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All Users

This section contains instructions for OpenText customers using Trading Grid
Online products.The information is organized by the various components that
comprise Trading Grid Online.

“Introduction”
m Chapter 1, “Getting Started”

m Chapter 2, “Operations Center”

m Chapter 3, “Transaction Manager”

m Chapter 4, “File Transfer Service”

m Chapter 5, “Active Documents”

m Chapter 6, “Document Manager”

m Chapter 7, “Reports for Trading Grid Messaging Service”
m Chapter 8, “Active Invoices with Compliance”

m Chapter 9, “Trading Grid Analytics”

Note: You might not have access to all of the components described in this guide.
The products and features available are based on your trading community and
subscription permissions.



Introduction

Trading Grid Online is a single, global, and multi-lingual portal that provides easy
access to OpenText products and services.

You can send and receive documents directly from Trading Grid Online, and view
reports showing your sent and received document activity.

Trading Grid Online also interfaces with the OpenText Trading Grid Messaging
Service (TGMS), which enables the electronic exchange of inbound and outbound
business documents in a secure, fast, and reliable manner. As a TGMS customer,
you can use Trading Grid Online to administer your mailbox, including such
activities as adding and maintaining EDI addresses, trading partnerships, and other
users within your account. Trading Grid Online administers, monitors, manages,
and reports TGMS transactions by:

m Trading information electronically with your global partners efficiently.
= Reporting the status of both sent and received documents.
Note: For more information about TGMS, refer to the OpenText TGMS User Guide.

About This Guide

This guide explains how to navigate Trading Grid Online and use the various
components, depending on your role and subscription priveleges.

Audience
This guide is intended for the following audience:
s Company Administrators
m Company Users
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System Requirements

Operating System

OpenText Trading Grid Online supports the following operating systems:

= Microsoft Windows

= Mac OS X

Browser Requirements

Trading Grid Online supports the following browsers:

= Internet Explorer v11

m Mozilla Firefox v46

m Google Chrome, as needed

Browsers must be enabled for JavaScript, and popup blockers must be disabled.

PC Requirements

m Personal Computer (500MHz)

s 256MB RAM

m Recommended screen display setting: 1024 x 768

Conventions Used in This Guide

This guide uses the following conventions:

Convention

Description

Example

Bold text

Buttons, fields, menu options, and
hyperlinks in Trading Grid Online.

Click Save.

“Blue text in quotes”

Links to other sections in the guide.

“Navigate Trading Grid
Online” on page 6.

Italic text

References other relevant
publications.

See the TGMS User Guide.

Trading Grid Online Support

Online Help

To access the online help for a Trading Grid Online page, click in the title bar.

Document Manager

™

B 7S

Help

Trading Grid Online
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Contact Us

If you cannot find an answer to your questions in online help, contact the
OpenText Client Services Help Desk by phone or email.

1 Click E in the title bar from any page in Trading Grid Online.

Document Manager %.

The Customer Support links display.

Please click here for the helpdesk email addresses.

Please click here_ifr?hr helpdesk phone numbers.

)

2 Click the appropriate link to locate the email address or phone number for the
Client Services Help Desk near your location.

Trading Grid Online 3
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Getting Started

This chapter provides an overview of Trading Grid Online, including navigation tips
and how to set up your user profile.

Topics include:

m “Access Trading Grid Online” on page 5

= “Navigate Trading Grid Online” on page 6
m “User Profiles” on page 7

m “Configure Trading Grid Online” on page 9

Access Trading Grid Online

To access Trading Grid Online
1 Go to the following URL from your Internet browser:
https://tradinggrid.gxs.com/
2 Log in to Trading Grid Online with your user name and password.
The Operations Center page opens.

Operations Center Trading Grid Analytics ~ Account Manager
tll Operations Center B 88

T
~
Actionsw = A
Message Dashboard
. Alerts
Type New Total Last Received
Alerts 0 0 A
Annocuncements o [+] You have no messages.
Invitation 0 0
Mew Features o] ]
v
v
< >
< >

The Operations Center is the home page for Trading Grid Online. This page
displays Alerts, Announcements, Invitations, and other notifications. For more
about using the Operations Center, see “Operations Center” on page 11.
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Navigate Trading Grid Online

Navigation Panel

All Trading Grid Online pages have a similar layout. The Navigation Panel on the
left side of every page is a is collapsible panel that provides access to the
components that your company subscribes to. The component buttons indicate the
functions that you can perform from a page. You can show or hide the Navigation
Panel and configure the way the components functions display.

To show or hide the Navigation Panel
Click to collapse the panel.
Click [®] to show the panel.

Operations Center

tg_asn test
[Of| Operations Center

..
BA 7
Show Left Panel jis A
Actionsw =]
Message Dashboard Alerts
Type New Total Last Received
Alerts 0 0 You have no messages. A
Announcements = 0 o -
_— Thursday, January 08,
Invitation 4 5 o015
MNew Features 0 1] -

File Transfer Service = Msg Center Admin  Account Manager Reperts  Document Manager

Trading Grid Online Tabs

The Trading Grid Online tabs display the components that your company is
subscribes to.

Note: The Trading Grid Online tabs in your application also depend on your role
and user access privileges.

Trading Grid Online



GETTING STARTED 1
User Profiles

User Profiles

Your user profile contains your contact information, user ID, and password that
you defined during registration. It also lists your service privileges. You can update
the information at any time.

To update profile

information

1 Click My Profile.
The My Profile page opens.

My Profile

=
Service Privileges

Actions w
* Indicates a required field,
Profile Status
User ID:
Date Created:
Last Updated:

Personal Information
= First/Given Name:
= Last/Family Name:
= Address Line 1:
Address Line 2:
= City/Town:
State/Province:

ZIP/Postal Code:

= Country:

= Preferred Language:

= Telephone:

Fax:

= Email:

= Time Zone:

= Preferred Date Format:

[ 1 would like to receive GXS marketing materials

FNay

User@opentext.com
Wednesday, February 24, 2016
Wednesday, February 24, 2016

|Usar

| User

|Llsar

|
|
|Llsar |
|
|

[Ban

[ka
{ Required for United States and Canada)

({ Reguired for United States, Canada and United Kingdom)

[India ]

| User@opentext.com |

[ e.g. john.doe@gxs.com)

[eMT ~]

O Daylight savings time observed

Tuesday, March DB, 2016w

2 Update your information in the Personal Information section, as needed.
3 Click Submit from the Actions drop-down menu.

To view Service Privileges
1 Select Service Privileges from the My Profile page.

The Service Privileges page indicates the your service access with check marks
next to the approved services.

Trading Grid Online
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OPENTEXT user Profiles

Example: Service Access Priviledges (not a complete list of services).

Service Access
Service Instance(s)
Msg Center Admin ResellerAdmin_MCAdmin HUBAdmIin_MCAdmin
Community Manager Company Administrator Private Community Viewer Private Community Admin
~| Trading Grid Analytics
Community Provisioning Services Community Provisioning Services Admin
~| Account Manager Trading Community Admin % Account User % Account Administrator Account Viewer

| Log Viewer
BSAPI Registration Web Service
+| TG Tutorials
BSAPI Business Unit Web Service
BSAPI Messaging Web Service
~| Operations Center

+| Message Center

Note: Only your Company Administrator can add or change your access privileges
in Trading Grid Online.
To change your password
1 Click Change Password from the My Profile page.
2 Type the updated password information.
3 When finished, click Actions > Submit.
Note: The Community Manager or Company Administrator might have defined
password policies, such as an expiration period or content restrictions, that
apply to all users at your company or in your community.
To change your User ID
1 Click Change User ID.
2 Type the updated User ID information.
3 When finished, click Actions > Submit.

To update security question information
1 Click Update Security Questions.

2 For questions 1 through 5, use the drop-down menu to select a desired security
question, and type the appropriate answer.

3 When finished, click Submit.

8 Trading Grid Online
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Configure Trading Grid Online

You can change the layout and the contents displayed on configurable Trading Grid
pages.

To configure Trading Grid Online pages

1 Click B in the title bar.

Note: If the configure icon does not display in the title bar, the page is not
configurable.

[clf| Operations Center

Trading Grid Online 9
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Operations Center

This chapter describes the Trading Grid Online Operations Center.
Topics include:

m “Overview” on page 11

m “Message Center” on page 12

m “Configure the Operations Center” on page 13

m “User Options” on page 17

Overview

The Operations Center opens automatically when you log in to the system. This
page is the home page for Trading Grid Online and it is available to all users.

Operations Center Trading Grid Analytics ~ Account Manager

Cfoperations cener TR
T .

Actionsw =] ~
Message Dashboard
N Alerts
Type New Total Last Received
Alerts 0 0 A
Announcements 0 0 You have no messages.
Invitatien 0 0
Mew Features 0 0

Note: The features available from the Operations Center are based on your role
and subscription permissions.

11
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Message Center
The Message Center displays system messages and alerts.

Message Dashboard

The Message Dashboard shows new, unopened messages and the date that the
newest message was received.

Message Types
There are four types of messages in the dashboard:

Message Type Description
Alerts Notifications about important information that might require
attention.

The system keeps Alert messages until the number of days
specified in the message.

Announcements Notifications about Trading Grid Online issues or events.

The system keeps Announcement messages until the number of
days specified by your Company Administrator.

New Features Notifications about new or upcoming Trading Grid Online
features.

The system keeps Announcement messages until the number of
days specified by your Company Administrator.

Invitations Invitations provide invitation statistics.

Alerts Section
The messages display in the Alerts section (on the right side of the page).

Manage Messages

To Do this

View a message. 1 Click the type of message you want to view.
2 Select a message.
The message opens in the Alerts section.

Save a message. 1 Select a message.
2 Click Actions > Save.
The message is saved until you delete it manually.

=

Delete a message. Select a message.
2 Click Actions > Delete.

The message is deleted.

Main Area

The content area contains text and data based upon the selected link or tab. The
information displayed is configurable.

12 Trading Grid Online
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Configure the Operations Center

You can configure the Operations Center by copying up to five other components
to the page, and set up the page layout and content display to access the easily.

Copy Components

To copy components to the Operations Center
1 Click [B] in the title bar.

Dperations Center Crocurnent Managear

fccount Manager
Operations Center
P Message Center ;

" Meszage Center

[~

fctions w [ =]

HMessage Dashboard ANNOUNCEmMents
Type New Total Last Recelved [ GHE Enowledge Base: sk the Maestror e
Announcemants 1 F 103007
Alarts B B 10707 O  ©id you knaw..
Tnwitation 4 4 as/05M7
Diacurmsnt R e
Manager
g @
[T R ——] [ 3

The Configure this Page window opens.

2 Click the Page Components arrow.

Message Center |

“-Fl-ungn tﬂl&!t;"

~ ""'Configure This Page

Component Order Remowe Minimize
Al Message Conter | O
HMessage Dashboard A
Type Mew Total Last Recelved [ i
Announcemants 1 2 1030407 Apgply Cancel
Alerts 8 8 10/17507 i
Invitation 4 4 08/05407
Dacurment N
Manaper

[¥] Page Components

3

Trading Grid Online
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The Page Components section lists your available components.

Operations Center

Message Center | Message Center [&] Configure This Page
Component Order Remove Minimize
Al Massage Conter 153 O
HMessage Dashboard Al
Type Hew Total Last Received i
nncuncemerts| 1 2 10/%0/07 (oot ) [Concel]
Alerts & & 101707 O
Invitatsosn 4 £ 08405507
Cacurnent 5 « |= Page Components
Manager
Copy o
Available Components Operations Center
Document Manager
Fila Sendbox o
[ Dracurment Inboos O
- File Inbox
Gy 0
Docurment Sendbox O
| Set Componants ] l Rasetl

3 Check the appropriate checkboxes in the Copy to Operations Center section
for the components you want to copy.

4 Click Set Components.

The Component column list the copied components.

Operations Center Docurment Manager  Account Manager

Message Center Configure This Page
Component Order Remowve Minimize
Al Message Center 16 O

Message Dashboard i R Cocument Inbox i O

Type Mew Total Last Received gl Fite tabox s O
Announcements L 2 A0S307 Y-
Alorts 8 8 10/17/07 i Dracurment Sandbax B O
Invitation 4 4 DEMSM0T
Dracurnent N
e

Page Components
5 Click Apply.

14 Trading Grid Online
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You can now access the copied components from the Navigation Panel.

Operations Center tg_asntest  File Transfer Service = Msg Center Admin  Account Manager = Reports = Document Manager |
Document Manager

ﬁg.g;gggece.ﬁt.er TR = e = = = 5 5 TR

e - oot Recaived | R R
Alerts o ~
Announcemen - You have no messages.

Invitation
New Features

Thursday, January 08, 2015

Message Center Message Center

Document Inbox -

Actions * =]
Document Sendbor

HMessage Dashboard Announcements

Type Mo | Tokal|Lart Recelved [0 | &¥S Knowledgs Base: Ask the Madstrs: How

File Inbowx

Annpuncerments 1 2 10fano?

alerts ] &8  0n07 O | Did you know..,
Treeitation 4 4 DaMas0T

Docwment B 2.

M]I'Ihgﬁf

[4]
e =
[ e o i e v e

Dacument Inbox

Ackinng - = ML =

e

Select Document ID ¢ Trading Partner © Document Type © Status © Date Time = ==

D DM_118114034 HC_IWFSZ9HUBLPF ORDER Read 11/18/07 | 1124032 [~
[0 ©DM_118113935 HC_IWFSZ9HUBLFP ORDER Haw 1L/18/07 | 11:39:47 I
[0 DM_717213440 HC_IWFSZOHUBLPP ORDER Hewr 117707 | 22:34:52 It
O ©OM_T17213312 HE_IWFS2SHUBLPP ORDER Hew 11AAT07 | 22:33:348 It

[0 ©DM_zi15150%11 HC_IWFSZ9HUBLPP ORDER I':;z:g 1015707 | 15:09:27 I

il | o
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Other Page Options

To

Do this

Show or hide columns

Click {E] to hide the column.

Click [ to show the column.

Print information from a section

Click =3

Hide component data

Click the Minimize icon > Apply.

Display component data

Click the Maximize icon > Apply.

Remove a component

Check the component checkbox, and click Remove > Apply.

Change the sequence of components
on a page

In the Order column, number the components in the desired

order. Click Apply.

Operations Center  Docurmnent Manager

Message Center

Message Dashboard

Account Mamager

Component

Al Mesinge Contar

A Drocurment Inbox

Type Mew Total Last Received i File Inbax
Announcements 1 2 10530597
Alprts & 8 10417407 i Drocurment Sandbox
Tnwitation 4 4 D&f0sMT
Dacurnant N
Manager

Configure This Page

Order Remove

15
:id | O
' O

O

HMinimize

BEEO

Page Components

Operations Center

Docurnent Manager

Message Center

Message Dashboard

Account Manager

Message Center

Component

Al Magsage Contar

Ai Docurnent Inbos

Type Mew Total Last Recelved i File Inbox
Announcements 1 2 1073057
Alprts & Py e i Drocurment Sandbox
Invitataon 4 4 08f0sMT
Do curment .
Mansger

Configure This Page

Order Remowve
15d

thd O

+ &4 O

+d O

HMinimize

O
=

Page Components

Operations Center  Docurnert Manager

Operatio

‘Message Center

Message Dashhoard

ns Center

Aecount Mansger

= Configure This Page

Component

4 Message Center

fa Drocument Inbox

Type Hew Tatal Last Received | i Fie inbox
Anmcuncements 1 2 l0favoT =
alerts 8 e A ] Rosemen: Sendbex
Invitation & d  0RS05MT
Dacument
Manager

Order Remowve

-

g O
«O 0O
i~ Bl
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User Options
“Intelligent Web Form (IWF) Users” on page 17

= “Active Documents Users” on page 17

m “Active Invoices with Compliance (AIC) Users” on page 17
m “Trading Grid Messaging Service (TGMS) Users” on page 17
m “Trading Grid Resellers” on page 18

m “Company Administrators” on page 18

s “Community Administrators” on page 18

Intelligent Web Form (IWF) Users
Use the Operations Center to perform the following tasks:
= View, save, and delete documents
m Access files and documents from your Inbox or Sendbox

To access documents from the Operations Center

1 In the Type column of the Message Dashboard, click the Document
Manager link.

A summary of your documents opens.

To access files and documents from your Inbox or Sendbox
Do one of the following:
m Click the applicable number in the Total column of the Message Dashboard.

m Click the Document Manager tab to open Document Manager.

Active Documents Users

If your company subscribes to the current version of Active Documents, click the
Active Documents tab.

Otherwise, click the Reports Tab for the older version of Active Documents. See
Appendix B, “Active Documents Classic”.

Active Invoices with Compliance (AIC) Users
To work with your invoices, click the Reports tab.

Trading Grid Messaging Service (TGMS) Users

To upload or send a file from the Transaction Manager, click the Transaction
Manager tab.

To see all Trading Grid Online subscription reports, click the Reports tab.

Trading Grid Online 17
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18

Trading Grid Resellers

To set up a new company, or to view and modify information for an existing

company'’s Trading Partners, users, alerts and configurations, and more, click the
Community Manager tab.

Note: This tab is available only to Community Administrators and Resellers.

Company Administrators

To view and modify information about your Trading Grid account, your Trading

Partners, your company users, your company alerts and configurations, and more,
click the Account Manager tab.

Note: This tab is available only to Community Administrators.

Community Administrators

To view and modify information for a Trading Grid company, Trading Partner,

company user, company alerts and configurations, and more for your community,
click the Community Manager tab.

Note: This tab is available only to Community Administrators and Resellers.

Trading Grid Online



Transaction Manager

Overview

K

Transaction M BA 78

e ———————
Mailbox Number :

Actionzw

This chapter describes how to send and receive documents from your mailbox
using the Transaction Manager.

Topics include:

= “Overview” on page 19

= “File Inbox” on page 19

m “View or Download a Transaction File” on page 20
m “Upload and Send a File” on page 22

From the Transaction Manager, you can view and download documents from your
Trading Grid Messaging Service mailbox. You can also send both EDI and non-EDI
documents to your trading partners.

The Transaction Manager displays the transactions waiting in your mailbox from
Trading Partners and allows you to copy them to your desktop. This feature
eliminates the need to use a separate communications software package or
protocol, as well as unsuccessful retrievals due to software or protocol session
version conflicts.

The File Inbox lists trading partner transactions in your mailbox. You can retrieve,
download, and view these transactions.

AABZET

= XML csv

Select | Your EDI Address = | Trading Partner EDI Address < | Partner’s Company = | Application Reference %| Contro@

GXS INTERNAL

O 6659855A52 8777359 MAILEOXY FOR A2 E2E 997

cqmecaa - GXS INTERNAL 5
O 6659855A52 3777339 MAILEOX FOR AS2 E3E 557

G = GX5 INTERNAL L
O 6659855A52 8777359 MAILEOX FOR A2 E2E £ 523123

Xl

v| % lidll items per page EB Reactivated

evicus 5 Displaying Records 1 to 3 of 3 ext 3

19
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The File Inbox provides the following information for each transaction:

Field Description

Your EDI Address The EDI address where the transaction was sent.

Trading Partner EDI Address | The EDI address of the trading partner that sent the
transaction.

Partner's Company The name of the trading partner's company.

Application Reference Refers to the type of data in the file. For example, 850.

Control Number The Interchange Control Number of inbound and
outbound data.

ILOG The Input Log Number (ILOG), assigned by Trading Grid

Online to uniquely identify a file transmitted by the Sender
for tracking purposes.
An ILOG is an 11-digit number, based on the combination

of the month, day, Greenwich Mean Time, and the decimal
fraction of the hour.

Data Type The application reference document type.

Mailbox Process Date/Time The date and time when the transaction was available for
pickup from the mailbox.

GXS Receipt Date/Time The date and time when GXS received the transaction.

Days Before System Deletion | The number of days before Trading Grid Online deletes
the transaction, as specified by a user or company.

Note: Deleted files cannot be accessed or retrieved.

Reactivate Flag (Icon) Indicates that the receiver has reactivated the file.

View or Download a Transaction File

To view or download a transaction file
1 Click the Transaction Manager tab.
2 Click the Control Number of the applicable transaction.
The File Download dialog box opens.

Opening WB . o Ié

You have chosen to open:

~¥ wB
which is: application/unknown

from: https.//betagrid.gxs.com

What should Firefox do with this file?

@ Save File

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

oK Cancel

20 Trading Grid Online
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3 Do one of the following:

m Select Save File. Follow the prompts to download the transaction file to
your desktop.

= Select Open with, and click Browse to open the application.

&5 application/unknown
I

Send this item to:

-
Adobe Acrobat DC
@ Windows Media Center

m

7
]
o Internet Explorer

1 MNotepad

%4 Windows Photo Viewer

Browse... | oK | ‘ Cancel

Important:

m For large transaction file sizes (and depending on connection speed), the
download might take some time.

m If you cancel the File Download dialog in this step, Trading Grid Online still
considers the transaction “received” from your mailbox. That transaction is
no longer in your File Inbox.

m After you receive a transaction, it is viewable as an “opened” transaction in
your Inbound Status report under the Reports tab. From the report,
select the transaction and click the Inbound Reactivate command to
send the transaction back to your File Inbox again. For more information,
see “Document Manager.”
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Upload and Send a File

To upload and send a file to a Trading Partner

1 Create the file on your desktop computer; for example:

I1SA*00* *00* *77*JDZ00005 *ZZ*DEMOHUBO1
*050301*1446*7*00403*000001024*0*T*>

GS*P0O*JDZ00005*DEMOHUBO1*20050301*1446*121*X*004030
ST*850*00121024

BEG*00*SA*P0100**20050926

REF*AN*AN547794

PER*BD*JOHN SMITH*TE*(203) 452-9390

FOB*PP

DTM*002*20050301

DTM*118*20050315

TD5****M*TRUCK

N9*AH*AH520981

MTX**ALL COSTS AND ALLOWANCES ARE CONSIDERED CONFIRMED UPON YOUR
MTX**EDI VENDOR ACCT 49999001
MTX**FAX:888-999-2207/403-999-2789

MTX**THIS PURCHASE ORDER IS SUBJECT TO THE SAME TERMS AND
MTX**CONDITIONS AS COMPANY ABC PURCHASE ORDER FORM 662
N1*BT*SAFEWAY*9*1234567892222

N3*P.0. BOX 29093

N4*PHOEN I X*AZ*85038*USA

N1*ST*TRACY PRODUCE*9*1234567894444

N3*16900 WEST SCHULTE ROAD

N4*TRACY*CA*95376*USA
PO1**100*CA*10.96**UA*114299966412

PID*F*08***BLUE JEANS, MENS SIZE 34x32
PO1**200*CA*2.96**UA*224299966412

PID*F*08***T SHIRTS, MENS SIZE LARGE
PO1**300*CA*3.96**UA*334299966412

PID*F*08***BOXER SHORTS, MENS SI1ZE LARGE
PO1**400*CA*14.96**UA*444299966412
PID*F*08***TENNIS SHIRT, WHITE, MENS SI1ZE MEDIUM
CTT*4

SE*32*00121024

GE*1*121

1EA*1*000001024

2 Click the Transaction Manager tab.
The File Inbox page opens.

3 Click Sending Files from the Navigation Panel.
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Upload and Send a File

The Sending Files page opens.

ha Sending Files

Sending Files

Filename No file selected, | view |

[ The recipient data is not embedded in the file.

| Send |

Note that Sending Files will not send messages from an EDI address
associated with your AS2 mailbox. These messages should be sent
through your communications software.

Note: Maximum File Supported is 25 MB.

4 Type the filename path, or click Browse to locate the file you want to send.

Note: Contact OpenText Support if you do not know, or cannot find, the
applicable filename.

5 To verify that the selected file is correct, click View (optional).

Transaction Manager

Sendirg Fikes

Filename & et Tonseg Seron [ fromgs | |95

] The recpient data is not :rr'h-e&ad in the file.

T s A -

SA"00™ "00" "Z2"IDZC000S "I DEMCHUB]] "050p0 1" LddG" = =000 I 00000 L0 4" 0T
S"PO=I0Z00005"DEMOHUBGL™ 0050 301 * 14461 21 "W 00030 STERI 00121024

GE00% 54N 1B * 30050008 REFANSANSET M MERTBDSIOHN SHITH TE=[20%] 452-93%) FOB=PP
TMERI T I005030 ] DTH™1IR" D001 S TOS™ ™ " "H " TRUCK N9 ™aM=ArS 2008 ] MTH""ALL COSTE aND
LLOWANCES ARE CONSIDERED COMFIRMED LSON YOUR MTX™"EDI VENDOR ACCT 45999001

= = FAR - ARE il 2 207,803 999 2780 HTH**THIS. PURCHASE ORDER 15 SUBJECT TO THE SAME TERMS
MTH=*CONDITIONS A% COMPANT ABC PURCHASE QADER FORM §47
L™BTSAFEWA™ 51 2356 TIFII22 NI"P.0, BOK T5050 Ml "PHOENTKN™ AT "B50 M"USA N1"STTRALCY
ODUCE*G™ { J3456 7 Ehdddd HI*15900 WEST SCHULTE ROAD M4"TRACY*CA™SY ML LSS
IF=IO0SCATIO BT LAT L LA 200REEL 1T PIDEFOE T BLUE JEANT, MENS S1FF Jaxi)

TN LA L T LA T IR RGEE] T PIDTFTORT T SMIETE, MENS 5IIE LARGE

1" 300" CA™L S UA™ 14296641 FID FOE"""BONER SHORTS, MENS 51ZE LARGE
FFE00CAR T4 RSP UAR 344 200004 1T PIDFFROETSSTENNIS SHIRT, WHITE, MENS SIZE MEDIUM CTT™4
E" 2 00 idiodd Q=L 1d1 JEA™ " oR00010E4
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6 Do one of the following:

m If the file contains the partner's address information, click send to send the
file.

m If the file does not contain the partner’s address information, continue to
step 7.

7 Check the Recipient data is embedded in the file check box.
The page refreshes and displays additional fields.

1L || Transaction

e e Il

Sending Files

Filename © s Tasng Sngiiee [ Browse | '-.....]
[ The recipient data s naot embedded in the file,

by

Trading Relationship : Brows
Sendecs Refendnce -

Applcatran Reference ; For Mon-EDT files, "BIN value will be appended to the AFRF value

roneal (Gl
Epna | [ Clun

8 Provide the appropriate information in the new fields. All fields are required.

Column Name Description
Trading The name of the trading partner that you want to receive the
Relationship file.

Sender's Reference | The sender's Transmission Reference number. This number
identifies either the file or the interchange control number.

Application Indicates the type of data contained in the file, for example,
Reference 850.

Note: Trading Grid Online automatically appends *BIN to the
Application Reference for non-EDI documents.

To disable the Application Reference:
1 Click the Configure icon in the title bar.

2 Check the Append *BIN to Application Reference for
Non-EDI documents checkbox.

3 Click Apply.

9 When finished, click Send.
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File Transfer Service

File Transfer Service (FTS) is an application hosted by OpenText, which iused by
companies and their trading partners to share EDI and non-EDI files over the
Internet.

This chapter explains how to manage and share files using FTS.

Topics include:

“Browser Requirements” on page 25
“Search for Files” on page 26

“Upload Files” on page 28

“Download Files” on page 30

“Delete Files” on page 30

“Export FTS File Metadata” on page 31
“View File History” on page 32

“View a Partner’'s FTS” on page 33

Browser Requirements
FTS runs on the following Internet browsers.

Internet Explorer, Versions 10 and 11
Firefox, Version 29 (and greater)
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File Transfer Service Tab

This section explains how to search for files in Retrieve Files (files your partner sent
to you for download in FTS) and Send Files (files your company uploaded to FTS
for download by your trading partner) in FTS.

File Transfer Service

Sendbox

fom | ) To o

45 days of files are available for downloading; file activity is available for 365 days by using the Search feature

Download Selected Files Export All Records Export Displayed View Delete Selected Files

To view File Status History: select a file and right click

Zli= @l Enter keyword

Sender Sender Id

"DMNODEIZHUB TEST-1 @" ~ 1 @ #$~ % &()_-={3}[1;:.. DMNODE12TP ZZ:DMNODE12HUB
< >
% Denotes Confidential File o iRecarcs 20 v

Search for Files

To find files in FTS

1 In the Navigation panel, click Retrieve Files or Send Files, depending on the
type of files you want to view.

m Send Files lists files your company uploaded.

m Retrieve Files lists files your partners uploaded.

] File Typz  File Size (Byt= Receiverld | Fil= Name  Created Date Days Befor=D  APRF
¥R ( =
O < Hew PPNODEL0FTY 2Z:PPNODEL PPNODEL0FTS BIN 262 2Z:PPNODEL] error-partmer| Sunday, Janu a3 testijan testitjan
O & Dowrloaded PENODELOFTY ZZ:FPNODEL PENODELDFTS BN 245 ZZ:PPNODEL 5578 Manday, D=cs EES acHE test22dect
O < Hew PPNODEL0FTY 2Z:PPNODEL PPNODEL0FTS BIN 245 ZZ:PPNODEL 5578 Manday, D=cs 23 WIRE test22dect
O < Hew PPNODEL10FTY ZZ:PPNODEL PENODELDFTS BN a3 ZZ:PPNODEL]  testint Wedn=sgay, 0 s TEST 20141203_t
O < Hew PPNODEL0FTY 2Z:PPNODEL PPNODEL0FTS BIN a3 ZZ:PPNODEL]  testist Wedn=saay, 0 s TEST 20141203 _1
1125508 Recmrds |9 L s

Note: Hub users also have My View and Support User View tabs at top
left. My View (default) shows the hub company’s view of received and sent
files. To use Support User View to view a partner’s FTS view, see “View a

Partner's FTS” on page 33.
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Status column icons on the new page indicate the current status of files:

Icon

Description

New File

For Retrieve Files only. A new file received by your
company. Other actions, such as a file download, have not
yet occurred.

1 Downloaded File
[ == ]

For Send Files and Retrieve Files. The File has been
downloaded from FTS.

See “Download Files” on page 30.

g Submitted
-

For Send Files only. The file was uploaded to FTS
successfully by your company.

See “Upload Files” on page 28.

Error

For Send Files only. The action to send a file through FTS or
upload a file through FTP failed.

@ Expired

For Send Files and Retrieve Files. FTS has deleted the file
automatically after 45 days of receiving it. The file name
remains in the list of files, but users cannot download it.

Note:

Hover over the icon to view a description.

To also view a previous status of a file, see “View File History” on page 32.

The column display varies by trading community. For example, columns might
display the following information for files in the list:

Column Item (Example)

Description

Sender The sender of the invoice.

Receiver The receiver of the invoice.

File Type The type of file, for example, BIN for a binary, non-EDI
file).

File Size The size of the file (in bytes).

User For Send Files. The name of user who uploaded the file in

FTS).

Note: FTS does not record the user name when files are
sent to OpenText through FTP or Managed Services.

Days Before Deletion

The number of days remaining before the system
automatically deletes the file. FTS retains all files for 45
days after they are uploaded.

Users can also delete files manually. See “Delete Files” on
page 30.

Created Date

The timestamp when a file was uploaded to FTS.

2 To list only files associated with a specific metadata value (for example,

Sender) during upload, or were uploaded during a specific time range, provide
that metadata in the fields above the list, then click Search.

To use a time range, click the calendar icons next to the From and To fields,
then click a date to insert it.

Search fields vary by trading community.

To restore the original list, remove the search values, then click Search again.
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3 In some trading communities, you can sort a list in one of the following ways:
m Click a column header to sort the list using that data attribute. Example:
Sender. To sort in reverse order, click the header again.

m If a column header contains an empty field, type the first few characters of
a value to reorder the list using that value to begin the list.

4 To change the number of rows that display in a list, select a different value in
the drop-down menu below the list.

1to 2 of 2 Records |.5 hd

10
20
50

5 To view later pages in a list, click a page number or pagination link to the right
of the number of rows control:

1tosof 10Records  [El=] g uu‘
Page Scroll Icon Description

< Return to the first page.

<< Go back one page.

>> Go forward one page.

>| Go to the last page.

Upload Files

Usually only trading partner companies, not the hub company, upload files in the
FTS user interface. Most hub companies send files directly to OpenText, which
transfers the files to FTS. However, a hub company can be configured to upload
files in FTS.

Uploading files includes specifying metadata associated with the files. Metadata
varies by trading community. For example, your community might use metadata to
define the sender and receiver for files. FTS validates uploads to ensure that
mandatory metadata fields are populated.

Note: FTS also validates to ensure that data is present in the file. No other
validations occur.

After a file is uploaded, no alert is sent to the receiver for the file.
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To upload files in FTS
1 Click Send Files in the Navigation Panel.

e ——————————————]
Send New File:

From i To i
[ s |

W Delete Selected Files Export All Records O Export Current View of Records

] File Siz= (Byt= ReceiverId  File Name  Crestsd Date | Days Gefor= D

O e Submitt=d | PPNODELOFTS ZZ:PPNODEL PPNODELDFTS BIN 1110 22:PENODELD FREE3078861 Wednesday, O 32 ARP ARPTESTL

= -~ Submitted | PPNODE10FTY ZZ:PPNODEL] Useri, TPt | PPNODE10FTS BIN 1110 ZZ:PPNODEL] FREE3078861| Wednesday, O 32 ARP ARPTEST1

O e Submitt=d | PPNODELOFTS ZZ:PPNODEL PPNODELDFTS BIN 1110 22:PENODELD FREE3078861 Wednesday, O 32 ARP ARPTEST

O e Submitt=d | PPNODELOFTS ZZ:PPNODEL] Usert, TPL | PPNODE1OFTS =N 1110 22:PENODELD FREE3078861 Wednesday, O 32 aRP ARPTEST

O e Submitt=d | PPNODELOFTS ZZ:PPNODEL PPNODELDFTS BIN a72 22:PENODELD LINCELEC3E1{ Wednesday, O 32 ARP ARPTESTY
FESE LY FE T = OO ED HE

2 Click Send New File.
The Send File dialog box opens.

Maximum File Size Limid; 50M8 H

o Arn asterisk [*} derptes 8 reguired feid.

pOETY T PPRODETOrTY i Y : s 8 8 8 = L e s

3 Click Select File.

4 Browse to the file that you want to upload to FTS, and click Open.
Note: The maximum file size is 50MB.

5 Provide metadata to associate with the file.

Note: A red asterisk (*) indicates the field is required. For example, a file
type of ACH might require entering a bank name in a different field. In addition,
some fields might be required if you provide some other values.

6 Click Send. The dialog box remains open.

To remove the message that displays in the dialog box, click the X at the far
right of the message.

7 Do one of the following:
m To upload another file, repeat the steps for the Send File dialog.

m To close the Send File dialog, click Close. The uploaded file displays at
the top of the Send Files list.

For a description of the list pages, see “Search for Files” on page 26.
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Download Files

Use this procedure to download files from Retrieve Files (files your partner sent
to you for download in FTS) or Send Files (files your company uploaded to FTS
for download by your trading partner).

You can download a file with any status.
To view a file, first download it, then open it. You cannot open files in FTS.
To export metadata for files, see “Export FTS File Metadata” on page 31.

(Hubs only) To view whether or not your trading partner downloaded a file, view
the partner’s FTS. See “View a Partner’s FTS” on page 33.

To download files in FTS

1 In the panel at left, Click Retrieve Files or Send Files.

2 Find files to download. See “Search for Files” on page 26.

3 In the file list, select the check boxes of files you want to download.

Note: To download all files on the current page, check the check box in the
header row. This does not download all files in a list with multiple pages.

= :

D . New PPNODE10FTS| ZZ:PPNODELOI PPNODELOFTS BIN 262 ZZ:PPNODELO) error-partner.]] Sunday, Janus) 43
D Iil Dowi PPNODE1OFTS| ZZ:PPNODELOI PPNODELOFTS BIN 245 ZZ:PPNODELD 5678 Monday, Dece 23
D New PPNODE1OFTS) ZZ:PPNODELOI PPNODELOFTS BIN 245 ZZ:PPNODELO 5678 Monday, Dece: 23
D New PPNODE1OFTS| ZZ:PPNODELOI PPNODELOFTS BIN 43 ZZ:PPNODELD test txt Wednesday, D: 5
D New PPNODE10FTS| ZZ:PPNODELOI Hub, Userl PPNODELOFTS BIN 43 ZZ:PPNODELO test txt Wednesday, D 5
O @ Downloaded PPNODE1OFTS| ZZ:PPNODELOI PPNODELOFTS BIN 140235 ZZ:PPNODELO| Project_Charts{ Wednesday, N

4 Above the list, click Download Selected Files, or right-click the table and in
the menu select Download Selected Files. A confirmation message displays.

Multiple files save in a zip file.
5 Open or save the file(s). The Downloaded icon displays in the file row.

Delete Files

To delete uploaded files

The default file retention period is 45 days after upload. The Days Before
Deletion column in the Retrieve Files and Send Files lists indicates how many
days remain before the system automatically deletes a file.

OpenText archives automatically deleted files for another 320 days.
To delete files in FTS

1 In the panel at left, Click Retrieve Files or Send Files.
2 Find files to delete. See “Search for Files” on page 26.
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4

3 Check the check boxes for the files you want to delete.

D vport Currant View of Resords

[ Sender Fil= Typ= File Siz= (Byte: Receiver Id File Name

D - New PPNODE10OFTS| ZZ:PPNODELOI PPNODELOFTS BIN 262 ZZ:PPNODELO| error-partner.T| Sunday, Janusf 43
D d. Downloaded PPNODE10FTS| ZZ:PPNODELOI PPNODELOFTS BIN 245 ZZ:PPNODELD 5678 Monday, Decer 23
D - New PPNODE10OFTS| ZZ:PPNODELOI PPNODELOFTS BIN 245 ZZ:PPNODELD S678 Monday, Dece 23
D - New PPNODE10FTS| ZZ:PPNODELOI PPNODELOFTS BIN 43 ZZ:PPNODELD test_txt Wednesday, D 5
D - New PPNODE1OFTS| ZZ:PPNODELO Hub, Userl PPNODEL0FTS BIN 43 ZZ:PPNODELD test_txt ‘Wednesday, Dv 5
D @ Downloaded PPNODE1OFTS]| ZZ:PPNODELO PPNODELOFTS BIN 140235 ZZ:PPNODELD| Project_Charte| Wednesday, M (]

4 Click Delete Selected Files. A confirmation message displays, and FTS

removes that file row

Note:

menu that displays.

Export FTS File Metadata

Use this procedure to export metadata of the files in Retrieve Files or Send

Files.

This action exports only the metadata associated with files, not the file content.

To download files, see “Download Files” on page 30.

To export FTS file metadata

1 From the Navigation Panel, click Retrieve Files or Send Files.

You can also right-click on the row of a file, then click Delete from the

2 To narrow the list of files to only those that you want to export, use the search
fields above the list to show only files of interest. See “Search for Files” on

page 26.
Download Sefect=d Files Delete Selected Files Export All Records * D Export Current View of Records
POF
Sender Fil= Typ= File Size (Byte
=1
O * New PPNODE1OFTS| ZZ:P PPNODEL0FTS BIN 262
Excel
|:| &. Downloaded | PPNODE1OFTS] ZZ:PPH PPNODELOFTS BIN 245
O ¥ New PPNODE1OFTS| ZZ:PPNODELO PPNODEL0FTS BIN 245
O ¥ New PPNODE1OFTS| ZZ:PPNODELO PPNODE10FTS| BIN 43
. New PPNODE1OFTS| ZZ:PPNODELD| Hub, Userl PPNODELOFTS BIN 43

3 (Optional) To export only records on the current page in the list, not all pages,
select Export Current View of Records above the list.

4 Click Export All Records, then select PDF, CSV, or Excel to specify the file
format for the export file.

5 In the dialog box, select whether to open or save the export file. Cick OK to

continue.

Trading Grid Online
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Use this procedure to view the file history, such as when the file was uploaded or
downloaded.

A trading partner user with a restricted role can view only his or her own actions in
a file history. If the user does not have a restricted role, the user can view actions
by others users at the same company.

A hub user can view the action history for himself or herself or a trading partner
company.

To view status and user for a file in FTS

1 Click Retrieve Files or Send Files from the Navigation Panel.

2 Find files to view. See “Search for Files” on page 26.

3 In the file list, right-click in the row of the file you want to view. A menu
displays.

anoj History bt
nlod @ Delete L1P

+ Download Selected Files

4 Click History. A dialog box displays the history of actions for the file.
Note: Close the dialog boxbefore trying view History for a different row.

% File Status History
I |
Thursday, November 20, 2014 |
I DOWNLOADED User1, TP1 A o )
‘Wednesday, November 15, 2014 | H
I SUBMITTED User1, TPL 02011.45 GnT
‘Wednesday, November 15, 2014 |
I SAVED User1, TP1 0201143 GnT
P
Downloaded | PPMODE Z7:PPN{ Userl,1 PPNODE BIN | 262 | 77:PPN{ dev-edil Wednes 44 ACHC

The dialog box contents include the following:
m Status history of the file.

Note: A file in Submitted status may also include a Saved status
that occurred a few seconds earlier. Both occur in FTS after a user
uploads a file.

m Login name of the user in your company who uploaded or downloaded the
file in FTS.

Note: Your user role might not enable you to see names of other
users.

» When the action occurred, such as the dates and times a file was
submitted to FTS and downloaded from FTS.
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View a Partner’s FTS

This function is available only to hub companies, not their trading partners. Hubs
use it to do the following:

m View lists of files the partner has received and sent.

= View whether or not a partner has downloaded files from you.

m Download files available for download by the partner.
m Export metadata that can be exported by the partner.
Hubs cannot upload files for their partners.

To open a partner’s FTS view
1 In the panel at left, Click Retrieve Files or Send Files, depending on which

list page you want to view for a partner.

2 Click the Support User View tab.
3 Click Select Company.

LTI " T

" Sl ol S5 i 2014-09-26 19:30:06.0 2014-0%9-26 19:30:09.0

1to 1 of 1 Records

4

5

6

Trading Grid Online

Do one of the following:

= If you see the partner company in the list, click its link in the Company
Name column to go to the selected list page for the partner.

m For a long list, type the first few characters the partner name in the
Company Name field, then an asterisk (*), then click Search. Then, in
the Company Name column click the link of the partner you want to
view.

When the list page opens, you can use perform the following functions:
m “Search for Files” on page 26
= “Download Files” on page 30
m “Export FTS File Metadata” on page 31

Note: If you go to the other list page in FTS (that is, Retrieve Files or Send
Files), FTS will default to the My View tab. Repeat the steps above to display
a partner view for that list page.

To switch to your view of the list page, click the My View tab.
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Active Documents

Active Documents is a reporting tool that provides up-to-date information about
your transactions with four reports:

m Activity Summaries

m Exception Summaries

s Document Volume by Type Reports

s Document Volume by Partner Reports

This chapter explains how to use the Active Documents Dashboard to search for
transactions and create these reports. Topics include:

m “Active Documents Dashboard” on page 36

m “Search for Transactions” on page 41

m “View Search Results” on page 52

m “Save Search Criteria” on page 60

m “Transaction Process Lifecycle Information” on page 60
= “Reports” on page 80

m “Delivered Reports” on page 82

Important: If you are an Active Documents subscriber and do not have access to
the most current version of Active Documents, see “Active Documents Classic” for
more information.

Note: You might not see all features described explained in this chapter,
depending on your company's subscription agreeement and the permissions
assigned to your role.
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Active Documents Dashboard

The Active Documents Dashboard is divided into four quadrants, one for each
report. To open the dashboard, click the Active Documents tab.

Dashboard

Al

Routed

Extracted

Not Extracted

Not Acknowledged

Document Count

Search

From . | Jun-20-2016

From - | Jun-01-2016 22:09:22 [

OPENTEXT™ Active Documents

Saved Searches

To: | Jun-28-2016 23:09:22 [

Activity Summary

]
|
200 400
File Count
M 1o Jun-29-2018

|

Document Volume by Type

¥

OVL“&“E

Apply

Outbound

Apply

Outbound

From: Jun-01-201622:09:22 [| 15- Jun-28-201623:09:22 P [ Appiy

Communication Errors

Rejected

Interconnect Rejects

Processing Errors

Late Acknowledgements

From: | Jun-29-2016

Document Count

]

)
o

Exception Summary

File Count

B 1o. Jun-20-2018

0"
P

Document Volume by Partner

o

Logged in as: CCITY@gxs.com e
Thursday, June 30, 2016 23:10:13 GMT
1~
[¥]Qutbound
500 600
s [ i~
[#] Qutbound

36

Dashboard Features
In addition to viewing reports, you can do the following from each report panel:

m Search for data from the current date to the past 90 days.

m View transactions from the Search Results page.

m Change the 24-hour reporting period.
m Export reports data to PDF and CSV file formats.
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View Transactions from the Dashboard

To view transactions from the Active Documents Dashboard
1 Double-click on a yellow or blue bar in a report.

Change The Reporting Period

To change the reporting period
1 Use the calendar icons to select a time period.

From - | Jun-30-2016 22:38:04 E To- | Jun-30-2016 23:38:04 E Apply

4
June 2016 mmary

M T W T F =5 5 electeddate range

20 2 2 23 24 25 X%

27 2% 28 30

Time: | 22:38:04 | (hhomm:ss) 24hr

2 Click Apply in the calendar.
3 Click Apply again in the quadrant.

Export Data from the Dashboard

To export data to PDF or CSV formats
1 Click Export.

From: | Jun-01-2016 15:47:26 [ 10| Jun-27-2016 16:47:26 [ | Apply 1~

o PDF Docume
Activity Summary Export

CSV Document

|

2 Select PDF Document or CSV Document.
3 Follow the prompts to open or save the file in the desired format.
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Activity Summary

The Activity Summary shows the status of both inbound and outbound
transactions for a specific time period, along with the number of current records for
each status level.

From:| Jun-01-2016 22:09:22 [ 75| Jun-28-201623:09:22 [ | Apply 1~
ACTivity Sumrmary

A

Routed
Extracted
Outbound
Mot Extracted I
Not Acknowledged n
0 200 400 600 200

File Count

The Activity Summary classifies transactions based on four status levels:

Status Level Description

Not Extracted Transactions not picked up by trading partners.
Extracted Transactions picked up by trading partners.

Not Acknowledged Transactions unacknowledged by trading partners or for

which acknowledgments are late.

Routed Transactions sent to another Trading Grid product such as
Active Invoices with Compliance.
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Exception Summary

Trading Grid Online

The Exception Summary shows exception information for a specific time period,
along with the number of current records for each type of exception.

From: | Jun-01-2016 22:09:22 [

Communication Errors

To:| Jun-28-2016 23:09:22 | | Apply | 1~

Exception Summary

Rejected
Interconnect Rejects
Oulbuund
Pracessing Errars |
Late Acknowledgements n
4] 100 200 300 400 500 800
File Count
Exception Type Description

Negative Status
Alerts

Not applicable (unless set up by an administrator).

Extended Errors

Errors related to extended events, which your company can publish
to OpenText from a back-end system. For example, your system
might detect that a file failed to reconcile and report the failure to
OpenText.

Note: This information displays in Active Documents only if you
also subscribe to the Extended Event service.

Unreconciled
Extended Events

During transaction processing, the system did not receive all events
from a business unit that subscribes to the Extended Event service.

Processing Errors

Errors reported by either the routing system or translation system.

Late
Acknowledgements

Files that trading partners have not acknowledged or for which
acknowledgments are late.

Communication
Errors

There are two types of communication errors:

m Errors reported by the communications protocol, standard, or
interface that submitted the transaction.

m Errors related to Trading Grid Messaging Service (TGMS),
typically if TGMS rejects inbound and outbound data submitted
by a TGMS subscriber or inbound data from an interconnecting

network.
Rejected Outbound files rejected by trading partner or inbound files rejected
by the customer.
Interconnect For inbound files only, such as files from a third-party VAN, rejected
Rejects by OpenText. Available in future releases.
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Document Volume by Type Reports

Document Volume by Type reports show the document count for each type of
document that was sent and received during a specific time period.

From: | Jun-01-201622:09:22 | 7o | Jun-28-201623:00:22 | | Apply i~

Activity Summary

.|

Routed

Extracted
Outbound

Mot Extracted I

Mot Acknowledged i

0 200 400 600 800

File Count

Document Volume by Partner Reports

Document Volume by Partner reports show the number of documents that were
sent to a trading partner and received by the trading partner during a specified

time period.
From - | Jun-29-2016 B 1o | Jun-29-2016 B | Apply 1~
Document Volume by Partner
2

5

Q

L]

£

E [¥] Outbound
g

[}

. {4 ot
%c,'t\-‘f\ o s
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Customize the Active Documents Home Page

You can customize Active Documents tab to display the Dashboard, Search page,
or Saved Search page whenever Active Documents opens.

To customize the home page
1 Click @ at the top of any Active Documents page.

2 Select the default view from the My Home Page dialog box.

— - Legged in as: HC_AICSWCSN10a@gxs.com
OPENTEXT™ Active Documents Monday, October 17, 2018 13:11:12 GMT ¥ @

My Home Page

Saved Searches

Dashboard Search

Dashboard

Recent Searches O | timerange

(@ SpecificRange () Relative Range % Search

() Saved Searches

Oct-18-2018 00:00:

No recent searches
©Oct-14-2016 00:00:00 M|

The page refreshes and opens to the default home page view.

Search for Transactions

You can search for transactions by file format, such as EDI, XML, and user-defined
formats, and set the search level for file, interchange, and document levels.

Dashboard Search Saved Searches

ReCentiSearcne ° Time Range ® SpecificRange (O Relative Range
Mo recent searches
Jun-28-2016 00:00:00 | Jul-02-2016 00:00:00 @
GXS Ref Mo
Partner Name Partner Address My Address
@ 2]
Direction
Both sent and received =
Search Level ® File O Interchange (O Document
Application Reference Sender Reference Status
(7] © A -
Show more options...
Search Reset
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To search for transactions
1 Click the Active Documents tab in Trading Grid Online.
2 Click Search from the Dashboard.

The Search page displays.

3 Set the criteria for the search.

The following standard search options are available for all searches. To see all
the search options, click Show more options ...

Search Field

Description

Time Range

m Specific Range: The default option and the time period is
the previous 3 days (or 36 hours). To change the time
period, click the calendar icon, then specify a new start date
and time or end date and time, as applicable.

m Relative Range:

m Start Time: Use the drop-down menu to specify when
to begin the search, for example, 2 days ago or a specific
day and time.

m End Time: Use the drop-down menu to specify when to
end the search such as Tomorrow, Today, or
Yesterday. If you select # of Days Ago, the value
must be less than the number of days specified for Start
Time.

For example, search from 5 days ago to 3 days ago, starting
at 00:00:00 and ending at 11:59:59 on the last day.

Note: Set the preferred time zone in your profile. The time zone
then displays on all pages (Search, Results, etc.).

GXS Ref No

A unique reference number or document number, assigned by
the Active Documents meta data repository to track the
following:

m Transmission files — preceded by F-
EDI interchanges — preceded by I-
EDI groups

EDI documents — preceded by D-
XML documents — preceded by U-

Trading Grid Messaging Service transactions

Note: Click the GXS Ref Num for an item on the Search Results
page to view life cycle processing information quickly.

Partner Name

The company name of the trading partner associated with the
partner address.

Mailbox

A OpenText mailbox ID (or IDs).

Partner Address

The mailbox ID (or IDs) of the trading partner.

My Address

Your EDI ID or OpenText routing mailbox ID (or IDs).
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Search Field

Description

Direction

The direction of the data flow from the ID specified in the My
Address field, which can be outbound, inbound, or both.

m Direction of the file:
m Outbound — The company is the sender.
m Inbound — The company is the receiver.

m Inbound and Outbound — The sender and receiver both
belong to the user’'s company.

m Direction of the interchange:
m Outbound — The company is the sender.
m Inbound — The company is the receiver.
m Direction of the document:
m Outbound — The company is the sender.
m Inbound — The company is the receiver.

m Inbound and Outbound — The sender and receiver are
both belong to the same company.

It uses the interchange sender and receiver addresses
for EDI data. Otherwise, the file sender and receiver are
used.

Search Level

The search level refers to the type of data that can be retrieved.

m File — Searches for two types of files, which contain
documents passing through the Managed Services
environment:

m Files with data that has been translated from one non-
EDI data format to another non-EDI data format.

m Files with data that has been processed as pass-through
data (without translation).

Options include searching for files with or without errors,
negative alerts, and other events.

m Interchange — Searches for data in an EDI format that
reports activity at the interchange level.

m Document — Searches for electronic business documents,
typically, in two formats:

m EDI format, reporting activity at the document level.
m XML format, processed with XML document identification.

Options include viewing related documents (for example,
Invoices related to Purchase Orders searched for).

4 Click Search.
The Search Results page opens. See “View Search Results” on page 52.
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Search for Transactions by Search Level

The following explains how to perform specific searches based on File,
Interchange, and Document Search levels.

To search for a file

1 Click Search in the Active Documents Dashboard.

2 Set the standard search criteria. See “Search for Transactions” Step 3.
3 Select File for the search level.

4 Set the search criteria for the file search, as applicable. To expand the file
Search page, click Show other options.

. Logged in as: CCITY@agxs.com
L
OPENTEXT™ Active Documents Monday, Oclober 17, 2016 14:10:06 GMT * @
Dashboard Search Saved Searches
Recent Searches ° Time Range ® Specific Range Relative Range
Mo recent searches

Oct-14-2016 00:00:00 m|m Oct-18-2016 00:00:00 m
GXS RefMo
Partner Name Partner Address My Address

@ (7]

Direction

Both sent and received -

Search Level ® File Interchange Document
Application Reference Sender Reference Status
(7] @ Al v
Criginal File Mame Communication Type
All =
ILog Mumber
Translation Instance Translation Session Number Service Reference
(2]

Key Mame

Type a key name

Show fewer options_..
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Search Field

Description

Application Reference

The application reference for the file, which typically indicates a
file or document type.

Sender Reference

A number or alpha-numeric value that references the file in the
routing process. The system assigns this value during the
routing cycle.

Status

A drop-down list of possible statuses for a search, based on the
platform, tracking level, and configuration. Status searches can
apply to inbound and outbound transactions.

In Managed Services, you can search for the following status:
m With Errors
m Without Errors

m With Negative Alerts — The last status alert was for an
error or an event that did not occur within a specified time
period for the event type.

m Without Negative Alerts — The status alert for the file
was for an event that occurred within the specified time
period for the event type.

In other implementations, you might also be able to search on
these statuses:

m Extracted — The trading partner retrieved the document
from the mailbox or interconnect service.

m Unextracted — The trading partner did not retrieved the
document from the mailbox or interconnect service.

m Rejected (by OpenText)
m Rejected from Interconnect

m Incomplete — Incomplete itineraries (OpenText
instructions for processing a document)

m All

Original File Name

The name of the original file that was sent.

Communication Type

The communications protocol, standard, or interface used to
submit a transaction to the Trading Grid.

ILOG Number Input Log Number. A unique, 11-digit number assigned by the
the system to identify a file transmitted by the Sender.
This number is based on a combination of the month, day,
Greenwich Mean Time, and the decimal fraction of the hour.
Mailbag ID A unique number that references an interconnect service such

as a third-party VAN.

Translation Instance

Identifies which Application Integrator translation instance
processed the transaction.

The number of translation instances depends on your system
implementation.

Translation Session
Number

A unique number assigned to each translation process.

Service Reference

A unique identifier assigned by the messaging platform.
Typically for internal use.
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Search Field

Description

Key Name

The type and value of a document identifier, assigned by the
sender to identify a particular document, for example, Purchase
Order Number.

Note: If using TGMS, select DOCUMENT ID.

key value

Type the identifier value(s) for the selected key. For example,
type the actual PO Number or Product ID to use in the search.
You can type a partial value ending in an asterisk (*) for the
system to return any documents with the key value that begins
with those characters. You can add multiple values separated
by a comma.

Primary Key

Select this option if the first key you entered is the primary key.

+Add Another Key

Click this link to add one or more secondary keys.

5 Click Search.

To search for an interchange

1 Click Search in the Active Documents Dashboard.

2 Set the standard search criteria. See “Search for Transactions” Step 3.
3 Select Interchange for the search level.

Search Level File @ Interchange Document

Interchange Control Mumber Production/Test Flag

Mone -

Reset

Search

4 Set the search criteria for the interchange search.

Search Field Description
Interchange Control A number assigned by EDI systems to the interchange
Number header and trailer segments of an EDI file to verify data

integrity.

A field or flag in the EDI interchange header for ANSI X12
formats, indicating if a transaction is for testing or
production purposes. Users can send test transactions in
the production system to Trading Partners, and this flag
distinguishes which transactions are test and which are
production.

Consult your Trading Partner to determine how to use this
flag.

Production/Test Flag

5 Click Search.
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To search for a document

1 Click Search in the Active Documents Dashboard.

2 Set the standard search criteria. See “Search for Transactions” Step 3.
3 Select Document for the search level.

Set the search criteria for the document search, as applicable. To expand the
document Search page, click Show other options.

. Logged in as: CCITY@agxs.com
OPENTEXT™ Active Documents Monday, Octover 17, 2016 141008 cur ¢ @
Dashboard Search  Saved Searches
-
Recent Searches o Time Range ® Specific Range Relative Range Tl
Mo recent searches
Oct-14-2016 00:00:00 o2} Oct-18-2016 00:00:00 [o=e)
GXS RefNo
Partner Name Partner Address My Address
@ o
Direction
Both sent and received -
Search Level File Interchange @ Document
Document Type Status
@ Al -
Key Name -l}
Type a key name
Show more options
-
Parameter Description

Document Type

An EDI code that identifies a specific type of EDI document, such as
810 or INVOIC.

To search for multiple Document Types:

To search for multiple types of documents, separate each type with
a comma. For example, type 810, INVOICE.

Status

A drop-down list of possible statuses for a search, based on the
platform, tracking level, and configuration. Status searches can
apply to inbound and outbound transactions.

In Managed Services, you can search the following statuses,
depending on your service subscription:

= Acknowledged
m Not Acknowledged

In any implementation, leave All selected to not search based on a
specific status.

Trading Grid Online
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Parameter

Description

Key Name

The type and value of a document identifier, such as a purchase
order number, assigned by the sender to identify a particular
document.

Active Invoice for Compliance (AIC) Users: Active Documents

provides additional search support for AIC. See “Active Invoices for
Compliance (AIC) Additional Search Features” on page 48

TGMS Users: Select DOCUMENT ID. This applies to any type of
document identification number (Purchase Order Number, Invoice
Number, Ship Notice Number, etc.), specified in the key value field.

key value

The identifier value, or values, for a selected key. For example, type
the actual purchase order number or product ID to use in the
search.

To search for multiple key values:

To search for multiple key values, separate each type with a comma.
For example, type 123, 789.

Search Tip:

Type a partial value, followed by an asterisk (*) to retrieve all
documents that begin with those characters, for example, 1234*.

Primary Key

Select this option if the first key typed is the primary key.

+Add Another Key

Click this link to add one or more secondary keys.

Functional Group
Type

A two-digit code in the group header segment of an ANSI X12 EDI-
formatted file that identifies the type of business document it
contains such as PO, PS, IN.

Functional Group
Control Number

A number assigned by EDI systems to the functional group header
and trailer segments of an EDI file to verify data integrity. Typically,
this number applies only to data in ANSI X12 format.

My Functional
Group Address

Your EDI functional group address.
Applies only to the ANSI X12 standard.

4 Click Search.

Active Invoices for Compliance (AIC) Additional Search

Features

If your company subsribes to AIC, you can also configure search key settings, and
search for invoice status, and legal profile names.

Configure Search Key Settings

The Key Settings feature allows you to customize document search keys by setting
a key as the primary (default) search key for and setting key operators. Up to six
keys can be configured.

48
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To add or configure Search Keys
1 Click @ next to Key Name.
The Key Settings dialog box opens.

Key Settings

Selectup to 6 default keys.

Key Name Primary Operator Display
DOC_E7 () equals - [ ]
REQUEST FOR QUOTE equals 1 9
REF NUMBER is less than

is greaterthan

is less than or equals

. rancel
is greaterthan or equals

2 To add a key, type a key name.

3 Specify whether you want the key to be the primary key.

4 Set the key operator from the Operator drop-down menu for a key.
m equals is less than

m is greater than is less than or equals

m s greater than or equals

5 Type a value for the key.
6 To always display the key by default, click the Display checkbox.

7 Click Save.

Search By Invoice Status

To search by invoice status
1 On the Search page, click Show more options.

Search Level

Show more options.

| Search | Reset

Trading Grid Online
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The page expands.

Search Level File Interchange ® Document

Document Type Status

Key Name 'ﬂ-

INVOICE_NUMBER equals - Type 3 key value

& Primary Key
INVOICE_CURRENCY equals - Type a key value (2] x]
BUYER_LEGAL_MAME equals - Type a key value (2 1%]
SUPFLIER_LEGAL MAME equsls - Type a key value (7] ]
INVOICE_TYPE equals - Type a key value (2] %]
Acocount Number equals - Type a 'EH':‘}

- Clear all keys

. Cmrtre - e Wy Gro Address
Functional Type Contrel Mumbe My up Address

Group ﬂ

Invaice Status Diownload Status

All - All -
Legal Profile My Mame FPartner Name
Mames

Show fewer options..
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2 To search by invoice status, select one of the following options from the Status
drop-down menu:

m All With Errors
= Without Error In Progress
= In Contingency
Invoice Status Download Status
All - All -
All
With Emors
Fartner Name

!'i =l Frefil= Without Emors

LaITHES

In Progress

In Contingency

3 To search by download status, select one of the following options from the
Download Status drop-down menu:
Sender Pending Invoice

m All
Download
m Sender Invoice Download Complete  Recipient Pending Invoice
Download
m Recipient Invoice Download
Complete
- Status Download Status
All - All -
All
Sender Pending Inveice Download
ol Brofile My Mame
!'=5r__F sl Sender Invoice Download Complete
o Recipient Pending Invoice Download
Recipient Invoice Download Complete Show fewer options

4 To search by legal profile name, type the name of your company or Trading
Partner name in the Legal Profile Names section.

5 Click Search.

Trading Grid Online
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View Search Results

The Search Results page displays the applicable file, document, or interchange
transactions, based on your search criteria.

.. Logged in as: CCITY @gws.com
™ Y P
OPENTEXT™ Active Documents Fridsy, October 14, 2018 12:52:15 GMT £ 0
Dashboard Search  Saved Searches
Recent Searches ° ' Show Search Criteris # Modify Search B Start a New Search
Firsi e L 35 Documents Found
FILTER BY @ Settings Export Results - B Save Search More = t2 Refresh
ltems Per Page: | 10 [ ] Bzlz2] ] =] 1-10crasitems

Sender Address (4] : _— : i

(] GXS RefNo = Partner Mame Sender Receiver Direction Document Type Primary Key
O zZZciRoiTy 2z
O zZ:THOMPSON

D-1100818 Thompson ZEZ:.CIRCITY ZZ. THOMPSON  Outbound 356 10000001
Receiver Address (-]
[ ZZ:THOMPSON 3z O o-1100818 Thompson ZZ.CIRCITY ZZ.THOMPSCN  Outbound 856 10000001
O zZCIRCITY

a C-1100814 Thompson ZZ.CIRCITY ZZ.THOMPSON  Cutbound 858 10000001
Partner Name (-]
B Thompson 2 O p-1oos1z Thempsan ZZ:CIRCITY ZZTHOMPSON  Cutbound 856 10000001
Direction ° a D-1100811 Thompson ZZ:CIRCITY ZZ THOMPSON Outbound 538
0 Outbound 32
[ Inbound 5 ] D-1100810 Thompson ZZ. THOMPSON ZEZ.CIRCITY Inbound 250 FTPFSERVER
Document lerpe ° (] D-1100808 Thompson ZEZ:CIRCITY ZZ. THOMPSON Outbound 8586 10000001
O sse 28
O Unknown Category a C-110080& Thompson ZZ.CIRCITY ZZ.THOMPSON  Cutbound 858 10000001
O es0

a C-1100805 Thompson ZZ.CIRCITY ZZ.THOMPSON  Cutbound 536

From the Search Results page, you can perform several tasks:

s Download the search results in PDF or CSV format, including batch downloads.
s Download single files or multiple files.

m Create a subset of the search results.

m Specify search filter criteria.

m Change the default settings for search results.

m Save the search criteria.

m Use the filters to create a subset of your results, including by Sender/Receiver
Address(es), Trading Partner Name, Direction, and Document Type.
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Download Search Results

You can download search results in PDF or CSV format.

To download the search results

1 On the Search Results page, click Export Results.

[v Show Search Criteria ]
104 Documents Found
& Settings Export Results A Save Search More -
PDF Document lterms Fer Page: 10 V| 2| 3
O GX5 CSV Document Sender Receiver Direction
(] D-1100972 Thompson ZZ.CIRCITY ZZTHOMPSOM Outbound
(] C-1100970 Thompson ZZ.CIRCITY ZZTHOMPSOM Cutbound

# Wodify Search

4 || 5 » =1

Diocument Type

856

856

L start a Mew Search

1 Refresh
1-10 of 104 items

Primary Key

10000001

10000001

Trading Grid Online

2 Select PDF Document or CSV Document.

3 Follow the prompt to open or save the search results.

==

Opening search_results.pdf N
R

You have chosen to open:

= search_results_pdf
which is: Adobe Acrobat Document (87.0 KB)
from: https://qtg.qa.gxsonline.net

What should Firefox do with this file?

() Openwith |Adobe Acrobat DC (default)

@): Save File

D Do this automatically for files like this from now on.

[ 0K l l Cancel

The search results display in the desired format, for example, PDF.
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Search Criteria

Start Date/Time: Tuesday, June 14, 2016 00:00:00 GMT
End Date/Time: Friday, June 17, 2016 00:00:00 GMT
Search Level: File

Status: All

Direction: Both sent and received

Search Results

GXS Ref | File Size Partner Sender Receiver | Direction |Application| Sender File

No Name Reference | Reference | Tracking
Date &
Time
F-5035208 Thompson CIRCITY THOMPSON |QUTBOUND (850 981520 Thursday,
June 16, 2016
20:30:10 GMT
F-5035207 Thompson CIRCITY THOMPSON |OUTBOUND (850 981521 Thursday,
June 16, 2016
20:30:09 GMT
F-5035206 Thompson CIRCITY THOMPSON |QUTBOUND (850 981520 Thursday,
June 16, 2016
19:45:00 GMT

Download Documents and Files from Search Results

You can download single items from the Search Results page (files, interchanges,
and documents), as well as multiple items in a bulk download.

Note: The download limit for multiple items is 20MB. However, there is no size
limit for downloading a single file.

Download Single Items

To download single items from the Search Results page

You may wish to download a single file, document or interchange to view just one
individual item or if the item’s file size is larger than the download limit of 20MB.

1 Click the checkbox for the file you want to download.
2 Click More > Export File.

[V Show Search Criteria] # Modify Search L start a Mew Search
104 Documents Found
# Seftings Export Resulis - | Save Search 1 Refresh 3
ltems Pe n 2345 ¥ | =i 1-100f 104 items
O GXS RefNo - Partner Name Sender RECENET Crection Document Type Primary Key
O D-1100872 Thompson ZZCIRCITY ZZTHOMPSON  Qutbound 856 10000001
O D-1100870 Thompson ZZ.CIRCITY ZZTHOMPSON  Qutbound 856 10000001
(] D-1100964 Thompson ZZ:CIRCITY ZZTHOMPSON  Outbound 856 10000001 -
] I }
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3 In the Export File dialog box, select the format for the download:
m Original: Refers to the original data in the format as it was received.

m Formatted: Refers to a formatted version with line breaks inserted for
easier viewing.

Export File x
Select export format:  Original ‘{5
Original
Formatted
| Continue | Cancel

The Export File page displays the item to be downloaded, including the total file
size (in bytes).

Export File x
Selected Files: 1 Selected Format: Original Total File Size (bytes). 3000
GXS RefMo File Mame File Size File Status
F-5037718 F-5037718 bt 3000 bytes v
Back | Export Selected File(s) Cancel

4 Click Export Selected File(s).
5 Save the file when downloaded.
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Download Multiple Items

To download multiple items from the Search Results page
Note: The examples in the steps below are relevant to a File search, however, the
same steps apply to Interchange and Document searches.

1 Click the checkboxes for the items you want to download.
m To select all of the items on the page, click the checkbox at the top of the

column.

m To select up to 100 items on a page at one time, specify the number from
the Items per Page drop-down menu.

“ Show Search Criteria # Wodify Search P start a New Search
104 Documents Found
& Settings Export Results - B Save Search More - +» Refresh
ltems Per Page: | 10 [+ 2)(3]a]5] [ » ]| =] 1-100f104items

O GXSRefNo ~ Partner Mame Sender 25  |ver Direction Document Type Primary Key

50

100
O D-1100972 Thompson ZZ.CIRCITY ZZTHOMPSON  Qutbound 856 10000001
O D-1100970 Thompson ZZ.CIRCITY ZZTHOMPSON  Qutbound 856 10000001

2 Click More > Export File.

“ Show Search Criteria # Modify Search | JO Start a New Search

104 Documents Found
# Seftings Export Results - B Save Search +» Refresh

Items Pa l 21345 b || w1 1-100f 104 items
[ GXS RefHo ~ Partner Mame Sendaet RETEET oirection Document Type Primary Key
O D-1100972 Thompson ZZ.CIRCITY ZZTHOMPSOM  Qutbound 856 10000001
O D-1100970 Thompson ZZ.CIRCITY ZZTHOMPSOM  Qutbound 856 10000001
O D-1100964 Thompson ZZ.CIRCITY ZZTHOMPSOM  Qutbound 856 10000001

3 Select the format for the download from the Export File dialog box:
m Original: Refers to the original data in the format as it was received.
m Formatted: Refers to a formatted version with line breaks inserted for
easier viewing.
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Export File

Select export format:  Original
Original
Formatted

| Continue | Cancel

4 Click Continue.
Note: Depending on the number of files, it may take several minutes to
download multiple files.

The Export File page displays the list of files to download, including the number
of files selected and total file size (in bytes). You can also uncheck files in the

list.

Export File b %

Selected Files: 10 Selected Format: Formatted Total File Size (bytes): 10000
GXS5 Ref No File Name File Size File Status
F-5036826 F-5036826.txt 1000 bytes v .
F-5036824 F-5036824.txt 1000 bytes
F-5036751 F-5036751.txt 1000 bytes v 3
F-5036749 F-5036749 txt 1000 bytes v
F-5036680 F-5036680.txt 1000 bytes v
F-5036678 F-5036678.txt 1000 bytes v
- L L P - rAnc,ars L PR S, - T
Back Export Selected File(s) | Cancel

5 Click Export Selected Files(s) and follow the prompts to bulk download the
compressed (zipped) data files.

Note: After the download starts, you cannot cancel or go back to the previous
page.
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Export File
Selected Files 89 Selected Format: Original Total File Size (bytes) 305000

] GXS Ref No File Name File Size File Status

[T 1o oa A uwuy Uy

‘You have chosen to open:

1 bulk_download_2016-06-27 19-16-37.zip [
which is: Compressed (zipped) Falder
from: htpsi/qtg qagrsonline net N
What should Firefox do with this file?

| bulk

@) Openwith |Windows Explorer (default).
9 save file

[1 Da this gutomatically for files like this from now on.

(ox ] [ comn ]

6 Select Save File to save the .zip file to your Windows Explorer Downloads
folder.

Note: The bulk download feature is also available from the Lifecycle Details
page. See “Transaction Process Lifecycle Information” on page 60.

Bulk File Download Errors

If the total file size for the bulk download exceeds 20MB, a warning displays, and
the Export Selected Files button is disabled.

In this case, do any of the following:

= Uncheck the large files that prevent the bulk download, so that the total file size
is less than 20MB. Then, click Export Selected Files.

m Click Cancel, and download the large files individually. See “Download Single
Items” on page 54.
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Change Column Settings

To change the column settings on the Search Results page
1 Click Settings.

# Settings Export Results « B Save Search More -
| ye!

Available Columns (59) Selected Columns (12}
Acknowledgment Code - -
Application Reference E S Partner Name
Comm Type N Sender =
Date Accepted Receiver

-

Date Extracted Direction

Date Mailboxed b Document Type

Date Received Primary Key

Mivicinn ldantifinr v Trackina Matn 2 Timn T
Sort By: GHS RefNo -
ltems per Page: - 10 25 50 100

Reset Defaults Cancel

= Scroll or use the text box above the Available Columns list to find a
column you want to add.

m Use the arrows to add or remove columns.

m To change the order of columns displayed, in the Selected Columns box,
click the column name and drag it to a different position in the list.

m To change the default sort, select a new column from the Sort By
dropdown. To change the sort sequence of the current listing only, click on
a column heading. For a reverse sort, click the column heading again.

= Specify the number of items to display per page by checking an Items per
Page option.

m To restore the default settings, click Reset Defaults,

2 Click the Save & Apply. These settings are saved until the next time you
modify the settings.

Results with More than 7000 Records

For searches that return more than 7,000 results, the system displays the first
7,000 found.

To see the remaining results
1 Save the search. See “To save a Search."
2 Schedule a report. See “Schedule a Report."
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Save Search Criteria
To save a Search, you must create the search and generate the results.

To save a Search
1 Create and run the search.
2 On the Search Results page, click Save Search.
A dialog box opens.

3 Type a Search Name.
4 Click Save.

To run a saved search
You can use a search that you, or someone else in your organization, have saved.
1 Click the Active Documents tab.
2 On the Dashboard page, click the Saved Search tab.
3 On the My Saved Searches page, you can do the following.
m To immediately run a search, click the Search Name link.
m To change the parameters of a search, click the Edit icon. Make your
changes and then, on the Search Results page, click Save Search and

save the search. If the search has already been scheduled, you must
specify a new Search Name to save the search.

m To delete a saved search, click the Delete icon.

Important: You cannot delete a saved search until you have deleted it
from the Scheduled Reports listing. See “View Scheduled Reports."

Transaction Process Lifecycle Information

Active Documents captures the processing lifecycle history of files, EDI
interchanges, EDI documents, and XML documents as they pass through various
tracking points.

Processing lifecycle details provide information about a specific transaction at key
processing points in each environment. The points that display in the lifecycle
history depend on the path the transaction follows during its lifecycle.

Note: The Transaction Processing Lifecycle can provide visibility into both internal
and Managed Services processes in one view. You may have the option to publish
edge events to Active Documents. Edge events are transactions from a customer’s
internal system, such as SAP (an ERP system).
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View Process Lifecycle Information

To view processing lifecycle information for a transaction

1 Search for a transaction, and locate the record on the Search Results page. See
“Search for Transactions."

2 Click the link in the GXS Reference Number column on the Search Results
page.
The Lifecycle Details page displays. The Summary Information section shows
the processing history of a file, interchange, or document.

Dashboard  Searcl Saved Searches
Recent Searches Search Results > D-1100818 P Start s New Search  ~
Browsing History ° Lifegycle Content Document Details Relsted Business Documents
D-1100818
Clear All
Document Rendering = O Export Details to PDF Export Data File =

Summary Information @

Company Partner Mame Emor Count
CIRCITY"s Thompscn a

Sender Receiver Direction
ZZ.CIRCITY ZZ:THOMPSON CQUTBOUND
Sender Name Receiver Name
Circuit&City’ Address_testing_QUAL Thompson Addess

GXS Ref No Document Type Standard
D-1100818 858 ANSI
Heys PrEKE FA Received Status

386" 10000001 Status: OUTSTANDING

227 20021212 Status Me WORK REQUIRED

m

373 oo

Status Details: DELINQUENT EMAIL SENT

Status Date 28, 2016 08:00:55 GMT
Cycle Number: 2

Delinguency Indicator: b

Do Mot Tradk Indicater. | N

Document Details €@

Processing Steps (2)
—

Expand All | Ccollapse All
Status Step Activity Start Date & Time End Date & Time
— Managed Services A 28 A 28
Completed 1 () Enterprise Accept Y. 3 v, )
¥ Complete N Enterpris= ACSERIENSE  platiorm 2016 05:30:08 GMT 2016 05:30:06 GMT
— M d Servi A A 28, A 2 28,
' Completed 2 (») Enterprise Mailboxed vianages Senvicss - = - =

Flatform 2016 05:30:06 GMT 2018 05:30:06 GMT

The Details section lists the processing steps for the transaction, translator,
application, or other service used to process the transaction.
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3 To view the details of a processing stage, click [ *) next to a step (in the Step

column).
Document Details )
Processing Steps (1) Errors (1)
Expand All | Collapse Al
Status Step Activity Start Date & Time End Date & Time

+ Completed 1 (*) Enterprise Acceptance Managed Services Platform

Step Information

File Context Information

GXS Ref No: F-5037438 File Size: 1024000
Sender: CIRCITY

Receiver: THOMPSON

Sender Reference 000174661

Application Reference

Service Reference: 3676512610607583

Monday. June 27, 2016 01:00:29 GMT

Monday. June 27, 2016 01:00:28 GMT

View Input and Output Files (Translation Step)

If a process lifecycle includes a Translation step, you can view and download both

Input and Output files.

1 In the Details section of the Lifecycle Details page, click (*) next to the

Translation processing step.

Document Details @
Processing Steps (4)

Expand All | Collapse All

Status Step Activity

= Managed Services
+ Completed 1 (») Enterprise Acceptance Platiom

= . Managed Services
&' Completed 2 () Enterprise Mailboxed Platform

P . Managed Services
" Completed 3 (») Translation Platform

P Managed Services
" Completed 4 (») Enterprise Extracted

Platform

Start Date & Time

Thursday, June 02, 2016
14:35:13 GMT

Thursday, June 02, 2016
14:35:13 GMT

Thursday, June 02, 2016
14:35:21 GMT

Thursday, June 02, 2016
14:35:35 GMT

End Date & Time

Thursday, June 02, 2016
14:35:13 GMT

Thursday, June 02, 2016
14:35:13 GMT

Thursday, June 02, 2016
14:35:34 GMT

Thursday, June 02, 2016
14:35:35 GMT

2 Click View Input & Output File(s).
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Document Details )
Processing Steps (4)

Expand All | Collapse All

Status Step Activity Start Date & Time End Date & Time
+" Completed 1 Q) Enterprise Acceptance Managed Sernvices Platform Thursday, June 02, 2016 14:35:13 GMT Thursday, June 02, 2016 14:35:13 GMT
«" Completed 2 (») Enterprise Mailboxed Managed Services Platform Thursday, June 02, 2016 14:35:13 GMT Thursday, June 02, 2016 14:35:13 GMT
" Completed 3 Translation Managed Senices Platform Thursday, June 02, 2016 14:35:21 GMT Thursday, June 02, 2016 14:35:34 GMT
View Ingut@ Output File(s}

Step Information

File Context Information Input Summary

GXS RefNo: F-5034125 File Size: 3072000 File Size: 2485 Instance TGOAIBridge

Sender: THOMPSON UDF File Count: 0 Session Number: 028606

Receiver. CIRCITY UDF Document Count. O Status: COMPLETED

Sender Reference: 403432690 EDI File Count: 1

Application Reference:  PURDRD Interchange Count: 1

Service Reference: 3673866909365901 EDI Document Count 1

Qutput Summary

UDF File Count

UDF Document Count.
EDI File Count
Terminated File Count:
Interchange Count:
EDI Document Count:

[ =]

Some translation steps may include multiple input or multiple output files. You
can download single files, or all all output or input files at one time.

3 Select Show: Output Files or Show: Input Files.

Document Details )

Processing Steps (4) Input & Output Files

Selected Step: Translation

Show: -.fﬁomput Files (2) -._:_.-Input Files (1)

] GXS RefNo Fild Nziife File Type Size Action
-
showall ||
(] F-5034125 028606 INPUT 2485 i -

The available output or input files display in the page list.
4 Click the checkboxes for the files you want to download, and click Export File.
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Document Details €
Processing Steps (4) Input & Output Files

Selected Step: Translation

Show: (@)Output Files (2) Input Files (1) Export File
GXS Ref Mo File Name File Type Size Acfion
Show Al E|
850CIRCITYT.028606 OUTPUT 2186 i v
F-5034126 997 THOMPSOM.028606 OUTPUT 252 i v

5 In the Export File dialog box, select the format for the download:
m Original: Refers to the original data in the format as it was received.

m Formatted: Refers to a formatted version with line breaks inserted for
easier viewing.

Export File

Select export format:  Original ‘{1_')
Original
Formatted

| Continue | Cancel

6 Click Continue.
Note: Depending on the number of files, it may take several minutes to
download multiple files.

The Export File page displays the list of files to download, including the number
of files selected and total file size (in bytes). You can also uncheck files in the
list.
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Export File b %
Selected Files: 10 Selected Format: Formatted Total File Size (bytes): 10000
GXS Ref Mo File Name File Size File Status
F-5036826 F-5036826.txt 1000 bytes v nd
F-5036824 F-5036824.txt 1000 bytes v
F-5036751 F-5036751 txt 1000 bytes v 3
F-5036749 F-5036749 txt 1000 bytes v
F-5036680 F-5036680.txt 1000 bytes v
F-5036678 F-5036678 txt 1000 bytes v
- e e . -
Back Export Selected File(s) Cancel

7 Click Export Selected Files(s) and follow the prompts to bulk download the
compressed (zipped) data files.

Note: After the download starts, you cannot cancel or go back to the previous

214 Files Found
@ Column Settings Export Results, Export File = E‘ ' 2
| GXS RefNo ~ Fi Application Reference
Selected Files 88 Selected Format: Original Total File Size (bytes) 305000
o GXS Ref No File Name File Size File Status
O F-3189681 1000 [T [ETEE VI wwuw upics v = SYSTATO1_XM
= = = yles v
O F318979 Opening bulk_download_2016-06-27_19-16-37.zip ] B10EM
ftes v
You have chosen to open:
B bl i bulk download_2016-06-27 19-16-37.zip N ies v z [EETAOIM
which is: Compressed (zipped) Folder v
ARGETT bulk_download_2016-06-27_19-16-37.2i
O  F-3189877 from: https://qtg.qa.gxsonline.net % B 810EM
fes v
) What should Firefox do with this file?
O F-3189675 es v - SYSTATO1_XM
Openwith | Windows Explorer (default) T
a F-3188674 Q) Save File Done 810EM
Do this gutomatically for files like this from now on. —
O  F-3189673 SAPABI Qutbound SYSTATO1_XM
a F-3189672 oK Cancel NES_PU_EMAIL  Outbound 810EM

8 Select Save File to save the .zip file to your Windows Explorer Downloads

folder.

Note: The bulk download feature is also available from the Lifecycle Details
page. See “Transaction Process Lifecycle Information” on page 60.
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Bulk File Download Errors

If the total file size for the bulk download exceeds 20MB, a warning displays, and
the Export Selected Files button is disabled.

- B L ne com
OPENTEXT™ Active Documents mw_mmcmw @
Recent Searches o = [ St Semch Coneia | | o ity Searcn | D St teew Search
102430 QT =
A Vil Seiechn B sicws o the J0HI e Piease sl s
FILTER BY 100 Files Found Export Fite ®
Sender Address (-] ® Coken Seings | Expon Resuts T = | . 202,4(5 b s 1-10ct100Rems | % Fedwsh
£ seiectol)
O zzicLPaODED a QXLE Ret o = Fanel foiexice Sender Aefercice ILog Pastiont Fies Teacang Des A
0 cesesrsacaot Sesscted btes) BETRETI2
Recalver Address (-] scany acs e te
| ] AR coccl E m— = 0001545 e Mool
T il 5 -
] ORgeSSICat S0 ~A00BEEST CON00K 275 Bytes \/
O ZACLPRODED! ScANW & 40008096000 MOD01222 85000 2348 Bytes v |
B F400RRRRY cooc N0ANZ22 FEINES 151 w“umaa'# 1.2
L3 B 4 F-a00asee018 C101_FUS_Dowrlos RSTZ00 tytes v
Partner Name (] o
il Thursday e 16,21
[} S8 NI COGo0 W Faommmomn OGO S55000001 SA201MET00 108 16 GUT
1 5C8N14 COGL Lo
SCONY Thursdu |
a ine y, S 18, 20
Oracion o O rsoooum0nt COOC 555000001 HTB5 i
saaan
0 Cuteund
=, SCB N Carx
[a | O raommon oo A000001 ] IRk, S 2
forves 1004 07 GUIT
63001
Application Reference BOB M4
o 0 Faoomming COBCO011E . IZACIPRODEDN CORRSTSICHI  Cutund 050 000001054 BEEsSE R, deoye
1820.24 DMT
1 W ==
O w80 a2
S08 W14 Thursday, ke 18 20
1 Uinown Category 1 o T COGEAN THTAR ZLCIPRONET PR AITRACAO. Dufwnt sl BN RENASTAL Bl
- e vt il 1

In this case, do any of the following:

m Uncheck the checkboxes for the large files that prevent the bulk download, so
that the total file size is less than 20MB. Then, click Export Selected Files.

= Click Cancel, and download the large files individually. See “Download Single
Items” on page 54.

Download Process Lifecycle Information

You can download documents and files from the Process Lifecycle page in several
formats by exporting the data file to a .txt file or exporting the details to a PDF.

Download Data Files

To export a data file to a text file
1 Click Export Data File.
2 Select the format for the download:
= Original: The original data in the format as it was received.

s Formatted: A formatted version with line breaks for easier viewing.
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Search Results = D-1100972

Lifecycle Content Document Details

Summary Information €

£ starta New Search

Related Business Documents

Document Rendering - 0 Export Details to PDF

Original File

Company Partner Mame Error Count Formatted File
CIRCITY's Thompson v}

Sender Receiver Direction

ZZ.CIRCITY ZZTHOMPSON OUTBOUND

Sender Name
Circuit&City’ Address_testing_QUAL

GXS RefMo

D-1100872 856
Keys ‘Primarykey A Received Status

396* 10000001 Status:

337 20021212

Status Message:
373 00 Status Details:

Status Date:

Cycle Number:
Delinquency Indicator:

Do Mot Track Indicator:

Document Details @

Document Type

Receiver Name
Thompson Addess

Standard
ANSI

OUTSTANDING

WORK REQUIRED

DELINQUENT EMAIL SENT

Monday, October 17, 2016 06:00:19 GMT
2

Y

N

| ExportDataFile =

m

3 Follow the prompt to open or save the file.

Opening file.txt .

5=

You have chosen to open:
file.txt

which is: Text Document (233 bytes)
from: https://qtg.qa.gxsonline.net

' What should Firefox do with this file?

@ gpe&with [thepad (default)

() Save File

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

0K l[ Cancel l
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To export details to PDF

1 In the Summary Information section of the details page, click Export Details

to PDF.

2 Follow the prompt to open or save the file.

Search Results = D-1100972

summary Information @

Lifecycle Content Document Details Related Business Documents

Document Rendering - | O Export Details to PDF |

'

Opening D-1100972_item_details.pdf

- =)

You have chosen to open:

= D-1100972_item_details.pdf
which is: Adobe Acrobat Document

from: https://qtg.qa.gxsonline.net

What should Firefox do with this file?

() Openwith |Adobe Acrobat DC (default) w7

@): Save File

[[] Do this automatically for files like this from now on. il
OK l [ Cancel

Error Count

Direction
OUTBOUND

Standard
ANSI

GMT

Document Details )

-
P StataMNew Search —

Export Data File

m
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View File and Document Heirarchies

To view the hierarchy of files and documents involved in a lifecycle

1 Click the Lifecycle Content tab on the Search Results page.

Search Results > D-1100972

Lifecycle Content Document Details Related Business Documents

File (1) for D-1100972

Click on a row to list the content.

% Settings Export -
GXS RefNo ~ Partner Name Sender Receiver
F-5066979 Thompson CIRCITY THOMPSON

Direction

Outbound

Application Reference

£ start a New Search

000174858

Sender Reference

2 Click the GXS Reference Number for the document or file to drill down for more

detail.

Search Results = D-1100872 = . Lifecycle Content: F-5066979

Lifecycle Content File Details

Summary Information @

Company Partner Name
CIRCITY's Thompson

Sender Receiver

CIRCITY THOMPSON

Sender Name Receiver Name
Circuit&City” Address_testing Thompson Addess
GXS RefMo Application Reference
F-5066979

Document Details °

Processing Steps (2)

Expand All | Collapse All

Status Step Activity
Enterprise Managed
v’ Completed L @ Acceptance Services Platform
Enterprise Managed
v/ Completed e @ Mailboxed Services Platform

Audit Notes

O Export Details to PDF

Error Count

0

Direction

L start a New Search

OUTBOUND

Sender Reference

000174858

Start Date & Time

Monday, October 17, 2016
05:30:04 GMT

Monday, October 17, 2016
05:30:04 GMT

End Date & Time

Monday, October 17, 2016
05:30:04 GMT

Monday, October 17, 2016
05:30:04 GMT

Export Data File «

Trading Grid Online

69



ACTIVE DOCUMENTS
OPENTEXT T1ransaction Process Lifecycle Information

70

3 To drill down further, click on an item in the row.

Document Details

Processing Steps (2)

Expand All | Collapse All

Status

' Completed 1

Step Information

File Context Information

GXS Ref Mo:

Sender:

end
ecelver:
4

A

Sender Reference:

Application Reference:

Senvice Reference:

' Completed 2

Step Activity
) Managed
I§|1t-ir;3tr|sea Senvices
=l Platfarm
F-5066979 Est. File Size:
CIRCITY
THOMPSON
000174858
3685671004477477
B . Managed
) Em.?fp”ff Senvices
Aallboxed Platform

Start Date & Time

Monday, October 17,
2016 05:30:04 GMT

1024

Monday, October 17,
2016 05:30:04 GMT

End Date & Time

Monday, October 17,
2016 05:30:04 GMT

Monday, October 17,
2016 05:30:04 GMT

Error Information

If the processing lifecycle contains error information, you can drill down to view
information about the processing errors such as an invalid address, decryption
error, etc.

To view process lifecycle error information

1 On the Processing Lifecycle page, click the details tab for the file, interchange,
or document, for example, the File Details tab.

The Summary Information section displays the total number of errors.

Search Results = F-5067049

Lifecycle Content

File Details

Summary Information

Company Partner Mame
CIRCITY's Thompson
Sender Receiver
CIRCITY THOMPSON

Sender Mame

Circuit&City" Address_testing

GXS RefNo
F-5067049

Receiver Mame

Thompson Addess

Application Reference
BLAMK

Error Count
1 (View errors)

Direction
OUTBOUND

Sender Reference

1087248

O Export Details to PDF

L Start a Mew Search
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2 To view error information, click the View Errors in the Error Count section.
The applicable error information displays.

Document Details @
Processing Steps (1) Errors (1)

Expand All | Collapse All
GXS Ref No System Error Code Error Status Error Message Tracking Date & Time

.“\';'J‘. F-5067049 ENTERPRISE 2 NEW Invalid detail in the Qg?gjggg:geérﬁ
B Data Field Element. o !

Audit Notes

Status Alerts

Trading Grid Online

If your company subscribes to the Status Alert Service, the Processing Lifecycle
provides a Status Alerts summary. Status Alerts allow customers to optionally
receive status alerts for their inbound and outbound transactions at different
points, as the transactions are processed on the Active Documents platform and
delivered to their Trading Partners.

Status alerts provide status information about transaction processing, including
processing events that might require action. The alerts also communicate
transaction events to your backend system and send email notifications about
events that may require immediate attention or action.

Note: Status alerts are defined by the Community Administrator. If your company
does not subscribe to this service but would like to, see your Community
Administrator or OpenText Representative.

The Status Alerts summary links to details about the status alerts through your
Active Documents Dashboard. The Processing Lifecycle page displays only the
most recent report for a status type.

To view information about a status alert

1 Click its link in the Status File column.

The Status Alerts section of the Processing Lifecycle provides the following
information:

m The status of key events in transaction processing.

m Green icons indicate positive event statuses (events that occurred within
the configured time period).

Red icons indicate negative event statuses under two conditions:

= An error event occurred.
m A specific event did not occur within configured time period.

For example, a red icon for a mailboxed event might indicate that the event
was rejected, or it was not received before a specific period of time.

= The time of an event status update.
m A link to view details of the status alert.
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Event Types
Depending on your implementation, possible Event Types might include the
following:
Status Description
accepted The file was received by Active Documents from the
trading partner's system. This is the starting point for all
flows.
mailboxed Active Documents mailboxed the translation output file for

delivery to the trading partner. Not used if the translated
status is in the same lifecycle.

tgmsmailboxed

The file was sent to the Trading Partner through Trading
Grid Message Services (TGMS).

extracted The Trading partner extracted the file from the mailbox or
interconnect.

tgmsextracted The file was received by the Trading Partner via Trading
Grid Message Services (TGMS).

receivedbp Received by my Partner. The file/document was delivered
to the trading partner's destination.

receivedfp The file was received from my Partner. The file/document

was delivered to my destination.

Functional Acknowledgement Information

The Processing Lifecycle page might display Functional Acknowledgement (FA)
information.

An Acknowledgment Code is from the functional acknowledgment (997 document
or CONTRL message) that was reconciled with the document. There are seven
possible acknowledgement codes:

A — Accepted.
E — Accepted with errors.

M — Rejected. The message
authentication code failed.

m R — Rejected.
m W — Rejected. Assurance failed validity tests.

m X — Rejected. The content after decryption
could not be analyzed.

P — Partially Accepted. At least
one transaction set was rejected.

Managed Service Platform Data

Multiple Managed Service Platform entries might exist because transactions can
pass through the Managed Service Platform at different stages of processing.

For example, the translated output entered another Managed Service routing cycle
for transmission to the recipient.
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Expand All | Collapse All
Activity Siep Stard Date & Time End Date & Time Status
E;:?ri?rij Senices 1 (3) Translation I'IEB_?_QH 12:04:52 I‘IEB_?_QH 12:04:59 " Completed
Hz?ri?rid Senices 5 . Enterprise Acceptance éB_T_EIH 12:05:01 I1E'I;$El1-1 12:05:01  Completed
le?riﬁrij Senices 3 CD Enterprise Extracted I;TS'_?_Q.-'H 12:05:01 ég‘$9.f14 12:05:01 " Completed
le?riﬁrid Senices 4 @ Enterprise Acceptance ;E_?_EIH 12:05:00 I;B_?_EIH 12:05:00  Completed
TGMS Data

Trading Grid Messaging Service (TGMS) enables data exchange with your partners.
It manages your inbound and outbound transactions.

As with Managed Services, multiple Trading Grid Messaging Service sections might
exist because transactions can pass through TGMS, as well as Managed Services,
at different stages of processing.

Other processing stages might also display, such as a Trading Grid Message Service
Mailbag step, when a collection of files are going to a Trading Partner through a
third party.

Communication Sections
A processing lifecycle might display different types of communication information.

Depending on your Trading Grid Online service communication setup, the
Processing Lifecycle page might include sections that display data exchange
information, including the following protocols or standards:

AS2 FTP/SFTP SAP ALE
AS3 X.400 OFTP
IFTP SMG HTTPS
POP3 SMTP

Similar to the Managed Service Platform and Trading Grid Messaging Service, the
lifecycle might include multiple communication sections, depending on the
processing that takes place.

Extended Event Data

Extended events are processing events that occur outside of OpenText and that
your company publishes to OpenText. If you subscribe to the Extended Event
service, the Processing Lifecycle page displays extended event data such as IDOC
number, status information, and SAP Client identifier.
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Translation Information

The Translation section for a Processing Lifecycle describes the translation input
and output and includes both original and formatted input and output files (if

available).
Activity Step Start Date & Time End Date & Time Status
Managed Services . 01/10M14 10:26:14 011014 10:26:14
Platform 1 @ Enterprise Acceptance EOT EOT «" Completed
Managed Services : 011014 10:26:18 011014 10:26:19
Platform 2 Translation EDT EDT " Completed
View Input & Qutput File(s)

= Step Information

File Context Information

GXS RefNo: F-4523434 File Size: = 3072

Sender: THOMPSON

Receiver: CIRCITY

Sender Reference: 999998288

Application Reference: PURORD

Senvice Reference: 3621162374130328

Input Summary Output Summary

File Size: 2485 Instance; TGOAIBridge UDF File Count: 0

UDF File Count: 0 Session Number: 021453 UDF Document Count. 0

UDF Document Count: - 0 Status: COMPLETED EDI File Count: 1

EDI File Count: 1 Terminated File Count: - 1

Interchange Count: 1 Interchange Count: 1

EDI Document Count: = 1 EDI Document Count: .~ 1
!'-;-'Ilallaged Senvices 3 I/;j Enterprise Extracted 21::1_0!14 10:26:19 21::1_0!14 10:26:19  Completed

If you received an error in this section:
m You can use the “Active Documents Translation Errors” for reference.

m For users subscribing to the Cloud Based Translations service, use these
translation error descriptions and solutions for initial troubleshooting, as follows.

1 Go to Appendix C, “Active Documents Translation Errors”.
2 Find the error number.

3 Read the information regarding the potential cause of the error and the
resolution for the error.
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Related Documents

To view business documents related to the process lifecycle
1 On the Processing Lifecycle page, click the Related Business Documents tab.
The Search Results page opens with a list of related documents.

Search Results = D-1100810 P Start a New Search

Lifecycle Content Document Details Related Business Documents

m

83 Documents Found

# Setiings | | Export ~ ltems Per Page: | 10 [ | 2| al[a]5] [ » | = 1-100r83items
GXS RefNo Partner Name Sender Receiver Direction Document Type Primary Key Tracking Date & Time
e . . Friday, October 14, 2016
D-1100952 Thompson ZZTHOMPSON  ZZ:.CIRCITY Inbound 850 FTPSERVER 14'53-00 GMT
- . . Friday, October 14, 2016
D-1100960 Thompson ZZTHOMPSON  ZZ:.CIRCITY Inbound 850 FTPSERVER 14'53-08 GMT
D-1100958 Thompson ZZTHOMPSON ~ ZZCIRCITY  Inbound 850 FTPSERVER 52%?@%3? 14,2016

2 To view specific information, filter the list.

For example, to view a specific type of document, specify a document type
such as 850.

Audit Notes

You can view audit information, such as a record of email notifications, status
updates, and other activity for the processing lifecycle.

To view audit notes for a lifecycle
1 Scroll down to the Audit Notes section.
A list of Audit messages and notes displays the following information:

m Type of entry (for example, Audit of an email notification, or Note
generated by the system or a OpenText technician)

m Author of the entry

m Date the entry was created

m Details of the entry

m Whether or not a notification was sent.
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Audit Notes

Type Author Created Date & Time Details Sent Notific

| Show All

- Notification Sent.
System Motification Email %%f_?_gn 4003517 Email sent to Wiew
sreekanth.reddy@gxs.com

26/0914 D1:35:15 Nofificafion Sent.

System Motification Email EOT Email sent to Wiew
ADHC1@agxs.com
- Notification Sent.
System Motification Email ég.?.gn 4013515 Email sent to Wiew

reena.samarth@agxs.com

e Notification Sent.
System Motification Email 26/09/14 01:35:15 Email sent to Wiew

EDT ADHC1@gs.com

FA Status Changed

St OUTBOUND FG 26/09/14 01:37:28 To Outstanding - New
¥ FROCESSING EDT FG - None For Cycle
0

Delinguent FA email

notification sent to

SURENDRA MALREDDY@GXS.COM
(PARTNER),satish.chandra@gxs.com
(EMAIL), SURENDRA MALREDDY @GXS.COM
(CLIENT},surendra.malreddy@gxs.com
(CLIENT) for Cycle 1.

FA-CYCLE- 26/09/14 02:00:41
System PROCESSING EDT

FA Status Changed
To Outstanding -
Work Required -
Delinguent Email Sent
For Cycle 1

FACYCLE 26/09/14 02:00:41
System PROCESSING EDT

2 To view an email notification such as confirmation that a file was sent, click the
View link.

A copy of the email displays.

Business Document Viewer

The Business Document Viewer allows you view Electronic Data Interchange (EDI)
files shared with Trading Partners in either HTML or PDF fprmats. You can view a
document online, or download it directly to a PDF.

Supported Standards:

The Business Document Viewer supports the following EDI standards:
= ANSI

s TRADACOM

s EDIFACT
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To display the Business Document Viewer
1 Search for a document. See ? ...

2 On the Search Results page, click the GXS Ref No for the document you wish to
view.

The Process Lifecycle page displays the Document Details tab.

Dashboard  Search  Saved Searches

Recent Searches Search Results > D-1100812 D Start s New Search  ©
Browﬁing H|S‘on{ ° Lifecycle Content Document Details Relsted Business Documents
D-1100818
Clear All
Document Rendering [ Export Details to FOF | | Export Data File =

Summary Information @

Company Partner Name Ermor Count
CIRCITY's Thempsen 0
Sender Receiver Direction
FZ.CIRCITY 77 THOMFSON OUTBOUND
Sender Name Receiver Name
CircuitACity' Address_testing_QUAL Thempson Addess
GXS Ref No Document Type Stangard
D-1100818 558 ANSI
Keys FrmE R FA Received Status
396* 10000001 Status: OUTSTANDING
337 20021212 Status Message: WORK REQUIRED
a7 0o Status Details DELINQUENT EMAIL SENT i
Status Date Wednesday, September 28, 2016 08:00:55 GMT
Cycle Number: 2
Delinquency Indicator. | Y

Do Mot Tradk Indicator: N

Document Details @

Processing Steps (2)

Expand All | Collapse Al
Status step Activity Start Date & Time End Date & Time
- - . " 4 Services [ . 28, . 28,
¥ Complsted T (&) Enterprise Acceptance oo 2016 05:20.06 GMT 2016 05:20:08 GMT
. I R Series [ . 28, . 28,
¥ Completed 2 ) Enterpriss Mailoxed gy o 2016 05:30:06 GMT 2016 05:30:08 GMT
3 Click Show Document Rendering.
Search Results > D-1100818 P Start s New Search

Lifecycle Content Document Details Related Business Documents

Document Rendering O Export Details to POF Export Data File =

Summary Information @ Show Document Rendering
Company Partner Name Download Document Rendering  punt
CIRCITYs Thompson

The Document Viewer (Business Mode) opens the document in it's original
format.
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Document Viewer (Business Mode)

X12:856:004010

Beginning Segment for Ship Notice

Transaction Set Purpose Code
Shipment Identification

Date

Time

Shipment

Hierarchical Level

Hierarchical ID Mumber
Hierarchical Level Code

Carrier Details {Quantity and Weight)

Packaging Code

Lading Cuantity:

VWeight Qualifier:

Weight

Unit or Basis for Measurement Code

00:Original
10000001
20021212
0000

1
S:Shipment

CTH

193

G:Gross Weight
7720

LB:Pound

Carrier Details (Routing Sequence/Transit Time)

Routing Sequence Code
Identification Code Qualifier.
Identification Code
Transportation MethodMType Code

Reference ldentification

Bill of Lading Mumber

Carrier's Reference Number
(PRO/Invoice):

Date/Time Reference

Shipped
Ship To
MName
Assigned by Buyer or Buyer's
Agent
Ship From
MName

B:Origin/Delivery Carrier (Any Mode)
2:Standard Carrier Alpha Code (SCAC)
CRPS

E:Expedited Truck

418493375
11251124

20021212

Best Buy Distribution Center #717
0010008570

Hewlett Packard

Analyst Mode Export to PDF

-

Hierarchical Level

Hierarchical ID Mumber.
Hierarchical Parent ID Mumber
Hierarchical Level Code

Purchase Order Reference

Purchase Order Mumber
Date

2
1
O:Order

62636
20021204

Note: You might not see a document if it does not meet one of the supported
standards. If the file is not available, an error message displays.

OPFENTEXT™ Acthy

T —
Trusday, Setemcer 39208 14120 EDr W @

Recent Searches

rowaing History

v = OO0 AT

O e ]

Dot Dty

Semmary infermasen G

BCB W14 OO-HO00118535M1

D 5t 4 Nw "
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4 To save the document as a PDF, click Export to PDF, and follow the prompt to

open or save the file.

Opening document.pdf

==

You have chosen to open:
b3 document.pdf
which is: Adobe Acrobat Document
from: https://qtg.qa.gxsonline.net

What should Firefox do with this file?

() Openwith | Adobe Acrobat DC (default)

@) Save File

D Do this automatically for files like this from now on.

oK

==

Document Viewer Analyst Mode
To view the document in analyst mode and see the report structure, click Analyst

Mode.

Document Viewer (Analyst Mode)

X12:856:004010

Interchange Control Header {ISA)}

Authorization Information Qualifier
(1SAD1)

00"

Authorization Information (ISAD2): ~

Security Infformation Qualifier (ISA03):

‘00

Security Information (1ISA04) ~

Interchange 1D Qualifier (1SADS).
Interchange Sender 1D (ISADG):
Interchange 1D Qualifier (ISADTY).
Interchange Receiver 1D (ISADS):
Interchange Date (ISAQD9):
Interchange Time (ISA10):
Repetition Separator (ISA11):

Interchange Control Version Number
(ISA12)y

Interchange Control Number (ISA13):
Acknowledgment Requested (ISA14):
Test Indicator (ISA15):
Component Element Separator
(ISA16):

Functional Group Header (GS)

Functional Identifier Code (G501}
Application Senders Code (GS02):
Application Receivers Code (GS03)
Date (GS04):

Time (GS05):

Group Control Number (GS06):

77
‘CIRCITY”
77

THOMPSOMN®

160928
‘0530

w
"00200°

‘000174785
o
e

H
Ta00
P100°
20160928
‘0530
‘B2674°

Export to PDF

-

m
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To Download Rendered Documents Directly to PDF
1 In the Process Lifecycle page, click Document Rendering.

Search Results » D-1100818 ,D Start 3 Mew Search

Lifecycle Content Document Details Related Business Documents

Document Rendering O Export Details to PDF Export Data File =

Summary Information @ Show Document Rendering

Company Fartner Mame Download Document Rendering  punt
CIRCITY"s Thompson

2 Click Download Document Rendering.
3 Follow the prompt to open of save the PDF.

Reports

Active Documents provides traditional document tracking reports, based on your
search criteria.

You can generate these reports on demand or schedule them.

Schedule a Report
Reports are created from saved searches.
1 If necessary,
a Click the Active Documents tab.

b Search for the transactions you want to report on. See “Search for
Transactions."

c Save the search. See “Save Search Criteria."
Click the Saved Searches tab.
Click the clock icon.
In the dialog box, select the Report Format.

Click Frequency > Search Frequency, and select when you want to run the
report. To run a one-time report, select Now.

6 If you want the report

m Emailed to yourself and other contacts, click Email Report and select the
applicable people.

a b~ w N

m Sent via a platform, e.g., Enterprise, click Send Report via Platform and
provide the applicable data. Active Documents sends the report to a
mailbox on a platform enterprise machine. Either of the following is
possible:

m Users with access can access the machine by FTP and download the
report.
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= The mailbox can forward the report to another machine or service that
makes it available to users.

7 Click Save.

The system adds the schedule to the Scheduled Reports list. If you selected a
Frequency of Now, the system generates this as a one-time report.

8 To see your scheduled report, click the Trading Grid tab > Reports tab >
Scheduled Reports.

View Scheduled Reports

To view a scheduled reports list

1 If you are currently in Active Documents, click the Trading Grid tab.
2 Click the Reports tab > Scheduled Reports.
The Scheduled Reports page opens.

Wiew IAII reports - I
Report Name * Schedule % Report Format  Delivered Created By ¥ Execute Once
[T | 20 day both directions MONTHLY, on 1st, 01:00 AM GMT csv Cnline Only Kit Ellis Exzcuts I
[T | =0 day search both directions WEEKLY, Thursday. 07:00 AM GMT Ccsv Cnline COnly Kit Ellis Execute I
[T | A52 Error Report WEEKLY, Monday, 06:00 AM GMT Csv Emizil Mark Logan Execute I
I_ ASH MOMNTHLY, on 1st, 05:00 AM GMT C5V Email Bob Dilec Execute I
|- ASN OMCE, 06 Jan 2012, 06:34 PM GMT csv Email Bob Dileo
Frevicus 5 Displaying Records 1 to 5 of 50 Next 5 # Viewlf' vl items per page
|
To view the current schedule for a report, in the Report Name column, click
the applicable report name.
Note: If the Report Name is not a hyperlink, the report is a one-time report
previously executed.
Change/Generate/Delete a Report Schedule
To change a report schedule
1 Click Scheduled Reports.
2 In the Report Name column, click the applicable report name.
3 In the Save or Schedule dialog that opens, view or change information.
4 Click Save.
To immediately generate a scheduled report
1 Click Scheduled Reports.
2 Find the applicable report in the list.
3 In the Execute Once column, click Execute for the report.
Trading Grid Online
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The system adds a one-time report to the Scheduled Reports list with the same
name, along with ONCE and the current date and time.

Note: Many users delete one-time reports. Select the report check box, then
click Delete.

4 Click Delivered Reports to view the report.

To delete scheduled reports
1 Click Scheduled Reports.
2 In the View drop-down list at top, click Only my reports. The list refreshes.

3 Click the check box(es) in the row of the scheduled report(s) to delete.
4 Click Delete.

Delivered Reports

Delivered Reports are Scheduled Reports, including one-time reports, generated by
the system.
To view a list of delivered reports
1 If you are currently in Active Documents, click the Trading Grid tab.
2 Click the Reports tab > Delivered Reports.
The Delivered Reports page opens.

Reports 7 &8
Delivered R

View : IAII rports -I
Report Name & Report Format Report Date & Time % User Status
ASN CsV Friday. January 06, 2012 | 18:34:21 GMT Bob Dileo Processing
iFTP search chubachi FOF Friday, January 06, 2012 | 16:00:27 GMT Hiroyuki Chubachi Processing
Group by with 34043533 and 830 csv Friday, January 06, 2012 | 15:30:22 GMT Kit Ellis News
revert_tast Csv Friday. January 06, 2012 | 11:30:38 GMT Mark Logan Processing
revert_test PDF Friday, January 06, 2012 | 11:30:37 GMT Mark Logan Processing

Previcus 5 Displaying Records 1 to 5 of 621  Mext 5 = Viewlf‘ 'I iterms per page

On the Delivered Reports page,
The list shows the following for each generated report.
m Name of the report (click the name link to open the report)
m Report format (for example, PDF)
m Date and time the report was generated
= Name of user who created/scheduled the report

Report status, such as New, Read, Processing, or Failed
Report ID (click link to view audit log for the report)
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Download Reports

To download reports

1 Inthe Delivered Reports list, find the row containing the latest version of this
report.

2 In the Report Name column, click the name of the report. (The status cannot

be Processing.)

3 Follow the prompts to open (or save) the report.

View Audit Logs

To view the Audit Logs

An audit log for a delivered report includes information such as who received the
report and when. A log is available only if Active Documents emails the report to
recipients.

1 In the Delivered Reports list, find the row containing the latest version of this
report.

2 In the Report ID column, click the link for the report. A dialog displays audit
information, such as who received the report.

Audit Log for report 'TemP_Report' - 10/01/2013 | 01:14:38 GMT - 503074

|Audit Date & Time (6MT) |Audit Item  [Recipient
[ 2013-10-01 01:17:54.0 | Email Delivery |1 itukula@gxs.com
[ 2013-10-01 01:17:58.0 [ Email Delivery [ s sreddy@gxs.com
[2013-10-01 01:18:03.0 || Email Delivery |[sreen “y@gxs.com |
[ 2013-10-01 01:18:11.0 [ Email Delivery |[ s . ser@gmail.com
[ 2013-10-01 01:18:24.0 [ Email Delivery |[y=_ “iyahoo.com
[ 2013-10-01 01:18:24.0 [ Email Delivery |[ Sssrs vargez@gxs.com
R

|Sender |J\pp|icati0n Ref |Statu5 |J\dditi0na| Information

SENT
SENT
TSENT
SENT
TSENT
SENT

Trading Grid Online

Delivered Reports Retention Period
Active Documents deletes delivered reports after 45 days.

Delete Delivered Reports

To delete a delivered report

Delete delivered reports from the Scheduled Reports list. See “To delete
scheduled reports” on page 82.
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Reports for Trading Grid
Messaging Service

The Reports component is an online reporting tool that provides up-to-date

information about your transactions.

Note: The types of reports you can view are based on your subscription and your
role. Depending on your company's subscription agreement and the permissions

assigned to your role, you might not see all reports listed in this chapter.

Topics include:
m “Tips for Viewing Reports” on page 86
= “TGMS Reports” on page 86

m “Transaction Summary Report” on page 87
View an up-to-date informational snapshot of your sent and received
information.

“About Status Reports and Billable Reports” on page 88
See sent, received, and rejected interchanges and find the cause of any
rejected items. Some reports are billable based on the quantity of data.

“Trading Partnership Transaction Report” on page 92
List of interchanges sent and received to/from your trading partners.

“Inbound Reactivate Report” on page 92
Reactivate an interchange.

“About Transaction Alert Logs” on page 93
List of notifications that you received.

= “Functional Acknowledgement Management (FAM)” on page 98

m “All Tracked Trading Partners Report” on page 98

Provides an overview of your community’s performance for the current
month.

“Compliant Trading Partners” on page 100
Lists trading partners that responded to all documents on time.

“Late Trading Partners Report” on page 100
Lists trading partners that responded after the policy time period expired.

“No Acknowledgement Trading Partners Report” on page 101
Lists trading partners that have not yet responded to all documents and
the policy time period has expired.

“Excluded from Tracking Report” on page 102
Lists trading partners whose documents are excluded from tracking.

= “Functional Acknowledgement Scorecard (FAS)” on page 106
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Tips for Viewing Reports

TGMS Reports

The Trading Grid Message Service reports are:

86

Below are tips for accessing and viewing most Trading Grid reports.

m To access your reports, from any page in the Trading Grid, click the Reports tab.
Use the links on the left side of the page to access the report you want.

= To print a printable report, at the top of the report, click € Print.
= To download a report, at the top of the report, click:
m [csv CSV to download the data into an Excel spreadsheet, or
" Save to save and download the report into a text file.
m For all Trading Grid reports, do some or all of the following.
n Collapse the report by clicking i@ Collapse that precedes the report title

of the listing. To expand the report, click & Expand.

Expand the content area by eliminating the left panel. At the top of the left
panel, click J@ Hide. To restore the left panel, click [® Display that
precedes the report title line.

By default, most report listings are sorted, in ascending order, by ILOG
number. You can resort the listing by another sortable column, in either
ascending or descending order. A sortable column is designated by a &
Down arrow after the column name. Click the Down arrow once to sort in
ascending order; click it again to sort in descending order.

Define the number of interchanges that appear in each page of the list. Select the
number from the View drop-down menu.

m “Transaction Summary Report” on page 87

View an up-to-date informational snapshot of your sent and received
information.

“About Status Reports and Billable Reports” on page 88
See sent, received, and rejected interchanges and find the cause of any
rejected items. Some reports are billable based on the quantity of data.

“Trading Partnership Transaction Report” on page 92
List of interchanges sent and received to/from your trading partners.

“Inbound Reactivate Report” on page 92
Reactivate an interchange.

“About Transaction Alert Logs” on page 93
List of notifications that you received.

Trading Grid Online
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TGMS Reports

Transaction Summary Report

The Transaction Summary provides an up-to-date, snapshot of sent and received
data. Trading Grid displays the information in real-time. Real-time means each time
you send or receive a document, it is instantly reflected in the Transaction

Summary report.

For sent and received documents, view the following information for the selected
time period. You can select on one of these time periods.

Report section

Description

Time period

Back 1 Hour — From one hour earlier until the current time.

Today — From 12 a.m. of the current day until the current
time.

Back 1 Day — From 12 a.m. of the previous day until the
current time.

Inbound Overview

Incoming Interconnect Rejected — Number of
documents sent from a Third Party network.

Incoming OpenText Rejected — Number of documents
sent from the OpenText network that OpenText refused.

Transactions to Download — Number of documents in
your mailbox that you have not downloaded yet.

Outbound Overview

Rejected transactions — Number of documents OpenText
rejected and did not send.

Last 2 Send Sessions — Date/Time of the most and next-
most recent send session. For each session, displays the
number of documents

m That were Successfully sent.
m That OpenText refused to send (Rejected) due to errors.

m In a “holding area” (Pending) waiting for OpenText to
send.

NEacticn Managar Roports Cammynty HManagar Agfount Manager
I = o |
Transaction FATERCIION SUmmary = i v
Summary
Mailbax Humber : o [~ -]
L5
as of [OLFISS2008 01:12:58 P EOT & Back 1 houwr O Today O Back t Day
Inbound Cverview Cuthound Overview
Rejecied Transactions Rejecied Transactiens
Total ] Total
Incomsing GX% Rejectad 1] (1]
Incoming Interconnect Rejected L] Lasi 2 Send Sesslons B9
© Transactions to Cowndoad Dt T Successhul Rejected Pending
There arg no documenls waklting b be ratrigved frovm QLSIN/2008 §2:08:50 PM EDT 1 ] [
 SrrmraraT) OLF17/2008 12:06:55 FM EDT 1 a 1]
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View transactions by selecting one or All mailboxes.

Oparations Canfer Transaction Manager  Reports Commurety Manasger  Account Manager

Trading Partnorship [
Tranzaction

— @B-u:l:lhnurOTn-dwOE-uclchw
idiinidbidisadiiisiddll St wverview Qutbound Overview

Funclional Rejected Transactions Rafecied Traniactions

Acknowledgement

Management [Fotal o Total

- . Incoming GXS Rejected L] L1}
Transaction Alert Incoming Interconnect Rejectad L] Last 2 Send Sesslons
Logs %
) Transactions to Download Date Time Successful Rejected  Pending
Theve are Ao documents walling i be retrieved from 0Lf17/2008 12:08:50 PH EDT 1 0 ]
pocr multhor DL/17/2008 12:06:55 FM EOT 1 [ 0

About Status Reports and Billable Reports

Based on your company’s subscription, you see either Status Reports or Billable
Reports on the left side of a Reports page.

These reports provide the details summarized in your Transaction Summary report.
and include these reports:

= “Inbound Status Report” on page 89

= “Outbound Status Report” on page 90

= “Interconnect Status Report” on page 91

= “Delivered and Scheduled Reports” on page 92

Important: For Billable Reports, your company is billed based on the quantity
of data returned in a report. For Status Reports, your company is not charged
because the reports are included in your company’s subscription.

Whichever report you select, a search page opens.

Oparatong Canter Trangactan Mansger
| Reports

Transaction | Inbound Reports
Summary

Reports  Corsmunty Mansger  Actourt Manbger

* Indicates & required field

Matoe Numbes: . g”“’;ﬁ L.
i IBog Nusrelbers Days ore System Delebon:
Ak i
"c“::mfm" Teading Partner EDI Addrass: s * Time Period:
alhers R3S . s LU
: Paat: * e Days
Transaction Alert Your EDI Address: by ©Oren My
Lags [Euallﬁer:ﬂdﬂms;] ) Frem: {memddd vy
Interconnect: ¥ (=] Ta: - (menvddiyy
Control Number/ Sender Reference: Time: Fram: ) lbzmm)
Application Reference: ) Ta ) ) {H"- )
2 i =mm
Dats T
Type LastReceive: ) Sessions:
Gebma | [Tt

You can use two methods to search.
= On the Quick Links line, click one of the options.
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= In the Search option area, enter your search criteria, and click Submit.
For information about search fields, see “TGMS Report Columns” on page 96.

Inbound Status Report

The Inbound Status report shows all documents received. It includes identifying
information for each document. This report displays information on all
interchanges sent to you during up to the previous 45 days. The report defaults to
interchanges received within the past 24 hours.

The Inbound Status report lets you
m See when or if you received an interchange from your partner.

= Ensure you have successfully retrieved all interchanges that were waiting for
you.

m Investigate rejected interchanges.

Operatons Center  Reports Sending Files  Community Manager Account Manager

;ﬁ ® The reports dsplayed in the default page are mod hilled

Actions v = (=]
[select 1L0G Mallbox Your EDBI Adl‘lrui.mdlrm Partner ED1 Address Control Numb:r.nppll:atlon Itehr:m::.baté_-__.

Acknowledgement EE
Management

Note: For information about the report columns, see“TGMS Report Columns” on
page 96.

Use this procedure to reactivate an interchange that you downloaded so you can
“re-receive” it.
To reactivate an interchange from the Inbound Status Report
1 Click the Reports tab > Inbound Status.
2 In the Select column, select the interchange(s) to re-activate.
Note: You can re-activate interchanges with an Opened status.
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3 Click Actions > Reactivate.

Transaction Inbound Reports

Summary

| 1nbound Status

Trading Partnership
Transaction

Inbound Reactivate

Functional

HMailbox Humber : A1

|| [actionzal 8  caY

Rumm&iﬂhw Your EDI Address Trading Partner EDI Address Control Number Application Referonce Dat) s
| Mo Data to Repart |

L2 * The reports displayed in the default page are mot bifled

See also:

m “Configure TGMS Report Data” on page 97
m “Tips for Viewing Reports” on page 86

Outbound Status Report

Transaction
Summary

o Mallbox Number: A ﬂ * The reports displayed inthe defsult page sre not bilfed

The Outbound Status report displays identifying information for each document
that you sent, including error conditions for rejected transactions. This report can
display information about all interchanges sent up to nine days in the past. The
report defaults to interchanges sent within the last 24 hours.

Duthaund Reports

actionsw (B C8Y

Trading Pur‘tn!rsl'll.n

Transactian

Inbound Reactivate

Functional
Acknowledgement h
HManagement

Transaction Alert |

Logs

Select  ILOG = Mailbexe = Your EDI Address © Trading Partner ED] Address © Control Number © l'.wllm;iln_‘,F
[] 09061482148 ADW13787 Z£2:1DZ00005 ZZ:DEMOHUBOL 000010z

90

Note: For information about the report columns, see“TGMS Report Columns” on
page 96.

Use this procedure to resubmit an interchange.

To resubmit an interchange from the Outbound Status Report
1 Click the Reports tab > Outbound Status.

2 In the Select column, select the interchange(s) to resubmit.

3 Click Actions > Resend.

A confirmation page opens. It specifies if the resubmit(s) were successful. It also
specifies the new ILOG number(s).
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See also
m “Configure TGMS Report Data” on page 97
m “Tips for Viewing Reports” on page 86

Interconnect Status Report

While the Interconnect Status report is similar to the Inbound Status report, it
displays interchanges received using a network other than the OpenText network,
called an interconnect. The report defaults to interchanges received within the last
24 hours.

The Interconnect Status report lets you:
= See when or if you received an interchange from your partner.

m Investigate rejected interchanges. Occasionally, a trading partner on an
Interconnect sends a document to you, but the OpenText network rejects the
interchange. It could be rejected for multiple reasons, for example, an invalid
relationship. When an interchange is rejected it is not delivered to your mailbox.

From this report, you can:

m Re-receive (Reactivate) an interchange that you already downloaded to your
desktop.

m Resend (resubmit) any interchange. For example, if an Interconnect user sends
data and the Trading Grid rejects it because of an error, such as a pending
trading relationship, you can tell the Trading Grid to resend the data after the
trading relationship is confirmed. which eliminates the need of making the
Interconnect user resend it.

To reactivate an interchange from the Inbound Reactivate Report
1 Click the Reports tab > Interconnect Status.

2 In the Select column, select the interchange(s) you want.

3 Click Actions > Reactivate or Resend.

A confirmation page opens. The page specifies if the resubmit(s) were successful.
It also specifies the new ILOG number(s).

|| Reports

o e s

Hillable Reports

| Mailbos Mumber: A1 wa * The reports displayed inthe defsult page sre not Billed
Inbound Stabus

il s

Irtsrconnect Status

Amenial B 8V

1
Reactivate - = Tour EDI Trading Partner
Sy & Mailbar 100 T TR Addrass

Mo Data to Repart

Contral Mumber Application Reference Data Type Mailbox Proce ™

e Rdl s PATtRarahln

Note: For information about the report columns, see“TGMS Report Columns” on
page 96.

See also
m “Configure TGMS Report Data” on page 97
= “Tips for Viewing Reports” on page 86
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Delivered and Scheduled Reports

If your company decided to compile reports in the background and make them
available when completed, you see the Delivered Reports link under the
Billable or Status Reports section.

This option is for large companies with large volumes of data.

Trading Partnership Transaction Report

This report summarizes the transactions and sent and received interchanges
between you and your trading partners. For each partner, the report lists each
transaction, its description, and its number of KCs.

Note: This report is for the previous month. For example, if the current month is
November, the report lists the transactions and interchanges for October.

Cperations Center

Transschon Manager | Reports  Community Manesger  Acocunt Manager

Maiox Mummbar: ADW13788

Trading Partnarship|
Tramsaction

Transaction Code Dewcription Quantity =

3= MAILEBOX FEE, PER USERS, FER MONTH 1.00

241 HANAGEMENT REPORT, ELECTRONIC FORMAT 2.80

242 TRADIMNG PAIR TRANSACTION CETAIL REFOAT L.00
HEE] TWO ALERTS (MAILBOX ERRCS AND ARRIVAL ALE 1.00

a5 HACTIVITY ALERT .00 =

User dddress | ZEIDZ0000%
Parther's Addrads - ZR:ANTPAYNE
Cempany name : ANTHONY PAYHE

Transaciion Code Descripiion (uaniiby -
203 INTERCHAKGES SENT .00
204 BT (1000 CHARACTERS) 41.10
350 ®CS OVER 40 KC (1000 CHARACTERS) 547.30

Fartser s Addreds @ ZE:GSSEREA
Company name = G55 EMEA

Tramsaction Code Descripkion puantity -
203 INTERCHAMGES. SENT 1.00
204 KC'S (1000 CHARACTERS) 1.10

4 L3

See also
= “Tips for Viewing Reports” on page 86

Inbound Reactivate Report

The Inbound Reactivate report displays information about all interchanges sent to
you that are eligible for “reactivation,” that is, interchanges you have opened for up
to the previous 45 days. The report defaults to interchanges received and opened
within the last 24 hours.
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This report lets you reactivate the interchange so that you can “re-receive” it.

MpilEa NummBsar: | A1 ki
Artaznis

| Select Hailbox 1L0G Your LOT Address Trading Partner LOT Address Control Number Application Reference Data Type Mailt =

||| There are no items,

In addition, you can reactivate an interchange that you already downloaded to
your desktop so you can “re-receive” it.

To reactivate an interchange using the Inbound Reactivate Report
1 Click the Reports tab > Inbound Reactivate.
2 In the Select column, select the interchange(s).
3 Click Actions > Reactivate.
A confirmation page opens. It specifies if the reactivation(s) were successful.
See also
m “TGMS Report Columns” on page 96 for information about the report columns.

m “Tips for Viewing Reports” on page 86

About Transaction Alert Logs

Depending on your company subscriptions, you see a list of notifications that you
received. On the left side of the page, click an action to see a list of notifications.

Notifications include:

m “Mailbox Arrival Report” on page 94

m “Mailbox Error Report” on page 94

m “Mailbox Inactivity Report” on page 95

m “Functional Acknowledgement Delinquency Report” on page 95

= “Interchange Exceptions Report” on page 95
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Mailbox Arrival Report
The Mailbox Arrival report lists all documents that arrived in your mailbox.

Managensent Hailbox Abert Date * Sent to Intarchangs ILoeg # Receiver Id ¢ Sender 1d ¢

Operstions Center  Transaction Manager  Reports = Community Manager . Account Mansper

Billable Reports

Trading Partnership

Mottt Mallbox Number: 4000008

Tnbeund BEeactivale

Fumnctional
A kavwledgement

Contrel Humber & i
ADWIITET | 02302008 17:12:36 EST  jmentap@hotmadcom | 000001000 02202220570 | ZZI0DT00005 | ZZ:JOZHTTRS ¥
ADWIITET | OLFI0F2008 17:12:36 EST | Justndz@gmail.com | GCODD100L 0220220570 | ZZrIDTO0005 | ZZIDEHTTFS i
ADWIITE? | QLAIO/2007 10:15:54 BEST  justindz@pmail.com | GOO001015 Q110145535 | ZZ:IDI00005  ZZ:0EMOHUBOL | |
ADWIITE?  CLAI0R007 10;15:54 ST | justindz@omail.com | GOOD01MLS Q1101455283 ITI0T00008  ZI:0EMORUBDL
ADWIITET QLAIQI007 10:15:34 E5T  jmmtapdhotmadiom | 000001015 AI03SFEIEY | ZTA0T00008  TI:0EMOHUED. |
ADWLITE? LUAIT2006 15:13:05 EST | jusundr@gmal com | 000001014 11272000001 ZToDT00005  ZI:DEMOHUEOL
_ATWLYTET | 88 CFTIMME 461305 EET  hatinde@amal eam | 00001014 11'.!1'.!.1-:mnrqi1 FFANFAMNNG 7r-mm1-u|p¢:__-‘-'-|_
I Tt L1
= Previous 10 Toems & te 30 of 52 Mext 10 » View 19 B0 nems per page

Mailbox Error Report

The Mailbox Error report lists all documents that could not be delivered to your
trading partner due to a processing error, including the error code and description.
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Mailbox Inactivity Report

The Mailbox Activity report lists all mailboxes that have been inactive for a
previously specified time period.

Cperations Center . Transaction Marager | REPOFtE  Communty Manager  Account Manasges
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Trading Partnershig
S 2! Hailbox Numbar: 20001 [0
Inbound Reactivate
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Fisah gt Alert Date Sent to Inactivity Start Dale -

Ho Records Found

Functional Acknowledgement Delinquency Report

The Functional Acknowledgement Delinquency report lists all late functional
acknowledgement documents.
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Interchange Exceptions Report

The Interchange Exceptions report lists all noncompliant interchanges; that is,
documents that are not in compliance with the ANSI X12 standard due to an error.
The report includes the error description.
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TGMS Report Columns
For each report, the list shows the following information:

Note: If you do not see all columns described, you might need to re-configure the
listing to display them (see “Configure TGMS Report Data” on page 97).

TGMS Report Column Description

ILOG Input Log Number, assigned by the Trading Grid for
tracking purposes. A log number assigned by
Interchange Services for tracking purposes. An ILOG is
an 11-digit number, based on the combination of the
month, day, Greenwich Mean Time, and the decimal
fraction of the hour.

Mailbox Mailbox the interchange was sent to (for Inbound Status)
or from (for Outbound Status).

Your EDI Address, Trading The EDI addresses of you and your trading partner.

Partner EDI Address

Interconnect If data came from, or is going to, another network, this is
the network (VAN) name.

Control Number Interchange Control Number of the data coming in (for
Inbound Status) or going out (for Outbound Status).

Application Reference The type of data that is contained in the file, for
example, 850.

Data Type The application reference document type.

Mailbox Process Date/Time When the interchange was available for pickup from the
mailbox.

OpenText Receipt Date/Time | When OpenText received the interchange.

Receiver Pickup Date/Time When the receiver picked up the interchange from the
mailbox.
Status Current status of the interchange. Click the Status to see

interchange details.

Status values include:

Status Type Description

Mailboxed Outbound Interchange document was delivered to your trading
partner's mailbox or the appropriate Interconnect and is
ready to be picked up.

Opened Inbound Interchange documents were downloaded from the
mailbox to the receiver's PC.

Picked Up Outbound Trading partner or the appropriate interconnect has
picked up the interchange document.

Rejected All Interchange was rejected by OpenText.

Unopened Inbound Interchange documents were not yet downloaded from

the mailbox to the receiver's PC.

m Days before System Deletion — Interchanges are kept for the retention
period your company specifies. This column displays the number of days before
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Trading Grid deletes the interchange from the system. After it has been deleted,
you cannot access or retrieve it. where does this go?

Configure TGMS Report Data

You can change the layout and the contents displayed on some report pages. Or,
you can copy the Transaction Summary report to your Operations Center home

page.
To configure report data
1 Click the Reports tab, then open the report to configure.

2 To configure the current page, in the Reports title line, click ® Configure.
3 Depending on the available options, do one or more of the following:

Trading Grid Online

To...

Do this. ..

Copy the Transaction
Summary to the Operations
Center page

Select Copy to Ops Center.

Hide a listing on the page

Select Minimize for the applicable component.

Note: After a component is minimized, click Expand
to view its content.

Rearrange the columns for a
listing

In the Order column, enter the column order
sequence you want.

Eliminate one or more columns
from view

In the Hide column, select the columns you do not
want to see.

Change the default sort
sequence for a listing

In the Sort column, select the column by which you
want the data sorted.

Select the number of
transactions on a page

In the Lot Size field, type a value.

Select a time zone for report
information on these reports.

Inbound Status
Outbound Status
Interconnect Status

1 From the Default Mailbox list, select the
mailbox or ALL.

2 From Default report name Time Zone, select

m Mailbox Time Zone — To use the default
time zone of the mailbox(es).

m GMT — To use Greenwich Mean Time.

m My Time Zone — To use your default time
zone.

4 Click Apply.

Trading Grid re-configures the page according to your specifications.
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Functional Acknowledgement Management (FAM)

The Functional Acknowledgement service provides a series of reports. These
reports provide a comprehensive look at community performance for the current
month, prior month, and year-to-date (for Buyers and Retailers). Reports include

m “All Tracked Trading Partners Report” on page 98
Provides an overview of your community’s performance for the current month.

m “Compliant Trading Partners” on page 100
Lists trading partners that responded to all documents on time.

m “Late Trading Partners Report” on page 100
Lists trading partners that responded after the policy time period expired.

m “No Acknowledgement Trading Partners Report” on page 101
Lists trading partners that have not yet responded to all documents and the
policy time period has expired.

m “Excluded from Tracking Report” on page 102
Lists trading partners whose documents are excluded from tracking.

All Tracked Trading Partners Report

The All Tracked Trading Partners report provides an overview of your community’s
performance for the current month. Statistics at the top show the number of
documents in each category.

Report Field Description

Acknowledged on Time All documents in all functional groups that were
acknowledged on-time.

Late Acknowledgement Documents that were acknowledged after the policy time
period expired.

Not Acknowledged Documents that need acknowledgment and the policy time
period has expired.

Pending Documents that need acknowledgment, but are not yet
considered late.

Excluded Documents that are excluded from tracking.
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A pie chart shows trading partner statistics in each category. Move the cursor to
one of the colored segments to see the number and percentage of trading partners
in that category.

Compliant Trading partners that acknowledged all documents in all functional
groups on-time.

Late Ack Trading partners that acknowledged one or more documents after the
policy time period expired.

No Ack Trading partners that have one or more documents that need
acknowledgment and the policy time period has expired.

Note: A trading partner that has been late once in the current month is included
in the Late Ack category. Likewise, if the trading partner acknowledged all but one
document, that company is represented in the No Ack category.

See also
= “Filter Report Data” on page 102
= “View Data by Trading Partner or Document Type” on page 104
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Compliant Trading Partners

The Compliance Trading Partner report shows trading partners that responded to
all documents on time. Click an EDI Address to see interchange and Functional
Group information. A Functional Group is a set of “like” or same documents, for
example, Purchase Orders, Invoices.
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' Mianth To DCake Prigr Hanth (=

Compliant

Harth : September 2007
Total Compliant TFs @ 1
=+ Chik the ED] Address o ses the Dnll Cown Report

Trading Partner Information Fending Acknowledged on Time _4_.
T EDI Address @ Trading Partner © Supplier ID ¢ Docs Sent © Count @ Count © Average Time © Min @ Max @
s ZZ:DEMOHUBOL | Dermo_Hub UMENOWN 1 1 o 00:00 00:00 | 00:00

Logs

« Previous S Ttems 1 ko 1 of L Mext S » View 5 n‘.j items per page

See also
m “Filter Report Data” on page 102
m “View Data by Trading Partner or Document Type” on page 104

Late Trading Partners Report

The Late Trading Partners report shows the trading partners that responded after
the policy time period expired for at least one document. Click an EDI Address to
see interchange and Functional Group information. A Functional Group is a set of
“like” or same documents, for example, Purchase Orders, Invoices
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Functional Acknowledgement Management

Transaction ading Partners
SUmmary

Billable Reports

Trading S| Mailbos Nember  ADWIITET EX Wiew By | TrsdroPatrer (2 B8
Transactian

[Tima zora : EOT « Castern Daylight Tie (CMT OFffsat -5:00  Acknouladged on Tims

bl | | Day Light Savings 1 Yas Late Acknovbadgamant |
| - " "
Functional [ e ' :" ﬁ"’""d'" 134
Acknowledgement | ending 11
Manageme | Excluded ]
- = | Total : 47
Maonth To Date | Prier Month | CBY

Homth ; September 2007

Total Late TPs : O

=+ Chek the ED] Addeess to see the Drll Down Repart

[ Trading Partner Information Penlilnu' Acknowledged Late | M:lcnu-lllud-ne::.

——— = = IEI:‘I Address Supplier 10 Trading Partner Docs Sent Count Count Average Time Min Max Count Average 1
Transaction Alert |
Logs

Mo Recosids Faund

See also
m “Filter Report Data” on page 102
= “View Data by Trading Partner or Document Type” on page 104

No Acknowledgement Trading Partners Report

The No Acknowledgement Trading Partners report shows the trading partners that
have not yet responded to all documents and the policy time period has expired.
Click an EDI Address to see interchange and Functional Group information. A
Functional Group is a set of “like” or same documents, for example, Purchase
Orders, Invoices.

Acknowledgement Management
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See also
m “Filter Report Data” on page 102
m “View Data by Trading Partner or Document Type” on page 104

Excluded from Tracking Report

The Excluded from Tracking report lists the trading partners whose documents you
are not tracking.

Transaction

Summary

l'lﬂ!l"m. Mailbow Mumber  ADWIITET 0 Wiew By  TisdrgPater 0 B
Transaction
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Haonth To Date | Prior Manth =1

Late ’ |

e sieniinnd Haonth @ September 2007
| Total Excluded TP : 0

Excluded For l Trading Partner Information ..
Tracking | Four EDI Address PFartner E00 Address Trading Partner Supplier 10 Docs Sent

"Transaction Alert

Logs

Mo Reconds Found

See also
m “Filter Report Data” on page 102
= “View Data by Trading Partner or Document Type” on page 104

Filter Report Data

You can define data filters and apply them to your FA Management reports to get
the exact data that you want.

To filter report data on FAM reports
1 Click the Reports tab > Functional Acknowledgement Management.
2 On the left, select the name of the report you want to view:

m All Tracked

s Compliant

m Late

s No Acknowledgment

Excluded from Tracking
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v

In the statistical area at the top, click Set Filter.

nal Acknowledgement Management
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The Functional Acknowledgement Filters page opens.

4 In the Filter Name field, enter the name of the filter you are creating.
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5 Enter your filtering criteria:

Filter Options

Description

Time to Delinquency

Select the number of hours after receipt that the
trading partner(s) has to acknowledge all documents
or document groups.

Functional Group/Document
Type

Click Browse to find and select a specific document
type. If you do not make a selection, data for all
document types shows in the reports.

Your EDI Address

Click Select to select which of your EDI addresses to
see reports for. If you do not make a selection, data
for all of your EDI addresses shows in the reports.

Trading Partner EDI Address

Click Select to select which of your trading partner

EDI addresses to see reports for. If you do not make
a selection, data for all EDI addresses for all trading
partners shows in the reports.

Important: Any filter parameter you enter overrides the corresponding

parameter that was defined in the Event alerts or FA Management alerts. If
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there is no corresponding Event alert or FA Management alert parameter, and
you do not enter a filter parameter, an “ALL” applies for that parameter.

6 To apply the filter to your current report data, select the Apply This Filter
option.

7 Click Create New Filter.

Your filter displays in the list at the top of the page. The filter remains active until
you deactivate it.

To deactivate, modify, or delete the filter

Use this procedure to deactivate (or re-activate) the filter, modify the filter, or
delete the filter.

1 Click the Reports tab > Functional Acknowledgement Management.
2 On the left, select the name of the report you want, either:

m All Tracked

s Compliant

m Late

= No Acknowledgment

m Excluded from Tracking
3 In the statistical area at the top, click Set Filter.

The Functional Acknowledgement Filters page opens.

4 Click the Filter Name to re-activate, deactivate, modify, or delete.
5 Perform the appropriate action:

To... Do this:

Delete the filter Click Delete.

Deactivate the filter Clear (deselect) the Apply This Filter check box.
Modify the filter Change the filter parameters.

Re-activate the filter Select the Apply This Filter check box.

6 Click Update.
View Data by Trading Partner or Document Type

You can change your report view by selecting a different View By option at the
top of the page, either trading partner or document type.
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= If you are Viewing By Trading Partner,

Report:Functional Acknoy ement Man

" Transacton !l Tracked Trading Partners
Summary

Billable Reports

L et | Mailbox Nember | ADWISTET B8 Wiew By Tradeg Pateer L ]

Transaction ’ T--:-th
e e P ] Tirma 2ome 1 EDT - Easterm Daykght Fp packnsuladged on Tima : 8
Inbound Reactivate Cray Light Savings 1 Yes Late Acknowledgemant 3 B

The report.. . . Displays statistics for . . .
All Tracked All tracked trading partners (default).
Compliant Trading partners that responded to all documents on time.

m On the Compliant Trading Partners page, click an EDI
Address to see interchange and functional group
information.

Late Trading partners that responded after the policy time period
expired to at least one document.

m On the Late Trading Partners page, click an EDI Address to
see interchange and functional group information.

No Trading partners that have not yet responded to all documents
Acknowledgement and the policy time period has expired.

m On the No Acknowledgement Trading Partners page, click an
EDI Address to see interchange and functional group
information.

Excluded From Trading partners whose documents you do not track.
Tracking

m If you are Viewing By Document Type,

L | Report:Functional Acknowledgement Management
All Tracked Trading Partners i

" Transaction

HMailbox Sumber ADWIZTET L0 Wiew By  TadegPateer [ 8
J Tiaineg Pastrst
Tire Zora | EDT - Eastarm Daylight mﬁnm- 2 acknouladged on Time :

Eray Light Savinge 1 Ve Late Acknowledgemant : B
Click this action . . . To see statistics for . . .
All Tracked All tracked documents from all trading partners (default).
Compliant All documents that all trading partners responded to on time.

m On the Compliant Documents page, click a Document
Type to see interchange and functional group information.

Late Documents that one or more trading partners responded to
after the policy time period expired.

m On the Late Documents page, click a Document Type to
see interchange and functional group information.
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Click this action . . .

To see statistics for . . .

No Acknowledgement

Documents that have yet to be acknowledged and the policy
time period has expired.

m On the No Acknowledgement Documents page, click a
Document Type to see interchange and functional group
information.

Excluded From
Tracking

Documents from any or all trading partners that you do not
track.

Functional Acknowledgement Scorecard (FAS)

The Functional Acknowledgement Scorecard (FAS) applies to suppliers and
vendors. It gives each supplier access to details and analysis of their supply chain
performance. The service includes

106

m Trading Partner Dashboard summarizing document acknowledgement
performance for all suppliers in your company.

= Month-to-date and prior month transaction visibility.

m Statistics for on-time, late, and unacknowledged transactions.

s Summary graphs showing monthly distribution of functional acknowledgement

performance.

The first page you access provides an overview of your company performance for
the current month. Statistics at the top show the number of documents in each

category.

Acknowledged on Time

All documents in all functional groups that were acknowledged
on-time.

Late Acknowledgement

Documents that were acknowledged after the policy time period
expired. A policy time period is the number of hours the hub
allows trading partners to acknowledge a document before the
Hub considers partners to be late.

Not Acknowledged

Documents that need acknowledgment and the policy time
period has expired.

Pending Documents that need acknowledgment, but are not yet
considered late.
Excluded Documents that are excluded from tracking.
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The area below the statistics lists all the compliant trading partners in the company
for the current month:

Trading Partner m EDI Address, Supplier ID, Trading Partner —
Information Information about the individual supplier.

m FGs Sent — Number of functional groups sent. A
functional group is a set of “like” or same documents, for
example, Purchase Orders, Invoices.

Pending m Count — Functional groups containing one or more
documents that were acknowledged within the policy time
period.

Acknowledged On Time m Count — Functional groups containing one or more
documents that were acknowledged within the policy time
period.

m Avg — Average amount of time it took to acknowledge all
documents in all functional groups.

m Min, Max — Shortest and longest amounts of time it took
to acknowledge all documents in a functional group.

To see other data views, you can
m “Change Scorecard Parameters” on page 107

m “Filter Report Data” on page 102

Change Scorecard Parameters

The Functional Acknowledgement Scorecard parameters determine which statistics
you see.

To change Scorecard parameters
1 Click the Reports tab > Functional Acknowledgement Scorecard.

2 Select the data to view. If you have multiple mailboxes, select the applicable
Mailbox Number, or All (default).

3 Select the time period. You can compare current month performance to prior
months by selecting a different time link.

m Click Month to Date (default) to see current month-to-date activity.
m Click Prior Month to see previous month and notice trends.

4 Select the type of information. Within the time period you selected, you can see
a listing of information for trading partners by clicking a report view action on
the left side of the page.

5 Perform the appropriate action:

To see trading partners that . . . Do this . . .
Responded to all documents on time Click Compliant TPs.
Responded after the policy time period Click Late TPs.

expired for at least one document

Have not yet responded to all documents and | Click No Acknowledgement.
the policy time period has expired
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Active Invoices with
Compliance

Overview

Active Invoices with Compliance (AIC) is a service that allows for country-specific
regulatory compliance in invoice sharing between suppliers and buyers. This
chapter explains how to use AIC to view and validate invoice transactions.

Topics include:
= “Overview” on page 109

m “Search for Invoices Using Active Documents” on page 112
m “Search for Invoices Using Active Invoices” on page 135

Note: Depending on your company'’s subscription agreement and permissions,
you might not see all items listed in this chapter.

AIC Search Tools

AIC provides two search tools to help you monitor the transmission, validation, and
success of invoice transactions, depending on the time period for the search and
the type of invoice information you want to view.

= Active Documents Search
m Active Invoices Search

Active Documents Search

The Active Documents search tool tracks invoice activity within the past 90 days.
Features:

m Verify invoice transmission.

m Confirm AIC processing status

m View GXS processing history

» ldentify key invoice details

s ldentify errors

= View invoice data in the submitted format (Supplier)

= View invoice data in AIC XML format (Supplier and Buyer)

For more information, see “Search for Invoices Using Active Documents” on
page 112.
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Active Invoices Archive

After an invoice has been processed by AIC, it is stored in the Active Invoices
Archive. This archive provides an invoice history for auditing and legal purposes. It
stores electronically signed, and non-signed, invoices for 6 to 20 years, depending
on each country’s legal requirements or the subscriber preferences.

You can view legal invoice content in several formats, and access signature and
certificate details.

Features:

View invoice data in the format submitted by Suppliers
View Supplier and Buyer invoice data in AIC XML format
View or download signed and unsigned invoices as PDFs
View signature and certificate details for signed invoices
Download invoice artifacts

Schedule invoice reporting

View invoice processing history

View invoice audit history

For more information, see “Active Invoices Archive” on page 135.

Supported Document Types

m AbbreviatedInvoicel
m CFDIv2.2

m CFDIv2.2- SelfBill
m CFDIv3.2

m CFDIv3.2 - SelfBill
m Combined Invoice
m Complete Invoice
m Corrected Invoice

m Coupon

110

Supported Credit Notes

m Avoir m Return Credit Note
m Credit Memo m Tax Credit Note
m Gutschrift m TaxCreditNote - SelfBill

m Retouren-Gutschrift

Supported Invoices

m CTe m Lastschrift m Tax Invoice

m CTe - SelfBill m MDe m TaxInvoice - SelfBill
m Debit Memo m NFe m TaxDebitNote - SelfBill
m Facture m NFe - SelfBill m TEMELFATURA

m facture m PaySlip-CFDIv3.2 m TICARIFATURA

m facture commercial m PriceAdjust - SelfBill m VPNS

m FATTURAPA m Rechnung m Tax Invoice

m FPNS m RPS

m Invoice List = Selflnvoicing
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Overview

AIC Rules and Requirements

Data Flow

The direction of data flow between a sender and receiver can be outbound,
inbound, or both, depending on the type of invoice.

File Data

Direction Description

Outbound The company is the Sender.

Inbound The company is the Receiver.

Inbound and Outbound The company is both sending and receiving invoices.

Interchange Data

Direction Description
Outbound The company is the Sender.
Inbound The company is the Receiver.

Document Data

Direction Description

Outbound The company is the Sender.

Inbound The company is the Receiver.

Inbound and Outbound The Sender and Receiver belong to the same company.

ID Requirements

Two IDs must be provided to send source invoice documents to AIC:
= Sender and Receiver Value Added Tax (VAT) IDs

= Unique legal entity IDs

Exception:

The only exception to this rule is for invoices from an MDE document exchange
platform where only the Sender VAT ID/Legal Entity Unique ID is required.

Multiple Invoices

AIC supports an interchange of multiple invoice documents. Multiple invoice
documents can be sent to AIC at the same time.

Exception:

AIC does not support multiple invoice documents for EANCOM input types. Only
one EANCOM Invoice document can be sent to AIC at a time.

File Size
AIC supports PDF files containing up to 10,000 lines.
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Files to be signed cannot exceed more than 4 MB.

Interchange File Rejection
Interchange files are rejected if an irrecoverable error occurs while processing.

Mapping
Mapping of key invoice attributes and their path in the canonical format is pre-
configured in the AIC system.

Search for Invoices Using Active Documents

Use the Active Documents search tool to view invoice activity within the past 90
days.

You can search for basic information, such as a partner name or mailbox number.
Or, locate files, documents, and interchanges and view their lifecycle and AIC event
information.

Basic Active Documents Searches

Scheduled Reports

Delivered Reports

Transaction
Summary

Status Reports

Trading Partnership
Transaction

Inbound Reactivate

Standard Reports

Active Invoices

To search for invoices using basic search criteria
1 Click the Reports tab.

The Active Documents Search page opens. The File search level fields also
display by default.

7 as
Select saved Searches - | Delete
GXS Ref No Mailbox AAAE203E W
My Address 0 Direction Bcth sent and recsived W
Partner Name Partner Address o
Time Frame: Specific No. Of days  w
Last "X" No.of Days From: 3 oooowo  Toi o osou3s i)
(@) File (7) Interchange (7) Document
Application Reference © sender Reference ;)
ILog Number Status all -
Interconnect Name Al - Mailbag ID
Translation Session Number © original File Name
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2 Set the criteria for the search.
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The following options are available when searching for invoices using Active

Documents.

Search Field

Description

Select Saved Searches

Choose a search that you or other users have saved. See “Save
Searches” on page 186.

GXS Ref No

A unique reference number or document number, assigned by
the Active Documents meta data repository to track items.

My Address

Your EDI ID or OpenText routing mailbox ID (or IDs).

Partner Name

The company name of the trading partner associated with the
partner address.

Time Frame

Provides options for searching within a specific time period.
See “Search for Invoices by Time Frame” on page 114.

Mailbox

A OpenText mailbox ID (or IDs).

Direction

The direction of the data flow from the ID specified in the My
Address field, which can be outbound, inbound, or both.

It uses the interchange sender and receiver addresses for EDI
data. Otherwise, the file sender and receiver are used.

See “Data Flow” on page 111.

Partner Address

The mailbox ID (or IDs) of the Trading Partner.

(Search Level)
File
Interchange
Document

Search levels refer to the type of data that can be retrieved.

m File — Searches for two types of files, which contain
documents passing through the Managed Services
environment:

m Files with data that has been translated from one non-
EDI data format to another non-EDI data format.

m Files with data that has been processed as pass-
through data (without translation).

Additional options include searching for files with or
without errors, negative alerts, and other events.

m Interchange — Searches for data in an EDI format that
reports activity at the interchange level.

m Document — Searches for electronic business
documents, typically, in two formats:

m EDI format: Reports activity at the document level.

m XML format: Processed with XML document
identification.

Additional options include viewing related documents such
as invoices related to purchase orders.
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Search for Invoices by Time Frame

From the Active Documents Search page, you can search for invoices that were
generated in a specific time frame in three ways:

= Number of Days Range
m Specific Date Range
m Relative Time Range

To search for invoices within a Specific Number Of Days

1 On the Active Documents Search page, select Specific No. Of Days from the
Time Frame drop-down menu.

2 Specify the range for the number of recent days for the search in the Last “X”
No. Of Days, To: and From: fields.

For example, search from 5 days ago to 3 days ago.

Time Frame:  Specific No O doys W

Last X" Mo. of Days From: 5 00: 00:00 Tao: 3 1 @

3 Specify the start time and end times for the search.

For example, beginning at 00:00:00 the first day and ending at 11:59:59 on the
last day.

4 Click Search.

To search by Specific Date Range

1 On the Active Documents Search page, select Specific Date Range from the
Time Frame drop-down menu.

Time Frame: @ Sp=ciflic Dotz Rangs | ¥ |

From: 99018 @ 100:00:00 To: 412018 E 01:05:17

The default is the time period for the previous 36 hours.
2 To change the time period:
a Click the calendar icon.
b Specify a new start date and time or end date and time.
3 Click Search.
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To search by Relative Time Range

1 On the Active Documents Search page, select Relative Time Range from the
Time Frame drop-down menu.

2 Specify the start time for the relative search time frame.
a Select one of the following options from the From: drop-down menu.
= Monday of this week
= Monday of last week
m First of this Month
m First of last Month

Time Frame: Relstive time range

From: Monday of this week IL' 00:00 * To: Todsy ¥ 00:00

i | Monday of last wesk
@) File () I} First of this Manth ent
First of last Month

b Select one of the following options from the To: drop-down menu.
= Tomorrow
m Yesterday
3 Click Search.

Searching for Multiple Items

If searching for multiple items, such as addresses, separate each address with
comma.

Example: 2Z:122133399,09:0045599999

Wildcard Searches
If you know only one value for a a search field, type * for a wildcard search.
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Advanced Active Documents Searches

Advanced searches allow you to locate files, documents, and interchanges. You can
then view their lifecycle and AIC event information.

Scheduled Reports
Delivered Reports

Transaction
Summanry

Status Reports

Trading Partnership
Transaction

Inbound Reactivate

Standard Reports

Active Invoices

Search For Files

To search for files

1 Click the Reports tab in Trading Grid Online.
The Active Documents Search page opens for a File search by (default).

7Avay
Active Documents Search
Select saved Searches - | Delete
GXS Ref No Mailbox ARAGZOIE W
My Address © Direction Ecth sent and received
Partner Name Partner Address [:]
Time Frame: Specific No. Of days W
Last "X" No. of Days From : 3 00:00:00 To: o 05:01:35 [ ]
(@) File (7)) Interchange () Docurment
Application Reference © sender Reference [ ]
ILog Number Status all -
Interconnect Name all - Mailbag ID
Translation Session Number © original File Name

116

2 Specify the criteria for the search.

Search Field Description
Application The application reference for the file, which typically indicates a
Reference file or document type.
Example: 850,810
ILOG Number Input Log Number. A unique, 11-digit number assigned by the
the system to identify a file transmitted by the Sender.
This number is based on a combination of the month, day,
Greenwich Mean Time, and the decimal fraction of the hour.
Interconnect The name of a third-party service, such as a VAN, between your
Name company and OpenText. Used if a file is sent to, or received from
a third party.
Translation A number assigned to each translation process.

Session Number

Example: 850

Sender Reference

A number or alpha-numeric value that references the file in the
routing process. The system assigns this value during the routing

cycle.
Example: 613821382
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Search Field Description

Status A list of possible statuses for a search, which can apply to both
inbound and outbound transactions.

You can search for the following file status:

m Extracted — The trading partner retrieved the document
from the mailbox or interconnect service.

m Rejected — The file was rejected by OpenText.
m Rejected from Interconnect

m Unextracted — The trading partner did not retrieved the
document from the mailbox or interconnect service.

m Incomplete — Incomplete itineraries (OpenText
instructions for processing a document).

m With Errors
m Without Errors

m All
s

Extracted

1 Rejected
Rejected from Interconnect
Unextracted
With Errors
Without Errors

Mailbag 1D A unigue number that references an interconnect service such as

a third-party VAN.

Original File Name | The name of the original file that was sent.

3 Click Search.

The File Search Results page lists the files that meet the search criteria by the
most recent timestamp (Created Date and Time column). See “View Search
Results” on page 123.
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Actions »

Use Shift+Click to select multiple

Search results for "File" criteria on September 2, 2016

View search criteria | 2| 8V | B

Mailbox = GXS Ref No =

AAAB2038 F-101544735Z26

AAAGE038 F-101544735Z235
AAAB2038 F-10154468530
AAABZ038 F-1015446835329
AAABZ038  F-10154463532
AAAGZ038 F-10154463531
AAAGZ038 F-10154428543
AAAGZ038 F-10154408539
AAAB2038 F-10154408536

AAAGZ038 F-10154408534

g o i s e s s

Sender =

ZZ:WARNSESUP
ZZ:WARNSESUPR
ZZ:WARNSESUP
ZZ:WARNSESUR
ZZ:WARNSESUP
ZZ:WARNSESUP
ZZ:WARNSESUP
ZZ:WARNSESUP
ZZ:WARNSESUP

ZZ:WARNSESUP

Receiver =

ZZ:WARNSESUP
ZZ:WARNSESUP
ZZ:WARNSEBUY
ZZ:WARNSESUR
ZZ:WARNSESUP
ZZ:WARNSEBUY
ZZ:WARNSEBUY
ZZ:WARNSESUP
ZZ:WARNSEBUY

ZZ:WARNSESUP

ILog Number = ?2[‘:2::?:“
9777020102 Junel24 14246
9777020101 June24 14246
9767020590 INVOICE_PKG
9767020589 INVOICE_PKG
9767020100 INVOICE_PKG
9767020099 INVOICE_PKG
9767020022 INVOICE
9767020464 INVOICE_PKG
9767020465 INVOICE_PKG
9767020462 INVOICE_PKG

Sender
Reference

1045948
1045547
14232950
14232930
AICKLIDDEC31_S
AICKLIDDECZ1_R
586467470
14232330
14232330

14232330

Created Date and Time *

03-Sep 05:02:19 GST
03-5ep 05:02:06 GST
03-5ep 02:52:02 G5T
03-5ep 02:51:49 G5T
03-5ep 02:39:10 GST
03-Sep 02:39:06 GST
02-Sep 15:14:52 GST
02-Sep 10:30:26 GST
02-Sep 10:30:24 GST

02-Sep 10:30:17 GST

Partner Name =

HC_WARNSESUP
HC_WARNSESUP
HC_WARNSEBUY
HC_WARNSESUP
HC_WARNSESUP
HC_WARNSEBUY
HC_WARNSEBUY

HC_WARNSESUP

HC_WARNSEBUY

HC_WARNSESUPR 7
b

« Previous 20 Itemns 1 to 20 of 82 Next 20 » View 20w

items per page

Reports

Search For Interchanges

To search for Interchanges
1 Click the Reports tab in Trading Grid Online.
The Active Documents Search page opens.

2 Select Interchange to open the Interchange search section.

Active Documents Search

Select saved Searches - [E] Dmiste

GXS Ref No Mailbox ALLETEE W

My Address O Direction St zet and pmmvd W

Partner Name Partner Address i ]
Time Frame: Seeofc Mo 07 da= W

Last "X" No. of Days From : 3 00:00:00 To: 0 =xx @

| Interchange (| :'] Document

‘ Interchange Control Number Production/ Test Flag  Nen= -

118
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3

Specify the criteria for the search.

Search Field

Description

Interchange Control Number

A unique nuber used to track an interchange.

Production/Test Flag

There are three types of flags:
m Both Production and Test
m Production
m Test

4

Click Search.

The Interchange Search Results display for the invoice Interchanges that meet
the search criteria. By default, the page sorts the Interchange list by Created
Date and Time, starting with the most current date and time.

See “View Search Results” on page 123.

Search results for "Interchange"” criteria on September 2, 2016 View search criteria | o | C8V | 2§
Actions w»
GXS Ref No # Partner Name © Sender & Receiver & Created Date and Time ¢ | Prod/Test Flag© Control Number & |
I-10124063735 HC_WARNSEBUY @ ZZ:WARNSESUP | ZZ:WARMNSEBUY | 02-5ep 15:10:48 GST 2] S86467470 —
I-10124063734 | HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 02-5ep 14:17:29 G5T P 586467468
I-10124063732 HC_WARNSEBUY @ ZZ:WARMNSESUP | ZZ:WARMNSEBUY | 02-5ep 14:14:20 GST 2] S864674867
I-10124053733 | HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 02-5ep 10:26:28 G5T P 14232990
I-101240037 37 HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARMNSEBUY | 01-5ep 14:41:24 G5T P 14232589
[-10124003736 HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 01-Sep 14:40:30 G5T 2] 14232988 —
I-10124003735 #HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 01-5ep 14:36:55 G5T P 14232986 3
I-10124003734 HC_WARNSEBLUY | ZZ:WARNSESUP | ZZ:WARMNSEBUY | 01-Sep 14:35:47 G5T B 14232985
I-10124003733 HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 01-5ep 14:34:57 G5T B 142329584 -
I-10123938734 HC_WARNSEBLY | ZZ:WARNSESUP | ZZ:WARMNSEBUY | 01-5ep 14:39:44 G5T 2] 14232587 =
I-10123998733 HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 01-5ep 13:52:49 G5T B 14232981
I-10123993373237 HC_WARNSEBLY | ZZ:WARNSESUP | ZZ:WARMNSEBUY | 01-5ep 13:58:14 G5T 2] 14232382
I-101239337326 HC_WARNSEBUY @ ZZ:WARMNSESUP | ZZ:WARMNSEBUY | 01-5ep 123:55:04 GET 2] 14232582
I-10123993734 HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARMNSEBUY | 01-Sep 13:47:42 G5T B 14232980
I-1012399337232 HC_WARNSEBUY @ ZZ:WARMNSESUP | ZZ:WARMNSEBUY | 01-5ep 12:40:09 G5T 2] 202235486
I-10123983742 HC_WARNSEBLY | ZZ:WARNSESUP | ZZ:WARMNSEBUY | 01-5ep 13:21:11 G5T 2] 232235486
I-10123968733 #HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 01-5ep 10:05:34 G5T P 232965486
[-10123948741 HC_WARNSEBLY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 01-5ep 02:40:10 G5T 2] 2392915108 |4
I-10123923735 | HC_WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 31-Aug 16:23:09 G5T P 586467465 —
I-10123923733 | HC WARNSEBUY | ZZ:WARNSESUP | ZZ:WARNSEBUY | 31-Aua 16:16:24 G5T P S86467464
4 b
% Pravious 20 Items 1 to 20 of 25 Next 20 * View 3 w items per page
-
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Search For Documents

To search for documents
1 Click the Reports tab in Trading Grid Online.
The Active Document Search page opens.

2 Select Document to open the Document search section.

Reports 7 &

Active Documents Search

Select saved Searches hd @ Dt
GXS Ref No Mailbox AAAEAEE W
My Addrass © Direction o zel and rmomvmd W
Partner Hame Partner Address
Time Frame: So=oifc o Of deyx W
Last X" Mo. of Days From: 3 00:00:00 To: a =12 B
'::-:::I File lﬁ::-::ﬁl Interchange |6| Document
Document Type 0 Functional Group Type ﬂ
Functional Group Control Humber Status hd
My Functional Group Address
Translation Session Numb (i ]
Primary Key Primary Key Value [i]
Secondary Key Secondary Key Value (i)
Invoice Details
Inwvoice Type Invoice Status hd
Inwvoice Value - Invaice Currency
Download Status Ad
Legal Profile HNames
My Name Partner Name
Inwvoice Date Range
| specific Date =
— To Dat
' From Date = H
1) Last % Days
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8

3 Specify the criteria for the document search.

Parameter

Description

Document Type

An EDI code that identifies a specific type of EDI document, such as
810 or INVOIC.

To search for multiple Document Types:

To search for multiple types of documents, separate each type with
a comma. For example, type 810, INVOICE.

Functional Group Control
Number

A number assigned by EDI systems to the functional group header
and trailer segments of an EDI file to verify data integrity. Typically,
this number applies only to data in ANSI X12 format.

My Functional Group Address

Your EDI functional group address.
Applies only to the ANSI X12 standard.

Functional Group Type

A two-digit code in the group header segment of an ANSI X12 EDI-
formatted file that identifies the type of business document it
contains such as PO, PS, IN.

Translation Session Number

A unique nuber used to track a Translation Session.

Primary Key

Select this option if the first key typed is the primary key.

Primary Key Value

The identifier value for the primary key.

For example, type the actual purchase order number or product ID
to use in the search.

To search for multiple primary key values, separate each type with a
comma. For example, type 123, 789.

Search Tip:

Type a partial value, followed by an asterisk (*) to retrieve all
documents that begin with those characters, for example, 1234*

Secondary Key

Secondary Key Vvalue

The identifier value for the secondary key.

To search for multiple secondary key values, separate each type
with a comma. For example, type 123, 789.

Search Tip:

Type a partial value, followed by an asterisk (*) to retrieve all
documents that begin with those characters, for example, 1234*

Status

A drop-down list of possible statuses for a search, based on the
platform, tracking level, and configuration. Status searches can
apply to inbound and outbound transactions.

In Managed Services, you can search the following statuses,
depending on your service subscription:

m Acknowledged
m Not Acknowledged

Note: In any implementation, leave All enabled to not search based
on a specific status.

Legal Profile Names

= My Name
m Partner Name

Invoice Date Range

m Specific Date
m From Date

m Last ‘X’ Days
m To Date
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Search results for "Document™ criteria on September 2, 2016

4 Click Search.

The Document Search Results page displays the invoice documents that meet
the search criteria. By default, the Search Results page sorts by Created Date
and Time, starting with the most current date and time.

See “View Search Results” on page 123.

e

Wiew search criteria | 2

csv B

Actions -

GXS Ref No Sender & Receiver © _?:;:Tent Primary Key © Created Date and Time ®
% ZZ:WARNSESUP ZZ:WARNSEBUY INVOIC | KA-NONCOMPLIANT--Sept2-1B | 02-Sep 15:10:50 GST
D-10087011135
E@ ZZ:WARNSESUP  ZZ:WARNSEBUY INVOIC | KA-NONCOMPLIANT--Sept2-1C | 02-Sep 15:10:50 GST
D-10087011136
E@ ZZ:WARNSESUP  ZZ:WARNSEBUY | INVOIC | KA-NONCOMPLIANT--Sept2-1A | 02-Sep 15:10:49 GST
D-10087011134
E@ ZZ:WARNSESUR | ZZ:WARNSEBUY | INVOIC ?';EITS'USPDF'EML'INT' 02-Sep 14:17:31 GST
D-100870111322 =p
E@ ZZ:WARNSESUP | ZZ:WARNSEBUY | INvoIC | A-NSHR-USPDF-EML-INT- 02-Sep 14:17:31 GST =
D-10087011133 Sept2-1C
E@ ZZWARNSESUP | ZZ:WARNSEBUY | INvOIC | oA NSHR-USPOF-EML-INT- 02-Sep 14:17:30 GST
D-10087011131 SeptZ-1A
E@ ZZ:WARNSESUP | ZZ:WARNSEBUY | INvolc | [A-NSHR-SPDF-EML- 02-Sep 14:14:23 GST
D-10087011129 INT-Sept2-1B
@ ZZ:WARNSESUP  ZZ:WARNSEBUY InvoIc | w3 MNSHR-GROF-EML- 02-Sep 14:14:23 GST
D-10087011130 INT-Septz-1C
7Y KA-NSHR-SPDF-EML-

ZZ:WARNSESUP | ZZ:WARNSEBUY | INVOIC 02-Sep 14:14:22 GST
D-10087011128 INT-Sept2-14 i
E‘b ZZ:WARNSESUP  ZZ:WARNSEBUY INVOIC | KA-NSHRUSPDF2-COM-Septl 02-Sep 10:26:29 GST =
D- 10086996132
4 b
% Previous 10 Items 1 to 10 of 47 Next 10 # View 10 " items per page

% View Process Life Cycle
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View Search Results

The Search Results page for file, interchange, and document criteria displays the
applicable files by the most recent timestamp.

From all Search Results pages, you can also do the following:

To Description
Sort the data. Click a column heading to sort the data from ascending to
descending order (or vice versa).
View and save search resultsasa | Click - .
PDF file.
View and save the search results | Click [CS¥].
as a .csv file.
Print search results. Click B.
View search criteria. Click View Search Criteria to view the parameters for
the current search.
View search criteria | o | C8V | B}
Hide search criteria 1 csv 8
File Status : all
Mailbox : AAAB2038
Direction : both
End Date : 9/16/2016 04:40:40
Start Date : 3/13/2016 00:00:00
Save or schedule reports. Click Save/Schedule Report to save a report as a .csv
or .pdf file or schedule when to generate a new report .
See “Schedule Reports” on page 124.
View Processing Lifecycle Click the GXS Ref Number for an invoice to open the
information. Processing Lifecycle page.
See “View Processing Lifecycle Information” on page 130.

Save Search Queries

After setting the search criteria and generating the results, you can save the search
guery settings (also called a report query) to use again for a report.

You can use a search query that both you and others in your organization have
saved.

To save a search query

1 Set the search criteria, and run the search. See “Active Documents Search” on
page 109.

2 On the Search Results page, click Save/Schedule Report.
The Save or Schedule page displays, along with the report name.
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@ Save or Schedule - Mozilla Firefox _,____ g‘ﬂlg

i| () @  https://gtg.ga.gxsonline.net/rsweb/sr/showSaveAndSchedt

¥ou can use this screen to save a report query or schedule the report

Company: HC_WARNSESUP

Name:

I:l I want to schedule this report I

(=] -

3 Type a name for the report in the Name field.

4 Click Save.

The Active Documents Search page updates the My Saved Searches list with
the saved report.

Active Documents Seard

Select saved Searches - m o

GXS Ref Mo -
MySavedSearches

rstest-28jan2016-01-doc
Report_service_test_03

My Address

Partner Name

Time Frame: So=iflic testva-13june20l&-docsearch-01
reportserviced
Last "X" No. of Days Fi Report Service_test_pdf =
AD File SaveSched AuglOHC
|_6_| File | F | Interchange AD FileSearch SaveSched Augl3

testva-13june20lé-filesearch-01
‘ Application Reference| AD Doclevel SaveSched 12Inv Aug3

Schedule Reports

Scheduling reports allows you to get the latest report data without having to
manually run a report. You can schedule reports to run automatically at certain
times (daily, weekly, or monthly), and email reports to Trading Partners and users
in your company in .csv or .pdf formats.

To set up a report schedule
1 In the Search Results page, click Save/Schedule Report.
The Save or Schedule page displays the name of the company for the report.

2 Type a name for the report in the Name field.
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& Save or Schedule - Mozilla Firefox —é@ﬂ

[ . 1
(i) @ | https//qtg.ga.gxsonline.net/rsweb/sr/showSaveAndSchedule.do

-

You can use this screen to save a report query or schedule the report

Company: HC_WARNSESUP

Name: WARNSEUP 1

II 1 want to schedule this report

) Now

@ paily 0 o v|am

® Weekly |Mendsy ¥ or v|[oo wlam ¥

© monthly [0t v] /[0 v|[o v]|[am ~ |
TimeZone: | GMT - T

Report Format: [ |csv [ PDF

D Send this report as an email attachment

|:| Send this report via TGMS

Send this report as an email attachment
Save Available Contacts Selected Contacts
abhayrajsingh.rautela@gas.com abhijest.gohil@gaxs.com -
4 abhijest.gohil@gss.com = abhijest.gchil@gas.com
abhijest. il@gas.com |i| Add All ==
agohil@opentext.com
sichc@opentext.com Remove <
sichc@opentest.com
siche com - Remove All << b
q Available Users Selected Users
sichc@opentesxt.com s arautela@gxs.com -
skozhukk@opentest.com — jd .com
amal.k@guxs.com | = | Add All ==
bsundstr@opentext.com
gS-gX5_SiC_g com Remove <
gHS-gXs_3iC_¢ LOm r 3
Jos=Cotes@a=cal Name: BjornAIC BjornAIC, L—
Note: Please Login Id: Bjorn.AIC@gxs.com iew more details.

Click the checkbox, 1 want to schedule this report, and select the time
frame and time zone for the scheduled report.

Note: To run a one-time report, select Now.

4 Click the checkbox for the report format, either CSV or PDF.

To email the report, click the checkbox, Send this report as an email
attachment. Specifiy the email addresses of the users and contacts to receive
the report.

Note: You can only add contacts and users that have access to the report
folder, listed as available.

Yo send the file to a Trading Partner through Trading Grid Message Services
(TGMS), click the Send this report via TGMS checkbox.

Click Save.

125



~ ACTIVE INVOICES WITH COMPLIANCE
OPENTEXT Search for Invoices Using Active Documents

Search

Scheduled
Reports
Deliverad

Reports

Transaction

Status Reports

Trading
Partnership
Transaction

Inbound
Reactivate

Standard Reports

Active Invoices

The system adds the schedule to the Scheduled Reports list and displays a
confirmation message.

To view the scheduled report, click Scheduled Reports in the Reports tab. See
“View Report Schedules” on page 126.

View Report Schedules

The Scheduled Reports page lists all of the reports that have been scheduled for
delivery and the delivery status.

From the Scheduled Reports page, you can also do the following:
m Change a report schedule.
m Delete a scheduled report.
m Schedule a one-time report to run immediately.

To view scheduled reports

1 Click the Reports tab in Trading Grid Online.

2 Click Scheduled Reports.

The Scheduled Reports page opens.

Reports A=

View: st ¥

P

Report Name * Schedule Report Format Delivered Created By Execute Once
[] | Arc Daily SaveSched warner DAILY, 01:00 AM, GMT CSV,PDF Email .
[[] | AlCSaveSched 153436Inw TGMS Mar16 | DAILY, 03:45 AM, GMT CSW,PDF TGMS .
[[] | A1C SaveSched 162458 Mar16 TGMS DAILY, 09:45 AM, GMT CSV,PDF TGMS .
l:‘ g;ﬁYSaveSched 173681Inv TGMS Marl? DAILY, 04:00 &AM, GMT CSV.PDFE TEMS .
l:‘ QIC SaveSched 83263Inv RS TGMS Marl DAILY, 01:00 AM, GMT CSV,PDF TGMS .
« Previous 5 Displaying Records 1 to 5 of 52 Next 5 » \Yiew 5 % items per page

126

3 Click the name of the report in the Report Name column to view the schedule.

Note: If the report name does not display as a hyperlink, it is a one-time report
that was previously executed.

To run a one-time report immediately
1 Click the Reports tab in Trading Grid Online.
2 Click Scheduled Reports.
The Scheduled Reports page opens.
3 Click the report name.
4 Click Execute for the report.

The system adds a one-time report to the Scheduled Reports list with the
same name, along with ONCE and the current date and time.

Trading Grid Online
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To change a report schedule

1 Click the Reports tab in Trading Grid Online.

2 Click Scheduled Reports.
The Scheduled Reports page opens.

3 Click the name of the report in the Report Name column.
The Save or Schedule page opens.

@ Save or Schedule - Mozilla Firefox —E@ﬁ

| .
(i) @ | https://qgtg.ga.gxsonline.net/rsweb/sr/showSaveAndSchedule.do

e

You can use this screen to save a report query or schedule the report

Company: HC_WARNSESUP

Name: WARNSEUP 1

II I want to schedule this report

) Now

@ paily [0t v v][am ¥

® Weekly |Mendsy ¥ o *|ow w|am -

@ monthly [0t |/ [ot v][oo w]am ~ |
TimeZone: | GMT v i

Report Format: [ | csv [ | PDF

D Send this report as an email attachment

D Send this report via TGMS

N

< 1 r

4 Change schedule criteria for the report.
5 Click Save.
To delete a scheduled report
1 Click the Reports tab in Trading Grid Online.
2 Click Scheduled Reports.
The Scheduled Reports page opens.

3 Click Only my reports from the View drop-down menu.
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Scheduled Reporis

WiEW : oy my reparts [ | Refrmen |

Report Name #* Schedule = Report Format Deliveredl
AIC Daily SaveSched Warner DAILY, 01:00 AM, GMT CsV,PDF Email
g;ﬁan\fEEchEd 175681Inv TGMS Marl? DAILY, D4:00 AM, GMT CSV.BDE TGMS |
,;IC SaveSched 83263Inv RS TGMS Marl DAILY, 01:00 AM, GMT CSV,PDE TGMS

= Previcus 5 Displaying Records 1 to 5 of 52 Next 5 » View *  items per page

The list refreshes.

4 Click the check box for report(s) you want to delete from the list.
5 Click Delete.

View Delivered Reports Lists

Delivered Reports are scheduled reports, including one-time reports, which have
been generated by the system.

To view a list of delivered reports
1 Click the Reports tab in Trading Grid Online.
2 Click Delivered Reports.

The Delivered Reports page opens.

Delivered Reports

View: i rots v | Refrmn |

Report Mame

Report Format Report Date & Time User Status Report Id
""}I.Scféa;'ai‘:h"d Fomrian iy TEEN Bl | ax) 12/10/2016 | 12:44:48 GMT |vv Mew 1082433
Status Reports rlsclgéa;’ai‘:"“!d SecondaryKey IPADN Dail | ppp 12/10/2016 | 12:44:48 GMT | vwv New | 1082434
Trading AIC SaveSched Daily207 2Inv Mard PDF 12/10/2016 | 12:35:32 GMT | vwv Failed | 1082259
Partnership AIC SaveSched Daily207 2Inv Mar4 csv 12/10/2016 | 12:35:01 GMT | v Failed = 1082257
Transaction SUPER_ADMIN_
InvoicesByMaonth_NEWRD PDF 12/10/2016 | 11:44:329 GMT | USER SUPER_A Mew 1082372
DMIN_USER
« Previous 5 Displaying Records 1 to 5 of 27329 Next 5 » View -

items per page

Standard Reports

Active Invoices
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8

wiew : [All reports -1

The Delivered Reports page lists the following information for each report.

= Name of the report

Report format (such as PDF)

Date and time the report was run

Name of user who created/scheduled the report

Report status (such as New, Read, Processing, or Failed)

m Report ID (click the link to view audit log for the report)

Note: Active Documents deletes delivered reports after 45 days.

To download a delivered report
1 Locate the latest version of the report in the Delivered Reports list.

| Reports [

m

Report Name =

Report Format

Report Date & Time ¥

User

Status

ASN csW Friday. January 06. 2012 | 18:34:21 GMT Bob Dileo Processing
iFTP search chubachi PDF Friday, January 06, 2012 | 16:00:27 GMT Hireyuli Chubachi Processing
Group by with 3404522 and 850 cswv Friday, January 06, 2012 | 15:30:22 GMT Kit Ellis Newr

revert_test csw Fridsy, January 06, 2012 | 11:20:38 GMT Mark Logan Brocessing
revert_test PDF Friday, January 06, 2012 | 11:20:37 GMT Mark Logan Processing

Srevicus 5 Displaying Records 1 to 5 of 631

Mext 5 =

view[5 =] items per page

2 Click the name of the report.

Note: The status cannot be Processing.

3 Follow the prompts to open (or save) the report.

View Audit Logs
An audit log for each delivered report provides additional information such as who

received the report and the time it was delivered.

Note: An audit log is only available if Active Documents emails the report to
recipients.

To view the Audit Logs
1 Locate the latest version of the report in the Delivered Reports list.

2 In the Report ID column, click the link for the report.

The Audit Log displays audit information such as who received the report.

Audit Log for report "TemP_Report' - 10/01/2013 | 01:14:38 GMT - 503074

|Audit Date & Time (GMT)

|Audit Item

‘ Recipient

| 2013-10-01 01:17:54.0

| Email Delivery

| 2013-10-01 01:17:58.0

| Email Delivery

| 2013-10-01 01:18:03.0

| Email Delivery

| 2013-10-01 01:18:11.0

| Email Delivery

| 2013-10-01 01:18:24.0

| Email Delivery

e hitukula@gxs.com

& s eddy@gxs.com
sANy@gxs.com

;o

[ 10 sy
[iwen
—
[ye_rea

| 2013-10-01 01:18:24.0

| Email Delivery

b

com

ser@gmail.com
“ubyahoo.

F:.-;..n @ warguez@gxs.com

TSENT
SENT

[SenT
SENT

TSENT
SENT

|Sender |Application Ref |5tatu5 ‘Additiunal Information

Trading Grid Online
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Delete Delivered Reports

Delete a delievered report from the Scheduled Reports list. See “To delete a
scheduled report” on page 127.

View Processing Lifecycle Information

Active Documents captures the processing history of files, EDI interchanges, EDI
documents, and XML documents as they pass through various tracking points.

Processing lifecycle details provide information about a specific transaction at key
processing points in each environment. The points that display in the lifecycle
history depend on the path the transaction follows.

You can view processing lifecycle information for a transaction:

m AIC process details

m Document details

s Managed Service Platform details

m Trading Grid Messaging Service (TGMS) details

Note: To view processing lifecycle information quickly, click the GXS Ref Num for
an invoice on the Search Results page. KP: Edit from here if time allows

To view processing lifecycle information for a transaction

1 Search for a file, document, or interchange. See “Active Documents Search” on

page 109.

2 On the Search Results page, do one of the following:

m Documents: Click the Document ID for the applicable document.

m Files: Click the Sender Reference number for the applicable file.

Below is an example of a Processing Lifecycle page.

Client:
Sender:

sender Ref:

GXS Ref No:

Primary Key:
Secondary Key:

Direction:

Error Status:

Life cycle:

Document Type:

HC_AICSWCEN10
IZ:AICSWICSH 10 Receiver: ZZ:AICSWCEBN101

546563723 App Ref: INVOICE

D-10006275940
INVOICE
INVOICE_MUMBER - MITIQA-Apr18-Sign-02

BUYER_LEGAL_MNAME - Test-Buyer-001
BUYER_UNIQUE_ID - MITSIGELP1
INVOICE_TYPE - TaxInvoice
SUPPLIER_LEGAL_MAME - TEST-Seller-001
SUPPLIER _UMIQUE_ID - MITSIGSLP1
INVOICE_VALUE - 330000.00
INVOICE_CURRENCY - CHF
INVOICE_DATE - 2012-04-13T12:00:00Z

INBOUND

This Document: 50 error(s) [ Mew - 50]

50 error(s) [New - 50]

Trading Grid Online
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3 To download the Processing Lifecycle page into a PDF document, which can
then be printed, click = ..

4 The Processing Lifecycle page includes several sections, depending on the
processing stages. Some sections allow you to further drill down through the
data.

Click these lifecycle icons to navigate through the page.

& G-R 8

To view AIC process details

On the Process Lifecycle page, click . The AIC area tells you if the invoice
transaction and the electronic signing were successful. If there were errors, click
the Error link for an explanation. Correct the invoice and resubmit it.

&/ AIC

Status History
Processing Started Wednesday, August 10, 2016 14:56:07 IST
Data Validation Success Wednesday, August 10, 2016 14:56:23 IST
Human Readable Invoice Image generation success Wednesday, August 10, 2016 14:56:26 IST
Sign Success Wednesday, August 10, 2016 14:56:47 IST
PDF_CONTAINER_GENERATION_SUCCESS Wednesday, August 10, 2016 14:57:05 IST
Sender Archive Success Wednesday, August 10, 2016 14:57:23 IST
Signature Validate Success Wednasday, August 10, 2016 14:57:26 IST
Recaiver Archive Success Wednasday, August 10, 2016 14:57:52 IST
Processing Success Wednasday, August 10, 2016 14:57:57 IST
Sender Compliance Package Delivery Succass Thursday, August 11, 2016 04:13:43 IST

Receiver Compliance Package Delivery Success Thursday, August 11, 2016 04:13:57 IST

If there were no errors, the invoice is now a Legal Invoice. You can view the
signing information, as well as all other invoice information, in the Legal Invoices
archive. For more information, see “Active Invoices Archive” on page 135.

To view document details

1 On the Process Lifecycle page, click .
2 Click List Document(s).
The List Documents page opens.

3 Do any of the following:

To view Description

Process Lifecycle or related documents | Click an icon in the Document ID column to access the Process
lifecycle and related documents.

Content of the data file(s) involved 1 In the Translation section, click the Data and Models link.
The Data nd Models dialog box opens.
2 Click Download to download the appropriate file.
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To view Description

@Tra"slatm" Data and Models
Translation Session

Translation Instance: Default Session No . 0D00OGWS]

Date Started: Wednesday, April 18, 2012 11| T-anslation Instance : Default

Session#: 00000Gws] Data and Models .
Data Files
Input Files

Translation Input _
00000GWS. rigin

File Size: 42527 Bytes [ 00300Gws3 [Boriginal Fil |

Files: 1 Lis

Interchanges: 1List Interchange(s)

Documents : 1 List Document(s)

Translation Results
Documents: 1 Lis

Unlinked Files: 1 Ls

Output Files

AICNESTLIINVxCEL CAGHeedTolntegrate.00000GwSLimp %f"g”'a‘ ‘

Bypass File

3 On the List Documents page, click the applicable Invoice ID.
The Process Lifecycle page opens for the invoice.

To view Managed Service Platform details

Multiple Managed Service Platform entries might exist because transactions can
pass through the Managed Service Platform at different stages of processing.

@ Managed Service Platform

Date Received: Wednesday, December 21, 2011 07:09:27 GMT
Sender: LOGANOUT
Sender Ref: 10052807035T7D (F-6793653)

File Size: 87 Kbytes

Receiver:

App Ref:

LOGANAICUT
LOGAMAOPFF

For example, in a transaction with no errors, the Managed Service Platform routes
the file to a translator. Then, the translated output enters another Managed Service
routing cycle for transmission to the recipient.

To view TGMS details

TGMS is the GXS network that enables data exchange with your partners. It
manages your inbound and outbound transactions.

As with the Managed Service Platform, multiple TGMS sections might exist because
transactions can pass through the TGMS, as well as Managed Services, at different

stages of processing.

For example, this section displays when the transaction was received and routed to

the translator.
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‘5@ Trading Grid Messaging Service

sender: ZZIAICSWICSN 1O Receiver: ZZATCSWEBM101
Sender Ref: 546563723 App Ref: INVOICE

ILog No.: 4137569868

Status History

Received: Wednesday, April 13, 2012 11:00:10 GMT

Routed: Wednesday, April 18, 2012 11:02:32 GMT Service: Active Invoice

Also see “Email Alerts” on page 133.

Email Alerts

Depending on your role (Buyer or Supplier) and the profile set up by your Company
Administrator in the Legal Profile or profiles, you might receive some or all of the
following email alerts. These alerts are notifications about the invoice validation
and processing.

= Invoice copy — Email notification that includes an unsigned copy of the
invoice. The invoice copy is in a readable PDF format. This copy is useful for
workflow authorization or dispute resolution.

.msuml "= invoice_Copy_og, SIT0SISELT.por (11 KB} |

Trading Grid Notification

Please find the attached copy of the invoice

Transaction Details

Buver Unique I}
Receiver EDI Address

Supplier Legal Entity Name : AD-SLP
Supplier Unique ID : 1089

Sender EDI Address : ZZAICSWCSNIO
Buyer Legal Entity Name : AD-BLP

12486
: ZZAICSWCBN10

Invoice Number

: AD-QA-GR-17May-01.1

Date 31T12:00:00Z
iLog Number 5 17

SNRF : 518162482

APRF : INVOICE

If vou have any questions or comments regarding any aspect of the Grid. please do not hesitate to

m Invoice success — For Suppliers only. Notification that the invoice successfully

processed.

Trading Grid Online
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Trading Grid Notification

|In\'oicc document is successfully processed by Active Invoice. I
ransachion Deia

Supplier Legal Entity Name : AD-SLP

Supplier Unigue ID : 1089

Sender EDI Address : ZZ-AICSWCSNIO
Buyer Legal Entity Name : AD-BLP

Buyer Unique I : 2486

Recel EDL Address s ZZ-AICSWCBNIO
Invoice Number : AD-QA-GR-1TMay-01-1
Date : 2010-12-31T12:00-00Z
iLog Number : 5170535817

SNRF : 518162482

APRF : INVOICE

Regards,

Grid Administrator

m Invoice process failure — For Suppliers only. Notification that errors were
found in the invoice and processing stopped. You should correct the error(s) in

the invoice and resubmit the invoice into the Trading Grid.

Trading Grid Notification

|«\n emror has been detected in active invoice processing an inveice document

Transaction Details

Sender Legal Entity Name : VV.5LP1

Sender VAT TAX ID : 1010
Sender EDI Address : ZZ-AICSWCSNIO
Receiver Legal Entity Name : VV-BLP1
Receiver VAT TAX ID £ 2020
Receiver EDI Address s ZZAICSWCRNLO
| Invoice Number : INV-VIPROD-23JAN-7
ilog Number T 1230646683
SNRF + 123115757
APRF : INVOICE
Errors
AIC_E003 Invoice Date is'are mandatory
Regards,

Grid Administrator

Trading Grid Online



ACTIVE INVOICES WITH COMPLIANCE 8
Search for Invoices Using Active Invoices

Search for Invoices Using Active Invoices

This section explains how to find and view signed invoices, non-signed invoices,
and credit notes in the Active Invoices Archive.

Active Invoices Archive

After an invoice is signed, it goes to the Active Invoices Archive. This archive
provides an invoice history for auditing and legal purposes. It can contain copies of
electronically signed and non-signed invoices from 6 to 20 years, as required by
your country.

You can view the following for each active invoice:

m Invoice data in the Supplier's format.

m Signed or unsigned invoices in a readable PDF format.
m Signhature and certificate details.

= Invoice processing history.

= Invoice audit history.

The database stores these documents for up to 20 years, according to your
country’s legal requirements.

To search for an invoice in the Active Invoices Archive
1 Click the Reports tab in Trading Grid Online.
The Active Document Search page opens.

2 Select Document. Then click Active Invoices.

Search tive Do =nts Seard
De =red Select saved Searches b d E] Diiete
GXS Ref No Mailbox AANENEE W
My Address D Direction Bolh =t and recsived W
._ Partner Name Partner Address o

Time Framea:  3pecfic Mo 07 d=xx W

Last X" No. of Days From: 3 00:00:00 To: 0 274 @

(7) File (7)) Interchange (@) Document

Active Invoices
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The Search Archive page opens. From this page you can search for invoices in
the Legal Archive, dated within the past 20 years.

To cae: e

|
L
)

" Innoice Number Range From
)

' Irnclos Ust (UplcacE

Irnchos Valuailnd VET)
Trvacics Value{ed VAT
=

Srovaz.. | Moficaccial

St W

= W

Dediver Mo

e

LLegal Prafils - My Infarmation
Py Lagal Enity Name,/Unigue 1D
My VET 1D

Py Lagal Enity Aocress

IL=gail Frofile - Fartner Information
Parser Lagal BTty Mame Unious 1D

Partmar VAT 1D

Parmmer Legal Enlty Aooress

My GLN Number

My Tracie: Register Mumer

Partrar GLN Mumber

Parmer Trace Register Number

(azi=t ans]

A

Extended Search Key 2c Recetver &
[ T p—

A

Enc Date

Seart Time : | oo

End Time *

Sart Time © | e

: |z

poE=

fLE 2

(3=t =)
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3 Set the search criteria.

Important: The Transaction Date Range section criteria is based on when
GXS processed the document, whereas the Invoice Date Range is based on
the date and time the invoice was created, as stated in the actual invoice

document.
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Field

Description

Transaction Date Range

Time Frame

The date and time when the system received the invoice. There are

five ways to search for documents by date:
m Specific Date
m Specific Date Range
m Specific No. of days
m Relative Time Range
m None — search all available records.

From Date/To Date

Click the calendar icons to select the From Date and To Dates.

Use the 24-hour clock format, such as 0:00 to 23:59.

Last “X” No. of Days

Specify the number of days back from the current date.

Document Details

Order #

A unique number used to track an invoice.

Document Type

The document type, for example: Tax Invoice or Tax Credit
Note.

Invoice Number

A unigue number used to track an invoice.

Invoice Value

The total monetary amount of the invoice.

Invoice Number Range (From/To)

A range of Invoice Numbers for a search.

Invoice List (Upload)

Click Browse to upload an invoice.

Invoice Value (incl VAT)

The Invoice total including the VAT costs:
m = (equal)
m < (less than)
m > (greater than)

Example: $100 before taxes.

Invoice Value (excl VAT)

The Invoice total without the VAT costs.

Status Either All invoices, invoices With Errors, or invoices Without
Errors.
Currency The currency on which the invoice is based.

Legal Profile - My Information

My Legal Name/Unique Entity 1D

Use this section to look for invoices based on one or more legal
profiles.

Type the name or ID of the legal profile defined for your Company's

entity, for example, factory, plant, division, sub-division, etc., or
provide the other information as applicable.

Legal Profile - Partner Information

Partner Legal Entity
Name/Unique 1D

The name or ID of the legal profile defined for the Trading Partner's

entity.

Partner VAT ID

The VAT ID

Trading Grid Online
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Field Description

Role Type The role of the legal entity or business unit
m Sender — Sends invoices only.

m Receiver — Receives only.

m Both — Sends and receives invoices.

Note: In the case of self-billing, a Buyer Receiver of documents
might also send invoices. In this case, select Both.

Additional Search Filter Additional search filter include the following:
m IPA Number

m General Ledger Invoice Number (Sender)
m Invoice External ID

m Buyer Siret Number

Extended Search Key as Sender See “Setup Extended Search Keys” on page 140.

Extended Search Key as Receiver See “Setup Extended Search Keys” on page 140.

Invoice Date Range

None Search all available records.

Specific Date The exact date for an invoice search.

Start Date The start date for an invoice search.

End Date The end date for an invoice search.

Last ‘X" days The number of days back from the current date.
Software Version The software version.

Invoice Date Range

F

@) 5040000 =

~ Mone 5040 =
(@) E0Amm
\_/ Start Date 05050000
05050100
- 505000
' Specific Date(s) 05050600

View Type m Legal Archive — Search the entire archive.

m Secure Delivery — Search for the securely delivered items to
view, extract, open, or download.

The Secure Email Delivery feature delivered these documents
through a secure email link. An email message with a secure
link to the documents was sent to the person delegated in the
Legal Profile by your Company Administrator, who then
downloaded it to the Active Invoice Archive.

Note: Documents received via Secure Email Delivery are
retained for 180 days only.
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Field Description
Back Click Back to return to the Search Archive page.
Clear To clear the search fields and start a new search, click Clear.
4 Click Search.
The system automatically saves the search query (on the Search Archive page),
and the Invoice List page displays the search results.
|y
T oesv B
'@.:' Generate PDF ':.::.:' Invoice Cancel ':-::.:' Download / Deliver ':.::-:' Print Invoice(s) ".::.:' Deliver Invoice Copy

l:‘ Invoice Mo % Document Type % Currency & Invoice Amount(incl VAT) % Invoice Amount{excl VAT) % Invoice Date ¥

130282

130281

izo0z280

-

Weadnesday,
CFDIv3.2 MXN 1200.00 August 17,

2016 =

Tuesday,
CFDIv3.2 PN 1200.00 August 16,

2016

Tuesday,
CFDIv3.2 MXN 1200.00 August 16,

2016

I 3

Items 1 to 5 of 126 Mext 5= View 5 w  items

| SaveiSchedule Report | | SavelSchedule Privtable Report | [ Back to Search |

Trading Grid Online

See also:

“Cancel an Invoice” on page 143.

“Invoice Information Page” on page 164

“Information Links” on page 166

“Legal Entity Partner List” on page 170

“Tax Exemption Justification Documents” on page 172
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Setup Extended Search Keys

You can can create custom search keys that are relevant to your operation and
configure the Active Documents Search page to allow users to search for
information using secondary keys. Up to three extended search keys can be

configured.

To configure an extended search key
1 Click the Reports tab in Trading Grid Online.
The Active Documents Search page opens.

Scheduled Reports

Delivered Reports

Select saved Searches - | Dekte
GXS Ref No Mailbox ARAENIE W
Status Reports My Address © Direction e e
Trading Parinership Partner Name Partner Address o

Transaction

- Time Frame:  Specific Mo, Ofdays »
Inbound Reactivate

Standard Reports

Last "X" No. of Days From: 3 00:00:00

To:o | osurs | @

Active Invoices

(@) File (7) Interchange (7) Document

Application Reference
ILog Number
Interconnect Name Al

Translation Session Number

O sender Reference
Status Al
hd Mailbag ID
O original File Name

2 Select Document for the search Level.

3 Click Active Invoices in the Navigation Panel.
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The Search Archive page opens.

Transaction Date Rangs
Time Frame: =T -
From cafe: i W === To cate: e i ===
@  coverrom @
== - Qurrency: = -
| | @
| | Ta
(@] | mrevaz.. | reoie et @
" Innoice Wst (Upicad)
— —
S =~
T2ns Skt -
IL=gail Frofile - My Information
Py Lagal Enty Name/Unigue 1D My ELN Mumoer
My VAT 1D My Trace Ragister Humber
My Ll Eniity AScrass e
IL=gail Frofile - Fartner Information
Fartner Legal Enty Name/Unicue 1D Partner GUN Numser
Partner VAT IO Partnar Trace Register Numser
Parter Lagal Enaty Adcress Skt
Fiode: Thpe: facket o] -
Additional Search Fitter
== - | |
Extended Search Key as Sender O Extended Search Koy as Recetver O
— e | [ s )
- B
[ | = e | ==
I | (] il o e
[ memee |
(= Sart Time Enc Time :
(@ N— | E=N
Sofware Vargon == -
= Wi Type: (3=t =) -

“indicates mandatary

Trading Grid Online

4 Set the basic search criteria, as applicable. See “Active Invoices Archive” on

page 110.

5 Specify the Role Type, either Sender, Receiver or both.

Note: If Sender is selected, the Extended Key Search as Receiver fields
are disabled (and vice-versa). If both are specified, both sections are enabled.
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6 Select a key to configure from the Select Key drop-down menu.

Extended Search Key as Sender & Extended Search Key as Receiver ©
Select Key Value : Select Key Selmct - Value : Add

7 Do one of the following:

m Type a value for the search in the Value field. This value can be anything,
that is relevant to your operation, for example, a serial number, expiration
date, or a specific term.

m Type a wildcard value (*). This value must include a leading and trailing
asterick (*) .

8 Click Add.
The new key displays in the key list.

Extended Search KeyasSendero Extended Search Key as Receiver &
Select Key  Seiext - Value : {Bdd} Select Key  Seex - Value : Add
ey 1%

9 Select the View Type, either Legal Archive or Secure Delivery.

* View Type: Legal Arcfive E]
(mmlmct one)
E —

“indicates mandatory

10 Click Search.
The Invoice List displays the search results.
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Cancel an Invoice

Note: This feature may not be available, depending on your country, role, and
permissions.

Important: Before cancelling an invoice, note the following.

m Invoices can only be cancelled by authorized users who are familiar with
the local legislation, fiscal laws, and tax implications. If you want to cancel
an invoice and are not authorized, contact your Administrator.

m After an invoice is cancelled, it cannot be retrieved.

m Depending on the legal requirements of your country, cancelling an invoice
might not cancel all documents related to the invoice.

To cancel an archived invoice

1 Search for the invoice (or invoices) that you want to cancel. See “Search for
Invoices Using Active Invoices” on page 135.

The Invoice List displays the search results.

T oesv B
@ Generate PDF '/ Invoice Cancel ' ' Download / Deliver '/ Print Invoice(s) ' Deliver Invoice Copy
l:‘ Invoice Mo % Document Type & Currency & Invoice Amount{incl VAT) % Invoice Amount{excl VAT) % Invoice Date ¥
Weadnesday,
130282 CFDIv3.2 MXN 1200.00 August 17,
2016 =
Tuesday,
130281 CFDIv3.2 PN 1200.00 August 16,
2016
Tuesday,
130280 CFDIv3.2 MXN 1200.00 August 16,
2016
-
4 I 2
= 5 Items 1to5of 126 MNext3 # View 5 w  items
| SaveiSchedule Report | | SavelSchedule Privtable Report | [ Back to Search |

2 Select Invoice Cancel.

The page refreshes, and the checkboxes for the uncancelled invoices in the list
are enabled.

3 Click the checkbox for the invoices you want to cancel.
4 Click Cancel Invoice.
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T csvi B

) Generate PDF 9 Invoice Cancel ') Download / Deliver ) Print Invoice(s) | Deliver Invoice Copy

Invoice Mo % Document Type 5 Currency % Invoice Amount(incl VAT) % Invoice Amount{excl VAT) % Invoice Date ¥
Wednesday,
[]| 120282 CFDIvE.2 MXH 1200.00 August 17,
2016
Tuesday,
[] | 120281 CFDIv3.2 MXN 1200.00 August 16,
2016
Tuesday,
130280 CFDIv3.2 MXN 1200.00 August 16,
2016
-
}

< i

# Previous 5 Items 1 to 5 of 126 Next 5% View & * items

[ Cancel Invice | [ SavelSchedule Report | [ Save/Schedule Printable Report | | Back to Search |

5 Click OK when prompted.
The Invoice Cancellation page displays.

Invoice Cancellation

Invoice No < Cancellation Reason Document Type = Currency = Invoice Amount(incl VAT) = Invoice Amount(excl VAT) = =

130280 Mot Applicable CFDIv3.2 MXN 1200.00
130279 Not Applicable CFDIv3.2 MM 1200.00
-
L] 111 »
« Previous 5 Items 1to2of2 MNext5» \iew 5 - items

6 Click Cancel Invoice.
The Invoice Cancellation page indicates the success or failure of the
cancellation.

Invoice Cancellation
-

Invoice Number Message

130279 Your request to cancel invoice is submitted successfully. You will receive an email
confirmation once the invoices are processed.

130280 Your request to cancel invoice is submitted successfully. You will receive an email
confirmation once the invoices are processed.

144 Trading Grid Online



ACTIVE INVOICES WITH COMPLIANCE 8
Search for Invoices Using Active Invoices

Attach Files to An Invoice

You can attach up to five files to an invoice, such as a customer quote, proof of
delivery, proof of receipt, etc.

Note: Invoice attachments are typically for the benefit of a sender and visible only
to OpenText customers.

To attach a file to an invoice

1 Search for the invoice. See “Search for Invoices Using Active Invoices” on
page 135.

The Invoice List displays the search results.

-
2 ocsv B

@ Generate PDF ! Download / Deliver " Print Invoice(s) ' Deliver Invoice Copy
l:‘ Invoice No % Document Type © Cumrency % Invoice Amount{incl VAT) ¥ Invoice Amount{excl VAT) % Invoice Date ¥ *
KIR_181ULY_2016_003
[[]  kir_teiuLy_zo16_001 | TaxCredithiote - Selfaill

Missing Invoice

Number
[[]  kir_teiuLy_zo1e_noz -
< | 11 r
Previous 5 Items 1 to 5 of 2382 Next 3 » View 5 w  items

Genesate PDF_ | [ SavelSchedule Report | [ Save/Schedule Printable Report | [ Back to Search

Trading Grid Online

2 Open the invoice.

The Invoice Information page displays.
3 Click Upload Attachments.

The Browse button is enabled.
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Invoice Information

Invoice No: KIR_18JULY_2016_003 Document Type:
Your Legal Entity Unigque ID: 0001_Test_Commerdial_DV_S_ID Partner Legal Entity Unique ID: 0001_Test_Commerdial_DV_MNR_ID
My VAT ID: Partner VAT ID:

Currency: Invoice Amount{incl VAT):

Invoice Date: GXS Date: 18-Jul | 10:23:55 15T

Function: Criginal Function Description:

Archive Files(Sender)

Criginal File

No file selemted,

(Csubmit | (" upload Atiachments ] [ Giear |

4 Click Browse, and navigate to the file you want to upload.

| @ File Upload =X

Organize ~ New folder 3= - EE ﬁ

>

. Favorites Documents library
B Desktop Attach Docs

l4 Downloads Name Date modified Type

Arrange by: Folder

= Recent Places

| Confirmation of Receipt.docx 8/18/2016 4:56 PM Microsoft Word Document

4 Libraries
.l Documents
| . Music

| . Pictures

5 Videos

& Computer
~¥ Windows (C) - ] i

'S

File name: Confirmation of Receipt.docx - [AII Files (*.%) ']

I Open H Cancel ]:

5 Click Open.

The attachment is now attached to the invoice and accessible from the Invoice
Information page.
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Invoeice Information

Invoice No:

Your Legal Entity Unigue ID:
My VAT ID:

Currency:

Invoice Date:

Function:

KIR_181ULY_2016_002
0001_Test_Commercal_DV_S_ID

Original

Document Type:

Partner Legal Entity Unigue ID: 0001_Test_Commercal_DV_NR_ID
Partner VAT ID:

Invoice Amount{incl VAT):

GXS Date: 18-Jul | 10:09:00 IST

Function Description:

Archive Files(Sender)

Original File

Attachments

Attachment 1

) () (o]

<

6 To open the attachment, click Download in the Attachments section.

Invoice Information

Invoice No:

Your Legal Entity Unigue ID:
My VAT ID:

Currency:

Invoice Date:

Function:

KIR_18]1

ULY_2016_002

0001_Test_Commercial_DV_S_ID

Document Type:
Partner Legal Entity Unique ID: 0001_Test_Commercial DV_NR_ID

Original

Opening Confirmation of Receiptdocx
You have chosen to open:
O Confirmation of Receipt doex
which i Micrasoft Ward Docament

fram: hops/fog.aa gricalinenet

Archive Files(Sender)

Original File

Attachments

What should Firefox do with this file?

N T ID:

mount(incl VAT):

18-Jul | 10:09:00 IST
Description:

@ Qpenwith | Micrasoft Word (defaut)

Save File

e | (e ] (o

7 Specifiy whether you want to open or save the file, and click OK.
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Redeliver Invoices

148

If a customer requests another copy of an invoice, you can redeliver a copy via
email and secure email, as well as their TGO mailbox, as often as needed.

You can redeliver up to 100 invoices at a time. The system sends the invoice to the
recipient through the same delivery method used in the initial delivery, such as
email or secure email, and notifiies the sender of the redelivery.

To redeliver an invoice
1 Search for the invoice that you want to redeliver. See “Search for Invoices Using
Active Invoices” on page 135.

The Invoice List displays the search results.

T ocsv B
_ Generate PDF _ Download / Deliver _ Print Invoice(s) 6 Deliver Invoice Copy
Fs
KIR_18JULY_2016_001 TaxCreditNote - Selfgill
Missing Invoice
Number
KIR_18JULY_2016_002
|:| KA-NS-INT-148 Commercial invoice EUR 577.9637 482,506
« | 1 | »
Previous 5 Ttems1to5 of 2384 NextS5» View § - items
[ save/ScheduieReport | | SavefSchedule Printable Report | | Back to Search
2 Click Deliver Invoice Copy.
3 Click the checkbox for the invoice you want to deliver.
The Deliver Invoice Copy button displays.
KA-NS-INT-148 Commercial invoice EUR 577.9637 482.506
< | In
Previous 5 Items 1to 5 of 2384 Next5» View § * items
[ peliver nvoice Gopy | [ Save/Schedule Repart | | Save/Schedule Printsble Report | | Back to Search

4 Click Deliver Invoice Copy.
The Deliver Invoice page displays the invoice to be delivered.
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Deliver Invoice

Invoice Invoice Document
Amount(incl Amount(excl Type

Invoice Sender Receiver -
Invoice Date

No Uniqueld Uniqueld VAT) VAT)
(Gl KAINTNSSUP ~ KAINTNSBUY  2017-08-01T00:00:00.000Z  482.506 577.9637 _ ErmnvaE
INT-148 invoice

[ Back To Invoice Lt | [ peliver |

5 Click Deliver.
The system resends the invoice to the recipient, based on the original delivery

method, and a confirmation message displays.

Deliver Invoice

® Following invoices are successfully submitted for invoice copy delivery to your partners. An email with
the summary of status of delivery will be sent to you upon processing the same.

4

Invoice Sender Receiver _ I ice_ I ice Document
No Uniqueld Uniqueld Invoice Date Amount({incl Amount(excl Type
q 9 VAT) VAT) yp
(G KAINTNSSUP ~ KAINTNSBUY — 2017-08-01T00:00:00.000Z  482.506 577.9637 _ Canmwerasl
INT-148 invoice

Back To Invoice List Deliver

6 To return to the Invoice List, click Back to Invoice List.

Redelivery Notifications
The system notifies the sender by email when an invoice (or multiple invoices) is

redelivered.
The examples below show two types of redelivery notifications.
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] L = GXS Email Motification - Active Inveice (Invaice Copy Delivery Summary) - Message (HTML) TEH - 0O X
MESSAGE ENTERPRISE CONNECT ADORBE PDF

aic-iga-notification@opentext.com
GXS Email Notification - Active Invoice (Invoice Copy Delivery Summary)

B #GXS AIC_ QA

Trading Grid Notif

GX5 Email Notification - Active Invoice (Invaice Copy Dielivery Summarny)

Following is the summary of Invoice Copy Delivery reguested by vou:

Delivery Requested Date:2016-02-11 11:53:01 GMT+00:00

5 Nd Tvoice Number Sender Legal Entity Sender Unique D Date Receiver Legal Entity | Receiver Unigque 1D [Commeats
Name Name

Delivery

Status

T [CA_NSHE_Onel00_Febd 1006 ANSHRCUS TEMPSUPRANSHRCUSTEMPSUR] 201600 [KANSHRCUS TEMPRUYKANSHRCUSTEMPBUY[Delrversd]
AT00-D0-f

2 [KA_NSHR Onel00_Febd__ 1006 I[RANSHRCUSTEMPSUMRANSHRCUSTEMPSUF| 2016-02- [RANSHRCUSTEMPBUYKANSHRCUSTEMPBUY|Delrvered
o4 T00:00:0)

3 [KA_NSHR_Onel00_Febd__1007 K ANSHRCUSTEMPSUBKANSHRCUSTEMPSUF| 201602 [KANSHRCUSTEMPBUY[KANSHRCUSTEMPBUY[Delrvered
04 700:00-0)

H = GXS Email Notification - Invoice... 7T EH - O X

MESSAGE ~ ENTERPRISE CONNECT  ADOBE PDF

Thu 2/11/2016 3:51 AM
aic-iga-notification@opentext.com

GXS Email Notification - Invoice Copy
To @GXS AIC_QA

Message "% CASINO FREJUS CG820_KANSHRCUSTEMPBUY_US_WB ENTERTAINMENT FRAMCE .

RecelverLegal EnY . RANSHRCUSTEMPBUY =
Receiver Unique ID : KANSHRCUSTEMPBUY

Invoice Number : KA NSHR Onel00 Febd 10090

Date :2016-02-04T00:00-00

If vou have anv questions or comments regarding any aspect of the Gnd, please
do not hesitate to contact GXS Customer Support.

The following link provides contact information for all regions and services -
http:/www.gxs.com/support

Regards,
Gnd Administrator

Note: This e-mail was generated by Trading Grid*™ Online. Replies to this e-mail
will not be received.

GXS is a leading worldwide provider of business-to-business integration,
svnchronization and collaboration solutions.

The company operates a highly reliable, secure global network services platform
enabling more than 40.000 businesses, including 75 percent of the Fortune 500,
to conduct business together in real time.

GXS Trading Grid®*™ Online- https-/qtg qa sxsonline net/TigerPortal

GXS Company Website: http/www.gxs.com

9711 Washingto MD 20878

WWW.ZXS.

Tel: +1 800-560-434; 340+
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Send Multiple Invoices in a Batch

You can email up to 100 invoices as a batch, which can be up to 15MB in size. The
system then processes and returns the batch invoices in the same order as
originally received.

Note: This features applies only to Internal Archive Invoices.

1 Search for the invoice (or invoices) that you want to send. See “Search for
Invoices Using Active Invoices” on page 135.

The Invoice List displays the search results.

T ocv B
\_ Generate PDF @) pownload / Deliver ! print Invoice(s) '/ Deliver Invoice Copy
[[] 1nweiceNa# Document Type ¢ Currency * Inveice Amount{incl VAT) ¢ Invoice Amount{excl VAT) ¢ Invoice Date ¢ Invoice Creation Date 4
Tuesday, Tuesday, August 23 3
[] va-23Augz016-01  Taxinveice 330000.00 August 23, 2016 | 00:08:23 EOT
Tuesday,
: . ’ . Tuesday, August 23,
[] va-232ug2016-01 | TaxInveice CHF 230000.00 J;\S?-usst 23, 2016 | B7:16:57 £OT
,,
4 UL} 3
P 55 Items 1toS5of175 NextS» View's ¥ items
[ Sevejscreuis Repert | [ Soversctetue rintatie Azt | [ 8okt sean |

2 Click Download/Deliver.
3 Click the checkboxes for the invoices you want to send in a batch.

Notice that each time you click a checkbox, the Total Download Size displays
at the top of the page.

Total Downloed Size : 220 KB

T csv
) Generate POF 9/ pownload / Deliver ) print Invoice(s) ' peliver Invoice Copy
INT1-Augi? -
Cradit Note CHF 320000.00 Eﬂ;lngz\[.sﬁmgust ;’;‘f gelsgaz‘:‘l‘;‘:‘ggsé[}.?‘ Sent

Download Size:
102KB

va-04Aug2016-01 Thursday,

Thursday, August 04, ‘i‘
I S TaxInvoice CHF 330000.00 August 04, 2016 | OLisriss BT | SeE
1 B

PR-01Aug2016-01

Monday, August | Monday, August 01,
Download Size: LCITE] =Ll Bl 01,2018 2016 | 06:09:34 EDT | 5° =
107KB

< 1 »
Pre 0 Items 1to500f175 NextS0» View 50 ¥ items

[ oomricmt | [Lominer | [ Seveiscrmsie At | [ Seucisctietic prmtaie Aot | Bk toSemen |

4 Click Deliver.

The Deliver page displays a list of the invoices to be sent as a batch and the
total download size of the batch.
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Invoice No : KA-SIGN-INT1-Augl? Document Type : CreditNote ¥ original File ¥ Invoice Copy ¥ AudieTeail ¥ Signature Details ¥ ot s &
43KB KE 24K8 19KB s
Invoice No : va-04Aug2016-01 Document Type : TaxInvoice v Original File y Invoice Copy v Audit Trail y Signature Details
s e 42KB 10KE 29KB 19K8 ¥ Signed Invoice
Invoice Mo : PR-014ug2016-01 Document Type : TaxInveice ¥ original File ¥ tnveice copy ¥ pudieTrail ¥ Signaturs Details i
s e 43KB 2KB a7kB 19KB ¥ e
Invoice Mo : KA-SIGN-INT2-Augl Document Type : CraditNots ¥ ariginal ile ¥ 1nveice copy ¥ audierrai ¥ Signaturs Details i
N bt 43KB 7KB 34K8 19K8 ¥ signes trusice
Invsice No : KA-GIGN-INT1-Augl Document Typa : Credit Natz ¥ original File ¥ 1nvoice Copy ¥ it Trai Signature Details ¥ Signed Invoice
43KB KE 24KB 19K8

4 3

Brevicuz 5 Items 1toSof10 NextS» View s  w items

¥ bending Dovnload ¥ prohibited | ¥ Panding File Generation

Total Download Size : 1046 KB

Delivery Made :
Email
Mailbox 0

5 Click the checkbox for the delivery mode, either Email or Mailbox.
6 Click Deliver.

our request has been successfully submitted. You will receive an email notification with the requested invoice artifact.

Generate PDF Download / Deliver Print Invoice(s) Deliver Invoice Copy

El Invoice No ¢ Document Type ¢ Currency ¢ Invoice Amount{incl VAT) ¢ Invoice Amount{excl VAT) ¢ Invoice Date ¢

Tuesday, =
[[] | va-23Augz016-01 | TaxInvoice 330000.00 August 23,

2016

Tuesday,
|:| wa-23Aug2016-01  TaxInwvoice CHF 320000.00 August 23,

-

< 1] »

« Previous 5 Items 1to S of 175 NextS» View § w  items

SevejSchiedhie Report | [ SeveiSchede Frintatie et | [ Back to Searen

A confirmation message indicates if the delivery is successful.

152 Trading Grid Online



ACTIVE INVOICES WITH COMPLIANCE 8
Search for Invoices Using Active Invoices

Delivery Notifications
The system notifies the sender by email when a batch of invoice is delivered.

Invoice Batch Delivery Errors

If the invoices selected for batch delivery exceeds 15MB, the Deliver page displays
an error message.

_

& " & . e ' 3 . A~
Invoice No : Document * Original ¥ Invoice 2 Signaturs & cigned
va-23Aug2016-01 Type : TaxInvaoice File Copy Trail Details Invoice ‘9
4ZKB 10KB 19KB
o B - F ©
Invoice No : Document ¥ oOriginal ¥ Invoice ¥ Audit ¥ signature = Signed ¥
va-23A4ug2016-01 Type : TaxInveice File Copy Trail Details Invaice - Attachments
42KB 10KB 19KB 112KB
o i & §
Invoice No :  KA-SIGN- Document ¥ Original ¥ Invoice T Audit ¥ Signature I
INT1-AugZZ Type : Cradit Note File Capy Trail Details Invoice
43KB 7KB 34KB 19K8
& 3 E F
Invaice No : KA-SIGN- Document © Original T Invoice T Audit ¥ Signaturs & e
INTi-Augid Type : Credit Note File Copy Trail Details Invoice 9
43KB 7KB 34KB 19KB
4 . 4 . R . B x
Invoice No : Document ¥ Original ¥ Invoice T Audit ¥ signaturs S
va-194ug2016-02 Type : TaxInvoice Filz Copy Trail Details Invoice
4ZKB 10KB 37KB 19KB

=5 TItems 1to5of147 NextS5» View s w  items

¥ E &
¥ Pending Download ¥ Prohibited | ¥ Pending File Generation

Total Download Size : N P . N
15511 KB Exceeds the Size Limit for Emai Delivery.

Delivery Made :

Email
Mailbox 0

Upload Unrelated and Non-sequential Invoices

From the Search Archive page, you can search for invoices with non-sequential
invoice numbers and upload them as .csv files.

Search for Non-Sequential Invoices or Unrelated Invoices

When searching for these types invoices, specify a specific invoice number or
range, for example, invoice numbers 100 to 200. You can also search for invoice
numbers that are not sequential, for example, Invoice 1, Invoice 542, Invoice
10137, etc.

Then, instead of having to perform multiple queries, you can upload a list of
unrelated, non-sequential invoices in a comma delimited value (csv) file to the
search page.

1 Create a list of invoices, and save it as a .csv file.
Note: The list can contain up to 500 invoices.
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H - - - Invoice List_Upload from Excel.csv - Excel ? ®E - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT ENTERPRISEC KarinPr.. - H
A2 - ﬁ- 1 v
A B C D E F G H I J =
1
2 1
3 32
4 543
5 6789
6 100456
7 -
| Invoice List Upload from Excel = () F v

2 Select Invoice List on the Search Archive page.

Transaction Date Range

Time Frame: Specific Date Rang ¥

From date: 2015-08-; @ 00:000  Todate: 2016-08-; E 2359

Document Details

Order# o Deliver Note
Document Type: Salect - Currency: Seleer

4

. Invoice# | | i
() Trwaice Mumber | | To \:I
Range From
@ 1nvoice List Ne file sslected,
(Upload)# o
Invoice Value(ind VAT) Sek w
Invoice Value(exd VAT) Seh w

Status Select -

3 Click Browse, and specify the location of the .csv file to upload.
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8

| File Upload =
i
U Q ‘ . = IMAGES » Reports - Active Invoices » Search Archive v‘ +2 | | Search Search Archive R
L]
Organize ¥ New folder = o 1 @
[ Favorites Documents library P
Ml Desktop Search Archive -

i Downloads

~» Recent Places e

. Libraries

‘|, Documents
4. Music

=, Pictures

i Videos

& Computer
=¥ Windows (C) -

4

-

Name

£.| Invoice List_Upload from Excel.csv

£ Invoice List_Upload from Excel.xlsx

File name: Invoice List Upload from Excel.csv

Date modified

8/17/2016 111 PM
8/17/2016 10:09 A...

1"

Type

Microsoft Excel Comma Separated Values File

Microsoft Excel Worksheet

b

- [All Files ¢ -

I Open I | Cancel ‘

The invoices display in the Invoice List.

Note: You can also use the text field with comma separators to search for
multiple invoices or type ‘*' for a wild card search, for example *, *ABC or

*ABC*.

Format Non-Invoice XML Files

This feature allows you to view and download HTML representations of the
following types of documents:

Trading Grid Online

m Timestamp Files

m Government Sent Responses

m Failed Delivery Notice Acknowledgements

m Deadline Passed Notice Acknowledgements

m Delivery Receipt Acknowledgements

= Rejection Notice Acknowledgements

m Transmission Notice Acknowledgements

= Outcome Notice Acknowledgements

m Application Responses

m Cancelled Acknowledgements
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To non-invoice XML files
1 Search for the invoice you want to format.
The Invoice List displays the requested invoice.

@ Generate PDF

Invoice No @

O

Document Type # Currency  Invoice Amount{incl VAT) # Invoice Amount{excl VAT)

D TWTZ2015000124054  TICARIFATURA

) Download / Deliver

TRY 29755.47

) print Invoice(s)

-

e B

) peliver Invoice Copy
Invoice Date ¢ Invoice Creation Date| “
Monday,

February 01,
2016

Manday, February 01,
2016 | 11:21:36 GMT

4 111

« Previous 5 Items 1to1of1l

Next 5 »

View 5

¥  items

S

[ Seveischedie Rmpot | [ SsveiSchedue frictatie Reort | | Back to Sewen |

2 Click the invoice in the list.

The Invoice Information page displays.

Invoice Information

Invaice No: TWT2015000134054 Document Type: TICARIFATURA
Your Legal Entity Unique ID: 1234567801 Partner Legal Entity Unique ID: 1234567802
My VAT ID: Biiyiik Mikellefler Partner VAT ID: Gankaya
Currency: TRY Invoice Amount(incl VAT): 29755.47
Invoice Date: Mandsy, February 01, 2016 | 14:42:00 GMT GXS Date: Manday, February 01, 2016 | 11:20:43 GMT
Function: Original Function Description: Accepted
Archive Files(Sender)
Orgins! File
Signed Invoice
Audit Trail
Native File
Application Respanse File (=
ot o
4 b

The Application Response page displays the formatted invoice information.

Below are examples formatted non-invoices XML files.
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Example TimeStamp File:

T ire.net/TigerPertal TigerainPage dofasfic, O + & © || @ UpenTon Treding Grid Onfi | | o3
My Profile  Logout
™ ; . : Logged in as: HC_B2GITALYSUPZgra.com
EXT ‘ Trading Grid Online Thursday, Seotembar 01, 2016 3:55 AM, GHT
berations Center  Active Documents  Transaction Manager Community Manager  Account Manager  Reports
Invoice No: VA_B2GIT_VS.18-04 Document Type: FaTTURRSS Al
Your Legal Entity Unique ID: ERGITALYSUPPL Partner Legal Entity Unique ID: BAGITALYAGEUYL
My VAT 1Dz 04183010158 Partner VAT 1D: 00212840235
Currency: EUR. Invoice Amount(incl VAT): 3
Invoice External Id: 65115 Goverment Receive Date: Monday, Decamber 21, 2015 | 06:56:04 GMT
Invoice Date: Mondzy, December 21, 2015 | 00:00:00 GMT GXS Date: Monday, Decambar 21, 2015 | 06:45:08 GMT
Function: Original Function Description:
Archive Files(Sender) (& i ile&lfmsUri=filelD™1293a586-dfe-422-b39b-6c03d33b - Internet .. m
Original File Cownioas| Ttalian Time Stamp A
Signed Inveics View Sefbescriptisn
invaica Capy Sowrioas] [ Dot | 1D - 00D00000-DR00-0000-0000-00000DAF 01
Timestams File Crestnghppicaion
Name  Active Imvoice With Compliance
Native File Version 517
Producer QpenText
| vac
1D :00000000-0000-0000-0000-00000MI0AFOL
VdCGroup
Label
Acknoviledgamant Files) Process
.{g:x Role: PreservationManager  Type:pensen
AgentName
First Name: Vers
Last Name: C
Formal Name:
,\lgmm Scheme: TaxCode
Agent Role: Delegate  Type:crganization
Attachmants *ﬁ:‘i‘m E
Name:
! | LastName: v
Formal Name: TrustWeaver AB

Example Government Sent Response

|oparations Center | Active Documents | Tranzaction Marager  Community Managsr | Atcount Marager

Invice No: VA BXGIT V54508 Document Type: FATTURARA
Your Legal Entity Unique 1D: BGITALYSURPL Partner Legal Entity Unique 1Dt B2GITALYNGEUYT

My VAT ID: gz Partner VAT 10: 0212840235

Currency: By Invoice Amount(in VAT): 3

Tnuoice External Td: B511S Goverment Receive Date: Monday, Decamber 21, 2018 | 06:S6:03 GMT
Invoice Date: Monday. December 21, 2018 | B0:00:00 GMT GXS Date: Monday, December 31, 2015 | 06:45:08 GWT
Function: Onignal Function Description:

Archive Files(Sender)
Original Fia

Signed Invoce

Invoe Copy
Timestamg File

Native Fie

Govamment Sent Response

Acknowiedgament Fiels)

Deading Passed lotice
Transmission Netice.

r
0 hap in sicweb
kil At & https:/dtg.qa.gxsonline.net/aicweb/InvoicelnfoAction &
| | Govt Response g
Body 3
rispostaSdIRiceviF ile
J A '
{ 65115
DataOraRicezione - 2015-12-21T12-26/04 223-05:30
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Example Delivery Receipt

Joperations Center

PENTEXT™ | Trading Grid Online

Active Documents | Transaction Manager | Community Manager | Account Manager

Reports

Logged in a1: HC_§]
Thursday, September

Acknowledgement File(s)

Arrachments

Tvoice No: VA BIGIT_VS.18-0A Document Type: FATTURAPR,
Your Lagal Entity Unique 1D BGITALYSIPPY Partner Lagal Entity Unique 1D: B2GITALYNGEUYL

My VAT 1D: Baag3108s Partner VAT 1D: 00212840238

Currency: ER Tnvoice Amount{ine] VAT}: E

Tnvoice Extemal Id: 5115 Goverment Receive Date: Wonday, December 21. 2015 | 06:56:0k GMT
Tnvoice Date: Mondy, Decerber 21, 2015 | 00:00:00 GMT GXS Date: Monday, Dacembar 21, 2015 | 054508 GHT
Function: Orignal Function Description:

Archive Files{Sender)

Qriginal Fle

Signed Invaice

Inverce Copy

Timestamp Fie

Native Fie

Government Sent Response.
Delery Receint
Faled Dabvary Notice
Ragaction Notica
Outcome Motice
Deadiine Passed Netice
Transmission Netice

Astachment 1

n P T A ; ; =

fd4f1889-16af-4b2d-95c2-5c050b87e.. L = 1. [WES

[ httpsi//gtg.ga.gxsenline.net/aicweb;

Ricevuta Consegna

Identificativo Sdi: 31694579

Nome File: 1T04183910159_00bNe.xm|

Data Ora Ricezione. 2016-02-18T08:09:48,000+01:00
Data Ora Consegna’ 2016-02-18T08:09:56.000+01:00

Destinatario: UF4CAO Azienda OSpedaliera Universitaria OO.RR. $an Giovanni di Dio e Ruggi

d'Aragona - Uff_eFatturaPA
Message Id: 218266723
Mote. Per monitorare lo stato del file vai al seguente indirizzo:

oicelnfoAction.do?method =viewXMLFileBfmsUri=file]D* {d4ff889-16af-4t &

P Pa.gov.

LitiSdi2FatturaF I d0?id=3169456798p=06339fd4-5179-4fdc-

File can fema

158

Trading Grid Online



ACTIVE INVOICES WITH COMPLIANCE 8
Search for Invoices Using Active Invoices

Example Failed Delivery Notice

PENTEXT™ | Trading Grid Online Trueter Septambe 02, 303

[Operations Centar  Active Documents | Transaction Manager  Community Manager  Account Mansger | Raports

Tnvaice No VA_BIGTT_V5.16-04 Document Type: FATTURAPA
Your Legal Entity Unique 101 BXGITALYSURPL Partner Legal Entity Unique 107 BIGITALYNGEUY:

My VAT ID: 04183910159 Partner VAT 1D: 212840035

Curmency: R Tnvoice Amount(incl VAT): 3

Tnvoice External 1d: 65115 Goverment Receive Date: Monday, December 21, 2015 | D5:5604 GHT
Tnvoice Date; Manchy, December 21, 2015 | 00:00:00 GMT GHS Dates Maonday, Decerrber 2L 2018 | 06:45:08 GHIT
Function: original Function Description:

Archive Files(Sender)

Originsl Fie

Signed Tnvaice:

Tnvoice Copy

Temestamp Flie

Native File

‘Govarnment Sent Respanse
Belvery Receipt
Faied Delivery Natice
Rejaction Natice
Outcome Nerxe
Desdine Passed Harics
Transmission Netce

acknowledgement Flels)

Actachments Attachment 1 [ Cownisa | }

qtg.ga.gxsonline.net/aic on.do?method=viewXMLFile&fmsUri=filelD~3b8; b4-42dc-b393

s con frma siettronca - Verons 1.0

Notifica Mancata Consegna

Identificativo Sdi- 31485401

Nome File: IT04183910159_00bFn.xml

Data Ora Ricezione: 2016-02-17T06:32:53.000+01:00

Descrizione’ Non & stato possibile recapitare la fatturale al destinatario.Sono in corso le necessarie verifiche,al termine
delle quali si pi 3 a¢ un nuovo tentativo di tr issi Si rimanda p ad un i ivo l'invio
della ricevuta di consegna.

Wessage Id: 216934730
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Example Rejection Notice

Joperations center

Active Documarts.

PENTEXT™ | Trading Grid Online

Transacticn Manager

Community Manager | Accourt Manager | Reports

Tegged n o
Tharsday, Septemb:

Invoice No: VA_B2GIT _VE.18-04 Document Type: FATTURAPS
Your Legal Entity Unique TD: BAGITALYSURPL Partner Lagal Entity Unique 1Dz B2GITALYNGBUYL
My VAT ID: 04163920159 Partner VAT 1D: 00212840035
Currency: EWR Invoice Amount{inc VAT): 3
Invoice External 1d: 85115 Goverment Receive Date: ‘Mondsy, December 21, 2015 | D5:88:04 GMT
Invoice Date: Maonday, December 21 2015 | 00:00:00 GMT GXS Date: Monday, December 21. 2015 | 06:45:08 GMT
Function: Original Function Description:
Archive Files{Sender)
Criginai Fie
Signed Tnuoice
Invoe Copy
Timastamp Fils
Mative File
Governmient Sent Response
Delivary Receipt

Faied Delvary Hatice

Acknovledgrent Fivla) Raaction Hotca
Outcoma Motice
Ceadine Passed Natice
Transmission Notice
| S
Atschments Antachment 1 {Soanom | |
|
| i [Ia} 4 i ivoi i=filelDAaccT1219-8941-4874- 2184-011(57.,, |12 |12 [t S »

[ https://qtg.qa.gxsonline.net/aicweb/InvoicelnfoAction.do?method=viewXMLFile&fmsUri=filelD* acc71219-894 €

Notifica Scarto

Identificativo Sdi: 31695665

Nome File: 1T04183910159_00bRY.xml
Data Ora Ricezione: 2016-02-18T08:28:34.000+01:00

Message Id. 218272008

Lista errori

timna eieitranics - Vi

| Codice | [t}

| 00311 | Codice Destinatario non valido © codiceDestinatario non trovato |
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Example Outcome Notice

PPENTEXT™ | Trading Grid Onlioe T et

|Operations Certer | Active Documents  Trarsaction Manager  Community Manager  Account Manager | Reports

| Invoice No: VA_B2GIT_VE.16-08 Document Type: FATTURARA

| Your Legal Entity Unique 10: BIGITALYSURPL Partner Legal Entity Unique 10: BIGITALTHGEUYL

| My VAT ID: [ Partnor VAT ID: oRazBAE

Carrency: R Trvoice Amount{ind VAT): 2

| trwoice Extemal td: s11s Goverment Receive Date: Monday, Dacember 21, 2015 | D5S6:0% GHT
Menday, December 21. 2015 | 00:00:00 GHT GXS Date: Menday, Deceriser 21, 2015 | 08:45108 GMT
Orignal Function Description:

Government Sent Response
Delery Recent
Faied Delvery Notice
Rapection Notin
‘Dutcome Notice
Deadine Paszed Notice
Transmission Nexice

Acknavdedgement Fla(s)

Arzachmants #xtachmant 1 Cawnad | |

B [ htto: v ion - 15Uri=filelD " la2c63a-b392-4; ad13-83d754¢ad611 .. L 1) [RE e
wXMLFile&fmsUr D*Ha2e63a-b392-43f5- 8, ||

[3 https://qtg.qa.gxsonline.net/aicweb/InvoicelnfoAction.do?method =y

Notifica Esito

Identificativo Sdi- 31694487
Nome File. IT04183910159_00bMX.xm]
Message 0 218286705

Esito Committente
Identificalivo Sdi. 31694467

Riferimento Fattura

Numero Fattura. 16018919
Anno Fattura: 2016

Esito: EC01 (Accetiazione)
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Example DeadLine Passed Notice

prPENTEXT™ | Trading Grid Online

[cparations Canter | Active Documants | Transaction Manager | Community Manager  Account Marager | Ruports

Irvoice No: VA BIGIT_VE.15:04 Document Type:

EATTURAPA
Vaur Legal Entity Unique 10z BIGITALYSUPPY Partner Lagal Entity Unique 10 B2GITALYNGEUYE
= o My VAT 1Dx SagimIee Partner VAT 10: W
1 Trisding Partrership Currency: R Trwvoics Anmount{inc VAT) 3
| Tenmmaction Trwoice External Td: ssus Goverment Receive Date: Monday, Dacember 21, 2015 | 08:56:04 GHT
Trvoice Dater Mondsy, December 21, 2015 | 600000 GMT GXS Date: Meridey, Dacamber 22, 2015 | DE4S08 GMT
Function: orignal Function Descriptiont
Mechiva Filas( Sender]
Criginal Fla
Sizned Invsice
Trwaice Capy
Timestams Fis
Hative Fie
Governmaent Sem Responie
Delivery Racent
Faded Dabvery Naee
sdndedgement Fils) Fagaction Netice
Outcome Naxice.
Baadine Bassed Hotics

Transmgion Hotice

Notifica Decorrenza Termini

Igentificative Sdi- 30139776
Nome File. 1T04183910159_00ZC4.xml|

notifica dell'esito da parte dell
Message id' 218182319

quelle per le quali si e’ gia® esito (di

aachments attachment 1 (o |
& = = Ve = FlelDAchbeleds-Tdb0-4572-0917-016957414189 - detastore CSl-apaiD.-
[ hutps://qrg.qa.gxsonline.net/aicweb/InvoicelnfoAction.do?method XMLFile&fmsUri=filelD* cbbeBed6-7db0-45f2-9917-a

Descriziene: 11 pl dig della in oggetto siritiene concluso per decorrenza dei termini previsti per ia

Mote Se 'identificativo Sdi si riferisce ad un lotto, la decorrenza termini riguarda tutte le fatture del lotto ad eccezione di
o rifiuta).

162

Trading Grid Online



ACTIVE INVOICES WITH COMPLIANCE 8
Search for Invoices Using Active Invoices

Example Application Response File

My Profile  Logout

st.l:radmand m.‘mv‘;;m‘.. V.13, 2 2:02 PM, //T‘ = G S
Online
Operations Center  Active Documents | Account Manager  Reports.
t Invaice Trdormation
Detive s
Statiss Repo Invoice No: TWT2015000134054 Document Type: TICARIFATURA s
Your Legal Entity Unique ID: 1234567801 Partner Legal Entity Unique 1D: 1234567802
My VAT ID: Buyuk Mikelefer Partner VAT I0:
Currency: TRY Invaice Amount(inc] VAT): 2975547
Invoice Date: Monday, February D1, 2016 | 14:42:00 GMT GXS Date: Monday, February 01, 2016 | 11:20:43 GMT
Function: Oniginal Function Description: accepted |
s i ‘
Orginal File Domelond
Signed Inveic Ve |
Invoice Copy Barioad
Audie Trall Dewrioad
Hativa File Osuricad
Applicstion Respenze File ] @ |
] s ‘
< = - %
~ Application Response
Bk ‘PP i ~
UBLVersionID: 2 1
ProfilelD: TICARIFATURA
UUID: 35ef6550-c0-4751-201e-077 1 c3e6f960
IssueDate: 2016-02-02
TssueTime: 14:50:26.6880840+02:00
Note:
Signature
ID schemelD: VEN_TCKN
1234367802
SignatoryParty
WebsiteURI:
Partyldentification
ID schemeID: VKN
1234567602
PartyName
N
1ID: 1234367890
StreetName: Thlamur Mahallesi Selvi Caddesi Sedir Sokak
Number: 75 A |
CitySubdivisionName: Kizilay
CityName: Ankara
PostalZone: 06100
Country
IdentificationCode: TR
Name: Turksye 0% - 4
PartyTaxScheme v
Name: Cankava

Example Cancelled Acknowledgement

(Operations Center  Transaction Manager Community Manager ~ Reports  Account Manager

Invoice No: 7305 Document Type: DA
Your Legal Entity Unique 1D: AAADIOI0IARA Partner Legal Entity Unique 1D: AADII0ZARA i
My VAT ID: Partner VAT ID:

Currency: usD Invoice Amount({ind VAT): 172215

Tnvoice Date: Wednesday, March 03, 2016 | 01:01:37 GMT GXS Date: Thursday, March 10, 2016 | 06:22:46 GMT

Function: Original Function Description: Cancelled

Archive Files(Sender]

Original File Downioas
Signed tnveice Vi
Invoice Copy Ocwninas.
Aydit Trail Devweiazz
Cancel Signed File Dowsiond ’ Vs ‘
E1
@ hitpsibetagrid e e : 443f-401b-ackd ~Intemet Explorer [ =
v
Acuse Fecha: 2016-03-09T01.01:37 RfcEmisor: AAAO0I0101AAA —
L€ | Folios >
TUID : 733A7143-370E-48BD-8 1IEA-A4E6ESEE4162

EstatusUUID - 201
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Invoice Information Page

The Invoice Information page differs for Buyers and Suppliers, and differs if the
invoice is a signed or non-signed EDI invoice, or a Credit Note.

This page is accessed from the Invoice Archive - Search Results page. See “Search
for Invoices Using Active Invoices”.

Signed Invoices
The following Invoice Information page is for a Signed Invoice.

Invoice No: MITIQA-Apr23-01 Invoice Type: TaxInvaoice
Your Legal Entity i recp oy Partner Legal Entity 1rorcgpy
Unique ID: Unigque ID:
Currency: CHF Invoice Amount: 330000.00
. . Monday, April 23, 2012 | . Monday, April 23, 2012 |
Invoice Date: 12:21:23 GMT GXS Date: 014: 58: 45 GIT
Function: ORIGINAL Function
Description:
Archive Files{(Buyer)
Criginal File
Validated Signed Invoice - Revslidate
Invoice Copy
Audit Trail
validation Report Download
Back

Non-signed EDI Invoices

The example below shows the Invoice Information page is for a Non-Signed
Invoice.
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' Invoice Information

Tnvoice flo: W02
YourlegalEntity
Unique I0: HicHs
Currency: EUR

. 08, 20111
Involce Date: 05:30:00 15T
Function: CRIGINAL

Invoice Type:

Partner Legal Entity
Unigque 1D:

Invoice Amount:
GXS Date:
Function Description:

Commercial invoice
MICHBUY1

103692.08

ai0s, 011
17:56:02 16T

Archive Files(Supplier)

Criginal File
Tax Exemption Justifying Document
Summary List

Audit Trail

[l

Send PDFs to AIC

If authorized by your System Administrator, users can send PDFs created on their
system directly to AIC for signing and storing.

Authorize AIC to receive and sign PDFs

Note: The System Administrator must set the following:

= In the Account Manager: Service Configuration page, set the subscription
package to Active Invoice Sign Incoming File-Sender for the

subscription.

m Set the Process Type to Active Invoice Sign Input in the Legal Profile

section.

| company protie [N ]
trade Reisterumber
oo —
e s
Service
lm
- | rimtheme: —
[T —
|SACOSS COS

Locale : y
Legal Profie [Engien |
. et ”
£ - Seleet | Delaull | Conlact 1d First/ Given .

e O * 32862 e
i (=)
Process Selection

®) actece Invoice Sign Trput

Ative Invoice Sign

Digital Signature Information

Damestic

Exception Rules :

Receiver Legal Lntity Unique 1d : |
Process Type :

Last/Family Namse

==

Time Zone

Locale
Englsh

| Cross Border

Job Type: CADESA

Extn: [
[ 57 6 it ~
L] mayhght savegs tene chserved
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Below is an example of the subscription required for this feature.

Operations Center | Active Documents  Supply Chain Services | Msg Center Admin =~ Community Manager  Account Manager = Reports = SLM | Internal Admin Tool

] Community Manager: Subscription

e

Comoany, ‘ [ pac Mestle
HC_sIPSUP D Active Documents - TGMS Support
- T [ active 1nvoice Sign with Duplicate Check-Sender{Govt Approval Reqd)
mpany Profile
Bony [ active Invoice Archive Signed File with Duplicate Check-Sender(Govt Approval Reqd)
User Management [ active Invoice Non Signed EDI SP
User Action History [ Active Invoice Validate File with Unsigned PDF container
Trading C ity [ Active Invoice Archive Validated File with Unsigned PDF container

[ active Invoice validate File with Signed PDF container
Manage Business . g 4
Partnership [[] active Tnvoice Archive Validated File with Signed PDF container

[ active Documents - Document Search

Subscription

[ active Invoice Non Sign With Human Readable Image Without Duplicate Check-Sender
Current Subscription

[] Active Invoice Archive for Non Sign With Human Readable Image Without Duplicate Check-Sender
Add Subscription = . z
Active Invoice Sign Incoming File-Sender
TGSubscription [ Active Invoice Archive for Sign Incoming File-Sender

Service Configuration ] active tnvoice Non Signed Process with Unsigned PDF container for Receiver

[ active Invoice Archive Non Signed Documents with Unsigned PDF container for Receiver

Billing

- [ active Invoice Non Signed Process with Unsigned PDF container for Sender
Col R rt

I munity, Bepo) [ active Invoice Archive Non Signed Documents with Unsigned PDF container for Sender
Document Tracking [ active Invoice validate with Duplicate Check and TP Report List

Policy [ Active Invoice Archive Validated File with Duplicate Check and TP Report List

[ active tnvoice Sign File With Duplicate Check-Sender
[ active Tnvoice Archive Signed File With Duplicate Check-Sender

[ active tnvoice Non Signed Process Without Duplicate Check-Sender
inance Too [ active Invoice Archive Non Signed Documents Without Duplicate Check-Sender

on Criteria [ pisable Hub Document Delivery from Trading Partners

] pata entitlement Service

[ active Documents - Interchange Search

[ Active Documents - Document Level Tracking

peapiinsri [] ReportsPkg

W1 Files and Documents Search

O bac

Important: When AIC receives the data and creates the PDF, it validates that all
of the incoming data is legal and compliant. To create a legal invoice, AIC reviews
the data and makes sure that all mandatory fields are complete, then creates the
PDF. If a user sends the PDF, AIC cannot validate the content or open the PDF to

make sure all mandatory fields are completed.

Process EDI Batch Files as Signed EDI Invoices
AIC supports multiple invoice signing and validation processes.
EANCOM Signature Rules
This feature supports the following EANCOM signature rules:

s EANCOM-IDEAL-EVIDENCE

s EANCOM-AECOC-EVIDENCE

s EANCOM-GS1AT-EVIDENCE

m EANCOM-GS1AT2-EVIDENCE

Information Links

The Invoice Information page differs depending on if you are Buyer or Supplier and
if the invoice is a signed invoice or a non-signed EDI invoice, or a credit note. You
might not see all of the following information
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8

m For the Original File: Click Download to download, or view, a version of the
original unsigned invoice. The format displayed depends on how the invoice was

created. For example:

File Edt Format  Wiew Help

k?xml wersion="1.0" encoding="UTF-8"7>
<Imvoices
<InvoiceHeader
<Invoicenumbers
<Reference:
<RafNum>MITIQA-ADr20-04 </ Refhum>
</References
</IrmvoicenMumber >
<Invoicelssuebatex20120420T12:21:23</Invoicelssusbates
<Irwoicereferencess
<Purchaseorderreference:
<PUrchaseordernumber
<Reference:
<RefNumzTest-01-C0-100517ai < /RefHum:
</references
</Purchaseordernumber >
</Purchasecrderreferences
<ASHNUmber -
<reference:
<RefHum>2-1201</Refnum:
</References
</ BsHnLUmber -
</Invoicereferences:
<ImvoicePurposes
<IrvodcePurposeCoded»0riginal </TnvoicePurposeCodeds

m For the Validated Signed Invoice: Click View to view the Signed Invoice in a

PDF format.

You can then do the following in the PDF document,

Click To

Go to a specific page in the invoice.

See the digital signature.

View and reply to comments or markups in the invoice.

View invoice attachments.

EoEg

m Revalidate to view the signature and digital certificate details in a

readable format

Signature Details

Signature time-stamp details

Signature validation time-stamp details

Time: Monday, April 23, 2012 | 07:00: 15 GMT

Time: Monday, April 23, 2012 | 07:00: 15 GMT

Certificate issuer{Certificate Authority) details:

Time: Monday, April 23, 2012 | 07:00: 15 GMT Qrganization: Generic Development CA Organization:
algorithm: SHA 1withRSA Mame: Generic Development CA Trust Server CA Mame2:
Country: SE Country:

Certificate issuer(Certificate Authority) details:

Organization: Generic Development CA
Mame: Generic Development CA Trust Server CA Mame:
Country: SE Country: SE

Certificate issuer(Certificate Authority) details:

Organization: Generic Development CA
Mame: Generic Development CA Trust Server CA Mame:
Country: SE Country: SE

Signatory(Certificate holder) details :

trustWeaver AB
TSCA-TEST sim
certinomis

SE

Signatory({Certificate holder) details :

Organization: TSEIOD-TEST Signing Service
TSEIOD-TEST Signing Service

Signatory(Certificate holder) details :
Organization: TSEIOD-TEST Signing Service
TSEIOD-TEST Signing Service
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168

= For an Invoice Copy, click Download to download a formatted copy of the
original invoice in a PDF document.

m For the invoice Audit Trail, click Download to view or download the process
lifecycle of the invoice.

Client: HC_AICSWCSNID
Sender: ZEATCEWCSNI0 Becaiver: ZEATCEWCBNI0
Sender Ref: 223102841 App Ref: INVOICE
GXS Ref MNao: D-10006 306000
Document Type: INWVOICE
Primary Kev: INVOICE_NUMEER - MITIQA-Apr23-01
Secondary Eey: EUYEER_LEGAIL NAME - Tes-Buyer-001
BUYER_UNIQUE_ID - MITSIGBLP1
INVOICE_TYPE - TaxInvoice
SUPPLIER_LEGAL NAME - TEST-Seller-001
SUPPLIER_UNIQUE_ID - MITSIGSLF1
INVOICE_VALUE - 330000.00
INVOICE_CURRENCY - CHF
INVOICE_DATE - 2012-04-23T12:21:23F
Direction: OUTBOUND
Error Srams: Thiz Documenr: No emor
Life cycle: No egfror

W ..

Stams History

Drata Validation Sueeess
Human Readable Invoice
Image generation soccess
Sign Success

Supplier Archive Soccess
Signamge Validate Success
Buyer Archive Success
Processing Success
Signamge Type

Active Invoice Sign PDF

23-APR-12 04:539:55
23-APR-12 05:00:06

23-APR-12 05:00:22
23-APR-12 05:00:35
23-APR-12 05:00:38
23-APR-12 05:00:50
23-APR-12 05:00:53
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m For the Summary List, click Download to view or download the Summary List
showing all message transmissions, both sent and received, associated with the
invoice. The list also indicates any anomalies detected at each transmission. This
list is generated once per day.

Active Invoice Summary List

tature of - we Da (Y GAT Arcerd :
Parston Purcton Deseipion | Ieuie N et ey | Dt o ey I Feopert e
Dourat e
TasCoMENCm | DUPUICAT | FALED DUBLICATE paveeC | I B3840 | oy 1.08-30 1008 [snoos-ca e [raooonon  [1seomome o u et e 8.0 0083
£ E_WALIDATION Ll A 1100 RS
us us
TasSegittice [ORIGIAL |PALED DATA VAUDATION |Iucomddests (on:108-2t 1008 (209000-2e0008 [teonoomo  [se00000  |ooF ] 4 AT 5010083
0 Incieanagar §100 e
% s
TaCedithon [ORUGENAL. |INACTIVE LEGAL ENTITY R | mociesd838204 210821 10:08 [20900s-2enve [reooonne  [1ssooce o ) 040 C 50 0083
ELATIONSHIP H indraregar 1007 mes
) us
TasCremiom [Ofacaur, |maacTrve_Leca et o | mcionafdsans 10820 1008 [sowooe2envos [mmos  [vsmom o 2 man s 800 0008
ELATIONSHID -1 PR §1000 oA
um us
weCovomion |OFGmuL. | PAACTIVE_LEGAL ENTITY_Rt I d80and | 210620 1006 |3000-00-20 0008 [raoiiaay  |1iea00m (o 6% a0ad 8.0 D313
ELATIONGHR oz e 30 a2
us us

m For the PDF Container, click View to see the document and all its related data.
Once you open the “container,” on the left side of the page click the attachment
icon to see all the associated documents in the container.

!'_z-i':'_.-' Sipued ﬁ:n.:l:!'\-i'l_tlhjd:l'hl arva I‘li. L’H_ Sapa ke Para
|_.| Attachmonts FI TI s e |2 TR
Tl v Tl [ Y EIAL]

§ Y e o[ R T R

MMz =
i m_

1 "
S L] Ohinginal
d. ﬁ.ﬁyu.l.a'l\ﬂ.t; s g Tawmn
iy —
e TE Mgnesinvopz o= TEgnd TR TENT R T i v cger Cas N A

Sk Sarrail

1 =] R = (S

S Lo

m For the Tax Exemption Justifying Document (for more information, see “Tax
Exemption Justification Documents” on page 172), click Download to download
or view the associated document justifying VAT exemption in a PDF format.
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SAMPLE COVER LETTER FOR FORM 35004
(This letter is not required.)
Franklin Community Development Corporation
333 Franklin Avenue
Franklin City, CA 35520
(707) 555-5400

January 10, 2008

Exempt Organizations Unit MS F120
Franchise Tax Board

P.O. Box 1288

Rancho Cordova, CA 95741-1286

Te Whoem It May Concern:

Enclosed please find Form 35004, Submission of Exemption Request, and a copy of the IRC
section 501(c)3) federal determination letter for the Franklin Community Development
Corporation, a California nonprofit corporation.

The applicant corporation is and will be primarily funded by federal and state government
agencies to provide free counseling, technical assistance, and job training to low -income
individuals residing in economically depressed rural communities in Morthern California
(principally Franklin County). The purpose of such assistance is to promote rural community
economic development by enabling individuals who are either low-income or chronically
unemployed to own and/or operate successful rural-based businesses and cooperatives, and to
engage in efficient agricultural and forest products’ production, processing. and marketing.

Hopefully, the applicant’s involvement in community-based rural economic development will
enable expeditious consideration of its application for tax exemption. The applicant must

See also:

m “Legal Entity Partner List” on page 170

m “Tax Exemption Justification Documents” on page 172

m “Search for Invoices Using Active Invoices” on page 135
= “Invoice Information Page” on page 164

m “Securely Delivered Items” on page 193

Legal Entity Partner List

Important: This topic applies, and its functions might be required, if you have
Trading Partners that send or receive Non-Signed EDI Invoices.

Every Company that sends or receives Non-Signed EDI Invoices must maintain a
file of Trading Partners with whom the invoices are exchanged to log and track
Trading Partner changes. AIC provides a search function that lets you quickly find
an associated Trading Partner's legal entity profile to see if, for example, contact
information has changed or if the Trading Partner E-Invoicing agreement has
terminated.

Note: A Legal Entity is the record of the unique Buyer or Supplier party, typically
from a tax registration perspective, that exchange compliant invoices through AIC.
This is a company or a business unit or division within a company. For example,

Company ABC might operate in three European countries and might be registered
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as a unigue entity with the tax offices of each of those three countries. Therefore,
Company ABC has three corresponding legal entities configured within AIC.

To see a Trading Partner(s) associated to a specific Legal Entity or Legal
ID
1 If necessary, log into the GXS Trading Grid and click the Reports tab.

2 On the left side, click Active Invoices > Active Invoices > Legal Entity
Partner List.

The Legal Entity Partnership List page opens.

COperations Center | Transaction Manager  Reports  Account Manager

Legal Entity Partner
| List

@';Egal Entity Name
* My Legal Entity Name

Partner Lagal Entity Name

O Legal Entity 1d
“ My Legal Entity Id

Bariner Legal Entity Id

* indicates mandatory

Trading Grid Online

3 For My Legal Entity Name or My Legal Entity ID, enter a valid name or ID
of the entity that trades with the Partner(s).

Note: A a valid Name or ID must be entered. If you do not know the exact
Name or ID, contact your Company Administrator.

4 If you are looking for a specific Trading Partner that you trade with, enter that
Trading Partner's Legal Entity Name or Legal Entity ID.

5 Click Search.

The page redisplays listing the Trading Partners associated to your Company's
Legal Entity Name or ID that you specified.
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Active Invoices |
Lagal Entity Fartner
List
Upload Tax
Status My Role My Nama My Address Partner Nama * Partnar Address Start Date of e Invoicing End Date of @ Invoicing
J 3 MICHEURILFL ?Ei’il:if;;-tzsd i bastll Jul 21, 2011 | 032000 IST
Iﬂﬁl’.hlnﬂtl applied to thass qulld'ﬂl'iliiisﬂurinq the Irbf.luﬁg pariad
.,;a 3 ICHEURLILE! Tast Jul 13, 2011 | 0320000 IST
.3 3 ICHSUP1LP MICHNGXBUYLE g!;:;u!“-s Jul 11. 2011 | O%:30:00 IST
:-s 4 Er_.
.3 3 ICHSUPILP MICHBUYILPL %E::;:E:;:-.'\ Jul 08, 2011 | 0S:30:00 IST
Shsemace
d 3 MICHIUEILEL 5?:1423:11 AD=BUYZ Ei;i::e: Jul 31, 2011 | 0S:30:00 IST
From this page you can do the following:
To Description
Resort the listing Click the applicable column header.
View a log of changed . = . .
information Click for the applicable entity.
Download the listing Click _
See also:
m “Search for Invoices Using Active Invoices” on page 135
= “Invoice Information Page” on page 164
= “Information Links” on page 166
m “Tax Exemption Justification Documents” on page 172
Tax Exemption Justification Documents
Important: This topics applies, and its functions might be required, if you have
Trading Partners that send or receive Non-Signed EDI Invoices.
If your Company has a document that justifies VAT exemption, you can upload it
into the Archive. After you upload a tax exemption justification document, it
applies to all subsequent invoices that are sent and received within the Legal Entity
that you specify. This means that
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m For a tax exemption document to apply to an invoice, the Buyer or Supplier must
upload this document before the invoice is successfully sent or received.

m After a tax exemption document is uploaded it applies to all subsequently
archived invoices until a new tax exemption document is uploaded.

For example:

On January 9, 2012 Invoicel, Invoice2, and Invoice 3 are archived.

On January 10, 2012, tax exemption document Version 1 is uploaded and archived.
On January 15, 2012 Invoice4, and Invoice5 are archived.

On March 1, 2012 at 2 PM, Invoice6 is archived.

On March 1, 2012 at 3 PM, tax exemption document Version 2 is uploaded and
archived.

On March 2, 2012 Invoice7, Invoice8, and Invoice9 are archived.

In this example:
= Invoicel, Invoice2, and Invoice3 are not linked to any tax exemption document.
m Invoice4 and Invoice5 are linked to tax exemption document Version 1.

= Invoice6 is linked to tax exemption document Version 1 because it was already in
the Archive when Version 2 was uploaded.

= Invoice?, Invoice8, and Invoice9 are linked to tax exemption document Version
2.
To upload a tax exemption document

Important: The tax exemption document must be in PDF format and cannot
be larger than 4MB.

1 In the Reports Tab, select Active Invoices from the Navigation Panel.
2 Click Upload Tax Exemption Document.
The Upload Document Justifying Tax Exemption page opens.

______ (&) Legal Entity Name
* My Legal Entity Name
T e ) Legal Entity Id

My Lagal Entity Id

indicates mandatory

Upload Tax Exemplion Document

{ Supported Content Typa - PDF Flg Szauptcd ME )

Upload Tax
Exemption Ducumenti
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3 For My Legal Entity Name or My Legal Entity ID, enter the applicable
name or ID of the entity associated with the Trading Partner(s) and the invoices
this document applies to.

Important: You cannot upload a document until you enter a valid Name or
ID. If you do not know the exact Name or ID contact your Company
Administrator.

4 For Upload Tax Exemption Document, click Browse to find your document
or enter the path and filename.

5 Click Upload.
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Trading Grid Analytics

Overview

Trading Grid Analytics allows you to view the business and operational
performance of your trading community and provides metrics for several
performance indicators relevant to customers using OpenText Managed Services.

This chapter explains how to use Trading Grid Online Analytics and describes the
Analytics Dashboard and metric components.

Topics include:

= “Overview” on page 175

= “Analytics Dashboard” on page 176

m “Metrics Tab” on page 183

m “Filter Performance Metrics” on page 189

m “Export Performance Metric Data” on page 199
m “Dashboard Settings” on page 201

Trading Grid Analytics creates a visual representation of your transaction data,
based upon the following Business and Operational metrics.

Operational Metrics (top 10)
- Document Volume by Trading Partner

- Document Volume by Type

Operational metrics measure metadata in
a transaction.

[Cormpany Mama]
Elommy S}

Business Metrics
- Order Acceptance
- ASN Timeliness

- Invoice Accuracy

- Price Variance

- Quantity Variance

I} 5 St 1
[ ezl
-
ot : :
ToTA G 4 s

- Top Trading Partners by Spend

ot Conpu ] Business metrics measure data in the

v e vy qstions showt s e, pann coutuct
[ T
Thask Vo s Vieur s ss?

Involcs Tompdste by VedexdZeom C 2010 Verdexd2 LIC

detail of a transaction.

- Top Products by Invoiced Amount
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OPENTEXT Analytics Dashboard

Reporting Period

The standard reporting period includes the past 90 days. However, your service

agreement might have an expanded reporting period from 13 months to up to five
years.

Analytics Dashboard

The Analytics Dashboard displays the Key Performance Indicators (KPIs) with dial

graphs and bar graphs. See “Analytics Dashboard” on page 176. The system data
is updated every 24 hours.

The information can be filtered in several ways, including by date range for the

reporting period, currency, and more. See “Filter Performance Metrics” on
page 189.

To view the Analytics Dashboard
1 From the Operations Center page, click Trading Grid Analytics.
The Analytics Dashboard opens.

The reporting period is located in the upper-right of the page. The default view
is the buy side of the supply chain.

OPENTEXT™ Trading Grid Analytics
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Dashboard View |Buy Side * | Reporting period | Jul 01,2016 To|Jui2o, 2016 [Hy| | Ape
=
Based con snapshots dated: July 20, 2016 8:13 AM GMT+00:00
Order Acceptance ASN Timeliness Invoice Accuracy Quantity Vanance Price Variance
Delay Threshold: 15 minutes
‘ 95% ‘ ‘ 100% ‘ ‘ 91% | - 6% m oo
Top Trading Partners by Spend e Top Products by Invoiced Amount I
Applied to entire community of 7 partners Applied to entire group of 2 products with [tem Qualifier- UPG {Universal product code)
20,000 50,000 2
@ US Dollar Equivalent @ > @ US Dollar Equivalent
" @ Unknown Currency 5 @ Unknown Currency
2 2
£ 10,000 1 z
@ ] 25,000 |
2
; I Ll :
', % %y LS N -
K 9, ™ r’q E‘s, 0 o
e S g -9 6.
4 £
e %,
Trading Partner “Product
Document Volume by Trading Partner e Document Volume by Type I
+~ 1,000 1,500
5 W Inbound B Inbound
8 B Outbound - B Outbound
& 5
T 500 J § 1,000
: JIJIJ __I E
2 « L1 :
& ol n n_ § 500
% % % %, 4, 9, o, 8
, % e e % %, s,
"y %, %, g, ‘ct“ "8 %, 0
e * = i e k! &, &, & )
¥ ) 9 © 5
Trading Partner Document Type
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Analytics Dashboard

2 If your company is on the sell side, you must change the view.

To change the Analytics Dashboard view
You can toggle the view to either the Buy Side or Sell Side.

1 Click the dial you want to view.
2 Click the View drop-down menu.
3 Select Buy Side or Sell Side.

Dashboard Metrics  Custom Dashboard

Dashboard

Based on snapshots dated: August 22

Order Acceptance

2016 5:43 AM GMT+00:00 Sell Side

Aug 15, 2016 anlAug 22, 2016 Eﬂ [ Apply |

View : Reporting period

ASN Timeliness Invoice Accuracy Quantity Variance Price Variance

Delay Threshold: 15 minutes

‘ 93% . ‘ 85% | TS . 15%

The dashboard updates to the buy side or sell side view.

To change the Reporting Period
1 Click the calendar tools to change the start date and end date.

Reporting period | Oct 01, 2015 E}jl‘o Oct 31, 2015 njj“ Apply |

2 Click Apply.
The dashboard updates to specified reporting period.

3 To view additional details about a metric, click the label or the dial for the
metric.

Analytics Dashboard Top Panel

Trading Grid Online

The top panel displays five business performance metrics related to order
fulfillment.

s Order Acceptance
s ASN Timelines
= Invoice Accuracy
m Quantity Variance
s Price Variance

Percentage is the performance measurement, and the gauge bar color indicates
the range of performance quality.
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Metric

Description

Order Acceptance

Order Acceptance

30% .

Order Acceptance is the percentage of fully acknowledged purchase
orders. The Order Acceptance metric compares two KPIs:

m  The number of orders from the selected time period.
m The number of those orders that were accepted in full.

Note: Partially acknowledged purchase orders ARE NOT fully
acknowledged.

The system used EDI 855's and ORDRSP (a Purchase Order Response)
documents for this metric.

m ANSI - 850 BEGO3 matches to 855 BAKO3.

m The order is fully accepted when 855 BAKO2 = AD, AK, AC, AT, AP
or ZZ.

- BEGO3 = Purchase Order Number
- BAKO3 = Purchase Order Number
- BAKO2 = Acknowledgement Type

m EDIFACT - ORDERS BGM02 matches ORDRSP RFF0102
(where RFF0101 = ON or VN).

m The order is fully accepted when ORDRSP BGMO03 = 6, 11, 32, 44.
- 48BGM02 = Message Number
- RFF0102 = Reference Number
- RFF0101 = Reference Qualifier
- BGM03 = Message Code

ASN Timelines

A SN Timeliness

Delay Threshold: 15 minutes

y,
12%

Advanced Shipping Notice (856 as per ANSI X 12).

ASN Timeliness is the percentage of timely ASN instances created within
the specified delay threshold (default = 15 min).

An ASN is timely if the elapsed time between the interchange date/time
and the document date/time creation is within the delay threshold.

m ANSI - 856 Take ISA09/10 — BSN03/04 = Timeliness.

m If Timeliness < TimeParm (selected by user — 15 min default) then
ON-TIME.

- ISA09 = Interchange Date
- ISA10 = Interchange Time
- BSNO3 = Date
- BSNO4 = Time
m EDIFACT - DESADV Take UNB0401/02 — DTM0102 = Timeliness.

m If Timeliness < TimeParm (selected by user — 15 min default) then
ON-TIME.

- UNB0401 = Date of Preparation
- UNB0402 = Time of Preparation
- DTM0102 = Date & Time Period

178
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Metric Description
Invoice Accuracy Invoice Accuracy is the percentage of invoices that accurately reflect
guantities and prices in the original orders.
Invoice Accuracy m ANSI - 850 BEGO3 matches to 810 BIGOA4.

m Align PO106/07 to 1T106/07.
m Match PO102 to 1T102 (Quantity) & PO104 to 1T104 (Price).
- PO106 = Product Service Qualifier, PO107 = Product Service ID
92% - PO102 = Quantity Ordered, PO104 = Unit Price.
- BIG04 = Purchase Order Number
- IT106 = Product Service Qualifier
- 1T107 = Product Service ID
- IT102 = Quantify Invoiced
- IT104 = Unit Price

m EDIFACT - ORDERS BGM02 matches to INVOICE RFF0102 (where
RFF0101 = ON or VN).

m Align PO LINO301 to Inv LINO301.

m Match PO QTY0102 to Inv QTY0102 (Qty) & PO PRI0102 to Inv
PRI0102 (Price).

- LINO301 = Item Number
- QTY0102 = Quantity
- PRI0102 = Price

Quantity Variance Quantity Variance indicates the average line item percentage difference
between the invoiced quantity and the purchase order quantity.

m ANSI - 850 BEGO3 matches to 810 BIGOA4.
m Align PO106/07 to IT106/07 and PO102-1T102/P0O102*100.

m Then, average the variance of total line items for each Trading
Partner.

m EDIFACT - ORDERS BGM02 matches to INVOICE RFF0102 (where
RFF0101 = ON or VN).

m  Align PO LINO301 to Inv LINO301 and PO QTY0102 - Inv
QTY0102/PO QTY0102 * 100.

m Then, average the variance quantity of the total line items for each
Trading Partner.

Note: Refer to Quantity Variance for EDI Element descriptions in the
Quantity Variance calculations for ANSI and EDIFACT.

Quantity Variance

1%
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Metric Description

Price Variance Price Variance indicates the average line item percentage variance
between prices on an invoice to the original purchase order price.

Price Variance m ANSI - 850 BEG0O3 matches to 810 BIG0A4.
m Align PO106/07 to 1T106/07.
m PO104-1T104/P0104*100 .
25) m Then average the variance on line items.
m EDIFACT - ORDERS BGM02 matches to INVOICE RFF0102 (01 = ON
or VN)
m Align PO LINO301 to Inv LINO301

m PO PRIO102 - Inv PR10102/PO PRI0102 * 100

m Then, average the variance price of the total line items for each
Trading Partner.

Note: Top Trading Partners by Spend and Top Products by Invoiced Amount are
also KPI Business Metrics and displayed as bar graphs.

Performance Default Ranges
Below are the KPI default ranges for the following Business Metrics.

Metric Positive Range Average Range Negative Range
(Green) (Yellow) (Red)
Order Acceptance >=80% Between 20% and 80% <=20%
ASN Timeliness >=80% Between 20% and 80% <=20%
Invoice Accuracy >=80% Between 20% and 80% <=20%
Price Variance <=20% Between 20% and 80% >=80%
Quantity Variance <=20% Between 20% and 80% >=80%

Analytics Dashboard Bar Graphs
The bar graphs display two Operational Metrics and two Business Metrics.
Business Metrics
m Top Trading Partners by Spend
m Top Products by Invoiced Amount
Operational Metrics
s Document Volume by Trading Partners
s Document Volume by Type
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Analytics Dashboard
Business Metrics Bar Graphs
Top Trading Partners by Spend
Top Trading Partners by Spend L]

Applied to entire community of 29 pariners
$5,000,000 4,000,000 _
8 USD Equivalent
8 Unknown Currency

§2,500,000 2,000,000

Displays the top 20 trading partners based on the prices and quantities from the original order.
Note: Documents with missing currency codes are grouped under "UNK" (unknown).
Top partners display by Spend / Revenue of the product ordered.
m 850 Calculate PO102 (Quantity) * PO104 (Price)
m Capture Currency if available.
m Add up all line items.
m ANSI - 850 Calculate PO102 (Quantity) * PO104 (Price)
m Capture currency if available.
m Add up all line items for all PO’s for each Trading Partner.

m EDIFACT - ORDERS Calculate QTY0102 (Qty) * PR10102 (Price).... Capture Currency if available.
Add up all line items for all PO’s for each Trading Partner.

Top Products by Invoiced Amount

Top Products by Invoiced Amaount .r-’

Applied to entire group of 2 products with Iterm Qualifier- UPC (Universal product code)

20,000,000 .
Y 8 US Dollar Equivalent
é B8 Unknown Currency
E
= 10,000,000 1
2
=)
E
0 _% 0
Q.
"t
? %

Product

Displays the top five products by invoice amount, based on the invoiced value and the qualifier that you
select.

Note: Documents with missing currency codes are grouped under "UNK" (unknown).
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Operational Metric Bar Graphs

Document Volume by Trading Partners

Top Trading Partners by Spend
Applied to entire community of 28 partners

$5,000,000 4,000,000 _
B USD Equivalent
B Unknown Currency
$2,500,000 2,000,000

Displays the top 10 trading partners, based on the total number of X12 and EDIFACT documents
sent and received.

The information can be filtered for either Inbound or Outbound transactions.

Document Volume by Type

Document Volume By Type o]

75.000 BB Inbound
@ Outbound
50,000

25,000 |
0 I 11 | [

1
£ e
% B B B M, W % % B %
B, O % %
o Sy 0,

Displays the top 10 document types, based on the total number of X12 and EDIFACT documents
sent and received.

The information can be filtered for either Inbound or Outbound transactions.
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Metrics Tab

The Metrics tab provides access to additional detail for the Operational and
Business metrics, which can be filtered in several ways and exported as a .pdf or
.csv file.

Operational Metrics Detail

To view the detail for Operational Metrics
1 From the Analytics Dashboard, click the Metrics tab.
The Document Volume by Trading Partners page opens (by default).

Dashboard Metrics Clas H0are Custom Dashboard #3

~ Operational

Document Volume by Trading Partner Reporting period [May 01, 2016 M To [2un 01, 2016 PR [ Acply |

Document Volume by Trading Pariner

Document Volume by Type Y Filters

Based on snapshots dated: June 16, 2016 3:17 AM GMT+00:00
~ Business

Top 20 Trading Partners by Total Volume
ASN Timeliness

20 ™ Inbound
Invoice Accuracy 8 Outbound
Order Acceptance

Price Variance 1

Quantity Variance
Top Trading Partners by Spend

Top Products by Invoiced Amount

Document Count
=

2

Trading Partner

2 To view the detail for Document Volume By Type, click Document Volume By
Type from the Navigation Panel.

Dashboard Metrics C dels Dashboard Custom Dashboard #3

~ Operational

Document Volume by Type Reporting period | May 01, 2016 @lTalJun 01, 2016 @” Apply ‘

Document Volume by Trading Partner

Document Volume by Type Y Fiters

Based on snapshots dated: June 16, 2016 3:17 AM GMT+00:00
~ Business
Top 20 Document Types by Total Volume

10 B Inbound
Invoice Accuracy @ Outbound

Order Acceptance

ASN Timeliness

Price Variance 75
Quantity Variance
Top Trading Partners by Spend

Top Producis by Invoiced Amount

Document Count
o
= n m

Document Type
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Business Metrics Detail

To view Business Metric detail
1 From the Analytics Dashboard, click the Metrics tab.
The Operational Metric, Document Volume by Partner page displays.

Note: You can also access the Metrics tab for the five dial graph business
metrics by clicking on the graph.

2 In the Navigation Panel, click the in the Business section for the metric detail
you want to view.

Top Trading Partners by Spend Metrics Page

Dashboard Metrics Classic Models Dashboard Custom Dashboard #3

~ Operational

Top Trading Partners by Spend View Reporting period [Jun 01, 2016 ] To [1un 15, 2016 [ |[ Apely |
Document Volume by Trading Partner

Document Volume by Type Y Fiters

Based on snapshots dated: June 23, 2016 9:52 PM GMT+00:00

~ Business
Top 20 Partners by Spend  (Applied to entire community of § partners)
ABN Timeliness

B Spend (US Dollar Equivalent)

Invoice Accuracy @ Spend (Unknown Currency)

20,000,000

Order Acceptance g
Price Variance
15,000,000 3
Quantity Variance
Top Trading Partners by Spend 2
! § 10,000,000 2
Top Products by Invoiced Amount o

5,000,000 I 1
0 . . | | | -

Trading Partner

Top Trading Partners by Invoiced Amount Metrics Page

Dashboard Metrics Classic Models Dashboard Custom Dashboard #3

~ Operational

Top Products by Invoiced Amount View Reporting period [May 01, 2016 PR To1un 01, 2016 (28] [ Apply |
Document Volume by Trading Partner

Document Volume by Type Y Fitters

Based on snapshots dated: June 16, 2016 3:17 AM GMT+00:00

+ Business
Top 20 Products by Invoiced Amount  (Applied to entire group of 2 products with ltem Qualifier- UPC (Universal product code) )
ASN Timeliness
8 Invoiced Amount (US Dollar Equivalent)

Invoice Accuracy 0 Invoiced Amount (Unknown Currency)

Order Acceptance 20,000,000 .
Price Variance

Quantity Variance 15,000,000 3
Top Trading Partners by Spend §
2
. E

Top Products by Invoiced Amount g 10,000,000 2
s
£

5,000,000 1

0 L

%
: o,
Product
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9

ASN Timelines Metrics Page

OPENTEXT™ Trading Grid Analytics

Dashboard ~ Metrics

~ Operational

Document “olume by Trading Partner

Document olume by Type
~ Business

ASN Timeliness
Invoice Accuracy
Order Acceptance
Price \ariance
Quantity Variance
Top Trading Partners by Spend

Top Products by Invoiced Amount

Custom Dashboard

ASN Timeliness

Logged in as : TGAnalticsUserPP@Opentext.com
Thursday, July 7, 2018 22:3:18 GMT

(7]

View Reporting period | May 01, 2016

Y Fiters | Delay Threshold [0

E]To[‘lu\:? 20

) ooy |

v |HH| 15 * | MM

Based on snapshots dated: June

00 AM GMT+00:00
137,970

66,133
TOTAL ASNs

47.93%

4
TIMELY ASNs ASN TIMELINESS PARTMER COUNT
Last month: 0 Last month: 0 Last month: 0% Last month: 0
{Last month: Apr 1, 2016 to Apr 30
100% = =
| \ | .,--.._
Vs Y i | B _./ \ om ‘|
sooh W I N l—-‘_',.l'
g
‘w-a
0%
%:9/, ‘Erbe’ %aﬂ, %_% ) %»,Q ) 0@,@ ) ‘3:,,2_ ‘h,ﬁ ) D@Q ) ‘B:;,Q_ Df.% ) %@‘Z_ ‘B:‘g,ﬂ’ %,
& & & & ® & & & & & K & & G
10 Least Timely Partners
Siraams Cament Cop.
Peser Auto Parts
Seseer Stesl Farts
Aghe Fipng Systems
0% 10% 20% 0% 40% 50% 60% 0% 80% 50% 100%
ASN Timeliness (%)
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Note: Depending on date range selected, prior 30 days data might not be

available for viewing, and zero displays for the four components measured.
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Invoice Accuracy Metrics Page

Dashboard Metrics Clas Models Dashboard Custom Dashboard #3

~ Operational

Document Violume by Trading Pariner

Document Volume by Type

~ Business

ASN Timeliness

Invoice Accuracy

Order Acceptance

Frice Variance

Quantity Variance

Top Trading Partners by Spend

Top Products by Invoiced Amount

Invoice Accuracy

Y Filters

Based on snapshots dated: June 23, 2016 9:52 PM GMT+00:00

7 1
TOTAL ORDERS ACCURATELY INVOICED
Last month: 7 Last month: 2

View Reporting period | Jun 01, 2016 E]TU[JUH 15, 2016 E” A

14.29%
INVOICE ACCURACY

Lastmonth: 28.57%

{Last month: May 1, 2016 to May 31, 2016)

Invoice Accuracy (%)
20%

10%

y |

1
PARTNER COUNT

Last month: 1

0%

Ko

Top 5 Trading Partners

SAMHITADEY

0% 25% 50% 75% 100%
Invoice Accuracy (%)

Bottom 5 Trading Partners

SAMHITADEY

0% 25%

Invoice Accuracy (%)

50% 75% 100%
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Note: Depending on date range selected, prior 30 days data might not be
available for viewing, and zero displays for the four components measured.
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Order Acceptance Metrics Page

Dashboard Metrics Classic Models Dashboard Custom Dashboard #3

+ Operational

Order Acceptance View Reporting period | Jun 01, 2016 @]Tn[mnls,zms @H Apply |
Document Volume by Trading Partner

Document Volume by Type WEER

Based on snapshots dated: June 23, 2016 9:52 PM GMT+00:00
~ Business

23 0 0.00% 1
ASN Timeliness TOTAL CRDERS ACCEPTED ORDERS ORDER ACCEPTANCE PARTNER COUNT
Invoice Accuracy Last month: 9 Last month: 0 Last month: 0.00% Last month: 2
Order Acceptance (Last month: May 1, 2016 to May 31, 2016)

Price Variance
Quantity Variance Order Acceptance (%)
Top Trading Partners by Spend

Top Products by Invoiced Amount

0% =] m

&,
%"‘é‘r %'Zr
= 5
Top & Trading Partners Bottom 5 Trading Partners
SAMHITADEY SAMHITADEY
0% 25% 50% 75% 100% 0% 25% 50% 75% 100%
Order Acceptance (%) Order Acceptance (%)

The View option for Order Acceptance defaults to Buy Side. If you view this metric
and there is no data, change the view to Sell Side.

Note: Depending on date range selected, the prior 30 days of data might not be
available for viewing, and zero displays for the four components measured.
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This note to be corrected in the next release.Price
Variance Metrics Page

Dashboard Metrics Clas odels Dashboard Custom Dashboard #3

~ Operational = s
= Price Variance View Reporting period | Jun 01, 2016 EITD[Jun 15, 2016 EH Apply |
Document Volume by Trading Partner
Document Volume by Type Y Fitters
Based on snapshots dated: June 23, 2016 9:52 PM GMT+00:00
~ Business
1 9.70% 1
ASN Timeliness TOTAL ORDERS PRICE VARIANCE PARTNER COUNT
Invoice Accuracy Last month: 9 Last month: 8.89% Last month: 1
Order Acceptance (Last month: May 1, 2016 to May 31, 2016)
Price Variance
Quantity Variance Price Variance (%)
Top Trading Partners by Spend 15%
B

Top Products by Invoiced Amount —

10% ——

—
—
5% T
—
—
0% = “'lo
=, =
7. 2
‘Er’a' Yf’@
Trading Partners with Highest Variance Trading Partners with Lowest Variance
SAMHITADEY SAMHITADEY
0% 25% 50% 75% 100% 0% 25% 50% 75% 100%
Price Variance (%) Price Variance (%)

Note: Depending on date range selected, the prior 30 days of data might not be
available for viewing, and zero displays for the four components measured.
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Dashboard Metrics

Classic Models Dashboard

Quantity Variance Metrics Page

Custom Dashboard #3

- Operational

Document Volume by Trading Partner

DocumentVolume by Type

- Business

ASN Timeliness

Invoice Accuracy

Order Acceptance

Price Variance

Quantity Variance

Top Trading Partners by Spend

Top Products by Invoiced Amount

Quantity Variance View el Side [v] Reporting period [Jun 01, 2016 | To [1un 15, 2016 [] Apaly |
Based on snapshots dated: June 23, 2016 9:52 PM GMT+00:00
12 53.80% 1
TOTAL ORDERS Average QuantityVariance PARTNER COUNT
Lastmonth: 9 Lastmonth: 43.67% Lastmonth: 1
Lastmonth: May 1, 2016 to May 31, 2016)
Quantity Variance (%)
56%
54% |
52% e
50% - “'-h,__.a
g, g,
£ g
2 z;
il &
Trading Partners with Highest Variance Trading Partners with Lowest Variance
SAMHITADEY SAMHITADEY
0% 25% 50% 75% 100% 0% 25% 50% 75% 100%
Quantity Variance (%) Quantity Variance (%)

Note: Depending on date range selected, the prior 30 days of data might not be
available for viewing, and zero displays for the four components measured.

Filter Performance Metrics

Trading Grid Online

To search for specific information, you can filter the performance metrics in a
variety of ways, and save a filter as a default.

Metric Type Filter data by

Trading Partner Name

Metric
m Al
Trading Partner Address m All

Business Metrics

Item Qualifier m Top Partners by Spend

Currency m Top Partners by Spend

m Top Products by Invoiced Amount
Document Type ]

Operational Metrics Document Volume by Trading Partner

m Document Volume by Type

Access these filters from either the graphs on the Analytics Dashboard or the
Metrics tab.
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Filter Business and Operational Metrics by Trading Partner

To filter by Trading Partner
1 Do one of the following:
Filter data from a dial graph:

= Click a graph label or anywhere on a graph.

Dashhoard Metrics  Cusiom Dashboard

Dashboard tiod | Aug 15,2016 PR | To| Aug22. 2006 fe|
Based on snapshots dated. August 22, 2016 543 AM GMT +00.00
Order Acceptance ASN Timeliness Invoice Accuracy Quantity Variance Price Variance

Telay Threshold 15 manures

‘ 57% ‘ 93% ‘ 85% ) 9% . 15%

The Metric tab displays the performance detail page for the metric.

Order Acceptance View Reporting period [Jun 01, 2016 E]TD lJun 15, 2016 M“ Apply |
Y Filters

Based on snapshots dated: June 23, 2016 9:52 PM GMT+00:00

23 0 0.00% 1
TOTAL ORDERS ACCEPTED ORDERS ORDER ACCEFTANCE PARTMER COUNT
Last month: 9 Last month: 0 Last month: 0.00% Last month: 2

(Last month: May 1, 2016 to May 31, 2016)

Order Acceptance (%)

0% m =]

&,
%’{g, e,
= &
Top & Trading Partners Bottorn 5 Trading Partners
SAMHITADEY SAMHITADEY
0% 25% 50% 75% 100% 0% 25% 50% 75% 100%
Order Acceptance (%) Order Acceptance (%)

= In the performance detail page, click | Y Fies |,
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The Filter By page opens the Trading Partner Name filter (by default).

Filter By b4

Trading Partnsr Nams Fe

Trading Partner Address

m

|:| Check All
D'ﬁ.f#.'&ﬂ-"\:_l' CORPORATION - 20 RINT
DM’Q&T‘&‘B w

¥ I 3

Cl=ar Adl Flfers = Y- m T

Doyl

m Continue to step 2.
Filter data from a bar graph:
m From the Analytics Dashboard, click E in a graph.
m Click the Filter icon .
The Metric tab displays the performance detail page.
= In the performance detail page, click T Fiters |
The Filter By page opens the Trading Partner Name filter (by default).
m Continue to step 2.
2 Click the checkboxes for names of the Trading Partners for the search.
3 Click OK.

Filter Business and Operational Metrics by Trading Partner
Address

To filter by Trading Partner Address
1 Do one of the following:
Filter from the dial graphs:

m Click the graph label or anywhere on the graph.

Trading Grid Online 191



TRADING GRID ANALYTICS

OPENTEXT Metrics 1ab

Dashhoard Metrics  Cusiom Dashboard

Dashboard View |Buy Side + | Reporting period | Aug 15,2016 | To| aug22. 2006 | | A

Based on snapshols dated. August 22, 2016 5.43 AM GMT+00.00

Order Acceptance ASN Timeliness Invoice Accuracy Quantity Variance Price Variance

Teloy Theeshald 15 manies

‘ 57% ‘ 93% ‘ 85% ) 9% . 15%

The Filter By page opens the Trading Partner Name filter (by default).

Filter By X
Trading Partner Name A
Search |
Trading Partner Address
[Icheck Al
Document Type [Jo1-006a
[42:4162
[J12:nR
[Jq2:ut
[J14:302
[J14:302
[J14:302 v
] 1 [ »
Clzar All Filters. Save as Cancel
Default

m Continue to step 2.
To filter from the bar graphs:
m From the Analytics Dashboard, click @ in a graph.
m Click (Filter) .
The Metric tab displays the performance detail page.
= In the performance detail page, click | ¥ Fiters |,
The Filter By page opens the Trading Partner Name filter (by default).
= Continue to step 2.

2 Click Trading Partner Address.
3 Click the checkboxes for address of the Trading Partners for the search.

4 Click OK.

Filter Operational Metrics by Document Type

To filter by Document Type

1 From the Analytics Dashboard, click @ in one of the following performance
graphs:
s Document Volume by Trading Partner

s Document Volume by Type
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2 Click (Filter) .

The Metric tab displays the performance detail page.

3 In the performance detail page, click | ¥ Fiters |,
The Filter By page opens the Trading Partner Name filter (by default).

Filter By X
Trading Partner Name A
Search |
Trading Partner Address
[Icheck Al
Document Type [Jo1-006a
[42:4162
[J12:nR
[Jq2:ut
[J14:302
[J14:302
[J14:302 v
4 I 4
Clear All Filters Save as “ Cancel
Default

4 Click Document Type to view the document type list.

Filter By X
Trading Partner Name A
Search |
Trading Partner Address
[check Al
Document Type Cl1zo
a0
[aie
[a20
a3z
a4
[Jaso v
4 I [

Clear All Filters. Save as “ Cancel

Default

5 Click the checkboxes for the types of documents for the search.
6 Click OK.

Filter Business Metrics by Currency

The U.S. dollar is default currency used in the business metrics bar graphs on the
Analytics Dashboard. However, you can display the same information in a different
currency by Trading Partner.

To filter by Currency
1 From the Analytics Dashboard, click @ in one of the following bar graphs:
m Top Trading Partner by Spend
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m Top Products by Invoiced Amount
2 Click (Filter) .
The Metric tab displays the performance detail page.

3 In the performance detail page, click | ¥ Fiters |,
The Filter By page opens the Trading Partner Name filter (by default).

Filter By )4

Trading Partner Name i
Currency.

Trading Partner Address USD-Us Dollar -

Item Qualifier =

Currency

] i 2

Clzar All Filters Save as @ Cancel

Default

4 Click Currency.
5 Select the currency you want to use for the performance metric.
6 Click OK.

The information updates with the new currency.

Note: You can only select and apply one currency at a time.

Filter Business Metrics by Item Qualifier

There might be many qualifiers that are applicable to your organization, such as for
products ordered by batch number or UBC code. The Item Qualifier Filter is
available to the Top Products by Invoiced Amount metric to filter for such
qualifiers.

To filter by Item Qualifier

1 From the Analytics Dashboard, click E in Top Products by Invoiced
Amount graph.

2 Click (Filter) .

The Metric tab displays the performance detail page.

3 In the performance detail page, click | ¥ Fiters |,
The Filter By page opens the Trading Partner Name filter (by default).
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Filter By X
Trading Partner Hame :
Qualifier:
Trading Partner Address UP - UPC (Universal product code) hd
Item Qualifier Search =
Currency
[Ceheckan
[ BuwBIKE
Clearo
-
1 i | »
Clear All Filters. Sawve 3= m Cancel
Default

4 Click Item Qualifier.
If there is any product with that qualifier, it will display in the automatically

generated selection.

five qualifiers for the filter.

Filter By

Trading Partner Name

Trading Partner Address

Item Qualifier

Currency

Qualifier:
UP - UPC (Univerzal product code)
BP - Buyer's part number
CB - Buyer's catalog number
EM - International Article Numbering Association (EAN)
EWC - European Waste Catalogue (GS51 Temporary Code)
GLM - Global Location Number (GS1 Temporary Code)
IM - Buyer's item number
IT - Buyer's style number
MG - Manufacturers part number
B - Batch number
Pl-Purchaser's item code
PV - Promotional variant number
SA - Suppliers article number
5K - Stock keeping unit (SKU)
SN - Serial number
SRV - GS1 Global Trade ltem Number
Ul - UPC consumer package code (1-5-5)
UP - UPC (Univerzal product code)
WA - Vendor's style number
WVC - Vendor's catalog number

VN - Vendor's item number -

»

[=]

»

m

m

6 Click OK.

The qualifier items display in the bar chart on the Analytic Dashboard.

5 Select the qualifier from the Qualifier drop-down menu. You can select up to
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Save Default Filters

Saving a filter as a default displays the same graphical view of a metric, based on
the data filtered. For example, you can save the filter for the Top Trading Partners
by Spend graph to display specific Trading Partner names and currencies each time
you open Trading Grid Analytics.

You can save filters for both the metrics in Analytics Dashboard Top Panel or from
Analytics Dashboard bar graph. In addition, the filters that you set from a graph on
the dashboard carry over to the views in the top panel (and vice versa).

To save a default filter from a bar graph
1 From the Analytics Dashboard, click @ in a graph to access the filter settings .

2 Click the Filter icon .

The Filter By page list the items that can be filtered for a metric.

Filter By X

Trading Partner Hame

Trading Partner Address

m

Currency D Chedk All

D “ADVANOMET CORPORATION - 20 RINT
D AAFDETER

l:‘ AAFDETED -
—

4 (Ll F

Clear All Fitters Save as m Cancel

Default

3 Click the tab for the filter, for example the Trading Partner Name tab.
4 Click the checkboxes for the items to include in the filter, and click OK.

X

CTAAFOETED
e

[l rr-anrsszsrcvar
Rajesh_B_2

SAMHITADEY

Susheela&Co

[l rest companvacootizzsams

|:| Tarikar&Co Bl

|77 werement
4 L I

Clear All Save as Cancel

Filters Default

m

5 To add additional criteria, click the appropriate tab, and repeat step 4.
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6 After selecting all of the filter criteria, click Save as Default.

Filter By

Trading Partner Hame -
Cumrenoy:
Trading Partner Address ZAR - Sguth African Rand -
Currency
-
< i >
Clear All Filters Save as OK Cancel
Default

7 Click OK in the confirmation message.

The graph updates, and the default parameters display automatically each time

you acesss the Analytics Dashboard.

Top Trading Partners by Spend

Applied to selected community of 3 partners
1,000,000,000

5

@ =outh African Rand Equivalent

@ Unknown Currency
5 500,000,000 1
wl
0 0
s, s,
"é:uﬁ_ e \E%%’q,
Trading Partner
To save a default filter from the top panel
1 Click a graph label or anywhere on a graph.
Dashhoard Meirics Cusiom Dashboard

Dashboard

Baned on snapshols dated August 22, 2016 5 43 AM GMT+00 00

Order Acceptance

‘ 57%

ASN Timeliness

Delay Threshold 1

Invoice Accuracy

2 manutes

93% 85%

5.2016 (M| To|Aug22. 2006 [l | Apply

Quantity Variance Price Variance

. 15%

9%

Trading Grid Online
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The Metric tab displays the performance detail page for the metric.

2 In the performance detail page, click | Y Fiters |,
The Filter By page opens the Trading Partner Name filter (by default).

Filter By b4

Trading Partnsr Nams o

Trading Partner Address T ‘

|:| Chack All [
D‘.".ZW‘."\G\:_F CORPORATION - 20 RINT

L I P

Chzar Adl FlRers: =y -] “ L o=

Detul

3 Select the criteria for the filter, and click OK.
4 Click Save as Default.

Remove Default Filters
Removing default filters returns to the default view of the system.

To remove a default filters
1 In the Filter By page, click Clear All Filters.
2 Click OK.

The page refreshes to the default view. No Trading Partner Name or Trading
Partner Address filters are selected, and the currency is set to USD - US Dollar.
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Export Performance Metric Data

Analytic information can be exported into a PDF or spreadsheet format (.xIsx).

To export analytic metrics
1 Do one of the following:
Export data from a dial graph:

= Click the graph label or anywhere on the graph.

Dashhoard Metrics  Cusiom Dashboard

15,2016 P |To| aug22. 2006 f|

Dashboard 2eporting period | Avg
Based on snapshols daled. Augusl 22 2016 543 AM GMT +D0.00
Order Acceptance ASN Timeliness Invoice Accuracy Quantity Variance

Teloy Theeshald 15 manies

‘ 57% ‘ 93% . ‘ 85% B 9%

. 15%

Price Variance

The Metric tab displays the performance detail page.

Order Acceptance View Reporting period [Jun 01, 2016 @]TD lJun 15, 2016 E” Apply |
Y Filters
Based on snapshots dated: June 23, 2016 9:52 PM GMT+00:00
23 0 0.00% 1
TOTAL ORDERS ACCEPTED ORDERS ORDER ACCEPRTANCE PARTMER COUNT
Last month: 9 Last month: 0 Last month: 0.00% Last month: 2
(Last month: May 1, 2016 to May 31, 2016)
Order Acceptance (%)
0% u |
!
%‘f@ i,
E )
Top & Trading Partners Bottom 5 Trading Partners
SAMHITADEY SAMHITADEY
0% 25% 50% 75% 100% 0% 25% 50% 75% 100%
Order Acceptance (%) Order Acceptance (%)

= In the Metrics performance detail page, click [Eaad-

The Export drop-down menu opens.
= Continue to Step 2.

Trading Grid Online
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To export data from a bar graphs:
m From the Analytics Dashboard, click E in a graph.
m Click (Filter) (Y= x |.

The Metric tab displays the performance detail page.
= In the Metrics performance detail page, click [Eaiad-

The Export drop-down menu opens.

PDF Document
XLSX Document

2 Select either PDF Document or XLSX Document.
3 Follow your browser prompt to Open or Download the file.

Do you want to open or save Dashboard_Partners_by Spend.xlsx (4.69 KB) from qtg.qa.gxsonline.net? Open Save - Cance

Below is an example of an exported PDF file.

Top 20 Trading Partners by Total Volume

250,000 @ Inbound
M Outbound
200,000
IS
=2
2 150,000
<
£
5 100,000
=]
a
50,000
I_I Il_ __ Bl Bm__uB__ = W o= ——
q_{ G r c . Q Q r@A G B % :Q;,
P, ey By e Ry gy By ey Sy B

Trading Partner

Below is an example of an exported XLSX file.
Note: The contents of the XLSX file vary, depending upon the metric exported.
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™ B A i TGA_Dashboard_Partners_by_Spend- 03-28-2016.xlsx - Microsoft Excel (=] B st

“ Home Insert Page Layout Formulas Data Review View Developer OpenText Core Acrobat Enterprise Connect 2 @ o Bl ER

130 - I o

A B C B

1 Partner Name Total USD Amount Total Unknown Currency Amount ]
2 |COMPANY S 3054225807 0
3 [COMPANY N 7323405085 0
4 (COMPANY P 696070 5256 0
5 COMPANY B 424505 9537 0
5 (COMPANY C 310287 3101 0
7 [ COMPANY W 122462 7695 0
g (COMPANY U 114084 9547 0
g COMPANY L 7548827729 0
10 COMPANY G 18576.09734 160397.323
11 COMPANY R 1144201517 0
12 COMPANY Y 8321 832592 0
13 COMPANY A 4077.292824 0
14 COMPANY O 337737103 0

Dashboard Settings

The Dashboard Settings feature on the Analytics Dashboard allows administrative
users within a company to configure two settings:

m Configure the default currency for your trading partner community; then upload
the currency settings to the system through a batch upload process for two
business metrics:

m Top Trading Partners by Spend
m Top Prodcuts by Invoiced Amount

m Configure the default Item Qualifier for the Top Products by Invoiced Amount
metric for an entire organization.

Trading Partner Currency Settings

To configure Trading Partner currency settings
1 Click Dashboard Settings in the Analytics Dashboard.
The Dashboard Settings page opens.

Dashboard Settings
Partner Currency Config

Download File @ List of partners to set default cumency Walid Cumency Lookup

Upload File : Mo file selected,

Top Products by Invoiced Amount

Default Qualifier : I - UPC consumer package code {1-5-5) A
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2 Click Download File: List of partners to set default currency to generate
a .csv file.

3 Follow the prompts to open the .csv file.

You have chosen to open:

i] GCO79905226MS_1466633556218.csv

which is: Microsoft Excel Comma Separated Values File
from: https://qtg.qa.gxsonline.net

What should Firefox do with this file?

(@ Openwith |Microsoft Excel (default) A

() Save File

Do this automatically for files like this from now on.

oK l I Cancel

The .csv file opens.

H - s GCO79905226MS_1466633861500.csv [Read-Only] - Excel 7T B - O X
HOME INSERT PAGE LAYO FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT ENTERPRIS KarinPr.. ~
B20 - Je | INR v
A B C D E F G H -

1 |Partner Address Currency

2 |ZZ:INTERAD INR

3 |RR:AAF9875551 GBP

4 |RR:AAF9875351 EUR

5 |RR:AAF987585END1 INR

6 |RR:AAF9532951 usb

7 |RR:AAF9875451 INR

8 |RR:AAF98758SEND2 INR

9 |RR:AAF9875751 INR

10 |ZZ:INTERCNT HKD

11 |RR:AAF98759RCVR1 GBP

12 |AS2USR INR

13 |RR:AAD6852151 INR -
GCO79905226M5_1466633861500 ® ] b

READY il W - —+ 100%

4 Set the default currencies in the .csv file.
5 Click Save and specify the location for the file.

6 After saving the .csv file, click Browse in the Partner Currency Config dialog
box to select the file.

7 Click Upload.

The system automatically runs the default currencies that you set for the
trading partners.

Note: This step involves a batch process, which might result in a time delay of up
to 12 hours before the set currencies are updated for the Trading Partner.
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Default Item Qualifier Settings

For the Top Products by Invoiced Amount metric, you can configure the Analytics
Dashboard to display data for a specific qualifier.

Note: Whereas setting the Item Qualifier from the Filter By page sets the default

view at the user level, this additional filtering capability sets the default view for an
entire organization.

For example, if the default was set to EN - EAN Number, each time a company user
refreshes the Analytics the Dashboard, the graph for the Top Products by Invoiced
Amount metric displays data relevant to the EAN Number.

Top Products by Invoiced Amount i"
Applied to entire group of 2 products with tem Cualifier-EAN number
20,000, 000

@ US Dollar Eguivalent
B Unknown Currency

10,000,000

Invoiced Amount

Product

However, you might want to change this view for a different qualifier, such as UPC
code. Through the Dashboard Settings page, you can configure the Analytics
Dashboard to always display data for the new qualifier.

To configure default Item Qualifier settings

1 Click Dashboard Settings in the Analytics Dashboard.
The Dashboard Settings page opens.

Dashboard Settings
Partner Currency Config

Download File : List of partners to set default cumency

Upload File : Mo file selected.

Top Products by Invoiced Amount

Default Qualifier : I - UPC consumer package code (1-5-5) v
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2 Select the new qualifier from the Default Qualifier drop-down menu.

Download File : List of partners to set default cumrency

Dashboard Settings

Partner Currency Config

Default Qualifier

Upload File : Mo file selected.

Top Products by Invoiced Amount

* UL -UPC consumer package code {1-5-5)

BP - Buyer's part number

CB - Buyer's catalog number

EM - EAN number

EWC - European Waste Catalogue (GS1 Temporary Code)
GLM - Global Location Mumber (G51 Temporary Code)
IN - Buyer's item number

IT - Buyer's style number

MG - Manufacturer's part number

ME - Batch number

PI - Purchaser's item code

PV - Promotional variant number

SA - Supplier's articde number

SK - Stock keeping unit (SKLI)

SN - Serial number

SRV - 551 Global Trade Item Mumber

I - UPC consumer package code (1-5-5)

IUP - UPC (Universal product code)

VA - Vendor's style number
VC - Vendor's catalog number
VN - Vendor's item number

m

-

3 Click Apply.

A confirmation message displays.

Successfully updated the default qualifier -UP

4 Click OK.

The Analytics Dashboard updates the Top Products by Invoiced Amount graph
with the new default qualifer data.
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Top Products by Invoiced Amount

Applied to entire group of 17 products with kem Qualifier-UPC (Universal product code)

80,000,000

25,000,000

Invoiced Amount

@ US Dollar Equivalent
B Unknown Currency

205



TRADING GRID ANALYTICS

OPENTEXT Dashboard Settings

206 Trading Grid Online



Document Manager

Formerly known as Intelligent Web Forms (IWF), Document Manager is a data
management tool that allows you to manage and trade business-to-business (B2B)
e-commerce documents, including Purchase Orders, Invoices, Ship Notices, and
Remittance Advice forms, easily and efficiently.

This chapter explains how to use Document Manager with either a forms viewer or
with viewerless forms. Topics include:

m “Overview” on page 207

= “Document Manager Inboxes and Sendboxes” on page 211
= “View Documents and Attachments” on page 222

m “Create New Documents” on page 224

“Upload Documents to Document Manager” on page 234

m “Create and Send Ship Notices with Labels” on page 236
m “Send Documents and Files” on page 254

Overview

Document Manager Features
Document Manager provides the following features:

s Message Dashboard — View up-to-date summaries about sent and received
documents, alerts, and customer notifications. See “Message Center” on
page 12.

= Intelligent Search Options — Search for items by document number,
document type, trading partner, date, status, and more.

s ASN, Barcode, and Packing Options — Manage customer ASN requirements,
pack shipments, and create customer-compliant shipping labels efficiently
without the need to purchase and maintain additional software.

m Customizable Business Rules — Built-in data validation, pre-populated forms
and template capabilities increase data accuracy and minimize data entry errors.

m Export Capabilities— Options to export data as a Comma-Separated Value
(CSV) file to an Excel spreadsheet or other database application.

207



DOCUMENT MANAGER

OPENTEXT overview

Hardware Requirements

OpenText recommends the following hardware components as a minimum for

good performance:

Hardware Component

Recommended

Processor

m 3GHz Dual-core

Memory

m 2GB

Forms Viewer

Your system might use document forms that require a forms viewer, or it might use
viewerless forms that do not require a viewer.

If your system requires a forms viewer, you must first download and install a
supported application to view, create, and edit business documents.

Note: If your system does not require a forms viewer, please skip this section.

Supported Forms Viewers
Document Manager currently works with the following viewers:

Forms Viewer

Supported Platforms

IBM Lotus Forms Viewer 3.5.1

m Windows XP Professional
m Windows XP Tablet PC
m Windows Vista

IBM Lotus Forms Viewer 3.5.1.2

m Windows XP Professional SP3
= Windows 7 (32-bit).

IBM Forms Viewer 8.0.1

= Windows 7 Enterprise and Professional (32- or 64-bit).
Tablet PC supported.

m  Windows Vista Business, Enterprise, and Ultimate (32-
or 64-bit).

m Windows XP Professional (32- or 64-bit).

Browser Requirements

IBM Form Viewer 8.0.1 supports the following browsers:
m Internet Explorer 9 and 10
m Firefox 22 (and previous versions).

Forms Viewers Installation

If you try to view a document and do not have a supported forms viewer installed,
the system prompts you to download and install the default viewer (IBM Lotus

Forms Viewer).
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cument Manager % 8B
Document Tnbox = ORDER 1297425 &2 a
=] D
fiLionsy: PDF | XML | CSY
Trading Partner: "D_ME({)D}EE?H.UB TEST-1@" ~ ! @ # $ ™ % & () paceived Date: gn;a_rsday, May 24, 2016 | 06:37:55
Document Type: ORDER Read Date: '(Ell.i:a_rsday, May 31, 2016 | 06:37:10
Document ID: 1297425 Version: 29
Software Download Required
You will need to download the Document Viewer to open and view a document.
Step 1- Download the software by clicking on the "Download Now" button.
Step 2- Follow the installation wizard.
Step 3- Upon completion of the installation, you MUST close all browsers before the installation can take effect.
Step 4- Re-login to Trading Grid Online.
Before you proceed, please print the detailed instructions.
Download Details
File Size: 28.9 MB
Estimated Time: T1 (1.5M) about 3 minutes
DSL/Cable (256K+) about 15 minutes
Dial-up (56K) about 68 minutes
Download Now (Fer problems, contact GXS support by clicking the icon & on the top right comner.)}
v

To download and install the Document Viewer
1 When prompted to download the default view, click Download Now.
2 Click Run to accept the download and begin running the InstallShield

Wizard.lick Run to accept the download and begin running the InstallShield

Wizard.

Do you want to run or save LFViewer_351 Win32_NOJVM.exe (315 MB) from qtg.qa.gxsonline.net?

&' This type of file could harm your computer. Run Save h

Cancel

Welcome to the InstallShield Wizard for
IBM Lotus Forms Viewer 3.5.1

The InstallShield(R) Wizard will install IBM Lotus Forms Viewer
3.5.1 on your computer. To continue, click Next.

WARNING: This program is protected by copyright law and
international treaties.
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3 At the next prompt, click Yes.

4 At the next prompt, select a language, and click OK.

5 When the Installation Wizard opens, click Next.

6 Accept the terms of the license agreement, and click Next.

7 Specify the destination folder for the installation, and click Next > Install.

Destination Folder

Click Next to install to this folder, or click Change to install to a different folder.

C‘, Install IBM Lotus Forms Viewer 3.5.1 to:
C:\Program Files (xB6)\IBM\Lotus Forms\Viewer\3.5\

InstallShield

8 Click Finish to complete the installation.
9 Close all browsers, then login into Trading Grid Online to view documents.
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Document Manager Inboxes and Sendboxes

Use the Document Manager Inboxes and Sendboxes to track and manage
transactions with your trading partners. This section describes the following inbox
and sendbox tools:

s Document Inbox. See “Document Inbox” on page 211.

m File Inbox. See “File Inbox” on page 213.

s Document Sendbox. See “Document Sendbox” on page 214.
m File Sendbox. See “File Sendbox” on page 217.

Document Inbox

The Document Inbox lists all documents received from your trading partners in the
last 45-days.

To use your Document Inbox

1 Click the Document Manager tab.

2 Click Inbox from the Navigation Panel.
The Document Inbox opens.

[l Document Manager B A ‘9
Select Document ID « Trading Partner = Document Type = Status © Date/Time * A
[0 | 1297425 "DMNODE12HUB TEST-1@" ~ | @ # $ 2 %&()_-={}[1;,. ORDER Turned Around Tuesday, May 24, 2016 | 06:37:55 GMT |_|
[] | 1297426 "DMNODE1ZHUB TEST-1 @"~ ! @ #$~ % & () _-={}[1;,. ORDER Downloaded  Tuesday, May 24, 2016 | 06:27:55 GMT
D 1297427 "DMNODE1ZHUBTEST-1@"~ ! @ #$~ % &()_-={ [1;..| ORDER Read Tuesday, May 24, 2016 | 06:37:55 GMT
[ | 1207428 "DMNODE12HUB TEST-1@" ~ | @ #$ ~ % & () _-={}[]1:,. ORDER New Tuesday, May 24, 2016 | 06:37:55 GMT
D 1297429 "DMNODE12HUB TEST-1@" ~ ! @ # 3 ~ % &()_-={3[1;,. ORDER New Tuesday, May 24, 2016 | 06:37:55 GMT W
(il 18074724 TAMMONEL2HILIE TEST-1 @" L e AORIY - — F L[] NRNER Mear Tuacdaw Mawv 24 2014 | NA-27-54 CMT
<
« Previous 50 Displaying Records 1 to 50 of 76  Next 50 » View |50 w items per page Clear Selection
Note: Sorting on any column other than the date/time column or sorting in ascending order using date/time may cause a delay if there are a large number of documents.
Note: When you open the Document Inbox, the File Inbox also opens.
Document Inbox Information
The Document Inbox provides the following information.
Document Inbox Column | Description
Document ID A number that identifies the document. Click this number to
view the document content.
Trading Partner The EDI address of the Trading Partner that sent the
document.
Document Type Indicates if the document is a Purchase Order, Invoice,
Remittance Advice, Ship Notice, or Purchase Order
Acknowledgment.
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Document Inbox Column | Description

Status The current state of a document.

Click the Status link to view the status information. See
“Document Inbox Statuses” on page 212.

Date/Time The date and time when the current status was applied.

Days Before System Deletion | The number of days until the system deletes a document.
Documents can be stored in your Inbox for 45 days.

Important: The system deletes Inbox items automatically
after 45 days. Deleted items cannot be retrieved.

Comment Text comments provided by the user, Trading Partner, or both.

Click the text to read the entire comment. See “View or Add
Comments to Documents and Files” on page 220.

Document Version The Document Manager version number of the document.

The system retains previous versions of inbound and
outbound documents, but only the latest version of files. It
creates a new document version each time a document is
sent or received.

Document Inbox Statuses

The Status column in the Document Inbox shows the current state of a document,
based on four status levels:

s New - The document has not been opened yet.
s Read - The document was opened.
s Downloaded - The document contents were downloaded to your desktop.

s Turned Around - A new document was created based on the current
document. For example, if an Invoice turned around from an Order, a status
history indicates the Document ID, turnaround type, and creation date and time.

To view the status of documents in your inbox
1 Click the link in the Status column for the document.

Select Document ID < Trading Partner = Document Type = Status =
[ 1297425 "DMNODE12HUB TEST-1@" ~ ! @ #$~ % & () _-={}[]:.. ORDER Turned Around
[0 1297426 "DMNODEL2HUB TEST-1@" ~1@ #$ "~ % & ()_-={}[]:.. ORDER Downloaded
1297427 "DMNODE1ZHUB TEST-1@" ~!1 @ # $ ~ % & ()_-={3[];,. ORDER Read

The Document Status page opens.

Status Date/Time User Id User First Name User last Name

New = Tuesday, May 24, 2016 | 06:37:50 GMT
Read Thursday, June 02, 2016 | 06:51:42 GMT DMNODE12TP@gxs.com DMNODE12TP DMNODEL2TP
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The Document Status page provides the following information about items in

your inbox.
Status Information Description
Status The current status of the document (New, Read, Downloaded,
Turned Around).
Date/Time The date and time that the document was received.
User ID The ID of the user who opened the document or the last user
to modify it.

m A User ID does not display if the current status of a
document is New.

m A User ID does not change if a different user opens a
document unless that user takes an action to change the
document status.

User First Name The first name of the person associated with the User ID.
User Last Name The last name of the person associated with the User ID.
File Inbox
The File Inbox lists all files that you have received from your trading partners in the
last 45-days.

To use your File Inbox

1 Click the Document Manager tab.

2 Click Inbox from the Navigation Panel.
The File Inbox opens.

Actions v =) XML sy

Application

. Reference

Date/Time A

There are no files.

Note: When you open the File Inbox, the Document Inbox also opens.

The File Inbox provides the following information.

File Inbox Description
Application Reference The type of file that was received.
Date/Time The date and time that afile that was received.
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Document Sendbox

The Document Sendbox lists all documents that you have created, saved, or sent
within a 45-day period.

To access your Document Sendbox
1 Click the Document Manager tab.
2 Click Sendbox.

The Document Sendbox opens.

ﬁ_
Ise“‘"”" | Actionsw | B XML | Cs¥

|

Creating D anES Select Document ID = Trading Partner ¢ Document Type © Status = l-loi:ll'A

upload Offline Form [ "EDIT '@#$%~&%( "DMNODE12HUBTEST-1@" ~! @ # 4§~ % &()_-={}[]1; .. INVOICE Translation Error Tuesday, May 3:
[ teasi "DMNODEI2ZHUB TEST-1 @"~!' @ #$ ~ % &{)_-={3[1:.,. INVOICE Translation Error Tuesday, June 1
[] test24may123112 "DMNODEI2HUBTEST-1@"~!@ #$~%&()_-={3}[1;,. INVOICE Translation Error Tuesday, June 1
I | []  test24may1231 "DMNODE12ZHUB TEST-1 @" ~ ! @ #$ ~ % &{)_-={3}[1;,. INVOICE Translation Error  Thursday, May z
[] 1463559380031  "DMNODEI2HUBTEST-1@"~!@ # $ ~%&()_-={3[1;,. INVOICE Saved Wednesday, Jun Y’
< | >

« Previous 5 Displaying Records 1 to 5 of 11  Next5# \iew items per page
Cear Selection
Note: Sorting on any column other than the date/time column or serting in ascending order using date/time may cause a delay if there are a large number of documents.

Note: When you open the Document Sendbox, the File Sendbox also opens.

Document Sendbox Information
The Document Sendbox provides the following information.

Sendbox Column Description

Document ID A number that identifies the document. Click this number to view
the document content.

Trading Partner The EDI address of the Trading Partner that receives the
document.

Document Type Indicates if the document is a Purchase Order, Invoice, Remittance

Advice, Ship Notice, or Purchase Order Acknowledgment.

Status The current state of a document in the sendbox.

Click the link in the Status column to view a document’s history or
file activity such as when a file was opened such as when you took
action to an item in your sendbox.

See “Document Sendbox Statuses” on page 215.

Modified Date/Time The date and time when the document was revised after it was
first saved.

Days before System The number of days until the system deletes a document.

Deletion Documents can be stored in your Inbox for 45 days.

Important: Deleted items cannot be retrieved.

Comment Text comments provided by the user, Trading Partner, or both.
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Sendbox Column Description

Document Version The Document Manager version number of the document.

The system retains previous versions of inbound and outbound
documents, but only the latest version of files. Each time a
document is sent or received, it creates a new document version.

Document Attachments | Indicates if attachments are provided with the document.

Date/Time The date and time when the current status was applied. See
“Document Sendbox Statuses” on page 215.

Document Sendbox Statuses

The Status column in the Document Sendbox shows the current state of sent
documents. Items in your Document Sendbox can be one of the following statuses.

m Saved - A document has been created or updated and saved, but not been sent.
You must now open the item to send it.

m Packing - An Advanced shipping notice (ASN) is in process of being packed.

m Packed - ASN has been packed. To send an unopened document, check the
check box. Then, click Actions > Send.

s Submitted - Sending a document for the first time submits it to Trading Grid
Online, which then checks for errors.

m If there are no errors, the system sends the document, and the status
changes to Sent.

m If there are errors, the items’s status changes to Failed, and the document
cannot be sent.

= Sent - A document was delivered to the receiver successfully.

m Failed - Trading Grid Online could not send the document due to errors.
m Click the Failed status link to view the errors.

s Resent - A document was resent successfully.

s Resubmitted - Re-sending a document due to errors, updates, etc., submits it
to Trading Grid Online, which then checks for errors.

m If there are no errors, the system sends the document, and the status
changes to Sent.

m If there are errors, the items’s status changes to Failed, and the document
cannot be sent.

m Validated - The document form is saved and ready to send.

m To send it unopened, check the check box name, and click Actions >
Send.
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m Translation - (For translation subscriptions.) The document is in the translation
process.

Translation Statuses

Translation Complete — The translation completed successfully.

Translation Error — An error prevented the translation from completing
successfully. For example, empty mandatory fields, non-numeric data in a
numeric field, or missing segments cause a translation to fail.

Translation Failed — An error prevented the translation. For example,
the sender and receiver addresses do not match a profile in the system, so
the translator cannot call a map.

Send Failed — The document was not sent due to an error.

Acknowledged — The buyer sent an acknowledgement file (for example,
997 or CONTRL) in response to receiving the document.

Delivered — The document was delivered successfully.

Redelivered — The document was redelivered successfully.

To view the status of a document in your sendbox
1 Click the link in the Status column for the file you want to open.
The Document Status page opens.

Status Date/Time User Id User First Name User last Name
Submitted Tuesday, May 24, 2016 | 05:46:25 EDT DMNODE12TP@gxs.com DMNODE12TP DMNODE12TP
In Translation  Tuesday, May 24, 2016 | 05:46:25 EDT
Translation Error Tuesday, May 24, 2016 | 05:46:27 EDT

Trading Grid Online



DOCUMENT MANAGER

Document Manager Inboxes and Sendboxes

6

File Sendbox

The File Sendbox lists all document files that you have created, saved, or sent

within a 45-day period.

To access your File Sendbox

1 Click the Document Manager tab.

2 Click Sendbox.

The File Sendbox opens.

Actionsw B XML csy

H ' & - .. Application Senders ~ . N Di
Select Number Trading Partner's ID ¢ Trading Partner Reference £ Reference & Status Modified Date/Time Syl A
"DMNODE12HUB
— L
1 DMNODE_12HUB{1 USrA (] ‘e 12 13 Sent Tuesday, June 14, 2016 | 07:14:17 EDT
#EAUB()_- Y
={3[1:.-
"DMNODE12HUB
'~ - L
LTS '_@ Lk USSR ‘e 1 1464866507914 Saved Tuesday, June 14, 2016 | 02:37:04 EDT
A%B() -= #EM%BR() - Y
={x[1;.. ¥
"DMNODE12HUB
—_— DMMOANE] Zre | @y & & TECT-1 @" ~r | M
< | >

« Previous 5 Displaying Records 1 to 5 of 39

Next 5» View|5 | items per page
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Note: When you open the File Sendbox, the Document Sendbox also opens.

File Sendbox Information
The File Sendbox provides the following information.

Status Information

Description

Number

A number generated by the system.

Click this number to view the file contents.

Trading Partner's ID

The EDI address of the Trading Partner that sends or receives

a file.

Trading Partner

The EDI address of the Trading Partner that that sends or

receives a file.

Application Reference

The type of file sent.

Senders Reference

The sender's Transmission Reference number, which serves as

an identifier for the file or the interchange control number.

Status

The status of a file in the sendbox.

Modified Date/Time

The date and time when the file was revised after it was first

saved.

Days Before System
Deletion

The number of days until the system deletes a file. Files can

be stored in your Inbox for 45 days.
Important: Deleted items cannot be retrieved.

Comment

Text comments provided by the user, Trading Partner, or both.

Date/Time

The date and time when the current status was applied. See
“File Sendbox Status Information” on page ?.
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File Sendbox Statuses

The Status column in the File Sendbox shows the current state of sent files. Items

in your File Sendbox can be one of the following statuses.

m Sent — The file was sent successfully.

m Saved — The file has been saved.
m Submitted — The file has been submitted.

Inbox and Sendbox Navigation Tips
Below are tips for performing common tasks from your Inboxes and Sendboxes.

To

Inbox/Sendbox

Do this

View or add comments

Document Inbox
Document Sendbox

Click the text in the Comment column.

See “View or Add Comments to Documents and Files”

File Sendbox on page 220.
Sort items in a column. All Click the column header. See “Sort Items in a Column”
on page 219.
Print an item. All Click E
Save an item as an .xml file. All

Click [xMu].

Download an item as a .csv file.

Click |C5¥ |,

Specify how many of items appear on a
page.

Document Inbox
Document Sendbox
File Sendbox

Select the number from the View drop-down menu.

Search for Inbox and Sendbox items.

All

Click €4 . See “Search for Documents and Files” on
page 220.

View a document.

Document Inbox

Do one of the following:
m Click the link in the Document ID column.

m Check the Select the check box for the
document. Then, click Actions > View.

View a file.

File Sendbox

Click the file link in the Number column, then select
the application to use for opening the file.

Save a document (or multiple
documents) as a .pdf file.

Document Inbox
Document Sendbox

1 Check the check box next to the document.
2 Click Actions > Generate PDF.

Download and save files

File Inbox
File Sendbox

Do one of the following:

m Click the file link in the Number column.
Select the file, and click Actions > Download.
Click Save in the File Download dialog box.
Specify where you want to save the file.

Send an unopened document or
file.

Document Sendbox

NN

Check the Select check box next to the
document.

2 Click Actions > Send.

Note: Only document(s) with status of
Packing/Packed/Validated can be sent from the
sendbox.
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To Inbox/Sendbox Do this

Delete items. All Trading Grid Online removes documents and files from
your Inbox after 45 days and deletes them from the
system.

To delete documents or files before the 45-day period:
1 Open the Document Inbox or File Inbox.

2 Check the Select check box next to the
document or file. You can select on multiple
pages.

3 Click Actions > Delete.

4 Click OK in the confirmation prompt.

Increase or decrease the scroll All To decrease the scroll height, click [ ¥].
height of a long document. To increase the scroll height, click [ 7.

Sort Items in a Column

By default, each list in a column are sorted in ascending order, either by Document
ID or File Number. They can be resorted if there is an arrow icon in the column
heading, as shown below.

Document ID =

1297425
1297426
1297427
1297428

To resort a column:
1 Click the column header.

2 Click again to sort the list in descending order. The arrow indicates ascending or
descending.

Note: If there are a large number of documents , sorting a column other than
Date/Time, or sorting in ascending order by Date/Time, might cause a processing
delay.
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Search for Documents and Files
1 Click & .
2 Set the search criteria on the search page.

Document 1D: Trading Partner's ID:
Trading Partner: Trading Partner:
Document Type: Select a doument - Application
Reference:
Status: Select 3 Staws - Senders
Date From: 2% v lune v W0l w Reference:
Date To: % 0w June - 2016 w Status: Selecta Suws ¥
Date From: 29 w  June * WiE w

Submit Search | | Clear |

Date To: 2% w  lume v WiE w

3 Click Submit Search.
4 The search results page displays.

Note: The Document Type options might include types for both Inboxes and
Sendboxes.

View or Add Comments to Documents and Files

If a user or Trading Partner adds comments to a document, the beginning text of
the comment displays in the Comment column.

Days Before

Status = Date/Time # System Deletion [of t Doc t Version A
Tumed Around Tuesday, May 24, 2016 | 06:37:55 GMT 25 DMNODE12HUB TEST-1 29 |:|
Downloaded Tuesday, May 24, 2016 | 06:37:55 GMT 25 D 29
Read Tuesday, May 24, 2016 | 06:37:55 GMT 25 D 29
Read Tuesday, May 24, 2016 | 06:37:55 GMT 25 D 29
Read Tuesday, May 24, 2016 | 06:37:55 GMT 25 E] 29 v

A blank page icon [ in this column indicates that there are no comments for a
document.

To view comments in an inbox document
1 Click the text in the Comment column.
The Document Comment dialog box displays the entire comment.
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DMNODE12HUE TEST-1 @" ~ ! @

2 Click Cancel to close.

To add comments to an inbox document

1 Click [ for the document that you want to add a comment to from the
Comment column.

The Document Comment dialog box opens.

2 Type the new comment, and click Submit.

Add a comment.

The new comment displays in the Comment column (of both the Document
Inbox and Sendbox).

Status = Date/Time * Syg?::l Il}::efl':e?i‘_on Cc t Doc t Version
Turnmed Around Tuesday, May 24, 2016 | 06:37:55 GMT 25 DMNODE12HUB TEST-1 29 D
Downloaded Tuesday, May 24, 2016 | 06:37:55 GMT 25 D 29
Read Tuesday, May 24, 2016 | 06:37:55 GMT 25 Add a comment. 29
Read Tuesday, May 24, 2016 | 06:37:55 GMT 25 D 29
Read Tuesday, May 24, 2016 | 06:37:55 GMT 25 D 29 v

M

Configure Inboxes and Sendboxes

You can configure the page display of the Document Manager Inboxes and
Sendboxes to:

= View only specific columns.
m Specify the column order.
m Display Inboxes and Sendboxes on the Operations Center page.
To configure an Inbox or Sendbox list
1 Click the Document Manager tab.

2 Click in the Document Manager title bar.
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The Configure Document dialog box lists the Inbox or Sendbox columns that

are the configurable.

Column Name
Document Id
Trading Partner
Document Type
Status
Modified Date/Time
Days Before System Deletion
Comments
Document Version
User Id
User First Name
User last Name
Related Documents
Date/Time
Lot Size

Applyl Cancel |

il il
N S IS I A s s N R B

7

rder Hide

=]

i

el i

H

=

il

=
L&)
4

n
4

[1

3 Configure the Inbox or Sendbox, as needed, and click Apply.

To

Do this

Re-order the column display

Click the arrow in the Order column, and select a
value for a column. For example, the value of 3
places a column as the third column on the page.

The Inbox or Sendbox columns re-display in the new
order (from left-to-right).

Hide or show columns

Check or uncheck the Hide check box for the
columns you want to show or hide.

Show columns

Click its link to display a list of columns for an Inbox
or Sendbox.

Set the number of rows to

display at the bottom of the list.

Select a Lot Size value.

The changes apply only to the selected Inbox or
Sendbox.

Add an Inbox or Sendbox to the
Operations Center

Check the appropriate check box in the Copy to Ops
Center dialog box.

View Documents and Attachments

To view documents

1 Click the Document Manager tab.

2 Click Inbox.

3 Click the Document ID of the document you want to open.
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Or, check the Select check box, and click Actions > View.

g Center Admin Account Manager Document Manager

Document Manager

Document Inbox

Actionsw 5 XML sy
a = a a a - - Days Before
Select Document 1D = Trading Partner = Document Type = Status = Date/Time # System Deletion
(] 45001458208 HC_IWF_DEMO_X12 ORDER Read Tuesday, April 02, 2013 | 14:07:19 GMT 33

4 If your system requires a forms viewer, follow the prompts to download the
default viewer. See “Forms Viewer” on page 208.

The View Document page displays your document contents. The example
below uses a Document Viewer form.

Operations Canter  Document Manager  Account Manager

Docunent Inbox
T Wiew Document

Actiong v L (=
W | [rrading Partner:  He_twrszsnUELes Raceivad Date:  11/18/07 | 13110:32 5T
“Upload offline Form Docurmnent Type:  GROER Read Date: 10/10/07 | 15:22:13 J5T
7 P—— 1 Droscurmmnt 10: DM_115114024 Wersion: 1
il il || |Wiew Attachment(s):  Artach
|
Sending Files @ efwr ] @ @l
;
[
[ Hoadar itmn.ﬂm][ Lineems | [ Signature ] [ Print ] [ Configurabion 1
Selection. =) Mew ) Modity ) Caneel ) Inforrmaton
Buying Company ~ JCP - STORE 123 Selling Company  JCOP - FINANCE
Compary Code Company Code
Ordben Humber % Currency
"VER 1 Order Total
Imitial Caber Date  2007-11-27-15:00:44
Updatad Ordor Date
Project &
Project Hame
Masin It ration *m
‘pos Maintenance Pats | Mainenance

Note: The actual displays might vary by trading community.

The example View Document page below does not use a Document Viewer form.
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Document Manager
Inbox : Decument Inbox -» ORDER 4500145208

Ackne v PDF XML sy
Trading Partner: HC_IWF_DEMO_X12 Received Date: Tuesday, April 02, 2013 | 14:07:19 GMT
‘Document Type: ORDER Read Date: Tuesday, April 02, 2013 | 14:07:59 GMT
Document ID: 4500148208 Version: i
P.O. Number: 4500148208 PO.Date: 04022013

Requested Delivery Date: 05-02-2013

Additional Header Information Sold To Information
Shipping Method: L Customer Name: St Uik MR
Shipping Label Text: Please Deliver ASAP Customer Address: 272555 9750 S Sl 57 sl SCndin s om|

To view document attachments

1 To view attachments from your Trading Partner, click the Attach link in the
View Attachment(s) field.

£}l Document Manager
P | ""wpbl Dm:umzn.t

Actions = L o5y

I'r\ldnp Partner: HE_IWFS29HUBLPR Received Dater 11718007 | 1510032 15
uﬂ;;{mﬂm;.:;m. Document Type:  ORDER Read Date: 11118007 | 15:12:13 1%

= Crocurnent D0 DM_118114024 Wersion! 1
Templates Wiirwe .mu.-d-munl(lj

2 Do one of the following:

m Click the attachment you want to view in the Document Attachments dialog box.

m Select the attachment, and click Actions > Download to download it to your
computer.

Create New Documents
There are several ways to create new documents:
m Use a Turn Around Document
m Create a new document template
m Create a new document from an existing template
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Create Turn Around Documents

To turn around a document, you use one document to create another. For
example, you can open an Order and create a turnaround Invoice or Ship Notice
that uses data from the Order.

You can turn around up to 50 documents in one action in Document Manager. The
documents must be from the same trading partner and use the same turnaround
document type such as ASN. Some communities require other values in the source
documents to be the same, such as the Ship To code for an ASN.

When you turn around multiple documents, IWF updates the document status for
all documents.

Note: OpenText Global Support configures the limit for the maximum number of
documents that can be turned around at one time. Contact your trading partner or
OpenText for more information or to increase this limit.
To turn around a document

1 Click the Document Manager tab.

2 Click Inbox.

Note: In some communities, you can turn around a document from the
Document Sendbox, such as an ASN to an Invoice. To do so, use this procedure
with the Document Sendbox instead of the Document Inbox.

3 In the Document Inbox, check the appropriate check box for the document
you want to turn around. You can also select multiple documents from multiple
pages.

4 Click Actions > Turn Around.

Document Manager B8
Actions a 5 XML csy
Generate PDF X .

S ID = Trading Partner = Document Type = Status A
Download CSV
v "DMNODE12HUB TEST-1 @" ~ 1 @ #$~ % &()_-={}[];.. ORDER Tumed Around  Tue |

iew
"DMNODE12HUB TEST-1@" ~!'@ #$~ % & ()_-={}[];,. ORDER Downloaded  Tue:

DelEE "DMNODE12HUB TEST-1@" ~ 1 @ #$ ~ % & () _-={}[]:,. ORDER Read Tue:
Turn Around "DMNODE12HUB TEST-1@" ~ 1 @ #$~ % &()_-={}[];,. ORDER Read Tue:
1257429 "DMNODE12HUB TEST-1@" ~ ! @ #$~ % &()_-={}[1:.. ORDER Read Tue: Vv
mrm n n . 2 o ora —————— - —_—
< | >

The Turn Around Document dialog box prompts you to select the type of
document to create, for example, ASN.

5 Select the template for the document type from the Template drop-down
menu. Then, click Submit.

Note: This menu shows only if your system has available templates.
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Document Manager

Inbox: Document Inbox - ORDER 1297429
Turn Around Document

Please select type of document you want to turn around:

=T

A new document form opens in the Turn Around Document page.

The form in the example below uses a forms viewer. The tabs represent
sections of the form, for example, the Summary Information tab.

Document Manager

Inbox : Document Inbox =» 1297427

[£] Turn Around Document

Trading Partner: (DMNPPEI:?—EL;I? U ARC NI FC A Document Type: INVOICE
S Pae
Add Attachment(s) Attach
|@ [0 ~|@| @
-
send | save cancel | printPage| Prntan | —I

_[ Header Information ] [ Summary Information ]

m

Invoice

Invoice Date: IE coyy-mMM-oD Total Invoice Amount:  0.00

Invoice Number: |

¢l Purchase Order Number: 1297427

Vendor Number: |
Ship To Party
Name: Circuit City Stores, Inc.

CCS Distribution Code:

[Terms of Sale

Terms Type Code: 01 - Basic Terms Discount Days Due: |
Terms Basis Date Code: 3 - Invoice Date Terms Net Due Date: I oo
Terms Discount Percent: | Terms Net Days: |
Terms Discount Due Date: I—E COYY-MM-DD Terms Discount Amount: |

Description: I

Line Item Information
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The example form below does not use a forms viewer.

Document Manager
Inbox : Document Inbox - 4500148208

lTrading Partner: HC_IWF_DEMO_X12 ?::::m“t INVOICE
i@ij Name is required. It should contain 8 minimum of 1 character and 3 maximum of 80 characters.
| Send || Save | Save&Exit | Cancel |

INVOICE

Invoice Number: PO Number: 4500148208

Transaction Date: [ mm-de-yyyy PO Date: 04-02:2012 mmedldeyyyy
Total Number of Line Items: 10 Terms Type:

Invoice Totak 4828.45 Terms Basis:

Name: JCQ Limited SYN Enterprise
ID Number: 1928238 Y018237
Street Address: 777 BROCDKS AVE

City: Holland

State or Province: n

Postal Code: 494235340

Sold To Information Ship To Information

Name: J. Celins UNLIMITED

ID Number: 272855

Street Address: 5750 SW BARBER 5T

City: WILSONVILLE

State or Province: oOR

Postal Code: 97070-9233
Shipment Method:
Description:

6 Specify the information necessary for the turnaround document. Required fields
are shaded yellow.

m If a form uses a forms viewer with tabs, click the tab to specify the
information that section of the form.

7 Click Save.
8 Continue to “Optional Steps” on page 234.
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Note: If you save or send a new Turn Around document, or exit the page
before completing all required fields, a warning prompts you to add the
required information. Click OK to go back and complete the form.

One or more of the items in this form have not yet been completed
correctly.
Please correct the item(s) and try again.

Navigation Tips

Document Manager with Forms Viewer

Below are tips for navigating and performing common tasks if your system uses a
forms viewer.

To Do this

Zoom in or zoom out. Use the magnification tools or select a magnification
from the drop-down menu.

Add line items. Click Add Row.

Delete line items. Check the appropriate check box in the item row, and
click Delete. You can check multiple check boxes.

Attach a file to a document. To attach a file to a document, you must save it first
and then open the document from your Sendbox.

See “Attach a File to a Document” on page 254.

Save the form to a specific Click Save Form or Save to PC.
location.
Submit a form for Approval. For a Document Viewer form, either send the

document or send it with approval, depending on
how the form is designed for your trading community.

Click Submit for Approval.

Print a form. Open the printer dialog box to print the form, and
click Print.

Document Manager without Forms Viewer

Below are tips for navigating and performing common tasks if your system does
not use a forms viewer. .

To Do this

Zoom in or zoom out . Use the magnification tools.
Add line items . Click Add Line Item.

Add a summary or charge to an Click Add Row.

Invoice.
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To

Do this

Delete line items

. Click Delete Line Item.

Attach a file to a

document. To attach a file to this document, you must save it
first and then open the document from your
Sendbox.

See “Attach a File to a Document” on page 254.

Print a form.

Do one of the following:
m Click Print.
m Open the form as a PDF file, and print the PDF.

Create a New Template

A template is a file that serves as a starting point for a new document, in this case,
a document form, which is pre-formatted in some way. When you open a template,
it already contains certain information, such as an address you use each time you
create a document of the same type. Using templates saves time when creating

Creating Documents
P

Upload Offline Form

Templates

new documents

or turning around existing documents.

To create a new document template

1 Click the Do

cument Manager tab.

2 Click the Templates tab in the Navigation Panel

Document Manager

Document Templates

Actions a

B ML csy

Create plate
5

Modify
Delete

Create New Document

Trading Partner Document Type = Dal
"DMNODEI2HUB TEST-1 @"~! @ # 5~ %&()_-={3}[1;,. INVOICE Thursday, June 0
DMNODE12HUB INVOICE Wednesday, March

Sending Files

prarprrg el

rds1to20of 2 MNext 10>  View items per page

Trading Grid Online

3 Click Action

s > Create Template.

The Create New Template page opens.
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Document Manager

230

B CGEGGGBGRGEGEGEGEREREBEBEBESESEB
Create New Template
~

* Indicates a required field

# Trading Partner | | | Browse...
* Document Type: v

* Template Name: —

Allow others to use: |:|

4 Do one of the following:

= In the Trading Partner field, type the company name of the Trading
Partner that will receive the document.

s Click Browse to find the Trading Partnel.

a Select the Trading Partner from the list in the Trading Partner page.

Trading Partner A
Select Partner Company Name >+ Partner ID © Your EDI Address © Partner EDI Address =
) "DMMODE12HUB TEST-1 @" o
O ~l@ESAMWE()_-= GC49233202AA ZZ7:DMNODEL2TP DMMNODE_12HUB(1)
1301;..
) "DMMODE12HUB TEST-1 @"
O] ~l@ESANWE()_-= GC49233202A8 Z27:DMNODEL2TP ZZ:DMMODE1ZHUB
{301:..
) "DMMODE12HUB TEST-1 @"
O ~1l@#FESMNWBE()_-= GC49233202AA ZZ7:DMNODEL2TP Z:DMNODE@12HUB-1
1301;..
~ "DMNODE12HUB TEST-1 @" e
O ~l@ESANWE()_-= GC49233202A8 Z27:DMNODEL2TP Bl 2 MR b U W
. W& ()_-=
{301;..
< >
« Previous 5 Displaying Records 1 to 4 of 4 Next 5= View items per page
= v

b Click Select.

5 Select the type of document template to use from the Document Type drop-
down menu, for example, such as Invoice.

6 Type a name for the new template in the Template Name field.

7 1If you want other users to have access to the template, check the Allow
others to use checkbox.

8 Click Create.

A new form opens. The example template below does not use a Document
Viewer form.
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Document Manager A
Templates = =+ EE

|| Create Template

Trading Partner: "DMNODEIZHUB TEST-1@" ~ '@ # $ ~ % & () _-={3[1:..
Document Type: INVOICE

Template Name: Invoice Template

B[ @] S o Customeris reauirea
Save Form Save Template ~

CUSTOMER BUSINESS SOLUTIONS W Invoice

TRADE PROGRAMS | TRANSACTIONS | INTELLIGENCE

All dates formatted as MM/DD/YYYY * = mandatory item ** = conditional item

Header Information

nvoice Number: * nvoice Date: = ‘E}]
PO Number: PO Date: = ‘E}]
Ship Date: = ‘E}]
Ship From Ship To = |'
Location: = Location: | =
Name: Name:
Vendor # - DUNS #:
MKL V. # - Store #:
Address: - Address:

9 Click [] to save the form template.
10 When prompted, do one of the following:
= To open the form, click Open in the prompt.
= To save the form, click Save, and select a save option.

Do you want to open or save 45390_INVOICE_GC4....xfd from qtg.qa.gxsonline.net?

Open Save 7 Cancel

Save
Save as

Save and open

11 On the Document Templates page that displays, reorder the list by Date/Time
to see your new template.

12 Continue to “Optional Steps” on page 234.

Create a New Document from a Template
After creating a template, you can use it to create new documents, as needed.
To create a new document from a template
1 Click the Document Manager tab.
2 Click Creating Documents.
3 The Create New Document page opens.
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Document Manager i
I

* Indicates a required field

Creating Documents || * Trading Partner: || Browse..
. ® o
Upload Offline Form Document Type: as
e — Template: Optionally Choose v
Templates
e
Sending Files v

4 Do one of the following:

= In the Trading Partner field, type the company name of the Trading
Partner that will receive the document.

m Click Browse to find the Trading Partner.

a Select the Trading Partner from the list in the Trading Partner page.

e

Select Partner Company Name = Partner ID © Your EDI Address © Partner EDI Address =
"DMNODE12HUB TEST-1 @" A
O ~l@ESANWER()_-= GC49233202AA8 ZZ:DMNODE12TP DMMNODE_12HUB(1)
{301:..
"DMNODE12HUB TEST-1 @"
@ ~l@ESNWR()_-= GC49233202AA ZZ:DMNODE12TP ZZ:DMMODE1Z2HUB
1¥01:..
"DMNODE12HUB TEST-1 @"
O ~l@ESANWE()_-= GC49233202AA ZZ:DMNODE12TP Z:DMNODE@12HUB-1
{301:..
"DMNODE12HUB TEST-1 @" — #& A
O ~1@#E$ ~%e()_-= GC49233202AA ZZ:DMNODE12TP DMNODEH_ ‘@ *% W
{301, %B()_-=
< >
Previous 5 Displaying Records 1 to4 of 4 Next 5»  View items per page
v
b Click Select.

5 Select the type of document you want to create from the Document Type list
such as an Invoice.

6 Select a template to use for creating the document from the Template list.
Optional. Click Create.

A new document form opens.
7 Add the applicable information in the new document form.
= Override the existing data in the fields, as needed for the new document.

m If the form has tabs, such as an Item Information or Line Items tab, click
the tab. Then, add the information to that part of the form.
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The example page below uses a Document Viewer form.

Trading Partner: HC_IWFS29HUB3 Creation Date: 04/07/11 | 05:08:53 IST
I S ol &S
JE— Submit for Approval| SavetoPC | Save | Save &Exit| Save Template | Cancel |  Print
[ Header mformation | [ tem Information | | Admin |
Environment; browser
Purchase Order Number: I Number of ltems: i]
Purchase Order Date: I 'ﬁ Total limwoice Amount:
{yyy-mm-dd )
Invoice Identification
Ivoice Number: |
Invoice Date: | = (yyy-mmedd)
Contact identification
Contact Function: | v Phone or Fax Qualifier: | v

The example page below does not use a Document Viewer form.

r§_| ‘Create New Document

Trading Partner: HC_IWF_DEMO_X12 Creation Date: Friday, April 05, 2013 | 15:57:25 GMT
|Document Type: INVOICE

@l Invoice Number is required. It should contsin & minimum of 1 character and 8 maximum of 22 characters.

send || Ssave || Save &Exit || SaveTemplate || Cancel

Invoice Number: | PO Number:
Transaction Date: [ mm-da-yyyy PO Date: [ mm-cc-yyy
Total Number of Line ltems: ] Terms Type:
Invoice Total: 0.00 Terms Basis:

Vendor Information Remit To Information
Name:
1D Number:

Street Address:
City:

State or Province:
Postal Code:

Sold To Information Ship To Information

Name:

ID Number:
Street Address:
City:

State or Province:

8 Click Save.
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Note: If you try to save a document, or leave the page before completing all
required fields, a warning message prompts you to add the required

information.

= Click No to go back and complete the form.

m Click Yes to save the form in its current state.

9 To attach a file to this document, you must first save it and then open the
document from your Sendbox. See “Attach a File to a Document” on page 254.

10 Continue to “Optional Steps” on page 234.

Optional Steps

To

Do this

Immediately send the document to your Trading Partner.

Click Send.

Your Document Sendbox displays your
document with a Sent status with two exceptions:

m ASN with Labels documents might have a
Pack button instead of Send button because
you must pack before sending.

m If the document is sent to your trading partner
for approval, the status displays as Pending
Approval instead of Submitted or Sent.

Save the form, leave the form open to continue working, and add the
document to your Document Sendbox, with a Saved (not Sent)
status.

Click Save.

Use this option if, for example, all mandatory fields
are not completed.

Save and exit the form, and save the document in your Document
Sendbox, where you can later send it.

Click Save & Exit.
The document has a Saved status.

Close the form without saving it.

Click Cancel.

Save the form to your PC in a PFDF, XML, or CSV format.

Click the PDF, XML, or CSV icon.

Email a completed form.

1 Click Email Form to attach the form to your
message.

2 Add the recipient’s email address in the email
application, and click Send.

The recipient can now open the form in the Forms
Viewer.

Upload Documents to Document Manager
You can also create a new form or document on your computer, and upload it to

Document Manager.

To upload a document

1 Create a valid form on your computer desktop

2 Trading Grid Online only accepts valid forms.

3 Click the Document Manager tab.

4 Click Upload Offline Form.

234
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6

Sendbox

Creating Documents

Upload Offline Form

Sending Files

5 On the Upload Offline Form page that opens, click Attach Form for Upload.

Document Manager
Upload Offline Form

|

Bl ~@|®

|[ cancer |

Save

Attach Form for Upload | Remove Attached Form View Attached Form

Mo file is currently attached

6 Click Attach Form for Upload.
7 Do one of the following:

m Specify the file location for the form.

Include the entire path, for example:

D:\My Documents\Test Documents\Document123.xml

2 ATTACH FILE: Choose the File |

|

Lockin: | TestDocuments -

B Name

G ¥ @~

Date modified

= |E]] Document123xis

6/15/2016 11:26 AM

Recent Places
4
Desktop
u?|
Libraries
i k

Computer

Y

<
Network

10 »

File name:

Files of type:

Document123.xls hd

[aiFiles (1) - [

Cancel ]

= Browse to the file on your desktop.

8 Click Open.

9 To view the uploaded file and verify the form contents, click View Attached

Form.

If the form is incorrect, click Remove Attached Form.
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Create and Send Ship Notices with Labels
Creating and sending Ship Notices includes the following tasks.
1 Create a Ship Notice.
See “Create a Ship Notice” on page 236.
2 Pack the shipment.
See “Pack a Shipment” on page 239.
3 Print the shipping labels and reports.
See"Print Shipping Labels and Reports” on page 252.
4 Save Your Packing Information and send the Ship Notice.
See“Save Your Packing Information and Send the Ship Notice” on page 254.

Create a Ship Notice

You can create a new Ship Notice, or create one from a Turn Around document or
an existing template.

To create a Ship Notice from a Turn Around document

1 Create a turnaround ASN document. See “Create Turn Around Documents” on
page 225.

2 Provide the required information in the new document form, using the correct
data format.

To create a Ship Notice from a template

1 Create the ship notice from an ASN template. “Create a New Document from a
Template” on page 231.

2 Override the data in the fields as needed for this Ship Notice.
For example, if the document has tabs:
a Click the Header tab and provide all required information.
b Click the Orders tab and provide all required information.
c Select the Line Items tab and provide all required information.
To create a Ship Notice as a new document
1 Click Create Creating Documents. The Create New Document page opens.

2 In the Trading Partner field, type the name of the Trading Partner you are
sending this document to, or click Browse to find and select the Trading
Partner.

3 From the Document Type list, select ASN with labels.

4 (Optional) To create the Ship Notice from a template, in the Template list
select a template.

5 Click Create.
The document form opens.

6 Provide the information in all required fields, using the correct data format.
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The example page below uses a Document Viewer Form.

Document Manager
Sendbox: Decument Sendbax
HMadify Document

=+ VASH 5 LINE ITEMS

ML

Actang v

I'I'uilnn Partner: DMEUBTGASN Creation Dates Tuasday, Apeil 20. 2010 | 01:57:01 15T
Uplaad DOfline Form Bee Typa: -
Templates Document 10: 5 LINE ITEMS Versions 1
Sending Files EH oloEe @
Pack |  Save | Save&Exit| Seve Template & Exit| cancel |  Prim |
[ Header Infosrnation ” Crdars ] f Lirnz Hirres: l
Miller Ship Notice/Manifest
Ling Mems
Adminizteator v * ol wallosw background dieates 8 tequined Tiald Paga Tol T
I Humber of lines per page |30
"Pick  “Owder i . .
Select  Line # Quantin Uit Packs " Product # Description UC Pack GTIN Pack
N 1 | 1|ca = | 1 i1 =k IEEEERSEERERER
a 2 | mw[eEa v | 1|2 [rEm 2 [222232227223 |
| a | wlca v 3 |33 =E [323333333333 |
O | aw [Ea v | 4 Jaa [rEma [+aasaaaaaasa |
| s ca v 5 |55 |mEM 5 |s55555555555 |
Add Rove |

The example page below does not use a Document Viewer Form.
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238

Document Manager

Docuw

Teading Partnar: HC_IWF_DEMO_X12 Craation Data: Thursdey. Apnl 04, 2013 | 14:24:27 GN

[ Create New Document

ment Type: SHIPMENT NOTICE

]

[ ~peck—] ~Seve] ~save d o~ saveTompite:| -oncor- |

ASH Number: ASM100
Creation Date: 0042013 =
Creation Time: 12:32 PM

ADVANCE SHIP NOTICE
werow ———— o

Mame: ABC Conpany Hame: XYZ Distibution Inc.

Address: 920 PACKERLAND DR Distribution Center Number: X018237
City:  GREEN BAY Shipped Date:  04/26/2013 =
State:  WI-Wisconsin -

Postal Code: 543034897

Bill of Lading Number: ACIBITT

Carrier Referance/PRO Number: REF232982

Internal Vendor Number: IN20138373
ORDER INFORMATION

Order No.: 521121411

Order Date: 032672013

LINE ITEM DETAILS

Page 1 of 1
I
r 1 ORDER1ITEM1 1111111111111 10
r 2 CORDERAITEMZ 2222922222227 20
r 3 ORDERITEM3 33333333333333 30
r 4 CRDER1ITEM4 24444444444444 40
r 5 ORDER1ITEMS 55555555555555 50

()

To return to the document list page, click Cancel.

7 To add an item, in a Document Viewer form, click Add Row, or in a form that
does not use Document Viewer, click Add Line Item.

8 Do one of the following:
m Continue to “Pack a Shipment” on page 239.
m Click Save or Save & Exit to pack the document later.

After you save the document, it displays in Document Sendbox.
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Pack a Shipment
Packing options vary by trading communities. The two main procedures are:
m “Pack Packages” on page 239
m “Pack Packages into Larger Units” on page 245

As you pack a shipment, messages might prompt you for missing information. For
example, a Total Quantity Shipped field might require a value more than 0 or IWF
might delete the item from the ASN.

Pack Packages

Use this procedure to pack first-level packing units in your shipment. Often, these
are boxes or cartons.

To pack first-level packages into other packages, see “Pack Packages into Larger
Units” on page 245 procedure.

OpenText recommends starting by packing the smallest packing units in the
shipment, then packing those packages in the next level of packing, etc., until you
finally pack the highest level, such as a pallet or container.

Note: Packing options, such as package types, vary by trading community. Some
features described below might not be available in your trading community.

To pack packages
1 Do one of the following:
m After you specify the shipment information, click Pack in the ASN form.

m If you are returning to the ASN after saving it, open the Document
Sendbox. Then do one of the following:

m Click the ASN link in the Document ID column.
m Check the check box for the ASN. Then, click Actions > View/Modify.
The Packing Screen opens.

DocumentManager [z

Gilter By: Isnuw All vi b I) Add: l:l of | Select Packaging type vI E:} Package(s): ISelect Package vl a 2
- Item Details Quantity = LI
[T | Order: 521121411 Total:12

Product: ORDERIITEM1 (Details) Unpacked:12 ’
SKU:
SupplierTtemId: ORDERLITEM1
[ Order: 521121411 Total:12
Product: ORDERLITEM2 (Details) Unpacked:12

SKU:
SupplierltemId: ORDERLITEMZ2

[T | Order: 521121411 Total:6
Product: ORDERLITEM3 (Details) Unpacked:6
SKU:
SupplierltemId: ORDER1ITEM3
[~ | Order: 521121411 Total:12 j LI
Auto Pack Agsociate Package | Preview Packing Update Packing Info I
Print Labels/Reports | | Enter Attributes | SendI Save & Exit | Cancell
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240

The left section displays order and item information, based on your selections
in the “To create a Ship Notice from a Turn Around document” on page 236
procedure. For each line item, the Quantity column displays the total number
of units of the line item and the number of unpacked units.

The section on the right is where you pack items.

To see only specific items on the Item Details list, in the Filter By drop-down
menu at top left, select the data element to filter by (for example, Order or
SupplierltemID), then in the right drop-down menu either select a specific
value or leave Show All selected. The list updates.

To see the full list again, click Show All.

To view information about an item, such as a description, click the Details link
for that item. A dialog box displays. Click Close to close the box.

Fiter By: [sowar ] | Name: ORDERIITEM1 Description: 1
r Khean Dttt order unit: EA Total Qty: 12
[ | Order: 521121411 S
Product: ORDERLITEM1((Details) > Packed Qty: 0
SKU:
SupplierltemId: ORDER1ITEM1

[ Order: 521121411 —
Product: ORDER1ITEM2 (Details) N
SKU: ] )

4 Select the packaging type.

type

1 - Medium Carton
2 - Pallet

2 - Medium Pallet
3 - Container

Add: of I Select Packaging type ;I

@

a In the Add field, type the number of packages to create.

Note: If you plan to use the Replicate tool, described below, select

1.

b In the Select Packaging Type drop-down menu, select the package type
— for example, Carton. Package types are grouped by packing level from

lowest to highest — for example, 0, 1, 2, and 3.

Your trading community might allow you to use multiple package types in
the same packing level — for example, cartons and medium cartons at one
level, and pallets and medium pallets at a higher level.

5 Click = Add.
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6

Trading Grid Online

The newly created packaging unit(s) display on the Package(s) list on the
right. The list is ordered from the lowest to highest level of packaging.

Package(s): | Select Package

Box 00001
Carton 00001
Pallet 00001

6 In the Package(s) list, click a packing unit.

The packaging unit displays in the packing area at right. It includes no items

yet.
Add: of [carten | gp Package(s): [carton 00001 aF &)
Fe
Package: %) carton 00001 Package Qty: 0 % m @ _I
Package ID: 5]
Quantity
Product Name/SKU
- / Total Packed Unpacked
Associated Packages
| |
Associate Package | Preview Packing | Update Packing Info

7 1If your community is set up for you to specify a Package ID or package
Internal Code, add that information.

Add: of | 0-1-PACKAGE TvPE vil::}

Package: fj

1-PACKAGE TYPE 00001

Package ID: | 0000012345

Internal Code:

—

Package(s): | 1-PACKAGE TYPE 0 vI
&

Package Qty: 0
N\

)
/
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8 On the left side of the page, select the check boxes for the line item(s) to pack
in the packaging unit on the right. To select all items, select the check box in
the header.

Filter By: | show Al =1 [ =
///\
I Item Details

I Order: 13JAN12.15MBK
Product: 11 (Details)
SKU:

UPC: 111111111111
qualifier: UK (
SupplierftemId: 11

- Order: 13JAN12.15MBK
Product: 22 (Details)
SKU:

UPC: 222222222222
qualifier: UK
SupplierltemlId: 22

[~|  Order: 13JAN12.15MEK

\

Quantity

Total:11 N
Unpacked:0 )

Total:22
Unpacked:0

Total:33 hd|

Auto Pack With MPQ |

Note: Packing rules in your community might limit your options. For example,
some trading communities have a maximum allowable quantity for each line
item in a master pack — for example, the quantity in the PO. This might limit
the number of items you pack in a master pack.

9 Click the Move Right icon to add the item(s) to the packing area on the right.
Line items display in order in the packing area.

At right, Package Qty displays the total quantity of items in the package, and
the Packed column displays the quantity of units packed for each item in the
package. Unpacked item quantities display on both sides.

Filter By: | Show Al =1 =l Add: of [carton - package(s): [ carton 00001 2 &)
r Item Details Quantity = package: &) Carton 00001 (package Qty: 11/ SED
[~ | Order: 13JAN12.15MBK Total:11 N —_

;IES:UCt: 11 (Details) <\Unpacked:0/\ > Package ID: -—__]
UPC: 111111111111 __Quantity ~
quelTiere LR ( = Product Name/SKU Total /Packed un ackéd
supplierTtemId: 11 ; [ p \
[~ | Order: 13JAN12.15MBK Total:22 r #& 11 (oetais) sku: 11 \ 11 0 /
Product: 22 (Details) Unpacked:0 N o
SKU: Associated Packages -
UPC: 222222222222
qualifier: UK
SupplierltemId: 22
[ | Order: 13JAN12.15MBK Total:33 j | 1
10 In the Packed field, change the number of units to pack in the selected
packaging unit.
If unpacked units remain for the item, use the next step to create and
automatically pack an additional packing unit(s) with the same number of units
as the package you just packed.
11 (Optional) To replicate the packing unit currently displayed in order to pack
more packages,
a Click @ Replicate.
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If a message displays about missing user-defined attributes, return to the
Packing Screen to populate the user-defined attribute fields and then click
Replicate again, or continue without populating them. See also “Add
Mandatory Field Values” on page 248.

A dialog displays to select the replication method.

r Replication Method
® Auto Replicate
Automatically replicate items until all items are depleted.
" Manual Replicate

Enter the number of packages for replication.

No. of Packages: | (Max allowed: 1)

Continue Close |

b Click one of the following options:

m Auto Replicate — The system packs all of the remaining units in as
many packages as needed.

s Manual Replicate — In the No. of Packages field, specify a
maximum number of additional packages to pack with the remaining
items, such as 1 or 2. This might result in some units remaining
unpacked.

c Click Continue. A message displays the result.
d In the message box, click Close

The Packing Screen page re-displays. For Auto Replicate, Unpacked
guantities are 0.

12 Repeat these steps until all items are packed.
13 To send the ASN from the Packing Screen, click Send.

Important: This action succeeds only if all mandatory fields are populated for
items and packages in the shipment. See:

= “Add Mandatory Field Values” on page 248
= “Add Mandatory Values to One Package or Item” on page 251

Unpack a Package

To unpack the contents of a package

1 In the upper right of the page, in the Package(s) drop-down menu, select the
packing unit.

2 Click & |Unpack next to the list.

Delete a Package

To delete a package

1 Select the packing unit from the Package(s) drop-down menu.
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2 Click ‘x‘ Delete next to the list.

View/Edit Package Contents

To view and edit package contents
1 In the upper right of the page, in the Package(s) drop-down menu, select the

packing unit.
2 Click ﬁ Preview. A dialog box displays.

3 To display contents, click the arrow icons next to the container. Items might be
organized by Order number. For example:

4 [] 4 Ship Notice No.:13JAN12.15MBK
s [] @) Carton 00001
& [] ) 0Order No.:13JAN12.15MBK

O 11 Qty:11

Note: Please use "Ctrl + Click” to check/uncheck

“ =,
| Delete | Close

4 To delete an Order or specific items from the package, select those check boxes
and click Delete.

View Hierarchy/Delete Multiple Packages

To view the packing hierarchy and delete multiple packages

1 Click Preview Packing below the table. A popup displays the hierarchy of
packages in the shipment.

/a [ ;ship Notice No.:13JAN12.15MBK
| a [] '@ Container 00001

[] {9 Carton 00001

[T £ Carton 00002

[] /% Carton 00003

/

\
N

Note: Please use "Ctrl + Click" to check/uncheck

{ Delete\; Close

2 To delete packages, select their check boxes. To delete all packages, select the
check box in the header.

3 Click Delete.
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Pack Packages into Larger Units

To pack packing units (cartons, for example) into a larger packing unit (a pallet, for
example), you create the larger packing units and associate the smaller packages

Trading Grid Online

to them.

To pack packing units

1 If you are not in the packing engine, at the top of the ASN form click Pack. The

Packing Screen page opens.
2 On the right side of the page:

( Add: of |

Select Packaging type ;l l:‘}i
Select Packaging type |8
0 - Bottle &
0-BB

0 -Box

1 - Carton

1 - Medium Carton
2 - Pallet

2 - Medium Pallet
3 - Container

a In the Add field, type the number of large packages to create for the
shipment.

b In the Select Packaging Type dropdown, select the package type — for
example, Pallet. Available types vary by trading community.

3 Click ] Add.

The newly created packaging unit(s) is added to the Package(s) list on the
right.

In the Package(s) list, click the packing unit that you just created — for
example, Pallet 00001.

For example:

Package(s): | Carton 00001 =1

Select Package
Box 00001

The packaging unit displays in the packing area at right.

To pack the container packaging unit with smaller packages, click Associate
Package.

The Associate Package dialog displays packages available to pack into the
pallet or container. Your community might display item SKU, Product, and
Quantity data.

If your community displays packages that contain one type of item, the
Associate Package dialog has columns that display the SKU, Product identifier,
and Quantity of the item in the package in that row.
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For example:

[ Available Packages

|_ e ,// . . 2 7\\
- Carton 00001 w\SKU. Product: 11 Qty: 11/‘

I fj Carton 00002 SKU: Product: 22 Qty: 22

r 4 : - :
- Carton 00003 SKU: Product: 33 Qty: 33

Displaying Records 1 to 3 of 3 ext 500 View | 500 = I items per page
[ Associate || Select Range and Associate

If your community displays packages that contain different types of items, to
show SKU, Product identifier, and Quantity data for items in all packages, at the
top left, click Show All line items. To show data only for specific packages,
click Show line items in the package row.

For example:
(Sho'.\' All line items)
- Available Packages
I— /// . . \\‘
Carton 00001 / Show line items
r Carton 00002 Show line items
r Carton 00003 Show line items
r Carton 00004 \ihow line items
_
Displaying Records 1to 4 of 4 Viewl 500 | = I items per page
Associate Select Range and Assodate
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After clicking Show All line items, the dialog displays as below.

,fj Aszsociate Package - Microzoft Internet Explorer provided by GXS
TR
C Hide All line |tems/
- Available Packages
\
r Carton 00001 Hide line items
Product SKU Packed Qty
P1 11111191311913 5
P2 22222222222222 10
r Carton 00002 Hide line items|
Product SKU Packed Qty
P1 111111717111711 5
P2 22222222222222 10 %
r Carton 00003 | e ine itemg
Product SKU Packed Qty ¥
P3 33333333333333 30
P4 44444444444444 40

To hide item data, click Hide All line items or Hide line items.

6 Select packing units to associate (that is, to pack into the same larger packing
unit):

m To select specific cartons (or containers) to associate, click those check
boxes at left, then click Associate.

m To select all cartons (or containers), click the check box in the table header
at top and click Associate.

m T0 select a consecutive series of cartons in the list, click the checkbox for
the first and last carton (or container) in the series, then click Select
Range and Associate. All packages, including and between the two that
you selected — for example, cartons 14-20 — are automatically packed.

The Associate Package dialog closes. On the Packing Screen page, the packed
cartons or containers display in the Associated Packages section.

Add: of | Container -1 =] Package(s): | contanerooo01 | 3 @
=l
Package: ‘li Container 00001 Package Qty: 0 % m =
Package ID: 5]
Quantity
Product Name/SKU
r / Total Packed Unpacked
Associated Packages \\
b 4 % carton 00001
&K %) carton 00002
\3 % carton 00003 /
- — hd
Asgsociate Package | Preview Packing Update Packing Info
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7

Repeat these steps, as necessary.

Add Mandatory Field Values

After you pack, search multiple packages or items in a package to find mandatory
user-defined fields that are missing values. You can add values to those fields and
edit them later, if needed.

You can add user-defined mandatory field values to

m Multiple packages or items — see “To add mandatory values to multiple

packages or items” on page 248.

m A single package or item — see “Add Mandatory Values to One Package or Item”

on page 251.

To add mandatory values to multiple packages or items
Important: All mandatory user-defined fields must be populated.

1

Click Enter Attributes.

The User Defined Attributes dialog displays. By default, the Packages tab lists
all packages of a preselected packaging type and one or more mandatory fields
that are missing values.

Select Package(s) to define Attribute Values.
w@ackages/w Line Items
@ackage TYD,;/\‘: [caton =] @?US)I Mandatory Values Missing | = |
M) Status Package Type Package Name|
| E} | carton Carton 00001
| B carton Carton 00002
| E} | carton Carton 00003
| B carton Carton 00004
| E} | carton Carton 00005
| B carton Carton 00006
| E} | carton Carton 00007
| B carton Carton 00008
7| B} | carton Carton 00009
M) B caron Carton D0010
Nt
[
Define Attribute Values D Close |
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Do any of the following to change the view:

In this
To do this dropdown | Click
View items for a different packaging type. Package the applicable
Type packaging type
List only packages in the selected type that have Status the applicable
mandatory user-defined attribute fields that are option
complete.
List all packages in the selected type, whether or Status Show All
not mandatory fields are populated.

2 To fix missing user-defined attribute field values, click the check boxes for the
items to fix. To select all packages, click the check box in the header.

3 To fix missing user-defined field values, click the check boxes for the packages
to fix. To select all packages, click the check box in the header.

Click Define Attribute Values.
A dialog box displays.

N

a1

Type the values for the missing mandatory user-defined fields and optional
user-defined fields (if available).

If you selected more than one package, the dialog warns that any changes
overwrite existing values because the packages have different values.

(@)

In the dialog, enter values in the fields.

To apply the value(s) to all packages of the selected type (for example, Carton),
select the check box for Apply these attributes to all packages of the
type . ...

Click Apply. The system sets the specified values for the selected package(s)
and displays a message.

~

0o

Click Back to Packages.

The User Defined Attributes dialog shows the corrected packages. The Status
drop-down menu has Mandatory Values Completed selected.

Select Package(s) to define Attribute Values.

Packages | Line Items

— ~
/
(

Package Type : ICartun vI \Status : |r.1andaturyva|ues Completed Ll/‘

[T status Package Type Package Name
[ | <« | carton Carton 00001

To display corrected and uncorrected packages, in the Status dropdown click
Show All.

9 To view or change the field value or option selection for a corrected package,
select the package, then click Define Attribute Values.
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Make changes as previously described.

10 Repeat these steps as needed to work with other package user-defined fields in
the shipment.

11 To correct missing user-defined field values for items in the shipment, in the
User Defined Attributes dialog, click the Line Items tab.

A new view displays all items in the first package of a preselected packaging
type and one or more mandatory fields that are missing values.

Select Line Item(s) to define Attribute Values.

D

Package Name : |r.artun 00004 v[

Packages || Line Items

Status : IMﬁndﬁturyVaIues Missing ;I

Package Type : ICﬁrtcln 3|

[T status Product Name/SKU Total Qty Packed Qty
T 3 ITEMI (Details) SKU:11111111111111 10 10
Do any of the following to change the view:
To... Do this . . .

View items for a different packaging type.

Select the applicable packaging type from the Package
Type drop-down menu.

View items for a different package (such as a different
carton).

Select the applicable package name from the Package
Name drop-down menu.

List only items in the selected package with completed,

Select the applicable option from the Status drop-down

mandatory user-defined fields. menu.

List all items in the selected packages regardless if the Select Show All from the Status drop-down menu.

mandatory fields are populated.

12 To fix missing user-defined field values, click the check boxes for the items to
fix. To select all packages, click the check box in the header.

13 At bottom left, click Define Attribute Values. A dialog opens.
14 Specify the values for the missing mandatory and optional user-defined fields.

Mandatory Attributes
LI

| Optional Attributes

o Apply these values to all line items of selected package.
C Apply these values to all selected line items across all packages,

e N ——
| Apply I ) i\ Back to Line tems | ) Close I
=~ =

15 In the dialog box, type the attribute values.
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To apply the value(s) to all items, but only in the selected package (for
example, Carton 00001), click the Apply these values to all line items of
selected package check box.

To apply the value(s) only to the selected items but in all packages of the same

packaging type, click the Apply these values to all selected line items
across all packages check box.

16 Click Apply. The system sets the specified values for the selected item(s) and
displays a message.

17 Click Back to Line ltems.

The User Defined Attributes dialog shows the corrected items. The Status
dropdown shows Mandatory Values Completed is selected.

Select Line Item(s) to define Attribute Values.

Packages Line Items

Package Type : ICartnn vl Package Name : ICartnn 00002 vl ( Status : | Mandatory Values Completed v | )
h e

[T Status Product Name/SKU Total Qty

[~ L4 ITEM2 (Details) SKU:22222222222222 20

To display corrected and uncorrected items, in Status click Show All.

18 To view or change the field value or option selection for a corrected item, select
the item, then click Define Attribute Values.

Make changes as described above.

19 Repeat the above steps as needed to work with other item user-defined fields
in the shipment.

Add Mandatory Values to One Package or Item

After you pack, use this procedure to add a missing value to a mandatory user-
defined field for a specific package or item in the shipment.

For example, add package measurement information to communicate the

dimensions of a carton or pallet. Active Orders uses this information to calculated
package volume.

To search packages and items for missing user-defined fields values, see “Add
Mandatory Field Values” on page 248.

To add mandatory values to one package or item
Important: All mandatory user-defined fields must be populated.

1 In the packing engine, in the Package(s) drop-down menu, click the package
that you want to work with or that contains the item — for example, Carton
00001.

2 Do one of the following:

m For package user-defined fields, click Ej User-Defined Attributes for
Package.
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m For item user-defined fields, select one or more line items in the package
and click &Z] User-Defined Attributes for Pack List(s).

Add: of | Select Packaging type | | G Package(s): ICﬁrton 00001 -] 38
—
Package: Carton 00001 Package Qty: & & E @
Pack ID: A
ackage \\:j/
N Quantity
( | Product N SKU
= ‘ rodu ame/ Total Packed Unpacked
' ™ | & ORDERIITEM... (Detalls) SKU: 12 6 0
N/
Associated Packages

A dialog displays mandatory user-defined fields for the package or item.

* indicates mandatory user defined attributes.
*Date Field: = O UDFL: o
Save Clusel

For a date field, either click the E calendar icon to select a month, day, and
year, or type the date into the field. Your preferred Date format is in your
company Profile.

Note: An administrator sets date validation rules.

3 Enter the information, then click Save. The system sets the specified values for
the selected package or item(s) and displays a message.

4 To view or change the value later, reopen the dialog using these steps.

Assign Serial Numbers

Important: Make sure that you print the packing labels that you need before you
do this.

To assign serial numbers

1 To automatically assign serial numbers for packing identification, on the right
side of the page click Update Packing Info.

Important: After you click Update Packing Info, you cannot print labels
and reports.

2 At the confirmation prompt, click OK. The system assigns the packing serial
numbers.

3 To view the serial numbers, click Preview Packing.

Print Shipping Labels and Reports

To print the labels and reports
1 Click Print Labels/Reports.
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The Label Reports page displays the programs to print shipping labels and
reports for your community. The print programs available vary by community.

/2 Label Repots - Microsoft Intemet Explorer provided by GXS

List of Labels List of Reports

SBWa T STAR PACKLIST 0 B
SEKRO =

SBCV =

S8 MEI =

SBTarg -_

Note: If the Ship Notice contains more than 500 packages or 750 line items,
they system generates the report or labels asynchronously and emails you a
PDF file.

2 Click the program you want to generate the labels or report in PDF format. (For
reports you might have the choice of PDF or CSV format.)

The system generates the labels or report in PDF (or CSV) format and displays
them on a viewer page.

Ship From : Ship To:

SLINE ITEMS SLINE ITEMS

SLINE ITEMS SLINE ITEMS

5 LINE ITEMS, 5D 45745747 5 LINE ITEMS, DF 57457457

DSD PICK & PACK Store Number :
Department 13453 5 LINE
Order Number : 5 LINE ITEMS

Invoice Number : 5 LINE ITEMS

Pallet 00001 Pallet

Serial Shipping Container Code

(00) 1 0000004 000291577 0

3 Use the Print function to print the labels or report. You can also save a copy of
the labels or report to your PC.
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Save Your Packing Information and Send the Ship Notice

After all line item units are packed in packing units, and your packing structure
matches your actual shipment, save the packing information and return to the Ship
Notice form.

Important: Make sure that you printed the packing labels that you need before
clicking Update Packing Info in the step 1 below, because after doing that, you
cannot print labels and reports.

To save packing data and send the Ship Notice
1 Do one of the following:

m To print labels later, not now, click Save and Exit on the Packing Screen
page. Print labels later.

m After printing the labels (see the“Print Shipping Labels and Reports” on
page 252 procedure), click Update Packing Info and confirm that your
packing structure is accurate.

2 Click Send.

3 If your packing structure includes a Container, your community might require
you to complete additional Container information:

a At the prompt, click OK.
b Click Edit Container Properties.

¢ In the container information page, complete the information for each
container in the shipment.

d To send the Ship Notice, click Send. The system confirms that the
document was successfully submitted.

Send Documents and Files

Attach a File to a Document

To attach a file to a document, your document forms must be configured to
support this feature. Configuration occurs during forms setup.

You cannot attach a file to a document when you create it. You must first create
the file, save it, and then access it from your Sendbox, where it must have a
Saved status.

An attached file cannot exceed 5 MB.

To attach and send a file to a partner

1 Click the Document Manager tab, and on the left side of the page, click
Sendbox.
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2 In the Document Sendbox list, click the Document ID of the document you
want to attach a file to.

Document Manager

Document Sendbox

Actionsw =] XML csy

a - a a a . . Days Before

Select Document ID © Trading Partner © Document Type © Status © Modified Date/Time System Deletion Comment
[T | ASN100 WIC_PWE_DEWO_wiP SHIPMENT NOTICE Saved  Thursday, April 04, 2013 | 14:37:38 GMT 41 (]
I 1234567890 sil. PF DEWD w12 INVOICE Sent Tuesday, March 19, 2013 | 12:47:04 GMT 25 E]

The Document View page displays your document contents.

Trading Partmer: HC_IWFS29HUBLPP Creation Date: LL/36/07 | 18:26:59 I5T
Datumant Type: OROER Wi | Add .nmunune(u
: @ ofw-lel @l
3 At the top of the document form, in the Add Attachment(s) section, click the

Attach link.
4 On the Document Attachments popup that opens:

a Click Browse to locate the file on your desktop. Then, find and select the
file and click Open.

Select  Pile Name Description

There are no attachmenis.

Destrptan

b In the Description field, type a descriptive title for the attachment.
¢ Click Attach. Trading Grid uploads the attachment.

Actonsw
Attachment was successiuly upleaded
Select File Name Description Date/ Time =
[0 eMs_Package_avpaip 505 1A/30/07 | 24:25:35 35T
1\
b =
[l &
File Hame (eme_]
DRchphon
-!-'”‘

5 Repeat the previous step for each file you want to attach.
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6 When finished, close the Document Attachments popup, and at the top of the
document form, click one of the following:

s Send to immediately send the document to your Trading Partner. The
document appears in your Sendbox with a status of Sent.

m Save to save the form and add the document to your Sendbox, where you
can later send it. The document has a status of Saved.

Modify and Resend Documents
You can:
= Modify a document that has not yet been sent.
m Resend a document that has been sent without modifying it.
m Edit and resend a document that has been sent.
For files, see “Send, Modify, and Resend Files” on page 257.

To modify or resend a document

1 Click the Document Manager tab, and on the left side of the page, click
Sendbox.

2 In the Document Sendbox list, click the check box for the document to
modify or resend.

3 To resend a document with a Sent status to the Trading Partner, at the top of
the list, click Actions > Resend. Trading Grid immediately submits the
document for sending.To view and/or modify a document with a Saved status,
or to modify a document with a Sent status and then resend it, click Actions >
View/Modify or click Actions > Edit & Resend, respectively.

Operatitns Ceanter Document Manager S|

AcbnnsT\r' oo
~(Im Vigw/Modify
Delete

Send

nt 1D

Resand E =
Edit & Resend 52517

Turn Around (50011
e .

Make your modifications.
4 Do one of the following:

m To resend a document with a Sent status to the Trading Partner, click
Actions > Resend. The document displays in your Document Sendbox
with a Resent status.

m To send the document for the first time, at the top of the form, click Send.
The document displays in your Document Sendbox with a Sent status.

m To save the form send or resend it later, at the top of the form, click Save.
The document displays in your Document Sendbox with a Saved status.
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Send, Modify, and Resend Files

To resend a file without updates
1 On a Document Manager page, on the left side of the page, click Sendbox.

2 In the File Sendbox listing, in the Select column, click the box(es) of the
file(s) to resend.

3 At the top of the listing, click Actions, then click Resend.

To send a new file, or to modify and resend a file
1 Click the Document Manager tab.

2 To modify a file, but no longer have the applicable file on your desktop, you can
download it from the Trading Grid. To do so,

a Click Sendbox in the left panel.

b In your File Sendbox, click the check box for the file.

¢ Click Actions > Download.

d Follow the prompts to save the file.
3 On your desktop, make any changes to the file and click Save.
4 In the left area of any Document Manager page, click Sending Files.
5 On the Sending Files page, next to the Filename field,

a Click Browse to locate the file on your desktop.

b Select the file, then click Open to specify the complete path and name of
the file.

For example: D:\My Documents\Test Documents\Document123.xml|

6 (Optional) To make sure the file that now appears in the Filename field is the
correct file, click View to see the file contents.

7 If the file you are sending contains your Trading Partner's address information,
click Send.

8 If the file does not contain your Trading Partner's address information, click the
Recipient data NOT embedded in file option.

9 Provide the data into the new fields that display and then click Send. All fields
are required.

Field Name Description

Profile Click Browse to open a list of Translation Profiles, then in the
list select the profile for your Trading Partner. If you do not
know, or cannot find, the applicable Profile, contact Global
Support Services.

Sender's Reference Type the Sender's Transmission Reference number. This is the
Identifier for the file or the interchange control number.
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Field Name

Description

Trading Relationship

Click Browse to open a list of Trading Partners. Select the
name of the Trading Partner you are sending the file to.

Application Reference

Application Reference — Type of data in the file. For example,
for an EDI Invoice, enter 810.

For non-EDI files (for example, CSV, XML, user-defined field),
Trading Grid automatically appends *BIN to the Application
Reference value that you enter. To disable this function, in the
upper right area of the page click the &> Configure icon, click
the check box for Do Not Include *BIN for APRF, then click
Apply. For example, the receiver might have a rule based on
Application Reference, therefore it might expect a specific value
(for example, INVOICE) and not *BIN added to that value.
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System Administrators

This section contains instructions for company system administrators performing
administrative tasks, including how to create customer and company accounts, and
set up mailboxes in Trading Grid Online.

m Chapter 10, "Community Manager," on page 260
m Chapter 11, "Account Manager," on page 310



Community Manager

As a Reseller or Community Administrator, you must first create accounts for
customers and spoke companies then connect them to Trading Grid Online, using
either a company hierarchy structure (parent/child) or a hub/spoke link.

For companies using a hierarchy structure, you must set up both a parent company
and its child company(s).

For hub/spoke companies, such as a retail company (hub) that provides forms to
their suppliers (spokes), the hub Community Administrator first sets up the hub
company, then invites the spoke companies to connect (see “Invitation Tool” on
page 297. When a spoke company registers, it specifies the association to the hub
company, thus establishing the hub/spoke link.

This chapter explains how to use Community Manager to set up and connect
companies in the system.

Topics include:

m “Create company accounts” on page 261

= “Add Customer User Accounts” on page 263

m “Set Up Trading Relationships” on page 266

= “Mailboxes and EDI Addresses” on page 275

m “Define the Customer’s Service Contacts” on page 278
m “Define Customer Alerts and Options” on page 282
m “Enhanced Rules” on page 289

m “Resolve Customer Issues” on page 297

= “Invitation Tool” on page 297

= “On-Boarding and Self-Registration” on page 303
= “Pending Registrations” on page 308

260



COMMUNITY MANAGER

OPENTEXT create company accounts

Create company accounts

Required Information
To set up a company account, you need the following information:

m Company name m Parent Company name (if customer is a child
company)

m Company address m Company website address

m Industry Type m Primary SIC code

m UCCEAN Number, required if Customer m DUNS number
is using the Trading Grid ASN service

= Company number, if applicable m Global Location number, if applicable
m Business contact name, address, m Technical contact name, address, email,
email, phone, FAX phone, FAX, if different from Business contact

To create a company account
1 Click the Community Manager tab.
2 Click Company Management.
The Company List page opens.

)] Community Manager: Company Management 7 B

Company Company List
Management
Pending Regimtion Search by : # Indicates wildcard search %/
Company Name: I:l W Status: All v
| Updated Date(from): I:I/ I:Lﬂ I:l E Updated Date(to): I:[/ I:l[ I:l E
|| Created Date(f 5 Created Date(to):
e reated Date(from) [ | reated Date(to) =
Setup Company Type: Al v

Test/Demo Company: () No () Yes

Search Clear Saarch

Note: The table lists maximum of 500 companies that were created in the last 8 days
To activate/deactivate a company, click on the company status icon.

E ] “Show Recently Created Companies Create: W‘
Company Name E Date Created - Last Updated
O (2] 5 GE-GCO0016931M1 ) o = Wednesday, August 08, 2046 Friday, July 24, 2015 -
] 8 ; TITLEIST CO. 0 o i Friday, October 19, 2040 Friday, May 08, 2015
O 8 ; YW52531/¥714531, INC. 0 o i Thursday, March 06, 2036 Wednesday, September 20, 2006
O @ 45 USER 1081 L] {:] = Sunday, December 19, 2032 Thursday, May 08, 2014
O @ 2 AT REGRESSION, INC-GC00017192M1 [i] o z Monday, April 30, 2018 Wednesday, September 20, 2006
O (2] 5  werwerw [i] o = Wednesday, June 29, 2016 Tuesday, June 16, 2015
O @ %, OoMRON - OMG (i) o = Thursday, June 16, 2016 Thursday, June 16, 2016
O @ %  CMS16JUN1633359 (i) o = Thursday, June 16, 2016 Thursday, June 16, 2016
O O Q CMS16JUN1623442 0 o j Thursday, June 16, 2016 Thursday, June 16, 2016 v
Ml a@ 4 lor [} o = Thursday, June 16, 2016 Thursday, June 16, 2016
< >
Items 1 - 20 of 383 « First / Previous1 ,2 ,3 4 ,5 .6 ,7 ,8 ,9 ,10 Next fLast »

@ acive | @ maciive | @ pending Migration | & OPENTEXT Customer | & Reseller | &8 Reseller's Customer | " DirectConnect | ZinterConnect | 9% VAN Provider | &
OPENTEXT Customer - Hub

The list displays the companies already defined and set up in your community,
up to 1,000 of the most recent companies that were set up in Community
Manager. The page displays:

m Date created.
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10
11

m The person who set up the company.
m Date last updated.
m The person who updated the company information.
At the bottom of the list, the icons are explained, as follows.

& smive B [nactive | & Reseller | S Resaller's Custamar

If you are a Reseller, the z (Reseller) icon precedes your Company Name, for
example the Training and Docs company.

Above the listing, on the right, from the Create drop-down list, select one of
the following:
m If you are a Reseller, select Reseller's Customer.

m If you are setting up a Reseller select Reseller.
m Otherwise, select GXS Customer.

Click OK (next to the Create drop-down list).
The Step 1: Identify Company page opens.

Enter the data for the company you are creating.

Note: If you previously created the parent company, and this was a child
company, click the Yes, identify parent company below check box and
search for, or enter, the name of the parent company.

Click Next Step.

The Step 2: Company Profile page opens.

Enter data about the company.

Important: If this is a parent company, for Hierarchy Access, select the
Allow to create child company(s) check box.

Click Next Step.

The Step 3: Review page opens.

Check that the information you entered is accurate. To make any changes, click

Previous Step and go back to the applicable step and make your changes.
Then, click Next Step to return to this page.

Click Create.
On the confirmation page, click the Return to the company list link.

The new company, preceded by the 3 (Reseller's customer) icon, displays in
the Company List.

Company Profile

The Company Profile is where you access the customer’s information. Review the
information from the previous step. To update customer information, make the
updates on the Company Profile page.

Trading Grid Online

To review the company profile

1

Click the Community Manager tab > Company Management. Find the
applicable company and click its name.
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The section expands.

2 Click Company Profile.
The Company Profile page opens.

3 Review the information and add any new information.

Company Profile Section Description

Profile Status This data is system-generated.

Organization Hierarchy If the customer company has child companies, check
the Allow to create child company(s) check box.

Company Information, The company and contact names and addresses. One

Business Contact, Technical | person can be multiple contacts. The contacts receive

Contact user invitations after the company subscribes to
Trading Grid.

4 Do one of the following:
= Click Actions > Save.
m Click Save.
Your changes are saved.

Assign a Subscription Package

Many new TGO functions are regularly added. We recommend that you work with
your GXS Representative to assign or modify subscription packages.

Add Customer User Accounts

Creating a Customer user via the User Management service immediately registers
the user and bypasses the invitation process. After the user account is created, the
user is ready to access and work within the Trading Grid.

Topics include:
= “Add New User Accounts”

m “Activate, Deactivate, or Delete User Accounts” on page 266
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Add New User Accounts

To add a new user
Click the Community Manager tab.

Click the applicable Customer Company Name.
The Company Profile page opens.

1
2

Trading Grid Online

Click User Management.
The User List page opens.

From the Actions drop-down list, select Create New User.
The Step 1: User Information page opens.

Enter all the information for the user.

Click Next Step.

The Step 2: Service Privileges page opens.

Under Service Instance(s),

select the service instance(s), (the subscription

package(s) and the options (privileges)) for each service instance that you
want the user to have. By default, all options are selected for any service

instance that you select.

Under Roles, select the role of the new user. All roles have access to the user
functions (Service Instances) that are subscribed to by the Company.

User Role Administrative Functions

Company All of the administrative functions of Trading Grid,
Administrator subscribed to by all Companies in the community. These

functions exist in both the Community Manager and Account
Manager components.

Account Administrator | All of the administrative functions in Account Manager that

are subscribed to by the Company. The functions include:

Maintenance of the Company Profile.

Inviting or setting up, and maintenance of, Company
users (User Management).

Administration of the Trading Community and its
distribution lists.

Subscription modification.
Service Configuration, which can include:
m Setting up and maintaining mailbox information

m Defining and setting company or mailbox rules and
alerts

m Mailslotting
Monitor Billing invoices.
Define or update the company Password Policy.

Service Configuration The Service Configuration functions in Account Manager that
Administrator are subscribed to by the Company.
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User Role Administrative Functions
Trading Community The Trading Community functions in Account Manager that
Administrator are subscribed to by the company. These can include:

m Requesting and approving trading partnerships.

m Defining and maintaining the AutoForwarding of
messages (see “AutoForward Partnership” on
page 271).

m Setting up and maintaining the AutoCopy distribution
lists (see “AutoCopy Partnership” on page 273).

Account User None. This user does not have access to any of the
administrative functions in the Account Manager.

Trading Partnership Only the Trading Community function of approving trading

Approver partner relationships (EDI to EDI) (see “Set Up Trading
Relationships” on page 266).

AutoForward Only the Trading Community function of setting up and

Administrator maintaining AutoForward partnerships (see “AutoForward

Partnership” on page 271).

AutoCopy Distribution Only the Trading Community function of defining and
List Administrator maintaining AutoCopy distribution lists (see “AutoCopy
Partnership” on page 273).

Click Next Step.
The Step 3: Review page opens.

Carefully review the information, especially the Service Selection instances and
options.

To make any changes, click Previous Step and go back to the applicable step
and make your changes. Then, click Next Step to return to this page.

Do one of the following:
m Click Submit to enter the person into the Trading Grid.

Note: If you did not enter all the required data, the Submit button is
disabled.

m To save the data you entered, but not yet activate this person in the
Trading Grid, click Save. In the User list, the user status is Incomplete.

A confirmation page opens.
Click User Management.
The User List page displays the user you created.
The following information displays for each user:
s User Name — User’s name. Click the name for information about the user.
m User ID — User's email address.
m Status — Status of the user:
m Active — The user is approved to participate in the Trading Grid.
m Inactive — The user is not currently participating in the Trading Grid.

m Incomplete — The user has not yet been approved to participate in
the Trading Grid.
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Activate, Deactivate, or Delete User Accounts

The activate, deactivate, or delete actions can be performed for more than one
user at a time; however, you must perform the same action for all selected users.

To activate, deactivate, or delete a user account
1 Select the user(s).
2 Do one of the following:
m To authorize the user to access the Trading Grid, click Actions > Activate.

m To temporarily prevent the user from using the Trading Grid, click Actions
> Deactivate.

m To permanently remove the user and all his or her data from the Trading
Grid, click Actions > Delete.

A confirmation message displays.
3 Click Yes.

Set Up Trading Relationships

This section defines the Company’s trading partnerships or relationships, that is,
who and where they send documents to and receiving documents from.

There are several types of partnerships you can set up for the customer.
Topics include:

m “Current Trading Partner List”

m “Standard Trading Partnership” on page 267

m “Open Trade Partnership” on page 270

= “AutoForward Partnership” on page 271

m “AutoCopy Partnership” on page 273

Current Trading Partner List

To see a listing of the company’s current Trading Partners

1 Click the Community Manager tab, then click the applicable customer
Company Name.

The Company Profile page opens.

2 Click Trading Community.
The Community Manager: Trading Community page opens.

This page displays two listings. The Trading Partners list displays the current
partnerships and the following information for each Trading Partnership.

Column Name Description

Mailbox Number The mailbox number(s) associated with this role and partnership.
Trading Partner Identification of the Trading Partner.

Partner VAN The network used in this partnership.
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Column Name

Description

Partner EDI Address
Your EDI Address

The EDI addresses of both the customer and its Trading Partner.
Click the Trading Partner EDI Address to see information about the
partnership.

Your Role

Whether the customer is a Sender of interchanges or a Receiver
of interchanges. If the customer is both Sender and Receiver with
this Trading Partner, two partnerships display for this Mailbox
number and trading partner.

Partnership Type

Type of partnership, where

m AutoCopy means that the customer can send one
interchange to multiple receivers.

m AutoForward means that Trading Grid automatically
forwards interchanges that the customer receives to another
EDI Address(es).

m Normal refers to any standard Trading Partnership setup.

Status

Current partnership status, where

m Approved means that the trading partnership is currently
active.

m Pending Partner Approval means that the Trading Partner
has not yet responded to the trading partnership request.

The second listing, the Open Tradings list, displays the EDI addresses that have

open trading.

Standard Trading Partnership

A standard trading partnership is set up so the customer can send (and receive)
transactions with one specific trading partner. This partnership can then be further

defined to:

m Automatically forward documents they receive from this partner to other users
using a distribution list.

= Automatically send a copy of documents they send to this partner to other users
using a distribution list.

Request a Standard Trading Partnership
Use this procedure to request a trading partnership.

1 Click the Community Manager tab, then click the applicable customer

Company Name.

The Company Profile page that opens.

2 Click Trading Community.
The Trading Community Company List page opens.

3 Do any of the following that apply:

m If your company has multiple mailboxes, select the applicable mailbox for
the new partnership from the Mailbox Number list, or select All.

m If this is your first partnership, click Request New Partnership.

m If this is not your first partnership, click Actions > Request New

Partnership.
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The Step 1: Trading Partner Details page opens.

4 In the Partnership Information section, enter the following information:

Field Description
Partner EDI Do the following:
Address If necessary, click Trade with Specific Partner.

In Partner VAN, do one of the following:
m Select GXS if the trading partner is on the GXS Trading Grid
network.
m Select Interconnect if the trading partner is on another
VAN service.
In Partner Address, enter the trading partner’s EDI address.

Your EDI Address Do one of the following:

m Click Single. Type the customer’s EDI address or click
Browse and select the address.

m Click Multiple. Click Browse and select the address.

Your Role Click the Sender and/or Receiver check boxes based on the
customer’s role(s) in the trading partner relationship.

If you select both Sender and Receiver, Trading Grid creates
two partnerships for this Mailbox number and trading partner.

Your Alias Type a name that represents the customer to the trading partner.

5 In the Billing Information section, select the billing option established by the
customer and the trading partner.

6 Click Next Step.
7 Do one of the following:

m If you entered an Interconnect EDI Partner Address in step 4 which
does not currently exist in the Trading Grid, a message displays. To add the
EDI partner address, continue with the following three steps.

1 Click the Add Partner Address link.
The Add Interconnect Partner EDI Address page opens.

2 Provide the following information.

Field Description

Partner EDI Type trading partner’s EDI address.

Address

Interconnect Name | Use the Select drop-down list to select the Interconnect
Name.

Company Name Type trading partner’s company name.

Contact First Name | Type trading partner’s contact information.

Contact Last Name | Type trading partner’s contact information.

Contact Phone Type trading partner’s contact phone number.
Number

3 Click Submit.
The Step 2: Review page opens.
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m If you entered an Interconnect EDI Partner Address in step 4 which
does exist, the Step 2: Review page opens. Continue to step 8.
8 Do any of the following that apply:
= Review the information.

m To make any changes, click Previous Step to return to Step 1 page.
m Make the changes, click Next Step to return to this page.

9 Click Submit.
The Trading Partnership Request Complete page opens.

10 Click Return to Trading Partnership List.

The Trading Partnerships list page opens. The new partnership displays in the
list with a type of Normal and a status of Pending Partner Approval.

To approve or reject, view, modify, or terminate a Standard Partnership

You can only modify the billing information. To modify other partnership details,
you must first delete the current partnership and then create a new partnership
with the correct details.

1 TOn the Community Manager page, click Company Management, then click
the applicable company name.

2 Click Trading Community.

3 In the Trading Partnerships listing, select the partnership to approve, reject,
view, change, or terminate.

4 Do any of the following that apply:

Action Do this

Approve Partnership Click Actions > Approve Partnership.

The partnership status changes to Approved.

Note: Only a partnership with Pending Your Approval can be
approved.

Reject Partnership Click Actions > Reject Partnership.

The partnership status changes to Rejected.

Note: Only a partnership with Pending Your Approval can be
rejected.

Terminate Partnership | Click Actions > Delete Partnership.
The partnership is immediately removed from the listing.

View or Modify Click Actions > View/Modify Partnership.

Partnership The Trading Partnership Details page opens.

Note: You can only modify the billing information. To modify
other partnership details:

1 Delete the partnership.
2 Create a new partnership with the correct details.

Change Partnership To change Partnership to AutoForward, see “AutoForward
Type Partnership” on page 271.
To change Partnership to AutoCopy, see “AutoCopy Partnership”
on page 273.
5 Click Save.
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Open Trade Partnership

An open trade partnership allows the customer to send (and receive) transactions
with any trading partner within the Trading Grid. Trading documents and/or files
with other “open” traders does not require a formal partnership setup. An Open
Trade Partnership:

Trading Grid Online

= Allows the customer to exchange documents with any trading partner that

requests to trade with them at that EDI address.

m Enforces a 50-50 split billing process, which means the customer pays for all the

transactions that it sends, and the receiver's company pays for the transactions
that your customer receives and for the storage of that mailbox.

To request an open trade partnership

1

Click the Community Manager tab, then click the applicable Customer
Company Name.

Click User Management.
The Trading Community Company List page opens.
In the Open Tradings section, do any of the following:

m If your company has multiple mailboxes, select the applicable mailbox for
the new partnership, from the Mailbox Number list, or select All.

m If this is your first partnership, click Request New Partnership.

m If this is not your first partnership, Otherwise, click Actions > Request
New Partnership.

The Step 1: Open Trading Details page opens.

In the Partnership Information section, enter:

= Your EDI Address — Type your EDI address or click Browse and select
it.

= Your Role — If you expect to send and receive interchanges, click the
Receiver check box.

Click Next Step.

The Step 2: Review page opens.

Do the following:
m Review the information.
= To make any changes, click Previous Step to return to Step 1 page.
s Make the changes, click Next Step to return to this page.

Click Submit.

Make the changes and then click Next Step to return to this page.

Click Submit.

The Open Trading Request Complete page opens.

Click Return to Trading Partnership List.

The Trading Partnerships page opens displaying the new partnership in the Open
Tradings listing.
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For each open Trading, the listing displays:

m Your EDI Address — Click the EDI Address to see information about the
partnership.

m Your Role — Displays your role in the partnership; Sender of
interchanges or a Sender and Receiver of interchanges.

To view, modify, or delete an open trade partnership

1 On the Community Manager page, Company Management.
2 Find the applicable company and click the name.

3 In the section that expands, click Trading Community.

4 In the Open Tradings listing, select the partnership to view, change, or
terminate.

5 Do any of the following that apply:

Action Do this
Delete Open Select the partnership, click Actions > Delete Open Trading.
Trading The partnership is removed from the listing.

(partnership)

View/Modify Open 1 Select the partnership, click Actions > View/Modify
Trading Open Trading.

2 View the partnership information.

Note: Only the billing information can be modified. To
modify other partnership details, the partnership must be
deleted then recreated with the correct details.

3 Make changes to the billing information.

6 Click Save.

AutoForward Partnership

Important: In the “Account Manager” section, please read the “AutoForward
Partnership” and “AutoForward Implications” topics for complete information.

Set up an AutoForward Partnership
Important: Before setting up an AutoForward partnership, Trading Partnerships
must exist and be approved between:

m The address that sends the interchanges and the address that receives the
interchanges.

m The address that receives the interchanges and the address to which you want
to forward the interchanges.

To set up AutoForwarding
1 On the Community Manager page, click Company Management.
2 Find the applicable company and click the name.

3 In the section that expands, click Trading Community > AutoForward
Partnership.
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4 Click Actions > Create AutoForward Partnership.
Note: If no listing displays, click Create AutoForward Partnership again.

The Create AutoForward Partnership page opens.

5 In the AutoForward EDI Address section, enter the following:

Sender EDI Address Address from where the interchanges are sent.

Your EDI Address Customer EDI address that receives the interchanges that
you want to forward.

AutoForward EDI Address EDI address to which the interchanges (that are sent from
the Sender EDI Address to Your EDI Address) should
be autoforwarded.

Note: Use Search to search and select specific addresses. Click Search by
Company to display a pop-up to enter a partial or complete name, then click
Search. To view a listing of all companies, click Search without entering any
search criteria. Then click the company name, and if applicable, select an
address.

6 To forward only specific document types, in the Document Type section,
select the appropriate Envelope Type.

The page refreshes displaying all associated document types in the Available
Document Types area.

7 Do one of the following:
m To select one document type, select the type then click Add.
m To select multiple document types:
1 Press Ctrl and select the types.
2 Release Ctrl, and click Add.
m To select all document types, click Add All.
The selection displays in Selected Document Type area.
8 To remove document types:
m Select the type(s) and click Remove.
m To remove all types, click Remove All.
9 Click Actions > Submit.
A confirmation message displays. The AutoForward Partnership is created.

10 Use the AutoForward Partnerships page to view this new partnership.

To view, modify, or terminate an AutoForward Partnership
1 Tn the Community Manager page, click Company Management.
2 Find the applicable company, and click the name.

3 In the section that expands, click Trading Community > AutoForward
Partnership.

The AutoForward Partnership listing opens.
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4 Do any of the following that apply:

Action

Do this

Delete Partnership

1 Select the partnership, click Actions > Delete.
The confirmation message displays.
2 Click Yes.
The partnership is immediately removed from the listing.

View/Modify
Partnership

Only Document Types can be modified. To modify an EDI
address, you must delete the current partnership, then create a
new partnership with the correct EDI address.

To add a document type to be forwarded:
1 Select partnership, click Actions > View/Modify.

2 Locate Available Document Type area and do one of the
following:

m Select one document type then click Add.

m Select multiple document types by clicking Ctrl and
selecting document types. Release Ctrl and click Add.

m Select all document types by clicking Add All.

Your selection displays in the Selected Document Type
area.
To stop a document type from being forwarded:

1 Select partnership, click Actions > View/Modify.

2 Locate the Selected Document Type area and do one of
the following:

m Select one document type then click Remove.

m Select multiple document types by clicking Ctrl and
selecting document types. Release Ctrl and click
Remove.

m Select all document types by clicking Remove All.

5 Click Actions > Submit.

AutoCopy Partnership

Important: In the “Account Manager” section, please read the “AutoCopy

Partnership”, “AutoCopy Implications”, and “Use AutoCopy with AutoForward

topics for complete information.

An AutoCopy Distribution List

To create an AutoCopy distribution list

1
2
3

Note:
The Create Distribution List page opens.

On the Community Manager page, click Company Management.
Find the applicable company and click the name.

In the section that expands, click Trading Community > AutoCopy
Distribution List.

Click Actions > Create Distribution List.
If no listing is displayed, click Create Distribution List.
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5 Enter the following information.

Field

Description

Mailbox Number

Type the number of the Mailbox that receives the interchanges.

Distribution List
Address

Type the EDI address that receives the interchanges Trading Grid
copies and sends.

Member EDI
Addresses

Type the EDI addresses to which Trading Grid should send the
copied interchanges.

To add more than 10 addresses, scroll to the bottom of the page,
then click Add.

Primary Billing
Address

Select Primary Billing Address if this EDI address is the
primary billing address.
Otherwise, leave this item un-selected.

6 Click Actions > Submit.
A confirmation message displays. The AutoCopy Distribution List is created.

7 Use the AutoCopy Distribution List page to view this new partnership.

To view, modify, or delete an AutoCopy Distribution List

1 On the Community Manager page, click Company Management.

2 Find the applicable company and click the name.

3 In the section that expands, click Trading Community > AutoCopy

Distribution List.

The Autocopy Distribution List page opens displaying all the listing information

including:

m Mailbox Number — Mailbox that receives the interchanges.

m Distribution List Address — EDI address that receives the interchanges
that the Trading Grid copies and sends.
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4 Do any of the following that apply:

Action Do this
Delete 1 Select the distribution list, click Actions > Delete.
2 Confirm the deletion.
The distribution list is removed from the listing.
View/Modify 1 Select the distribution list, click Actions > View/Modify.
2 View the distribution list information.

Note: Only the Member EDI Address information can be

modified. To modify other distribution list information, the

distribution list must be deleted then recreated with the
correct details.
3 Make the changes to the list.

m To modify a Member EDI Address, delete it, and then
add the correct one.

m To delete a Member EDI Address, select it, then click
Actions > Delete.

The address is removed from the list.

m To add a new Member EDI Address, type the address
in Add Member EDI Address, then click Add.

m To specify whether an address is the primary billing
address, select or deselect the Primary Billing Address
option.

5 Click Save.

Mailboxes and EDI Addresses

This section describes how to configure an EDI mailbox. The procedures describe

how to:

m Update the EDI mailbox information.

m Add other EDI addresses to mailboxes.

m Specify data retention.

m Select reports to receive.

Topics include:

m “Configure EDI Mailboxes”

= “Add or Delete Mailbox Addresses” on page 276

Configure EDI Mailboxes

To configure an EDI mailbox
1 Click the Community Manager tab, and click the applicable customer

Company Name.

The Company Profile page opens.

2 Click Service Configuration.
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The Mailbox and EDI Address Maintenance page opens displaying a list of EDI
Mailboxes that are associated to this customer account.

3 To set or change the mailbox options, select the applicable mailbox.
4 Click Actions > Update Mailbox.
The Mailbox Information page opens.

5 Specify the following information.

Field Description

Mailbox Number Displays the number for the mailbox. This value cannot be
changed.

Mailbox Alias Do one of the following:

m To add an alias for the mailbox, type the value.

m To change the value displayed, delete the existing value and
enter another value.

Current Mailbox Do one of the following:
Password m To add a password for the mailbox, type the value.

m To change the value displayed, delete the existing value and
enter another value.
Enter the current password for the mailbox.

New Mailbox To define a new password for the mailbox, type the password.
Password

Confirm New To confirm the password, type the password again.
Password

Trading Partner To subscribe to this report, which summarizes the transactions

Transaction Report | and interchanges (both sent and received) between you and
each of your trading partners in the previous month. For each
trading partner, the report lists each transaction, its description,
and its number of KCs.

Send Meta Data Number of days to retain meta information on data sent from
Retention Period your mailbox / EDI address.

Transaction Select the number of days, up to a maximum of 45 days, for
Retention Period each transaction interchange to remain in your mailbox. Before

selecting this option, refer to your contract or discuss this with
your OpenText sales representative, as this option might have
billing implications.

6 Click Save.
7 Perform these steps for each mailbox associated with the customer account.

Add or Delete Mailbox Addresses

Important: You can only add or delete EDI addresses. To modify an EDI address,
you must first delete (see “To delete an EDI address from a mailbox”) the incorrect
address and then add the correct address, as specified below.

To add an EDI address to a mailbox

1 Click the Community Manager tab, and click the applicable customer
Company Name.

The Company Profile page opens.
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Click Service Configuration.

The Mailbox and EDI Address Maintenance page opens displaying a list of EDI
Mailboxes that are associated to this customer account.

In the Number of EDI Addresses column, click the number for the applicable
mailbox.

The EDI Address List page opens.

Scroll down to the Add New EDI Address area and enter the information.
Click Add.
A confirmation message displays.

Click the Return to EDI address list link.
The EDI address is added.

Repeat steps 3 through 5 to add additional addresses to the mailbox.

delete an EDI address from a mailbox

Click the Community Manager tab, and click the applicable customer
Company Name.

The Company Profile page opens.

Click Service Configuration.
The Mailbox and EDI Address Maintenance page opens.

In the Number of EDI Addresses column, click the number for the applicable
mailbox.

Note: The EDI Address List page opens.

Important: You cannot delete an EDI address if there are trading partnerships
currently associated with the address. You must check for and terminate any
associated Partnerships before deleting the EDI address. See “Terminate
Associated Partnerships” on page 277.

4

5
6

Locate the applicable EDI address, and click the view partnership link in the
Associated Partnerships? column.

Select the address to delete.
Click Actions > Delete EDI Address.
A confirmation message displays.

Click Yes.
The EDI address is deleted.

Terminate Associated Partnerships

Before deleting an EDI address, you must first verify whether any associated
partnerships exist that reference the EDI address. If partnerships do reference the
address, then the partnerships must be terminated so the EDI address can be
deleted.

To
1

verify and terminate associated partnerships

On the Community Manager tab, click the applicable customer Company
Name.

Trading Grid Online



COMMUNITY MANAGER 1 O
Define the Customer’s Service Contacts

The Company Profile page opens.

2 Click Service Configuration.
The Mailbox and EDI Address Maintenance page opens displaying a list of EDI
Mailboxes that are associated to this customer account.

3 Click Mailbox and EDI Address.
The Mailbox and EDI Address Maintenance page opens.

4 In the Number of EDI Addresses column, click the number for the applicable
mailbox.
The EDI Address List page opens displaying the EDI addresses and associated
partnerships for the selected Mailbox number.

5 Locate the EDI address that needs to be deleted.

6 Do one of the following:

m If no link displays in the Associated Partnerships? column, there is no
associated partnership. This EDI address can be deleted. Continue to “Add
or Delete Mailbox Addresses” on page 276.

m If the View partnership link displays in the Associated Partnerships?
column, click the link.

Identify the partnership(s) that need to be terminated, then return to the
Mailbox and EDI Address Maintenance page. Continue to step 7.

7 Click Trading Community.
The EDI Address list page opens.

8 Terminate the partnership(s).
9 Continue to “Add or Delete Mailbox Addresses” on page 276.

Define the Customer’s Service Contacts

Trading Grid Online

Service Contacts is a centralized area where you define who is to:

m Receive specific email notifications at the company level.

m Be the default contact for service messages and outages.

m Be notified as a result of the rules and alerts you later define for the mailbox(es).

Important: For TGMS customers: All contacts to be notified as a result of rules
and alerts defined in Event Management must be set up using Service Contacts.

Topics include:

m “Define Service Contacts” on page 279

m “Re-Assign a Default Contact” on page 280

= “Remove a Default Contact” on page 280

m “View, Change, or Delete a Contact” on page 281
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Define Service Contacts

To define service contacts
1 Click the Community Manager tab, and click a Customer Company Name.
The Company Profile page opens.

2 Click Service Configuration.
The Service Configuration page opens.

3 Click Service Contacts.
The Service Contacts page opens. It lists any contacts that have been defined.
For each contact, the listing shows:
m First and last name.
m A list of alerts the person is contacted about (Contact Type column).

m If the person is a Default contact. Trading Grid automatically designates
the Technical Contact entered in the Company Profile as the default
contact. You can change the default contact (see “Re-Assign a Default
Contact” on page 280).

m If the person is currently active (In-Use column).
4 Click Actions, and click Add New Contact.
The Create New Contact Service page opens.

5 Enter the required information.

6 Optionally select the Contact Type(s), or which contacts should receive
notification(s) for in addition to service messages and outages.

Note: Based on the service subscription, you might not see all the options
listed. If in doubt, check with your OpenText sales representative.

m For IWF Users:

Invitation Contact receives subsequent invitations, such as invites
for the company to connect to an additional IWF hub
sponsoring new forms.

Incoming Document Alert "Whenever a new document arrives in your Document
Inbox” rule.
Incoming File Alert "Whenever a new file arrives in your File Inbox” rule.
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m For TGMS Users:

Arrival Alerts "Whenever a document interchange
arrives in your mailbox” rule.

FA Delinquency "Whenever a trading partner has a
delinquent FA” rule.

Inactivity Alert "Whenever a mailbox is inactive”
rule.

Mailbox Error Alert "Whenever a mailbox processing

error occurs on an outbound
interchange” rule.

Note: When you select an option for a customer contact, Trading Grid
automatically adds the contact to the notification list for alerts you create later.
For example, if you subscribe to and select Arrival Alert for this contact, and
define a rule to generate an alert when a partner has one or more documents
that need acknowledgment, Trading Grid automatically notifies this contact. If
you later delete the contact, Trading Grid automatically deletes the contact
from the Arrival notification list.

7 Enter the Email Address for the contact. If the address is for a pager, select
This is a Pager address.

8 Click Submit.
The Service Contact Request Complete page opens.

9 Click the Return to Service Contacts List link.
The new contact displays in the list on the Service Contact page.

Re-Assign a Default Contact

Important: You must designate one default contact who receives notifications for
service messages and outages. Initially, Trading Grid assigns the Technical Contact
from your Company Profile as the default contact.

To re-assign the default contact
1 Click the Community Manager tab, and click a Customer Company Name.
The Company Profile page opens.

2 Click Service Configuration.

The Service Configuration page opens.
3 Click Service Contacts.

The Service Contacts page opens.

4 Select the contact you want to make the default contact, click Actions, and
click Set as Default Contact.

Trading Grid reassigns the “default contact” from the previous person to the
one you specified.

Remove a Default Contact
Important: Only one contact can be the default contact.
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To remove a default contact

m To delete a contact that has the default role, first assign a new default contact,
and delete the previous default contact.

View, Change, or Delete a Contact

To view, change, or modify a contact
1 Click the Community Manager tab, and click a Customer Company Name.
The Company Profile page opens.

2 Click Service Configuration.

The Service Configuration page opens.
3 Click Service Contacts.

The Service Contacts page opens.

4 Select the contact you want to view, modify, or delete.

Important: To delete a default contact, you must first assign a new default
contact; see “To re-assign the default contact.”
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5 Perform the appropriate action:

To...

Do this

Delete the contact

m Click Actions, and click Delete.

View or modify the
contact

1 Click Actions, and click View/Modify.
The Modify New Service Contact page opens.

N

Change the contact’s information.

3 (Optional) Change the Contact Type(s), or which contacts
should receive notification(s) in addition to service messages

and outages.

4 Based on your service subscription, you might or might not

see all the following options:

m Arrival — "Whenever a document interchange arrives in

your mailbox” rule.

m FA Delinquency — ”Whenever a Trading Partner has a

delinquent FA” rule.

m Incoming Document — ”Whenever a new document

arrives in your Document Inbox” rule.

m Incoming File — "Whenever a new file arrives in your

File Inbox” rule.

m Mailbox Inactivity — ”"Whenever a mailbox is inactive”

rule.

m Mailbox Outbound Error — "Whenever a mailbox
processing error occurs on an outbound interchange”

rule.

Note: When you select an option for the contact, Trading Grid

automatically adds the contact to the notification list for that

alert in Event Management.

For example, if you previously subscribed to and select the FA
Delinquency for this contact, and in Event Management you

define a rule to generate an alert when a partner has one or

more documents that need acknowledgment, Trading Grid

automatically notifies this contact. If you later delete the contact,

Trading Grid automatically deletes the contact from the FA

Delinquency notification list.

Define Customer Alerts and Options

This section describes the Event Management function and provides instructions
for setting up customer alerts and business calendar options.

Topics include:

m “Alerts and Options Overview” on page 283

m “Define the Alerts” on page 283

= “Mail Slots” on page 288

m “Password Policy” on page 289

Trading Grid Online
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Alerts and Options Overview

Use the Trading Grid Event Management feature to define the rules and policies
to determine when trading partners are compliant or non-compliant, based on
these rules and policies. The compliancy or non-compliancy of trading partners is
reported in the Reports component under Functional Acknowledgement
Management and Transaction Alerts.

Note: The functions described in this chapter apply only when customers have
the optional alert services. These services might require an additional fee. Contact
your OpenText sales representative to verify which trading partners have these
services.

Set up each customer mailbox with one or more of the following services:

m Business Calendar option — The days the customer wants the service to
consider as working or business days for each of your EDI mailboxes.

m Arrival Alert — When a document is placed in the mailbox, the Trading Grid
sends the customer a message. An alert is requested for specific document
types, specific trading partners, or both. In addition, the alert is routed to
different individuals within the customer company based on document type,
trading partner, or both. This is particularly useful for a user that checks their
mailbox infrequently but wants to respond to orders from key clients as soon as
possible.

m Mailbox Outbound Error Alert — If the customer sends a document to the
Trading Grid Messaging Service and it fails processing, the Trading Grid alerts the
customer. Therefore they are notified of the problem immediately.

s Mailbox Inactivity Alert — If the customer does not receive documents in
their mailbox according to the schedule defined, Trading Grid alerts the
customer, allowing them to check and determine whether or not a problem
exists.

= Mail Slots option — Malil slots separate documents received according to
business process needs.

m Password Policy — you can impose a more restrictive password policy than
what the customer has defined.

Important: In order for the these alerts to function properly, all alerts the
customer subscribed to must be configured.

Define the Alerts

Important: For the alerts to function properly, you must configure all the alerts
to which your customer subscribes.

To define customer alerts

1 Click the Community Manager tab, then click the applicable Customer
Company Name.

The Company Profile page opens.

2 Click Service Configuration > Event Management.
The Transaction Event and Rules and Alerts page opens.

Topics include:
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“Business Calendar”

“Inactivity Alert” on page 284
“Arrival Alert” on page 285
“Mailbox Error Alert” on page 287

Business Calendar

Note: The Business Calendar applies only to the Inactivity Alert.

To define the Business Calendar

1

Access the Transaction Event and Rules and Alerts page. See “Alerts and
Options Overview” on page 283.

The Transaction Event and Rules and Alerts page.
In the Mailbox Specific Alerts section, from the Rule type drop-down list,
select Business Calendar.

From the Mailbox drop-down list, select the mailbox to which the calendar
should apply, then click Configure.

The Business Calendar page opens.

In the Working Days and Time Zone section, enter the following.
m Working Days — Select the days the service should consider as working
or business days. Inactivity alerts process Working Days only.
m Time Zone — Select the applicable time zone for your community.

m Daylight saving time observed — Select this option if your community
observes daylight-savings time.
In the Holidays (Optional) section, enter the following:

m Holidays — Select the days the Trading Grid should ignore. These days do
not have to be standard holidays; you can specify any day. The Holidays
you specify are considered Non-Working Days. Click the calendar icon to
select each holiday date.

Click Save.

Repeat these steps for each of your mailboxes.

Inactivity Alert

To create an inactivity alert

1

2

Trading Grid Online

Access the Transaction Event and Rules and Alerts page. See “Define the
Alerts” on page 283.

The Transaction Event and Rules and Alerts page opens.

In the Mailbox Specific Alerts section, enter the following information.
a From the Rule type drop-down list, select Inactivity Alert.

b From the Mailbox drop-down list, select the mailbox to which this rule
should apply, then click Configure.

The Mailbox Inactivity Alert page opens.
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3 Enter the following information that applies.

Field Description
Enable the Event Select this check box to turn on the rule.
Rule

Apply the Business | Select this check box to have mailbox inactivity measured only
Calendar during working hours on working day, excluding holidays, as
defined in the “Business Calendar” on page 284.

Otherwise, mailbox inactivity is measured 7 days a week.

The Range for Receiving Alerts

Start Time Enter the start time for receiving alerts.
Stop Time Enter the stop time for receiving alerts.
Time Zone Displays the time zone previously defined.

Mailbox Inactivity Alert Details

Inactivity Length Enter the number of hours the mailbox is inactive before Trading
Grid generates a notification.

Notify Contact These are the customer’s contacts previously defined in the
Service Contacts list. See “Define the Customer’s Service
Contacts” on page 278.

Do any of the following:

m To have the default contact receive the alert, click the
Default Contact check box. To display the contact
information, click the Default Contact link.

m To have the contacts, previously designated as contact for
this alert, receive the alert, click the Mailbox Inactivity
Contact(s) check box. To display the contact information,
click the Mailbox Inactivity Contact(s) link.

m To have someone else receive the alert, click the Other
Contacts check box then click Modify List.

A list of all your service contacts displays.
Select a contact from the list, then click Submit.

m If a contact does not display in the list, you must define that
contact. See “Define the Customer’s Service Contacts” on
page 278.

To remove a contact from the Other Contacts list:
1 Click the Other Contacts check box > Modify List.

The list of service contacts displays.

2 Deselect the contact from the list, and then click Submit.

4 Click Save.
5 Repeat these steps for each of your mailboxes.

Arrival Alert
Use this procedure to create an arrival alert.

To create an arrival alert

1 Locate the Transaction Event and Rules and Alerts page. see “Define the Alerts”
on page 283.

The Transaction Event and Rules and Alerts page opens.
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2 In the Mailbox Specific Alerts section, enter the following information.
a From the Rule type drop-down list, select Arrival Alerts.

b From the Mailbox drop-down list, select the mailbox to which this rule
should apply, then click Configure.

3 On the page that opens, do one of the following:
m Click Add Arrival Alert

m Click Actions > Add Rule.
The Add Arrival Alert page opens.

4 Enter the following information.

Field Describe
Document Type Select a Document Type for the rule.

1 Click Browse.
2 Find the document type, then click the Select check box.
The selected value displays in Document Type field.

Partner EDI Enter the partner’s EDI address.
Address 1 Click Search by Company.
2 Do one of the following:

m Type a partial or complete name in the pop-up then click
Search.

m Leave the field blank then click Search to view a listing
of all companies.

3 Click Select.
4 Select the company name and an address.

The selected value displays in Partner EDI Address field.
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Field Describe

Your EDI Address Enter your EDI address.
1 Click Browse.

2 Find the address this rule to, then click the Select check
box.

3 Click Select.
The selected value displays in Your EDI Address field.

Notify Contact These are the customer’s contacts previously defined in the
Service Contacts list. See “Define the Customer’s Service
Contacts” on page 278.

Do any of the following:
m To have the default contact receive the alert, click the

Default Contact check box. To display the contact
information, click the Default Contact link.

m To have the contacts, previously designated as contact for
this alert, receive the alert, click the Arrival Alerts
Contact(s) check box. To display the contact information,
click the Arrival Alerts Contact(s) link.

m To have someone else receive the alert, click the Other
Contacts check box then click Modify List.

A list of all your service contacts displays.
Select a contact from the list, then click Submit.

m If a contact does not display in the list, you must define that
contact. See “Define the Customer’s Service Contacts” on
page 278.

To remove a contact from the Other Contacts list:

1 Click the Other Contacts check box > Modify List.

The list of service contacts displays.

2 Deselect the contact from the list, and then click Submit.

5 Click Submit.
6 Repeat these steps for each of your mailboxes.

Mailbox Error Alert

To create a mailbox error alert

1 Locate the Transaction Event and Rules and Alerts page. see “Define the Alerts”
on page 283.

The Transaction Event and Rules and Alerts page opens.
2 In the Mailbox Specific Alerts section, enter the following information.

a From the Rule type drop-down list, select Error Alert.

b From the Mailbox drop-down list, select the mailbox to which this rule
should apply, then click Configure.

The Mailbox Outbound Error Alert page opens.
3 Select the Enable this Event Rule option if it is not already selected.
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4 In the Mailbox Outbound Error Alert Details section, enter the following.

Field Description

Notify Contact These are the customer’s contacts previously defined in the
Service Contacts list. See “Define the Customer’s Service
Contacts” on page 278.

Do any of the following:

m To have the default contact receive the alert, click the
Default Contact check box. To display the contact
information, click the Default Contact link.

m To have the contacts, previously designated as contact for
this alert, receive the alert, click the Mailbox Outbound
Error Contact(s) check box. To display the contact
information, click the Mailbox Outbound Error
Contact(s) link.

m To have someone else receive the alert, click the Other
Contacts check box then click Modify List.

A list of all your service contacts displays.
Select a contact from the list, then click Submit.

m If a contact does not display in the list, you must define that
contact. See “Define the Customer’s Service Contacts” on
page 278.

To remove a contact from the Other Contacts list:

1 Click the Other Contacts check box > Modify List.
The list of service contacts displays.

2 Deselect the contact from the list, and then click Submit.

5 Click Submit.
6 Repeat these steps for each of your mailboxes.

Mail Slots

Mail slots separate documents you receive according to business process needs.
You can set up slots to receive documents in categories; for example, by trading
partner, document type, etc.

m Mail Slot 1 is for Invoices from all standard Suppliers, because these invoices get
standard handling.

m Mail Slot 2 is for Invoices from DSD Suppliers, because these invoices get priority
handling.

m Mail Slot 3 is for Invoices from Suppliers A and B, because these invoices are
paid via EFT.

To set up the mail slots for your company

1 On the Trading Grid page, click the Account Manager tab > Service
Configuration > Mailslots > Create Mailslot.

The Create Mailslot page opens.
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2 Enter the following information.

Field Description

Mailslot Name Enter a descriptive name for the mailslot.
Description Enter a description for the mailslot.

Mailbox Use the drop-down list to select a mailbox number.

Rule Definition

My EDI Address Click @ Search icon to find and select the applicable value.

Document Type 1 Click @ Search icon to find and select the applicable value.
2 Click Submit.

Partner EDI 1 Enter the address for the first trading partner, then click

Address(es), Add.

The address displays.
2 Repeat this step for each applicable trading partner.

Associate Users
Use this section to select Company employees that handle the documents in this mailslot.

User 1 Use the drop-down list to select the first user, then click
Add.

The employee’s name displays.
2 Repeat this step for each applicable employee.

3 Click Submit.

Password Policy

The Password Policy page displays the current policy for this company, regarding
user passwords. You can define a more restrictive password policy.

Note: When you change the password policy, your changes override only the
fields where your policy is more restrictive than what the customer specified. Any
change in password policy forces all users at this company to change their
password at their next login attempt.

To change the password policy
1 On the Community Manager page, click Company Management > Policy.
The Password Policy page opens.

2 Modify the value(s) in any of the fields.
3 Click Save.

Enhanced Rules

289

The Trading Grid Event Management feature is where rules and policies are
defined to determine when trading partners are compliant or non-compliant.
Compliancy or non-compliancy is reported in the Reports component under
Functional Acknowledgement Management and Transaction Alerts.

These steps apply only with these optional alert services (extra fee might apply).
Contact a OpenText sales representative for more information.
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Topics include:
m “Rules and Alerts Descriptions” on page 290
m “Define the Alerts” on page 283

Rules and Alerts Descriptions
For each customer mailbox, one or more of the following rules or alerts are used:

s Enhanced Calendar Rule — Alerts configured to be sent on the days when the
service is considered “working” or “business” days for each EDI mailbox.

s Enhanced Arrival Alert — Alerts customers as soon as a document are placed
in the mailbox. Alerts configured:

m For specific document types or specific trading partners or both.

m T0 route the alert to different individuals within the customer company
based on document type or trading partner or both.

Note: Alerts like this assists the user to respond to orders from key clients as
soon as possible.

m Enhanced Error Alert — Alerts customers when a document fails to be
processed.

Note: Alerts like this assists the user to respond to errors immediately.

s Enhanced FA Alert — Alerts customer when acknowledgements are not
received for documents sent according to a defined schedule.

Note: Alerts like this assists the user to verify receipt of documents sent and
to circumvent problems with their orders as soon as possible.

Important: For these alerts to function properly, all subscribed alerts must be
configured.

Define the Enhanced Rules

Important: In order for the rules to function properly, configure all subscribed
rules. Based upon the subscription, configure all or some of these alerts.

Topics include:

m “Accessing Transaction Event Rules and Alerts” on page 290
m “Business Calendar” on page 284

m “Inactivity Alert” on page 284

m “Arrival Alert” on page 293

m “Error Alert” on page 294

m “Functional Acknowledgment (FA) Alert Rule” on page 295

Accessing Transaction Event Rules and Alerts

To define customer rules

1 In Community Manager, select the applicable Customer Company Name and
click Service Configuration > Event Management.

The Transaction Event Rules and Alerts page opens.
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2 Continue with any of the following:

“Business Calendar” on page 284

“Inactivity Alert” on page 284

“Arrival Alert” on page 293

“Error Alert” on page 294

“Functional Acknowledgment (FA) Alert Rule” on page 295

Business Calendar

To define the Business Calendar

1 From the Transaction Event and Rules and Alerts page (see “Define the Alerts”),
under Enhanced Alerts, click Select Rule Type.

2 Click Calendar Rule > Configure.
3 Select the Mailbox and click Configure > Create.
The Enhanced Calendar Rule page opens.

4 Enter the data.

Section or Field Description

Rule Name Enter a descriptive name for this rule.

Enable Rule Check this box to use this rule immediately.

My Details If all company mailboxes and address apply to this rule, do
nothing, else:

m From the Mailbox dropdown, select the company mailbox
for this rule.

m From the My Address dropdown, select the address that
for this rule. If all addresses apply, do not select anything.

Partner Details If all Trading Partners apply, do nothing, else:

m For the My Partner mailbox, click Search and search for
the applicable Trading Partner company. Click Select.

m From the Partner Address dropdown, select the address
for this rule. If all addresses apply, do not select anything.

Working Days and For:

Timezone m Working Days. Select the days to consider the service as
“working” or “business” days.
m Time Zone. Select the applicable time zone for the
community.
m Daylight saving time observed. Select this option if the
community observes daylight-savings time.
Holidays Enter the dates the system should ignore.
These are considered non-Working Days and do not have to be
standard holidays.
Click the adjacent Calendar icon to select the date of each
non-working day.
5 Click Save.

6 Repeat these steps for each of the mailboxes.
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Inactivity Alert

To create an enhanced inactivity alert

From the Transaction Event and Rules and Alerts page (see “Define the Alerts™),
under Enhanced Alerts, click Select Rule Type.

Click Inactivity Rule > Configure.
Select the appropriate Mailbox and click Configure.
The Inactivity Alert Rule page opens.

1

On the Inactivity Alert Rule page, provide the following information:

Field

Description

Rule Name

Enter a descriptive name for the new rule.

Enable Rule

Select this option to use this rule immediately.

File/Document

Select the applicable option.

My Details

Mailbox If all company mailboxes and address apply to this rule, do
nothing.
Otherwise, from the Mailbox dropdown, select the company
mailbox for this rule.

Address Select the address that for this rule. If all addresses apply, do not

select anything.

Partner Details

My Partner

If all Trading Partners apply, do nothing.
Otherwise, click the Search icon and select the applicable Trading
Partner company. Then, click Select.

Partner Address

Select the address for this rule. If all addresses apply, do not select
anything.

Rule Details

APRF/Document | If all documents apply for this rule, do nothing.

Type Otherwise, click Browse and locate the document type and click
its Select box. Then, click Select.

Direction Select the direction(s) of the file(s) or document(s). The default is

Inbound.

Apply Business

select this option to measure mailbox inactivity only during working

Calendar hours on working days, and not on holidays, as defined in the
“Business Calendar”. Otherwise, inactivity is measured 24 hours, 7
days a week.

Start Time Enter the Start Time for receiving alerts.

Stop Time Enter the Stop Time for receiving alerts.

Time Zone Supplied by system.

Event For the length of inactivity, enter the number of days and/or hours

Occurrence the mailbox should be inactive before generating a notification;

that is, if a trading partner's mailbox is inactive for more than the
number of hours specified, Trading Grid generates a notification.

Notification
Options

These are the contacts previously defined in the Service Contacts
list. Select the applicable contacts.

5 Click Submit.
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Arrival Alert

To create an enhanced arrival alert

1 From the Transaction Event and Rules and Alerts page (see “Define the Alerts”),
under Enhanced Alerts, click Select Rule Type.

2 Select Arrival Rule and click Configure.
The Enhanced Arrival Alert Rule page opens.

Cor
LM ——————————————————————————————————————————————————————————————
Management

SCB N14 CO-
GCO0116535M1
Company Profile Rule Name:
User Management Enable Rule:
User Action History = -
File/Document: @ File  ©) Document
Trading Community|
Manage Business Rule Conditions
Subscription My Details
Service Configurati @ mailbox: Salect [=]
el G ©) My Address: | S==t [=]
Service Contacts | _ : I,\\} L
Preload Data Tyge Partner Details 1
T My Partner: Q
S ——— Partner Address; | Selsct [=]
Impaort Mailbax i e
CElSEe APRF/Document Type: Q
Billing Direction: Inbound [+
Community Report Event Occurance: @ Every time encountered
Document Tracking @) When first encountered
Policy Motification Options: B My Contacts
[Clpartner contacts
\\ D Support Users
4 . b -

3 Provide the following information:

293

Field Description
Rule Name Enter a descriptive name for the new rule.
Enable Rule Use this option to enable this rule immediately.

File/Document

Select the applicable option.

My Details

Mailbox If all company mailboxes and address apply to this rule, do
nothing.
Otherwise, from the Mailbox dropdown, select the company
mailbox for this rule.

Address Select the address for this rule. If all addresses apply, do not select

anything.

Partner Details

My Partner

If all Trading Partners apply, do nothing.
Otherwise, click the Search icon and select the applicable Trading
Partner company. Click Select.
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Field Description
Partner Address Select the address for this rule. If all addresses apply, do not select
anything.

Rule Details

APRF/Document | If all documents apply for this rule, do nothing.
Type Otherwise, click Browse, find the document type and click its
Select box. Click Select.

Direction Select the direction(s) of the file(s) or document(s). The default is
Inbound.

Start Time Enter the Start Time for receiving alerts.

Stop Time Enter the Stop Time for receiving alerts.

Time Zone Supplied by system.

Event Select the applicable option.

Occurrence

Notification These are the contacts previously defined in the Service Contacts

Options list. Select the applicable contacts.

4 Click Submit.
Error Alert

To create an enhanced error alert

1 From the Transaction Event and Rules and Alerts page (see “Define the Alerts”),
under Enhanced Alerts, click Select Rule Type.

2 Select Error Rule and click Configure.
The Enhanced Error Alert Rule page opens.

3 Do the following:

Field Description

Rule Name Enter a descriptive name for the new rule.

Enable Rule Check this option to enable this rule immediately.

My Details

Mailbox If all company mailboxes and address apply to this rule, do
nothing.

Otherwise, from the Mailbox dropdown, select the company
mailbox for this rule.

Address Select the address for this rule. If all addresses apply, do not select
anything.

Partner Details

My Partner If all Trading Partners apply, do nothing.
Otherwise, click the Search icon. In the page that appears, find
and select the applicable Trading Partner company. Click Select.

Partner Address Select the address for this rule. If all addresses apply, do not select
anything.

Rule Details
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Company |
Management

SCB N14 CO-
GCO0116535M1

‘Company Profile

User Management

User Action History

Field Description

APRF/Document | If all documents apply for this rule, do nothing.

Type Otherwise, click Browse and find the document type and click its
Select box. Click Select

Direction Select the direction(s) of the file(s) or document(s). The default is

Inbound.

Error Severity

Enter the Start Time for receiving alerts.

Change Error

Enter the Stop Time for receiving alerts.

Status
Notification These are the contacts previously defined in the Service Contacts
Options list. Select the applicable contacts.

4 Click Submit.

Functional Acknowledgment (FA) Alert Rule

To create an enhanced functional acknowledgment alert rule

1 From the Transaction Event and Rules and Alerts page (see “Define the Alerts”),
under Enhanced Alerts, click Select Rule Type.

2 Select FA Rule and click Configure.
The Enhanced FA Alert Rule page opens.

_ Community Manager: Company Profile

' Enhanced FA Rule |-

Rule Name:

Enable Rule:

Preload Data

Event Managemant

Import Mailbox

Mailslot

Billing

‘Community Report

Document Tracking

Palicy

Pending
Registration
Invitation Tool

e oo o

Migration Criteria
Setup A

T

R — Rule Conditions
Manage Business
Rule Details
Subscription @ Mailbox:
Service Configurati © My Address:
Mailbox and EDI © None:
Address
Service Contacts My Partner: :-%
Preload Data Type Partner Address: Select [=]

Pariner FG Address:

My FG Address:

Function Group: @,
Apply Business Calendar: [7]

Do Not Track: B

Resolved Acknowledgment Codes
{A) Accepted
{E) Accepted, But Errors Were Moted
[C] (M) Rejected, Message Authentication Code Failed
(P) Partially Accepted, At Least One Transaction Set Was Rejected
[T (R)Rejected
[T {W)Rejected, Assurance Failed validity Tests
[T {X)Rejected, Content After Decryption Could Not Be Analyzed

Cycle 1

Tima Tr Malimeameu [
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3 Do the following:
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Field Description
Rule Name Enter a descriptive name for the new rule.
Enable Rule Check this option to enable this rule immediately.

Rule Details

Mailbox If all company mailboxes and address apply to this rule, do
nothing.
Otherwise, from the Mailbox dropdown, select the company
mailbox for this rule.

Address Select the address for this rule. If all addresses apply, do not
select anything.

My Partner If all Trading Partners apply, do nothing.

Otherwise, click the Search icon and select the applicable
Trading Partner company. Click Select.

Partner Address

Select the address for this rule. If all addresses apply, do not
select anything.

Partner FG Address

Enter the address of the selected trading partner’s applicable
Functional Group. If all addresses apply, do not select anything.

My FG Address

Enter the address of the applicable Functional Group. If all
addresses apply, do not select anything.

Function Group

Click the adjacent Search icon to select the applicable
document type. If all types apply, do not select anything.

Apply Business
Calendar

Select this option to measure mailbox inactivity only during
working hours on working days, and not on holidays, as
defined in the “Business Calendar”. Otherwise, inactivity is
measured 24 hours, 7 days a week.

Do Not Track

Select this option to NOT track the Trading Partner(s) and
Functional Group(s) for the options selected below.

Resolved
Acknowledgment
Codes

Select how to track documents.

Cycle 1

Time to Delinquency

Enter the expected amount of time for a response after the
document or file was received.

Notification Options

These are the contacts previously defined in the Service
Contacts list. Select the applicable contacts.

Cycle 2

Time Since Cycle 1

Enter the expected amount of time for a response after the first
alert was received.

Notification Options

These are the contacts previously defined in the Service
Contacts list. Select the applicable contacts.

Cycle 3

Time Since Cycle 2

Enter the expected amount of time for a response after the
second alert was received.

Notification Options

These are the contacts previously defined in the Service
Contacts list. Select the applicable contacts.

4 Click Save.
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Resolve Customer Issues

When signed on as a customer user, you see exactly what the user sees in Trading
Grid. This is useful when helping customers solve problems or determining what is
causing an error.

Topics include

m “Log in as a Customer” and then send a test file and examine the customer
reports for errors or problems.

m “Upload and Send a File” on page 22 as a test.
m Examine the “TGMS Reports” for errors or problems.

Log in as a Customer
Use this procedure to login as a customer user.

To log in as a customer
1 In Community Manager, click Company Management and locate the
applicable company.

2 Click the company name to expand the available options and select User
Management.

The User Management page opens.

3 Click Actions > Sign in as this User.
The Trading Grid system for that user displays.

From this page you can
m Navigate and browse to find the information.
m Return to your own Trading Grid system. Click End Act on Behall.

ENCLACLON Behall Knowledge Base My Profile Logout

GXS Trading Grid™  Yousre criginstylogged n a5 marshs.coanally@boxs.com 77 .=
Online " Feaians S 1 o ﬁg ? h

Oparations Center  Transschon Manager Reports ACCount Manager

Next steps

m Send a test file using Transaction Manager — see “Upload and Send a File” on
page 22.

= Go to the Reports component and examine the Trading Grid Messaging Service
(TGMS) customer reports for errors or problems — see “TGMS Reports.”

Invitation Tool

Use the Invitation Tool to create and send reusable invitations that invite a
customer company or customer user to register for Trading Grid.

Important: If you do not set up the user in Trading Grid, you must send them an
invitation to register on Trading Grid.

On the Invitation Tool page, the
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s Company Invitations list shows the invitations created on behalf of an IWF-
subscribed company (the “hub™) to the customers receiving their forms (the
“spokes”).

m User Invitations list shows the invitations created for users at customer
companies.

For each invitation, the listings show
= Invitation Name — Name given to that invitation when it was created.
= Invitation Type

m Generic — A generic invitation is a reusable invitation for sending to one
or more recipients. Each recipient has the same Invitation Code.

s Unique — A unique invitation is a one-time invitation that you send to one
or more recipients. Each recipient has a unique Invitation Code, enabling
easy tracking of each recipient's response.

m Status of the invitation. Statuses are
m Saved — The invitation has not yet been sent.
m Active — Invitees can now register using this Invitation Code.
m Expired — The Invitation Code within the invitation has expired.

m Terminated — The invitation is inactive. That is, nobody can register with
this Invitation Code.

m Expiration Date — Date that the Invitation Code in the invitation expires.
m Creator — Name of the person who created the invitation.

Topics include

m “Create a Company Invitation” on page 298

= “Copy a Company Invitation” on page 300

m “Create a User Invitation” on page 301

= “Modify a Company or User Invitation Details” on page 302

Create a Company Invitation

Create and send reusable invitations to the “spoke” companies associated with a
“hub” company that was previously set up.

There are various ways to connect companies to Trading Grid.

m For “parent/child” companies, set up both a “parent” company and its “child”
company(ies) via the “Create company accounts” on page 261 procedure.

m For “hub/spoke” companies, i.e., an IWF-subscribed company (the “hub”)
providing forms to their user companies (the “spokes”):

m Set up the “hub” company via the “Create company accounts.” procedure.

m Invite the “spoke” companies via this “Create a Company Invitation”
procedure. Then, when the “spoke” company registers, it specifies the
association to the “hub” company, thus establishing the “hub/spoke” link.
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Create a company invitation
1 In Community Manager page, click Invitation Tool.
The Invitation tool page opens.

2 Above the Company Invitations list, do any of the following:
m For Resellers: click Actions > Invite Reseller's Customer.

m For first invitations to a company: click Invite Reseller's Customer.
m Click the applicable action.
3 On the Step 1: Invitation Details page, enter all the information.

Field Description

Inviting Company From the Reseller's or the Community Administrator’s Customer
list, select the IWF-subscribed company (the “hub”) that this
company is associated with.

Invitation Name Enter a unique, descriptive name for the invitation.

Invitation Type Select either

m Unique if this is an invitation that you are sending one time.
A unique Invitation Code is assigned to each recipient
company.

m Generic if this is an invitation that you send to different
companies. The Invitation Code is the same for all recipient
companies.

Approval Type After an invitee (prospective company who receives the
invitation) receives this invitation and registers on the Trading
Grid, the invitee must be approved before the user can access
the Trading Grid. Select either

= Manual if you want the Approver to individually approve or
reject each invitee that registers. We strongly recommend
this option for all Generic invitations because the invitation
code in a generic invitation is not specific to any one
recipient, and could be distributed to unintended registrants.

m Automatic if you want Trading Grid to automatically
approve each invitee for you. GXS recommends that you
select this option for any invitation sent to a single company,
because the recipient company can begin using the service
as soon as they respond to the invitation.

Registration Status | Enter the email address(es) of the people who want or need to
Notification be kept up-to-date of the company's registration status, e.g., if it
registered, if the registration was approved.

Expiration Date The final date that the Trading Grid accepts the company's
registration; this is the date that the Invitation Code supplied
in this invitation expires.

Notes Enter up to 4,000 characters of explanatory information that is
for your use only — the invitee does not see this information.
The Trading Grid truncates anything over 4,000 characters; click
the Count Characters box below this field to ensure you stay
within the 4,000 limit.

4 Click Next Step.
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5 On the Step 2: Services page, select the service(s) and the options. For
example: privileges for each package that you want the company to have.

Note: By default, all options are selected for any service.
6 Click Next Step.
7 On the Step 3: Recipient Details page,

s Enter Email Address(es) — Address(es) of the company(ies). Separate
multiple addresses by a semi-colon (;), comma (,), or a blank space.

m Optionally upload an image (for example: a company logo) to appear in the
invitation.

m Enter the Email Language — Select the language of the invitation text.
s Enter the Email Content — Invitation text.

Click Edit from Template and change the text (in the new page) if necessary.
Then click Submit.

Note: Note that you can enter the recipient details now, or you can continue
and save the invitation and enter these details later. You cannot send the
invitation without the recipient details.

8 Click Next Step.

9 On the Step 4: Review page.
Review the information, especially the Service Selection packages and
privileges. To make changes, click Previous Step to go back to the applicable
step and make changes. Then, click Next Step to return to this page.

10 Do one of the following.
m To save the invitation information without sending it, click Finish.

The invitation displays in your Company Invitations list with a Saved
status. You can send the invitation at a later time.

m To both send and save the invitation, click Send Now.

Do this only if you completed the Recipient Details in Step 7 above. The
invitation displays in your Company Invitations list with an Active
status.

Copy a Company Invitation

To copy an existing company invitation

1 In Community Manager, click Invitation Tool.
The Company lInvitation List page opens.

2 Find and select the applicable invitation to copy, then click Actions > Copy
Invitation.
The Copy Invitation page opens.

3 Enter a new Invitation Name, enter the recipients, and make any other
changes, as applicable.

4 Click Save.
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The invitation displays in the Company Invitations list with a Saved status.

Note: You can send the invitation at a later time.

5 To send this invitation, go back to the Invitation List and open this invitation.
Click Actions > Send Now.

Create a User Invitation

To create and send reusable invitations
1 In Community Manager, click Invitation Tool.
The User Invitations list displays.

2 Click Actions > Create Invitation.
The Step 1: Invitation Details page opens.

3 Enter all the information.

Field Description

Inviting Company Click Invite on Behalf of Another Company to select the
company of the user you are sending this invitation to.

Invitation Name Enter a unique, descriptive name for the invitation.

Invitation Type Select either

m Unique if this is an invitation that you are sending one time
to a specific recipient or group of recipients. A unique
Invitation Code is assigned to each recipient.

m Generic if this is an invitation that is sent multiple times to
different recipients. The Invitation Code is the same for all
recipients.

Approval Type After an invitee (prospective user who receives the invitation)
receives this invitation and registers on the Trading Grid, the
invitee must be approved before the user can access the Trading
Grid. Select either

m Manual if you want the Approver to individually approve or
reject each invitee that registers. We strongly recommend
this option for all Generic invitations because the invitation
code in a generic invitation is not specific to any one
recipient, and could be distributed to unintended registrants.

m Automatic if you want Trading Grid to automatically
approve each invitee for you. GXS recommends that you
select this option for any invitation sent to a single
individual, because the recipient can begin using the service
as soon as they respond to the invitation.

Registration Status | Enter the email address(es) of the people who want or need to
Notification be kept up-to-date of the invitee's registration status,. For
example, if they registered, if the registration was approved.
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Field Description

Expiration Date The final date that the Trading Grid accepts the invitee's
registration; this is the date that the Invitation Code supplied
in this invitation expires.

Notes Enter up to 4,000 characters of explanatory information that is
for your use only — the invitee cannot see this information. The
Trading Grid truncates anything over 4,000 characters; look at
the Count Characters box below this field to ensure you stay
within the 4,000 limit.

4 Click Next Step.
The Step 2: Services page opens.

5 Select the Service Instances and the options/ For example. privileges, for
each package that you want the user to have.

Note: By default, all options are selected for any Service Instance.

6 Click Next Step.
On the Step 3: Recipient Details page opens.

7 Do the following:

Email Address(es) Enter the Email Address(es) — Address(es) of the
recipient(s). Separate multiple addresses by a semi-colon (;),
comma (,), or a blank space.

Image Optionally upload an image, e.g., a company logo, to appear in
the invitation.

Email Language Enter the Email Language — Select the language of the
invitation text.

Email Content Click the Edit from Template link, change the text (in the new
page) as desired.
Click Submit to use the text for the invitation.

8 Click Next Step.
The Step 4: Review page opens.

9 Review the information, especially the Service Selection packages and
privileges.
To make changes, click Previous Step to go back to the applicable step and
make your changes. Then, click Next Step to return to this page.
10 Do one of the following.

= To save the invitation information without sending it, click Finish. The
invitation displays in the User Invitations list with a Saved status.

Note: You can send the invitation at a later time.

= To both send and save the invitation, click Send. The invitation displays in
the User Invitations list with an Active status.

Modify a Company or User Invitation Details
You can modify invitations according to the following rules.
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Rules
m The invitation Status must be Active or Saved.
= If the Invitation Type is Generic, you can modify the Recipient Details

fields only. For example, you might want to send this specific invitation to
another group of invitees.

= If the Invitation Type is Unique, you can modify the Email Content field
only. For example, you might want to send a follow-up reminder to the
invitee(s).

To modify an invitation
1 In Community Manager, click Invitation Tool.
2 Find the applicable invitation in the lists.
Important: You can only modify an invitation with an Active or Saved
status.
3 Click the name of the invitation.
m For a Generic invitation, you can only modify the Recipient Details
fields.
= For a Unique invitation, you can only modify the Email Content field.

4 Do one of the following.
m To save the invitation information without sending it, click Save. The
invitation displays in the applicable Invitation List with a Saved status.
Note: You can send the invitation at a later time.

m To both send and save the invitation, click Send Now, or Resend if the
invitation is Unique. The invitation displays in the applicable Invitation
List with an Active status.

On-Boarding and Self-Registration

GXS Support creates the “hub” or “parent” company for you. This enables you, as
the “hub” or “parent” company, to invite (via an invitation) your user community
companies, also known as “spoke” or “child” companies, to register with the GXS
Trading Grid for the purpose of exchanging data and documents.

Create Invitation for “Spoke” or “Child” Companies

Invitations are sent out by the “hub” or “parent” company to “spoke” or “child”
companies in the community.

To create an invitation

1 Log into TGO, and on the left side of the page, click Invitation Tool >
Actions > Invite GXS Customer.

The Invitation List page appears.

2 Click Actions > Invite GXS Customer.
The Step 1: Invitation Details page displays.
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3 Enter the invitation details. For field help, click the Help link and search for the
field or page name. When finished, click Next Step.

The Step 2: Service(s) page displays.

4 For the Service Type select Active Invoice Delivery.
The page redisplays.

5 For the Service Type select the applicable service bundle. Then, select the
Active Invoices Compliance option (i.e., the “Do you want to . . .” option).
The page redisplays.

6 For the Legal Profile Name,

a Click Submit. Then, click Search Legal Profile.

b In the Legal Profile popup that displays, enter the name of your company’s
legal profile.

¢ Click Search.
d Select the applicable sender's Legal Profile name.
7 For Process Type, select the applicable value from the drop down list.
8 For Delivery Mode, select Secure Email Delivery.
9 Click Next Step.
The Step 3: Recipient Details page displays.
10 Enter the recipient details. For field help, click the Help link and search for the
field or page name. When finished, click Next Step.
The Review page displays.
11 Review your invitation data. Use the Previous Step and Next Step buttons to

make any changes. When finished, click Send Now to send and save the
invitation.
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Self-Registration Steps for Suppliers

You should have received an email similar to the following that invites your company to
trade within the community.

Your company s mvited to participate m the GXS Trading Grid*™ to trade with
SecureEmail Hub. GXS Trading Grid*™ is a unique global integration platform that enables
and streamlines cross-enterprise bustness processes. With extreme flexibility and a services-
ortented bustness-to-bustness platform, the Grid helps customers automate global trading
communities by shielding complexity from rapidly changing standards, elimating manual and
duplicative efforts and enabling a new level of process mntegration and business mtelligence.

In order to register, please make sure that you are authorized to provide company specific
information such as your company address, contact and billing information. You may register

using the following link:

hittps://ato qa.oxsonline net/reoistration/base/ematlCode. doTmvitationCode=3700015610&page=-1

If you access the Grid registration process directly mstead of ustng the link, you will be asked
to provide the followng mvitation code: 5700015610 If you are an exssting Trading
Grid*™ user, please logm to access this mvitation from the Message Center:

https://gte qa.gxsonlme net/TigerPortal

Follow the instructions in your email by clicking the first link in your email.
Or:
a Click the Access the Trading Grid directly by clicking the second link in your
email.
b When prompted, enter the invitation code supplied in the email.
¢ Click Submit.
The Identify Your Company page appears.

Enter the information and click Submit.

The Overview page appears.

Carefully read the information and click Next Step to begin the registration.
The Agreement page displays.

To accept the Service Agreement, the Accept option. Then click Next Step.
The My Profile page displays.

Enter all of your company data. For field help, click the Help link and search for
the field or page name. When finished, click Next Step.

The Legal Profile for Receiver page displays.

Enter all of your company data. For field help, click the Help link and search for
the field or page name. When finished, click Next Step.

The Review page displays.
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7 Review your registration data. Use the Previous Step and Next Step buttons

to make any changes. When finished, click Submit.

Assuming you made no mistakes, the Registration Complete page appears.
From here you can log into Trading Grid and download your invoices.

Self-Registration Steps for Buyers

Trading Grid Online

You should have received an email similar to the following that invites your
company to trade within the community.

Your company 1s invited to participate mn the GXS Trading Grid*™ to trade with
SecureEmail_Hub. GXS Trading Grid® is a unique global integration platform that enables
and streamhines cross-enterprise business processes. With extreme flexibility and a services-
oriented business-to-business platform, the Grid helps customers automate global trading
communities by shielding complexity from rapidly changing standards, elminating manual and
duplicative efforts and enabling a new level of process integration and busmess mtelligence.

In order to register, please make sure that you are authorized to provide company specific
mformation such as vour company address, contact and billing information. You may register

using the following link:

hitps://qtg.qa. oxsonline net/registration/base/emailCode doPinvitationCode=5700015610&page=-1

If you access the Grid registration process directly mstead of using the link, you will be asked
to provide the followmng mvitation code: 5700015610. If vou are an existing Trading
Grid*M user, please login to access this mvitation from the Message Center:

hitps:/qtg.qa. oxsonline net/TigerPortal

Follow the instructions in your email by clicking the first link in your email.
Or:
a Click the Access the Trading Grid directly by clicking the second link in your
email.
b When prompted, enter the invitation code supplied in the email.
¢ Click Submit.
The ldentify Your Company page appears.

Enter the information and click Submit.
The Overview page appears.

Carefully read the information and click Next Step to begin the registration.
The Service Subscription page displays.

Do the following.
a Select the service and click the Subscribe to Selected Service option.

b On the next page, select your pricing option and any Optional Features
you want.

c Click Accept Pricing.
The Agreement page displays.

To accept the Service Agreement, click the Accept option. Then, click Next
Step.
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The My Profile page displays.

Enter your data and login information. Then click Next Step.

The Company Profile page displays.

Enter all of your company data. For field help, click the Help link and search for
the field or page name. When finished, click Next Step.

The Legal Profile for Sender page displays.

Create the legal profile. For field help, click the Help link and search for the
field or page name. When finished, click Next Step.

The Partnership page displays.

Enter your EDI Address information, or select the option for the system to
create it. Then click Next Step.

The Review page displays.

Review your registration data. Use the Previous Step and Next Step buttons
to make any changes. When finished, click Submit.

Assuming you made no mistakes, the Registration Complete page appears.
From here you can log into Trading Grid to send and receive documents.
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Pending Registrations
After an invitee receives an invitation from the company, the company receiving
forms from an IWF-subscribed company or the individual user must register before
the Invitee appears on the Invited Companies or Invited Users list. After the
Invitees are on this list, you must approve them as users of the Trading Grid,
before they can access the service.

To approve or reject registrants
1 In Community Manager, click Pending Registrations.

Note: The default Approval Status for each company or user is Pending.

2 For the applicable company or user, change the Approval Status to Approve
or Reject.

3 Click Actions > Submit.
A confirmation page opens showing your selections.

4 For any Invitee Rejected, type explanatory text into the Reasons for
Rejection box.

5 After reviewing the confirmation page, click Actions > Confirm.
Trading Grid generates and sends an email to each invitee notifying them of
your approval or rejection.

Important

Trading Grid Online

After you reject or approve a company or user, Trading Grid removes that person
from the Invited list.

After approving a company, the company is listed in the Company List in the
Company Management section.

After approving a company user, that person is listed under in its Users list in
the User Management section.

If you mistakenly approved a company user, delete the user from Trading Grid in
the User Management section.

If you mistakenly rejected a user, resend the invitation or create and send a new
invitation. The user must re-register.

308



COMMUNITY MANAGER

OPENTEXT Pending Registrations

309 Trading Grid Online



Account Manager

This chapter describes the role of company System Administrators for Trading Grid
Online and explains how to use the Account Manager Tab to set up and manage
user accounts.

Topics include:

= “Overview” on page 310

m “Company Profile Information” on page 311
m “Manage User Accounts” on page 313

m “Trading Relationships” on page 323

= “Company Subscription” on page 339

m “Mailboxes and EDI Addresses” on page 339
m “Service Contacts” on page 345

m “Messaging Service Alerts and Options” on page 349
m “Active Document Status Alerts” on page 360
m “Active Document Data Policies” on page 362
m “Active Invoice Legal Profiles” on page 364

m “Machine Users” on page 377

= “Mailboxes and Mailslots” on page 378

m “Cross-Reference Tables” on page 380

= “Billing” on page 383

m “Policy” on page 385

Important: All components and links discussed in this chapter might not display,
depending on your Company's subscription agreement and your permissions
assigned by your Company Administrator.

Overview

From the Account Manager, you perform most of the administrative tasks
associated with your mailbox and manage trading partnerships. These partnerships
are important to your Trading Grid Messaging Service (TGMS) mailbox because you
cannot exchange documents with a Trading Partner unless a trading partnership
first is created and approved by both parties.

Trading Grid Online users can log on, and work with TGMS mailboxes. Creating a
new user bypasses the invitation process and allows users in your company direct
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access to Trading Grid Online. When you when create a new user account, you also
set the user’s their role and access rights.

Note: Each mailbox must have at least one associated EDI address. A mailbox
may also have optional mailslots.

Navigation Panel

The Navigation Panel displays the functions you can perform in the Account

Manager.

Link

Description

Company Profile

View or update your Company information.

User Management

Create, activate, remove, update, etc., invitations and Trading Grid
users at your Company.

Trading Community

View, update, or remove the companies with which you have trading
partner relationships

View, update, or remove the companies which have trading partner
relationships with you.

Subscription

View or change your Subscription Options.

Service Configuration

Set or change your document or file notification options.

Billing

Print or view your invoiced bills.

Policy

Set or change password defaults or restrictions that apply to all users
at your Company; review and modify other business policies.

Company Profile Information

The Company Profile page is the Account Manager home page. If a company’s
profile information changes, update the profile accordingly.

The Company Profile page consists of these sections:

Section

Description

Profile Status

System generated data.

Organization Hierarchy

If your company has child companies, select the Allow to create
child company(s) option.

Company Information,
Business Contact, Technical
Contact

Company and company contact information.
One person might be multiple contacts. Contacts receive user
invitations after the company subscribes to Trading Grid.

To change the company profile
1 Review the the Company Profile information and update it with new information
if it has changed since the company was registered.
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2 To save the changes, do one of the following.
= Click Actions > Save.

m Click Save.
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Manage User Accounts
Trading Grid Online User Management service allows you to:

m Create and manage accounts for users in your company.

m Create, send, and resend invitations to users and Trading Partners.
Topics include:

m “Create Company User Accounts” on page 313

m “Invite Company Users” on page 318

m “User Action History” on page 322

Create Company User Accounts

Creating a user through the User Management service registers the user
immediately and bypasses the invitation process. After you create the user account
following these steps, that person is ready to access and work within Trading Grid
Online.

User List
On the left side of the page, when you click the Users link, the Users list page
opens. This area lists all of your Company users, and for each user displays the

m User Name of the user — Click the name to see more information about the
user.

m User ID — Generally, this is the user's email address.
m Status — Whether the user is currently

m Active — The user registered and was approved to participate in Trading
Grid Online.

m Inactive — The user registered, but is not currently participating in
Trading Grid Online.

s Incomplete — The user registered, but has not yet been approved to
participate in Trading Grid Online - see the “Approve Invited Users” topic.

Add New Users

To add a new user
1 Click User Management.

2 The Account Manager: User Management page displays the User’s tab and User
List by default.
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Account Manager: User Management

Company Profile User List

User Management =
Click here to perform search

Subscription
TGSubscription

Service
Configuration

Community Report

4

Users
“ﬂlﬁ Actions w =] csy
m Select User Name L User ID < User Status = User Last Login Date -
DMNODE12TP DMNODE12TP DMNODE12TP@gxs.com Active Thu Oct 20 2016 21:04:00 PM EDT

One Item found.

3 Click Actions > Create New User.
The Step 1: User Information page opens.

Provide the applicable user information.

Account Manager: User Management

Company Profile
Step1: User Information

User Management
* Indicates a required field.
Personal Information

= First/Given Name:

= Last/Family Name:

= Address Line 1:

Address Line 2:
= City/Town:
State/Province:

Subscription

TGSubscription

Service
Configuration

(Reguired for United States and Canada)

Z1P/Postal Code:
(Reguired for United States, Canada and
United Kingdom)

Create User [1] User Information Service Privileges Review

Login Information

= User ID (e-mail):
( e.g. john.doe@opentext.com)

= Password:
View Password Policy

= Retype Password:

= Country: Select a Country -
Community Report = Preferred Language: English -
= Telephone:
Extn:

Fax:

= Email:
( e.g. john.doe@opentext.com)

= Time Zone: aMT -

Daylight savings time observed

= Preferred Date Format: October 21, 2016 ¥

1 would like to receive OPENTEXT marketing materials

By clicking "Next Step” below, I hereby explicitly autheorize OPENTEXT to include all or any part of the contact information I have
provided in this registration form and any other directory information relating to the use of this Service, in directories of OPENTEXT's
subscribers held, processed and maintained in the USA, or elsewhere and to use that information in accerdance with OPENTEXT's
Privacy Policy.

For specific terms of OPENTEXT Privacy Policy, please review Privacy Palicy. Please review this Policy before proceeding.

5 Click Next Step.
The Step 2: Service Privileges page opens.
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Company Profile Crasta Lsar

L5 o ]

Service Selection
Service Instance]s) Riles
Comfueity Micdddr = Tradesg Pithed K
El Commupnity Mynager Campary SdmrEtnghas
B wrowiadge Baee &
e 0  acoount Merager Hocpunt Admineretor
Canfiguratian Servite Canfnduranon S
Tradng omemiynedy admin
Aspount User
Tragng Partngrphug Sporgyer
AuneFnrabnd ATTHRELELY
ApteTopy HErkatan LiFt Adminsgtraior
L] wogviewer ®
] maerge Madbox &M %
[ Oparatert Cantyr X
F  message Canter *
[l Trassacoen Marager ®
El Aeees ®
B Event Manspemers Bepats *
D Tricaseton Alirtd
Tl irtercharge Excectiors
[ FaCetinguenty Regest
D arroaal
U] masiben: Error
D Malbax [aBStnedy
[ runcicral dcknowlesgement Hansgemens

| Account Manager: User Management

Uzer Ha et —
Rl st somice Pvisges

* Indigates AvtoSubscnbed Seroces

) Brérvetud Shes 17 Haxt Shig
I

Linr Infeomaer

[Z] Serdce Privileges

Lete

Excludad Tradvg Patrgd K
Mo Acknpaledgemaent
AR Tracked TF X

=

oooog

wemghert ®
R&pOTE Inberoannad
Eapartd TETrafiactsss W
Repprs Owifgaprg W

Eeports Inbound
Calrvgred Saports ™

Rporis Inbound Resmneate X
Transsatee Jumesy W

i.!':ll'ﬁl::li

6 Under Service Instance(s), select the subscription package(s) and options
(privileges) for each service instance you want the user to have.

7 Under Roles, select the role of the new user. All roles have access to the user
functions (Service Instances) that are subscribed to by the Company.

Role

Access to Administrative Functions

Company
Administrator

All of the administrative functions of Trading Grid Online,
subscribed to by all Companies in his/her community. These
functions are in both the Community Manager and Account
Manager components.

315

Trading Grid Online



ACCOUNT MANAGER 1 1
Manage User Accounts

Role Access to Administrative Functions

Trading The Trading Community functions in Account Manager that are
Community Admin subscribed to by the company. These can include

m Requesting and approving trading partnerships.
m Defining and maintaining the AutoForwarding of messages.
m Setting up and maintaining the AutoCopy distribution lists.

Account User None. This user does not have access to any of the
administrative functions in Account Manager.

Account All of the administrative functions in Account Manager that are

Administrator subscribed to by his/her Company. These include:

m Maintenance of the Company Profile.

m Inviting or setting up, and maintenance of, Company users
(User Management).

m Administration of the Trading Community and its
distribution list.

m Subscription modification.
m Service Configuration, which can include:
m Setting up and maintaining mailbox information

m Defining and setting company or mailbox rules and
alerts

m Mailslotting
m Monitor Billing invoices.
m Define or update the company Password Policy.

Service The Service Configuration functions in Account Manager that
Configuration are subscribed to by his/her Company.

Admin

Trading Only the Trading Community function of approving trading
Partnership partner relationships (EDI to EDI).

Approver

AutoForward Only the Trading Community function of setting up and
Administrator maintaining AutoForward partnerships.

AutoCopy Only the Trading Community function of defining and
Distribution List maintaining AutoCopy distribution lists.

Administrator

8 Click Next Step.

9 On the Step 3: Review page, carefully review the information, especially the
Service Selection instances and options.

10 Do the following:
a To make any changes, scroll down and click Previous Step.
b Return to the applicable step and make your changes.
c Click Next Step to return to this page.

11 Click Submit to enter the person into Trading Grid Online.

Note: If you do not enter data for all required fields, Submit is de-activated.
If you do not yet want this person activated in Trading Grid Online, click Save
to save the data you entered. The user appears in the Users list with an
Incomplete status. You can activate the user later.
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12 Click User Management.

Actions w E C5¥

Select User Name " User 1D ? User Status

O

7l

Cne Them found.

The user created displays in the User List. .

Fred Smith fred.smith@gxs.com Actrve

13 Repeat these steps for each user you need to create.
See also

m “To modify user data”

m “To activate, deactivate, or delete a user”

Modify User Data

To modify user data

1
2
3

Click User Management.
In the section that expands, click Uses.
Find and select the applicable user from the list.
Important: You can only select a user with an Active or Inactive status.
Do one of the following:
m Click Actions > Update.
m Click the applicable User Name.
The User Information page opens.

Change the applicable information.

Click Service Privileges tab to change the users package(s) or roles.
See User Role definitions in “Create Company User Accounts” on page 313.
Click Update to enter save and activate the changes.

Note: Update is inactive if you did not enter data into all required fields. To
permanently remove the user and all their data from Trading Grid Online, click
Delete.

Activate, Deactivate, or Delete a User

You can activate, deactivate, or delete users one at a time or in groups. When you
select multiple users, you can only perform one of the three actions. For example,
five users are selected for activation only.
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To activate, deactivate, or delete a user
1 Select the user(s).

2 From the Actions drop-down list, select:
= Activate to authorize the user to access Trading Grid Online.

m Deactivate to temporarily prevent the user from using Trading Grid
Online.

m Delete to permanently remove the user and all their data from Trading
Grid Online.

3 Click Yes.

Invite Company Users
You can easily create and send reusable invitations that invite the user to register.

Important: If you do not “Create Company User Accounts” on page 313 in
Trading Grid Online, you must send them an invitation to register on Trading Grid
Online.

Topics include:

m “Invitation List” on page 318

m “Create an invitation” on page 319

= “Modify Invitation Details” on page 320
m “Send or Resend Invitation” on page 321

m “Approve Invited Users” on page 321

Invitation List
When you click the Invitation List link, the Invitation List page opens. This area
lists all the invitations that you created, and for each invitation, displays the

Field Description
Invitation Name = Name given to that invitation when it was created.
Invitation Type m Generic — A generic invitation is a reusable invitation for

sending to one or more recipients. Each recipient has the same
Invitation Code.

m Unique — A unique invitation is a one-time invitation that you
send to one or more recipients. Each recipient has a unique
Invitation Code, enabling you to easily track each recipient's
response.

Status m Saved — The invitation has not yet been sent.

m Active — Invitees can now register using this Invitation Code.

m Expired — The Invitation Code within the invitation has
expired.

m Terminated — The invitation is inactive. That is, nobody can
register with this Invitation Code.

Expiration Date m Date that the Invitation Code in the invitation expires.

Creator m Name of the person who created the invitation.
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Create an invitation

To create an invitation
1 Click User Management.

2 In the section that expands, click Invitation List.
3 Above the Invitation List, click Actions > Create Invitation.
The On the Step 1: Invitation Details page opens.

4 Enter the following information.

Field

Description

Invitation Name

Enter a unique, descriptive name for the invitation.

Invitation Type

Select either

m Unique if this is an invitation that you are sending
one time to a specific recipient or group of recipients.
A unigue Invitation Code is assigned to each
recipient.

m Generic if this is an invitation that you send multiple
times to different recipients. The Invitation Code is
the same for all recipients.

Registration Status
Notification

Enter the email address(es) of the people who want or
need to be kept up-to-date of the invitee's registration
status, e.g., if they registered, if the registration was
approved.

Approval Type

After an invitee (prospective user who receives the
invitation) receives this invitation and registers on Trading
Grid Online, the invitee must be approved before the user
can access Trading Grid Online. Select either

m Manual if you want the Approver to individually
approve or reject each invitee that registers. We
strongly recommend this option for all Generic
invitations because the invitation code in a generic
invitation is not specific to any one recipient, and
could be distributed to unintended registrants.

m Automatic if you want Trading Grid Online to
automatically approve each invitee for you. We
recommend that you select this option for any
invitation sent to a single recipient, because then the
recipient can begin using the service as soon as they
respond to the invitation.

Expiration Date

The final date Trading Grid Online accepts the invitee's
registration; this is the date the Invitation Code supplied
in this invitation expires.

Notes

Enter up to 4,000 characters of explanatory information
that is for your use only — the invitee does not see this
information. Trading Grid Online truncates anything over
4,000 characters; check the Count Characters box that
displays to ensure you stay within the 4,000 limit.

5 Click Next Step.

On the Step 2: Service Privileges page opens.
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6 Select the subscription package(s) and the options (privileges) for each
package you want the user to have.

By default, all options are selected for any Subscription Package that you select.
7 Click Next Step.
The Step 3: Recipient Details page opens.

8 Do any of the following:
m Enter the recipient details now.

Field Description

Email Address(es) Type the recipient(s) address(es).
Separate multiple addresses by a semi-colon (;), comma (,), or a

blank space.
Email Language Select the language of the invitation text.
Email Content Invitation text. Do the following:

1 Click the Edit from Template link.
2 Change the text (in the new page).
3 Click Submit to use that text for the invitation.

m Save the invitation and enter the details later.

Note: You cannot send the invitation without the recipient details.
Enter the
9 Click Next Step.
10 On the Step 4: Review page, do the following:
a Carefully review the information, especially Service Selection packages and
privileges.
b To make changes, click Previous Step and return to the applicable step
and make your changes.
c Click Next Step to return to this page.
11 Do one of the following.
m To save the invitation information without sending it, click Finish.

The invitation appears in your “Invitation List” on page 318 with a Saved
status. You can send the invitation later.

= When you complete Step , click Send Now to send and save the invitation.

The invitation appears in your “Invitation List” on page 318 with an Active
status.

Modify Invitation Details
You can modify invitations according to the following rules:

The invitation Status must be Active or Saved.

= If the Invitation Type is Generic, you can modify the Recipient Details fields only.
For example, you might want to send this specific invitation to another group of
invitees.

m If the Invitation Type is Unique, you can modify the Email Content field only. For
example, you might want to send a follow-up reminder to the invitee(s).

320



ACCOUNT MANAGER

OPENTEXT Manage User Accounts

321

To modify an invitation
1 Click User Management.

2 In the section that expands, click Invitation List.
3 Find the applicable invitation in the list.
Note: You can only modify an invitation with an Active or Saved status.

4 Click the name of the invitation.
5 Modify the invitation. Note the following:
m For a Generic invitation, you can only modify the Recipient Details
fields.
m For a Unique invitation, you can only modify the Email Content field.

6 Do one of the following.
m To save the invitation information without sending it, click Finish.

The invitation appears in your “Invitation List” on page 318 with a Saved
status. You can send the invitation later.

m To save and send the invitation, click Send Nowv.

The invitation appears in your “Invitation List” on page 318 with an Active
status.

Send or Resend Invitation
You can send any invitation with a Saved status; you can resend any invitation
with a Unique invitation type and an Active status.

To send or resend invitations
1 Click User Management.

2 In the section that expands, click Invitation List.
3 Find and select the applicable invitation(s) in the list.
4 Above the User Invitations list, click Actions > Send/Resend.

Approve Invited Users

After the Invitee receives the invitation he or she must register before the Invitee
appears on the Invited Users list. After the Invitees are on this list, someone must
approve them as users of Trading Grid Online, before they can access the service.

When you click the Invited Users link, the Invited Users list page opens. This
area lists the people that responded to your invitations and have registered. These
people are waiting for someone to approve them as users of Trading Grid Online.
For each person, the list displays:

Field Description

Approval Status Everyone in this list has a Pending status. After you approve or reject
a user, that user is eliminated from this list.

User Name Click the name to see more information about the user.

Request Type What the invitation is for; for example, User Registration.

Role The user's role as defined by your community; for example,

Administrator.

Invitation Name Name of the invitation sent to this person. Click the name to see the
invitation contents.
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Field Description

Inviting Company Name of the company that sent the invitation.

Tracking ID ID the user was assigned upon registration completion. This ID
might be used to track the status of a registration; for example, if it
is still pending approved.

Date Registered Date the person submitted their registration data.

To approve or reject an invitation
1 Click User Management.

2 In the section that expands, click Invited Users.
3 Find the applicable user(s) in the list.
The default Approval Status for each user is Pending.
4 For applicable user(s), change the Approval Status to Approve or Reject.
5 Above the Users listing, click Actions > Submit.
A confirmation page opens showing your selections.

Note: For any Invitee you Reject, you must enter an explanation in the
Reasons for Rejection box.

6 Carefully review the confirmation page, click Actions > Confirm.

Trading Grid Online immediately generates and sends an email to each invitee,
notifying them of your approval or rejection.

Important:

m After you reject or approve a user, Trading Grid Online removes that person
from the Invited Users List.

= If you approved the invitee, that person now appears in your “User List” on
page 313.

= If you mistakenly approved a user, you can delete the user from Trading
Grid Online.

= If you mistakenly rejected a user, you must either resend the invitation or
create and send a new invitation, and the user must re-register.

User Action History

This is an audit log that provides a history and accounting log of activities
performed by each company user. Querying capabilities let you find activities based
on various search parameters and view detailed information on their history.

You can search for activities by:

Field Description

User Select from the drop-down list showing all users in your Company.
Date/Time Range Select either a specified range or a “last number of days” option.
Action Code Select from a comprehensive drop-down list.

Details Enter text into the box; for example, an ILOG number.

Service Enter the complete internal ID number of the session.
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You can filter your search results by

Field Description

User Name Enter the complete name of the user.
Note: There is one additional entry for OpenText Client Services,
which filters to all act-on-behalf-of entries.

Session ID This filter is for a OpenText Client Services help desk associate to
help you with any problems. A session ID number is assigned to you
when you log in and determines which actions were performed
within the user session.

Action Code Enter the applicable Action Code.

Service Enter the complete internal ID number of the session.

Impersonated User | This filter is for a OpenText Client Services help desk associate to
help you with any problems.

To access user action history
1 On the Account Manager tab, click User Management.

2 The page expands.
3 Click User Action History.
The User Action History page opens.

Trading Relationships

Important: Trading Relationships are handled differently.

This section describes the company’s Trading Partner Relationships. A Trading
Partner Relationship defines the unique relationship between your company and a
business trading partner for each type of document you send or receive
electronically. This means that you could define several different Trading Partner
Relationships for each business partner. A trading partner relationship identifies
who and where they send documents to and receive documents from within the
Trading Community.

There are several types of trading partner relationships you can set up.
Topics include:

m “For Intelligent Web Forms (IWF) Users only”

]

= “About your Trading Community”

m “Current Trading Partner List”

m “Standard Trading Partnership” on page 326

m “Open Trade Partnership” on page 330

= “AutoForward Partnership” on page 333

= “AutoCopy Partnership” on page 336
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For Intelligent Web Forms (IWF) Users only

Your Trading Partnerships were defined when you registered or by your Community
Manager. Use the Trading Community page to search for, view, modify, or remove
Trading Partner Relationships.

Search for Trading Partners

To search for a specific Trading Partner
See the “Search for Trading Partners” on page 324.

View Trading Partner Data

To view trading partner data
1 On the Account Manager tab, click Trading Community.

2 Click Company Name.
Details for the Trading Partner display.

Remove a Trading Partner Relationship

To remove a trading partner relationship
1 On the Account Manager tab, click Trading Community.

2 Scroll through the list of companies or search for the applicable trading partner
company.
3 Click Select next to the applicable company.
4 Click Actions > Delete Partnership.
Important: After you delete a partnership, Trading Grid Online:
s Removes all associated forms, maps, templates for the trading partner.

= Retains all the received and sent documents or files until they expire.

Create a New Trading Partner Relationship

To create a new trading partner relationship
1 You must contact Technical Support.

2 Click g (Contact) icon to contact technical support by email, telephone, or online
chat.

About your Trading Community

Trading Grid Online allows you to create and manage trading partnerships by
providing three types of partnerships.

m A Standard Trading Partnership is where you send (and receive) transactions
with that Trading Partner only. After you set this up, you can then:

= Automatically forward documents you receive from this partner to other
users using a distribution list.
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= Automatically send a copy of documents you send to this partner to other
users via a distribution list.

m An Open Trade is where you can send (and receive) transactions with any
Trading Partner within Trading Grid Online. This is the simplest and most
convenient trading type in that you can trade with other “open” traders without
having to set up any trading partnerships. An Open Trade

= Allows you to exchange documents with any Trading Partner that requests
to trade with you at that EDI address.

m Enforces a 50-50 split billing process. This means your company pays for
all the transactions that you send and the receiver's company pays for the
transactions that you receive and for the storage of that mailbox.

m A Group Trade is a partnership set up between you and a group EDI addresses
and then send a copy of documents that you send to this Group to other
partners using a distribution list. If you set up an Open Trade, the EDI address

that you specify can send (and receive) interchanges to any trading partner
within Trading Grid Online.

Current Trading Partner List

To see a listing of the your current trading partners
1 Click the Account Manager tab in Trading Grid Online.

The Company Profile page opens.
2 Click Trading Community.
The Trading Community page opens.

_ Community Manager: Trading Community
Company & company List = 22212143562 My Support List:

Management T TTITE I P TIIE T ———— ]

2221214962 !
Acticns v 2 csv

Mote: The table lists maximum of 300 trading partner relaticnships. Flease use the search feature available on the page to find specific
trading partner relationships.

Select | Mailbox Alias% Trading Partners Partner VAN% Partner EDI Address% Your EDI Address# Your Role% Partnersl[|
Trading Community ¥ RAHC Company =°% :11AITESTPP ZZSD:1111 Receiver Nori
S e Company
Trading Partners O RAHC Company 5% :11AI1TESTPP ZZSDi1111 Sender Mo
i — Company
AutoFaerward
Partnership
AutoCopy Distributi
List
[l [

2 Items found.

Registration Actions =] csy

Invitation Tool Currently, there are no Cpen Tradings. To start requesting a Cpen Trading, select an acticn or click
on the button below.

[ Request New Open Trading
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This page displays two listings. The Trading Partners list displays the current
partnerships and the following information for each Trading Partnership.

Column Description

Mailbox Number The mailbox number(s) associated with this role and partnership.
Trading Partner Identification of the Trading Partner.

Partner VAN The network used in this partnership.

Partner EDI The EDI addresses of both your company and the Trading Partner.
Address Click the Trading Partner EDI Address to see information about the
Your EDI Address partnership.

Your Role Whether you are a Sender of interchanges or a Receiver of

interchanges. If you Send and Receive documents with this trading
partner, two partnerships display for this Mailbox number and trading
partner.

Partnership Type Type of partnership, where

m AutoCopy means that Trading Grid Online automatically sends
one interchange to multiple receivers.

m AutoForward means that Trading Grid Online automatically
forwards interchanges that the you receive to another Trading
Partner EDI Address(es).

m Normal refers to any standard Trading Partnership setup.

Status Current partnership status, where

m Approved means that the trading partnership is currently
active.

m Pending Partner Approval means that the Trading Partner
has not yet responded to the trading partnership request.

The second listing, the Open Tradings list, displays the EDI addresses that have
open trading.

Standard Trading Partnership

A standard trading partnership is set up so you can send (and receive) transactions
with one specific trading partner. This partnership can then be further defined to:

= Automatically forwards documents they receive from this partner to other users
using a distribution list.

= Automatically sends a copy of documents sent to one partner to other users
using a distribution list.

To request a standard trading partnership.
1 On the Account Manager tab, click Trading Community.
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The Trading Community Company List page opens.

Community Manager: Trading Community

Company List = Ressller's Custamer 21
HMailbox Number: | 2

Currantly, there are no trading partnerships, To start requesting a Partnership, selact an action or click
on the button below.

Trading Community

|
z I Hequest New Pamsarshipg

Teading Parthacd

AutaForward
Partnarahip

2 Do any of the following that apply:

= If your company has multiple mailboxes, select the applicable mailbox for
the new partnership from the Mailbox Number list, or select All.

m If this is your first partnership, click Request New Partnership.

m If this is not your first partnership, click Actions > Request New
Partnership.

The Step 1: Trading Partner Details page opens.

Operations Center  Msg Center Admin | Community Manager  Account Manager

Community Manager: Trading Community
Request few Parnership: [i] Trading Partnership Details
e e T T —

® [ndichbad & ddguirad fald,
| Partnership information

= Partnar EDD Address @Tr.d" wikh Speafic Pasnegr

et Partnar WAN: & 5xs
| Trading Community | O Intarcornec
| Partner Address -
Trading Durknars |
e (Qualfier:10)
Farinarship 1l = Your EDI Address: & singhe: IE]
:;?cm CHstnbutees (Qualifier:I0)
O mumipis:
= Your Role [¥] Sender
F =] ecaiver
. Poding Yiviar Alias {e.9- Supplier 1D, Fartner Code, Fartner 10)

Registration
Billing Information
| !@ Split Charges
Charge Type Paid By
Sending pasd By @ [Saccer  bdl
Receiving paid by @ | Pecewe B

Bpcenver Mailbox Storage Faid By : Recetve |23

Ulnvitation Toal

Trangachon Charges

(7 ab Charges paid by

| mext Step | | cance |
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3 In the Partnership Information section, enter the following information:

Field Description
Partner EDI Do the following:
Address If necessary, click Trade with Specific Partner.

In Partner VAN, do one of the following:
m Select GXS if trading partner is on the Trading Grid Online
network.
m Select Interconnect if trading partner is on another VAN
service.
In Partner Address, enter the trading partner’s EDI address.

Your EDI Address

Do one of the following:

m Click Single. Type your EDI address or click Browse and
select the address.

m Click Multiple. Click Browse and select the address.

Your Role

Click Sender and/or Receiver check boxes based on your
role(s) in the trading partner relationship.

If you select both Sender and Receiver, Trading Grid Online
creates two partnerships for this Mailbox number and trading
partner.

Your Alias

Type a name that represents you to the trading partner.

4 In the Billing Information section, select the billing option established by you
and the trading partner.

5 Click Next Step.

6 Do one of the following:

m If you entered an Interconnect EDI Partner Address in Step 3 which
does not currently exist in Trading Grid Online, a message displays.To add

the EDI partner address, continue with the following three steps.

Trading Community

Trading partnerships

AutoForward |
Partnership |

AutoCopy Distribution
List |

Please correct the following errors,

® Partner ED] Address does not exist In TradingGrid online
Tou can add this Interconnect address to TradingGrid online Add
Partner Address %

* Indicater & required fiald, l-%

Partnership Information

1 Click the Add Partner Address link.
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The Add Interconnect Partner EDI Address page opens.

* Indicates & required fiald,
EDI Address Information

# Partner EDI Address: 1 33553
{Qualifier: 1D}
# Interconnect Name;: Salact v
Partner Information
E
« Company Name:
+ Contact First Name: [:a;

+ Contact Last Name:

+ Contact Phone Number:

2 Enter the following information.

Field Description
Partner EDI Type trading partner’s EDI address.
Address

Interconnect Name

2
Use Select drop-down list to select the Interconnect Name.

Company Name

Type trading partner’'s company name.

Contact First Name

Type trading partner’s contact information.

Contact Last Name

Type trading partner’s contact information.

Contact Phone

Type trading partner’s contact phone number.

Number

3 Click Submit.
Note: The Step 2: Review page opens.

7 Do any of the following that apply:

= Review the information.

m To make any changes, click Previous Step to return to Step 1 page.

m Make the changes, click Next Step to return to this page.
8 Click Submit.

The Trading Partnership Request Complete page opens.

9 Click Return to Trading Partnership List.

The Trading Partnerships list page opens. The new partnership displays in the list
with a type of Normal and a status of Pending Partner Approval.
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To approve or reject, view, modify, or terminate a Standard
Partnership

You can only modify the billing information. To modify other partnership details,
you must first delete the current partnership and then create a new partnership
with the correct details.

1 On the Account Manager tab, click Trading Community.

2 In the Trading Partnerships listing, select the partnership to approve, reject,
view, change, or terminate.

3 Do any of the following that apply.

To... Do this . . .

Approve partnership Click Actions > Approve Partnership.

The partnership status changes to Approved.

Note: Only a partnership with Pending Your Approval can be
approved.

Reject partnership Click Actions > Reject Partnership.
The partnership status changes to Rejected.

Note: Only a partnership with Pending Your Approval can be
rejected.

Terminate partnership | Click Actions > Delete Partnership.
The partnership is immediately removed from the listing.

View or modify Click Actions > View/Modify Partnership.

partnership The Trading Partnership Details page opens.

Note: You can only modify the billing information. To modify
other partnership details:

Delete the partnership.

Create a new partnership with the correct details.

Change partnership To change Partnership to AutoForward, see “AutoForward
type Partnership” on page 333.
To change Partnership to AutoCopy, see “AutoCopy Partnership”
on page 336.
4 Click Save.

Open Trade Partnership
An open trade partnership allows you to send (and receive) transactions with any
trading partner within Trading Grid Online. Trading documents and/or files with
other “open” traders does not require a formal partnership setup. An Open Trade
Partnership:

= Allows you to exchange documents with any trading partner that requests to
trade with you at that EDI address.

m Enforces a 50-50 split billing process, which means your company pays for all the
transactions that it sends, and the receiver's company pays for the transactions
that you receive and for the storage of that mailbox.

To request an open trade partnership
1 On the Account Manager tab, click Trading Community.

The Trading Community Company List page opens.

Trading Grid Online 330



ACCOUNT MANAGER

OPENTEXT mading Relationships

2 In the Open Tradings section, do any of the following that apply:

m If your company has multiple mailboxes, select the applicable mailbox for
the new partnership from the Mailbox Number list, or select All.

m If this is your first partnership, click Request New Partnership.

m If this is not your first partnership, click Actions > Request New
Partnership.

The Step 1: Open Trading Details page opens.

Trading Community |

Trading partnarships |

Partnership Information

= Your EDT Address
{Qualifigr:1D) Q
Subscription + Your Role Sender
i e e o [JReceiver
Configuration
L &illing Information
.:F-.hli;'lﬂﬂ'd. Pu'lll:.'r. "
Charge Type Paid By

Sending paid By ! Sender

Transactan Charges
9 Racaiving paid by @ Racsiver

Recziver Mailbox Storage Faid By @ Recsiver

3 In the Partnership Information section, enter:

= Your EDI Address — Type your EDI address or click Browse and select
it.

= Your Role — If you expect to send and receive interchanges, click
Receiver check box.

4 Click Next Step.
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The Step 2: Review page opens.

Company Profile Request New Open Trading: [1| Gpen Trading Details E Heview

User Management

Tudinﬁ Community

Trading partnershi

Please review the partnership request below. To make any changes, click the applicable link above to return to that
section.

Partnership Information

st ‘four EDI Address : 72 : IDZULTRA N
Service Tour Role : SenderfReceiver

Configuration
Billing Billing Information
Password Policy Split Charges

Charge Type Paid By

Sending paid By : Sender
Receiving paid by : Receiver
Receiver Mailbox Storage Paid By ! Receiver

Transaction Charges

[ Previous Stap l J- Submit ] [ Cancel ]

5 Do the following:
= Review the information.
= To make any changes, click Previous Step to return to Step 1 page.
s Make the changes, click Next Step to return to this page.
6 Click Submit.
The Open Trading Request Complete page opens.

7 Click Return to Trading Partnership List.

The Trading Partnerships page opens displaying the new partnership in the Open
Tradings listing.

Mailbnx Number: 2 |

-

Aewons w B oW

 Select Mailbow nunsher = Trading Partner < Pariner ¥AN < Fartner ED1 Address © Your E08 Address © Your Rele - Partmership Type © Status © =

: m] ADWLITEY GUE PCE TRAINING DEFARTMENT  GMS Company  LELWALLYTEST Z2:)D20A005 Encaiver Wormal Approved

(=] AOWLITET GME JUSTEN B2 WTTPS Gu5 Company  ZZIDEHTIPS 20200005 Receiver tarmal Approved

O ADW13TET Demn_Hiib GH5 Company | ZZIDESDHUBDL ZZ1IDZ00005 Resiver Hormal Bpproved
detacrigtion (] ADWLSTET  GSS EMEA GHE Company | ZEGSSEMEA ZZUOZMGOOE  Receiver Harmal Apgroved | [3]
Serwicn ] _E=H

Configuration

Passmord Pabicy
EETTE S - B -

karmr 1 - 4 of 33 wrngS Praviour | .7 3 4 % West framt @

Select Vour EBE Address & Your Role ] ::J_

(] ESIFITLTEY Sender/Recerar =

0] O}
[T —

For each open Trading, the listing displays:

m Your EDI Address — Click the EDI Address to see information about the
partnership.

m Your Role — Displays your role in the partnership; Sender of
interchanges or Sender and Receiver of interchanges.
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To view, modify, or delete an open trade partnership
1 On the Account Manager tab, click Trading Community.

2 Find the applicable company and click the name.
3 In the section that expands, click Trading Community.
4

In the Open Tradings listing, select the partnership to view, change, or
terminate.

5 Do any of the following that apply:

Action Do this

Delete Open Select the partnership, click Actions > Delete Open Trading.
Trading The partnership is removed from the listing.

(partnership)

View/Modify Open 1 Select the partnership, click Actions > View/Modify
Trading Open Trading.

2 View the partnership information.

Note: Only the billing information can be modified. To
modify other partnership details, the partnership must be
deleted then recreated with the correct details.

3 Make changes to the billing information.

6 Click Save.

AutoForward Partnership

A group trade partnership allows you to set up a partnership between the yourself
and a group EDI address. Trading Grid Online then sends a copy of each document
that you send to this Group to the other partners in the Group via a distribution list.

The AutoForward partnership feature automatically forwards interchanges that you
receive to another EDI Address. For example, a large department store sends
Purchase Orders to you. Your Sales organization requires a copy of the POs, but
the department store does not sent the POs to them. The AutoForward feature
automatically forwards the Purchase Orders to the Sales organization on your
behalf.

With AutoForwarding, the data flows as follows between trading partners. PartnerA
sends to PartnerB. OpenText then AutoForwards the data from PartnerB to
PartnerC. In this scenario, before an AutoForward partnership is set up, there must
be active trading partnerships between:

m PartnerA and PartnerB
m PartnerB and PartnerC

Use the AutoCopy feature to send one interchange to multiple receivers. First,
create a Distribution List which has its own valid EDI address. Then send an
interchange to the receiver EDI address, which is the Distribution List. Trading Grid
Online sends a copy of the interchange to each member in the Distribution List.

Before setting up an AutoCopy Distribution List, active trading partnerships
between the sender's EDI address and each of the EDI addresses defined in the
Distribution List must be set up. A partnership between the sender's address and
the Distribution List EDI address is not required.

Important: See “AutoForward Implications” on page 334.
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AutoForward Implications

With AutoForwarding, the data flows as follows between trading partners. PartnerA
sends to PartnerB. OpenText then AutoForwards the data from PartnerB to
PartnerC. In this scenario, before an AutoForward partnership is set up, there must
be active trading partnerships between

m PartnerA and PartnerB
m PartnerB and PartnerC
Based on this scenario described:

» When data is AutoForwarded from PartnerB to PartnerC, PartnerC sees the data
coming from PartnerB, not PartnerA.

= When PartnerA sends an interchange to PartnerB, PartnerA's address is in
the sender's position of the interchange header, and PartnerB's address is
in the receiver's position.

» When OpenText AutoForwards the data, PartnerB's address is placed in the
sender position of the interchange header and PartnerC's address is placed
in the receiver position. This is because Partner A did not send to PartnerC;
PartnerB did. Therefore, the data received by PartnerC must show that
PartnerB sent it.

m OpenText sends a copy of the interchange from Partner B to PartnerC. Most
likely PartnerC creates a Functional Acknowledgment (or control message)
and sends it back to PartnerB. Unfortunately, since PartnerB's EDI
Translator software did not send the original document to PartnerC, it does
not know how to reconcile the FA.

m It is OpenText policy that after data is put on the network it becomes the
property of the receiver. Therefore, only the original receiver (PartnerB) can
request an AutoForward partnership.

Both senders and receivers can set up AutoForwarding partnerships.

Note: For an AutoForwarding partnership established by the sender on the
sender’s account, Trading Grid Online does not inform the receiver about the
partnership, and vice versa.

Set up an AutoForward Partnership
Important: Before setting up an AutoForward partnership, Trading Partnerships
must exist and be approved between:

m The address that sends the interchanges and the address that receives the
interchanges.

m The address that receives the interchanges and the address to which you want
to forward the interchanges.

To set up AutoForwarding
1 On the Account Manager tab, click Trading Community.

2 Find the applicable company and click the name.

3 In the section that expands, click Trading Community > AutoForward
Partnership.
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4 Click Actions > Create AutoForward Partnership.
Note: If no listing displays, click Create AutoForward Partnership again.

The Create AutoForward Partnership page opens.
5 In the AutoForward EDI Address section, enter the following:
m Sender EDI Address — Address from where the interchanges are sent.

m Your EDI Address — EDI address that receives the interchanges that you
forward.

m AutoForward EDI Address — EDI address to which the interchanges
(that are sent from the Sender EDI Address to Your EDI Address)
should be autoforwarded.

Note: Use Search to search and select specific addresses. Click Search by
Company to display a pop-up to enter a partial or complete name, then click
Search. To view a listing of all companies, click Search without entering any
search criteria. Then click the company name, and if applicable, select an
address.

6 To forward only specific document types, in the Document Type section,
select the appropriate Envelope Type.

The page refreshes displaying all associated document types in the Available
Document Types area.

7 Do one of the following:
m To select one document type, select the type then click Add.
m To select multiple document types:
1 Press Ctrl and select the types.
2 Release Ctrl, and click Add.
m To select all document types, click Add All.
The selection displays in Selected Document Type area.
8 To remove document types:
m Select the type(s) and click Remove.
m To remove all types, click Remove All.
9 Click Actions > Submit.
A confirmation message displays. The AutoForward Partnership is created.

10 Use the AutoForward Partnerships page to view this new partnership.

To view, modify, or terminate an AutoForward Partnership
1 On the Account Manager tab, click Trading Community.

2 Find the applicable company, and click the name.

3 In the section that expands, click Trading Community > AutoForward
Partnership.

The AutoForward Partnership listing opens.
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4 Do any of the following that apply:

Delete Partnership 1 Select the partnership, click Actions > Delete.
The confirmation message displays.
2 Click Yes.
The partnership is immediately removed from the listing.

View/Modify Only Document Types are modified. To modify an EDI address,
Partnership you must delete the current partnership, then create a new
partnership with the correct EDI address.

To add a document type to be forwarded:
1 Select partnership, click Actions > View/Modify.

2 Locate Available Document Type area and do one of the
following:

m Select one document type then click Add.

m Select multiple document types by clicking Ctrl and
selecting document types. Release Ctrl and click Add.

m Select all document types by clicking Add All.

Your selection displays in the Selected Document Type
area.

To stop a document type from being forwarded:
1 Select partnership, click Actions > View/Modify.

2 Locate the Selected Document Type area and do one of
the following:

m Select one document type then click Remove.

m Select multiple document types by clicking Ctrl and
selecting document types. Release Ctrl and click
Remove.

m Select all document types by clicking Remove All.

5 Click Actions > Submit.

AutoCopy Partnership

Trading Grid Online

The AutoCopy Partnership is a group trade partnership that you set up between
yourself and a group EDI address. Trading Grid Online then sends a copy of each
document you send to this Group to other partners using a distribution list. This
partnership is similar to the AutoForward Partnership. See “AutoForward
Partnership” on page 333.

The AutoCopy feature allows you to send one interchange to multiple receivers.
This is done by creating a distribution list that has its own valid EDI address. So
when you send an interchange to the receiver EDI address (the distribution list),
Trading Grid Online sends a copy of the interchange to each of the members in

that distribution list.

Before an AutoCopy Distribution List is set up, there must be active trading
partnerships between the sender's EDI address and each of the EDI addresses in
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the Distribution List EDI address. A partnership between the sender's address and
the Distribution List EDI address is not required.

Important: See “AutoCopy Implications” on page 337.

AutoCopy Implications

When sending EDI data, the Distribution List is the receiver EDI Address for your
data. When Trading Grid Online processes the interchange, the Distribution List
address is removed from the data and is replaced by an EDI Address from the
distribution list. This process is repeated for each address in the list.

The sender might not be able to reconcile Functional Acknowledgements. The
sender’s software typically expects FAs back from the address used in the
outbound data (the distribution list), but the FAs do not come back to the sender
from the distribution list address. They come from the trading partner addresses.
Either the original receivers must prevent FAs being sent back to the sender, or the
sender has to turn off FA reconciliation.

Use AutoCopy with AutoForward

This feature can also be used in conjunction with an AutoForward partnership.
When used with AutoForwarding, the data flows as follows between trading
partners. PartnerA sends to PartnerB. OpenText then AutoForwards the data from
Partner B to PartnerC. Extending this scenario, you can use a distribution list that
you create as the PartnerC address in the AutoForward setup. This enables you to
AutoForward documents from PartnerA to multiple PartnerCs, where each PartnerC
is defined within the distribution list.

An AutoCopy Distribution List

To create an AutoCopy distribution list
1 On the Account Manager tab, click Trading Community.

2 Find the applicable company and click the name.

3 In the section that expands, click Trading Community > AutoCopy
Distribution List.

4 Click Actions > Create Distribution List.
Note: If no listing is displayed, click Create Distribution List.
The Create Distribution List page opens.

5 Enter the following information.

Field Description

Mailbox Number Type the number of the Mailbox that receives the interchanges.
Distribution List Type the EDI address that receives the interchanges Trading Grid
Address Online copies and sends.

Member EDI Type the EDI addresses to which Trading Grid Online should send
Addresses the copied interchanges.

To add more than 10 addresses, scroll to the bottom of the page,
then click Add.

Primary Billing Select Primary Billing Address if this EDI address is the
Address primary billing address.
Otherwise, leave this item un-selected.
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6 Click Actions > Submit.
A confirmation message displays. The AutoCopy Distribution List is created.

7 Use the AutoCopy Distribution List page to view this new partnership.

To view, modify, or delete an AutoCopy Distribution List
1 On the Account Manager tab, click Trading Community.

2 Find the applicable company, click the name.
3 In the section that expands, click Trading Community > AutoCopy

Distribution List.

The Autocopy Distribution List page opens displaying all the listing information

including:

s Mailbox Number — Mailbox that receives the interchanges.

m Distribution List Address — EDI address that receives the interchanges
Trading Grid Online copies and sends.

4 Do any of the following that apply:

Action Do this
Delete 1 Select the distribution list, click Actions > Delete.
2 Confirm the deletion.
The distribution list is removed from the listing.
View/Modify 1 Select the distribution list, click Actions > View/Modify.
2 View the distribution list information.

Note: Only the Member EDI Address information can be

modified. To modify other distribution list information, the

distribution list must be deleted then recreated with the
correct details.
3 Make the changes to the list.

m To modify a Member EDI Address, delete it, and then
add the correct one.

m To delete a Member EDI Address, select it, then click
Actions > Delete.

The address is removed from the list.

m To add a new Member EDI Address, type the address
in Add Member EDI Address, then click Add.

m To specify whether an address is the primary billing
address, select or deselect the Primary Billing Address
option.

5 Click Save.

The Subscription page displays your current subscription details. From this page
you can view or change your GXS subscriptions (see “To view or update your
subscription” on page 339).

Important: Because of the many new and existing Trading Grid Online functions,
GXS recommends you work with your GXS Representative to modify your
company'’s subscription package.
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To view or update your subscription
1 Click the Account Manager tab > Subscription > Current Subscription.

2 If necessary, select the applicable mailbox.

3 Click Actions > View Subscription or Change Subscription Options,
whichever is applicable.

Mailboxes and EDI Addresses

339

This section describes how to configure an EDI mailbox. The procedures describe
how to:

m Update the EDI mailbox information.

m Add other EDI addresses to mailboxes.

m Specify data retention.

m Select reports to receive.

Topics include:

= “Configure EDI Mailboxes” on page 339

= “Add or Delete Mailbox Addresses” on page 341

Configure EDI Mailboxes

To configure an EDI mailbox

1 On the Account Manager tab, click Service Configuration > Mailbox and
EDI Address.
The Mailbox and EDI Address Maintenance page opens displaying a listing of the
EDI Mailboxes are associated with this account.

&1

L}l Community Manager: Service Configuration 7 Ay

Company Company List % Reseller's Custormer =1 Mailbox List
Management T e T T P T

Reseller’s Customer

Actions r:

Company Profile
:Un;u_unuut___ Select Mailbox Number® Mailbox Alias® Number of EDI Addresses® Status® Communication Method Created |«
User Action History Tussday,
b | O AABZ2099 2 Activa |- Securs FTP (S5L) January (
| Trading Community 2010
g i Tuesday,
| Subscription O AAB22100 2 Active | Secure FTP (S5L) January [
bttt O S EY| 2010 =
Service Configuration| 'y [
Mailbox and EDI & -
Addrass Z itams found.

Sarvich Contists

2 To configure the mailbox options, select the applicable mailbox.

Trading Grid Online



ACCOUNT MANAGER 1 1
Mailboxes and EDI Addresses

3 Click Actions > Update Mailbox.

Community Manager: Service Configuration
Ci ]tnmpnm,,r List ". Reseller's Customer 21 "' Mailbox List

nueller s Customer =
"~ - nctlons 4.

updmm.lm'

L_‘_\_“mmm_._n_.md 5&[1:1:! Mailbox Number® Mailbox Alias® Number of EDI Addresses® Status® Communication Method Created | L‘

Tussday,
AABZI099 2 Active Secure FTP (S5L) January {

2010

Tuesday,
AAB2I100 2 Bctrve Sacure FTP [S5L) January |

2010

| 2 feems found.

The Mailbox Information page for the selected mailbox opens.

Community Managtr: Service Configuration
=1 Mailbo

List ¥+ 228220099

= Indicates & reguired fiald.

Hailbox Number: AABIIO9T
Mailbox Alias:

Current Mailbox Password:
New Mailbox Password:
Subscription | Canfirm New Password:

: Sarvice Cnnﬁgumﬁnn%é
I pr————— ) i
Mailbox and EDL = Trading Partner Transaction Report: () vas (525 per month, unlimited reports)
Addrass 11
.................................. [T
DR = Send Meta Data Retention Period: |7 | (days)
; = Transaction Retention Period : 1 S (davs)
Ewnt}hn:-plmut |
EETaEE
Mailslot \
4 Specify the following information.
Field Description
Mailbox Number Displays the number for the mailbox. This value cannot be
changed.
Mailbox Alias Do one of the following:

m To add an alias for the mailbox, type the value.

m To change the value displayed, delete the existing value and
enter another value.

Current Mailbox Do one of the following:
Password m To add a password for the mailbox, type the value.

m To change the value displayed, delete the existing value and
enter another value.
Enter the current password for the mailbox.

New Mailbox To define a new password for the mailbox, type the password.
Password

Confirm New To confirm the password, type the password again.
Password

Trading Grid Online 340



ACCOUNT MANAGER
OPENTEXT Mailboxes and EDI Addresses

Field Description

Trading Partner This report summarizes the transactions and interchanges sent
Transaction Report | and received between you and your trading partners during the
previous month. The report lists each transaction, a description,
and the number of KCs for each trading partner.

Click Yes to subscribe to this report.

Send Meta Data Specify the number of days to retain meta information on data
Retention Period sent from your mailbox/EDI address.

Transaction Specify the number of days each transaction interchange should
Retention Period remain in your mailbox, up to a maximum of 45 days.

Note: This option might have billing implications. GXS
recommends you contract your OpenText sales representative
before selecting this option.

5 Click Save.
6 Repeat steps 2-5 for each mailbox associated with the customer account.

Add or Delete Mailbox Addresses

You can only add or delete EDI addresses. To modify an EDI address, you must
delete the incorrect address and then re-add the correct address, as specified
below.

Important: You cannot delete an EDI address if there are trading partnerships
currently associated with the address. You must check for and terminate any
associated Partnerships before deleting the EDI address. See “Terminate
Associated Partnerships” on page 343.

To add addresses in a mailbox
1 On the Account Manager tab, click Service Configuration > Mailbox and
EDI Address.

The Mailbox and EDI Address page opens listing the EDI Mailboxes that are
associated to this account.

Ul Community Manager: Service Configuration o

Company Company List * Raseller's Custormar 21 % Mailbox List
Management T G T

Reseller's Customer

1 Actions v:
 Company Profile
:u“;' _“'“ | Select Mailbox Number” Mailbox Alias® Number of EDI Addresses© Status® Communication Method Created -
Usar Action Histary Tussday,
o RS | (O AABZN009 2 Active | Secure FTR (S51) January [
| Trading Community 2010
| | Tuesday,
| Subscnphon C‘ AARIITI00 2 Achiie Secure FTP (S5L) Janisary [
BRSO PR 2010 w

Service Configuration| [ b

Mailbox and EDI

2 Itams found.
Address .

Sarvicn Contices

2 In the Number of EDI Addresses column, click the number for the applicable
mailbox.
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The EDI Address List page opens.

Community Manager: Service Configuration
Company pa '

Reseller’s Customer
1

Created Date & (&
view partnership s .
05, 2010
| . . Tuesday, January
wiew partnership 05, 2010 =
Serviee Configuration|| [41 N

3 Scroll down to the Add New EDI Address area and enter the information.
4 Click Add.

A confirmation message displays.
5 Click Return to EDI address list link.

6 Repeat Steps 2-4 to add additional addresses to the mailbox.
This completes the adding EDI addresses to a mailbox procedure.

To delete an EDI address from a mailbox
1 On the Account Manager tab, click Service Configuration > Mailbox and
EDI Address.

The Mailbox and EDI Address page opens displaying a listing of the EDI Mailboxes
associated with this account.

Community Manager: Service Configuration i
Company List ¥ Ressller's Custemer 21 ¥ Mailbox List

'Mailbox and EDI Address Maintenance

fselm Mallbox Number® Mailbox Alias” Number of EDI Addresses® Status® Communication Method Created [+

ol | Tugsday, |
i O | asB22099 2 Activa | Secure FTP (551) January [ |
el | 2010
| Tuesday, |
| O AAB22100 2 Active | Securs FTP (S5L) January [ |
T =1 010 |=
Senvicn Configurabion) [T e 1 M
:;LT:"” ol 2 Ttems found.
Sfvida Centicti
2 In the Number of EDI Addresses column, click the number for the applicable
mailbox.
Trading Grid Online
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The EDI Address List page opens.

Nt | Community Manager: Service Configuration

Company l:ompan'.r List " Reseller's Customer =1 % Mailbox List = AAB22059
Hamemenl =

Reseller’s Customer
£1

Mailbox Number: AAB22099 [Active)

 Company. Pmﬁla

‘Uﬂl‘ mgum Communication Method:Secure FTE (S5L)

l-hlrkl'-'ﬂlll'ﬁﬂrv id |Select  EDI Address{Qualifier:1D) - Associated Partnerships?=  Created Date  © ,-'
T.a_.n: Community | O :AAB22300 view partnarship Igr—‘gﬁ_‘g January
|Subseription o | O AABIZ099 view partnership ::-;::52?.‘:.\3 Jonuary 5
| Senm:e Cunﬁquro‘lun _" o

Mailbox and BB Z Ieema feund,
Address

Sarvice Contases

[ . 1| |Aadd Mew EDI Address: add || Clear
| Machine User | S
! | (Qualifier:10)

Important: You cannot delete an EDI address if there are trading
partnerships currently associated with the address. You must check for and
terminate any associated Partnerships before deleting the EDI address. See
“Terminate Associated Partnerships” on page 343.

3 Locate applicable EDI address.

4 In Associated Partnerships? column, click the applicable view partnership
link.

5 Select the address to delete.

6 Click Actions > Delete EDI Address.

A confirmation message displays.
7 Click OK.

Terminate Associated Partnerships

Before deleting an EDI address, you must first verify whether any associated
partnerships exist that reference the EDI address. If partnerships do reference the
address, then the partnerships must be terminated so the EDI address can be
deleted.

To verify and terminate associated partnerships
1 On the Account Manager tab, click Service Configuration > Mailbox and
EDI Address.
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Hillhn-c and EDI
| Addrass

s

Sarvicn Contices

Reseller's Customer
1

The Mailbox and EDI Address Maintenance page opens.

12| Community Manager: Service Configuration

? Company List * Raseller's Custormar 21 % Mailbox List
' Hailbox and EDT Address Maintenance

|select Mailbox Humber® Mailbox Alias Number of EDI Addresses© Status® Communication Hethod Crcaied[t
| Tussday, |

| | O asB2209 2 Active | Securs FTP (S5L) January [ |
| 010
[ Tuesday, |
(O ass22100 2 Active | Securs FTP (SSL) January [__|
' w0 (=

2 Itams found.

Trading Grid Online

2 In the Number of EDI Addresses column, click the number for the applicable
mailbox.

The EDI Address List page opens displaying the EDI addresses and associated
partnerships for the selected Mailbox number.

Community Manager: Service Configuration
Company List -+ Reseller 5 Custnmez !1 'f Halllmx Lis1 '* MBJZDB'Q
T EDI Address List e e e

Reseller’s Customer
1

Mailbox Number: 82822099 (Actve)

Communication Method:Secure FTP (S5L)

Select EDI Address(Qualifier:1D)= Associated Parlneﬂ:hip;? Created Date = &

:AABZ2300 view partnership ;';Eﬁzdﬂ‘a lanuary

| © | :aaB2z099 view partnership Tuesday, January =

a5, 2010 =l
Service Configuration|( |4

3 Locate the EDI address that needs to be deleted.
4 Do one of the following:

= No link displays in the Associated Partnerships? column, close the page
and continue to “Add or Delete Mailbox Addresses” on page 341.

m The View partnership link displays in Associated Partnerships?
column, click the link.

Identify the partnership(s) that need to be terminated then return to the
Mailbox and EDI Address Maintenance page. Continue to step 5.

5 Click Trading Community.
The EDI Address list page opens.

6 Terminate the partnership(s).
7 Continue to “Add or Delete Mailbox Addresses” on page 341.
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Service Contacts
Service Contacts is a centralized area where you define who is to:

m Receive specific email notifications at the company level
m Be the default contact for service messages and outages

m Be notified as a result of the rules and alerts you later define for your
mailbox(es)

Important: All contacts to be notified as a result of rules and alerts defined in
Event Management must be set up using Service Contacts.

Topics include:

m “Define Service Contacts” on page 345

m “Re-Assign a Default Contact” on page 347

= “Remove a Default Contact” on page 347

m “View, Change, or Delete a Contact” on page 348

Define Service Contacts

To define service contacts
1 Click the Account Manager tab > Service Configuration > Service
Contacts.

The Service Contacts page opens. It lists any contacts that have been defined. For
each contact, the listing shows:

m First and last name.
m A list of alerts the person is contacted about (Contact Type column).

m If the person is a Default contact. Trading Grid Online automatically
designates the Technical Contact entered in the Company Profile as the
default contact. You can change the default contact (see “Re-Assign a
Default Contact” on page 347).

m If the person is currently active (In-Use column).
2 Click Actions, and click Add New Contact.

Operabons Center ok b | Canber Admin Cnmmunl‘ly “HI'I.:I“EI' Aot |‘|«!"60E

| Community Manager: Service Configuration 7oA
Company QLI‘.L"L‘A’_’..LEI + Reseller’s Customer =1
Management T T -

Rasaller’l cuslomr

| Actions &

[ Add Mew Contact
_c‘"““"? Frafile | | madify k v Hame * First/Given Name Contact Type Motification Method Default © In-Use
. User Management Cralete Janat janat jones@eustomeart.com ¥
i i Set a5 Default Contact
User Histary L a.r- A &
? One ltem found.

- Trading Community

The Create New Contact Service page opens.
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3 Enter the required information.

Operations Center  Msg Center Admin ~ Community Manager  Account Manager
2| Community Manager: Service Configuration
Company T T Crante New Servion Comtnct o e e E e YD L e P ey ey
Management
” Achrons ¥
Reseller’s Customer
1

® Indicates & required fiald.

Company Frofile
ENSSSSSSSSSS | Contact Details

Usar Management

- - * Last/Family Name: {max. 50 char.}

"Ber""w’ * First/Given Name: {masx. 25 char.)
Trading Community * Telephone:
el n SRR * Time Zone: GUT <028 00) Amercaes_Yorc  fod

Service Configuration ¥ Dayhlight savings time observed
= * prefer n : |Engish v

Fities s ot eferred Language [+

| Addrass

L Contact Type Inwvitation

Service Contacts Commanity Manager - Company

[ Invitation

| Maching User

Transaction Event Alerts
| Event Management [] arrival Aterts
| Imparr Maidbas | [¥] maitbox Error Alert

[ tna ctivity Alert

| Mailslot

| Motification Method

* Email Address: ssten phagtaBeaRtomE ] bom {Max. 80 char.)
{=.g. john.Doa@gxs. com)
O thisis » Pager address.

4 Optionally, select the Contact Type(s), or which contacts should receive

notification(s) in addition to service messages and outages.

Note: Based on the company’s service subscription, you might not see all the
options listed. If in doubt, check with your OpenText sales representative.

s For Intelligent Web Forms (IWF) Users:

= Invitation — Contact receives subsequent invitations, such as invites

for the company to connect to an additional IWF hub sponsoring new
forms. IWFS customer only.

s Incoming Document Alert — "Whenever a new document arrives in
your Document Inbox” rule.

s Incoming File Alert — "Whenever a new file arrives in your File
Inbox” rule.

m For Trading Grid Online Messaging Service Users:

m Arrival Alerts — "Whenever a document interchange arrives in your
mailbox” rule.

s FA Delinquency — "Whenever a trading partner has a delinquent FA”
rule.

= Inactivity Alert — "Whenever a mailbox is inactive” rule.

s Mailbox Error Alert — "Whenever a mailbox processing error occurs
on an outbound interchange” rule.

Note: When you select an option for a customer contact, Trading Grid Online
automatically adds the contact to the notification list for alerts you create later.
For example, if you subscribe to and select Arrival Alert for this contact, and
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define a rule to generate an alert when a partner has one or more documents
that need acknowledgment, Trading Grid Online automatically notifies this
contact. If you later delete the contact, Trading Grid Online automatically
deletes the contact from the Arrival notification list.

5 Enter the Email Address for the contact. If the address is for a pager, select
This is a Pager address.

6 Click Submit.
The Service Contact Request Complete page opens.
7 Click the Return to Service Contacts List link.
The new contact displays in the list on the Service Contact page.

| _ | Community Manager: Service Configuration e
Company Company List = Ressller’s Customer =1
H&Mgemenl P o Contact

‘I:eseller s Customer horats

i Company Profile Select Last/Family Name* First/Given Name Contact Type Motification Method Default® In-Use
Arrrval Alerts

User Management f :

3 ! { Johnson Robert Mailbox Error Alert | robert.johnson@customerl.com

| User Action Hestory - Inactraity Alert

T T . Jones Janet janet,jenes@oustomenl.com v

| Trading Community Y )
: Subscription

) Z Ivemns Found.

Sarvice Configuration

Mailbex and E0I
Addrass

ersics Cnntacts

Re-Assign a Default Contact

Important: You must designate one default contact who receives notifications for
service messages and outages. Initially, Trading Grid Online assigns the Technical
Contact from your Company Profile as the default contact.

To re-assign the default contact
1 On the Account Manager tab, click Service Configuration > Service
Contacts.

2 Select the contact you want to make the default contact, and click Actions >
Set as Default Contact.

Trading Grid Online reassigns the default contact from the previous person to the
one specified.

Remove a Default Contact
Important: Only one contact is the default contact.

To remove a default contact
To delete a contact that has the default role, first assign a new default contact,
and delete the previous default contact.
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View, Change, or Delete a Contact

Trading Grid Online

To view, change, or modify a contact
1 On the Account Manager tab, click Service Configuration > Service

Contacts.

2 Select the contact you want to view, modify, or delete.

Important: To delete a default contact, you must first assign a new default
contact; see “To re-assign the default contact” on page 347.

3 Perform the appropriate action:

To...

Do this

Delete the contact

Click Actions, and click Delete.

View or modify the
contact

1 Click Actions, and click View/Modify.
The Modify New Service Contact page opens.
2 Change the contact’s information.

3 (Optional) Change the Contact Type(s), or which contacts
should receive notification(s) in addition to service messages
and outages.

4 Based on your service subscription, you might not see all the
following options:

m Arrival — "Whenever a document interchange arrives in
your mailbox” rule.

m FA Delinquency — ”"Whenever a Trading Partner has a
delinquent FA” rule.

m Incoming Document — ”Whenever a new document
arrives in your Document Inbox” rule.

m Incoming File — ”Whenever a new file arrives in your
File Inbox” rule.

m Mailbox Inactivity — ”"Whenever a mailbox is inactive”
rule.

m Mailbox Outbound Error — ”"Whenever a mailbox
processing error occurs on an outbound interchange”
rule.

Note: When you select an option for the contact, Trading Grid
Online automatically adds the contact to the notification list for
that alert in Event Management.

For example, if you previously subscribed to and select the FA
Delinquency for this contact, and in Event Management you
define a rule to generate an alert when a partner has one or
more documents that need acknowledgment, Trading Grid Online
automatically notifies this contact. If you later delete the contact,
Trading Grid Online automatically deletes the contact from the FA
Delinquency notification list.

4 Click Submit.
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Messaging Service Alerts and Options

349

Trading Grid Online lets you define the rules and policies to determine when
trading partners are compliant or non-compliant based on these rules and policies.
Compliancy or non-compliancy is reported in the Reports component under
Functional Acknowledgement Management and Transaction Alerts.

Important: Whether or not you see these alerts or options depends on if your
company has subscribed to the optional alert services (extra fee might apply). If in
doubt, check with your OpenText sales representative.

For each customer mailbox, you can set up one or more of the following:

m Business Calendar option — The days the customer considers “working” or
“business” days for each of your EDI mailboxes.

= Arrival Alert — When a document is placed in the mailbox, Trading Grid Online
sends the customer a message. You can request the alert for specific document
types, specific trading partners, or both. You can also route the alert to different
individuals within the customer company based on document type or trading
partner or both. This is useful for a user that checks his/her mailbox infrequently
but wants to respond to orders from key clients as soon as possible.

m Mailbox Outbound Error Alert — If the customer sends a document to
Trading Grid Online Messaging Service and it fails to process, Trading Grid Online
alerts the customer. This enables the customer to correct the problem
immediately.

m Mailbox Inactivity Alert — If the customer does not receive documents in the
mailbox according to a schedule that you define, Trading Grid Online alerts the
customer, allowing him to determine if a problem exists.

s Mail Slots option — Malil slots separate documents you receive according to
business process needs.

m Password Policy — You can impose a more restrictive password policy than
what the customer has defined.

Important: In order for the alerts to function properly, you must configure all
alerts the customer subscribes to.

Topics include:
m “Define the Alerts” on page 349
m “FAM Alerts and Report Options” on page 358

Define the Alerts

Important: For alerts to function properly, you must configure all alerts you
subscribed the customer to. Based on your subscription, you might need to
configure all or some of alerts.

To define customer alerts
1 On the Account Manager tab, click the applicable Customer Company Name.

2 On the Company Profile page, click Service Configuration.
3 On the left side of the Service Configuration page, click Event Management.
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The Transaction Event and Rules and Alerts page opens.
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From here you can define:

m “Business Calendar” on page 350
= “Inactivity Alert” on page 352

m “Arrival Alert” on page 354

m “Mailbox Error Alert” on page 356

Business Calendar

Note: Business Calendar applies only to Inactivity Alerts. If you are not defining
an Inactivity Alert, go to “Arrival Alert” on page 354 or “Mailbox Error Alert” on
page 356.

To define the Business Calendar

1 Open the Transaction Event and Rules and Alerts page. See “Define the Alerts”
on page 349.

2 In the Mailbox Specific Alerts section, for Rule type select Business
Calendar.
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3 Select the Mailbox to apply the calendar to, then click Configure.

Operations Center  Msg Certer Admin  Community Hanager  Account Manager

Community Manager: Service Configuration

| Servica Corfiguration |
— d

e = Mailbos Specific Alerts
Mailbox snd EDL
Addewgy RSN P g
Fude type Select ule Type [
| Select Rule Type
e Maia | ety alert |
Maching Uger Arrival Aleres
| s Business Calendar
Ewest Mansgamant Wl S er Akl

¥
| Sarvice Configuration
LA ilbox Specific Alerts
Mailbex und EDI Ha
Addraig 5
| Barvice Cranacts ;
P Ml Select Mabox v
b ol R Seect Madax
AAR 100
| Evast Managamant ] L

4 On the Business Calendar page enter the following.

m Working Days — Days to consider as “working” or “business” days.
Inactivity alerts process Working Days only.

m Time Zone — Select the time zone for your community.

s Daylight saving time observed — Select this if your community
observes Daylight Savings Time.
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m Holidays — Days Trading Grid Online should ignore as non-Working Days.
Use any days, not only holidays. Click the calendar icon to select each

holiday date.
Company | Transaction Event fules and Alerts-#Business Calendasr

Actionsw =
“| Mailbox Number: AABZ 2100
= Indicates requ=red fields

Working Days and Time Zone Holidays [Optional)

You may specfy up te 12 holidays as Non-Warking Says.

Service Canfiguration|

Working Days?

Mailbosc and EDF Mumber Holiday Date (mm-dd-yyyy)
Ctei AR Honday &

Senvice Coamacs | Tuesday 1
ke | Wednesday :
- Thuredsy 3
L Event Mansgemant Fridoy 4
Saturday ﬁ 5
Sunday [} &
7
8
= Time Zome (G474 00 Amena tae_Y o [~ g
[ paylight saving time sbserved w0
11

5 Click Save.
Repeat these steps for each mailbox.

Inactivity Alert

To create an inactivity alert

1 Open the Transaction Event and Rules and Alerts page. See “Define the Alerts”
on page 349.

2 In the Mailbox Specific Alerts section, enter the following information.
a From the Rule type drop-down list, select Inactivity Alert.

b From the Mailbox drop-down list, select the mailbox to which this rule
should apply, then click Configure.
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The Mailbox Inactivity Alert page opens.

1ailbo a8 CEiast lert
Actionsw =]
Mailbox Number: AABZZ100

& Emdicates requined figlde
Enable this Event Rule
3] Apply the Business Calendar
The Range for Recelving Alerts
Alarts will only ba sant within the time rangs specifed,
= Start Thie: i3 i Ol = [ Aa G5
(hour:minute)
= Stop Time: M Ew g |Pu
(hourimminute )
Time Zone: (GMT -05:00) America/New_York
» Daplight saving time absarved
Mailbox Inactivity Alen Details
Aberts will be sent 1o the contacts after the mailbax besng mactve for the length specihed belaw.
|| 1= Inactivity Length: 1 {1n whale hours)
= Hotify Contact: Defays Contact
Madbei Inactivity Contacts
D Other Contacts

3 Make sure the Enable Event Rule option is selected.
4 Enter the following information.

Field Description

Apply the Business | Select this check box to have mailbox inactivity measured only
Calendar during working hours on working day, excluding holidays, as

defined in the “Business Calendar” on page 350.
Otherwise, mailbox inactivity is measured 7 days a week.

The Range for Receiving Alerts

Start Time Enter the start time for receiving alerts.
Stop Time Enter the stop time for receiving alerts.
Time Zone Displays the time zone previously defined.

Mailbox Inactivity Alert Details
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Field Description

Inactivity Length Enter the number of hours the mailbox is inactive before Trading
Grid Online generates a notification.

Notify Contact These are the customer’s contacts previously defined in the
Service Contacts list. See “Define Service Contacts” on page 345.
Do any of the following:

m To have the default contact receive the alert, click the
Default Contact check box. To display the contact
information, click the Default Contact link.

m To have the contacts, previously designated as contact for
this alert, receive the alert, click the Mailbox Inactivity
Contact(s) check box. To display the contact information,
click the Mailbox Inactivity Contact(s) link.

m To have someone else receive the alert, click the Other
Contacts check box then click Modify List.

A list of all your service contacts displays.

Select a contact from the list, then click Submit.
If a contact does not display in the list, you must define that
contact. See “Define Service Contacts” on page 345.
To remove a contact from the Other Contacts list:

1 Click the Other Contacts check box > Modify List.
The list of service contacts displays.

2 Deselect the contact from the list, and then click Submit.

5 Click Save.
6 Repeat these steps for each mailbox.

Arrival Alert
Use this procedure to create an arrival alert.

To create an arrival alert
1 Open the Transaction Event and Rules and Alerts page. See “Define the Alerts”
on page 349.

2 In the Mailbox Specific Alerts section, enter the following information.
a From the Rule type drop-down list, select Arrival Alerts.

b From the Mailbox drop-down list, select the mailbox to which this rule
should apply, then click Configure.

3 Do one of the following:
s Click Add Arrival Alert

m Click Actions > Add Rule.
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The Add Arrival Alert page opens.

Configure /Modify Rules

Alerts
Rule type Select Rule Type =)

Rule type: Select Rule Type [=1

/ Trusted sites | Protected Mode: OFf fa v  #100%  ~

4 Make sure the Enable Event Rule option is selected.
5 Enter the following information.

Field Describe

Document Type Select a Document Type for the rule.

1 Click Browse.

2 Find the document type, then click the Select check box.
The selected value displays in Document Type field.

Partner EDI Enter the partner’s EDI address.
Address 1 Click Search by Company.
2 Do one of the following:

m Type a partial or complete name in the pop-up then click
Search.

m Leave the field blank then click Search to view a listing
of all companies.

3 Click Select.
4 Select the company name and an address.
The selected value displays in Partner EDI Address field.
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Field Describe
Your EDI Address Enter your EDI address.
1 Click Browse.

2 Find the address this rule to, then click the Select check
box.

3 Click Select.
The selected value displays in Your EDI Address field.

Notify Contact These are the customer’s contacts previously defined in the
Service Contacts list. See “Define Service Contacts” on page 345.
Do any of the following:
m To have the default contact receive the alert, click the
Default Contact check box. To display the contact
information, click the Default Contact link.

m To have the contacts, previously designated as contact for
this alert, receive the alert, click the Arrival Alerts
Contact(s) check box. To display the contact information,
click the Arrival Alerts Contact(s) link.

m To have someone else receive the alert, click the Other
Contacts check box then click Modify List.

A list of all your service contacts displays.
Select a contact from the list, then click Submit.

m If a contact does not display in the list, you must define that
contact. See “Define Service Contacts” on page 345.
To remove a contact from the Other Contacts list:

1 Click the Other Contacts check box > Modify List.
The list of service contacts displays.
2 Deselect the contact from the list, and then click Submit.

6 Click Submit.
7 Repeat these steps for each mailbox.

Mailbox Error Alert

To create a mailbox error alert
1 Open the Transaction Event and Rules and Alerts page. See “Define the Alerts”
on page 349.

2 In the Mailbox Specific Alerts section, enter the following information.
a From the Rule type drop-down list, select Error Alert.

b From the Mailbox drop-down list, select the mailbox to which this rule
should apply, then click Configure.

The Mailbox Outbound Error Alert page opens.
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3 On the Mailbox Outbound Error Alert page, check the Enable this Event Rule
checkbox.

E )

Actionsw =)

|| maitbes Number:  AAB22100

® Indicates required fialds
[#] Enable this Event Rule

| Mailbox Outhound Error Alent Details

|| | Alerts will be sent to the contacts if there are any cutbound errors with the mailbox.
= Motify Contact: ] pefault Conact
Bl mMaibax Outboynd Erege O

Ll Other Contacts

4 Enter the following.

Field Description

Notify Contact These are the customer’s contacts previously defined in the
Service Contacts list. See “Define Service Contacts” on page 345.
Do any of the following:

m To have the default contact receive the alert, click the
Default Contact check box. To display the contact
information, click the Default Contact link.

m To have the contacts, previously designated as contact for
this alert, receive the alert, click the Mailbox Outbound
Error Contact(s) check box. To display the contact
information, click the Mailbox Outbound Error
Contact(s) link.

m To have someone else receive the alert, click the Other
Contacts check box then click Modify List.

A list of all your service contacts displays.
Select a contact from the list, then click Submit.

m If a contact does not display in the list, you must define that
contact. See “Define Service Contacts” on page 345.
To remove a contact from the Other Contacts list:

1 Click the Other Contacts check box > Modify List.
The list of service contacts displays.
2 Deselect the contact from the list, and then click Submit.

5 Click Submit.
6 Repeat these steps for each mailbox.
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FAM Alerts and Report Options

The Functional Acknowledgement Management (FAM) service provides you with a
series of reports and generates notifications for delinquent FAs.

Important: For each mailbox, you must define the conditions under Trading Grid
Online should generate an email notification and report data.

Topics include:

m “Define or Modify a Rule” on page 358

m “Enable a Specific Rule” on page 359

m “Disable (but Do Not Delete) a Specific Rule” on page 359

m “Enable/Disable All Rules” on page 360

m “Delete a Rule” on page 360

Define or Modify a Rule

To define or change a rule
1 Click Service Configuration.

2 In the section that expands, click Event Management.

3 On the Transaction Events Rules and Alerts page, in the Rule Type dropdown,
select FA Delinquency, and in the Mailbox dropdown, select your first
mailbox.

4 Click the Configure link.

5 On the Functional Acknowledgement Rules page, do one of the following:

m To add a new rule, click Add Rule.
m To modify a rule, select the rule, click Actions > Modify.

Important: Make sure the Enable this Event Rule option is selected. If it is
not, you cannot add or modify rule data.

6 In the Tracking Type section, select either

= Included for Tracking — Default. Usually select this option. It includes
all transactions that meet the rule conditions.

m Excluded for Tracking — Select this to exclude from notifications and
reports the transactions that meet the conditions in this rule. With this
option, you cannot enter any Tracking Policy conditions because they do
not apply.

7 (Optional) Enter data in the Rule Conditions section. To select a specific
Document Type for the rule, click Browse, find the type, and double-click it.
You can search and select EDI addresses. If you select a Partner EDI
Address, Trading Grid Online automatically populates the Trading Partner
field.

8 In the Tracking Policy section, you can select these options:
m Apply the Business Calendar — Select this option to apply the rule on
"working days" as defined in your Business Calendar.

m Functional Acknowledgement address must match original
transaction address — Select this option to exactly match addresses
between the FA and original transaction.
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9

10

11

12
13

14
15

Define the Delinquency Policy for this rule as follows:
m Time to Delinquency — Number of hours after receipt that the Trading
Partner must acknowledge all documents or document groups.
= Notify Contact — Specify who to notify.
Note: These are contacts in your Service Contacts list.

m For the Default Contact to receive the alert, click the check box. Click
the Default Contact link to see contact information.

m For the designated Alert Contact(s) to receive the alert, click the check
box. Click the Alert Contacts link to see contact information.

m For someone else to receive the alert, select the Other check box, then
click Modify List. A list of all your service contacts displays. Select a
contact, then click Submit.

m To remove a contact from this list, click Modify List. Deselect the
contact, then click Submit.

= If you do not see the contact you want, define that contact using the
“Service Contacts” procedures.

Notify Trading Partner Contact — Select this option for Trading Grid Online
to send a notification to the Trading Partner.

Define the Escalation 1 policy, that is, the action to take when the Time to
Delinquency expires. Time for Delinquency is the number of hours the
Trading Partner has to acknowledge the document(s) before Trading Grid
Online again escalates it.

Specify the contacts to notify for this escalation.

Define the Escalation 2 policy, that is, the action to take when the Escalation
1 Time from Delinquency expires. This Time for Delinquency is the
number of hours the Trading Partner has to acknowledge the document(s)
before Trading Grid Online escalates it for the final time.

Specify the contacts to notify for this final escalation.

Click Submit.

Enable a Specific Rule

To enable a rule

1

3
4
5

Click Service Configuration. In the section that expands, click Event
Management.

On the Functional Acknowledgement Rules page, select the rule
Note: Its status must Disabled.

Click Actions > Modify.

Deselect the Enable this Event Rule option.

Click Actions > Save.

Disable (but Do Not Delete) a Specific Rule

To disable a rule

1
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Click Service Configuration.
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2 Click Event Management.

3 On the Functional Acknowledgement Rules page, select the rule.
Note: Its status must Enabled.

4 Click Actions > Modify.

5 Deselect the Enable this Event Rule option.

6 Click Actions > Save.

Enable/Disable All Rules

To enable or disable all rules
1 Click Service Configuration > Event Management.

2 On the Functional Acknowledgement Rules page, in the Functional
Acknowledgement Rules dropdown, select one of the following:

= Turn on all rules to enable all rules
s Turn off all rules to enable all rules
3 Click OK. The page redisplays showing the new status for all rules.

Delete a Rule

To delete a rule
1 Click Service Configuration > Event Management.

2 On the Functional Acknowledgement Rules page, select the rule.
3 Click Actions > Delete.
4 Click OK.

Active Document Status Alerts

For outbound transactions, the company administrator can set up email status
alerts that indicate key events — such as message receipt, processing, delivery, or
extraction by a Trading Partner — associated with files and documents moving
through the GXS environment.

Topics include:

m “Define an alert” on page 360

m “Active Document Data Policies” on page 362
m “Customize Key Names/Labels” on page 363

Define an alert

To define an alert
1 Click the Account Manager tab in Trading Grid Online.

2 On the Company Profile page, click Service Configuration.
3 In the Service Configuration page, click Event Management.
The Status Alert Rules page lists alerts and whether or not they are enabled.
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4 To create a new alert, click Create.
A new page opens.

5 Define the rule parameters.

Field Description

Rule Name Enter a descriptive name for the rule.

Enable Rule Make sure that this box remains checked, or the rule is
disabled.

Document Type If applicable, enter the EDI document type(s) or the

APRF for non-EDI or binary files. Optionally, click the
adjacent icon to select a document type. Standards
currently supported are ANSI X12, EDIFACT, and

Tradacoms.
Partner Address Enter the applicable EDI addresses.
My Address
Direction Specify the transaction direction relative to the address
in My Address. Select the type of direction for this
rule:
m Sent from this address — Default. Applies to
outbound transactions.
m Received for this address — Applies to inbound
transactions.
Do not track Event Select this option to exclude the Trading Partner from
types/Notifications all Status Alert Rules.
Order Notifications Select this option to generate alerts in the order that
[Delivery status file via Event Types are presented in the next step. Alerts are
Global Platform] delivered as a file.

If you do not select this option, alerts are generated as
the events are received, which might or might not be
in the order that events are processed.

6 Select the Event Type to send an alert for. Event types are:

Event Type Description

Accepted by GXS The file/document has been received by GXS from the
Trading Partner's system.

Mailboxed by GXS The Global Platform mailboxed the translation output
file for delivery to the Trading Partner.

Processed by GXS The Global Platform successfully processed the
customer application file with a custom script.

Translated by GXS GXS completed the translation process on the file or
document.

Extracted by my Partner The Trading Partner has extracted the document from

the mailbox or the interconnect. This event is available
only for transactions that travel through TGMS.

Received by my Partner The file/document has been delivered to the Trading
Partner's destination.

7 Enter occurrence, error, and timing information for the Event Type:
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= Notify when this occurs — Select to generate an alert when the event is
received.

s Notify me if there is an error or if this has not occurred . . . — Select
to notify if one of the following occurs.

= An error.

m The event has not occurred within a time period after a specific,
previous event completed. This is referred as a negative status. Specify
the number of minutes, hours, or days, then select the event type that
the time period refers to.

8 Enter delivery information for the Event Type:

9
10

m Send to service contacts — Select this to send an email alert to all
Service Contacts designated to receive alerts.

m Delivery status file via Global Platform — Select this to send an alert
file to the address specified in the Receiver field. Optionally, you can
select the Include additional details option to include more detailed
information such as document, functional group, and interchange in the
alert file.

Repeat these steps for each event to include in the rule.
Click Save.

Active Document Data Policies

Active Documents supports policy-based data access restrictions for users. Each
company can define data filter policies based on sender and receiver addresses,
document types, and other data elements, and assign users to those policies to
limit which sets of transaction data they can view and work with in Active
Documents.

Trading Grid Online

To define an Active Documents data policy

1
2
3

Click Service Configuration > Policy Definition.
On the Policy Definition Listing page, click Create.

On the Create Policy Definition page, enter the Definition Name and a short
Description.

In the Template Name dropdown, select the applicable template. The page
adds fields.

Enter the applicable values.
Notes:

m You can enter more than one value in each field.
m Separate each value with a comma.
= Do not surround the comma with any leading or following spaces.

To assign users to see what this policy generates, click the Assign Users tab.
Click Save.
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Customize Key Names/Labels

You can define custom labels for your keys, then use the labels to search those
keys. Use this procedure to define key names rather than use the predefined

names.

Important: Once you define a custom key name, you must define custom key
names for ALL of your keys, as you will not see any of the system-predefined key

names.

To define a key name
1 Click Service Configuration > Custom Key Names.

2 Click Add.
3 In the Add New Key page, enter the data.

R e

ne check-box to delete any kevs.

| |

Fields marked with (™) are mandatory.

FLewel : & File O pocument
“Element Name : | w
*Customized Key Name : | |
My Address : | w
Partner Address : | W
Document Type @ | W
*Direction : |Eoth w

Level (required) — Select the applicable option:
m Document — Data is transformed into (or from) EDI format.
m File — Data is transformed between two custom data formats.

Element Name (required) — From the drop-down menu, select the
applicable element key name to replace.

Note: Existing key names are case-sensitive. Select the correct
version of the key name for your data.

Custom Key Name (required) — Enter a unique name to use for this key.

Direction (required) — Select the direction(s) when the custom key name
applies.

The remaining fields are optional. You can limit the use of the new custom key
name to one of your own addresses, and/or a specific trading partner’s
address, and/or document type. Click the dropdown to select a value.
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4 Click Save, or to add this key to the list and define a new key, click Save &
New.

Active Invoice Legal Profiles

If your company subscribes to the Active Invoices with Compliance (AIC) Active
Invoices with Compliance (AIC) service, you must define and maintain the
applicable legal profile(s), as nearly every country in the world has legislation to
regulate electronic invoicing. While these regulations are often similar in purpose,
specific requirements can vary by country. For example, data archiving
requirements vary between six and eleven years, depending on which countries
are involved with the invoice.

You must define a profile for each of your company's entities — that is, each of
your divisions, sub-divisions, branches, plants, etc. — in each country where they
have a valid Value Added Tax (VAT) or Tax ID number.

For example, a company that with headquarters in the United States, branch
offices in Italy, France, and Spain, and manufacturing plants in Brazil and Mexico
would need to define six profiles — one for each country.

A legal profile:

= ldentifies the default type of input the buyer receives.

m Determines the period of time that invoices are available in the Invoice Archive.

m Provides delivery options, including Secure Email Delivery.

m Specifies contacts that receive email notifications about invoice processing.

= Provides options for suppliers to display a logo and define additional content on
invoice input.

Topics include:

m “Define a Legal Profile” on page 364

= “Maintain Legal Entity Relationships” on page 375

Define a Legal Profile
You can define one or more Legal Entity profiles (sender or receiver) for a Business
Unit. A Legal Entity is the record of the unique Buyer (receiver) or Supplier
(sender) party, typically from a tax registration perspective, that exchanges
compliant invoices through AIC. This is a company or a business unit or division
within a company.

To define your legal profile(s)
1 Login into the GXS Trading Grid Online.

2 Click Account Manager tab > Service Configuration.

Trading Grid Online 364



ACCOUNT MANAGER

OPENTEXT Active Invoice Legal Profiles

365

3 Click Legal Profile. The Legal Profile List page opens.

Operations Center | Transaction Manager = Reperts | Account Manager = Community Manager

| [ CumBawinaieie | [ CemSapelgaeie ] [ Create Nen-GIS Suyer Legal Profie 1

Select Legal Profile Name bl City 4 Country & VAT [ Tax ID S Type e
O IT_BUY IT_BUY Italy 2333 Buyer
Service © PS-BLP1 BCity United States PSVATBL Buyer
Configuration
i O SBKLP1B SBKLP1B Switzerland 9898 Buyer
| :‘;:W and ECI O scar Ttaly Ttaly 5555 Buyer
[R————— | VV-BLP1 sfsdfsd Germany 2020 Buyer

Legal Profile

Machine User

Impert Mailbox

5 Items found.

Ceate Legsl Frotie |

Note: Depending on if you are a sender or receiver, and who you are creating
a Profile for, you might not see all of the following options or steps.

4 On the Legal Profile list page, to modify a legal profile, in the Legal Profile
Name column, click the profile, then go to the next step.

To create a new legal profile, click one of the following, which depends upon
the subscription chosen by your Business Unit.

Subscription | Description

Sender AIC Sender Click if your Company is a Supplier Hub, that is, a
(Subscriber) Legal corporate sell-side organization (Hub), which is
Profile proactively planning to push compliant electronic

invoices out to its customer community, and your
Company is focused on the Accounts Receivable
benefits of electronic invoice compliance.

Receiver AIC Receiver Click if your Company is a Buyer Hub, that is, a
(Subscriber) Legal large corporate buy-side organization (Hub),
Profile which is proactively mandating electronic invoice

compliance to its Supplier community, and your
Company is focused on the Accounts Payable
benefits of electronic invoice compliance.

Create Receiver Click if your company is a Supplier to a buying
(Non-Subscriber) company that has requested compliant e-invoices,
Legal Profile but the buying company is not using GXS AIC.
Create Sender Click if

(Non-Subscriber)

> m Your company is a buying company that has
Legal Profile

requested compliant e-invoices.
m The Supplier company is not using GXS AIC.

m You are using the Non-Sign EDI invoice
process type with this Supplier.

Non-GXS Receiver AIC Sender Click if you have a trading relationship with Buyer

Legal Profile who is not a GXS customer, but uses the AIC
service.

Non-GXS Sender AIC Receiver Click if you have a trading relationship with

Legal Profile Supplier who is not a GXS customer, but uses the
AIC service.
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The buttons to create legal profile are based on the subscription chosen by the
respective Business Unit (BU) / company, as follows.

m Create Sender (Subscriber) Legal Profile and Create Non-GXS
Receiver Legal Profile apply to an AIC Sender subscription.

m Create Receiver (Subscriber) Legal Profile and Create Non-GXS
Sender Legal Profile apply to an AIC Receiver subscription.

m Create Receiver (Subscriber) Legal Profile, Create Sender
(Subscriber) Legal Profile, Create Non-GXS Receiver Legal
Profiles, and Create Non-GXS Sender Legal Profile are seen

For creating legal profile for Receivers, click Create Receiver (Subscriber) Legal
Profile.

5 On the Legal Profile as . . . page, enter or modify the data to modify or define
the profile. In the Legal Entity Information section, enter the required
information about the location of the division, plant, or other entity for the
profile.

For Legal Entity Unique ID, enter a unique combination of letters and/or
numbers. A Legal Entity is the record of the unique Buyer or Supplier party,
typically from a tax registration perspective, that exchanges compliant invoices
through AIC. This is a company or a business unit or division within a company.

For example, if Company ABC operates in three European countries and is
registered as a unique tax entity all three, it would have three legal entities in
AlC.

zports Account Manager

Account Manager

* Indicates 2 required field.

Legal Entity Information

* Legal Profile Name :

* Address 1: Address 2 :
= City : * State :
= ZIP/Postal Code : = Country : Sslzct
= Legal Entity Unique Id : Federated Unit Code :
Municipality Code : Municipality Legal Entity id{Branch Id) :

Contact Information

6 Be sure to select the Country. The Country drop-down menu has 2 sections.

m First the COMPLIANT countries are listed. These countries have a set of
standards for doing business, as defined by its legal entity.

m Then, the NON-COMPLIANT countries are listed. These countries have
no specific defined standards.

7 In the Contact Information section, enter at least one contact.

Contact Information

First Name : Last Name :
Email = Phone :

Locale : e Time Zone : GAT +01:00) Africaikigars

[ caylight savings time observed
Seinct Exateg Service Contacts Add
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10

11

12

To enter one or more of your previously defined Service Contacts:
a Click Select Existing Service Contacts.
b Select the applicable contact(s), then click Select.

To define a new contact:

a Enter the data for the first contact. All fields are required. Locale refers to
the preferred language of the contact, not a country.

b Click Add. This is required to save the contact.
Repeat the previous two steps to add additional contacts.
Note: The system assigns a Contact ID to each contact; this is an internal ID

for system use only.

Important: If you have only one contact and want to replace it, add the new
contact, make it the default contact, then remove the old contact.

Click Submit to save changes. Options display.

Important: GXS strongly recommends that you consult with your GXS
Account Manager before selecting the remaining options.

In the Signing Information section, specify the Process Type, that is, the
output format in which to deliver signed invoices. Based on the Country
selected, and the type of the Legal Profile, you will not see all of the following

options. Select an option.

Process Type Option

Description

Active Invoice Archive

Archives all signed and non-signed invoice documents
and related artifacts without any validation checking,
duplicate invoice number checking, or invoices sent to
a recipient.

In the Legal Entity Information section, if you
selected a NON-COMPLIANT country, you must
select this option.

Active Invoice Archive

Archives all signed and non-signed invoice documents
and related artifacts without any validation checking,
duplicate invoice number checking, or invoices sent to
a recipient.

Active Invoice for Latin
America with and without
Duplicate Check

Applies to signed invoices in the countries of Mexico,
Brazil, and Turkey for invoice processing requiring
approval from Tax authorities. This process applies
digital signatures to the invoice documents (PDF or
any other format). AIC then sends a PDF version of
the signed invoice.

This process is available with or without the duplicate
invoice number check feature for invoice documents;
select the applicable option.

Active Invoice Non Sign With
Human Readable Image and
Signed PDF container

Same as Active Invoice Non-sign with Human
Readable Image with a PDF “container” created to
sign the invoices and then to send or archive these
invoices with their related “artifacts,” or data, via PDF
file(s).

Active Invoice Non Sign With
Human Readable Image and
Unsigned PDF container

Same as Active Invoice Non-sign with Human
Readable Image with a PDF “container” created to
send or archive unsigned invoices with their related
“artifacts,” or data, via PDF file(s).

Trading Grid Online



ACCOUNT MANAGER
Active Invoice Legal Profiles

11

Trading Grid Online

Process Type Option

Description

Active Invoice Non-sign with
Human Readable Image

Same as Active Invoice Non-signed EDI except
that a PDF document (human readable image) of the
invoice is generated and sent to the recipient.

Active Invoice Non-sign with
Human Readable Image
without Duplicate Check

Same as Active Invoice Non-sign with Human
Readable Image except that a duplicate invoice
number check is not performed on invoice documents.

Active Invoice Non-signed
EDI

AIC receives only EDI invoice documents that are not
digitally signed. AIC forwards the EDI documents to
the recipient after content validation.The duplicate
invoice number check feature is also performed on the
invoice documents. Duplicate checking ensures that a
Sender cannot send multiple invoices with same
invoice number within the Sender’s fiscal year.

AIC also generates:

m Summary List — list of all transactions
performed by the customer in a day

m Trading Partner List — list of trading partners
with whom the customer has performed
transactions.

Note: For non-signed invoices, there is an additional
requirement to maintain the Trading Partner List and
Summary List. An active relationship between two
legal entities (Receiver and Sender) is mandatory for
them to exchange invoices; otherwise the invoices are
rejected.

Active Invoice Non-signed
without Duplicate Check

Same as Active Invoice Non-signed EDI except
that the invoice number duplicate check is not
performed on invoice documents.

Active Invoice Sign

AIC digitally signs the invoices on behalf of a Sender,
provided the Sender is also selected this Process
Type. Digital signatures are applied to the invoice
(PDF or any other format). AIC then sends a PDF
version of the signed invoice.

Active Invoice Sign with
Duplicate Check

Same as Active Invoice Sign with an added
duplicate invoice number check feature performed on
the invoice documents. Duplicate checking ensures
that a Sender cannot send multiple invoices with the
same invoice number within the Sender’s fiscal year.

Active Invoice Sign with
Duplicate Check and TP
Report List

Same as Active Invoice Sign with TP Report List
with an added duplicate invoice number check feature
performed on the invoice documents. Duplicate
checking ensures that a Sender cannot send multiple
invoices with same invoice number within the Sender’s
fiscal year.

Active Invoice Sign with
Signed PDF container

Same as Active Invoice Sign with a PDF “container”
created to sign the invoices and then to send or
archive these invoices with their related “artifacts,” or
data, via PDF file(s).

Active Invoice Sign with TP
Report List

Same as Active Invoice Sign with an added Legal
Entity Relationship check that generates a list of
trading partners associated with the Sender.
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Process Type Option

Description

Active Invoice Sign with
Unsigned PDF container

Same as Active Invoice Sign with a PDF “container”
created to send or archive unsigned invoices with their
related “artifacts,” or data, via PDF file(s).

Active Invoice Validate

Same as Active Invoice Sign with an added feature
that received signed invoice documents are validated
for digital signatures.

Active Invoice Validate with
Duplicate Check

Same as Active Invoice Validate with an added
duplicate invoice number check feature performed on
the invoice documents. Duplicate checking ensures
that a Sender cannot send multiple invoices with same
invoice number within the Sender’s fiscal year.

If you selected Active Invoice Sign, the page redisplays.

Digital Signature Information

Domestic
Document Format:
Sign Format:

Job Type:

’ Select / Update Digital Signature Information

Cross Border
Document Format:
Sign Format:

Job Type:

a In the Digital Signature Information section, click Select/Update
Digital Signature Information to enable the Digital Signature
Information page for selecting the Document Format / Sign Format /
Job Type for Domestic invoices (sender and receiver are in the same
country) or Cross Border invoices.

Note:

The Default combination (PDF / PDF / CADEASA) is marked

with a check mark, but it must be selected to populate the Legal Profile.

Domestic:

Default Select | Document Format Sign Format Job Type

9] XML PKCS7 CADESA
O XML PKCSTD CADESA
O XML SMIME CADESA
O XML KMLCOM XADESA
O XML XMLSIG XADESA
O GEMERIC PKCS7 CADESA
O GEMERIC PKCS7D CADESA
O GEMERIC SMIME CADESA
® PDF PDF CADESA
O WML PKCS7 CADESA
O ®ML PKCS7D CADESA
O WML SMIME CADESA
O ®ML XMLCOM XADESA
O WML XMLSIG XADESA

Scroll down to the next section to select the combination for Cross-
Border invoices (sender and receiver are in different countries).

Scroll to the bottom and click Select to add your selections.
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b In the Signing Information - Exceptions section, specify Suppliers that
should not receive invoices for a specific Process Type. The Legal Entity
Unique ID displays the first Supplier that you do not want to receive invoices
in the selected Process Type.

For example, if a Sender (trading partner) selected the Active Invoice
Sign process type and the Receiver selected the Active Invoice Non
Signed process type, the Receiver can create an exception for the Sender by
specifying the Sender Legal Entity Unique ID (VAT / TAX Id) and then
selecting the preferred process type.

Signing Information - Exceptions

Supplier Legal Entity Process TyPe : () nctive Invoice Sign POF
Unique Id : e ’ =

In the Process Type Documents Information Archive section, from
the a list of documents relevant for the selected exceptions Process
Type), select document types from the list. Press the Ctrl key to make
multiple selections.

Process Type Documents Information Archive

Process Type Archive Documents

Active Invoice Sign

Click Add. You might need to scroll to the right to see the button.
Repeat for each Supplier to make an exception for.

Note: The document selections apply to all Suppliers named in the
Process Type. To select other documents, use a different Process
Type.
¢ Use the Process Type Documents Information Delivery section in the
same way as the previous step.
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d The Archive Information section displays the Default Archive Period
for the country in which this entity is located. .

Archive Information

Disable archiving?
GXS Archive

Default Archive Period : 72 month(s)
Extend to : no. of month(s)
Cloud Profile Id :

Customer Archive

# Cloud Profile Id :

Notification Type

Invoice Copy : Fl

To disable invoice reports archiving, select Disable Archiving?
Important: This option prevents viewing invoices.
If you do not disable archiving, do one of the following.

m Select GXS Archive as your archive. The Default Archive Period, is
based on the country of this profile. You can use the Extend to option
to extend this period for each invoice by a number of months.

Enter your Cloud Profile Id, which is your Cloud Archive Service (TG-
CAS) identification.

If you want a URL link to access the archived files, select the Archive
Link option, and then select a Delivery Mode of Email or GXS
Supported Communication Methods in Step 14.

m Select Customer Archive and enter your Cloud Profile Id.

13 In the Notification Type section, select the alerts and documents to deliver to
the Contacts defined in this profile.

Invoice Copy : O
Success Alerts : O

Error Alerts : 0

Select as needed:
= Invoice Copy to deliver a copy of the unsigned invoice.

m Success Alerts (Suppliers only) to deliver a "success" email after the
invoice is successfully sent.

m Error Alerts (Suppliers only) to deliver an "error" email if an error
occurred and the system could not deliver the invoice.
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14 In the document Delivery Mode section, for delivery of AlC-generated
documents (not yet archived) to the service contact (default contact in case of
a signed/validated document).

Note: The Delivery Mode is applicable only if your company subscribed to
the Deliver compliance package.
Select one:

m Email to deliver the documents via email attachments. The maximum
number of document attachments delivered is 10 per email.

m GXS Supported Communication Methods to use GXS-supported
communication methods in which the compliant invoice package is
delivered to the TGMS mailbox from where GXS can forward it to the
customer using any GXS-supported communication method, e.g., AS2, FTP,
etc.

m Secure Email Delivery to deliver the documents via a secure link in an
email. For more information, see “Secure Email Delivery” on page 373.

= Web Services to deliver the documents to Spain or to the Italian
Government. This applies to Non-GXS Receivers only.

For signed invoices, documents delivered are:
m Signed/validated PDF documents.

m Invoice copies, if selected in the Notification Type section (previous
step).

For Non-signed EDI invoices, the Summary List is delivered.

15 For the document delivery Type, select either:
m Real Time Delivery to archive and deliver invoice-related documents
when they are generated.

m Delayed Delivery to archive and deliver invoice-related documents after all
artifacts (for example, audit trail, summary, etc.) are generated.

Then, you can select:

m Suppress invoice data delivery . . .? to suppress delivery of the original
file (submitted by the Supplier) to the Buyer mailbox.

m Deliver Compliance Package to deliver all of your documents related to
an invoice. The default for this option is Delayed Delivery, which submits
the compliance packages once per day.

m Submit compliance package as zip to deliver the artifacts as one package in
Zip format.

16 (Suppliers only). In the Human Readable Format section, you can specify
that a logo or additional information display on invoices sent or received.

Human Readable Format

Locale :

upload Logo :
i Su
Logo to be included in the invoice :

a In the Locale dropdown, select the language of the logo or user-defined
field.
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b To specify a logo, enter the name of the logo file or click Browse to find
and select it. It cannot be larger than 10 megabytes.

c Click Upload. The page redisplays showing the logo. You might need to
scroll down to see it.

17 (Suppliers only). To specify additional fields to appear on invoices, in the User
Defined Fields section,

a Enter the Field Label and Description. Both are required.

b Click Add to save the information. The page redisplays showing the field
you entered. You might need to scroll down to see it.

¢ Repeat to add additional user fields.
18 Click Submit. Your profile displays on the Legal Profile list page.
See also “Maintain Legal Entity Relationships”

Secure Email Delivery

The Secure Email Delivery option delivers the documents by a secure link in an
email sent to the person designated in the Legal Profile. The recipient downloads
the documents to the Active Invoice Archive.

Important: Documents received by Secure Email Delivery are retained for 180
days only.

The process is:
1 The Secure Email Delivery contact receives the secure email.

HE TR NTRT R TS S TRl AR PR F s T H

Trmysrsioms Tivish

hppplny Lopsd Dwish Npms  ; Harsh s 5]
g | agat [0 FOICADESA 5U7
Bavmr Logel Dwishy Nome  Sgorib B 1501
Miser L I CADIRA BUTY
Lo Swmhar Rl TR B

WXEF 1

PR HELIE:

Perser e v Ayl gy

2 The email recipient clicks the click here link in the email. If the user is already
logged into Active Invoices, the Invoice List displays the Secure Delivered
documents. .
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3 From this page, you can do the following:
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m Open the Invoice Information page for the document. t
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» Download the invoice.
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Maintain Legal Entity Relationships
Important: This applies to Non-Signed EDI Invoice Trading Partners only.

Every Company that sends or receives Non-Signed EDI Invoices must maintain a
file of Trading Partners with which the invoices are exchanged in order to log and
track Trading Partner changes. The AIC search function lets you quickly find an
associated Trading Partner's legal entity profile to:

= View — for example, to see if status or address information has changed.

m Update by entering an end date to terminate the E-Invoicing agreement with
that Trading Partner. Terminated entity relationships remain accessible for three
years past the end date.

To find and view or update a Legal Entity Relationship
1 Log into Trading Grid Online.

2 Click the Account Manager tab.
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3 Click Service Configuration > Legal Profile. The Legal Profile page opens.

Operations Center  Transaction Manager  FAeports  Account Manager

" ‘Company Profile |7 Legal Profile -

“user Management

[ Croack Sugpher Lagal Prati | [ Creane NeeGUS Sayw agal Pt |

Trading Community

|| Select Legal Profile Name  * City @ Country e Legal Entity Unigue Id & Type e
Subscription | © AD-MICHSUPL Bangalore United States AD-MICHSURL Supgplier

9] AD-SUP2 bangalare United States ADSUP2 Supplier
©  MICHNGXBUYLP City United States MICHNGXBUY Non-GXS Buyer
| O MICHSUPILPL Sangalore United States MICHSURL Supplier

| 4 ttams found.

Legal Entity Relationship Search

| Select Criteria
: @ Legal Entity Name
My Legal Entity Name I [+
Partrer Legal Entity Name
| o] Legal Entity 1d
My Legal Entity 1d
Fartner Legal Entity Id

=== :

4 In the Legal Entity Relationship Search section, for the My Legal Entity
Name or My Legal Entity ID, select the entity associated with the Trading
Partner(s) to view or update.

If you are looking for a specific Trading Partner, enter that Trading Partner's
Legal Entity Name or Legal Entity ID.

5 Click Search. On the Modify Document page your document form displays the
Legal Entity Relationship Search Results.

l!arsa:'.lor Manager Reports  Account Manager
l| Account Manager “
I ILegal Profile

[ Srwnn Sucoie cagaProtin | [ Cowatn NonG Beyer Lagal Pratie |

| setect Legal Profile Name . City C Country * Legal Entity Unique 1d “ Type v &)
(el AD-HICHSUPL Eangalore United States AD-HICHSUPL Suppher
o] AD-5UPZ bangalore United States ADSUFZ Supgiier
- (IRe] MICHRGXEUYLP City United States MICHRGXNELY Non-GXS Buyer
l o MICHSUPILE] Bangalore United States MICHSUPL Suppher
L
o
= e

% ttama found.

:
"~ Legal Entity Relationship Search Results [~

Click hare to parform search

| Status® My Role  HyName = Hy Address My Status® Partner Name' Partner Address’ Partner Status© Start Date’ End Date’ View/Update: =
| Sapthagin residensy 7 Do Mts
| @ a MICHSURILPL  Sangalore SUPRLIER | MICHBUYILPL | UERTON R ey BUTER aul 08, 2012 View/Update
| Karrataks 2343423234 US g"s" i
Sapchagiri residency 7
Eangalare Fraanakshi
[ ] a MICHEUPILPL Hamnataks SUPPLIER | AD-BUYL hyderabad kersla | BUYER Jul 11, 2811 Wiew/Update
2343423234 236278358 US
us
Sapthagiti residency 7
| Bangalare Swapnil
| a MICHSUPLLPL | Karnataks SUPPLIER | AD-BUY2 Ehavragar Gujarat BUYER
il Frieitis ey

6 To view or update Trading Partner information, in the rightmost column of the
list, click the partner’s View/Update link.
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7 On the Update Legal Entity Relationship page, view the information or, to
terminate the e-invoicing the agreement with that partner, enter the End Date.

Note: The End Date must be at least 1 day prior to the current date.

Operations Center  Transaction Manager Reports | Account Manager

[} Account Manager
o - | Update Legal Enti Lelationship

My Legal Entity Unique ID: MICHSUP1
My Legal Entity Name:
| My Role:

Partner Legal Entity Unigue ID:

Service

Partner Legal Entity Name:
Configuration gal Entity

S Partner Role:
| Mailbex and EDI o -
Address || Legal Entity Relationship Status:
rr—— 1| Start Date: or Yl J[fam
| Service Conl
bremeemmremrareeeraee] End Cate: ¥ i ﬁ

Legal Profile

| Impart Mailbox

Machine Users

Machine user accounts are specialized accounts that allow machine-to-machine
communications for some GXS connectivity options. Unlike a personal user
account, a machine user account does not require information such as an email
address or physical mailing address. Machine user accounts are not required for all
GXS connectivity options; if no accounts are displayed, then your current
connection method does not require one.

Topics include:

= “Add a Machine User” on page 377

m “Update or View a Machine User” on page 378

m “Activate or Deactivate a Machine User” on page 378

Add a Machine User

To add a machine user
1 On the Account Manager tab, click Service Configuration > Machine User.

The Machine User page opens.
2 Click Actions, and click New Machine User.
The Step 1: Machine User Create Information page opens.

3 Enter the required information, and click Next Step.
The Step 2: Service Privileges page opens.

4 Select the Service Instance(s) (subscription package and privileges) for each
Service Instance you want the user to have. By default, all options are selected.
5 Select the Role of the new user, and click Next Step.

The Step 3: Review page opens.
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6 Review your information. To make any changes, click Previous Step.
7 Click Submit.

Update or View a Machine User

To update or view data for a specific account
1 On the Account Manager tab, click Service Configuration > Machine User.

The Machine User page opens.
2 Select the account you want to view.
3 Click Actions > Update.

Activate or Deactivate a Machine User

To activate or deactivate a specific account
1 On the Account Manager tab, click Service Configuration > Machine User.

The Machine User page opens.
2 Select the account you want to view.
3 Click Actions; then select Activate or Deactivate.

Mailboxes and Mailslots

A mailbox is an electronic storage place provided by OpenText, which allows you to
exchange data, email, and reports with Trading Partners. Each user is assigned a
unique mailbox. You can then add and set up individual mailbox slots to categorize
the information you receive, for example, by Trading Partner or document type.

Example:
Mail Slot Typical Use Category/Description
Mail Slot 1 Invoices from all standard Suppliers. | These invoices get standard
handling.
Mail Slot 2 Invoices from DSD Suppliers. These invoices get priority handling.
Mail Slot 3 Invoices from Suppliers A and B. These invoices are paid via EFT.

To add and set up mail slots for your company
1 On the Account Manager tab, click Service Configuration > Mailslots.

2 Click Create Mailslot.
The Create Mailslot page opens.
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3 Enter the Mailslot Name and Description. The text you enter should
describe the purpose of the mail slot.
L] Account Manager: Service Configuration

® Mailsbot Hame: [ | * Pescrigtion:

(Mg 200 Char)
® Mailbis: abw1itEs B

Rule Mefinition

* My EDI Address: Q@ * Pariner EDI Address:
' [Gualifiar)(1T)

* Docunsent Type: -, | '\'.1‘I = I_ !—
(Gusadfige)[10)

.....

Mo Diem found |a]

s St

L L
Aggociate Users
" User e |
add

B Tram dound. &

4 In the Rule Definition section:

a For the My EDI Address and Document Type fields, click the adjacent
& (Search) icon to find and select the applicable values, and click
Submit.

b For the Partner EDI Address(es), enter the address for the first trading
partner, and click Add.

The address displays.
¢ Repeat this step for each trading partner.
5 In the Associate Users section:

a Select the Company employee(s) that handle the documents in this
mailslot.

b From the User drop-down list, select the first user, and click Add.
The employee's name displays.
c Repeat this step for each trading partner.
6 Click Submit.
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Cross-Reference Tables

Cross-reference tables are comma-delimited (.csv) files that identify fields with
specific values in EDI documents. OpenText Professional Services uploads these
tables to Trading Grid Online to replace and validate document information during
the transformation process.

You can update values in the tables, add or delete rows, and revert to previous
versions of a table. To further edit a table, you can download and then open it in a
another application such as Microsoft Excel.

Topics include:

= “File Format Guidelines” on page 380

m “Update values in a cross reference table” on page 2

m “Add or Delete Rows in Cross-Reference Tables” on page 381

m “Download Cross Reference Table as .csv Files” on page 382

m “Upload Cross Reference Tables” on page 382

m “Revert Cross Reference Table To Previous Versions” on page 383

File Format Guidelines
The information in a .csv file to adhere to the following guidelines:

File Name
The name of the .csv file must be in the following format:

<table_name>.csv.

Table Cell Structure
The first cell in the table must be the table name in the following format:

<table_name=>.csv)

The other cells in the first row must be the header values for the table. The values
in the first column cannot be changed from Trading Grid Online.

Delimiters
Use the comma (,) character as the column delimiter.

Use the double quote (*) character as the text delimiter.

Important: OpenText recommends that you do not use a comma or double-
guote characters in the original table cell values, and do not add them in the text
you modify. If you must include a comma inside a cell, enclose the string with
double quotes in the input file.

Use a UNIX-style end of row delimiters (LF or Hex 0A).

Characters
Use the UTF-8 character set, which most Web pages support.

Currency characters, such as pound (£), yen (¥), and euro (€) can be included in
cross reference tables. They are in the UTF-8 character set.

Each cell has a character limit of 4000 characters. If more than 4000 characters are
used, the system truncates your input.
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Example Format
The example below includes the table name in the first column of the first row. The
remaining columns in the first row serve as headers in the .csv file and in Trading
Grid Online:
Supplier Lookup,WholeSeller Name,Mailing Address Street,City,State,Addition Info
AX,BAXTER RAW MATERIAL,123 Central Ave.,Kansas City,Kansas,

CD,"Daltex Contractors, LLC ",225 White's Circle,Prosper,Texas,75078
MD,Southwest Supply,453 New-South Street,West Memphis,Arkansas,75126

Account Manager: Cross Reference Tables

| & » Cross Reference Table Summary

| Cross Reference Table Details for Supplier Lookup in Solution |D TGTSXREF.COM.01 =
Search all ﬂelds:[ l
1 0f 1) B (10 ]
Supplier Lockup WholeSeller Mame Mailing Address Street City State Addition Info
A BAXTER RAW MATERIAL| 123 Central Ave. Kansas City Kansas
CD Daltex Contractors, LLC 225 White's Circle Prosper Texas THDTE
Mo Southwest Supply 453 New-South Street ‘West Memphis Arkansas T5128

Update Cross-Reference Table Values

To update values in a cross-reference table
1 On the Account Manager tab, click Service Configuration > Cross
Reference Tables.

2 Click the link for the table you want to update, and find the table cell you want
to update.

Click in the cell.
Type the new value.
Click outside the cell.
Click Save.

o 0~ W

Add or Delete Rows in Cross-Reference Tables

To add or delete rows in a cross-reference table
1 On the Account Manager tab, click Service Configuration > Cross
Reference Tables.

2 Click the link for the table you want to update, and find the place in the table
where you want to add or delete a row.

3 Right-click in a table cell, and select one of the following options:
s Add Row Above

= Add Row Below
s Delete Row
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4 Perform the appropriate action:

If you selected... Do this:
Add Row Above 1 In the new row, add values in each column.
Add Row Below 2 Click outside the cell.
3 Click Save.
Delete Row The row is deleted.
m Click Save.

To deploy your updates, click Deploy.
At the confirmation message, click Yes.
To verify deployment has finished, click + to open the bottom of the page.

Click Refresh, and verify the time of the update. Click Show to view additional
information about the change.

9 To get a refreshed view of the tables, press Cross Reference Table
Summary at the top of the page.

0 N O O

Download Cross Reference Table as .csv Files

To make extensive edits to a table, you can download it and open it in an
application like Excel.

To download a cross reference table for editing
1 On the Account Manager tab, click Service Configuration > Cross
Reference Tables.

2 Click the link for the table you want to download.
3 Click Download, then Open or Save.
The table opens in Excel.

4 Edit the rows in the table.
Click Save.

6 To upload the modified table back to Trading Grid Online, go to “Upload Cross
Reference Tables” on page 382.
Note: Do not upload the original cross reference table file unless the line
endings are LF (line feed). The original files are typically uploaded by
Professional Services.

ol

Upload Cross Reference Tables

To upload an edited cross reference table
1 On the Account Manager tab, click Service Configuration > Cross
Reference Tables.

2 Click the link for the table you want to upload.

3 Click Upload.

4 Navigate to the file you want to upload, and click Open.
5 Click Save.
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Revert Cross Reference Table To Previous Versions

If a previous version of a table is available, you can use the old table instead of one
you just modified.

To revert a cross reference table to a previous version
1 On the Account Manager tab, click Service Configuration > Cross
Reference Tables.

2 Find the table you want to revert.
3 In the Revert Available column, click Yes.
4 At the confirmation message, click Yes.
The table is automatically reverted to the previous version.

Billing
The Billing service is available to users who have billing permissions. It contains a
summary of accounts. For each invoiced bill, it lists the following information:

= Invoice Number — Unique invoice number of your bill.

m Invoice Date — Cut-off date of billing in a particular month.

m Due Date — Date when the bills should be paid.

m Customer User ID — Company name in capital letters.

= Account Unit — Currency code that returns a value like USD (US Dollar).

= Total Due — Payable amount in a particular month. Total amount due is the ($)
US Dollar figure.

Topics include:

m “Configure Invoiced Bill Columns” on page 383
= “Find an Invoiced Bill” on page 384

= “View Invoiced Bill Data” on page 384

= “Print Invoiced Bills” on page 384

= “View or Download Invoiced Bills” on page 384

Configure Invoiced Bill Columns
You can configure the Invoiced Bills page to show specific columns.

To configure columns in an invoiced bill list
1 On the Account Manager tab, click Billing.

The Invoiced Bills page opens and lists all invoiced bills.

2 Click Configure and make your changes.
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Find an Invoiced Bill

To search for an invoiced bill
1 On the Account Manager tab, click Billing.

The Invoiced Bills page opens and lists all invoiced bills.

2 Click 5 Search, and enter your criteria.

View Invoiced Bill Data
Important: To view the data, you must have Adobe Reader installed on your
computer. You can download and install the free Adobe Reader from
www.adobe.com.

To view data for an invoiced bill
1 On the Account Manager tab, click Billing.

The Invoiced Bills page opens and lists all invoiced bills.
2 Click the applicable Invoice Number.
3 At the prompt, select Open this file from its current location.
4 Click OK.

The Account Summary page opens and displays the bill in PDF format.

Print Invoiced Bills

To print invoiced bills
1 On the Account Manager tab, click Billing.

The Invoiced Bills page opens and lists all invoiced bills.
2 Click & Print.
A new page displays the list. You can resize the page to view the entire list.

3 Click & Print.
4 Select your printing preference, and click Print.

View or Download Invoiced Bills

To view or download the invoiced bills
1 On the Account Manager tab, click Billing.

The Invoiced Bills page opens and lists all invoiced bills.

2 Click either XML or CSV, depending on which format you want.
The File Download prompt opens.

3 Select Save this file to disk, and click OK.
The Save As prompt opens.

4 Locate the directory where you want to save the file, and click Save.
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The Password Policy page shows the current user password policy for a company.
You can impose a more restrictive password policy.

Initially, a Community Manager set up the password policy for all companies in the
community. If you have the Company Administrator or Account Manager role, you
can impose a more restrictive password policy.

Important: When you change the password policy, the changes override only the
fields where your policy is more restrictive than initially specified.

Topics include:
m “Change Password Policy” on page 385
m “Terms and Conditions” on page 385

Change Password Policy

To impose a more restrictive password policy
1 Click the Community Manager tab > Company Management > Policy.

The Password Policy page opens and displays the current user password policy.

2 Change the value in any field, and click Save.

Note: Any change in password policy forces all users at the company to
change.

Terms and Conditions

You can create custom Terms and Conditions (T&C) that display for users to read
and accept.

Follow these guidelines:
m GXS supplies the default Terms and Conditions (T&C).
m A custom T&C overrides the GXS Terms and Conditions.

m Custom T&C must be approved by the GXS Administrator and GXS Legal team
before they are displayed to your users.

m Only one custom T&C is active and displays to ALL users, regardless of their
country. That is, you cannot define country-specific Terms and Conditions. You
can, however, create a T&C with text in different languages.

m After GXS approval of a T&C, the previously active T&C is made inactive.

m The Terms and Conditions page displays existing T&Cs that you defined. The
status for a T&C is:

Status Description

Draft Saved T&C, which can be edited at a later point in time. Can be deleted.

Requested Pending approval by GXS. Cannot be edited, but can be deleted. Only
one T&C can have this status.

Active Last approved T&C. Cannot be edited or deleted.

Inactive T&C was previously active, but was replaced by another T&C. Cannot be
edited or deleted.

Rejected GXS did not approve this T&C. Cannot be edited, but can be deleted.
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From this page, you can do the following.

To view T&C details
m Click the applicable Reference ID number.

To edit T&C details

m Click the applicable Reference ID number. Remember, only T&Cs with a status
of Saved can be edited.

To delete a T&C
1 Select the T&C.

2 Click Delete T & C. Remember, only T&Cs with a Saved, Requested, or
Rejected status can be deleted.

To create a new T&C
1 Click Create Custom T & C.

2 Select the applicable language.
3 Enter the applicable text, using the format options in the toolbar.
4 When finished, click Save.
5 To then create this T&C in a subsequent language,

a Select the language.

b The new editor opens. Type the text in the selected language.
¢ Click Save.
d

Repeat this step for all other languages you want this T&C to appear in. For
example, if you enter text in both English and Italian, the English version
will display to users whose default language is English, and the Italian
version will display to users whose default language is Italian.

e When finished, click Submit for Approval to request OpenText approval.
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Active Orders Classic

Important: This section applies to Buyers and Suppliers using the classic version
of Active Orders. If your company updated to the new version, you are currently
performing these functions in the Active Orders component.

Topics include:

m “Active Order Alert Management” on page 388
m “Define Alerts” on page 389

m “Define Business Rules” on page 393

m “Define Display Templates” on page 397

= “Add Logos to Documents” on page 402

m “Upload Terms and Instructions” on page 403
m “Upload Order Closure and Retention Policy” on page 403
m “Define Inventory Criteria” on page 404

m “Manage Department Codes” on page 405

m “Change Invoice Status Names” on page 405
m “Manage Email Alerts” on page 406

m “Field Descriptions and Terms” on page 408

Active Order Alert Management

You need to set up email alert rules for your company; that is, define the
circumstances under which you want Active Orders to generate and send an email.
For example, if you submitted an order and the supplier has not acknowledged it,
you might set up an “Overdue Acknowledgment” alert, where:

= An emalil is sent every day (Frequency).
m Orders must be acknowledged within 2 days (Threshold = 48).
m A maximum of 4 emails are sent (Maximum number of alerts = 4).
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These settings mean if an order has not been acknowledged within 48 hours,
Active Orders sends the first email alert. Active Orders sends an email alert each
succeeding day until either:

m The Supplier enters an acknowledgement.
or
m Active Orders sends four emails.

If your company is a new user, you must select the document types you want to
display in the Message Center on the Operations Center tab.

If your company is an existing user, you might want to eliminate some document
types that currently display in the Message Center.

To define alerts
1 Click the Account Manager tab > Service Configuration > Buyer Alert
Management or Supplier Alert Management.

The Business Process Manager Event Notifications (or Supplier Settings) page
opens to the Notifications tab.

2 In the top area (optional):

Field Description

Preferred Email Select the language in which you prefer to receive emails
Language

“From” email Change to represent the buying organization. The address that
address displays is the address that you made your Default Contact

when you added your “Service Contacts.”

Email Addresses Enter the email addresses for the recipients that you defined
when you added your “Define Service Contacts” who should
receive all email alerts (that you select) for all suppliers.
Note: This list should not include your buyer users; they select
the alerts they want to receive. To do so, select Other
Contacts, and click Modify List.

Frequency Enter the number of days between alerts when specifying
multiple alerts.

For example, if you enter 2, and then select to generate a
maximum of 3 alerts for Overdue Shipments, Active Orders
generates Overdue Shipment alerts over 6 days — one alert
every 2 days for a total of 3 alerts.
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3 In the New Documents section (suppliers), enter or select:

Field

Description

New Order

Generate an email whenever the Buyer submits an Order to
Active Orders.

New Remittance
Advice

Generate an email whenever the Buyer submits a Remittance
Advice in Active Orders.

New Order
Forecasts

Generate an email whenever the Buyer submits a New Order
Forecast in Active Orders.

Delivery Method

Whether to generate an Email or display it in the Message Center
on the Operations Center page or both. Select for each option.

4 In the Invoice section (suppliers), enter or select:

Field

Description

Rejected Invoice

Generate an email whenever the Buyer rejects an non-DSD
Invoice in Active Orders.

Rejected DSD
Invoice

Generate an email whenever the Buyer rejects a Direct Store
Delivery Invoice in Active Orders.

Delivery Method

Whether to generate an Email or display it in the Message Center
on the Operations Center page or both. Select for each option.

5 In the Shipments section (buyers and suppliers), enter or select:

Field

Description

New Ship Notice
Arrival

When a supplier submits a Ship Notice in Active Orders.

Overdue Shipment

When a supplier does not submitted a Ship Notice by your
Requested Arrival Date in the order.

m In Threshold, enter the number of hours after the
Requested Arrival Date that you want to generate the first
alert.

m In Maximum number of alerts, enter the total number of
alerts you want to generate.

Pending Shipment

Before a shipment is due. This is a proactive alert, based on
your Requested Arrival Date in the order, that your buyers
might want to send to their suppliers as a reminder.

m In Threshold, enter the number of hours before the
Requested Arrival Date that you want to generate the first
alert.

m In Maximum number of alerts, enter the total number
of alerts you want to generate.

Delivery Method

Whether to generate an Email or display it in the Message
Center on the Home page or both. Select for each option.
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6 In the Invoice section (buyers), enter or select:

Field Description
New Invoice When a supplier submits a non-DSD Invoice to Active Orders.
New Direct Store When a supplier submits a DSD Invoice to Active Orders.

Delivery (DSD)
Invoice Arrival

Delivery Method Whether to generate an email or display it in the Message
Center on the Home page or both. Select for each option.

7 In the Orders section (buyers and suppliers), enter or select:

Field Description

New Order When a supplier acknowledges an order in Active Orders.
New Order When a supplier acknowledges an order in Active Orders.
Acknowledgement

Overdue Order When a supplier has not acknowledged your order within a
Acknowledgement certain amount of time.

m In Threshold, enter the number of hours after you
submit the Order that you want to generate the first
alert.

m In Maximum number of alerts, enter the total number
of alerts you want to generate.

Rejected Order When a supplier rejects an order in Active Orders.

Acknowledgements

New Commitments When a supplier generates an “order promise” committing to
the dates and quantities for the delivery of items that you
requested.

Overdue When a supplier has not entered commitment data within a

Commitments certain amount of time.

m In Threshold, enter the number of hours after you
submit the Order that you want to generate the first
alert,

m In Maximum number of alerts, enter the total number
of alerts you want to generate.

Missed Commitments | When a supplier did not send the correct item quantity or ship
the items you requested according to the commitment data
the supplier sent.

Delivery Method Whether to generate an email or display it in the Message
Center on the Home page or both. Select for each option
selected.

8 In the Out of Stock section (buyers and suppliers), enter or select:

Field Description

Out of Stock Enter the total number of alerts you want to receive when a
product is out of stock.

Delivery Method Whether to generate an email or display it in the Message
Center on the Operations Center page or both.
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9 In the UCCEAN Prefix Code section (suppliers), enter your unique prefix
value required for the generation of UCC/EAN-128 complaint barcodes.

The UCCEAN code is the standard encoding format for barcodes.
10 In the New Order Forecasts section (buyers), enter or select:

Field Description

New Order Forecasts | Track when a Supplier submits a planned material purchases.

Delivery Method Indicate how to display it in the Message Center on the
Home page.

11 In the New Credit section (buyers), enter or select:

Field Description

New Credit Track when a Supplier submits a Credit Note to Active Orders

Delivery Method Indicate how to display it in the Message Center on the
Home page.

12 In the New Debit section (buyers), enter or select:

Field Description

New Debit Track when a Supplier submits a Credit Note to Active Orders

Delivery Method Indicate how to display it in the Message Center on the
Home page.

13 In the Order, Invoice Mismatch Alert section (buyers and suppliers), select
the Order, Invoice Mismatch Alert to track order and invoice discrepancies,
and select what you want to base mismatches on:

Field Description

Quantity When the Order line Quantity does not match the Invoiced
line Quantity.

Unit Price When the Order line Unit Price does not match the Invoiced
line Unit Price.

Extended Price When the Order line Extended Price does not match the
Invoiced line Extended Price.

Number of Days Enter the number of days to keep the alert on the Message
Dashboard.

Delivery Method Whether to generate an email or display it in the Message

Center on the Home page or both.
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14 In the Order, Ship Notice Mismatch Alert section (buyers and suppliers),
select the Order, Ship Notice Mismatch Alert to track order and ship notice
discrepancies, and select what you want to base mismatches on.

Field Description

Quantity When the Order line Quantity does not match the Ship
Quantity.

Unit of Measure When the type of measure for the item stated on the Order
does not match that of the Ship Notice.

Buyer Item ID When the number or code that you assigned to the line item
on the Order does not match that of the Ship Notice.

Number of Days Enter the number of days to keep the alert on the Message
Dashboard.

Delivery Method Whether to generate an email or display it in the Message

Center on the Home page or both.

15 Click Actions, and click Preview Alert and Notification Changes.
16 Review your settings, click Actions, and click Save to activate your settings.

Define Business Rules

To define business rules
1 Click the Account Manager tab > Service Configuration > Business
Rules.

The Business Process Manager Rules page opens.
2 Select the options you want to use:

Field Description

Default Currency Code Select the currency code that you want your item amounts based on.

Invoice Rules Select one or more of Invoice rules. For complete information, see Invoice rules in ““Field
Descriptions and Terms” on page 408.

m Allow non-Order invoice — Select this rule to let Suppliers create Invoices that do
not have a corresponding Order.

m Allow negative invoice quantity — Select this rule to let Suppliers create an Invoice
for a negative quantity, that is, a credit against a line item.

m Allow Supplier to edit invoice discount terms and conditions — Select this rule
to let Suppliers change the discount terms and conditions that you specify per your
Order.

m Allow zero tax amount for taxable items — Select this rule to let Suppliers enter '0’
as an entry in the Tax Amount field in an invoice.

m Update the Invoice status to “Received” upon processing an
acknowledgement — Select this rule to automatically generate a Received status for
the invoice after you send back an acknowledgement that the Invoice has been
received, for example, an ANSI X12 997 functional acknowledgement. Otherwise, the
status remains Submitted.
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Field Description

Fixed Price Rules Select one of the Invoice Fixed Price rules. For complete information, see Invoice rules in
“Field Descriptions and Terms” on page 408.

m Limit invoice by Order quantity - Tolerance — Ensures Suppliers invoice you only
for a Shipped Quantity that equals your Requested Quantity plus a specified
Tolerance (percentage of your Requested Quantity).

m Limit invoice by shipped quantity - Tolerance — Ensures Suppliers invoice you
only for a Shipped Quantity that equals the quantity shipped plus a specified
Tolerance (percentage of the shipped quantity).

m Limit invoice by received quantity - Tolerance — Ensures Suppliers invoice you
only for a Shipped Quantity that equals the quantity you received plus a specified
Tolerance (percentage of the shipped quantity). If you select this rule, you must also
select the Limit SN received quantity - Tolerance nn % Ship Notice rule.

m No rules — Suppliers can invoice you for any quantity.

Invoice Variable Price Select one or both of the Invoice Variable Price rules. For complete information, see
Rules Invoice rules in “Field Descriptions and Terms” on page 408.

m Hide Order value details — Select this rule to keep Suppliers from seeing the Order
Total Amount, Unit Price, Extended Price, and Open Amount to Invoice.

m Limit invoice by price - Tolerance — Ensures Suppliers invoice you only for an
amount that equals the Order Total Amount plus a specified Tolerance (percentage
of the total dollar amount).

Credit Note Rules Select one or more of the Invoice Credit Note rules. For complete information, see Invoice
rules in “Field Descriptions and Terms” on page 408.

m Credit Amount can exceed Original Line Item Amount — Select this rule to let
Suppliers create a Credit Note for an amount greater than the line item amount on the
corresponding Invoice.

m Allow Partial Credit — Select this rule to let Suppliers create a Credit Note for an
amount less than the line item amount on the corresponding Invoice.

m Create Credit Without Invoice — Select this rule to let Suppliers create a Credit Note
that does not have a corresponding Invoice.
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Field

Description

Ship Notice Rules

Select one or more Ship Notice rules. See Ship Notice rules in “Field Descriptions and
Terms” on page 408.

m A Ship Notice cannot have more than one product ID or part number —

Ensures Suppliers create a Ship Notice where, for each line item entered, the part
numbers are the same.

A Ship Notice cannot contain line items with different Ship-To addresses —
Ensures Suppliers create a Ship Notice where all line items are shipped to the same
address.

A Ship Notice cannot contain line items from multiple Orders — Ensures
Suppliers create a Ship Notice for line items in only one Order.

A Ship Notice cannot be created with a date in the past by more than

hours — Ensures in the Shipping Date field, Suppliers only enter a current date, future
date, or a date in the past that is within your specified limit.

A Ship Notice cannot contain lines previously flagged with “Last Shipment”
indicator — Ensures Suppliers do not create a Ship Notice for line items where 100%
of the quantity has been shipped.

Optionally, select one of the following:

m Limit by Ship Notice scheduled quantity - Tolerance — Ensures Suppliers
enter a Ship Quantity that equals the Requested Quantity plus a specified
Tolerance (percentage of requested quantity).

m Limit by Ship Notice received quantity - Tolerance — Ensures Suppliers enter
a Ship Quantity that equals the Open Quantity to Ship plus a specified
Tolerance (percentage of open quantity). Selecting this rule tells Active Orders to
calculate the Open Quantity to Ship based on the quantity you received, rather
than the quantity the Supplier shipped.

m No rules — Suppliers can ship any quantity.

395

3 In the Order section, optionally select the Filter user's message center
dashboard and alerts based on department code rule. If selected, Active
Orders message center dashboard as well as email alerts are filtered based on
events that are relevant to their particular department codes.

4 If you are requesting acknowledgements on a line item level, in the Line
Acknowledgement Attributes section:

= If you do not allow partial acknowledgements, select the All lines in the
order must either be accepted or rejected rule.

= Select the attributes that the Supplier can change when acknowledging a
line item.

5 To override Order line deletion, in the Override Order Line Delete Action
section select:

m Line is shipped — Select this rule to display a line that the Supplier has
shipped.

m Line is received — Select this rule to display a line that you have
received.

m LIne is invoiced — Select this rule to display a line that you have
invoiced.
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6 To handle missed commitments, in the A Schedule is Miss Committed
When section, select:

Field

Description

The shipment is split

The shipment is split if the Supplier cannot ship the total ordered
quantity at once. This means that the total quantity was divided into
two (2) or more shipments with corresponding shipment dates. The
schedule is considered as a missed commit if the supplier failed to ship
the items on the indicated shipment dates.

The first shipmentis ___ days earlier
than the requested date

OR

The final shipmentis ____ days later than

the requested date in a split shipment
scenario

Select this rule to set the number of days between the first shipment
and the requested date, OR between the final shipment and the
requested date before the schedule is considered as a missed commit.

Split Shipments will not result in miss
commitments

Select this rule if the supplier's split shipments are not considered as
missed commits.

Commit date is days earlier or
later than the requested date

Select this rule to set the number of days wherein the commit date is
earlier or later from the requested date.

Commit date is days later than the
cancel-by date

Select this rule to set the number of days wherein the ordered item is
considered as a missed commit. The ordered items are considered
cancelled if the supplier does not commit on or before the indicated
number of days.

Commit quantity is over % or under
% of requested quantity

Select this rule to set the variance of the commit quantity over the
requested quantity in terms of rate value, which can either be in excess
or under the requested quantity.

7 Optionally, in the Extract Rules section, select the Include "transaction
date' with data extracts rule. The Transaction Date is when the document
arrives in the Active Orders system, which might be different from the current
date in the document. If you select this rule, and there are any translation
maps based on the version of the extract without Transaction Date, the maps
might need to be updated to include the Transaction Date value.

8 Optionally, in the Remittance Advice section, select the For a Remittance
Advice, the sum of all amounts paid in the advice rule to display the
payment amount on the Remittance Search results page and Remittance Advice

Header page.

9 Click Actions, and click Preview Alert and Notification Changes.
10 Review your settings. Click Actions, and click Save to activate your rules.
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Define Display Templates

Topics include:

397

“Order Display Template” on page 397

“Ship Notice Display Template” on page 397
“Invoice Display Template” on page 399
“Remittance Advice Display Template” on page 400
“DSD Invoice Display Template” on page 400
“Credit Note Display Template” on page 401

“Debit Note Display Template” on page 402

Order Display Template

Use this procedure to set up a display template for orders. The template
determines the information displayed to both you and your suppliers.

To set up a display template for orders

1

7
8
9

Click the Account Manager tab > Service Configuration > Form Edits. If
necessary, click the Order tab.

The Form Edits - PO page opens.
In Pre-Defined Fields, change the names of the fields.

In Header/Summary Fields, specify the fields to display in the Header
section.

In Header Acknowledgment Fields, click the check box next to the section
title to display the fields. Then, specify the fields to display.

In Buying Company Address, Bill To Address, Supplier Company
Address, Ship To Address, and Mark For Address, click the check box next
to the section titles to display the fields.

In the remaining sections, click the check box next to the section titles to
display the fields. For each section, specify the fields to display.

Click Actions, and click Preview Form Edit Changes.
Review your settings.
Click Actions, and click Submit to activate your edits.

Ship Notice Display Template
Your company might require suppliers to provide certain data elements as part of
the Ship Notice. Use this procedure to create the Ship Notice you want your
suppliers to send.

To create ship notices

1

2

Click the Account Manager tab > Service Configuration > Form Edits.
The Form Edits - PO page opens.

Click the Ship Notice tab.
The Form Edits - Ship Notice page opens.
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3 In the Header/Summary Fields section, indicate which fields you want to
display on the Ship Notice, if they are required, and field lengths. Maximum
field lengths are:

Field Length Field\ Length
Ship Notice Number 30 Notes 80
Carrier Code 17 Name 60
Carrier Name 35 Address 55
Carrier Tracking Number 30 City/Town 30
Transport Number 10 State/Province 2
Packing List Number 30 Postal Code 15
Amount of Packaging 7 Weight 10

4 In the Buyer Defined Input Fields - Header Level section:

a Define additional fields you want to see in the Ship Notice header. Each
field has a maximum of 30 characters.

b To set a pairing condition, from the Flex Field Pair section, select a
corresponding flex-field.
Example: If Header Field 1 is paired with Header Field 2 (which is Flex-
Field 2) and if the supplier enters a value on field 1, then field 2 should also
have a value. Otherwise, Active Orders generates an error if field 2 has no
value. If the supplier does not put a value in either field, then no condition
is affected.

5 In the Ship From Address, Shipment Equipment, and Line Field sections,
specify the fields you want to display.

6 In the Buyer Defined Input Fields - Header Level and Buyer Defined
Input Fields - Line Level sections:

a Define additional fields that you want to see in the line item header area of
the Ship Notice. Each field has a maximum of 30 characters.

b To set a pairing condition, from the Flex Field Pair section, select a
corresponding flex-field.
Example: If Line Field 1 is paired with Line Field 2 (which is Flex-Field 2)
and if the supplier enters a value on field 1, then field 2 should also have a
value. Otherwise, Active Orders generates an error if field 2 has no value.
If the supplier does not put a value in either field, then no condition is
affected.

7 In setting up the Ship Notice display template, customize the drop-down lists
for Standard Carrier Alpha Codes, Service Contracts, and Buyer Locations. To
do so:

a Click Actions, and click Code Table Management.

b Select the Code Table Name, enter the information in the fields, and click
Add.

Repeat this step for all the codes you want to add.

¢ Repeat steps a and b.
d Click Actions, and click Save Code List to save your codes.
8 Click Preview Buyer Setting Changes.
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9

Review the Ship Notice, and click Submit to save the settings.

Invoice Display Template

Your company might require suppliers to provide certain data elements as part of
an Invoice. Use this procedure to create the Invoice form you want your suppliers
to send you.

To create an invoice form for suppliers

1

Click the Account Manager tab > Service Configuration > Form Edits.
The Form Edits - PO page opens.

Click the Invoice tab.
The Form Edits - Invoice page opens.

In the first two sections, indicate which fields you want to display on the
Invoice., if they are required, and specify field lengths.

In the Buying Company Address, Bill To Address, and Supplier
Company Address sections:

a Click the box next to the section titles if you want those fields to display.

b In each section, indicate the fields you want to display on the Invoice, if
they are required, and specify field lengths.

In the SAC Header (Service Allowance or Charge) section, select the check
box next to the section title if you want the fields to display. Specify the
Number of SAC lines and fields you want to display.

In the Buyer Defined Input Fields - Header Level section:

a Define the fields you want to display on the Invoice, if they are required,
and specify field lengths.

b To set a pairing condition, from the Flex Field Pair section, select a
corresponding flex-field.
Example: Header Field 1 is paired with Header Field 2 (which is Flex-Field
2). If the supplier enters a value on field 1, then field 2 should also have
value. Otherwise, Active Orders generates an error if field 2 has no value.
If the supplier does not put any value on both fields, then no condition is
affected.

In the SAC Header (Service Allowance or Charge) and SAC Line sections,
click the check box next to the section title if you want the fields to display.
Specify the number of lines and the fields to display.

In the Buyer Defined Input Fields - Line Level section:

a Define the fields to display on the Invoice, if they are required, and specify
field lengths.

b To set a pairing condition, from the Flex Field Pair section, select a
corresponding flex-field.
Example: Line Field 1 is paired with Line Field 2 (which is Flex-Field 2). If
the supplier enters a value on field 1, then field 2 should also have value.
Otherwise, Active Orders generates an error if field 2 has no value. If the
supplier does not put any value on both fields, then no condition is
affected.
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9 In setting up the Invoices display template, you can customize the drop-down

lists for Special Charge and Allowance Codes, Line Tax Code, Line Tax Country
Code, and Unit of Measure. To do so:

a Click Code Table Management, and select a Code Table Name.
b Add codes or select existing codes, and Edit or Delete them.
c Click Save Code List to save your changes.

10 Click Actions and click Preview Form Edit Changes.
11 Review your settings, and click Actions and then click Submit to save the

settings.

Remittance Advice Display Template
Specify the names of fields on a Remittance Advice.

To specify field names on a remittance advice

1

6
2
8

Click the Account Manager tab > Service Configuration > Form Edits.
The Form Edits - PO page opens.

Click the Remittance Advice tab.

The Form Edits - RA page opens.

In the Pre-Defined Fields section, change the names of the fields.

In the Header/Summary Fields section, specify the fields you want to
display in the Header section.

In the Supplier Company Contact Details and Buyer Company Contact
Details sections, click the check box next to the section titles if you want any
of the fields to display. Then, for each section that you selected, specify the
fields that you want to display.

In the Line Item Fields section, specify the fields that you want to display.
Click Actions and click Preview Form Edit Changes.
Review your settings, click Actions, and click Submit to activate your edits.

DSD Invoice Display Template

Your company might require suppliers to provide certain data elements as part of a
DSD Invoice. Use this procedure to create the Invoice form you want your
suppliers to send you.

To create a DSF invoice form for suppliers

1

Click the Account Manager tab > Service Configuration > Form Edits.
The Form Edits - PO page opens.

Click the DSD Invoice tab.

In the first section, indicate the fields you want to display on the Invoice, if they
are required, and specify field lengths. For one field, select the name.

In the Line Fields section, click the check box next to the section title if you
want those fields to display. Indicate which fields you want to display on the
Invoice, if they are required and, for three fields, select the name.

In the Buying Company Address, Bill To Address, and Supplier
Company Address sections, click the check box next to the section titles if
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you want those fields to display. In each section, indicate which fields you want
to display on the Invoice, if they are required, and specify field lengths.

6 In the SAC Header (Service Allowance or Charge) and SAC Line sections,

click the check box next to the section titles if you want the fields to display.
Specify the number of lines and the fields that you want to display.

7 In the Buyer Defined Input Fields - Header Level and Buyer Defined

Input Fields - Line Level sections:

a Define the fields you want to display on the Invoice, if they are required,
and specify field lengths.

b To set a pairing condition, from the Flex Field Pair section, select a
corresponding flex-field.
Example: Header/Line Field 1 is paired with Header/Line Field 2 (which is
Flex-Field 2). If the supplier enters a value on field 1, then field 2 should
also have value. Otherwise, Active Orders generates an error if field 2 has
no value. If the supplier does not put any value on both fields, then no
condition is affected.

8 Click Actions and click Preview Form Edit Changes.
9 Review your settings., click Actions, and click Submit to save the settings.

Credit Note Display Template

Your company might require suppliers to provide certain data elements as part of a
Credit Note. Use this procedure to create the form you want your suppliers to send
you.

To create a credit note form for suppliers

1

401

Click the Account Manager tab > Service Configuration > Form Edits.
The Form Edits - PO page opens.

Click the Credit Note tab.

In the first two sections, indicate which fields you want to display on the Credit
Note, if they are required. For some fields, you can specify field lengths.

In the Buying Company Address, Bill To Address, and Supplier
Company Address sections, click the check box next to the section titles if
you want those fields to display. In each section, indicate which fields you want
to display on the Invoice, if they are required, and specify field lengths.

In the SAC Header (Service Allowance or Charge) and SAC Line sections,
click the check box next to the section titles if you want the fields to display.
Specify the Number of SAC Lines and the fields that you want to display.

In the Buyer Defined Input Fields - Header Level and Buyer Defined
Input Fields - Line Level sections:

a Define the fields you want to display on the Credit Note, if they are
required, and specify field lengths.

b To set a pairing condition, from the Flex Field Pair section, select a
corresponding flex-field.
Example: If Header/Line Field 1 is paired with Header/Line Field 2 (which
is Flex-Field 2) and if the Supplier enters a value on field 1, then field 2
should also have value. Otherwise, Active Orders generates an error if field
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2 has no value. If the Supplier does not enter a value in either field, then
no condition is affected.

Click Actions and click Preview Form Edit Changes.
Review your settings, click Actions, and click Submit to save the settings.

Debit Note Display Template
Your company might require Suppliers to provide certain data elements as part of a
Debit Note. Use this procedure to create the form that you want your suppliers to
send you.

To create a debit note form for suppliers

1

Click the Account Manager tab > Service Configuration > Form Edits.
The Form Edits - PO page opens.

Click the Debit Note tab.

In the first two sections, indicate which fields you want to display on the Debit
Note and if they are required.

In the Buying Company Address, Bill To Address, and Supplier
Company Address sections, click the check box next to the section titles if
you want those fields to display. In each section, indicate which fields to display
on the Invoice, if they are required, and specify field lengths.

In the SAC Header (Service Allowance or Charge) and SAC Line sections,
click the check box next to the section titles if you want the fields to display.
Specify the fields to display.

In the Buyer Defined Input Fields - Header Level and Buyer Defined
Input Fields - Line Level sections, define the fields to appear on the Debit
Note, if they are required, and specify field lengths.

Click Actions and click Preview Form Edit Changes.
Review your settings, click Actions, and click Submit to save the settings.

Add Logos to Documents
Use this procedure to upload your corporate logo so it appears on all documents.
Note:

m Logo files must be *.gif or *.jpg.

= Maximum size is 5000 bytes.

s Maximum width 160 pixels.

s Maximum height is 64 pixels.

To upload a corporate logo

1

2
3

Click the Account Manager tab > Service Configuration > Branding.
The Upload Organization Logo(s) page opens.

Select the language of the logo(s) you want to upload.

Click Browse to locate the logo file.
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4 Click Upload to add the file to the list.
5 Repeat steps 3 and 4 for all logo files that you want to upload.
6 From the list of uploaded files, select a logo file, and click Preview.

7

For the logo to appear on your documents, click Publish.
Important:

m If you do not perform steps 6 through 7, the logo does not display on
documents.

m If you previously published a logo, re-publishing a new logo overrides the
previous logo.

Upload Terms and Instructions

Use this procedure to upload a Terms and Instructions document(s) in .DOC, .PDF,
.HTML, etc., formats. The document is common to all orders; each order header
contains a link to the document(s), which prompts the Supplier to read it. If your
company subscribes to the Active Orders Inventory function, you can upload terms
and instructions for that function.

To upload terms and instructions

1

Click the Account Manager tab > Service Configuration > Branding.
The Upload Standard Terms and Instruction File(s) page opens.

Select the function to which you want to upload Terms And Instructions.
Click Browse to locate your file, and click Attach to add it to the list.
Note: The file size cannot exceed 2000 KB.

Repeat these steps for all files you want to upload.

Upload Order Closure and Retention Policy

403

To upload terms and instructions

1

Click the Account Manager tab > Service Configuration > PO Closure &
Archival Policy.

The PO Closure Status page opens.
Select the condition(s) under which you want Active Orders to close all orders.
For the retention period, enter the

m Closed PO Retention Period — Number of days Active Orders should
hold a closed order in the system, after which the order is deleted, along
with its related documents.

s Maximum Retention Period — Number of days Active Orders should
hold any inactive document.

Click Actions and click Preview PO Closure & Archival Policy.
Review your settings, click Actions, and click Save to activate this policy.
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Define Inventory Criteria
Use these topics to define the parameters you want for the Inventory function.
Topics include:
m “Time Period” on page 404
m “Location Hierarchy” on page 404

Time Period

Use this procedure to define the time period in which you want to see shipment
activity, that is, the amount of stock shipped.

To enter a time period for inventory criteria
1 Click the Account Manager tab > Service Configuration > Time Period.

The Time Period Configuration page opens.

2 Select the Current Frequency for which you want to see a shipped stock
total; for example, weekly, monthly, etc.

3 Select the day of the week \ you want the week to begin on for data reporting
purposes. The selected day is referred to in WTD report columns.

4 Click Save to save your settings.

Location Hierarchy

Use this procedure to set up a hierarchy of your inventory locations so you and
your suppliers can find inventory data and search for out-of-stock conditions.

For example, you might want to set up the following hierarchy:
Eastern region
Northeast
= Philadelphia
= Trenton
Southeast
= Atlanta
= Savannah
= Raleigh
Western region
To define an inventory hierarchy

1 Click the Account Manager tab > Service Configuration > Location
Hierarchy.

The Location Administration page opens.

2 To add a sub-location, click ***All Locations*** and select Add sub-
location.

3 For the new sub-location, enter an ID number, name, and location, and click
Save to save the new sub-location.
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4 Repeat steps 2 through 3, as needed to add sub-locations.
Note:

m You can add sub-locations to sub-locations by clicking the sub-location and
selecting Add sub-location.

m To change sub-location information, click that sub-location and select Edit.
m To remove a sub-location, click that sub-location and select Delete.
5 Click Save to save your hierarchy.

Manage Department Codes

Use this procedure to set up the Department Codes you want displayed on the
message center dashboard and in email alerts.

To set up department codes
1 Click the Account Manager tab > Service Configuration > Manage Dept
Codes.

The Manage Dept Codes page opens.
2 Select a user from the Buyer User drop-down list.
The department codes for the selected user display.
3 On the Department Codes section, select department code(s).

Note: To select multiple codes from the list, hold CTRL key from the
keyboard and left-click the mouse. You can Add, Edit and Delete department
code(s).

4 Perform the appropriate action:

To... Do this:

Add your selections on the User m Click Add to User.
Department Codes section

Remove department code(s) m Select department code(s) on User Department
Codes, and click Remove from User.

5 Click Actions, and click Preview Manage Dept Codes.

6 Review your settings, click Actions, and click Save to activate the Department
Codes.

Change Invoice Status Names

Use this procedure to change the word for a particular invoice status in Active
Orders. For example, a buyer or suppliers might want an Invoice that is “In
Progress” to display a status of “Processing.”

To modify invoice status names
1 Click the Account Manager tab > Service Configuration > Manage
Invoice Status.
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The Manage Invoice Status page opens.

2 For an Active Orders status, select the word you want to display.
3 Click Actions, and click Preview Manage Invoice Status.

4 Review your settings, click Actions, and click Save to activate the new
statuses.

Manage Email Alerts

Your Company Administrator has set up a series of email alerts, which you can
specify to receive, including the:

m Type of alert - for example, an overdue shipment

m Alert threshold, that is, the number of hours before/after you receive the first
alert. For example, 24 hours after a shipment is overdue.

s Number of alerts per document; for example, 2.
m Alert frequency, that is, number of days between alerts. For example, 1 day.

Use this procedure to determine and set up the alerts that you want to receive. You
can also specify that suppliers also receive certain alerts.

Note: You cannot change the type of alert, the alert threshold, the number of
alerts, or the alert frequency. Contact your Company Administrator if you have any
issues with the settings.

See also “Modify Your Email Alert Settings” on page 407.

To set up your personal email alerts for the first time
1 Click the Account Manager tab > Service Configuration > User Alert
Settings.

The Business Process Manager Event Notifications page opens to the User
Settings tab.

2 To set up your first Supplier Company:
a Click Actions, and click Add Supplier Company.
The Search pop-up opens.

b Enter the complete or partial Supplier Company name, and click Find.
The search results display.

c Select the Supplier(s), and click Submit.

The Supplier(s) are listed in the Alert Management section, followed by
the types of alert(s) your Company Administrator has set up for your
company.
3 Repeat these steps for all supplier companies in which you are interested.
4 Optionally, in the Default Email Distribution section, enter your email
address to ensure all email alerts for all supplier companies selected in the next
step are sent to you. You can add additional recipients, but they receive all

email alerts that you select. You can add recipients for specific alerts in specific
companies in step 6.

a Click Modify List.

Trading Grid Online User Guide 406



ACTIVE ORDERS CLASSIC

OPENTEXT Manage Email Alerts

A list opens.
b Select the recipient you want all alerts that you select to be sent to. If you
do not find the recipient you need, see the “Define Service Contacts” topic.
¢ Click Submit.
The recipient(s) display in the Default Email Distribution section.

Note: To remove an address from the distribution list, select it and click
Delete.

5 In the Alert Management section, select the alert(s) you want to receive for
each supplier company. For alert definitions, see “Field Descriptions and Terms”
on page 408.

6 To add additional recipient(s), such as the supplier, to an alert you selected, do
the following:

a Click the icon adjacent to the selected alert.
A pop-up opens
b Click Modify List.

c Select the recipients you want this alert to be sent to. If you do not find the
recipient you need, see the “Define Service Contacts” topic.

d Click Save

7 Repeat these steps for other alerts you want to add an additional recipient(s)
to.

8 Click Actions, and click Save Alert Settings.

Modify Your Email Alert Settings

Keep these tips in mind when modifying email alert settings:

= You cannot change the type of alert, the alert threshold, the number of alerts, or
the frequency. Contact your Company Administrator if you have any issues with
these settings.

= If your Company Administrator adds a new alert that you want to receive, select
it and add your address to the alert email list.

= In the Default Email Distribution section, adding, deleting, or replacing an
email address(es) does not effect previously selected alerts. That is, if you add
a new email address in this section, you must also add that address to any
previously selected alerts that you want that recipient to receive.

To modify your email alert settings
1 Click the Account Manager tab > Service Configuration > User Alert
Settings.

The Business Process Manager Event Notifications page opens to the User
Settings tab.

2 To add supplier(s):
a Click Actions, and click Add Supplier Company.
The Search pop-up opens.
b Enter the complete or partial Supplier Company name, and click Find.
The results of your search display,
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c Select the applicable supplier(s), and click Submit

3 To receive emails for a previously unselected alert, select that alert. Click the
adjacent icon to make sure your email address is on the list. If it is not, add it
by clicking Modify List and selecting yourself from the page that opens.

4 To stop receiving emails for a specific alert, clear (de-select) the alert.
Note: When you clear an alert, all recipients no longer receive emails.

5 To remove yourself as a recipient, or another recipient:

a Make sure the alert is still selected.

b Click the icon adjacent to the selected alert.

c Select the recipient, and click Delete

d Click Save.
6 Click the Save action.

Field Descriptions and Terms

Icon Description

D Indicates no comments or remarks were made.

Comments exist for this field. Click the icon to read the text.

status | Supplier acknowledged and accepted the Order.

status | Supplier acknowledged the Order, but neither accepted nor rejected it.

status | Order does not require an acknowledgment.

status | Supplier acknowledged, but rejected, the Order.

status | Supplier acknowledged part of the Order, but not the entire Order.

status Fully committed status. Supplier agreed to both the date and quantity
requested for all schedules in the Order.

status | Partially committed status. Supplier has not entered commitment data for all
schedules in the Order, but, for the ones entered, has agreed to both date
and quantity requested.

status | Fully missed status. Supplier committed to all schedules in the Order, but the
date or quantity committed to were not as requested in at least one
schedule.

status | Partially missed status. Supplier did not commit to all schedules in the Order,
and, for one or more of the committed schedules, the committed date or
quantity was different from the requested date or quantity.

B M B D> B

status | Partial credit status. Partial credit against the associated Invoice.

=

status | Full credit status. Complete credit against the associated Invoice.

E
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Icon Description

status Deleted status. Status occurs when, because of a change or a delivery, the
Requested Quantity for a part schedule or Order line item becomes zero.

status | Supplier invoiced all line items in the Order.

status | Supplier invoiced some of the line items in the Order.

status | A previous Invoice(s) exists against this Order.

status | You or your Hub paid the entire Invoice.

status | You or your Hub made partial payment(s) against the Invoice.

status | Supplier shipped all line items in the Order.

?lee © © O mM m

status | Supplier shipped some of the line items in the Order.

& status | Supplier opened the Order.

Acknowledged Status
The Supplier acknowledged the Order by accepting or rejecting it, or the system
received an EDI Order Acknowledgement. Icons include:

ﬁ Acknowledged and accepted.

‘ Acknowledged but rejected.

ﬁ Acknowledgment not required.

ﬂ Acknowledged, but neither accepted nor rejected.

! Acknowledged part of the Order, but not the entire Order.

additional data

Additional data fields you or the Supplier entered for the document.
adjusted amount

On a Remittance Advice, your approved amount. This amount is subtracted from
the Invoice Amount, resulting in the Net Amount Paid to the Supplier.

Allowances/Charges

An allowance is an additional amount that you allow the Supplier to add to the
Invoice (for example, an allowance for freight charges).

A chargeis an amount that you are requesting the Supplier to subtract from the
Invoice (for example, promotional discount).

A El next to the amount indicates you made comments about this charge. Click the
| to read the comments.

Amount
= On the Invoice Search Result page, the total Invoice amount.
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= On the Remittance Advice Search and Search Result pages, the Invoice amount
that was paid.

Note: On the Search page, enter the Invoice amount paid to access the
Remittance Advice for that Invoice. To do so, enter the exact amount, or your
search results will not be valid.

m On the Order Search Results page, the total amount of the Order.
Amount of Packaging

Number of Packaging Type units being shipped.

Bill to Address

Address where the Invoice should be sent for payment.

blanket Order

Your long-term commitment to the supplier for a part against which short-term
releases are generated to satisfy requirements. Often, blanket Orders cover only
one part with pre-determined delivery dates. A blanket Order is synonymous to a
standing Order.

buyer
The customer, or the entity that issues Orders to Suppliers/Vendors.

Buyer
Buying Company

Refers to your company name and contact information.

Buyer Item ID
Buyer Part #
Buyer Part Number

Number or code you assigned to the line item, which is the part number associated
with the part schedule or the Order line item.

Carrier
Carrier Name

Name of the shipping vendor or the routing method used by the shipping vendor.
Carrier Code

The standard carrier alpha code (SCAC).

Carrier Tracking Number

The number assigned by the shipping vendor to track this shipment.

charges and allowances

An allowance is an additional amount that you allow the Supplier to add to the
Invoice (for example, an allowance for freight charges)

A charge is an amount that you request the Supplier subtract from the Invoice (for
example, promotional discount).

A [ next to the amount indicates that you made comments about this charge.
Click the [] to read the comments.

Column to Sort by
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On any of the Search pages, specify how you want your search results sorted. By
default, results are sorted in ascending or descending order based on the data in
the column you select.

To change the order, select a sort option beneath the field.
commit

For an Order that is a Stock Transfer Order (STO), the Supplier must commit to the
dates and quantities for the delivery of items that you requested. This process
generates a “Promise,” which you can review and use to evaluate the Supplier's
performance about whether the Supplier meets your commitments. You decide if
the Supplier must commit to an Order.

Commit Date

Date when you receive the shipment. This date cannot be before your Requested
Date.

Commit Quantity

The number of the ordered parts that arrive at your specified location on the
Commit Date.

commitment statuses

@ Fully committed. The Supplier agreed to both the date and quantity
requested for all schedules in the Order.

@ Partially committed. The Supplier has not entered commitment data for all
schedules in the Order but, for the ones entered, has agreed to both date and
guantity requested.

ﬂ Fully missed. The Supplier committed to all schedules in the Order, but the
date or quantity committed to were not as requested in at least one schedule.

ﬂ - Partially missed. The Supplier did not commit to all schedules in the Order
and, for one or more of the committed schedules, the committed date or quantity
was different from the requested date or quantity.

Comments

Optional text that provides information about the document. A &l in this field

indicates you made comments. Click the [&| to read the comments.
Credit Note statuses

1l Partial credit. The Supplier entered a partial credit against the associated
Invoice.

T Full credit. The Supplier entered a complete credit against the associated
Invoice.

Currency

Code indicating the type of money, for example, USD for the United States dollar
or JPY for the Japanese yen, that the item amount is based on. Currency for an

Invoice is the same as its corresponding Order. If there was no associated Order,
the currency is usually that of the Supplier's country.

For Remittance Advices:

m On the Search page, you can specify the type of currency for which you want to
see payment advices.
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m On the Search Results or Details page, lists the type of currency in which
payment was made for that advice.

Date
On the Search Result pages, the date that the document was created.
Date Prepared
Creation date of the Remittance Advice.
Date Range

The starting (From) and ending date (To) between which you want to see
Invoices, Orders, Shipping Notices, or Remittance Advices. Click the calendar icon
to select the dates. Or, enter the dates in the specified format (mm/dd/yyyy or
dd-mm-yyyy, or yyyy-mm-dd. Then, select the type of date you are looking for,
either:

s Document — Date the user entered in the document itself.
m Transaction — Date when the document arrives in the OLV system.

For Shipping Notices or Order schedules, the system finds those with a Requested
Arrival Date within the Date Range you specify.

For Invoices or Remittance Advices, the system finds those with a creation date
within the Date Range you specify.

Debit Amount
= On the Debit Note Search Result page, the total Debit Note amount.

= On the Remittance Advice Search and Search Result pages, the Invoice amount
that was paid.

Note: On the Search page, enter the Invoice amount paid to access the
Remittance Advice for that Invoice. To do so, enter the exact amount, or your
search results will not be valid.

m On the Order Search Results page, the total amount of the Order.
Debit Note Number

Unique identifier for the Debit Note the Buyer assigns when creating the Debit
Note.

Debit Note statuses

1l Partial debit. The Buyer entered a partial debit against the associated
Invoice.

T Full debit. The Buyer entered a complete debit against the associated Invoice.
Default currency code

Select the code indicating the type of money you want your item amounts based
on.

Deleted or ¥ status

This status occurs when you delete either the Order or the Requested Quantity for
a part schedule or Order line item.

Department Code
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A buyer-assigned code identifying the internal department carrying this product.
Note: Usually used in a retail context.

Description
Short description of the line item.

Discount/Adj Amount

On a Remittance Advice, the amount by which you adjusted the Supplier's Invoice
amount. It could be the amount specified by the Buyer Approver during the
adjudication process. This amount is subtracted from the /nvoice Amount, resulting
in the Net Amount Paid to the Supplier.

Discount (percent)

Percent of the discount for the Invoice if you pay it within the number of allowed
Discount Days.

Discount Days

The number of days that you have to pay the Invoice and still be eligible for the
discount.

Download
Download Summary

Click this action to download all pages of your search results into a Microsoft Excel
spreadsheet (.xIs).

End Date
Expiration date of a blanket Order.
Equipment for transport

How the items are being shipped, for example, Trailer. Mutually Defined
indicates you and the Supplier discussed this and agreed on the shipment transport
equipment.

Exit

Click this link to exit Order Lifecycle Visibility and close your browser.
Extended Price

The unit price of the line item multiplied by the quantity that was invoiced.

The extended price is affected by products that are sold in unit multiples. If the
you specified that the product is sold in multiples, the Multiple Quantity field
identifies how many of this item represent a unit. To determine the extended price,
the system divides the quantity ordered by the quantity of the multiple, and then
multiplies by the unit price.

Firm status
You generate this status.

Note: This is a “true” order that you are requesting the Supplier to fill. That is,
you are committing to purchase.

m This Order line item order is for a stipulated period of time.

m You cannot change the Order line item order details during the stipulated time
period.

m The Supplier has not yet committed to the Order line item order.
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m The Order line item has an assigned Order number.

FOB Description
FOB Terms

Specifies FOB (Free-on-Board) Destination (DE) or Origin (OR).

m FOB Destination indicates that the Supplier own the goods while in transit and
is responsible for any loss or damage up to the time of delivery.

m FOB Origin indicates that you are responsible for any loss or damage of the
goods while in transit.

Forecast
A schedule with planned status.
GTIN

Global Trade Identification Number. Number or code you assigned to the line item.
The part number associated with the part schedule or the Order line item.

Hub
Refers to your company name and contact information.
Invoice

Bill prepared by the Supplier of goods or services, and then submitted to you for
payment. An Invoice lists all items or services bought, together with amounts.

Invoice Amount
Inv. Amount

m When creating an Invoice, the total Invoice amount that the Supplier is billing
you. This amount is for the items ordered or services that you received.

= On the Invoice Search Results page, the total Invoice amount that the Supplier
billed.

m For a Remittance Advice, the amount that you specified during the adjudication
process. This amount, minus the Discount/Adj Amount, results in the Net
Amount Paid you paid.

Inv. Date
Invoice Date

Date the Invoice was created or entered into the system.
Invoice Gross Amount

Sum of the Invoice line item amounts (including Allowances and Charges) plus
any freight or tax charges.

Invoice Line No
The line number of the line item in the Invoice.

Invoice No.
Invoice Number
Invoice Number to use

Unique identifier for the Invoice that the Supplier assigns when creating the
Invoice.
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On the Search for Invoice and Search for Remittance Advice pages, you can specify
the Invoice for which you want to see information. Or, you can enter a partial
Invoice Number followed by an asterisk (*).

On any Search Results page, click the number to see Invoice information.

Invoice rules

These rules are set by the Company Administrator.

Rule

Selectruleto. ..

Allow negative invoice quantity

Let Suppliers create an Invoice for a negative quantity, that is, the Supplier can create
a credit against a line item.

For example, if the Unit Price is $100 and the Qty Available to Invoice is 40 and
the Supplier enters a Ship Quantity of -20, the line item extended value would be
$-2000 and the Qty Available to Invoice would be adjusted to 60.

Allow non-Order Invoice

Let Suppliers create Invoices that do not have a corresponding Order.

Allow Supplier to edit invoice
discount terms and conditions

Let Suppliers change the discount terms and conditions that you specify per your
Order.

Limit invoice by Order quantity -
Tolerance nn %

Ensure Suppliers invoice you only for a Shipped Quantity that equals your
Requested Quantity plus a specified Tolerance (percentage of your Requested
Quantity). Otherwise, the Supplier can invoice you for any Shipped Quantity, even
one that exceeds your Requested Quantity.

For example, if the Requested Quantity = 100 and Tolerance = 10%b, and the
Supplier creates an Invoice for a Shipped Quantity of 111,

m If this rule is “on” (selected), OLV gives the Supplier an error message stating
“Customer will not allow invoicing greater than X% over the Order Qty,” and the
Invoice is not submitted to you.

m If this rule is “off” (not selected), OLV submits the Invoice to you.

Limit invoice by shipped quantity -
Tolerance nn %

Ensure Suppliers invoice you only for a Shipped Quantity that equals the quantity
shipped plus a specified Tolerance (percentage of the shipped quantity). Otherwise,
the Supplier can invoice you for any Shipped Quantity, even one that exceeds the
quantity shipped.

For example, if the Shipped Quantity is 100 and Tolerance is 5%b, and the
Supplier creates an Invoice for a Shipped Quantity of 110,

m If this rule is “on” (selected), OLV gives the Supplier an error message stating
“Customer will not allow invoicing greater than X% over the Shipped Qty,” and
the Invoice is not submitted to you.

m If this rule is “off” (not selected), OLV submits the Invoice to you.

Limit invoice by receipt quantity -
Tolerance nn %

Ensure Suppliers invoice you only for a Shipped Quantity that equals the quantity
received plus a specified Tolerance (percentage of the shipped quantity). Otherwise,
Suppliers can invoice you for a Shipped Quantity that exceeds the what you
received.

Important If you select this rule, you must also select the Limit SN received
quantity - Tolerance nn % Ship Notice rule.

No rules

Enforce no quantity restrictions on a Supplier Invoice.

Hide Order value details

Prevent Suppliers from seeing the Order Total Amount, Unit Price, Extended
Price, or the Open Amount to Invoice (maximum amount the Supplier can
invoice).

Limit invoice by price - Tolerance
nn %

Ensure Suppliers invoice you only for an amount that equals the Order Total Amount
plus a specified Tolerance (percentage of the total dollar amount). Otherwise, the
Supplier can create an Invoice that exceeds the Order Total Amount.

Credit Amount can exceed
Original Line Item Amount

Let Suppliers create a Credit Note for an amount greater than the line item amount on
the corresponding Invoice.

415
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Allow Partial Credit Let Suppliers create a Credit Note for an amount less than the line item amount on
the corresponding Invoice.

Create Credit Without Invoice Let Suppliers create a Credit Note that does not have a corresponding Invoice.

Invoice Status
Invoice status includes:

m Paid — You submitted Remittance Advice document against the Supplier's
invoice.

m Approved — You read the Invoice and approved it for payment.

m Rejected — You read the Invoice and will not approve it. You should enter
explanatory comments for the Supplier.

Invoice Ticket Number

Field used for DSD Invoices. Number of the delivery ticket. There might be multiple
delivery ticket fields.

Invoice Total
The total invoice amount, which is:

the extended line item price, which is the unit price of the line item
multiplied by the quantity invoiced

plus

any Allowances
minus

any Charges
plus

any Freight amount
plus

any Tax amount

For a Remittance Advice, the invoice total is the amount specified during the
adjudication process. This amount, minus the Discount/Adjusted Amount, results
in the Net Amount Paid by you.

Invoice types
Common Invoice types are:

m Service-Related — Invoice where the line items specify a quantity and a price,
but the quantity times price typically cannot exceed a specific amount.
Additionally, the Supplier can enter detail lines that must not exceed the total for
the line for the line item.

m Fixed-Price — Invoice where the price is fixed and the Supplier enters only a
quantity to Invoice. The goods are received via a business standard receiving
processes at a receiving dock. Also known as Direct Material Invoice.

m Variable-Pricing — Invoice where line items have a quantity and an initial
price, but the price can vary with each shipment; for example, oil, grain, steel.
The Supplier enters the price and quantity. Also known as Commodity Invoice.
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s Non-receivable — Invoice where the line item has a fixed price and a specified
guantity, but the goods are not received via standard processes. This invoice
type can require a requestor acknowledge receipt prior to payment. Also known
as Drop Ship Invoice.

m Mixed — All other Invoices.

Invoiced (full) or status

The Supplier submitted an Invoice(s) for all quantities against all Order line items,
or the system received an EDI Invoice indicating this.

Invoiced (partial) or status

The Supplier submitted an Invoice(s) for some of the quantities or some of the
Order line items, or the system received an EDI Invoice indicating this.

Invoiced Qty
Invoiced Quantity

Number of line item units that the Supplier is invoicing you for. This number cannot
be greater than the Open Qty to Invoice.

Item Total

Sum of the extended line item amounts on the Invoice. The extended line item
amount is the unit price of the line item multiplied by the quantity invoiced.

Kitting Details

Displays in the Order Details area of the Order. It indicates the Order item
contains sub-items. The information that displays is based on what you selected in
the Child Line Item Fields area in the Form Edits section of Buyer Settings.

Last Shipment
Indicates if this shipment represents the last items shipped against the Order.
line item

One item on an Order, regardless of quantity. An Order can contain multiple line
items. Each line item is independent the other line items. A line item can contain
one or more order schedules.

Location

Names of places where products are stored.

Method of Payment

How you are paying the Invoice; for example, Check, Electronic, etc.
missed commit

A missed commit occurs when a Supplier commits a given part schedule, but the
date is not the date you requested for 100% of the net quantity. All split commits
are considered to be missed commits. Also, a part schedule is a missed commit if
you change the date or quantity for a previously committed schedule.

Missed Commits

OLV looks for the part schedules in current Orders (acknowledged or not) where
the corresponding Order line item does not match the total quantity or arrival date
requested. Missed commits include only committed Order line items that contain
commit information, and that you did not receive.
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Multiple Qty

Multiple Quantity

For products that are sold in unit multiples. If you indicate the product is sold in
multiples, the Multiple Quantity field identifies how many of this item represent
a unit. To determine the extended price, the system divides the quantity ordered
by the quantity of the multiple, and then multiplies by the unit price.

Net Days

The number of days you have to pay the Invoice. Invoices that are paid past the
indicated Net Days are considered late. If you pay within the Discount Days,
you are eligible for the discount percentage.

Net Amount Paid

On a Remittance Advice, the difference between the approved /nvoice Amount and
the Discount/Adj Amount.
New Invoice Alert

Select to generate an email when that Supplier submits an Invoice to OLV. The
email is sent to all recipients you specify on the User Alerts page.

New Ship Notice Alert

Select to generate an email when that Supplier submits a Ship Notice in OLV. The
email is sent to all recipients that you specify on the User Alerts page.

New Overdue Shipment Alert

Select to be notified, by email, when that Supplier has not submitted a Ship Notice
by your Requested Arrival Date. The email is sent to all recipients that you specify
on the User Alerts page.

New SN Alert

Select to generate an email when that Supplier submits a Ship Notice in OLV. The
email is sent to all recipients that you specify on the User Alerts page.

New status

Recently web-created Invoice that has not yet been sent to you.
Notes

Enter any additional business information about the order.
Number of Units

Number of Packaging Units.

Number Shown per Page

On any of the Search pages, specify the number of documents to display on each
Search Results page.

Open Qty to Invoice
Number of line item units yet to be shipped and invoiced.
Open Qty to Ship

Number of line item units yet to be shipped - Order Qty - Received Qty = Open
Qty to Ship.
Order
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Purchase Order, or your authorization to formalize a purchase transaction with the
Supplier. An Order should state:

m The name, part number, quantity, description, and price of the goods or services
ordered

m Agreed-to terms as payment, discounts, date of performance, and transportation

m Any other agreements pertinent to the purchase and its execution by the
Supplier

Order Acknowledgment

Accept indicates the Supplier has acknowledged (reviewed) the Order and has
agreed to its contents.

Order Acknowledgement Alert

Select to generate an email each time that Supplier has not acknowledged one of
your Orders within a certain amount of time. The email is sent to all recipients that
you specify on the User Alerts page.

Order Line Number
The identifier of a line item on an Order. Click the number to see line item details.

For a line item in the Invoice, the Order Line No. specifies its corresponding line
number in the Order.

Order No.
Order Number

Unique identifier for the Order:

= On the Order Search page, you can specify the Order for which you want to see
information. You can enter a:

s Complete Order Number
m Partial number (one or more characters) followed by an asterisk (*)

= On the Invoice Search Results and Invoice Header tab pages, the Order from
which the Invoice was created.

m On any Search Results page, click the number to see Order information.
Order Qty

Total required quantity for the line item, as specified in the Order.

Order Release No.

An optional field used by some companies to identify an order within a blanket
Order.

A blanket Orderis your long-term commitment to a Supplier for an item against
which short-term releases are generated to satisfy requirements. Often, blanket
Orders cover only one item with predetermined delivery dates. A blanket Order is
synonymous to a standing Order.

order schedule

Each order schedule has a given quantity for a specific date that belongs to the line
item that belongs to an Order.

Order Status
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On the Order Search page, search for Orders based on their status. For status
explanations, see “Status.”

Orders to Acknowledge

Order line items that the Supplier has not yet acknowledged, or that need to be
“re-acknowledged” per your request.

Order Total
Total monetary amount you have authorized for all Order line items.
Organization

On the Search page, click the drop-down list to see a list of subdivisions. The
corporate-level is at the top on this list. Use this list to see Orders for all divisions,
or for a single division.

Out of Stock

On the Inventory Activity page, these fields indicate the number of items that are
out-of-stock for that specific time period.

Overdue Commit Alert

Select to be notified by email when that Supplier has failed to enter commitment
data within a certain amount of time. The email is sent to all recipients you specify
on the User Alerts page.

Overdue Shipment Alert

Select to be notified by email when that Supplier has not submitted a Ship Notice
by your Requested Arrival Date. The email is sent to all recipients you specify on
the User Alerts page.

Overdue status

This status applies to a firm order that is past due. This status occurs when your
Requested Arrival Date is past the current date, which is based on your standard
time, and you have not received a Shipping Notice.

Packaging Type
Packaging Units

How the items are packaged for shipment; for example, carton, pallet, etc.
Paid (full) or @ status

The Hub has paid all Invoices related to the Order, or the system received an RA or
EDI 820 stating this.

Paid (partial) or () status

The Hub has made some payments related to the Order, or the system received an
RA or EDI 820 stating this fact.

Payment No.
Payment Number

Unique identifier for a Remittance Advice. On the Search for Remittance Advice
page, you can specify this number to access only that Remittance Advice. Or, you
can enter a partial number followed by an asterisk (*).

On any Search Results page, click the number to see Remittance Advice
information.

Payment Method
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How you are paying the Invoice amount, for example, Credit Card.
Pending Shipment Alert

Select to generate an email before a shipment from that Supplier is due. The email
is sent to all recipients you specify on the User Alerts page. This is a proactive alert
that you might want to send to the Supplier as a reminder.

PO

Purchase Order. This document is your authorization to formalize a purchase
transaction with the Supplier. An Order should state:

m The name, part number, quantity, description, and price of the goods or services
ordered

m Agreed-to terms as payment, discounts, date of performance, and transportation

m Any other agreements pertinent to the purchase and its execution by the
Supplier

Purchase Order

Your authorization to formalize a purchase transaction with the Supplier. An Order
should state:

m The name, part number, quantity, description, and price of the goods or services
ordered

m Agreed-to terms as payment, discounts, date of performance, and transportation

m Any other agreements pertinent to the purchase and its execution by the
Supplier

Reason Code*

For a Remittance Advice, the reason for the Discount/Adjusted Amount. To see an
explanation for the Reason Code, click the code. The system lists the common EDI
ANSI reason codes with a short description.

Received Quantity

The quantity of the part schedule or Order line item that you already received.
release

The authorization to produce or ship parts that you ordered.

Release No.
Release Number

An optional field used by some companies to identify an order within a blanket
Order.

A blanket Orderis your long-term commitment to a Supplier for an item against
which short-term releases are generated to satisfy requirements. Often, blanket
Orders cover only one item with predetermined delivery dates. A blanket Order is
synonymous to a standing Order.

Remit to
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Address where the Invoice confirmation or payment is sent. This address could be
a combination of physical/street addresses, bank account/routing information (for
electronic funds transfer), or lot box related information.

Important: Your organization is responsible for providing and maintaining a list
of accurate and approved remit-to addresses for each Supplier so your company's
back end/ERP systems accepts the Invoices.

Remarks

Explanatory information and details about the line item. A |&| next to the amount
indicates comments. Click the [] to read the text.

remittance advice

Some supply chain trading partners transmit invoice remittance information to their
Suppliers.

A remittance advice is a document that identifies the invoice settlement date and
payment amount and contains information on a payment, such as the receiving
bank account and the Invoices that were paid. It shows the details of a Buyer
Company payment, which could be for multiple Invoices. Accounts Payable usually
generates Remittance Advices for EFT (electronic funds transfer) payments. For a
payment by check, the Remittance Advice is the check stub.

Requested Date
Requested Arrival Date
Requested Delivery Date
Requested Ship date

Date you asked to receive the ordered parts from the Supplier.
Requested Quantity

The quantity of the line item you requested in the Order schedule or Order line
item.

Retailer
Refers to your Company name and contact information.
Retailer SKU

Number or code you assigned to the line item, or the part number associated with
the part schedule or the Order line item.

Revision

The revision level of the part, which indicates the number of changes to the part.
The Order might or might not have releases against it.

rules
See “Invoice rules” and “Ship Notice rules.”
Saved Queries

When doing a search on inventory activity, on your Inventory Activity Search
Results page, you can specify to name and save the search criteria you entered.
Then, on the Search Inventory Activity page, you can select the query from this list
to do the same search.

Schedule Date Range
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The starting (From) and ending date (To) between which you want to see Order
Schedules or Ship Notices based on the Requested Arrival Date. Enter the dates
in the specified format. Or, click the calendar icon to select the dates.

For Shipping Notices or Order line numbers, the system finds those with a
Requested Date within the Date Range you specify. For Invoices or Remittance
Advices, the system finds those with a creation date within the Date Range you

specify.

Schedule No.

Unique identifier for the Order schedule.
Schedule Type

There are various types of Orders. The status of the Order line item indicates the
type of Order:

m Planned status — You generate this status. Planned Order line items are
for Supplier planning purposes; they contain forecastea future
requirements. For a planned Order line item:

= An Order number has not been assigned to the line item.
= You have not committed to the line item order.
m You can change the Order line item order details at any time.
m You can delete the Order line item order at any time.
m Firm — The Buyer generates this status. Note that:

m This is a “true” order that you are requesting that the Supplier is to fill.
That is, you are committing to purchase.

m This Order line item order is for a stipulated period of time.

m You cannot change the Order line item order details during the
stipulated time period.

m The Supplier has not yet committed to the Order line item order.
m The Order line item has an assigned Order number.

m Overdue — Applies to Firm orders that are past due. This status occurs
when your Requested Arrival Date is past the current date, which is based
on your standard time, and you have not received a Shipping Notice.

Settlement Date

Date on the Remittance Advice that specifies when you made the payments
included in the advice.

Ship from Address
Location of the items being shipped.

Ship Notice Number
Shipping Notice Number

The Supplier's Invoice number or other unique identifier for the shipment.
Ship Notice rules
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Ship Notice rules are set by the Company Administrator.

Rule Selectrule to . . .
A Ship Notice cannot have more than Ensure Suppliers create a Ship Notice where, for each line item entered, the
one Product ID or part number product IDs or part numbers are the same. Otherwise, the Ship Notice line items

can contain different product IDs or part numbers.
Example: The Supplier enters a shipment quantity for two different Order
schedules, one where the Part Number is 123, the other where the Part
Number is 456. If this rule is:
m On (selected), OLV gives the Supplier an error message stating “All part
numbers must match on this ASN,” and the Notice is not submitted to you.

m Off (not selected), OLV submits the Ship Notice to you.

A Ship Notice cannot contain line items | Ensure Suppliers create a Ship Notice where all line items are shipped to the
with different Ship-To addresses same address. Otherwise, the Supplier can ship different line items to different
addresses. OLV does not check the addresses, but you are asked to select a
single address for OLV to map for the Ship Notice/ The single address that you
select is the only address viewable in the EDI translation.

Example: The Supplier, enters a shipment quantity for two different Order
schedules, one with an address of 100 Edison Park Drive, the other with an
address of 1600 Pennsylvania Avenue. If this rule is:

m On (selected), OLV gives the Supplier an error message stating “All ship-to
address must match on this ASN,” and the Notice is not submitted to you.

m Off (not selected), OLV submits the Ship Notice to you.

A Ship Notice cannot contain line items | Ensure Suppliers create a Ship Notice for line items in only one Order.

from multiple Orders Otherwise, the Supplier can enter line items from multiple Orders in the Ship
Notice.

Example: The Supplier searches the database for all Orders that need to be
shipped and enters Ship Notice information. If this rule is:

m On (selected), OLV gives the Supplier an error message stating “Your Ship
Notice cannot include gquantities against multiple Orders,” and the Notice is
not submitted to you.

m Off not selected), OLV submits the Ship Notice to you.

A Ship Notice cannot be created with a | Ensure Suppliers enter a current or future date into the Shipping Date field.
date in the past Otherwise, the Supplier can enter any past, current, or future date in the
Shipping Date field.

Example: The current date is June 15 and the Supplier creates a Ship Notice
with a Shipping Date of June 10. If this rule is:

m On (selected), OLV gives the Supplier an error message stating “Ship Notice
Date” cannot be in the past, and the Notice is not submitted to you.

m Off (not selected), OLV submits the Ship Notice to you.

A Ship Notice cannot contain lines Ensure Suppliers do not create a Ship Notice for line items where 100% of the
previously flagged with “Last quantity has been shipped.
Shipment” indicator
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Rule Selectruleto. ..

Limit by SN scheduled quantity - Ensure Suppliers enter a Ship Quantity that equals the Requested Quantity

Tolerance nn % plus a specified Tolerance (percentage of requested quantity). Otherwise, the
Supplier can enter any Ship Quantity, even one that exceeds your Requested
Quantity.

Example: The Requested Quantity is 100 and the Tolerance is 10%. The
Supplier creates a Ship Notice with a Ship Quantity of 111. If this rule is:

m On (selected), OLV gives the Supplier an error message stating “Shipment
Quantity cannot exceed Requested Quantity,” and the Notice is not
submitted to you.

m Off (not selected), OLV submits the Ship Notice to you.

Limit by SN received quantity - Ensure Suppliers enter a Ship Quantity that equals the Open Quantity to
Tolerance nn % Ship plus a specified Tolerance (percentage of open quantity). Otherwise, the
Supplier can enter any Ship Quantity, even one that exceeds or is less than the
Open Quantity to Ship. Selecting this rule tells OLV to calculate the Open
Quantity to Ship based on the quantity received, rather than the quantity the
Supplier shipped. These quantities can differ due to loss-in-transit, damage,
shrinkage etc.

Example: The Requested Quantity is 100, Open Quantity to Ship is 100
and the Tolerance is 10%b. The Supplier enters SN#1 with a Ship Quantity
of 80, and Buyer sends in a receipt quantity of 75. Then, in SN#2, the Supplier
enters a final Ship Quantity of 20. If this rule is:

m On (selected), OLV calculates the Open Quantity to Ship to be 25 and
rejects the Ship Notice.

m Off (not selected), OLV calculates the Open Quantity to Ship to be 20
and accepts the final Ship Notice.

Important If you select this rule, you should also select the Limit invoice by
receipt quantity - Tolerance nn % /nvoice rule.

No rules Select this option to place no ship quantity restrictions on the Supplier.

Ship Quantity

The number of parts in this shipment. The number should not exceed your
requested quantity minus the Total Shipped Quantity.

Ship to Address
Location to which the items are being shipped.
Ship-to-Location ID

A Buyer-assigned code identifying one of their shipping destinations; for example a
distribution center or store.

Shipped
Shipped (WTD)
Shipped (num Weeks ago)

Number of items that were shipped.
Shipment Date

The date the order is to ship.
Shipment Time

The time of day the order is to ship.
Shipped (full) or == status
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All of the quantities for all Order schedules were shipped, or the system received
an EDI Shipping Notice document stating complete shipment.

Shipped (partial) or 87 status

Some quantities or some Order schedules have been shipped, or the system
received an EDI Shipping Notice document stating this.

SKU Number

The Buyer-assigned Stock Keeping Unit identification number used in inventory
management.

SN Alert

Select to generate an email when that Supplier submits a Ship Notice in OLV. The
email is sent to all recipients that you specify on the User Alerts page.

Special Charges

An optional or additional charge the Supplier is charging for a specific line item
within an Invoice. A [&] next to the amount indicates that the Supplier made
comments specifically about this charge. Click the ] to read the text.

A Special Charge is added to the Invoice line item total.
split commit

A split commit is when the Supplier cannot guarantee the entire quantity on a
given date, but is tied to a single part schedule. All split commits are considered to
be missed commits.

standing Order

See “blanket Order.”

Status
Status Icons and explanation
Acknowledged Supplier acknowledged the Order by accepting or rejecting it, or
the system received an EDI Order Acknowledgement.
= #R Acknowledged and accepted.
m l Acknowledged but rejected.
m Acknowledgment not required.
m Acknowledged, but neither accepted nor rejected.
Committed m Fully committed. Supplier entered all the required
commitment data for the Order.
m Partially committed. Supplier entered some, but not all of, the
required commitment data for the Order.
m Fully missed. Supplier did not fulfill any of the commitment
promise.
m Partially missed. Supplier did not fulfill all of the commitment
promise.
Credit m Partial credit. Supplier entered a partial credit against the
associated Invoice.
m Full credit. Supplier entered a complete credit against the
associated Invoice.
Deleted m Status occurs when you delete either the Order or the
Requested Quantity for a part schedule or Order line item.
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Status Icons and explanation

Firm You generate this status:

m This is a “true” order that you are requesting the Supplier to
fill. That is, you are committing to purchase.

m This Order line item order is for a stipulated period of time.

m You cannot change the Order line item order details during
the stipulated time period.

m The Supplier has not yet committed to the Order line item
order.

m The Order line item has an assigned Order number.

Invoiced m Fully invoiced. Supplier submitted an Invoice(s) for all
guantities against all Order line items, or the system received
an EDI Invoice indicating this.

m Partially invoiced. Supplier submitted an Invoice(s) for some
of the quantities or some of the Order line items, or the
system received an EDI Invoice indicating this.

m Previously invoiced. There is a previous Invoice(s) against this

Order.
New Recently web-created Invoices that have not yet been sent to you.
Overdue Applies to Firm orders that are past due. This status occurs when

your Requested Arrival Date is past the current date, which is
based your standard time, and you have not received a Shipping
Notice.

Paid (full) m Fully paid. You or your Hub has paid all Invoices related to the
Order, or the system received an RA or EDI 820 stating this.

m Partially paid. You or your Hub has made some payments
related to the Order, or the system received an RA or EDI 820
stating this.

Planned You generate this status. Planned Order line items are for Supplier
planning purposes; they contain forecasted future requirements.
For a planned Order line item:

m An Order number has not been assigned to the line item.

m You have not committed to the line item order.

m You can change the Order line item order details at any time.
m You can delete the Order line item order at any time.

Shipped (full) Fully shipped. All quantities for all Order schedules were
shipped, or the system received an EDI Shipping Notice

document stating complete shipment.

m Partially shipped. Some quantities or some Order schedules
have been shipped, or the system received an EDI Shipping
Notice document stating this.

Submitted Invoices that were sent.

Viewed Supplier opened the Order on the web, or the system received an
EDI functional acknowledgement.

Stock Condition

On the Search Inventory Activity page, search for a product that is based on its
stock status.

Sub Contractor
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On the Order, the name of the Supplier's company.

In a Remittance Advice, the Supplier's contact information.
Submitted status

The Invoice was sent to you or your Hub.

Supplier

On the Order, the name of the Supplier's company.

In a Remittance Advice, the Supplier's contact information.

Supplier Catalog Number
Supplier Part Number

Supplier's catalog number for the Order line item or the part schedule.
Supplier Item ID

The alphanumeric value the Supplier uses to identify a particular product.
Supplier Code

The specific business partner relationship code that you assigned the Supplier.
Each Supplier has a unique company code within your company system.

Note: If the Supplier company has different branch locations, you might have
assigned multiple Codes, with each Code representing a different branch location.

Supplier Number

The Vendor Number you assigned when you approved the Supplier as a Trading
Partner.

Supplier SKU

The Supplier-assigned Stock Keeping Unit identification number used in inventory
management.

Supplying Company

On the Order, he name of the Supplier's company.

In a Remittance Advice, the Supplier's contact information.

Tax Amount

Total tax amount for the goods being invoiced.

Taxable

Whether or not the line item is a taxable product.

Terms Description

Short description of the sale terms, for example, Net 30.

Terms Start from

Code identifying the date when the terms of sale begin.

m 1 - Ship date

m 2 - Delivery date

= 3 - Invoice date

Time Zone

For a Shipping Notice, the time zone that applies to the Shipment Time.
Total Amount

For a Remittance Advice, the sum of all amounts paid in the advice.
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Total Shipped Qty

The total quantity the Supplier shipped for the specific parts schedule or Order line
item. This number is:

m Never less than your Requested Quantity, because the system assumes the
Supplier shipped the Received Quantity.

m Equal to the Received Quantity plus any quantity in transit; that is, any
quantity that the Supplier has shipped but you have not yet received.

TransOrder Number
The voyage, trailer, or flight number.
TransOrder Method

How the items are being shipped; for example, Rail, Air, etc. Mutually Defined
indicates you and the Supplier discussed this and agreed on the shipment method.

Unit Price

The price of the line item, per unit. The unit is specified in the UOM field, and the
dollar type is specified in the Currency field.

UoM

Unit of Measure, which is the type of measure for the item; for example, EA for
each, DZ for dozen. Ordering and shipping are based on this type of unit.

UPC

Number or code you assigned to the line item. The part number associated with
the part schedule or the Order line item.

Vendor
On the Order, the name of the Supplier's company.
In a Remittance Advice, the Supplier's contact information.

Vendor Code
Vendor ID

The specific business partner relationship code you assigned the Supplier. Each
Supplier has a unique company code within your company system.

Note: If the Supplier company has different branch locations, you might have
assigned multiple Codes, with each Code representing a different branch location.

Vendor Item ID
Supplier's catalog number for the Order line item or the part schedule.
Viewed or & status

Supplier opened the Order on the web, or the system received an EDI functional
acknowledgement.

Weight

Weight of the total shipment. When creating a Shipping Notice, remember to select
the Unit of Measure and Weight Type.

Weight Type

Type of shipment weight, for example, gross or net. Mutually Defined indicates
you and the Supplier discussed this and agreed on the weight type.
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Active Documents Classic

Active Documents classic is the previous version of Active Documents. This is the
version you will use if you do not have access to the Active Documents tab in
Trading Grid Online.

Topics include:

= “Enable the Active Documents Dashboard”
m “Search for Transactions”

m “Search Results”

m “Transaction Process Lifecycle — Classic”
m “Transaction Process Lifecycle — New”

m “Scheduled Reports”

m “Delivered Reports”

m “Glossary”

Enable the Active Documents Dashboard

When you first use Active Documents Classic, the Active Documents Dashboard on
your Operations Center page might be minimized. Display it the way you would
display any minimized page.

However, if the Active Documents Dashboard is not minimized or displayed, you
must perform the steps in this topic.

Otherwise, go ahead and “Use the Active Documents Dashboard.”
Or, to work directly with your documents, click the Reports tab.
To enable the dashboard, do the following.

1 On the Operations Center page, click the Configure icon.
The Configure This Page area opens.
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2 Click the Page Components title bar to open that area.

&__

Available Components

Reports

Active Documents
Dashboard

Transaction Summary

Set Components | Reset |

Copy to
Operations
Center

©

-

In the Copy to Operations Center column, click the Active Documents

Dashboard check box > Set Components.

The Active Documents Dashboard is added to the Configure This Page

area.

3 (Optional) In the Active Documents Dashboard row, remove the check in
the Minimize column check box to deselect the Minimize option, unless you
want the Dashboard to display in a minimized state. (You can maximize the

Dashboard manually.)

4 (Optional) If you want the Active Documents Dashboard to display above
the Message Center on the Operations Center page, in the Order column,
change the values to 1 for the Active Documents Dashboard and 2 for the

Message Center.
5 Click Apply.

6 Trading Grid re-configures the Operations Center page and displays the Active

Documents Dashboard.

Use the Active Documents Dashboard

An Active Documents Dashboard provides links to quickly view activity in a number
of categories, such as communication errors, and drill down for more information
in a category of errors or processing.

To view your Active Documents Dashboard, click the Operations Center tab.

The contents of the Dashboard display in part based on the GXS services that you
subscribe to (for example, extended event information) and your Trading Grid

implementation.

Depending on your role and subscription options, your Trading Grid service
includes one of two Dashboard types.

Trading Grid Online User Guide



ACTIVE DOCUMENTS CLASSIC B
Enable the Active Documents Dashboard

Most Managed Services customers will see this type:

" Active Documents Dashboard

Inbound

Communication Errors;0
Processing Errors:9
Megative Status Alerts:0
Extended Errors:0

Select Date: [02/03/2012 -02/01/2012 7] A

Outbound Acknowledgements

Communication Errors:0 Mot acknowledged: 4

Processing Errors:0 | Late acknowledgements:4
Negative Status Alerts:0
Extended Errors:0
Unextracted files:6

And, most Trading Grid Messaging Services customers will see this type:

Operations Center

umen
Aefresh b l—_, Time Frame:
. -
efres Mailbox #: |AAF63028 I Last 24 hrs ;I
Inbound Outbound

Summary
Recent Transactions: 3 47
Extracted Transactions: 2 13
Unextracted Transactions: 1 27
Errors
Communication Errors: 0 0
Rejected Transactions: 0 7
Interconnect Rejects: a n/a
Processing Errors: a 2
Acknowledgments
Not acknowledged: n/a 7
1 ata arknruwldadnamante:- nia n

The Inbound and Outbound columns organize the information by transmission
direction. Each column lists types of information, such Communication Errors
and Not Acknowledged, and the number of current records for each type of
information (for example, the number of communication errors). Other categories

are:

Category

Description

Negative status alerts

If set up by an administrator.

Extended errors

These are errors related to extended events, which your
company can publish to GXS from your back end system. For
example, your system might detect that a file failed to
reconcile and report that to GXS. This type of information
displays in Active Documents if you subscribe to the
Extended Event service.
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Category Description
Unreconciled Extended During transaction processing, Trading Grid did not receive
Events all events from a business unit that subscribes to the

Extended Event service.

Unreconciled GXS Events During transaction processing, Trading Grid did not receive
all events that occur on the GXS side of processing.

Unextracted Transactions | Files not picked up by trading partners.

Extracted Transactions Files picked up by trading partners.

Acknowledgements Files that trading partners have not acknowledged or for
which acknowledgments are late.

Recent Transactions Total of Extracted, Unextracted, and Rejected Transactions in
the selected Time Frame.

Rejected Transactions Outbound files rejected by trading partner, or inbound files
rejected by customer.

Interconnect Rejects Inbound only; files from a third-party VAN, for example, that
are rejected at GXS. This service will be available in a coming
release.

A number greater than O indicates a live text link that you can click to view more
information. It is the quantity of errors of that type (for example, Communication
Errors) for the company during the selected time period.

Click a text link to begin drilling down into data. Sections below provide more
details about drilling down and using the Select Date selector.

To update the counts on the Dashboard at any time, click Refresh.
See the following for more information:

m “Change the Reporting Time Period”

m “Select a Mailbox” on page 434

m “View Dashboard Information” on page 434

m “Save a PDF of the Dashboard” on page 435

m “Print the Active Documents Dashboard” on page 435

Change the Reporting Time Period
By default, the Active Documents Dashboard displays exceptions and activity for
the past three days or 24 hours, depending on your Trading Grid service.

To change the time period
1 Do one of the following:

m At the top of the Dashboard, if the Select Date drop-down list displays,
select a different three-day time range to report.

m At the top of the Dashboard, if the Time Frame drop-down list displays,
select an option from the list — the last 24 or 48 hours, or a three-day time
range before that.

The Dashboard values are updated via data from the selected time range.
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Select a Mailbox

Your Trading Grid service might let you select a specific GXS mailbox on the Active
Documents Dashboard. The Dashboard then displays counts for transactions
associated only with the selected mailbox.

To select a different mailbox to apply to the Dashboard
At the top of the Dashboard, in the Mailbox # drop-down list, click a mailbox
identifier.

View Dashboard Information
The information displayed by the Dashboard depends on your Trading Grid service.

To view dashboard information
1 Click the Operations Center tab.

2 On the Active Documents Dashboard, do one of the following:

To view

Do this Comments

Error information

In the Inbound or Outbound column, do one of
the following:

Click the Communication Errors,
Processing Errors, or Extended Errors
text link, for example.

Click the number link for the error type and
transmission direction that you want to view.
The number represents the number of errors
of that type and direction for the selected
mailbox.

Negative Status
Alerts

in the Inbound or Outbound column, click the Your Trading Grid service might support
Negative Status Alerts link. negative status alerts of errors or events that

fail to occur during transaction processing

Un-reconciled
Event information

in the Inbound or Outbound column, click the Un-reconciled events indicate that Trading Grid

Acknowledgment
information

Un-reconciled Extended Events or Un- did not receive all events during transaction
reconciled GXS Events text link. processing. Events might occur on the GXS or
customer (“extended”) side of processing.
Do one of the following, depending on which is Accounts that send EDI data might track
available: whether or not acknowledgments confirming
= In the Acknowledgments column, click receipt of the data are received. To do so, they
either: subscribe to the Active Documents - FA

Management service that displays the number

= Not acknowledged to see all of unacknowledged files and overdue

transactions not yet acknowledged.

acknowledgments.
= Late acknowledgments to see only In most cases acknowledgments are considered
unacknowledged transactions that are late. | |ate when they are not returned within 24
In the Outbound column, click the number hours. However, you might have a different late
link for the two acknowledgment categories. acknowledgment period.

3 Click a dashboard link to open the Reports tab and view the list of Partners and
associated addresses that meet the dashboard criteria.

The Error Count or Count column shows the number of files of the selected
category and direction for each partner in the list.

4 In the Partner Name column, click the link for the partner transactions you
want to review.
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A new page lists the file(s) for that partner. The list includes file information,
such as sender and receiver identifiers, APRF (document type), and creation
date and time.

5 In the GXS Ref. No. column, click an identifier link to drill down into that file.
The Processing Lifecycle page opens. You can:

= In the Error Status section, click the View List link.
The Specific Errors List popup displays error information.
m Scroll to the Status Alerts section to view information.

m Examine event or acknowledgement information in the lifecycle. For
lifecycle information, see the “FA Information.” section.

Save a PDF of the Dashboard

To save a PDF of basic information in all categories on the Active Documents
Dashboard, click the Adobe PDF icon above the Dashboard. Rollover text varies by
implementation:

m MS Dashboard PDF Download
m Active Documents Dashboard

When the File Download dialog opens, click Open or Save to open or save the
file.

Print the Active Documents Dashboard
This functionality is not available in all implementations.

To print the Dashboard, click the Print icon.

If a Print icon is not available, click the MS Dashboard PDF Download icon,
then in the dialog box, click Open. When the file opens, print it.

Search for Transactions

435

All data formats — for example, EDI, XML, and user-defined formats — are initially
processed as files. You can refine search criteria in different ways, depending on if
you search tracking data at the file, interchange, or document level.

There are three areas on any Search page.

m Filter area — Filter the search based on an address, transmission direction, or
other criterion, or apply a saved search that contains filter and other settings.

m Tracking data area — Specify tracking data at the file, interchange, or document
level.

m Actions area — Click Search and Clear to perform the search or clear the
search fields.

When using Search, to view a field description:
m Look up the field in the “Glossary” on page 464.
m Click the blue information icon to the right of the field, if present.
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Click Reports tab > Search to search for documents. You can search for tracking
data in Active Documents for 90 days after the document processes. The physical
files are archived. Contact GXS to request copies of data over 90 days old.

Note: Based on your subscription permissions, you might see some or all of these
functions. Search options include:

m “Configure the Search Page” on page 436

m “Begin Searching” on page 436

m “Search on Keys” on page 438

m “Search for Related Documents” on page 439
m “Group Search Results” on page 439

Configure the Search Page

To configure the Search page
1 Click the Reports tab.

2 On the Active Documents Search page, at top right click the Configure icon.
The Configure Search Page panel displays.

3 In the Used Search Criteria section, deselect check boxes for search levels
you do not use. Those levels no longer display on the Search page.

Important: This is not recommended if you exchange EDI data.
4 In the Default Search Criteria section, select a default search level that

automatically displays when displaying Search. For example, if you select
Document, the Search page displays the Document search criteria by default.

5 To search on primary and secondary keys in a File search, select the Use
primary and secondary key for file search option. (This is available by
default in Document searches.)

6 Click Apply. Trading Grid re-configures the Search page.
Begin Searching

Define a New Search

To begin a new search
1 To define a new search, first set up your filter parameters. Filter parameters

are:
Parameter Description
GXS Ref No Unique number created at GXS to track documents.
Your EDI address and/or Separate multiple addresses with a comma.
one or more Partner
Address(es)
Specific partner name(s) Separate multiple names with a comma)
Mailbox Specific GXS mailbox, or leave All selected. (TGxx, GXS
only).
Direction Only files that you sent, or you received, or both.

Trading Grid Online User Guide 436



OPENTEXT Search for Transactions

ACTIVE DOCUMENTS CLASSIC

437

a Enter any parameter criteria.

b To return files for a specific time period, in the Time Frame drop-down list
select one of the following options:

Option

Description

Specific No. of Days | In the Last X No. of Days From and To fields type the

most recent number of days to search and the start and
end times for those days. For example, search from 5
days ago to 3 days ago, beginning at 00:00:00 the first
day and ending at 11:59:59 on the ending day.

Specific Date Range In the From and To fields enter a start date and time and

an end date and time. Click the calendar icon to open a
dialog where you can select a date.

Relative Time In the From drop-down list, select the beginning of the

Range

time period, such as Monday of Last Week or First of
this Month, and in the next drop-down list select a time
of that day. In the To drop-down list, select Today or
Yesterday and select a time on that day for the end of
time period.

None

Do not use a Time Frame to restrict the search.

If you select None, Active Documents searches the past
90 days of tracking data. This might delay results.
Results might exceed the maximum number of records
that the system displays.

2 Select a Tracking Data Level. Tracking data consists of information at the file
(system default), interchange, or document level.

From: Il.|nndaynfthi5week;"ﬂﬂ'ﬂﬂ;I

® File O Interchange  Document )

J

‘ Application Reference |

Select one:

Tracking

Data Level Description (can vary by GXS implementation)

File Data translated to or from one non-EDI data format to another non-
EDI data format, or data processed as a pass-through (without
translation).

Options might include searching for files with or without errors,
negative alerts, or other events.

Interchange | EDI-formatted data reporting activity at the interchange level.

Document EDI-formatted data reporting activity at the document level, or XML-

formatted data processed with XML document identification.

Options include viewing related documents (for example, Invoices
related to Purchase Orders searched for).

Search options vary by tracking data level. For example, at the document level,
you might search for a Document Type.

3 Based on your selection in the previous step, the page redisplays with the
applicable fields. Enter data in these fields as needed.
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For field information, see the“Glossary” on page 464.

4 (Optional) If your Trading Grid service lets you
m Search for documents that are related to the documents returned by the
original search. See “Search for Related Documents” on page 439.

m Configure the Search page to search for files as well as documents by
Primary Key and Secondary Key. See “Search on Keys” on page 438.

m Group file search results. See “Group Search Results” on page 439.

5 Click Search.
6 Go to “Search Results” on page 440.

Note: After viewing your search results, you can “Save all Search Criteria” on
page 442 for future use.

Use a Saved Search
You can use a search that you or someone else has saved.
1 Click the Reports tab.
2 If that tab is already selected but the Search page is not displayed, on the left
side of the page, click Search.
The Active Documents Search page opens. Search options vary among GXS
services subscribed to.
3 Click Select Saved Searches drop-down > name of the saved search > OK.
The page refreshes to display the search parameters.
Note: You might see searches saved by other members of your organization.
They are organized by user, beginning with you.
4 Change the parameters for this search, if needed. Click Clear to clear all search
fields.
5 To delete a saved search, click Delete.
The saved search disappears from the drop-down list.
6 Click Search.
7 Go to “Search Results” on page 440.

Search on Keys
Your Trading Grid service might enable you to target a document search by using
primary and secondary keys, or only by primary keys. These are data keys such as
PO Number and SAP IDOC Number or Type.

You might also be able to modify the Search page to allow key searches at the file
tracking level. See “Configure the Search Page” on page 436.

To search on keys
1 In the Primary Key and/or Secondary Key fields type the first character(s)
of the key type. For example, for Purchase Order Number you could type P.

TGMS users — always type D or doc for document. This applies to any type of
document identification number (Purchase Order Number, Invoice Number, Ship
Notice Number, etc.) that you will enter in the next step.

2 When Active Documents displays available options (PO Number, Product ID,
etc., click one to insert it in the field.
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TGMS users — select DOCUMENT ID for any type of document identification
number (Purchase Order Number, Invoice Number, Ship Notice Number, etc.)
that you are entering in the next step.

3 In the Primary Key Value and/or Secondary Key Value fields, type the
specific value to search for the selected key. For example, type the actual PO
Number or Product ID to use in the search.

In the Value field, if you type a partial key value followed by an asterisk (*),
the system searches for any files or documents with the selected key value that
begins with that sequence of characters.

Search for Related Documents

Your Trading Grid service might allow you to search for documents that are related
to the documents returned by the original search. For example, you can search for
810s related to the 850s returned by the search.

To search for related documents

1 In the Document Type field, type the document type(s) on which to base the
related documents search. Separate multiple document types by commas. For
example, type 850 to search for documents related to one or more 850s.

2 (Optional) To further define the source document, for example, search for
documents related to a specific 850, use the Primary Key and Secondary
Key fields to target that 850. See “Search on Keys” on page 438.

3 Select the Related Documents check box. The Related Document Type
field displays.
4 Do one of the following:

m To display only specific type(s) of related documents (for example, 810s),
type that ID in the Related Document Type field. You can enter multiple
types separated by a comma.

m To return related documents of all types, leave the field blank.

Group Search Results

Your Trading Grid service might allow you to group search results by address
(Sender or Receiver ID), time interval, and other criteria. This can make it easier to
analyze search results that include many records.

You can define the order in which to apply criteria to the search results. For
example, Active Documents could sort search results first by partner name, then
within each partner group by document type, then within each partner group and
document type by time interval, etc.

The Group Result By option is available at all levels of Search.

To group search results
1 In the File, Interchange, or Document tracking data area of the Search page,
select the Group Result By check box.

New fields display below the check box.

2 Use the drop-down lists to specify the order in which to apply criteria to sorting
the list, and to omit criteria from sorting.

For any field you want the sort to ignore, select Consolidate for that field.
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For example, sort 1st by My Address, 2nd by Partner Name, and select
Consolidate for the Time Interval. Your results will be sorted by Partner
Name within My Address.

Search Results

The Search Results page displays the applicable files, documents, or interchanges
based on your search criteria.

Note: Some columns display only in a downloaded file, not in the user interface.

Configure the Search Results Page

You can configure the search results page for each transaction level (file,
interchange, and document). This enables you to display additional data as
columns on a page or in an output file.

To configure the Search Results page
@ 1 On the Search Results page, in the Reports bar, click Configure.

A panel displays the options for the Search Results page.
2 Do the following:

To... Do this . . .

Add a column Click Add Column > select the column > OK. The
column name is added to the list. For example, add a
column for Functional Group Sender and/or Receiver
for document-level searches.

An asterisk (*) after a column name in the Add
Column drop-down indicates that the column displays
only in scheduled reports, not on the search results
page.

A plus symbol (+) after a column name indicates that
the column displays only for search results with a
Status of Incomplete or With Errors.

Remove a column Click the X next to the column name. (The white X
turns red when your mouse pointer touches it.) The
column name disappears from the list.

Move a column Click the column name and drag it to a different place
in the list.

Change the default sorting In the Sort By drop-down list, select a different

method column to use for sorting.

Change the number of In the Lot Size drop-down, select a different number.

results that display on a page

3 Click Submit (for a new search) or Update Saved Search (for a saved
search). Trading Grid refreshes the page.

For a saved search, Active Documents uses the new display settings in future
searches.

To close the panel without submitting or updating, click the X at top right.
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View the Results

From the Search Results page, you can also view

m “Results with More than 1000 Records” on page 441
m “Grouped Results” on page 441

= “View Related Documents” on page 441

m “Drill Down into Data” on page 442

m “Print and Save Results” on page 442

m “Save all Search Criteria” on page 442

Results with More than 1000 Records
For searches that return more than 1,000 results, the system displays the first
1,000 found.

To view the remaining results

1 Click Generate Report above the table. A dialog opens.

2 In the dialog create a scheduled report as described in “Save/Schedule/Send
Reports” on page 460.
Note:

m To view the search criteria without returning to the Search page, click the
View search criteria link at upper right.

m If you use a Specific Date Range in the Time Frame option, you must
select Now in the dialog and generate a one-time report, not a scheduled
report.

Grouped Results

When you use groups to organize large search results, the Search Results page
displays a Count column that lists the numbers of documents found for each
group in the search results.

Click a number link in the Count column to view details for the group of search
returns in that row of the Search Results table.

View Related Documents

If your Trading Grid service supports viewing documents related to the documents
found in a search, use this procedure to view the related documents.

To view related business documents

1 On the Search Results page, click the View Related Business Documents
icon.
The Related Business Documents page opens.

2 To view related documents in a specific document type, click the number link
under the icon for that document type.

For each applicable document type, a table displays basic details for related
documents of that type.

3 To view the process lifecycle or related documents for a document on the page,
use the icons as described in “Drill Down into Data” on page 442.
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Drill Down into Data
To access specific data, in the GXS Ref No. column of the Search Results table:

m For file searches, click a file link to see its processing history and file contents.
m For interchange searches, click the interchange link to view.
m For document searches:

m Click the View Process Lifecycle icon to view document processing
information. See “Transaction Process Lifecycle — Classic” on page 443.

m Click the View Related Business Documents icon to view basic
information about documents related to the document in the Search
Results. See “View Related Documents” on page 441.

Print and Save Results
On the Search Results page:

m To print the results, click Print, then in the dialog that opens click the icon again.
m To save or view the results as a PDF file, click PDF and follow the prompts.

m To save or view the results in an Excel spreadsheet, click CSV and follow the
prompts.

m To view the search criteria that created the results, click the View Search
Criteria link.

Save all Search Criteria

You can save search criteria (also called report query) to use again later so you do
not have to recreate the search.

A saved search and any scheduled report run from that search uses the column
and column ordering preferences in the Configuration (also called Personalization)
panel when you save the search. To set display preferences for a search, see
“Configure the Search Results Page” on page 440.

To save search criteria
1 To save your search criteria for a future search, on the bottom right of the
Search Results page, click Save/Schedule Report.

2 In the dialog that opens, in the Name field type a unique name for the search,
for example, “ABC Inc., 810.”

Note:

m To prevent report duplication, if the search criteria includes a Specific
Date Range, you must select the Now option. This generates an
immediate, one-time report, not a regular scheduled report. See also
“Save/Schedule/Send Reports” on page 460.

m To schedule a regular report based on this search, see “View Scheduled
Reports.”

3 Click Save.
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Transaction Process Lifecycle — Classic

Important: There are two lifecycle displays — “classic” and “new.” The
“classic” is the established Active Documents lifecycle. The other is not a “new”
lifecycle per se, it simply displays the same data in a new, easier-to-navigate
format. You can easily display either lifecycle — see “Enable the “Classic
Lifecycle” Option” on page 443 or “Enable the “New Lifecycle” Option” on
page 452.

Active Documents captures the processing history of files, EDI interchanges, EDI
documents, and XML documents as they pass through various tracking points.

Processing lifecycle details provide information about a specific transaction at key
processing points in each environment. The points that display in the lifecycle
history depend on the path the transaction follows during its lifecycle.

Note: The Transaction Processing Lifecycle can provide visibility into both internal
and Managed Services processes in one view. You may have the option to publish
edge events to Active Documents . Edge events are transactions from a customer’s
internal system, such as SAP (an ERP system).

Enable the “Classic Lifecycle” Option
You can easily toggle between the Classic Lifecycle and the New Lifecycle.
1 Find the transaction to examine. See “Search for Transactions” on page 435.
2 On the Search Results page, in the upper right corner of the listing, click the
(Configure icon).
3 For the Show New Lifecycle View option, select No.

From: | Monday ofthis week > [[00:00 = |

@ Fie " Interchange " Document

‘ Application Reference |

4 Click Submit.
Use this procedure to toggle between the “new” and “classic” lifecycle.

View a Process Lifecycle

To view a process lifecycle
1 Find the transaction to examine. See “Search for Transactions” on page 435.

2 If necessary, “Enable the “Classic Lifecycle” Option” on page 443.

3 On the Search Results page, click the View Process Lifecycle icon.
The Processing Lifecycle page displays the processing history of the file,
interchange, or document.

Icons represent a processing stages that is detailed in a box lower on the page.
The icon displays in the title bar of the processing stage, which is a platform,
translator, application, or other service used to process the transaction.

Hover your cursor over a processing stage icon to display a description of that
processing stage.
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For example, these icons

represent Managed Service Platform > Translation Service >
Managed Service Platform, respectively.

If an icon includes a red box containing an X, that processing stage failed.
To jump to a processing stage, click that icon.

The Processing Lifecycle page includes several sections, depending on the
number of processing stages. Some sections enable you to drill down into the
data. See the links under “Transaction Process Lifecycle — Classic” on

page 443.

Error Information

If the processing lifecycle contains error information for the lifecycle process or a

file, a View List link displays in Error Status section near the top of the page. This
enables you to drill down into information about errors in processing, which could
be an invalid address, decryption error, or others.

The Error Status section might display an Update Status link. To use this
feature, see “Update Error and Event Statuses” on page 444.

To view errors in a lifecycle or file
1 Scroll to the Error Status section. If errors exist, the numbers next to
Lifecycle and New indicate the quantities of error of that type.

Error Status: Lifecycle 1 [ New-1] (;‘;'iew Lis:>

This File Mo error

2 To view error information, click View List.
The Specific Errors List popup displays error information for the lifecycle or file.

Specific Errors List

Error Code ¥ Error Source = Error Text -

503 Al Conditional Error- Required (at least one must be present)- DTM_6_02_373,
DTM_6_03_337, DTM_6_05_1250 Tag in Error: DTM_6~ ~DTM_6_02_373

506 AL Attachment Error#- 993 - , On- LOGANo850FFbs.att - Target Error Within
Attachment- ECSCAplRec.att

UNKNOWN AL Al Session Failed - Al translation bypassed

« Previous 5 Items 1 to 3 of 3 Next 5 » View [s .| items per page

3 After viewing information, click the X at top right to close the popup.

Update Error and Event Statuses

The Error Status section near the top of the Processing Lifecycle might display
status information about errors and events for the transaction. After correcting an
issue, you can update the status.

Extended events are processing events that occur on the customer side of
processing outside of GXS and that the customer company publishes to GXS. Active
Documents displays the information, such as status, in the Processing Lifecycle, if
you subscribe to the Extended Event service.

GXS events are processing events that occur at GXS.
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Trading Grid reconciles one type of event against the other to ensure that

processing is fully audited and to report issues. Trading Grid might determine that
an unreconciled transaction between GXS and a customer cannot recover without
action. When this occurs, Active Documents displays status information and status
update options on the Processing Lifecycle page for the transaction. Statuses are:

Status Description

Unresolved Errors occurred in processing the transaction on the customer side.

Unreconciled Trading Grid did not receive all events for processing the transaction.

Resolved Errors on the customer side or an unreconciled event status on the
customer or GXS side have been corrected, and the status updated.

Reconciled Trading Grid received all events for the file transfer.

To view and update an error or event status
1 Scroll to the Error Status section. For example:

Error Status: Lifecycle No error

This Fle Mo error Unresolved Extended Errors :/\U[;-da:e Statu /\

2 View the information and edit a status as needed. Statuses and actions are:

Status Action

Unresolved After correcting errors on the customer side of processing, to

Extended Errors update the status to Resolved, click Update Status. This
clears this condition from the Active Documents Dashboard.

Resolved Extended If errors remain on the customer side of processing, to

Errors update the status to change it back to Unresolved, click
Update Status.

Unreconciled Trading Grid received extended events from the customer

Extended Event but not GXS events for the transaction. After correcting the

issue, to update the status to Resolved (not to Reconciled),
click Update Status. This clears the condition from the
Active Documents Dashboard.

Unreconciled GXS Trading Grid received GXS events but not extended events
Event from the customer for the transaction. After correcting the
issue, to update the status to Resolved (not to Reconciled),
click Update Status. This clears the condition from the
Active Documents Dashboard.

Resolved Extended If extended events remain unreconciled with GXS events, to
Event change the status to Unreconciled, click Update Status.

Resolved GXS Event If GXS events remain unreconciled with extended events, to
change the status back to Unreconciled, click Update
Status.

After clicking the link, a popup asks if you want to change the status.

3 To change the status as described in the popup, click OK.

4 The status description updates — for example, Unresolved Extended Errors
changes to Resolved Extended Errors. The Update Status link remains, in
case you want to change the status back.
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Status Alerts

If your company subscribes to the Status Alert Service, the Processing Lifecycle
provides a Status Alerts summary below the top section of the page. Status Alerts
allow customers to optionally receive status alerts for their inbound and outbound
transactions at different points, as the transactions are processed on the Active
Documents platform and delivered to their trading partners.

Status alerts

m Provide status information about transaction processing, which includes
information about processing events that might require action.

s Communicate transaction events to your backend system and send emails for
events that may require immediate attention or action.

m Are defined by the Community Administrator. If your company does not
subscribe to this service but would like to, see your Community Administrator or
GXS Representative.

Like the Error Status summary described in “Error Information” on page 444, the
Status Alerts summary links to details about the status alerts through your Active
Documents Dashboard.

The lifecycle displays only the most recent report for a status type.

Client: GXS AS1

Sender: AS2 to GP Test Address Receiver: AS?2 to GP Test Partner
GXS _BIN AS2E2ETEST1

Sender Ref: 1403192213290E App Ref: *BINARY

GXS Ref No: F-4184324

Direction: QOUTBOUND

ifecycle No error
This File  No error

- Event Type | Status Time |Status File 5

@ accepied — ‘Wednesday March 192014 F4T8A33L.
22:13:11 GMT

@ mailboxed Wednesday, March 19, 2014 F-4184326 ;
22:13:11 GMT

@ extracted Wednesday, March 19, 2014 F-4184325;
22:13:14 GMT

@ recervedbp F-4184329 ;

@ Positive Alert Ia Negative Alert

The Status Alerts section of the Processing Lifecycle displays:
m Statuses of key events in transaction processing.

m Green icons for positive event statuses (events that occurred within the
configured time period).
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m Red icons for negative event statuses where either (error occurred event has not
occurred within configured time period) .

= An error event occurred.
m A specific event has ot occurred within configured time period.

For example, a red icon for a mailboxed event might mean that the event was
rejected or that the event wasn't received before a specific period of time
expired.

= Time of event status.

m Link to view details of the status alert.

To view information about a status alert, click its link in the Status File column.
Possible Event Types, depending on your implementation, can include:

Status Description

accepted The file was received by Active Documents from the
trading partner's system. This is the starting point
for all flows.

mailboxed Active Documents mailboxed the translation output file for

delivery to the trading partner. Not used if the Translated
status is in the same lifecycle.

tgmsmailboxed The file was sent to the Trading Partner via Trading Grid
Message Services (TGMS).

extracted Trading partner extracted the file from the mailbox or
interconnect.

tgmsextracted The file was received by the Trading Partner via Trading
Grid Message Services (TGMS).

receivedbp Received by my Partner. The file/document was delivered

to the trading partner's destination.

receivedfp Received from my Partner. The file/document was
delivered to my destination.

FA Information

The Processing Lifecycle page might display Functional Acknowledgement
information.

Acknowledgment Codes are as follows:

m A — Accepted m R — Rejected

m E — Accepted with errors m W — Rejected; assurance failed validity tests

m M — Rejected; message m X — Rejected; content after decryption count
authentication code failed not be analyzed

m P — Partially Accepted; at least
one transaction set rejected

Managed Service Platform Data

Multiple Managed Service Platform entries might exist because transactions can
pass through the Managed Service Platform at different stages of processing.

For example, in a transaction with no errors:
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s Managed Service Platform routed file to a translator. (See also “Translation
Information” on page 448)

m Translated output entered another Managed Service routing cycle for
transmission to the recipient.

TGMS Data

Trading Grid Messaging Service (TGMS) enables data exchange with your partners.
It manages your inbound and outbound transactions.

As with Managed Services, multiple Trading Grid Messaging Service sections might
exist because transactions can pass through the TGMS as well as Managed
Services at different stages of processing.

This section displays when the transaction was received and mailboxed, for
example.

Other processing stages might also display, such as a Trading Grid Message Service
Mailbag section, when a collection of files are going to a Trading Partner via a third
party.

Communication Sections
A processing lifecycle can display different types of communication information.

Depending on your communication setup, the Processing Lifecycle page might
include sections that display data exchange information. They might include any of
the following protocols or standards, depending on your Trading Grid service.

AS2 FTP/SFTP SAP ALE
AS3 X.400 OFTP
IFTP SMG HTTPS
POP3 SMTP

As with Managed Service Platform and Trading Grid Messaging Service, the
lifecycle might include multiple communication sections, depending on the
processing that occurs.

If a Trading Grid Communication section displays, it is likely because your service
processes files through the BizManager communication application at GXS. This is
indicated by text in the title, for example, Trading Grid Communication
(BizClientSendsFile).

Extended Event Data

Extended events are processing events that occur outside of GXS and that your
company publishes to GXS. If you subscribe to the Extended Event service, the
Processing Lifecycle page displays extended event data.

Event data can include, for example, an IDOC number, status information, and SAP
Client identifier.

Translation Information

The Translation section might include a link to the TGTS application, where you can
drill down into the translation issue.
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The Trading Grid Translation section of a Processing Lifecycle describes the
translation input and output and includes original and formatted input and output
files, when available.

To view translation data and files
1 Next to the Session # at the top, click the Data and Models link to open a

popup. .
The Translation Session information appears.
It displays:

m Translation Session Number

m Translation Instance, which might identify a group of files passed to the
translator

m Links to view Original and Formatted input and output files from
translation.

m Links to view a business view spreadsheet of output files.

m Names of translation models and attachments, if any, in the translation
session

m Option to reprocess files
m Option to download XIF files
2 To view or save an original or formatted input or output file from translation,
click the appropriate link, then in the dialog click Open or Save.

3 To view a business view spreadsheet of output files, in the Output Files
section, click the CSV link.

4 (GXS only) To reprocess the file through the translator again, in the Reprocess
section, click Reprocess, or to reprocess and generate a trace file, click
Reprocess with Trace on. The trace log file displays in the Translation
section.

5 (GXS only) To view an XIF file (XIF_< Translation Session Number=), in the XIF
Files section, click Download, then open or save the XML file in the usual
manner.

To view details for translator inputs or outputs
1 In the Translation section, next to Translation Input or Translation
Results, click a link to view files, interchanges, or documents.

2 View the information.
3 Do any of the following.

m On a List Files page, to drill into the processing lifecycle for each linked file,
click the file link. You can download the file, if available.
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m On a List Unlinked Files page, click the download link to open the
Unlinked Files Download dialog, then click the Download link for Original
File or Formatted File.

Note: For a raw text file, use Original File. For a text file with line
breaks where delimiters exist, use Formatted File. (Availability
depends on original document.)

Note: You cannot drill down into life cycle detail for unlinked files
because metadata is not available.

= On a List Interchanges page, click a link under GXS Ref No to return to
the Process Lifecycle page.

= On a List Documents page, in the GXS Ref No column, click one icon to
return to the Process Lifecycle page, or click the other icon to view related
documents for the document in that row. An icon key displays on the page.

m To view or download the list as a PDF or CSV file, click that link at top right.
= To print the list, click the Print icon at top right.

4 If the Translation Results section includes a Bypass Files row, you can click
the Download link in that row to view and download bypassed files for the
translation.

Applicable Related Documents

To view documents related to the process lifecycle, click the View Related
Business Document(s) link above the processing stages icons.

To view related business documents
1 On the Processing Lifecycle page, click the View Related Business
Document(s) link above the navigation icons.

A new page opens.

2 To view related documents in a specific document type, click the number link
under the icon for that document type.
For each applicable document type, a table displays basic details for related
documents of that type.

3 To view the process lifecycle or related documents for a document on the page,
use the icons as described in “Drill Down into Data” on page 442.

Audits and Notes

Use this procedure view audit information, such as a record of email notifications,
status updates, and other activity for the processing lifecycle.

In a future release, status updates will include statuses updated in OM.

To view audits and notes for a lifecycle
1 To view audits and notes for a lifecycle, at the top of the Processing Lifecycle
page, click the View Audits & Notes link. Or, scroll down to the Audit
Messages & Notes section.

The Audit Messages & Notes title bar displays.

Trading Grid Online User Guide 450



ACTIVE DOCUMENTS CLASSIC

OPENTEXT T1ransaction Process Lifecycle — New

2 Under the Audit Messages & Notes title bar, click View Audits & Notes. (If
no button displays, click the Audit Messages & Notes title bar to display the
button.)

A table displays any current audit messages or notes.
Information includes from left:

m Type of entry (for example, Audit of an email notification, or Note
generated by the system or a GXS technician)

m Author of the entry
m Date the entry was created

m Details of entry (for example, email notification sent, or a status change in
the lifecycle)

3 To view an email notification — for example, confirmation that a file was sent —
click its Show Email link. Author is Notification Email.

A copy of the email displays in a box. Click Close to close it.
4 To view other pages in a long list, or to change the number of rows that display
on a page, use the controls below to list.

5 To exit Audit Messages & Notes, click the Processing Lifecycle title bar. That
section displays.

Print a Processing Lifecycle Page

To print a lifecycle page, click the Lifecycle PDF Download icon at top right.

Transaction Process Lifecycle — New

451

Important: There are two lifecycle displays — “classic” and “new.” The “classic”
is the established Active Documents lifecycle. The other is not a “new” lifecycle per
se, it simply displays the same data in a new, easier-to-navigate format. You can
easily display either lifecycle — see “Enable the “New Lifecycle” Option” on

page 452 or “Enable the “Classic Lifecycle” Option” on page 443.

Active Documents captures the processing history of files, EDI interchanges, EDI
documents, and XML documents as they pass through various tracking points.

Processing lifecycle details provide information about a specific transaction at key
processing points in each environment. The points that display in the lifecycle
history depend on the path the transaction follows during its lifecycle.

Note: The Transaction Processing Lifecycle can provide visibility into both internal
and Managed Services processes in one view. You may have the option to publish
edge events to Active Documents . Edge events are transactions from a customer’s
internal system, such as SAP (an ERP system).

Trading Grid Online User Guide



ACTIVE DOCUMENTS CLASSIC B
Transaction Process Lifecycle — New

Enable the “New Lifecycle” Option
You can easily toggle between the Classic Lifecycle and the New Lifelcycle.
1 Find the transaction to examine. See “Search for Transactions” on page 435.
2 On the Search Results page, in the upper right corner of the listing, click the
(Configure icon).
3 For the Show New Lifecycle View option, select Yes.

GXS Ref No

Partner Name
Sender
Receiver
Document Type
Primary Key

Created Date and Time

Add Column | Applicstion Reference * v ﬁ‘
Sort By [ GXS RefNo v]

Lot Size

Show New Lifecycle View ® ves () No

4 Click Submit.
Use this procedure to toggle between the “new” and “classic” lifecycle.

View a Process Lifecycle

To view a process lifecycle
1 Find the record to examine. See “Search for Transactions” on page 435.

2 “Enable the “New Lifecycle” Option” on page 452.
3 On the Search Results page, click the View Process Lifecycle icon.

By default, the Item Details section of the Processing Lifecycle displays. The
Summary Information section of the page shows the processing history of
the file, interchange, or document.
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When you scroll down on the page, the next section is the Lifecycle Details
that lists all of the processing steps for the transaction, translator, application,
or other service used to process the transaction.

perations Center = Transaction Manager = Reports
§ Reports
—
Lifecycle Details
Frocessing Steps (8) Efrors (0} Input & Output Files
Expand All ] Collapse All
Activity Step Start Date & Time

Thursday,

Active Application 1 () New September 25, 2014
11:51:00 GMT
Thursday,

IMiessaging Service 2 @ TGMS Acceptance September 25, 2014
11:50:36 GMT
Thursday,

Messaging Service 3 (») TGMS Routed September 25, 2014
11:50:36 GMT
Thursday,

Communication 4 () IFTPFile Received September 25, 2014
11:50:37 GMT
Thursday,

Active Application 5 () Translation September 25, 2014
11:50:50 GMT
Thursday,

IMiessaging Service [} @ TGMS Acceptance September 25, 2014
11:51:00 GMT
Thursday,

Messaging Service 7 (») TGMS Mailboxed September 25, 2014
11:51:10 GMT
Thursday,

Active Application 5 () sent September 25, 2014
11:51:10 GMT

Step name. For example,

End Date & Time

Thursday,
September 25, 2014
11:51:00 GMT

Thursday,
September 25, 2014
11:50:36 GMT

Thursday,
September 25, 2014
11:50:36 GMT

Thursday,
September 25, 2014
11:50:37 GMT

Thursday,
September 25, 2014
11:51:00 GMT

Thursday,
September 25, 2014
11:51:08 GMT

Thursday,
September 25, 2014
11:51:10 GMT

Thursday,
September 25, 2014
11:51:10 GMT

v

v

Status

Completed

Completed

Completed

Completed

Completed

Completed

Completed

Completed

To see what occurred during a processing stage, click the icon preceding the

AMPPILAlUL P o s
Senvice Reference: 3618804181901379

lManaged Senices Platform 2 -‘ I Translation 04/09/14 03:23:06 EDT 04/09/14 03:23:07 EDT

= Step Information

File Context Information Input Summary Output Summary

GXS RefMo: F-4504899 File Size: 2480 Instance: TGOAIBridge UDF File Count: o
Sender; THOMPSON UDF File Counl ] Session Mumber. 021080 UDF Document Count. - 0
Recajver; CIRCITY UDF Document Count. 0 Status; COMPLETED EDI File Count: 1
Sender Referance: 201412107 EDIFile Count: 1 Terminated File Count. 1
Application Referance: Interchiange Count: i1 Interchange Count 1 h
Service Reference: 3618804181001379 EDI Document Count: 1 ED! Document Count: 1

Note that you download files in different formats. Select
= Original File to download the file without any formatting.
s Formatted File to download the file with line breaks inserted.
m PDF File to download the file in PDF format.
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m CSV File to download the file in a spreadsheet format.

Click the Lifecycle Content tab to see a hierarchy of all the files and
documents involved in this one lifecycle.

In this example, you can “drill down” by clicking on a file name. This file has

one interchange.

F-4504890 THOMPSON CIRCITY 201412107 D4/02114 03:23:02 EDT 021080
L} Interchange (1) for F-4504899
Cligk on a row to list the content.
B Columns Settings Exporl =
GXS Rel No « Sender - Receiver Interchange Control Mumber Tracking Date & Time Production/Test Flag
1-425974 m ZZTHOWPSON ZZCIRCITY 201412107 04/09/14 03:22:07 EDT T
And then, drill down further by clicking on the Interchange. This interchange
has one document.
1425974 ZZTHOMPSON ZZCIRCITY 201412107 04/09/14 03:22:07 EDT T
Ly Document (1) for 1-425074
B Columns Settings Expor *
GXSRefNo = Partner Name * Sender Receiver Document Type Primary Key Tracking Date & Time:
D-1081944 Thomé&son ZZTHOMPSON ZZCIRCITY 850 PO0S 04/09H4 03:23:07 EDT

You can personalize this page, or the various sections of the page, by selecting

or rearranging columns. Click Column Settings and make your selections.

Error Information
If the processing lifecycle contains error information for the lifecycle process for a

file. This enables you to drill down into information about errors in processing,

which could be an invalid address, decryption error, or others.

The error section might display an Update Status link. To use this feature, see
“Update Error and Event Statuses” on page 444.

To view errors in a lifecycle or file
1 On the Processing Lifecycle page, click the Item Details tab.

The total number of errors appear in the Lifecycle Details section.

= Lifecycle Details

Processing Steps (4) Errors (1)

Expand All | Collapse All

Activity
Managed Services 1
Flatform
Managed Services 2
Platform
Managed Services 3
Flatform
Managed Services 4
Platform

Step

Translation

Enterprise Acceptance

Enterprise Extracted

Enterprise Acceptance

Start Date & Time

17109114 12:04:52
EDT

17109114 12:05:01
EDT

1710914 12:05:01
EDT

17109114 12:05:00
EDT

End Date & Time

17109114 12:04:59
EDT

17109114 12:05:01
EDT

17109114 12:05:01
EDT

17109114 12:05:00
EDT

A SR RN

Status

Completed

Completed

Completed

Completed
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2 To view error information, click the Errors link.
The applicable error information displays.

Status Alerts

If your company subscribes to the Status Alert Service, the Processing Lifecycle
provides a Status Alerts summary. Status Alerts allow customers to optionally
receive status alerts for their inbound and outbound transactions at different
points, as the transactions are processed on the Active Documents platform and
delivered to their trading partners.

Status alerts

m Provide status information about transaction processing, which includes
information about processing events that might require action.

s Communicate transaction events to your backend system and send emails for
events that may require immediate attention or action.

m Are defined by the Community Administrator. If your company does not
subscribe to this service but would like to, see your Community Administrator or
GXS Representative.

Like the Error Status summary described in “Error Information” on page 444, the
Status Alerts summary links to details about the status alerts through your Active
Documents Dashboard. The lifecycle displays only the most recent report for a
status type.

The Status Alerts section of the Processing Lifecycle displays:
m Statuses of key events in transaction processing.

m Green icons for positive event statuses (events that occurred within the
configured time period).

m Red icons for negative event statuses where either (error occurred event has not
occurred within configured time period) .

= An error event occurred.
m A specific event has not occurred within configured time period.

For example, a red icon for a mailboxed event might mean that the event was
rejected or that the event wasn’t received before a specific period of time
expired.

m Time of event status.

m Link to view details of the status alert.

To view information about a status alert, click its link in the Status File column.
Possible Event Types, depending on your implementation, can include:

Status Description

accepted The file was received by Active Documents from the
trading partner's system. This is the starting point
for all flows.

mailboxed Active Documents mailboxed the translation output file for
delivery to the trading partner. Not used if the Translated
status is in the same lifecycle.
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Status

Description

tgmsmailboxed

The file was sent to the Trading Partner via Trading Grid
Message Services (TGMS).

extracted

Trading partner extracted the file from the mailbox or
interconnect.

tgmsextracted

The file was received by the Trading Partner via Trading
Grid Message Services (TGMS).

receivedbp

Received by my Partner. The file/document was delivered
to the trading partner's destination.

receivedfp

Received from my Partner. The file/document was
delivered to my destination.

FA Information

The Processing Lifecycle page might display Functional Acknowledgement

information.

Acknowledgment Codes are:

m A — Accepted
m E — Accepted with errors

m M — Rejected; message
authentication code failed

m R — Rejected
m W — Rejected; assurance failed validity tests

m X — Rejected; content after decryption count
not be analyzed

m P — Partially Accepted; at least
one transaction set rejected

Managed Service Platform Data

Multiple Managed Service Platform entries might exist because transactions can
pass through the Managed Service Platform at different stages of processing.

Expand All | Collapse All
Activity

Managed Services
Flatform

Managed Services
Flatform

Managed Services
Platform

Managed Services
Flatform

Step Start Date & Time End Date & Time Status
Translation ég—?—gﬁ4 12:04:52 ég—?—gﬁ4 12:04:59  Completed
Enterprise Acceptance ;E_?_QIH 12:05:01 ;E_?_QIH 12:05:01 «" Completed
Enterprise Extracted ;E_?_QIH 12:05:01 ;E_?_QIH 120501 & Completed
Enterprise Acceptance 17/09/14 12:05:00  17/09/14 12:05.00 + Completed

EDT EDT

For example, the translated output entered another Managed Service routing cycle
for transmission to the recipient.

TGMS Data

Trading Grid Messaging Service (TGMS) enables data exchange with your partners.
It manages your inbound and outbound transactions.

As with Managed Services, multiple Trading Grid Messaging Service sections might
exist because transactions can pass through the TGMS as well as Managed
Services at different stages of processing.
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Other processing stages might also display, such as a Trading Grid Message Service
Mailbag step, when a collection of files are going to a Trading Partner via a third

party.

Communication Sections
A processing lifecycle can display different types of communication information.
Depending on your communication setup, the Processing Lifecycle page might

include sections that display data exchange information. They might include any of
the following protocols or standards, depending on your Trading Grid service.

AS2 FTP/SFTP SAP ALE
AS3 X.400 OFTP
IFTP SMG HTTPS
POP3 SMTP

As with the Managed Service Platform and Trading Grid Messaging Service, the
lifecycle might include multiple communication sections, depending on the
processing that occurs.

Extended Event Data

Extended events are processing events that occur outside of GXS and that your
company publishes to GXS. If you subscribe to the Extended Event service, the
Processing Lifecycle page displays extended event data.

Event data can include, for example, an IDOC number, status information, and SAP
Client identifier.

Translation Information

The Trading Grid Translation section of a Processing Lifecycle describes the
translation input and output and includes original and formatted input and output
files, when available.

Applicable Related Documents

To view business documents related to the process lifecycle
1 On the Processing Lifecycle page, click the Related Business Document(s)

tab.
A list of related documents display.
Search Resulls » F-4504505 » . Lifecycle Content: D-1091944 Start & Meéw Seorn
Lifecycle Content ffem Details | Related Business Documents
e e e e e !
382 Documents Found
& Columns Seftings Expoit ¥ items PerPage: 125 [ ] 203 lalls]l v w | 1-2500382tems
GXS Refho = Pariner Name Sender Recefer Document Type Primany Key Tracking Date & Time

D-1090876 ThomBson ZZTHOMPSON IZCIRCITY 850 POOR 09/06/14 02:16:23 EDT
D-1080882 Thomé&son ZZTHOMPSON ZZCIRCITY 850 PO08 10/06M4 06:21:07 EDT
D-1080890 Them&son ZETHOMPSON ZZCIRCITY 850 PODE 12006114 02:20.00 EDT
D-1080807 Thom&son ZZTHOMPSOM ZZ.CIRCITY 850 FOO8 17/06/14 05:15:16 EDT
D-1080915 Themason ZZTHOMPEON ZZOIRCITY 850 PO0E 19/06/14 0254:01 EDT
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2 To see, for example, related documents in a specific document type, at the top
of the list underneath the Document Type heading, enter the document type
such as 850.

You can filter the list by typing values in the boxes underneath some of the
column headings.

Audits and Notes

View audit information, such as a record of email notifications, status updates, and
other activity for the processing lifecycle.

To view audits and notes for a lifecycle
1 Scroll down to the Audit and Notes section, and if necessary, expand the
section.

A list of Audit messages and notes displays, showing the

m Type of entry (for example, Audit of an email notification, or Note
generated by the system or a GXS technician)

m Author of the entry

m Date the entry was created

m Details of the entry

m Whether or not a notification was sent

2 To view an email notification — for example, confirmation that a file was sent —
click its View link.

A copy of the email displays. Click Close to close it.

Scheduled Reports

Standard Reports

Active Documents provides several traditional document tracking reports.

s Map Usage Report — Retrieve a summary of activity related to a specific
translation map or all maps. Includes the numbers of started, completed, and
failed sessions.

m Outstanding Issues Report — List of unacknowledged documents with an
issue assigned to them. GXS Global Support Services (GSS) assigns an
outstanding issue to an outbound transaction when the trading partner fails to
acknowledge the transaction. GXS notifies the client via the ISSUES log, and FA
tracking for that document for that trading partner ends.

s Do Not Track Report — List of trading partners that have a Do Not Track rule
for FA tracking. If some trading partners do not have the capacity (or
continuously fail) to send FAs, they can be put on DO NOT TRACK status so that
Active Documents does not provide FA tracking services for those trading
partners.
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s Outbound (and Inbound) Reconciliation Reports — Reconciliation reports

enable you and GXS Support to audit inbound and outbound transactions and
identify transactions not fully processed on the GXS service.

You can generate these reports on demand or schedule them.

Create a Standard Report

To create a Standard Report

1
2
3

Click the Reports tab.
On the left side of the page, click Standard Reports.

In the list that opens, select a report type. (Map Usage Report is selected by
default.)

On the Search page, define the content of the search and report.
Or, use a previously saved search.

a In the Select Saved Searches list, select a search name and click OK.

The system displays the stored criteria.
b Make any needed changes.
c Click Search. The search results display.
Note: For Outbound and Inbound Reconciliation Reports:
m For the List All/Exceptions option, select All to report all input/output
files, or Exception to report only those with errors.

m Be sure to select the File or Document radio button. It determines
your options in the bottom section of the dialog.

m In the bottom section, deselect any Exception conditions that are not
applicable or that you do not want in the report.
Click Schedule. A dialog opens.
Enter the data as described in “Save/Schedule/Send Reports” on page 460.

Click Save.
The system adds the schedule to the Scheduled Reports list. If you selected
Now in the dialog, the system generates this as a one-time report.

Create a TGMS Report or 1-Time only Report

1
2
3

459

Click the Reports tab.

If the Search page is not displayed, on the left side of the page, click Search.
On the Search page, define the content of the search and subsequent report.
Or, use a previously saved search for the report.

a In the Select Saved Searches list, select a search name and click OK.
The system displays the stored criteria.
b Make any needed changes.
c Click Search. The search results display.
Click Save/Schedule Report. A dialog opens.
Use the dialog as described in “Save/Schedule/Send Reports” on page 460.
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After completing and saving the dialog, the system adds the schedule to the
Scheduled Reports list.

Note: If you selected Now in the dialog, the system generates this as a one-time
only report. To see it, go to the Delivered Reports page. It does not display on the
Scheduled Reports page.
6 To view a list of reports or a specific report, see:

m “Transaction Process Lifecycle — New” on page 451

m “Delivered Reports” on page 462
m “To download reports” on page 463

Save/Schedule/Send Reports

Use this procedure to save and schedule a report and optionally email it to
contacts.

Note: To generate a one-time report, you must create a schedule for the report.
1 If you clicked Save/Schedule or Schedule after creating a report, a dialog
opens.
2 Do one of the following:
m To overwrite a saved search (report) with the new search, select the
Overwrite the saved search narmme option.

m To save the search as a new search, select the Save as a new search
option, and in the Name field type a unique, meaningful name for the new
search. If you used an existing search to create the new search, the
existing search stays in the system.

Note: In either case, the name you enter becomes the Report Name in the
Scheduled Reports and Delivered Reports lists.

3 To save any of the above changes to an existing report, but not change the
schedule, click Save. Otherwise, continue.

4 To schedule the report, select the | want to schedule this report check box.
Important: Do this even for one-time reports.

The dialog displays controls for scheduling and Report Format.

5 Do one of the following:
m For a regularly scheduled report, select the option Daily, Weekly, or
Monthly, then enter the day or date and time for the report schedule.

m For an immediate, one-time report, select the Now option. (If the search
uses a Specific Date Range, only Now is available.)

Note: You can also generate a regularly scheduled report
immediately. See “To immediately generate a scheduled report” on
page 462.
6 Select the Report Format.
7 To send the report to another person as an email attachment,
a Select the Send this report as an email attachment option. Fields for
email recipients display:
m Available Contacts in Trading Grid.
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m Available Users in your organization.

b Hover your cursor over an email address for information about the contact
or user.

In the lists:

m Select the applicable person (for multiple persons, hold down the Ctrl
key and select persons), then click Add. The addresses display at right.

m To select all in a list, click Add All.

m To remove entries from a list, select them as above and click Remove,
or click Remove All.

Note: If you do not see the contact that you want, have your
Company Administrator add that person as a Trading Grid Online user or
Trading Grid Online service contact via the Trading Grid Online Account
Manager.

¢ Some users may see an Additional Recipients field. If so, you can
specify email addresses not in either list. Separate addresses with a
comma.
8 For Managed Services (MS) users, if you don’t distribute the report by email,
and your company is configured in Managed Services, select the Send this
report via the Managed Services Platform option.

sender |
Receiver |

Application Ref |

Active Documents sends the report to a mailbox on a Managed Services Platform
enterprise machine. Either of the following are possible:

m Users with access can access the machine by FTP and download the
report.

m The mailbox can forward the report to another machine or service that
makes it available to users.

9 For TGMS users, if you don't distribute the report by email, and your
company is configured in Trading Grid Message Services, select the Send this
report via TGMS option.

B ¥ send this report via TGMS i

Mailbox ADW2ES01-10 4
Sender

Receiver !
|
|

Application Ref

10 New fields display to route the report file. Enter data into these fields; 'they are
required. For field information, see the “Glossary” on page 464.

Note: All three values must be valid identifiers configured in Managed
Services or Trading Grid Messaging Services. For help, contact your system
administrator.

11 Click Save and close the dialog.
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View Scheduled Reports

To view the Scheduled Reports list
= On the left side of the page, click Scheduled Reports.
The Scheduled Reports page opens.

To see the current schedule for a report, in the Report Name column, click the
applicable report name.

Note: If the Report Name is not a hyperlink, the report is a one-time report
previously executed.

Change/Generate/Delete a Report Schedule

To change a report schedule
1 On the left side of the page, click Scheduled Reports.

2 In the Report Name column, click the applicable report name.
3 In the Save or Schedule dialog that opens, view or change information.
4 Click Save.

To immediately generate a scheduled report
1 On the left side of the page, click Scheduled Reports.

2 Find the applicable report in the list.
3 In the Execute Once column, click Execute for the report.

The system adds a one-time report to the Scheduled Reports list with the same
name, along with ONCE and the current date and time.

Note: Many users delete one-time reports. Select the report check box, then
click Delete.

4 Click Delivered Reports to view the report.

To delete scheduled reports
1 On the left side of the page, click Scheduled Reports.

2 In the View drop-down list at top, click Only my reports. The list refreshes.
3 Click the check box(es) in the row of the scheduled report(s) to delete.
4 Click Delete.

Delivered Reports

Delivered Reports are Scheduled Reports, including one-time reports, generated by
the system.

To view a list of delivered reports
= On the left side of any Active Documents page, click Delivered Reports.

The Delivered Reports page opens.
On the Delivered Reports page,
The list shows the following for each generated report.
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= Name of the report (click the name link to open the report)
m Report format (for example, PDF)

m Date and time the report was generated

s Name of user who created/scheduled the report

m Report status, such as New, Read, Processing, or Failed
m Report ID (click link to view audit log for the report)

Download Reports

To download reports
1 Inthe Delivered Reports list, find the row containing the latest version of this
report.

2 In the Report Name column, click the name of the report. (Status cannot be
Processing.)

3 Follow the prompts to open (or save) the report.

View Audit Logs

To view the Audit Logs

An audit log for a delivered report includes information such as who received the
report and when. A log is available only if Active Documents emails the report to
recipients.

1 In the Delivered Reports list, find the row containing the latest version of this
report.

2 In the Report ID column, click the link for the report. A dialog displays audit
information, such as who received the report.

Audit Log for report "TemP_Report’ - 10/01/2013 | 01:14:38 GMT - 503074 =
‘Audit Date & Time (GMT) ‘Audit Item |Recipient |Sender |App|icatinn Ref |Status |Additi0na| Information
| 2013-10-01 01:17:54.0 | Email Delivery [ £ sya s - itukula@gxs.com SENT
| 2013-10-01 01:17:56.0 [ Email Delivery |[ = s eddy@gxs.com SENT
| 2013-10-01 01:18:03.0 [ Email Delivery |[ s4%y@gxs.com SENT
| 2013-10-01 01:18:11.0 [ Email Delivery || seress s ser@gmail.com SENT
[ 2013-10-01 01:18:24.0 [ Email Delivery |[ y% retiy 2iiyahoo.com SENT
| 2013-10-01 01:18:24.0 [ Email Delivery || Sussrs vasquez@gxs.com SENT
k -

Retention Period
Active Documents deletes delivered reports after 45 days.

Delete Delivered Reports

To delete a delivered report
Delete it from the Scheduled Reports list — see “To delete scheduled reports” on
page 462.

Many users delete one-time reports.
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Al See Translation.
Al Bridge See Translation Instance

Al Session Number

See Translation Session Number.

Application Reference

An application identifier used in file or message routing, assigned by GXS during
the implementation process. Application Reference 1Ds might identify a particular
system, process, recipient, or data type. The value might also be blank, such as
for inbound data moving from the GXS network into the first Managed Services

routing cycle. This identifier is usually unique to a specific process, data type, or
trading partner.

AS2 A data transport protocol designed to provide secure and reliable file transfer
over the Internet. AS2 communication activity is reported on the Managed
Services Dashboard.

CFTP Bridge Connect-Out FTP Bridge. A Managed Services connection point that can use

standard FTP connections to pass data to (or pull data from) a remote host.

Client Address

See Partner Address.

Communication Type

The communications protocol, standard, or interface used to submit the
transaction to the Trading Grid.

Control Number

Interchange Control Number of the data coming in or going out. It is a number
assigned by EDI systems to various structural levels of an EDI file for the purpose
of verifying data integrity.

COS Bridge

Connect-Out Service Bridge. A Managed Services connection point that can pass
task parameters to a user's program, UNIX shell script task, or NT command file.

Created Date and Time

Date and time that the transaction was created.

Delinquent Acknowledgment

See Late Acknowledgment.

Delivered Report

A scheduled report extract or a standard Managed Services report generated on
a scheduled basis.

Direction Direction (inbound or outbound) of data movement from the perspective of the
GXS customer (associated with the My Address field), not the customer’s
partner (associated with Partner Address).

Document An electronic business document, typically in EDI format.

Document Type

A code in EDI that identifies a specific type of EDI document, for example, 810 or
INVOIC. In this field in Search, enter the identifier of a document type to return
only documents of that type. To search for documents of multiple types, separate
the types with commas.

EDI Electronic Data Interchange. A standardized data structure for exchanging
business documents electronically.
Enterprise See Managed Services platform.

Extended events

Events that occur outside of GXS which the customer publishes to GXS. For
example, your backend system might detect that a file failed to reconcile and
reports that information to GXS.

Extracted Status or event type in some implementations. Indicates that the trading partner
extracted the document from the mailbox or interconnect.
File A data file moving through the Managed Services environment.
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Functional Group Refers to a structural level of an ANSI X12 EDI-formatted file that contains a
document (or documents) of a particular document type. GXS Ref Num - a
unigue number created by the Managed Services platform to track EDI
interchanges, EDI documents, and files.

Functional Group Control Number | A number assigned by EDI systems to the functional group header and trailer
segments of an EDI file for the purpose of verifying data integrity. Typically
applies only to ANSI X12 formatted data.

Functional Group Type A two-digit code found in the group header segment of an ANSI X12 EDI-
formatted file that identifies the type of business document it contains.

Group See Functional Group

GXS Ref No. A unique number created by the Managed Services platform to track:

m Transmission files — preceded by F-
m EDI interchanges — preceded by I-
EDI groups

EDI documents — preceded by D-
XML documents — preceded by U-

m Trading Grid Messaging Service transactions
On the Search page, the GXS Ref Num is a quick way to access lifecycle
processing information.

ICS (Interchange Services) Former name of a GXS value-added network service that manages the electronic
exchange of business documents between trading partners. ICS might appear in
an error message.

IFTP A file transfer protocol with enhanced scripting used to create automated, robust
and reliable File Transfer Protocol operations. IFTP communication activity is
reported on the Managed Services Dashboard.

ILOG Number Input Log Number, assigned by the Trading Grid for tracking purposes and
uniquely identifies a file transmitted by the Sender. An ILOG is an 11-digit
number, based on the combination of the month, day, Greenwich Mean Time,
and the decimal fraction of the hour.

Inbound data Data being received by your company.

Input File(s) The file(s) that are used as the source data during a translation session.

Interchange Refers to an EDI-formatted file.

Interchange Control Number A number assigned by EDI systems to the interchange header and trailer
segments of an EDI file for the purpose of verifying data integrity.

Interconnect Name The name of a third-party VAN, for example, between your company and GXS in
the file routing process.

Late Acknowledgment An EDI acknowledgment which has not been returned in the period of time
designated in the acknowledgment tracking rule, usually 24 hours.

Lifecycle A sequential history of data activity at various processing points on the Managed
Services platform.

Mailbag ID References an interconnect service (for example, a third-party VAN). Value must
be numeric.

Mailbox GXS mailbox identifier.

Managed Services Dashboard High level view of communication and data tracking, enabling management by
exception.

Managed Services Platform The routing application used to manage the flow of data between managed

Services clients, their trading partners, and various processing points in between.
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Model A file used during translation that defines the structure of a file and mapping
rules for its data content.
My Address Your EDI or GXS routing address.

My Functional Group Address

Your EDI functional group address; applies only to the ANSI X12 standard.

Organization Report

See Delivered Report

Outbound data

Data sent by your company to a Trading Partner.

Output File(s)

The file(s) that are created as a result of a translation session.

Partner Address

The EDI or GXS routing addresses of your Trading Partner.

Partner Name

The company name of your business partner, as it is defined in Active
Documents. On the Search page, you can enter a partial name and the system
displays a drop-down selection list that matches the value you entered.

Primary Key (and Value)

The type and value of a document identifier assigned by the sender to identify a
particular documentsuch as Purchase Order Number.

On the Search page, if you enter a partial key, the system displays a list of key
types beginning with the same character(s). Click one to select it. Then, in the
Value field, enter the identifier value to use for the selected key. In the Value
field, you can type a partial value ending in an asterisk (*) for the system to
return any documents with the selected key value that begins with those
characters.

Some Managed Services clients might have keys defined at the file level.

Production/Test Flag

This is a field/flag in the EDI interchange header for ANSI X12. This field
indicates if a transaction is test or production. Users can send test transactions
on the production system to Trading Partners, and this flag distinguishes which
transactions are test and which are production. You should work with your
Trading Partner in deciding how to use this flag.

Receiver

The recipient ID in a Managed Services routing cycle. For data processed as EDI,
the recipient ID is typically an EDI address. For non-EDI file types, the recipient
ID represents a routing ID.

Reference #

See GXS Ref No.

Scheduled Report

A set of search parameters set up to extract Managed Services data on a daily,
weekly, or monthly basis. The term also applies to Standard Managed Services
reports that are scheduled.

Secondary Key (and Value)

The type and value of a secondary document identifier assigned by the sender to
identify a particular document such as Trading Partner.

On the Search page, if you enter a partial key, the system displays a list of key
types beginning with the same character(s). Click one to select it. Then, in the
Value field, enter the identifier value to use for the selected key. In the Value
field, you can type a partial value ending in an asterisk (*) for the system to
return any documents with the selected key value that begins with those
characters.

Some Managed Services clients might have keys defined at the file level.

Sender

The originator ID in a Managed Services routing cycle. For data processed as
EDI, the originator ID is typically an EDI address. For non-EDI file types, the
originator ID represents a routing ID.

Sender Reference

A number or alphanumeric value referencing the file in the routing process. The
value is assigned by a process in the routing cycle.

Session #

The number assigned to uniquely identify a specific translation instance.

Standard

The format and version number for the type EDI data contained in the data file,
for example, ANSI (5020), EDIFACT (00.A) or Tradacoms.
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Standard Reports A set of pre-defined reports available through the Managed Services reporting
tool.
Status In Search, a drop-down list of possible statuses to search, based on the platform,

level of tracking, and configuration. Status searches can apply to inbound and
outbound transactions.

In Managed Services, at the file level you can search the following statuses:
m With Errors
m Without Errors
m With Negative Alerts (last status alert was for an error or an event that
did not occur within a specified time period for the event type)
m Without Negative Alerts (last status alert for file was for an event that
occurred within the specified time period for the event type)

In Managed Services, at the document level, you can search the following
statuses, depending on your service subscription:

= Acknowledged

= Not Acknowledged

In other implementations, you might also be able to search for files with the
following Status:

m Extracted (picked up by trading partner)

m Unextracted (not picked up by trading partner)
m Rejected (by GXS)

m Rejected from Interconnect

|

Incomplete (incomplete itineraries, which are GXS instructions for
processing a document)
In any implementation, leave All selected to not search based on a specific
status.

Time Frame Date criteria based on when GXS processed the document, whereas Invoice Date
Range is based on the content of the actual invoice document. From the
selection list, select the type of date search:

m Specific Date Range — Use calendar icons to select From and To dates.
Enter the time using a 24-hour clock, i.e., enter values from 00:00 to 23:59.

m Last No. of days — Enter the desired number of days back from the
current date, e.g., 10, 15, etc.

m Relative Time Range — Select the days and times in the From and To
fields.

m None — Search all available records.

Translation The GXS data transformation process used in translating data between data
formats. Data is translated from any format to another format. Many Managed
Services customers use the system to translate between their in-house data
formats and standard EDI (Electronic Data Interchange) formats.

Translation Instance Identifies which Application Integrator translation instance processed the
transaction. There is one or more than one translation instance, depending on
the implementation.

Translation Session Number A number assigned to each translation process.
UDF User-defined file format.
Unextracted Status or event type in some implementations. Indicates that the trading partner

has not extracted the document from the mailbox or interconnect.

User ID The email address that you use to log in to Trading Grid Online.
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User Report See Delivered Report
XML/UDF Refers to document-level processing for data in either XML structure or a user-
defined format to enhance search. The XML structure might follow a defined
standard, such as RosettaNet, or an in-house data format.
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Active Documents
Translation Errors

Use these Active Documents translator error messages for reference. For users
subscribing to the Cloud Based Translations service, use these messages and their

solutions for initial troubleshooting.

Error Numbers -1 and -2

-1 EOF

Some errors are generated to control the natural processing flow of the translator
and these soft errors sometimes do not require any resolution. These errors are
written in the trace log to show the process flow, but they are not user-retrievable.

Cause

Resolution

End of file encountered.

No resolution required.

Sockets connection closed. One of the sockets programs
(client or server) exited, thereby closing the connection.

Verify that both programs are
running.

Sockets connection closed. Connection between the
client and server was broken due to network problems.

Contact your network or system
administrator.

-2 Character Set read_set Error

Some errors are generated to control the natural processing flow of the translator
and these soft errors sometimes do not require any resolution. These errors get
written in the trace log to show the process flow, but they are not user-retrievable .

Cause

Resolution

Input file has data not in the list of valid characters defined by | Modify the data model

#CHARSET. This is an internal error while parsing the input

(data model item minimum

document using the access model. Error -2 is not accessible in | size), access model, or

the data model.

This error could be converted to return an error #0 if the
minimum number of characters are parsed. If the minimum

size is not met, the data model returns an error #138.

input file.
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Error Numbers 128 — 193

128 Code Space Exceeded

Cause

Resolution

The code generated from the rules requires
more than the allocated code generation
space.

Reduce the number of actions per condition
by inserting null conditions.

129 Stack Exceeded

Cause

Resolution

An error has occurred in the rules processing,
possibly caused by an improper function
argument count.

Check functions for proper argument type
and count.

130 Stack Underflow

Cause

Resolution

An error has occurred in the rules processing,
possibly caused by an improper function
argument count.

Check functions for proper argument type
and count.

131 lIllegal Instruction

Cause

Resolution

An error has occurred in the rules processing,
possibly caused by an improper function
argument count.

Check functions for proper argument type
and count.

132 Message Queue lllegal |

Cause

Resolution

Fatal internal error.

Call Customer Support for assistance.

133 Source Access Syntax Error

Cause

Resolution

Error in parsing the source access
model.

Make sure that the correct access model name is
being referenced in the map component file.

Make sure that the correct access
model name is being referenced in the
map component file.

Edit the access model to fix the improper syntax.
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134 Source Model Syntax Error

Cause

Resolution

Syntax error within the
source data model. Error
may be in the line above or

|
below the line number
reported.
p |
| |

Edit the data model for any of the following common syntax
errors:

Check for missing brackets and characters, such as,
({3

Check for upper-/lowercase spelling. Make sure the
variable labels are spelled correctly.

Check for arrow pointers (->) when referencing an
Array or Variable.

135 Target Access Syntax Error

Cause

Resolution

Error in parsing the target access
model.

Ensure the correct access model name is being
referenced in the map component file.

Missing parenthesis or bracket or
syntax error at line X.

Edit the access model to fix the improper syntax.

136 Target Model Syntax Error

Cause

Resolution

Syntax error within the target data
model. Error may be in the line
above or below the line number
reported

Edit the data model for any of the following common
syntax errors:

m Check for missing brackets and characters, such
aS, (1{!}1)'

m Check for upper-/lowercase spelling. Make sure
the variable labels are spelled correctly.

m Check for arrow pointers (->) when referencing a
MetalLink, Array, or Variable.

The target data model specified in
the map component file cannot be
found.

Check the name of the target data model in the map

component file. Enter a valid target data model in the
map component file. Check that the target data model
exists.

The access model associated with
the given target data model is
wrong (Access Obj “Segment for
dm not found”).

Assign the data model item with the proper item type.
Assign a different access model to the map component
file.

The target data model base
filename has not been entered at
all or specified correctly. This issue
arises when running generic
models and the Process Tracking
report returns an error of “Bypass
with error 136".

Check the target data model base filename at the
Trading Partner lowest level-outbound values. Ensure
that the target data model exists on the system.
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137 ATTACH Error

Cause

Resolution

When running the ATTACH function and the
map component file does not exist.

Edit the model to call the correct map
component file.

When running an inbound standard
translation and you get the error “Message
processing, Error 137,” then the trading
partner is not defined properly.

Verify the inbound map component file is
defined properly at the Trading Partner
lowest level-inbound values.

138 Data Model 1tem Not Found

Cause

Resolution

Invalid date, numeric format, or not found in
character set.

Check the data for valid date or numeric
values.

Maximum data model item size has been
exceeded.

Increase the size of the data model item.

139 Data Model Item — No Value Found

Some errors are generated to control the natural processing flow of the translator
and these soft errors sometimes do not require any resolution. These errors get
written in the trace log to show the process flow, but they do not stop the process.

Error code 144 is returned in cases where the data model item has a value
assigned to it before the function is executed. If there is no value assigned to the
variable at runtime and the ampersand is missing, the translator tries to evaluate
the variable. If the translator cannot evaluate the variable, it returns error code

139.

Cause Resolution

A result of the NOT_NULL( )
function; depends on whether the
element is mandatory or optional.

If the element is optional (may not have a value)
then use the NOT_NULL Q) function. This function
will write out the element only if the variable
references a value.

No values on the Array or Metalink. Ensure there is a value on the Array or MetaLink.

Referencing a source data model item | Ensure that the data model item referenced was

that has not yet been parsed.

already parsed.

140 No Instance

Some errors are generated to control the natural processing flow of the translator
and these soft errors sometimes do not require any resolution. These errors get
written in the trace log to show the process flow, but they do not stop the process.

Cause Resolution

When an item is not initialized, | The item needs to be initialized at the beginning of the

no reference can be made to model.

that item. VAR->Count
If this step is missing, then when the variable is referenced
in the next statement, error 140 will be generated.
VAR->Count = VAR->Count + 1

=0
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141 Mandatory Segment/Record Missing
Some errors are generated to control the natural processing flow of the translator
and these soft errors sometimes do not require any resolution. These errors get
written in the trace log to show the process flow, but they do not stop the process.

Cause

Resolution

Input data does not match the tag value.
This error could happen on a single or
multiple occurrence of the tag item.

If the tag segment is optional, then it is a soft
error and no resolution is required. If the tag
segment is mandatory, then check the data
records, it is possible that data records are out
of sequence.

142 Try Next Error

Cause

Resolution

Fatal internal error.

Call Customer Support for assistance.

143 Sort on Non-sort Item

Cause

Resolution

Fatal internal error.

Call Customer Support for assistance.

144 Wrong Argument Type

Error code 144 is returned in cases where the data model item has a value
assigned to it before the function is executed. If there is no value assigned to the
variable at runtime and the ampersand is missing, the translator tries to evaluate
the variable. If the translator cannot evaluate the variable, it returns error code

139.

Cause

Resolution

Improper function argument type; for
example, numeric passed to a function
expecting a string.

Check functions for proper argument type
and count.

145 Parse Environment Error

Cause

Resolution

Cannot parse the .env file.

Check the names of the environment (.env) file in the
directory and the data model when it is called to be loaded.

146 Invalid Date, Time,

or Numeric String

Cause

Resolution

Source data model only. Data does not
match the specified field format, for
example, alpha characters in a numeric
field.

Modify the data model or input file. A second log
file specifies the field in error and the value
received (e.g., 01.e000971.log). If no error code is
put on the element, it returns to the tag.
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146 Invalid Date, Time, or Numeric String

Cause Resolution

Source data model only. Data does not
match the specified field format, for
example, alpha characters in a numeric

Modify the data model or input file. A second log
file will be produced that tells exactly what field
is in error and the value received (example:

field. 01.e000971.log). If no error code is put on the

element, it returns to the tag.

147 RETURN Executed

Cause

Resolution

Whenever the keyword RETURN is executed.

Soft error; no resolution required.

148 RELEASE Executed

Cause

Resolution

Whenever the keyword RELEASE is executed.

Soft error; no resolution required.

149 REJECT Executed

Cause

Resolution

Whenever the keyword REJECT is executed.

Soft error; no resolution required.

150 CONTINUE Executed

Cause Resolution
Whenever the keyword CONTINUE is Soft error; no resolution required.
executed.

151 BREAK Executed

Cause

Resolution

Whenever the keyword BREAK is executed.

Soft error; no resolution required.

152 Lookup Error

Cause

Resolution

Failed to look up an ID with the function,
#LOOKUP.

Verify that the code being checked exists in
the database.

153 Memory Allocation Error

Cause

Resolution

A memory allocation could not be made due
to an out-of-memory condition or a corrupted
memory manager.

Check memory allocated to program. Exit
other programs, if possible.
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154 Virtual Memory Allocation Error

Cause

Resolution

A memory allocation could not be made due
to an out-of-memory condition or a corrupted
memory manager.

More document data has been parsed than
the translator can store. Reduce data parsed
in one map component file by breaking into
separate map component files. Check for
data model function syntax errors, that is, for
the wrong number of arguments.

155 Virtual Memory Allocation Size Error

Cause

Resolution

An attempt was made to allocate more than
4092 bytes of memory for a data model item.

Check the data model for improper size
specification.

156 Fatal Virtual Memory Error

Cause

Resolution

A reference to an unallocated memory page
has occurred.

Check for data model errors, such as
improper number of arguments to functions.

More than the allowable data has been
parsed.

Reduce the amount of data parsed by:

m Breaking the data model into two or
more individual models.

m Using CLEAR_VAL( ) to remove
unneeded values stored on Arrays
and/or MetalLinks.

157 Access Memory Allocation Error

Cause

Resolution

A memory allocation could not be made due
to an out-of-memory condition or a corrupted
memory manager.

Check the memory allocated to the program.
Exit other unneeded programs.

158 Data Tree Memory Allocation Error

Cause

Resolution

An allocation of a data tree structure could not be
made due to an out-of-memory condition or a
corrupted memory manager. This may happen
when the document loop is set to a high or infinite

number of occurrences.

Set the data model to read one
document at a time.

159 Number of Allowable Translations Exceeded

Cause

Resolution

Attempted to invoke more than the allowed
number of concurrent translators.

Wait until other translation sessions have
ended before executing another session.
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160 Error Opening Infile

Cause

Resolution

Cannot find specified input file.

Cannot find specified input file.

File permissions are incorrect.

Try chown or chgrp to change the ownership
or the group to which the file belongs.

File attributes are incorrect
(read/write/execute).

Try chmod to change the file mode access
permissions.

Sockets input error. The server that creates
the input socket was not running when the
client tried to connect to it.

Run the server program.

The input socket could not be created by the
client because it could not connect to the
server.

Verify that the server is running. Also, check
whether another client is connected to the
server. If necessary, contact your network or
system administrator.

Sockets input error. The input socket could
not be created by the server due to a lack of
system resources.

Contact your network or system
administrator.

161 Error Opening Outfile

Cause

Resolution

The translator cannot find or read in the
output file specified.

Check to see if the file exists and is spelled
correctly. Also check the permissions of the
file.

The server that creates the output socket
was not running when the client tried to
connect to it.

Run the server program.

The output socket could not be created by
the client because it could not connect to the
server.

Verify that the server is running. Also, check
whether another client is connected to the
server. If necessary, contact your network or
system administrator.

The output socket could not be created by

the server due to a lack of system resources.

Contact your network or system
administrator.

162 Error Opening Swapfile

Cause

Resolution

An error has occurred in attempting to open
the virtual memory swap file.

Check permissions on the directory in which
the swap file is going to be placed. Refer to
the Control Server Installation Guide for
details on the environment variables SWPDIR
and TMPDIR.
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163 EXEC Error

Cause

Resolution

When the EXEC command is executed within
the data model, it returns either 0 or 163.
Return code 0 means that the command was
executed successfully. Return code 163
means that an error has occurred during the
execution of the command.

The resolution depends on the command
being executed. Examples include:

m A file that is copied, renamed, or
removed does not exist.

m The Directory into which the file is to be
copied does not exist.

164 sort_STK malloc Error

Cause

Resolution

An error has occurred in the allocation of the
sort stack.

Check memory allocated to program. End
other unneeded programs.

165 Message System Call Error

Cause

Resolution

An internal error has occurred in the
message system processing.

Call Customer Support for assistance.

166 Error Log Open Error

Cause

Resolution

An error has occurred in attempting to open
the error log file.

Check permissions on the directory into
which the error log is to be placed.

167 Function Not Found

Cause

Resolution

Unknown function found upon execution.
The function may have passed the parsing
check.

Check your data model and make sure to use
a function supported by your current version
of software. Check the spelling of the
function name.

168 Data Model Memory Allocation Error

Cause

Resolution

An error has occurred in the memory
allocation of the data model item.

Check memory allocated to program. End
other unneeded programs.

169 Invalid Function Used in Target Access Model

This error code occurs when access functions (FIRST_DELIM, SECOND_DELIM, etc.)
are used in a target mode access model. These access functions should be used for
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source only.

Cause

Resolution

An error has occurred in the output stage of
processing.

Remove the invalid function from the access
model or use a different access model.

170 Command Line (-at) ATTACH Error

Cause

Resolution

Missing the map component file (.att).

Verify that the file exists and is spelled
correctly.

Syntax error in the parsing of the map
component file.

Look in the map component file and verify
that no syntax errors exist.

Missing source and target data models.

Check the map component file; a source or
target data model and access model
definition must be present.

171 No Children Found

Some errors are generated to control the natural processing flow of the translator.
They are soft errors and sometimes do not require any resolution. These errors get
written in the trace log to show the process flow, but they do not stop the process.
This error occurs on the tag or container where all children are optional.

Cause

Resolution

Missing delimiters in a variable length record

type.

Define the element separator within the
model. For example:
SET_SECOND_DELIM(**")

Missing the record's tag match value in a
variable length record type.

Modify the model or input file.

Required labeled item not found.

Check the order of the required segments in
the model.

172 Access Item is a Null Pointer

Cause

Resolution

This is an internal fatal error.

Call Customer Support for assistance.

173 Improper Access Model Item Definition

This error occurs when an access object defined in a data model is not found.

Cause

Resolution

An error has occurred in the output phase of
processing, caused by an improper access
item (item type) definition.

Check the access model for proper definitions
of access items (item types). Check the data
model for the proper assignment of item
types.
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174 Virtual Memory Free List Error

Cause

Resolution

An internal error has occurred in the virtual
memory free list processing.

Call Customer Support for assistance.

175 Virtual Memory Out of Space Error

Cause

Resolution

A reference to virtual memory beyond the
addressable range has occurred.

Call Customer Support for assistance.

176 Data Field/Element Too Short

Cause

Resolution

A data model item's minimum size has not
been met.

Check data model item's definition and input
stream data.

177 Data Field/Element Too Long

Cause

Resolution

A data model item's maximum size has been
exceeded.

Check data model item's definition and input
stream data.

178 Error in Administration Database Open

Cause

Resolution

An error has occurred in the opening of an
Administration Database.

Check for proper Administration Database
name specifications and access privileges.

179 Unable to Get Lock

Cause

Resolution

An error has occurred in obtaining a lock on
an Administration Database record.

Check the number of Administration
Databases open system wide.

180 Unable to Unlock

Cause

Resolution

An error has occurred in releasing a lock on a
Administration Database or Profile Database
record.

Another user is accessing the same record.
Ask the other user to exit from the database
and then retry. If necessary, call Customer
Support for assistance.

181 Read Error in Administration Database

Cause

Resolution

An Administration Database record key was
not found.

Check for proper key specification.
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182 Write Error in Administration Database

Cause

Resolution

An Administration Database record was not
able to be written.

Check for the proper key specification.

183 1/0 Error in Administration Database Access

Cause

Resolution

An internal error has occurred in
Administration Database processing.

Call Customer Support for assistance.

184 Wrong Permissions or Invalid Output Character

Cause

Resolution

Input data field contains the element or sub- | Modify the model by changing the delimiters

element separators in the data stream.

set or input file to eliminate use of the
delimiter character.

In the map component file, the output
filename is missing or is misspelled.

Check the map component file and modify it
accordingly.

185 Truncation Error — Data Model Object

Cause Resolution

Data length is greater than the Turn truncation off by using the TRUNCATION_FLG
maximum size of the output/target | keyword environment variable or modify the model or
field. input file. Refer to the Appendix in the Workbench

User'’s Guide for an explanation of the NUMTRIM( )
function for numeric truncation, and an explanation of
the #CHARSET access model function for automatic
truncation of spaces.

186 Invalid Argument Value

Cause

Resolution

This error is produced when you pass invalid | Verify with the Workbench documentation for

values to a given function. For example,
when a function requires a number and an
alphabetic character is passed.

correct syntax and value of the function.

187 Exceeded Maximum Data Models

Cause

Resolution

More than 50 different data models were
used during a single translation session.

Review all ATTACH statements in the data models.
Open fewer data models by restructuring the
process flow or model content.
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188 Exceeded Maximum Access Models

Cause Resolution

More than 50 different access models Review all ATTACH statements in the data models.
were used during a single translation Open fewer access models by restructuring the
session. process flow or model content.

189 STOP Executed

Cause Resolution

This error message is encountered when the | Soft error; no resolution required.
STOP keyword is executed within an Include
statement or Declaration.

190 Mandatory Data Field — Element Missing

Cause Resolution

A mandatory element missing | Use the following resolutions:
in the segment. m Edit the data and add the missing element.

= Modify the data model and remove it if the wrong
mandatory segment was defined.

191 Invalid Character in the Data Field/Element

Cause Resolution

An invalid character was found in the data Use the following resolutions:

element, such as an invalid data type or a » Edit the data and correct the missing
character not in the character set. element.

m Modify the data model and verify that
the data type is defined properly for that

element.
192 Missing Post Delimiter
Cause Resolution
The post condition is missing in the data Edit the data and add the missing delimiter.
parsed.

193 Access Model Pre-Condition Not Met

Some errors are generated to control the natural processing flow of the translator.
They are soft errors and sometimes do not require any resolution. These errors get
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written in the trace log to show the process flow, but they do not stop the process.

Cause Resolution

A delimiter precondition that is defined in the | Use the following resolutions:

access model is not found in the input » Edit the data and add the missing
stream. delimiter.

m Change the access model item
referenced by the data model item to
one that does not have a precondition
defined.

m Change the access item definition of the
precondition to optional.

Error Numbers 200 — 255

200 Unable to Recover

Cause Resolution

More than one error has occurred in the Edit the data and correct the error in the
element or segment and the translator is segment.

unable to recover.

201 Recovery on Minimum

Refer to “176 Data Field/Element Too Short” on page 480 with RECOVERY mode
set.

202 Recovery on Maximum

Refer to “177 Data Field/Element Too Long” on page 480 with RECOVERY mode
set.

203 No Value Available for Item

Refer to “190 Mandatory Data Field — Element Missing” on page 482 with
RECOVERY mode set.

205 Recovery on CHARSET

Refer to “191 Invalid Character in the Data Field/Element” on page 482 with
RECOVERY mode set.

206 Recovery on POST _COND
Refer to “192 Missing Post Delimiter” on page 482 with RECOVERY mode set.

208 Recovery on LKUP
Refer to “152 Lookup Error” on page 475 with RECOVERY mode set.
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211 Invalid Structure

Cause Resolution

An invalid structure exists either in the Correct the error in the xml document or schema or
xml document or schema or .dtd. .dtd. Ensure that the structure is valid.

212 XSL Missing Schema

Cause Resolution

Unable to locate these files Do one of the following:

within the OT_XSDPATH m If the name of the .dtd or schema starts with “http:”
environment variable. then the proxy server is used to locate the file.

m If the name of the .dtd or schema does not start with
“http:” then ensure that the files are located within the
OT_XSDPATH environment variable.

213 XML Referring Invalid DTD/Schema

Cause

Resolution

XML validation error as the referenced
DTD/XSD is incorrect in syntax.

Ensure that the reference DTD/Schema is
valid and follows correct syntax.

214 XML Invalid Against Schema

Cause

Resolution

Occurs when the XML document is not
according to the specified .dtd or schema, if
a reference to the .dtd or schema exists.

Ensure that errors such as required fields are
missing, structure not matching schema, and
other schema field validations are corrected.

215 XML Stylesheet Error

Cause

Resolution

Occurs when the XML document has a
stylesheet error, and is unable to parse.

Correct the stylesheet error.

216 XML Stylesheet Error

Cause

Resolution

Occurs when the XML document has a
stylesheet error while executing Al extended
function.

Correct the stylesheet error.

217 XML Proxy Server Error

Cause

Resolution

Occurs when the XML document has a proxy
server error and is unable to locate the proxy
server.

Locate the proxy server error.
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218 Source Constraint Stylesheet Parse Error

Cause

Resolution

Occurs when the XML document has a source
constraint stylesheet error and is unable to
parse.

Correct the stylesheet error.

219 Target Constraint Stylesheet Parse Error

Cause

Resolution

Occurs when the XML document has a target
constraint stylesheet error and is unable to
parse.

Correct the stylesheet error.

220 Source Constraint Stylesheet Validation Error

Cause

Resolution

Occurs when the XML document has a source
constraint stylesheet error and is unable to
validate.

Correct the stylesheet error.

221 Target Constraint Stylesheet Validation Error

Cause

Resolution

Occurs when the XML document has a target
constraint stylesheet error and is unable to
validate.

Correct the stylesheet error.

222 Output XML Validation Error

Cause

Resolution

Occurs when the XML document that is
output has a validation error if a reference to
the .dtd or schema exists.

Correct the validation error.

237 Internal c-tree Error

Cause Resolution

Out of disk space when performing | Free up additional space. The rebuild requires 12 times
a rebuild. the space of the file to be rebuilt. By default, the

working directory is used for temporary files during the
rebuild. Another directory can be specified for use by
using the environment variable TMPDIR. Refer to the
Control Server Installation Guide for additional
information about the TMPDIR environment variable.

Database has become corrupted. Delete the corrupted file. For example, delete the DM_

Possible causes of corruption
include performing a kill -9 on the
Control Server, a corrupt file
system, internal system problems,
or similar issues.

file causing the problem so a new one can be created.
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238 Maximum CPU Time Exceeded

Cause

Resolution

CPU maximum time has been
reached. This could be from a
spinning translation.

Global - SystemResourceConfiguration within
Tradeguide.

Correct the translation that is causing the spinning. If
the translation is running correctly and taking time to
process due to the size of the input file, increase the

MaximumCPUTimeAllowed value under Standards -

239 Maximum Output File Size Exceeded

Cause

Resolution

Output files created by the
translation have reached the
maximum size.

If the output file needs to be large, increase the

Global - SystemResourceConfiguration within
Tradeguide.

Correct the maps that are causing the output files to be
so large, possibly due to spinning on one record or field.

MaximumOutputFileSizeAllowed value under Standard -

248 Value Stack Memory Error

Cause

Resolution

Translator runs out of memory
when adding to the value
stack.

m Add more system memory.

items are parsed.
m On UNIX, increment the maximum data size.

You can resolve this error message in one of three ways:

m Perform a modeling change that attaches to the target x
number of line items, then clear the arrays upon
returning to the source data model. Repeat until all line

249 Error in idcopy In Access Parser

Cause

Resolution

Fatal internal error.

Call Customer Support for assistance.

250 Translation Memory Error

Cause

Resolution

Ran out of memory during
translation. Could be caught
in an infinite loop.

the system ulimit for additional protection. It is

nature of the data model to ensure the loop exists
appropriately.

recommended that when using the asterisk (*) to set a
variable maximum occurrence, check the rule logic or the

Correct the data model and, for UNIX users, consider setting
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251 Error Allocating vstack

Cause

Resolution

Out of memory or corrupted memory
manager.

Check memory allocated to program. Exit
other programs, if possible.

252 Unable to Open Archive File (in ARCHIVE_REC())

Cause

Resolution

Cannot write to archive file.

Check file permissions in directory.

254 Error Allocating Buffer Space for Device

Cause

Resolution

Out of memory or corrupted memory
manager.

Check memory allocations. Refer to memory
usage documentation.

255 Error Parsing Command Line Map Component File

Cause Resolution
Syntax error in the parsing of Use the following resolutions:
the map component file from m Look at the command line entry, and verify that no

the command line.

syntax errors exist. If errors exist, make the necessary
corrections.

Look in the map component file, and verify that no
syntax errors exist. If errors exist, make the necessary
corrections.

487

Trading Grid Online User Guide



	All Users
	Introduction
	About This Guide
	Audience
	System Requirements
	Operating System
	Browser Requirements
	PC Requirements

	Conventions Used in This Guide
	Trading Grid Online Support
	Online Help
	Contact Us


	Getting Started
	Access Trading Grid Online
	Navigate Trading Grid Online
	Navigation Panel

	User Profiles
	Configure Trading Grid Online

	Operations Center
	Overview
	Message Center
	Message Dashboard
	Alerts Section
	Main Area

	Configure the Operations Center
	Copy Components
	Other Page Options

	User Options
	Intelligent Web Form (IWF) Users
	Active Documents Users
	Active Invoices with Compliance (AIC) Users
	Trading Grid Messaging Service (TGMS) Users
	Trading Grid Resellers
	Company Administrators
	Community Administrators


	Transaction Manager
	Overview
	File Inbox
	View or Download a Transaction File
	Upload and Send a File

	File Transfer Service
	Browser Requirements
	File Transfer Service Tab
	Search for Files
	Upload Files
	Download Files
	Delete Files

	Export FTS File Metadata
	View File History
	View a Partner’s FTS

	Active Documents
	Active Documents Dashboard
	Dashboard Features
	View Transactions from the Dashboard
	Change The Reporting Period
	Export Data from the Dashboard
	Activity Summary
	Exception Summary
	Document Volume by Type Reports
	Document Volume by Partner Reports

	Search for Transactions
	Search for Transactions by Search Level
	Active Invoices for Compliance (AIC) Additional Search Features

	View Search Results
	Download Search Results
	Download Documents and Files from Search Results
	Change Column Settings
	Results with More than 7000 Records
	Save Search Criteria

	Transaction Process Lifecycle Information
	View Process Lifecycle Information
	Download Process Lifecycle Information
	View File and Document Heirarchies
	Error Information
	Status Alerts
	Functional Acknowledgement Information
	Managed Service Platform Data
	TGMS Data
	Communication Sections
	Extended Event Data
	Translation Information
	Related Documents
	Audit Notes
	Business Document Viewer

	Reports
	Schedule a Report
	View Scheduled Reports
	Change/Generate/Delete a Report Schedule

	Delivered Reports
	Download Reports
	View Audit Logs
	Delivered Reports Retention Period
	Delete Delivered Reports


	Reports for Trading Grid Messaging Service
	Tips for Viewing Reports
	TGMS Reports
	Transaction Summary Report
	About Status Reports and Billable Reports
	Inbound Status Report
	Outbound Status Report
	Interconnect Status Report
	Delivered and Scheduled Reports
	Trading Partnership Transaction Report
	Inbound Reactivate Report
	About Transaction Alert Logs
	Mailbox Arrival Report
	Mailbox Error Report
	Mailbox Inactivity Report
	Functional Acknowledgement Delinquency Report
	Interchange Exceptions Report
	TGMS Report Columns
	Configure TGMS Report Data

	Functional Acknowledgement Management (FAM)
	All Tracked Trading Partners Report
	Compliant Trading Partners
	Late Trading Partners Report
	No Acknowledgement Trading Partners Report
	Excluded from Tracking Report
	Filter Report Data
	View Data by Trading Partner or Document Type

	Functional Acknowledgement Scorecard (FAS)
	Change Scorecard Parameters


	Active Invoices with Compliance
	Overview
	AIC Search Tools
	Supported Document Types
	AIC Rules and Requirements

	Search for Invoices Using Active Documents
	Basic Active Documents Searches
	Advanced Active Documents Searches
	View Processing Lifecycle Information
	Email Alerts

	Search for Invoices Using Active Invoices
	Active Invoices Archive
	Cancel an Invoice
	Attach Files to An Invoice
	Redeliver Invoices
	Send Multiple Invoices in a Batch
	Upload Unrelated and Non-sequential Invoices
	Format Non-Invoice XML Files
	Invoice Information Page
	Legal Entity Partner List
	Tax Exemption Justification Documents


	Trading Grid Analytics
	Overview
	Reporting Period

	Analytics Dashboard
	Analytics Dashboard Top Panel
	Analytics Dashboard Bar Graphs

	Metrics Tab
	Operational Metrics Detail
	Business Metrics Detail
	Filter Performance Metrics

	Export Performance Metric Data
	Dashboard Settings
	Trading Partner Currency Settings
	Default Item Qualifier Settings


	Document Manager
	Overview
	Document Manager Features
	Hardware Requirements
	Forms Viewer

	Document Manager Inboxes and Sendboxes
	Document Inbox
	File Inbox
	Document Sendbox
	File Sendbox
	Inbox and Sendbox Navigation Tips
	Configure Inboxes and Sendboxes

	View Documents and Attachments
	Create New Documents
	Create Turn Around Documents
	Navigation Tips
	Create a New Template
	Create a New Document from a Template
	Optional Steps

	Upload Documents to Document Manager
	Create and Send Ship Notices with Labels
	Create a Ship Notice
	Pack a Shipment
	Unpack a Package
	Delete a Package
	View/Edit Package Contents
	View Hierarchy/Delete Multiple Packages
	Pack Packages into Larger Units
	Add Mandatory Field Values
	Assign Serial Numbers
	Print Shipping Labels and Reports
	Save Your Packing Information and Send the Ship Notice

	Send Documents and Files
	Attach a File to a Document
	Modify and Resend Documents
	Send, Modify, and Resend Files


	System Administrators
	Community Manager
	Create company accounts
	Required Information
	Company Profile
	Assign a Subscription Package

	Add Customer User Accounts
	Add New User Accounts
	Activate, Deactivate, or Delete User Accounts

	Set Up Trading Relationships
	Current Trading Partner List
	Standard Trading Partnership
	Open Trade Partnership
	AutoForward Partnership
	AutoCopy Partnership

	Mailboxes and EDI Addresses
	Configure EDI Mailboxes
	Add or Delete Mailbox Addresses

	Define the Customer’s Service Contacts
	Define Service Contacts
	Re-Assign a Default Contact
	Remove a Default Contact
	View, Change, or Delete a Contact

	Define Customer Alerts and Options
	Alerts and Options Overview
	Define the Alerts
	Mail Slots
	Password Policy

	Enhanced Rules
	Rules and Alerts Descriptions
	Define the Enhanced Rules

	Resolve Customer Issues
	Log in as a Customer

	Invitation Tool
	Create a Company Invitation
	Copy a Company Invitation
	Create a User Invitation
	Modify a Company or User Invitation Details

	On-Boarding and Self-Registration
	Create Invitation for “Spoke” or “Child” Companies
	Self-Registration Steps for Suppliers
	Self-Registration Steps for Buyers

	Pending Registrations

	Account Manager
	Overview
	Navigation Panel

	Company Profile Information
	Manage User Accounts
	Create Company User Accounts
	Invite Company Users
	User Action History

	Trading Relationships
	For Intelligent Web Forms (IWF) Users only
	For IWF Users only
	About your Trading Community
	Current Trading Partner List
	Standard Trading Partnership
	Open Trade Partnership
	AutoForward Partnership
	AutoCopy Partnership

	Company Subscription
	Mailboxes and EDI Addresses
	Configure EDI Mailboxes
	Add or Delete Mailbox Addresses

	Service Contacts
	Define Service Contacts
	Re-Assign a Default Contact
	Remove a Default Contact
	View, Change, or Delete a Contact

	Messaging Service Alerts and Options
	Define the Alerts
	FAM Alerts and Report Options

	Active Document Status Alerts
	Define an alert

	Active Document Data Policies
	Customize Key Names/Labels

	Active Invoice Legal Profiles
	Define a Legal Profile
	Secure Email Delivery
	Maintain Legal Entity Relationships

	Machine Users
	Add a Machine User
	Update or View a Machine User
	Activate or Deactivate a Machine User

	Mailboxes and Mailslots
	Cross-Reference Tables
	File Format Guidelines
	Update Cross-Reference Table Values
	Add or Delete Rows in Cross-Reference Tables
	Download Cross Reference Table as .csv Files
	Upload Cross Reference Tables
	Revert Cross Reference Table To Previous Versions

	Billing
	Configure Invoiced Bill Columns
	Find an Invoiced Bill
	View Invoiced Bill Data
	Print Invoiced Bills
	View or Download Invoiced Bills

	Policy
	Change Password Policy
	Terms and Conditions


	Active Orders Classic
	Active Order Alert Management
	Define Alerts
	Define Business Rules
	Define Display Templates
	Order Display Template
	Ship Notice Display Template
	Invoice Display Template
	Remittance Advice Display Template
	DSD Invoice Display Template
	Credit Note Display Template
	Debit Note Display Template

	Add Logos to Documents
	Upload Terms and Instructions
	Upload Order Closure and Retention Policy
	Define Inventory Criteria
	Time Period
	Location Hierarchy

	Manage Department Codes
	Change Invoice Status Names
	Manage Email Alerts
	Modify Your Email Alert Settings

	Field Descriptions and Terms

	Active Documents Classic
	Enable the Active Documents Dashboard
	Use the Active Documents Dashboard

	Search for Transactions
	Configure the Search Page
	Begin Searching
	Search on Keys
	Search for Related Documents
	Group Search Results

	Search Results
	Configure the Search Results Page
	View the Results
	View Related Documents
	Drill Down into Data
	Print and Save Results
	Save all Search Criteria

	Transaction Process Lifecycle — Classic
	Enable the “Classic Lifecycle” Option
	View a Process Lifecycle
	Error Information
	Update Error and Event Statuses
	Status Alerts
	FA Information
	Managed Service Platform Data
	TGMS Data
	Communication Sections
	Extended Event Data
	Translation Information
	Applicable Related Documents
	Audits and Notes
	Print a Processing Lifecycle Page

	Transaction Process Lifecycle — New
	Enable the “New Lifecycle” Option
	View a Process Lifecycle
	Error Information
	Status Alerts
	FA Information
	Managed Service Platform Data
	TGMS Data
	Communication Sections
	Extended Event Data
	Translation Information
	Applicable Related Documents
	Audits and Notes

	Scheduled Reports
	Standard Reports
	Create a TGMS Report or 1-Time only Report
	Save/Schedule/Send Reports
	View Scheduled Reports
	Change/Generate/Delete a Report Schedule

	Delivered Reports
	Download Reports
	View Audit Logs
	Retention Period
	Delete Delivered Reports

	Glossary

	Active Documents Translation Errors
	Error Numbers -1 and -2
	-1 EOF
	-2 Character Set read_set Error

	Error Numbers 128 – 193
	128 Code Space Exceeded
	129 Stack Exceeded
	130 Stack Underflow
	131 Illegal Instruction
	132 Message Queue Illegal I
	133 Source Access Syntax Error
	134 Source Model Syntax Error
	135 Target Access Syntax Error
	136 Target Model Syntax Error
	137 ATTACH Error
	138 Data Model Item Not Found
	139 Data Model Item – No Value Found
	140 No Instance
	141 Mandatory Segment/Record Missing
	142 Try Next Error
	143 Sort on Non-sort Item
	144 Wrong Argument Type
	145 Parse Environment Error
	146 Invalid Date, Time, or Numeric String
	146 Invalid Date, Time, or Numeric String
	147 RETURN Executed
	148 RELEASE Executed
	149 REJECT Executed
	150 CONTINUE Executed
	151 BREAK Executed
	152 Lookup Error
	153 Memory Allocation Error
	154 Virtual Memory Allocation Error
	155 Virtual Memory Allocation Size Error
	156 Fatal Virtual Memory Error
	157 Access Memory Allocation Error
	158 Data Tree Memory Allocation Error
	159 Number of Allowable Translations Exceeded
	160 Error Opening Infile
	161 Error Opening Outfile
	162 Error Opening Swapfile
	163 EXEC Error
	164 sort_STK malloc Error
	165 Message System Call Error
	166 Error Log Open Error
	167 Function Not Found
	168 Data Model Memory Allocation Error
	169 Invalid Function Used in Target Access Model
	170 Command Line (-at) ATTACH Error
	171 No Children Found
	172 Access Item is a Null Pointer
	173 Improper Access Model Item Definition
	174 Virtual Memory Free List Error
	175 Virtual Memory Out of Space Error
	176 Data Field/Element Too Short
	177 Data Field/Element Too Long
	178 Error in Administration Database Open
	179 Unable to Get Lock
	180 Unable to Unlock
	181 Read Error in Administration Database
	182 Write Error in Administration Database
	183 I/O Error in Administration Database Access
	184 Wrong Permissions or Invalid Output Character
	185 Truncation Error – Data Model Object
	186 Invalid Argument Value
	187 Exceeded Maximum Data Models
	188 Exceeded Maximum Access Models
	189 STOP Executed
	190 Mandatory Data Field – Element Missing
	191 Invalid Character in the Data Field/Element
	192 Missing Post Delimiter
	193 Access Model Pre-Condition Not Met

	Error Numbers 200 – 255
	200 Unable to Recover
	201 Recovery on Minimum
	202 Recovery on Maximum
	203 No Value Available for Item
	205 Recovery on CHARSET
	206 Recovery on POST_COND
	208 Recovery on LKUP
	211 Invalid Structure
	212 XSL Missing Schema
	213 XML Referring Invalid DTD/Schema
	214 XML Invalid Against Schema
	215 XML Stylesheet Error
	216 XML Stylesheet Error
	217 XML Proxy Server Error
	218 Source Constraint Stylesheet Parse Error
	219 Target Constraint Stylesheet Parse Error
	220 Source Constraint Stylesheet Validation Error
	221 Target Constraint Stylesheet Validation Error
	222 Output XML Validation Error
	237 Internal c-tree Error
	238 Maximum CPU Time Exceeded
	239 Maximum Output File Size Exceeded
	248 Value Stack Memory Error
	249 Error in idcopy In Access Parser
	250 Translation Memory Error
	251 Error Allocating vstack
	252 Unable to Open Archive File (in ARCHIVE_REC())
	254 Error Allocating Buffer Space for Device
	255 Error Parsing Command Line Map Component File



