:23:34 02-01-2014 09:00:21 Complete
[J  b2be_account 02 b2be_account_05 Outgoing Remittance Advice 02363% 04-04-2014 09:23:34 02-01-2014 08:00:21 Complate
[0 b2be_account_02 b2be_account_05 Outgoing Remittance Advice 023687 04-04-2014 09:23:34 02-01-2014 08:00:21 Complete

o

Click on the dropdown of the Search Result then select the filter criteria, type the value to
be filtered then click the Filter button. The filtered result will be shown on the bottom of the
page.

Q <zfist <prev 123

4)5|8|7]8]8 10

Q

next = last ==

To display the Search Result on a separate screen for better viewing, click on the ) Pop
Out icon.

To put the Search Result back into the main screen, click on the Pop In icon on the
upper right corner of the pop out screen.

Figure 5.3.4: Pop-out and pop-in search result

Welcome, User XYZ ?

Home

Data Manager

Search Resource Centre

Business to Business e-Solutions

Youare here:  Search > Document

Fovowte >
b Document Document ID: Search Reset Hide Advanced Search
Sender ID: v ReceiveriD: v
Document Type: |Invoice v Status v
Date {75 Generic Web Portal Framework - Google Chrome ! =] O
Date

[} 10.0.0.96/customercentre_rachelle/search/searchdocument/popupview

Filter _ or __ ShowAll  ==fist <prev next= lastz=

Company1 CompanyA Invoice 0453413953 2014-01-01 08:11:50 2013-12-31 24:11:50 Complete
Company1 CompanyA Invoice 0453413964 2014-01-01 08:11:41 2013-12-31 241144 Complete H
Company1 CompanyA Invoice 0453413955 2014-01-01 08:11:42 2013-12-31 24:11:42 Complete
Company1 CompanyA Invoice 0453413966 2014-01-01 08:10:56 2013-12-31 24:10:56 Complete
Company1 CompanyA Invoice 0453413057 2014-01-01 08:11:50 2013-12-31 24:11:50 Complete
Company1 CompanyA Invoice 0453413058 2014-01-01 08:20:43 2013-12-31 21:20:43 Complete
Company1 CompanyA Invoice 0453413084 2014-01-01 08:11:54 2013-12-31 241151 Complete
Company1 CompanyA Invoice 0453414068 2014-01-01 08:10:59 20131231 21:10:50 Complete
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6 Data Manger

The Data Manger application is where data of lookup tables can be maintained by the users
themselves if given access to it by the Administrator.

To get to the Data Manager application, click on “"Data Manager” on the Applications Menu
from any page in the Customer Centre Upgrade.

Figure 6.1: Data manager application

Tables Name v on Fiter 1

Name ~ Description Number of records Action

Lookup_Table_3751 Lookup_Table_3751 1 o) -

Lookup_Table_3752 Lookup_Table_3752 18 ol Nell J

The Data Manager application contains the following functions:

- Edit Alias/Description: This function lets the user edit the alias and description of the
lookup table.

- Manage Details: This function lets the user add, edit and delete data records of the
lookup table.

- Manage Upload Config: This function lets the user create a new configuration for
data uploading into the lookup table.

- Upload: This function lets the user upload data from a file into the lookup table.

- Export: This function lets the user export/download the data of the lookup table into
a .zip file and save it to the local drive of the computer.

- Restore Table: This function lets the user restore the data of the table into a
previously backed up version.
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6.1 Data Manager > Edit Alias/Description

The Edit Alias/Description function lets the user edit the alias of the lookup table.
Description can also be added to describe the purpose of the lookup table.

To edit, click on the Edit Alias/Description icon /" of the lookup table whose alias and/or
description needs to be edited.

Figure 6.1.1 Edit alias/description screen

Bz 'E Welcome, Test User. You are logged in under B2BE Customer 0001 - AUS9999.

L}
Business 1o Business o-Solutions A Data Manager Search Resource Centre
w

Youare here:  Data Manager » Tables

B

<<fist <prev 1 next> last=>

’ Tables Name ¥ on

Lookup_Table_3751 Hame: Loskup-Teple 3Tl 1 I BHLBO
Alias: Lockup_Table_Opti
Lookup_Table_3752 =t FENLBO
Description: Lockup tatle for options|
FBNGBO

Lookup_Table_3753

«<fist <prev 1 next» last=»

Cancel Save

Table 6.1.1: Edit alias/description screen fields

Field Name Description
Name Name of the lookup table. Named by B2BE.
Alias The name that the user can assign to the lookup table.
Description The description to describe the purpose of the lookup
table.

Table 6.1.2: Edit alias/description screen buttons

Buttons Functions

Found on the bottom right of the Edit Alias/Description
screen. Click the Save button to commit the changes that
has been made to the fields. Once the system has
successfully saved the changes to the lookup table, a popup
will appear to confirm it. Click OK to continue.

Save

Price List updated successfully

OK

Found on the bottom right of the Edit Alias/Description
screen. Click the Cancel button to exit the screen without
saving any of the changes to the fields.

Cancel
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6.2 Data Manager > Manage Data

The Manage Data function lets the user see the data records of the lookup table. The user
can also add, edit or delete data records.

To see the content of a lookup table, click on the corresponding Manage Data icon 2 of the
lookup table to be viewed.

Figure 6.2.1: Manage data screen

B-E

Business to Business e-Solutions

Welcome, T@St USer. ou are logged in un stome: 99999

Tables

Site consultant
OFFLINE

LEAVE YOUR MESSAGE

option_value

Test009

10 Test010

1 Test011

12 Test012

Walue 001

Value 002

Value 003

Walue 004

Value 006

Walue 007

Value 008

Walue 009

Walue 010

Value 011

Walug 012

o]

o}

o]

o]

o]

o]

The content of the Manage Details screen will vary depending on the structure of the lookup
table.

Table 6.2.1: Manage data screen buttons

Buttons

Functions

Add new records

Found on the top left of the Manage Data screen. Click the
Add New Records button to go to the Add New Records
screen to create a new data record for the lookup table.
Please refer to section 6.2.1 Add New Records.

Edit records

Found on the top left of the Manage Data screen. There are
2 ways to edit the data records of a lookup table.

Option 1 : Click the Edit icon i of the corresponding record
to be edited.

Option 2 : Tick the tickbox of the record(s) to be edited then
click the Edit Records button. The user can choose multiple
records to edit all at once. Please refer to section 6.2.2 Edit
Records.

Delele records

Found on the top left of the Manage Data screen. Click the
Delete Records button to remove the data record from the
lookup table. There are 2 ways to delete the data records of
a lookup table.

Option 1 : Click the Delete icon = of the corresponding
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record to be removed.

Option 2 : Tick the tickbox of the record(s) to be deleted
then click the Delete Records button. The user can choose
multiple records to delete all at once. Please refer to section
6.2.3 Delete Records.

Filter

Found on the Search bar above the table on the Manage
Data screen. The user can select the filter from the
dropdown and then type the value to be searched for in the
textbox and click the Filter button to sift the data records of
the lookup table.

BZBEU=eriD ¥ on Filter or Advanc

Advance Search

Found on the Search bar above the table on the Manage
Data screen. The user can click the Advance Search button
to use multiple filters to sift the data records of the lookup
table.

The user can select the filter from the dropdown and then
type the value to be searched for in the textbox and click the
Add Filter button to add another filter to sift the data records
of the lookup table.

Add Fiter “Note: All fiters wil be connected by AND
Table Fields Conditions Value Action
Branch ¥ does not contain LRE: o)

Address ¥ contains v Pant o]

- Click the corresponding Delete icon k= of the filter to
delete it.

- Click the Search button to start searching the data
records in the lookup table based on the filters that
were set.

- Click the Reset button to clear the filters.

- Click the Cancel button to exit the Advance Search
popup without doing any search.
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6.2.1 Add New Records

The user can click on the Add New Records button found on the top left of the Manage Data
screen to add a new data record to the lookup table.

Figure 6.2.1.1: Manage data screen — add new records

2" Welcome, Test USer. You are logged in under B2BE Customer 0001 - AL
Data Manager Search Resource Centre
Data Manager > Tables > Manage Data
»
Tables
Add new records Edit records Delels records
Site consultant
OFFLINE i |
LEAVE YOUR MESSAGE fil | option_ic v on Fiter or _Advance Search
1/2]/3][4]| 5 nexts lastzx
option_id + option_name option_value autoload Action
1 Test 001 Value 001 yes a8
2 Test 002 Value 002 yes o}
Test 003 Value 002 yes 8
Test 004 Value 004 yes o}
Test 006 Value 006 yes B8
7 Test 007 Value 007 yes o}
3 Test 008 Value 008 yes o}
9 Test009 Value 009 yes <]
10 Test 010 Value 110 yes ]
11 Test 011 Value 011 yes o}
12 Test012 Value 012 ves o]

The content of the Add New Record screen will vary depending on the structure of the
lookup table.

Figure 6.2.1.2: Add New Record Screen

2 Welcome, Test User. ou are logged in under B2BE Customer 0001 - AU

Data Manager Search Resource Centre.

Data Manager > Tables > Manage Data = Add New Records

Tables aption_id: (NUMERIC, maxlength : 20)
option_name: (ALPHANUMERIC, maxlength : 64)
Site consultant | option_value: (ALPHANUMERIC)
OFFLINE
LEAVE YOUR MESSAGE EOEETE (ALPHANUMERIC, maxlength : 20)

Add Additional Record

Reset  Cancel  Save

Click on the Add Additional Record button to add multiple data records into the lookup table
at the same time.
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Figure 6.2.1.3: Add new record screen - add additional record

Tables option_id:
option_name:
option_value:

autoload:

aption_id:
option_name:
aption_value:

autoload:

option_id:
option_name:
option_value:

autoload:

Data Manager =

Home Data Manager

Tables

2? Welcome, Test User. You are logged in under B2BE Customer 0001 -

Search

Manage Data > Add Hew Records

Resource Centre.

(HUMERIC, maxlength : 20}
(ALPHANUMERIC, maxlength : 64)
(ALPHANUMERIC)

(ALPHANUMERIC, maxiength : 20)

(NUMERIC, maxlength : 20)
(ALPHANUMERIC, maxlength : 64)
(ALPHANUMERIC)

(ALPHANUMERIC, maxlength : 20)

(HUMERIC, maxiength : 20)
(ALPHANUMERIC, maxiength : 64)
(ALPHANUMERIC)

(ALPHANUMERIC, maxlength : 20)

Add Additional Record

Reset  Cancel  Save

Table 6.2.1.1: Add new record screen buttons

Buttons

Functions

Rezet

Found on the bottom right corner of the Add New Record
n.
Click the Reset button to clear the values on the fields of Add
New Records screen.

Cancel

Found on the bottom right corner of the Add New Record
n.
Click the Cancel button to exit the Add New Records screen
without saving any data.

Save

Found on the bottom right corner of the Add New Record
n.
Click the Save button to commit the data that were keyed
into the fields into the lookup table. A popup will appear to
confirm the successful saving of the data records. Click OK to
proceed.

Record(s) has been successully added.

Ol
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6.2.2 Edit Records

The user can click on the Edit Records button found on the top left of the Manage Data
screen to add a new data record to the lookup table.

There are 2 ways to edit the data records of a lookup table.

Option 1: Click the Edit icon of the corresponding record to be edited. The data of that
record will be shown for the user to edit.

Figure 6.2.2.1: Manage data screen - edit record

»
Business to Business e-Salutions

Data Manager

Tables option_id:
option_name:
option_value:

autoload:

2 Welcome, Test User. You are logged in under B2 Customer 0001 -

Home Data Manager L Resource Centre

Tables - Manage Data

1 (NUMERIC, maxlength : 20}

Test 001 (ALPHANUMERIC, maxiength : 64)

Value 001 (ALPHANUMERIC)

yes (ALPHANUMERIC, maxiength : 20)

Reset  Cancel  Save

Option 2: Tick the tickbox of the record(s) to be edited then click the Edit Records button.
The user can choose multiple records to edit all at once.

Figure 6.2.2.1: Manage data screen - edit multiple records

option_id:
option_name:
option_value:

autoload:

option_id:
option_name:
option_value:

autoload:

1 (HUMERIC, maxlength : 20)

Test 001 (ALPHANUMERIC, maxlength : 64)

Value 001 (ALPHANUMERIC)

yes (ALPHANUMERIC, maxlength : 20)

(HUMERIC, maxlength : 20)

Test 004 (ALPHANUMERIC, maxiength : 64)

Walue 004 (ALPHANUMERIC)

yes (ALPHANUMERIC, maxiength : 20)

Reset  Cancel Save

Table 6.2.2.1: Edit record screen buttons

Buttons Functions

— Found on the bottom right corner of the Edit Record screen.
Click the Reset button to clear the values on the fields of Edit Records
screen.

r— Found on the bottom right corner of the Edit Record screen.
Click the Cancel button to exit the Edit Records screen without saving
any changes to the data.

Save Found on the bottom right corner of the Edit Record screen.

Click the Save button to commit the changes made to the data into
the lookup table. A popup will appear to confirm the successful update
of the records. Click OK to proceed.

Update record successully

Ok
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6.2.3 Delete Records

The user can click on the Delete Records button found on the top left of the Manage Data
screen to remove the data record from the lookup table..

There are 2 ways to delete data records from a lookup table.

Option 1: Click the Delete icon & of the corresponding record to be removed. The data of
that record will be shown for the user to edit.

Figure 6.2.3.1: Manage data screen - delete records option 1

B,'E Welcome, Test User. You are logged in under B25E Customer 0001 -
Data Manager Search Resource Centre
Data Manager » Tables > Manage Data
»
Tables
Add new records Edit records Delele records
Ad | cortion v on Filter or | Advance Search
12|24/ 5] next> lastz>

option_id = option_name option_value autoload Action

1 Test 001 Value 001 yes o]
Test 002 Value 002 yes o]
Test 003 Value 003 yes o]
Test 004 Value 004 yes
Test 006 Value 008 yes o]
Test 007 Value 007 yes o]

3 Test 008 Value 008 yes o]
Test 009 Value 009 yes o]

10 Test010 Value 010 yes o}

it Test 011 Value 011 yes o}

12 Test 012 Value 012 yes o}

A popup will appear to confirm the deletion of the data from the lookup table.

Are you sure you want to delete the selected record(z)?

fes No

Click Yes to confirm deletion, click No to cancel deletion. If Yes is clicked, a popup will
appear to confirm the successful deletion of the record from the lookup table. Click OK to
proceed.

Record(s) haz been successully deleted.

OK
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Option 2: Tick the tickbox of the record(s) to be deleted then click the Delete Records
button.

Figure 6.2.3.2: Manage details screen - delete records option 2

2? weicome, Test User. You are logged in under B2BE Customer 0001 - AUS9953.
»

Data Manager Search Resource Centre

Business to Businass e-Solutions

Youarehere:  Data Manager > Tables > Manage Data

Favoure » Records of Lookup_Table_3751

} Tables

Add new records Edit records Delele records

v on Fiter or  Advance Search

<<first <prev 1 |23 4| 8| nexts laster

@ Test 001 Value 001 yes 4 8
¥ 2 Test 002 Value 002 yes 4 8
@ 3 Test 002 Value 003 yes 4 8 U
[~/ Test 004 Value 004 yes 4 8
@ s Test 006 Value 006 yes g B8
a 7 Test 007 Value 007 yes g 8
Qo s Test 008 Value 008 yes 4 8
o s Test 009 Value 009 yes g 8
a1 Test 010 Value 010 yes 4 8
o i Test 011 Value 011 yes g 8
a 12 Test 012 Value 012 yes 4 8

A popup will appear to confirm the deletion of the multiple records from the lookup table.

Are you sure you want to delete the selected record(s)?

Click Yes to confirm deletion, click No to cancel deletion. If Yes is clicked, a popup will
appear to confirm the successful deletion of the records from the lookup table. Click OK to
proceed.

Recordis} has been successully deleted.

(o8
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6.3 Data Manager > Manage Upload Config

This function lets the user create a new configuration for data uploading or importing of
data from a file into the lookup table.

To create, view or modify a new data upload configuration, click on the corresponding
Manage Upload Config icon & of the lookup table.

Since no upload configuration has been set up yet initially, the screen will show “No records
found.”

Figure 6.3.1: Manage upload config screen

Data Manager Search Resource Centre:

Data Manager > Tables > Manage Configuration

Add new config

Name ~ Last Update By User

No records found.

Total: 0

Cancel

Click the ~ “ddnswconfia  putton to create a new configuration for data uploading. This will
take you to the Add New Config screen.

Figure 6.3.2: Add new config screen

Data Manager Search Resource Cenire

Data Manager > Tables > Manage Configuration > Add New Configuration

Config name:

File Type: v

Field Delimiter: v
Escape Character: v
Column Ho. AssignTo  Field Type Mandatory Field
option_id numeric | yes
option_name ALPHANUMERIC
option_value ALPHANUMERIC

autoload ALPHANUMERIC

Cancel  Save

Table 6.3.1: Add new config screen fields

Field Name Description
Config Name Name for the new upload configuration.
File Type Choose from the dropdown options of accepted file types.
Either .txt or .csv file formats.
Field Delimiter Choose from the dropdown options of accepted field
delimiters. Options are: (|) pipe, (,) comma, TAB, (*)

asterisk and (+4) plus.
Choose from the dropdown options of accepted escape

Escape Character
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Field Name Description
characters.
Mandatory Record Fields Column No. - column sequence number on the file to be
uploaded.

Assign To — name of the column.

Field Type - either Text, Numeric (no decimal, 2 decimals
or 3 decimals).
Mandatory Field - either Yes or No.
The content of this table will vary depending on the
structure of the lookup table.

Figure 6.3.2: Add new config screen — sample

Config name:
File Type:
Field Delimiter:

Escape Character:

test upload

csv ¥

v

v

Column No. Assign To Field Type Mandatory Field
- m
1 option_id numeric ¥ yes = Y ?
3 option_name ALPHANUMERIC 1 |optionid autoload option nameoption value
R R 2 99990 yes Test 99990 Value 99390
option_value ALPHANUMERIC

3 99991 yes Test 99991 Value 99991

2 autoload  ALPHANUMERIC 4 99992 yes Test 99992 Value 99992
5 99993 yes Test 99993  Value 99933
[ 99994 yes Test 99994  value 99994
7 99395 no Test 99995 Value 99995 Cogcely wSIVE
8 99396 no Test 99996 Value 99996
9 99997 no Test 99997 Value 99997
10| 99998 no Test 99998 Value 99998
11| 99999 no Test 99999  Value 99999
12| 100000 no Test 100000 Value 100000
13| 100001 no Test 100001 Value 100001
14| 100002 no Test 100002 Value 100002

Table 6.3.1: Add new config screen buttons
Buttons Functions
ram— Found on the bottom right corner of the Add New Config screen.

Click the Cancel button to exit the Add New Config screen
without saving any data.

Save

Found on the bottom right corner of the Add New Config screen.
Click the Save button to create the new data upload
configuration. A popup will appear to confirm the successful
saving of the configuration. Click OK to proceed.

Uplead config has been successfully saved.

OK
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Figure 6.3.3: Edit and Delete Config

2¥ Welcome, Test USer. You are lagged in under B28E Customer 0001 -
»

Business fo Business o-Solutions Data Manager Search Resource Centre

Data Manager > Tables > Manage Configuration

Add new config

Hame & Last Update By User Action

test upload Test User o]

Total: 1

Cancel

To edit a configuration, click the Edit icon of the corresponding configuration to be edited.

The details of that configuration will be shown for the user to edit.

To delete a configuration, click the Delete icon & of the corresponding record to be
removed.

6.4 Data Manager > Import Data

The Import Data function lets the user upload data from a file into the lookup table.

To edit, click on the corresponding Upload icon . of the lookup table that data needs to be
uploaded to.

Figure 6.4.1: Import data screen

BQ.E Welcome, Test User. You are logged in under B2BE Customer 0001 -

Data Manager Search Resource Centre

Data Manager > Tables = Import Data

Upload File: Choose Fie: | No file chosen fessl

Canfig Name: v

Upload Type: v
First Data Row: L]

Backup of your data will be done automatically.
Please note that only one backup can be stored which will be overwritten by the latest backup version every time you upload.

Start  Cancel

Table 6.4.1: Import data screen fields

Field Name Description

Upload File Click on Choose File button to select the file to be uploaded
to the lookup table from the local drives.
Click on Remove to remove the chosen file.

Config Name Name of the configuration for the upload of the file. Choose
from the dropdown which lists all the upload configurations
created in section 6.3 Manage Upload Config.

If no upload config has been created yet, just click on the +
icon to create one on the Add New Config popup.
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Field Name Description
Config name:
File Type: v
Field Delimiter: v
Escape Character: v
Column No. Assign To Field Type Mandatory Field
option_id numeric v | yes
option_name ALPHAMUMERIC
option_value ALPHANUMERIC
autoload ALPHAMUMERIC
Save Cancel
If the existing upload config needs to be edited, click on the
Edit icon to do so.
Upload Type Choose Append from the dropdown to add data from the file

to be uploaded to the existing data in the lookup table.
Choose Replace to overwrite existing data in the lookup table
with the ones in the file to be uploaded.

First Data Row

Row number of the first row of data to be uploaded. This is
to make sure that no header row from the upload file will be
included during import.

File Type

The system detects the file type once an upload config has
been chosen in the Config Name field.

Table 6.4.2: Import Data Screen Buttons

Buttons

Functions

Start

Found on the bottom right corner of the Import Data screen.
Click the Start button to upload the chosen file and import the
data into the lookup table. A popup will appear to confirm the
successful upload of the data. Click OK to proceed.

Successfully imported data from the uploaded file.

oK

Cancel

Found on the bottom right corner of the Import Data screen.
Click the Cancel button to exit the Upload Data screen without
uploading any data.

When the Start button is clicked, the system will automatically backup the current existing
data. But only one (1) copy of backup can be saved. So that means you can only restore
data from backup that is most recent. Refer to the note in red font on the Import Data

page.
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B!. Weicome, Test User. ou are logged in under B2BE Customer 0001 - AUSE99S, =
»

Home: Data Manager Search Resource Centre

Businoss o Businass e-Solutions

“You are here:

Data Manager > Tables > Import Data > Add New Configuration

Favourite » upload Lookup_Table 3751 Table
’ Tables Upload File: Reset
ot
Config Name: o
S—
First Data Row: °

If the upload fie have header tille row
Backup of your data will be done Bl e AT L s 0
Please note that only one Hackup ti e il 2n by the latest backup version every time you upload.

6.5 Data Manager > Export Data

The Export Data function lets the user export/download the data of the lookup table and
save it to the local drive of the computer.

To download the data from a lookup table, click the corresponding Export Data icon B of
the lookup table from which data is to be exported. The system will then extract the data
from that lookup table, save it into a .zip file and download it to the local machine. A popup
will appear to confirm the successful download of the data from the lookup table.

Figure 6.5.1: Export data

x

Data has been downloaded successfully.

B Lookup_Table 3751 i1).zip

" ¥ Show all downloads.. %
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6.6 Data Manager > Restore Data

The Restore Data function lets the user restore previously backed up data that was stored
during the last Upload Data activity back into the lookup table again. The system can only

store one backup data per lookup table.

To restore the backup data into a lookup table, click on the corresponding Restore Data icon
of the lookup table that is to be restored.

Figure 6.6.1: Restore data screen

B2 » Welcome, Test User. You are logged in under B2BE Customer 0001 - AUS9899
»
olutions o ata Manager Sear ure

Table 6.6.1: Restore data screen fields

Field Name Description
Date/Time The date and time stamp of the backup data.
User Name of the user who created the backup data.

To start restoring the backup data into the lookup table, click on the Restore Data icon
A popup will appear to confirm the successful restoration of the backup data into the lookup

table.

Lookup_Table_3751 has been successfully restored.

OK
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7 Resource Centre
The Resource Centre application contains the following functions:

- Alerts and Notifications: This function lets the user configure alerts and notification
that the system will send/create.

- Contact List: This function shows all the contact information of all B2BE global
offices.

- Downloads: This function is where all available software and documentations are
stored that users can download as needed.

- Support: This function is where users can raise queries so that the B2BE support
team can provide assistance to all reported issues.

To get to the Resource Centre application, click on “"Resource Centre” on the Applications
Menu from any page in the Customer Centre Upgrade.

Figure 7.1: Resource centre application

B,'E Weicome, Test User. You are bogged in under 528E Customer 0001 -

Data Manager Search Resource Centre

ouare here:  Resource Centre > Alerts and Notifications

Alerts and Within the Alerts and Notifications section, you have the abiity to setup different e-mail alerts to aid your day to day B2BE use
Notifications To start click on the 'Creats New Configuration’ button

Create New Configuration
Contact list .

Existing Configurations

Downloads

Account & Recipient e-mail Address Alert Type Description Alert Optians
Support No records found

Total 0
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7.1 Resource Centre > Alerts and Notification

The Alerts and Notification function lets the user configure alerts and notification that the
system will send/create.

To get to the Alerts and Notification, click on the "Resource Centre” on the Applications
Menu from any page then click on the “Alerts and Notification” tab on the left panel.

Figure 7.1.1: Alerts and notifications screen

Data Manager Search Resource Centre

Alerts and

Within the Alerts and Notifications section, you have the ability to setup different e-mail alerts to aid your day to day B2BE use
Notifications

To start ciick on the ‘Create New Configuration’ button

Create New Configuration
Contact list .

Existing Configurations

Downloads

Account ~ Recipient e-mail Address Alert Type Description Alert Options.

Mo records found

Total 0

To create a new alert and notification configuration, click on the “Create New Configuration”
button.

Figure 7.1.2: Create new alerts and notifications screen

B,'E Welcome, Test User. *ou are logged in under B2BE Customer 0001 - AUSS959

Home. Data Manager Search Resource Centre

Resource Centre > Alerts and Notifications = Add Alert Configuration

Alerts and
Notifications Transaction Alert Config

Contact list Transaction Log Config

Ne AutoAck Alert Config

Downloads

No Login Alert Config

Select an Alert Type from the list. Options are:

e Transaction Alert — an email notification that can be sent when a transaction has not
occurred between your company and your trading partner after a specified period of
time.

e Transaction Log - an email notification that can be sent daily providing a list of all
transaction that occurred the previous day or as the transaction occurs.

e No Auto-Ack Alert — an email notification that can be sent when no acknowledgement
from your trading partner has been received for the documents that you have sent to
them

e No Login Alert - an email notification that can be sent when no one from your
company has logged into your for a specified period of time.
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The Alert and Notification Screen shows a summary with all the notification that has been
set up.

Figure 7.1.3: Alert and notification screen - edit & delete

2 Welcome, T@St USer. ou are logged in under B2BE Customer 0001 -

Data Wanager Search Resource Centre.

Resource Centre = Alerts and Nofifications

Alerts and

Wiithin the Alerts and Notifications section, you have the abilty to setup different e-mail alerts to pro-actively allow you to monitor the health and wellbeing of the system and pro-actively nofify you when something does or doesnt oceur,
Notifications To create an lert click on the ‘Create New Configuration’ button which will provide you with a number of alerts to choose from

Create New Configuration
Contact list .

Existing Configurations

Downloads .

Your Account ID - Recipient e-mail Address Alert Type Description Alert Options
Support

« Document Type: Invoice

b2be_account_02 test@company.com Transaction Alert Config « Frequency: Weekly J B8
« Document Direction: inbound
§ « Interval: 03:00
2 4 serxy 2@ " A /I B
b2be_account_0: userxyz@company.com No Login Alert Config D e 5]
b2be_account_05 user@company.com No AutoAck Alert Config * Document Type: Purchass Order /I B
+ Frequency: 7
Total 3

Table 7.1.3: Import data screen fields

Field Name Description
Account B2BE Account related to the document.
Recipient E-mail Address Email where the email notification is being sent to.
Alert Type Type of alert notification.
Description Contains a snapshot of the notification setup.

To edit an alert notification, click the corresponding # icon.

To delete an alert notification, click the corresponding [ icon.

7.1.1 Transaction Alert

Transaction Alert is a notification that a transaction has not occurred between your company
and your trading partner after a specific period of time.

Figure 7.1.1.1: Transaction alert screen

Document Type:

Document Direction: -
Account:

Trading Partner:

Frequency of Alert: -

Recipient e-mail
Address:

Table 7.1.1.1: Transaction alert fields

Field Name Description
Document Type The type of document to set the alert and notification for.
The content of the dropdown list depends on the
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Field Name

Description

document types related to the company and its trading
partners.

Document Direction

Direction of the document whether it’s Inbound,
Outbound or Both.

Account

Account name related to the document.

Trading Partner

Name of the trading partner with which the document is
related to.

Frequency of Alert

The frequency to check if a transaction has occurred
between your company and the specified trading partner.
Choices are Daily, Weekly, Monthly.

Recipient Email Address

The email address where the alert notification will be
sent to.

Example scenario:

If you are expecting to receive a purchase order daily from any of your trading partners and
wants to be notified if a day has passed without receiving any purchase order from any
trading partner, then set a Transaction Alert with the following settings to do so.

Figure 7.1.1.2: Transaction alert sample

Document Type: Purchase Order

Document Direction: Inbeund v
Account: b2be_account_07
Trading Partner:

Frequency of Alert: Daily v

Recipient e-mail
Address:

test@company.com

7.1.2 Transaction Log

The Transaction log is a notification sent out on a chosen frequency (either daily, weekly or
monthly basis) which provides a list of all transactions that has occurred during that span of

time.

Figure 7.1.2.1: Transaction log screen

Document Type:

Document Direction: v
Account:

Trading Partner:

Frequency of Alert: v

Recipient e-mail
Address:

Delimiter PIPE =~ COMMA,

Table 7.1.2.1: Transaction log fields

Description
The type of document to set the alert and notification for.
The content of the dropdown list depends on the
document types related to the company and its trading

Field Name
Document Type
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Field Name

Description

partners.

Document Direction

Direction of the document whether it's Inbound, Outbound
or Both.

Account

Account name related to the document.

Trading Partner

Name of the trading partner with which the document is
related to.

Frequency of Alert

The frequency to send the email with attached list of
transactions. Choices are Daily, Weekly, Monthly.

Recipient Email Address

The email address where the alert notification will be sent
to.

Delimiter

The delimiter to be used to separate a transaction record
from another in the file listing all the transaction that has
occurred during a specified span of time that will be
attached and sent through email. Choices are PIPE “|” or a
COMMA “,".

Example scenario:

If you want to have an email of the list of purchase order that has been received every
week from any of your trading partners in csv format, then set a Transaction Log
notification with the following settings to do so.

Figure 7.1.2.2: Transaction log sample

Document Type: Purchase Order

Document Direction: Inbound v

Account: bzbe_account_o7

Trading Partner:

Frequency of Alert: Weekly v

Recipient e-mail
Address:

test@company.com

Delimiter PIPE 12 COMMA,

7.1.3 No Auto-Ack Alert

The No Auto-Ack Alert is a notification listing the transaction documents that your company

has sent out to your trading partners but has not received any auto-acknowledgement for it

to confirm that the document has been sent to the trading partner.

Figure 7.1.3.1: No auto-ack alert screen

Document Type:

Account:

Trading Partner:

Recipient e-mail
Address:

Table 7.1.3.1: No auto-ack alert fields

Field Name

Description

Document Type

The type of document to set the alert and notification for.
The content of the dropdown list depends on the
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Field Name Description

document types related to the company and its trading
partners.

Account Account name related to the document.

Trading Partner Name of the trading partner with which the document is
related to.

Recipient Email Address The email address where the alert notification will be sent
to.

Example scenario:

If you want to be notified when your company sends purchase order to any of your trading
partners but has not received an acknowledgement back for it, then set a No Auto-Ack Alert
with the following settings to do so.

Figure 7.1.3.2: No auto-ack alert sample

Document Type: Furchasze Order

Account: b2be_account_07

Trading Partner:

Recipient e-mail test@company.com
Address:

7.1.4 No Login Alert

The No Login Alert is a notification for when the specified B2BE account of the company has
not been logged into for a specified period of time. This means none of the user(s) with
access to the specified account has logged into the B2BE server for a specified period of
time. This might mean that the account cannot send or receive transaction documents.

Figure 7.1.4.1: No login alert screen

Account:
No Login Interval: CD
Notification Frequency: CD

Recipient e-mail
Address:

Table 7.1.4.1: No login alert fields

Field Name Description
Account Account name related to the document.
No Login Interval Specify the period of time that when reached and no one

has yet logged into the specified account through B2BE
Client will trigger the alert.

Notification Frequency The frequency to send the email with attached list of
transactions. Choices are Daily, Weekly, Monthly.

Recipient Email Address The email address where the alert notification will be sent
to.
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Example scenario:

If you want to be notified whenever your company has not logged into a specific B2BE
Account through B2BE Client at least once every 20 hours and want to be notified of it.

Figure 7.1.4.2: No login alert sample

Account: bzbe_account_02

No Login Interval: 20:00 C]
Notification Frequency: 22:00 G}
Recipient e-mail test@company.com

Address:

7.2 Resource Centre > Contact List
The Contact List function shows all the contact information of all B2BE global offices.

To get to the Contact List, click on “"Resource Centre” on the Applications Menu from any
page then click on the “Contact List” tab on the left panel.

Figure 7.2.1: Contact list screen

2 Welcome, Test User. You are logged in under 828E Customer 0001 -

Business ta Business e-Salutions

Data Manager Search Resource Centre

Resource Centre > Contact lis

Alerts and —
Notifications Australia El
Melbourne Sydney
B2BE Piy Lid
Contact list Level 12
114 Albert Road

Downloads

— ™ Chins [E3]
| B3 Hong Kong =
== india =
2= Malaysia [E2]
= MNetherlands =
& ew Zealand =
M Pphilippines ®
= singapore [E2]
3 switzerland [E3]
[ United Kingdom @
EE united States 3]
ER vietnam I+

Click the ¥ button of the corresponding country to view the contact information of the
B2BE office located there.

Click on the email link of the corresponding office to send an email to that B2BE office.

Click on the map link to locate the B2BE office address on the Google Map.
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7.3 Resource Centre > Downloads

The Resource Centre function is where all available software and documentations are stored
that users can download as needed.

To get to Downloads, click on “Resource Centre” on the Applications Menu from any page
then click on the "Downloads” tab on the left panel.

Figure 7.3.1: Download screen

» Welcome, Test User. You are logged in under MM Electrical Merchandising Pty Lid - AUO1127.

Data Manager Search Resource Centre

Resource Centre > Downloads

Alerts and

Notifications Installer
B2ZBE Client Software The B2BE Client Software is a piece of software written internally by B2BE to provide an easy to use mechanism of getiing
= (Without NET framework) Approx -2MB business documents delivered to and from the B2BE server.

il

Contact list

Documentation
Downloads
" The B2BE Client user guide provides oveniew details in the installation and use of the B2BE Client application.
B2BE Client Software User Guide
The document contains a listing of all validation error messages used by B2BE. Any files sent and which have errored will
be sent back to you with its correspending error message. For further information relating to document validation and errors
please cantact the B2BE Support Team

Support

i &9

B2BE External Emor List

Site consultant /g |
OFFLINE .
<
f

LEAVE YOUR MESSAGE

The software will be listed under the Installer header while the documentations will be listed
under Documentation header.

Click on the corresponding name (hyperlink) of the software or document to download it
into the local drive of the computer.
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7.4 Resource Centre > Support

The Resource Centre function is where users can raise queries so that the B2BE support
team can provide assistance to all reported issues.

To get to Support, click on “"Resource Centre” on the Applications Menu from any page then
click on the “Support” tab on the left panel.

Figure 7.4.1: Support screen

Alerts and
Notifications

O\ \
Contact list /" Open Queries Resolved Queries

Submit New Query

Downloads
Ticket ID Name. Status Created Date. Last Updated

No records found.
Total 0

Support

The Support screen will show all the reported issues made by all the users belonging to the
same company as the current user.

Table 7.4.1: Support screen fields

Field Name Description
Ticket ID The system generated ID assigned to that ticket.
Name B2BE Account that the ticket is related to.
Status Status of the support ticket.

e Open - The support ticket has been submitted and
waiting for action from B2BE support team. Tickets
with this status are shown in the Open Queries tab.

e Work in Progress - The support ticket has been
assigned to a B2BE support and currently being worked
on. Tickets with this status are shown in the Open
Queries tab.

e Closed - The support ticket has been resolved and the
issue is closed. Tickets with this status are shown in
the Resolved Queries tab.

Date Created The date when the ticket was created.

Last Updated The date when the ticket was last updated.
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To create a new support ticket, click on the Submit New Query button on the upper left part
of the screen.

Figure 7.4.2: Submit new query screen

B, 'E Welcome, Test User. You are logged in under B2BE Customer 0001 - AU99999
»

Resource Centre = Support

Alerts and
Notifications

i Choose File | No fike chosen
Contact list . 8

or document list

Downloads

Reset  Cancel  Submit

Table 7.4.2: Submit new query fields

Field Name Description

Nature of the issue Choose from the following categories that best describes
the issue to be submitted.
e Not received documents
Not sent documents
B2BE software connection issue
B2BE software configuration issue
B2BE software issue
Network, proxy or firewall issue
Translation mapping issue
e Other...

Account The account that the issue is related to. The dropdown will
list all of the account related to the company.

Document Type The type of document the issue is related to.

Options for Document Types are:
e Invoice

Purchase Order

Recipient Created Tax Invoice

Product Activity Data

Order Acknowledgment

Despatch Advice

Order Change

Remittance Advice

Price Catalogue

e Functional Acknowledgment

e Other
Sample Document ID The user can provide specific document ID as a sample.
Upload a The user can attach one or multiple images/screenshots or

screenshot/image/document | document files.

Click the Choose File button to pick the file to be attached.
Once attached, the name of the file will appear under the
“Uploaded image or document list”. To attach another file,
just click on Choose File button again.

To remove a file from attachment, click on corresponding X.
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Field Name Description

Comments Description or further information regarding the issue.

Mature of the lssue Not received documents v Account b2be_account_01

Upload a screenshot

Document Type PurchassOrder v image/document | Choose File | No file chosen

Sample Document I Uploaded image or document list

C:\fakepathiinvoice_entry PNG

Did not receive any Purchase Orders

Comments for today Feb. 5, 2014. 4

Reset Cancel Submit

Table 7.4.3: Submit new query buttons

Buttons Functions
Resat Found on the bottom right of the Submit New Query screen.
Click the Reset button to clear the content of all the fields.
Cancel Found on the bottom right of the Submit New Query screen.

Click the Cancel button to exit the Submit New Query screen
without submitting any query.

Submit Found on the bottom right of the Submit New Query screen.
Click the Submit button to submit the query to B2BE support
team. Once the system has successfully submitted the
query, a popup will appear to confirm it. Click OK to
continue.

*our online support guery has been submitted unsuccessfully.

Ok

Once the issue has been submitted, it will create a ticket on the ticketing system used by
B2BE support team. The system will also send an email to the group email of B2BE support
team to alert them regarding the reported issue.
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8 Chat Support

The Chat Support module is to provide users the facility to seek help or report a problem to
B2BE support team through a chat interface.

To use the Chat Support module, look for the Chat Support button on the Left Panel and
click it.

5neconsullant
0l | . ONLINE
4l or Online EEEEEE

OFFLINE

It is either Offline EiE=E

If the button shows Offline, the user will be advised to submit the query through the
Support module of Resource Centre.

Figure 8.1: Chat support - offline

B,:E Welcome, Test User. You are i =[5 [ "
Sorry, we're offline at pre: %
b Bt St L

C' | [ onlinesupportuatb2be.com/dlient.php?locale=endstyle=simplicity e =

ouare here:  Resource Centre > Contact list

v Sorry, we're offline at present.

Unfortunately we are offline at present. However, you are still able to submit your support query using the Support

= Alerts and _ Application within the B2BE Customer Centre by going to the Support module.
Nofifications Australia
= Support W China B3 cose.
Poviersd by: mibew.org
Alerts and 2 Hong Kong mibeviorg

Notifications —
= india
Contact list S Malaysia

= netherlands

Downloads Bl new Zealand
H philippines
pp
Support = Singapore

E3 switzeriand

| [ united Kingdom

| Site consultant
OFFLINE \ J
Lo vour vessace N )|

=5 united States

et

K3 vietnam

Can' find a location near you? Click herel

Privacy Statement | Contact Us Copyright @ 2014 B28E, All Rights Reserved

Click the Close icon Ei to exit the Offline Chat Support.
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If the icon shows Online, the user can submit the issue to open a chat window and wait for

the online B2BE su

pport agent to reply.

Figure 8.2: Chat support - online

¥ Live support - Google Chrome

[ onlinesupportbZbe.com/clientphp?locale=ensstyle=simplicity&companyid=AU01

« Alerts and User Chang

Notifications

» Support

No User Acel

Live support

Thank you for contacting us. Please fill out the form below and click the Start Chat button
Name: IT Support

Nature of Issue: v

= Elﬂhl

Document by Status (Daily)

Initial Question:

B stort chat

Transaction

Account D

Number of Ty

EJcose

Complete

Data Manager Table Changes

Table Name

Aceount Al

Direction Both v

Document Type | BackOrder

By Who

Date

No records found,

Table 8.2: Online chat module fields

Field Name

Description

Name

The name of the user. Automatically filled.

Nature of Issue

The type of document the issue is related to.

Options for Document Types are:
Documents not received
Documents not sent

B2BE software connection issue
B2BE software configuration issue
B2BE software issue

Network, proxy or firewall issue
Translation mapping issue

e Other

Initial Question

Question or further details about the issue.

Click the Close icon kz to exit the Online Chat Support without submitting any issue. Click

the Submit icon LJ after keying in the information regarding the issue in the fields to

submit it to B2BE support team. A chat window will appear to where the user can chat with
a B2BE support agent.
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Figure 8.3: Online chat window
— Name
Change Name

— Send Chat History by Email
Toggle Sound

Message Screen Refresh
Message Input Close Chat
B Mibew Messenger  Google Chror e
[ 10.0.0.96/bZbeonlinesuppgrt/clientphp?thread=46ftoken=6911987 &level =ajpxell &g
UserKYZQ<— > @a@a
y
22:22:48 Thank you for contacting us. An operator will be with you shorthy.
22:22:48 User X¥Z: Did not receive any invoices today.
22:33:13
SEND
o

Table 8.3: Anatomy of online chat window

Field Name

Description

Name

The name of the user.

Change Name

Click the Change Name icon to change the user name that
appears on the Online Chat Window.

——— s
E Mibew Messenger - Google Chrome | (e
[% 10.0.0.96/b2beonlinesupport/clientphp?thread =468 token=6911987 &level=ajaxed&isty
You are |User XvZ| Ln @aaa

Then type the new user name to be used and click the
Submit icon beside the Name text field to commit the
change.

Message Screen

Messages that have been sent and received will appear here.

Message Input

Type messages to be sent here then click on the Send
button.

Send

Submits the typed in message in the Message Input.

Send Chat History by
Email

Email a copy of the chat conversation to an email address.
Key in the email address and click the Send icon.
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Field Name

Description

E Mibew Messenger - Google Chrome | | S

[% 10.0.0.96/b2beonlinesupport/clientphp?thread=43&token=16533053&level=ajax

Send chat historyby mail

Enter your email:

B send B cose...

Once the email has been sent, a popup will appear to
confirm.

B Mibew Messenger - Google Chrome =NREN X

[3 10.0.0.96/b2beonlinesupport/mail.php
Sent

A history of your chat was sent to address test@company.com

ac\cee -

Toggle Sound

Turn the toggle sound on or off.

Refresh

Refreshes the chat window to see if any new message has
been received.

Close Chat

End the chat and exit the chat window.
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