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1. Introduction

Keeping your business partners within your supply chain by involving them in your company, such as allowing
them to log on to a portal, provides them with a better service and makes your company more efficient.

With the E-Business portal, your business partners can check the information that your company has
registered for them and they can change this information. You can also provide them with information about
your company, such as products, service orders, and activities via the customer portal. Thus, you do not have to
send newsletters via email. The communication with the customers can be stored in Exact Synergy Enterprise
and made available in the portal so the other business partners can view the information.

You can also create a knowledge base whereby business partners can find information about your products. The
portal can also be used to access your services and support team. Customers can view their contact information
and update it. This will give you up-to-date information about your customers.

Exact Synergy Enterprise is designed for organizations with operations that have to be changed rapidly and be
flexible. By providing information about people and processes in real-time, Exact Synergy Enterprise gives you
the control and insight that you need to grow your business. There are many benefits that you can reap from
this software, such as the following:

- Tighten your company’s content and application interface into practical business processes.

- Allow user communities (such as customers, partners, and vendors) to access and act on the business
transactions.

- Automate teamwork and collaboration.

- Provide business information in an intuitive format.

- Increase productivity by automating tasks.

- Standardize work environments with a secure 24-hour worldwide portal access.

-  Construct unlimited portals based on the way your company operates. Complex web programming is not
required.

Communication - everyone involved gets the right information at the right time

The Exact Synergy Enterprise single interface portal provides the information and tools to help your employees
and business partners work efficiently. Instead of looking for data, Exact Synergy Enterprise shares information
which can be used immediately. The integrated workflow and document management is automated, thus,
errors are eliminated and time and money can be saved.

Collaboration - everyone is always in the loop

The business portal allows your company to interact with every facet of your business within the company
and with the business partners of your company. Information that you want to share is always available online
and linked to associated products, projects, or initiatives which allows you to do your work and share the
information anytime from anywhere around the world.

Standardized individual portal environments

With the standard entry points, such as the one technology model that allows you to access anywhere and
anytime, Exact Synergy Enterprise replaces the various tools that are required to accomplish document
organization, tracking of activities for products, customers, associates, and vendors via business process
management.
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Knowledge sharing in real-time

Record management and document intelligence are easily available and visible to the employees, customers,
vendors, and partners. This ensures that they will be fully informed on the happenings within your company.
The Exact Synergy Enterprise portal also allows auditing, which will enhance your company’s compliance
requirements.

Role-based and security definitions

Roles can be customized to limit what employees and external resources can access. By defining individual or
group roles, different people, departments, and companies can access only the information and functions of
your company that are important and relevant to them.

Greater self-service and management

By putting existing assets, documents, and transactions in the customized process portals, Exact Synergy
Enterprise functions based on the way your organization operates and how people think, by giving users
access to the information and the ability to act on it. Thus, Exact Synergy Enterprise reduces the need for costly
services or support, saving you both time and money.

Business information can be emails, notes, photographs, design documents, schedules, skill sets, budgets,
forecasts, product specifications, safety sheets and certificates, manuals, financial statements, web content,
legal documents, patents, business procedures, marketing materials, and others that your company uses to gain
a competitive advantage in the marketplace.

Document creation, storage, and management

All the documents in Exact Synergy Enterprise include categories and type definitions that foster a more robust
organization. Meeting notes, emails, product announcements, policies, education manuals, or supplier invoices
can be categorized by the marketing, management, finance, or other departments of your company which
makes it easier to find and act upon quickly.

Security definitions
Every Exact Synergy Enterprise document requires a security level for controlled accessibility. Thus, your
information can be shared at various levels within the company, as well as externally at your discretion.

Consolidation without duplication

Once a document is scanned, uploaded, or entered into Exact Synergy Enterprise, it will be the only version
that will be available for reference. This ensures that the identical information will be shared by those who view
it. Multiple copies or versions will not be available. This simplifies cooperation amongst employees and speeds
up decision making.

Website creation

Exact Synergy Enterprise documents can be published when creating websites for specific users with
contents, such as product and service information for clients, customer management, administration for sales
representatives or company policies, and terms and conditions.




€-Commerce portal

By adding the option B2B E-Commerce portal, you can bring your portfolio to your stakeholders and optimize
the order intake process (repetitive) of the B2B sales orders and B2B sales related activities. Existing and new
customers can easily order online and gain access to up-to-date stock, pricing, and delivery information.
Payments can be made via the account or with direct payment methods, such as credit or debit cards. These
portals have a distinct look and feel with multi-language capabilities to ensure that you are able to reach

your clients in their own language and with a targeted assortment catalog. This offers better service, reduces
administrative hassle and errors, eliminates time consuming questions on the order status or pricing, and

uses related time for alternative sales activities. You can even facilitate international or local partners and sales
representatives in the field, and easily maintain the operations yourself.
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2. Customer Portal

2.1 Introduction

The customer portal provides an easy, accessible way for your customers to stay informed about your company
all the time via a central point of reference that provides everything they need to know in real time. Product
specifications and enhancements, upcoming events, and special offers are some of the things customers can
learn from the customer portal. The customer portal also allows customers to view their own customer file. In
this file, they can see their address information and contact persons, customer number and account manager,
contract specifics, previous and current calls and requests, and credit information.

The customers can also modify their company data themselves. For example, if a contact person changes, the
customer can update his/her own customer file. This saves time and phone calls.

The customer portal facilitates standardized business process handling, such as customer inquiries or
registrations and follow-ups for escalations or opportunities. This will lead to a more transparent and
consistent process handling, which in turn, saves time directing calls. Apart from faxes, telephone calls, and
emails to find the right person or address, the customer portal can be used to access your company. Together
with the B2B E-Commerce portal, customers can review your product portfolio via a catalog, and order or
review their status online.

2.2 Requests

The customer portal allows users to create, view, and search requests. There are various types of requests pre-
defined in Exact Synergy Enterprise. For the customer portal, you can create requests such as a complaintand/
or support call.




Chapter 2 | Customer Portal

2.2.1 Creatingrequests

Requests such as Complaint and Support/Call can be created in the customer portal. Once you have
submitted the request, the request will be available in the manager’s workflow. The manager will have to
Realize the request once the request is completed.

—_—nnmgSDSS——————
a W & &
__tiooepege S Favortes Mo My scstunt dals
El Request: New & ®
=exact | ... ==

E—'p" Creste & new request

Leg off
Tmn A e g | 4 | "

To create re quests:

1. Click E New: Request on the left menu.

2. Select the required request type under the Recently created or All request types section.
3. Define the fields.

4. Click Submit.

Note:  All fields with the “!” icon are mandatory.




2.2.2 Searching and viewing requests

Once the request has been created, you can always view the request to check the status of the request to
determine whether the request has been acted upon.
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To search and view requests:

Click 42 Search: Requests on the left menu.
Define the search criteria.

Click Show. The requests will be displayed.
Select the request that you want to view.
Click Close to exit.

A .

2.2.3 Editing requests

Once the request has been created and submitted, you can still edit the request by adding or editing remarks in
the request.

To edit requests:

Click £2) Search: Requests at Requests on the left menu.
Define the search criteria.

Click Show. The requests will be displayed.

Select the request that you want to edit under the Created or Description column.
Make the necessary change(s).

Click Save.

S
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2.2.4 Copying requests
If you want to create a request with similar information of another request, you can copy the request.

To copy requests:

1. Click f2 Search: Requests at Requests on the left menu.

2. Define the search criteria.

3. Click Show. The requests will be displayed.

4. Select the request that you want to copy under the Created or Description column.

S. Click Copy. The Request: New page will be displayed.

6. Selectarequest type under the Recently created or All request types section. The information from the
previous request will be displayed and selected. Clear the respective check boxes if you do not want the
particular information to be copied to the new request.

7. Click New.

8. Define the fields.

9. Click Submit.

Note: All fields with the “1” icon are mandatory.

2.3 Searching and Viewing Documents

The customer portal allows you to search and view documents (with security levels set to O or 1) created by
the parent company. For more information, see 6.3 Document Settings.
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To search and view documents:

Click je Search: Documents on the left menu. The Documents: Search page will be displayed.
Define the search criteria.

Click Show. A list of documents will be displayed.

Select the document that you want to view under the Subject column.

Click Close to exit.

gk LN

Note:  You can also search for documents by clicking My account data on the top menu, and then
clicking Documents under the Monitor section.

2.4 Contacts

The Contacts section on the account card allows you to create contacts, and view and modify existing
contacts.

To create contacts:

1. Click My account data at the top menu.
2. On the account card under the Contacts section, click Add. The Contact: New page will be displayed.
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Exact. And it all comes together.

3. Define the fields.
4. Click Save to save the new contact.
5. Click Close to exit.
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To edit contacts:

NS

Click My account data at the top menu.

On the account card under the Contacts section, select the required contact from the list of contacts.
Click Edit.

Make the necessary changes, and then click Save.

Click Close to exit.

To delete contacts:

1. Click My account data at the top menu.

2. Under the Contacts section, select the contact that you want to delete.

3. Click Edit.

4. Click Delete. A message requesting for confirmation to delete the contact will be displayed.
S. Click OK.

To upload vCards:

1. Click My account data at the top menu.

2. Under the Contacts section, select the contact to whom you want to upload the vCard file.
3. Click Edit.

4. Click vCard and click Browse to select and upload a vCard file.

5. Click Submit.

6. Click Close to exit.

To change statuses of contacts:

bl ol e

Click My account data at the top menu.
Under the Contacts section, select the contact whose status you want to change.
Click Edit.

Click Inactive to deactivate the selected contact. A message requesting for confirmation to change the
status will be displayed.
Click OK.







Chapter 3

Supplier Portal




3. Supplier Portal

A supplier portal offers your suppliers the ability to integrate with your business, facilitate communication,
and share information. A supplier portal can be used by accounts of type Supplier with an active status.
Suppliers with the Blocked and Inactive statuses will not be able to use the supplier portal.

3.1 Contacts
3.1.1 Managing portal logins

Only the main contact person is able to give portal access to all the other contact persons linked to the account.
The main contact person can activate the portal access option for the other contacts from his/her My account
data card.

To activate the portal access option for the other contacts:

Click Suppliers at the top bar.

Go to Reports = My account data = My account data.

On the account card under the Contacts section, select the required contact.
On the Contact page, click Edit.

Under the Marketing section, select the Portal access check box.

Click Save.

O GR e N

You can set or reset your own portal login password from your contact card.

To set/reset own password for portal login:

1.
2.
3.
4.
S.

Click My account data at the top menu.

On the account card under the Contacts section, select your own name.
On the Contact page, click Password.

Define the fields.

Click Save.
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3.1.2 Managing contacts under accounts

The Contacts section on the account card allows you to create contacts, and view and modify existing
contacts.

To create contacts:
1. Click My account data at the top menu.
On the account card under the Contacts section, click Add. The Contact: New page will be displayed.
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Exact. And it =1l comes togather.

3. Define the fields.
Click Save to save the new contact.
5. Click Close to exit.

ha

To edit contacts:

Click My account data at the top menu.

On the account card under the Contacts section, select the required contact from the list of contacts.
Click Edit.

Make the necessary changes, and then click Save.
Click Close to exit.

gk LN




To delete contacts:

I .

Click My account data at the top menu.
Under the Contacts section, select the contact that you want to delete.
Click Edit.

Click Delete. A message requesting for confirmation to delete the contact will be displayed.
Click OK.

To upload vCards:

S

Click My account data at the top menu.

Under the Contacts section, select the contact to whom you want to upload the vCard file.
Click Edit.

Click vCard and click Browse to select and upload a vCard file.

Click Submit.

Click Close to exit.

To change statuses of contacts:

hal ol e

Click My account data at the top menu.
Under the Contacts section, select the contact whose status you want to change.
Click Edit.

Click Inactive to deactivate the selected contact. A message requesting for confirmation to change the
status will be displayed.
Click OK.
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3.2 Workflow

As a supplier, you can manage requests in your workflow via Workflow on the top menu or left menu. On the
Workflow page, you can view requests that are waiting for your actions, create requests, as well as perform
bulk actions on those requests.

&
Person | mWal Ting ¥on Invalvement World"low
Show % List {© Summary Category
Action I i Type i
Sort by |Date(—) il i Itern | joul
. Appointment with  Schedule for Wai Ting Fish & Chips Market
D 04-07-2012 Approve response meeting 3 Yong Avenue Ltd
[T 04-07-2012 Realize Complaint Custornar Fish & Chips Market o

support 46532 Avenue Ltd

—
3.2.1 Creating requests

Asasupplier, you can only create a request that is tied to a request type with security level 0, 1, or 2.
To create requests:

1. Click Workflow on the top or left menu.

2. Click New.

3. Select the required request type under the Recently created or All request types section.
4. Define the fields.

5. Click Submit.



3.2.2 Searching and viewing requests
Once the request has been created, you can always view the request to check the status of the request to
determine whether the request has been acted upon.

Customers
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To search and view requests:

Click 42 Search: Requests on the left menu.
Define the search criteria.

Click Show. The requests will be displayed.
Select the request that you want to view.
Click Close to exit.

A .

3.2.3 Editing requests

Once the request has been created and submitted, you can still edit the request by adding or editing remarks in
the request.

To edit requests:

Click £2) Search: Requests at Requests on the left menu.

Define the search criteria.

Click Show. The requests will be displayed.

Select the request that you want to edit under the Created or Description column.
Make the necessary change(s).

Click Save.

S
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3.2.4 Copying requests
If you want to create a request with similar information of another request, you can copy the request.
To copy requests:

Click f2 Search: Requests at Requests on the left menu.

Define the search criteria.

Click Show. The requests will be displayed.

Select the request that you want to copy under the Created or Description column.

Click Copy. The Request: New page will be displayed.

Select a request type under the Recently created or All request types section. The information from the
previous request will be displayed and selected. Clear the respective check boxes if you do not want the
particular information to be copied to the new request.

Click New.

Define the fields.

9. Click Submit.

S

o N

Note:  All fields with the “!” icon are mandatory.

3.2.5 Performing bulk actions on requests

You can perform bulk operations on more than one request in your workflow. When you click the Bulk:
Actions button, several other buttons become available. These buttons allows you to perform actions on up to
25 requests at once.

To perform bulk actions on requests:

1. Click Workflow on the top or left menu.

Click Bulk: Actions. Seven additional buttons will be displayed, allowing you to assign, delete, reopen,
reject, process, realize, or approve requests in bulk.

3. Select the check boxes next to the requests to indicate the requests involved in the bulk operation.

4. Click Bulk: Assign, Bulk: Delete, Bulk: Reopen, Bulk: Reject, Bulk: Process, Bulk: Realize, or
Bulk: Approve. Depending on the bulk operation, the system may prompt you for more information
or confirmation. Once the bulk operation is completed, the system will display a report on the success or
failure of the operation on each request.

S. Click Close on the report page to display the workflow list.

During the bulk operation, the system will automatically add a timestamp at the end of the Remarks:
Workflow field of each of the selected requests. If the Remarks: Workflow field is not available or cannot be
edited at the current request status, the timestamp will be added at the end of the Remarks: Request field. If
both fields are not available or cannot be edited at the current request status, or the operation is Bulk: Delete,
the timestamp will not be added.




3.3  Creating, Searching, and Viewing Documents

The supplier portal allows you to create documents, and search and view existing documents. For more
information, see 6.3 Document Settings.

You will require certain rights in order to perform these actions. See the following table for the actions and
respective rights:

Actions Rights required

You can only create documents with the following security
levels:

- 2 —Partners
- 10 —Internal
- 101 — Project (Specific)

Create documents

You can only modify the following documents:

- Documents that you have created.

Edit documents - Documents with Creator / Owner selected at the Edit:
Rights field and your name is filled in the Owner field.

You can view and search for the following documents:

- Documents that you have created.
View and search for - Documents with security level set to 0, 1, and 2.
documents - Documents linked to a project that has its security level

setto 2.
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Subject Status

Creator * ¥

Launch of new product Gabriel Abbers

To create documents:

Click E New: Document on the left menu. The Document: New page will be displayed.

1.

2. Selecta document type under the Select: Document type section.
3. Define the fields.

4. Click Save.

Note:  All fields with the "!" icon are mandatory.
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To search and view documents:

Click je Search: Documents on the left menu. The Documents: Search page will be displayed.
Define the search criteria.

Click Show. A list of documents will be displayed.

Select the document that you want to view under the Subject column.

Click Close to exit.

Gk LN

Note:  You can also search for documents by clicking My account data on the top menu, and
then clicking Documents under the Monitor section.

3.4  Searching and Viewing Items

As a supplier, you can search for and view items that are related to your account.
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Exact. And it all comes together.

To search and view items:

1. Click Suppliers at the top bar.
Go to Reports = General = Items.

3. Under the Criteria section at Assortment, select an assortment to display items belonging to the
assortment in the results.

4. AtStatus, select the Inactive, Active, or Future check box(es) to display items with the status(es).
S. Click Refresh.




3.5 Resellers Forums

You can access forum to view or share topics of interest. This feature provides you with a platform to
communicate with other users of Exact Synergy Enterprise.

To view threads:

1. Click Suppliers at the top bar.

2. Go to Reports —> General = Resellers - Forum.

3. Click the hyperlinks on the left to view the respective topics.
4. Click the hyperlink under the Topics column.

To create threads:

Click Suppliers at the top bar.

Go to Reports = General = Resellers - Forum.

Click the hyperlink of a forum.

Click the hyperlink of a subtopic under the Topics column.
Click the Begin new conversation hyperlink.

Type the subject of the thread.

After filling in other relevant information, click Post.

N Uk wN =

3.6 Tests

You can obtain an overview of planning requests for tests. When you receive a planning request, you can
execute the test within the start and end dates and time indicated in the planning request. If you have deleted
the planning request before executing it, a request must be recreated before you can execute it.

When you execute a test, a page introducing the test will be loaded. Each question will be displayed on a
separate page. The answers selected will be stored in answer requests so that the full reporting capabilities in
Exact Synergy Enterprise can be utilized to analyze the results.

You can also obtain an overview of scores that you have obtained in tests.

To execute tests:

1. Click Suppliers at the top bar.
Go to Reports = Tests = Execute.

3. Under the Test column, click the hyperlinked description of the test. A page with the introduction of the
test will be displayed.

4. Click Start to begin the test. You can click Next to go to the following question, or Previous to return to
the previous question.

S.  Click Finish to complete the test. You cannot change the answers once the test is completed.
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To view test scores:

Click Suppliers at the top bar.

Go to Reports = Tests = Scores.

Define the criteria under the Criteria section.
Click Show.

bl ol A

3.7 Sales Orders and Fulfillments

As asupplier, you can search for and view quotation and sales order records belonging to your account.

To view invoiced sales orders:

1. Click Suppliers at the top bar.

2. Go to Reports—> Orders = Quotations / Sales orders.

3. Under the Criteria section at Date, define a date or a range of dates to display sales orders or credit notes
created on the selected date(s).

4. AtCurrency, select the currency to display sales orders or credit notes created with the defined currency.
5. Click Show.

To view all sales orders:

1. Click Suppliers at the top bar.

2. Goto Reports—> Orders = Fulfillment.

3. Under the Criteria section at Account, type or select an account to view the sales orders belonging to the
selected account.

4. Click Show.
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4. Reseller Portal

Exact Synergy Enterprise empowers you with a greater tool to participate in your reseller-related business
processes and manage business relationships with your customers via the reseller portal. Using this portal,
resellers reap many benefits, such as:

—  Manage business related matters more efficiently and systematically, yet in a unique manner with a
personal touch.

- Access documents, news, and specifications.

- Create requests that initiate workflows for a proper follow-up.

-  Addapersonalized touch to business relationships by getting involved in the workflows and checking
customer-related data.

In addition, e-learning programs can be easily set up and distributed among your reseller channels. With the
Exact Synergy Enterprise reseller portal, resellers can represent your company and your business propositions
in more professional and compliant way.

4.1 Managing Portal Logins

Upon activation of the portal access for the main contact person of the account, the main contact person can
activate the portal access option for all the other contacts linked to the account via the Contact section in
My account data card.

To activate the portal access option for the other contacts:

Click Customers at the top bar.

Go to Reports = My account data = My account data.

On the account card under the Contacts section, select the required contact.
On the Contact page, click Edit.

Under the Marketing section, select the Portal access check box.

Click Save.

S

Note: To allow the main contact person of the reseller to have web access, function right 121 -
Allows to give web access to main contact person of reseller is required. Users with
the Customer manager or Reseller manager role have this function right.
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You can change your own portal login password from your contact card.

To change own password for portal login:

1. Click My account data at the top menu.

2. On the account card under the Contacts section, select your own name.
3. Onthe Contact page, click Password.

4. Define the fields.

5. Click Save.

4.2 Assigning Role to Contact People

As the main contact of the reseller account, you can assign the F&A staff role for or remove the F&A staff role
from other contacts belonging to the same account.

To assign role to contact people:

1. Click Customers at the top bar.
. Go to Reports = My account data = My account data.
3. Ontheaccount card under the Contacts section, click Security. The Accounts: Role page will be
displayed.
4. Click New. You will see the following page:

Homepage < Favorites Workflow Mews My account data
El Accounts (New - Role) 6l

- Exa Ct Save Save + Hew Close

g Workflow Person E@
ﬂhﬁ Accounts p Role IF&.P\StEIﬁ' 'I

[

¥ Requests 0O
L =
D Documents p

S.  Onthe Accounts (New - Role) page at Person, type or select the ID of the person for whom you want to
assign the role to.

6. AtRole, F&A staffis selected by default.

7. Click Save.

Note:  All fields with the “!” icon are mandatory.




To delete role from contact people:

Click Customers at the top bar.

Go to Reports = My account data = My account data.

On the account card under the Contacts section, click Security.

On the Accounts: Role page, select the check box(es) of the contacts for whom you want to remove the
F&A staff role, as displayed in the following page:

hali ol A

Homepage = Favorites  Workflow MNews My account data

El Accounts: Role = & @
- ExaCt Refresh Hew Delete Close
Job title 1D
kflow
% Wer Business
i Accounts }2' 2 Ippu Miao Developmant MIA010 F&.A4 staff
[ Professional
[ >
B oo O
[ >
D Documents p
[ >

5. Click Delete. A message requesting for confirmation to remove the role will be displayed.
6. Click OK.

4.3  Managing Accounts

On the account card, you can view and modify information of the accounts as well as manage the contacts in
accounts.

T ———
St ==l

Homepage @ Favortes Workfow MNews My account data

El Accounts: Search B ® &
= ExaCt | show | Reset | Contact | Count | Defauk | Close |
Name (] coce [ s |
Posteode @ |0 oy @l =
phone gl
[ = [ conixct ~
Lastname @] | Frstname @i |
Contact Phone @ | Only msin contact [Yes |
Include: Contacts (al) [
Type: Address [Vist =l

Columns

R Contact el GontaskPhos
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To search and view accounts:

Click je Search: Accounts on the left menu. The Accounts: Search page will be displayed.
Define the search criteria.

Click Show. A list of accounts will be displayed.

Select the account that you want to view under the Account name column.

Click Close to exit.

A

Note:  You can also search or view accounts if you have clicked Accounts on the left menu. On
the Accounts page, select an account type under its category. The Accounts: Search
page will be displayed.

To create accounts:

#
1. Clicke¥a New: Account on the left menu. The Select: Type page will be displayed.
Under the Type: Company section, click Not validated. The Accounts: New — Not validated page will

be displayed.
T
]
—]
Homepage < Favorites Workflow News My account data
El Accounts: New - Not validated o ®
— Exact Created: miao miap 05-07-2012 13:15 i
| save || sawes+lew | | close |
9 workflow =
e
A g Code 13 Typs Not Valdated
[ - | Name | @ Shee 09-07-2012
B « 7 Status / Since Not validated 08-07-2012
— d Address | Securty level 10
[ | rostooderciy | B Classification SE — Smal Enterprise
Rating 7—7
[} pocuments country [NC | O] netherlands . —
- Source |R ﬁjReseHer
sector [UNKNOWN | Bl unknown
Fax 1
size [UNKNOWN | Slunknown
E-mail |
Manager
Tile / nitils [MR__| Smr. [ Pt
wadename [ Division 001 — Division 001
Lastname [
Job deseription. [~
Job title B
E-mail |
WValid email
address r
Email permission [T
Phone
Mobils

4. Define the fields.
5. Click Save to save the new account.
6. Click Close to exit.

Note:  All fields with the “!” icon are mandatory.




To edit accounts:

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.
Select the required account under the Account name column.

Click Edit.

Make the necessary changes, and then click Save.

Click Close to exit.

O NG LN

To delete accounts:

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.
Select the required account under the Account name column.

Click Edit.

Click Delete. A message requesting for confirmation to delete the account will be displayed.
Click OK to delete the account.

O NG N
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4.3.1 Managing contacts under accounts

The Contacts section on the account card allows you to search, create, and modify existing contacts.
Furthermore, you can assign new account roles to contacts for portal rights via My account data. For more
information, see 4.2 Assigning Role to Contact People.

To create contacts:

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.

Select the required account under the Account name column.

On the account card under the Contacts section, click Add. The Contact: New page will be displayed.

S

—
==
m——
=
Homepage  Favortes Workfow News My account data
El Contact: New & @
— Exact Not validated: Sunny Bakery Status: Not validated Rating: 7
Created: miao miao 019-07-2012 14:41 Modified:
P9 workflow | save | Sawe+tew | | Close |
G a0
| - Ttle S, vserveme [
B Requests 2 Initials 5|
[} pocuments O Middie name
suffix [ B
Job description |- - .
| Timestamp | | Full screen |
Jobtile S e
pone [ password [
Exiension ECP Authentication
Wabie
Portals Edit Rights

Fax

Portals Edit Rights
E-mail [

Portal  Access rights Check Out Rights View All Carts Rights

Vaiid email address [
Email permission [

Language  Sienglish
Main Ho

Account manager

Job fille {Account manager)
Manager (Contact) 3}

Jub tie (Contact Manager)
Last Login Hone

7. Define the fields.
8. Click Save to save the new contact.
9. Click Close to exit.




To edit contacts:

© 0N LN

Click Customers at the top bar.

Go to Reports > Accounts —> Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.

Select the required account under the Account name column.

On the account card under the Contacts section, select the required contact from the list of contacts.
Click Edit.

Make the necessary changes, and then click Save.

Click Close to exit.

To delete contacts:

© 0N WD

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.

Select the required account under the Account name column.

Under the Contacts section, select the contact that you want to delete.

Click Edit.

Click Delete. A message requesting for confirmation to delete the contact will be displayed.
Click OK.

To upload vCards:

1
2
3
4
S.
6.
7
8
9
1

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.

Select the required account under the Account name column.

Under the Contacts section, select the contact to whom you want to upload the vCard file.
Click Edit.

Click vCard and click Browse to select and upload a vCard file.

Click Submit.

0. Click Close to exit.

To change statuses of contacts:

S

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.
Select the required account under the Account name column.

Under the Contacts section, select the contact whose status you want to change.
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N

Click Edit.

8. Click Inactive to deactivate the selected contact. A message requesting for confirmation to change the
status will be displayed.

9. Click OK.

Note: The Inactive button is only available if the current status of the contact is active. To
activate inactive contacts, click Active.

4.3.2 Managing requests under accounts

Requests can be created or modified depending on the settings configured in the Flow tab of the request type
definition. Whether certain information is visible or can be edited in a request form depends on the status

of the request and the definition of each field configured in the Fields tab of the request type definition. The
actions that can be performed on a request depend on the request status and the request type definition.

To create requests:

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.

Select the required account under the Account name column.

On the account card under the Contacts section, select the required contact from the list of contacts.
Click New: Request. The Request: New page will be displayed.

=

N Uk wN =

]
Homepage =# Favorites Workflow MNews My account data

Kl Request: New & ®

=exact ... |

Create a new request

™ Workflow .
A4 Accounts 2 Rocuest ives. I | Create |
— "

Bt
(I - | Complaint
] pocuments J
I
CRM - Support

Complaint
Support/Call

8. Under the Recently created or All request types section, select the required request type.
9. Click New.

10. Define the fields.

11. Click Submit.

12 Click Close to exit.




To copy requests:

S

o N

10.
11.
12.
13.

Click Customers at the top bar.

Go to Reports = Accounts = Search.

On the Search page under the Search section, click Accounts.

On the Accounts: Search page, define the search criteria, and then click Show.

Select the required account under the Account name column.

On the account card under the Requests section, select the request that you want to copy by clicking the
hyperlinked request.

On the selected request page, click Copy. The Request: New page will be displayed.

Under the Recently created or All request types section, select the required request type.

Under Select the fields to copy to the request section, select the check box(es) of fields containing
information that you want to copy from the existing request to the new request.

Click New.

Define the fields.

Click Submit.

Click Close to exit.

4.4  Workflow

As areseller, you can manage requests in your workflow via Workflow on the top menu or left menu. On the
Workflow page, you can view requests that are waiting for your actions, create requests, as well as perform
bulk actions on those requests.

55
Person I 3 E Wai Ting Yon Involvement IWork:ﬂow - I
Show (% List {” Summary Category I ;I
Action I ;I Type I ;I
Sort by I Date () ;” ;I Itermn I E
I” | Date AT | At T 057 D T Priority 2~ | p, A |1y 185 (A g
[T 04-07-2012 Approve Appointment with Schen:.lule for 3 Wai Ting Fish B Chips Market
response meeting Yong Avenue Ld
. . ‘Customer Fish & Chips Market
[T 04-07-2012 Realize Complaint i EEE 2 _—— X

[ 15 [ Show
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4.4.1 Creating requests

Asareseller, you can only create a request that is tied to a request type with security level 0, 1, or 2.
To create requests:

1. Click Workflow on the top or left menu.

2. Click New.

3. Select the required request type under the Recently created or All request types section.
4. Define the fields.

S. Click Submit.

Note:  You can also create requests by clicking My account data on the top menu, and then
clicking Workflow under the Monitor section.

4.4.2 Searching and viewing requests

Once the request has been created, you can always view the request to check the status of the request to
determine whether the request has been acted upon.

A wBESs &

Hemepage ' Fovertes  Wenfow  News By scoosum dets
El Workfiow: Search - Requests o O R
SEXACT | | e coms o e
|
™ Reguests O S o~ P -
L:_," Documants [0 B

Save

To search and view requests:

Click f2 Search: Requests on the left menu.
Define the search criteria.

Click Show. The requests will be displayed.
Select the request that you want to view.
Click Close to exit.

gk LN




4.4.3 Editing requests

Once the request has been created and submitted, you can still edit the request by adding or editing remarks in
the request.

To edit requests:

Click £2) Search: Requests at Requests on the left menu.

Define the search criteria.

Click Show. The requests will be displayed.

Select the request that you want to edit under the Created or Description column.
Make the necessary change(s).

Click Save.

S

4.4.4 Copyingrequests
If you want to create a request with similar information of another request, you can copy the request.
To copy requests:

Click £2)Search: Requests at Requests on the left menu.

Define the search criteria.

Click Show. The requests will be displayed.

Select the request that you want to copy under the Created or Description column.

Click Copy. The Request: New page will be displayed.

Select a request type under the All request types section. The information from the previous request will
be displayed and selected. Clear the respective check boxes if you do not want the particular information to
be copied to the new request.

Click New.

Define the fields.

9. Click Submit.

SN
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Note: All fields with the "!" icon are mandatory.

4.4.5 Performing bulk actions on requests
You can perform bulk operations on more than one request in your workflow. When you click the Bulk:
Actions button, several other buttons become available. These buttons allows you to perform actions on up to

25 requests at once.

To perform bulk actions on requests:

1. Click Workflow on the top or left menu.
Click Bulk: Actions. Seven additional buttons will be displayed, allowing you to assign, delete, reopen,
reject, process, realize, or approve requests in bulk.

3. Select the check boxes next to the requests to indicate the requests involved in the bulk operation.
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4. Click Bulk: Assign, Bulk: Delete, Bulk: Reopen, Bulk: Reject, Bulk: Process, Bulk: Realize, or
Bulk: Approve. Depending on the bulk operation, the system may prompt you for more information
or confirmation. Once the bulk operation is completed, the system will display a report on the success or
failure of the operation on each request.

S. Click Close on the report page to display the workflow list.

During the bulk operation, the system will automatically add a timestamp at the end of the Remarks:
Workflow field of each of the selected requests. If the Remarks: Workflow field is not available or cannot be
edited at the current request status, the timestamp will be added at the end of the Remarks: Request field. If
both fields are not available or cannot be edited at the current request status, or the operation is Bulk: Delete,
the timestamp will not be added.

4.5 Creating, Searching, and Viewing Documents

The reseller portal allows you to create documents, and search and view existing documents. For more
information, see 6.3 Document Settings.

You will require certain rights in order to perform these actions. See the following table for the actions and
respective rights:

Actions Rights required

You can only create documents with the following security
levels:

- 2 —Partners
- 10 —Internal
- 101 — Project (Specific)

Create documents

You can only modify the following documents:

- Documents that you have created.

Edit documents -  Documents with Creator / Owner selected at the Edit:
Rights field and your name is filled in the Owner field.

You can view and search for the following documents:

View and search for - Documents that you have created.
documents - Documents with security level set to 0, 1, and 2.




O xES &

Hommpege @ Frverboy_Workhow, Hews: My socoond dets
Kl Documents: Gabriel Abbers E s & @®
S EXACE | cvesn | neset | tow || coun | | Chose

Oneuments

Modified *

OR-07-2082 1056 29 900 g2 Lveats Lulignch g1 ndw prodedt Gazrd ALEers Pandng

To create documents:

1. Click D New: Document on the left menu. The Document: New page will be displayed.
2. Selecta document type under the Select: Document type section.

3. Define the fields.

4. Click Save.

Note: All fields with the "!" icon are mandatory.

To search and view documents:

Click £2)Search: Documents on the left menu. The Documents: Search page will be displayed.
Define the search criteria.

Click Show. A list of documents will be displayed.

Select the document that you want to view under the Subject column.

Click Close to exit.

A .

Note:  You can also search for documents by clicking My account data on the top menu, and then
clicking Documents under the Monitor section.
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4.6 Resellers Forums

You can access forum to view or share topics of interest. This feature provides you with a platform to
communicate with other users of Exact Synergy Enterprise.

To view threads:

1. Click Customers at the top bar.

2. Go to Reports —> General = Resellers - Forum.

3. Click the hyperlinks on the left to view the respective topics.
4.  Click the hyperlink under the Topics column.

To create threads:

Click Customers at the top bar.

Go to Reports = General = Resellers - Forum.

Click the hyperlink of a forum.

Click the hyperlink of a subtopic under the Topics column.
Click the Begin new conversation hyperlink.

Type the subject of the thread.

After filling in other relevant information, click Post.

N Uk wN =

4.7 Tests

You can obtain an overview of planning requests for tests. When you receive a planning request, you can
execute the test within the start and end dates and time indicated in the planning request. If you have deleted
the planning request before executing it, a request must be recreated before you can execute it.

When you execute a test, a page introducing the test will be loaded. Each question will be displayed on a
separate page. The answers selected will be stored in answer requests so that the full reporting capabilities in
Exact Synergy Enterprise can be utilized to analyze the results.

You can also obtain an overview of scores that you have obtained in tests.
To execute tests:

1. Click Customers at the top bar.
Go to Reports = Tests = Execute.

3. Under the Test column, click the hyperlinked description of the test. A page with the introduction of the
test will be displayed.

4. Click Start to begin the test. You can click Next to go to the following question, or Previous to return to
the previous question.

S. Click Finish to complete the test. You cannot change the answers once the test is completed.

Tip:  For questions that you have not answered or need to be reviewed later on, you can mark
them by selecting the Review check box. While executing the test, you can click the
Review button to view the questions that you have marked.




To view test scores:

hali ol e

Click Customers at the top bar.

Go to Reports = Tests = Scores.

Define the criteria under the Criteria section.
Click Show.

4.8 Sales Orders and Fulfillments

Asareseller, you can search for and view quotation and sales order records belonging to your account.

To view invoiced sales orders:

Click Customers at the top bar.

Go to Reports = Orders = Quotations / Sales orders.

Under the Criteria section at Date, define a date or a range of dates to display sales orders or credit notes
created on the selected date(s).

At Currency, select the currency to display sales orders or credit notes created with the defined currency.
Click Show.

Note: This feature only displays sales order and credit note records that have been invoiced and
belong to the account displayed at Reseller.

To view all sales orders:

Click Customers at the top bar.

Go to Reports = Orders = Fulfillment.

Under the Criteria section at Account, type or select an account to view the sales orders belonging to the
selected account.

Click Show.

Note: This feature displays sales order and credit note records that have or have not been invoiced
and belong to the account defined at Account.
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5. Homepage, Dashboards, Favorites,
News, and My Account Data

5.1 Homepage

The homepage allows easy navigation to various pages, such as favorites, news, requests, and others. You can
also customize the homepage by adding web parts to the homepage. The web parts act as a shortcut whereby
you can easily view the news, favorites, clock, and others on the homepage instead of accessing so many

pages to get to the page that you want. The homepage will always be displayed when you start Exact Synergy
Enterprise unless you have set dashboards as your default page. However, you can always view the homepage

by clicking = on ga at the top menu, and then selecting Homepage.

8. A & N
B Homepage A @ @

=exact |
N

Bocamens (3

To add and/or remove web parts on the homepage:

1. Click=at ga on the top menu.

2. Select Homepage.

3. Click $& Customize.

4. Click Add widget.

S.  Select the check box(es) of the web parts to be added and the positions of the web parts, or clear the check

box(es) of the web parts to be removed.
Click Save.

6.
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To set the homepage as default:

1. Click=at ga on the top menu.

2. Select Homepage.

3. Click # Customize.

4. Click Default. The message “Are you sure that you want to use the default settings? This action can’t be
undone.” will be displayed.

S.  Click Yes.

5.1.1 Customizing the homepage
You can customize your homepage to display only the information that you want to view.
To customize the homepage:

1. Click Homepage on the top menu.
Click # Customize. You will see the following page:

laddenonee] LEar,] oataut] [gece)]

# Zone - Main

kefl JHE
Created date | Action | Type | Description Modified date Priority

Zone - Main Left [# Zone - Main Right &

News SE®

3. Click ® Add under the Zone — Left, Zone - Main, Zone — Main Left, or Zone — Main Right section to
add web parts into the respective section on your homepage. For an example, you would like to see the
listing of the links that you have saved as favorites under the Zone —- Main Right section. Click # Add
under the Zone — Main Right section. The Dashboard - Catalog page will be displayed. Then, select the
Favorites check box under the System tab, as shown in the following page:

/A Bxact Synergy Enterprise — Webpage Dialog

A bact Synergy Enterprise —WebpageDiaos |

I | ‘Haln: |
| Tor Favorites

See saved favorites list

- d;j Recently viewed

Select last viewed or last created activity to display

- B4 Toolbar

See list of useful toolbar links

r B Menu
I B rroducts

r E!! Pivot analysis




Click Save. The web part that you have selected will be displayed under the respective section.
Click # Edit under the section to modify the properties and layout of the web part. The fields displayed

differ from one web part to another. See the following page for an example:

Category |Du|:r'|)tinn
Page size I h

Category I]

Title |
Show: Header [+ Show: Frame [
width | | Picel =
Height | | Picel =l
Backaground / Transparent [ |

[Lsave ] [cancel]

6. Once you have defined the properties and layout settings, click Save.

7. Click Close to display your homepage.
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5.2 Dashboards

Dashboards are similar to a homepage whereby you can add web parts, such as news, favorites, search engine,
and others on the dashboard. Unlike a homepage, you can create many dashboards, and make the selected
dashboard as your default page instead of the homepage. With the numerous dashboards that can be created,
you can customize every dashboard to display different web parts. For example, dashboard 1 with the weather,
news, and MSN search web parts, and dashboard 2 with the document and workflow web parts.

5 W 4 &

« [ M5 (search) o

msn¥....

To create dashboards:

1. Click at {3y on the top menu.

. Select Add dashboard. The Dashboard: New page will be displayed.

3. Type the name of the dashboard at Name. This is mandatory. If you want this dashboard to be the default
dashboard, select the Set as default check box. Once you have selected the Set as default check box, this
dashboard will always be displayed when you start Exact Synergy Enterprise.

4. Click Save.

To view dashboards:

1. Click at {3y on the top menu.
2. Select the dashboard that you want to view. The dashboard will be displayed.




To edit dashboards:

RGNS

Click= at ﬁ on the top menu.
Select the dashboard to be edited.
Click & Customize.

Click Edit.

Make the necessary change(s).
Click Save.

To add and/or remove web parts on dashboards:

I .

6.

Click o at {3y on the top menu.

Select the dashboard to which you want to add web parts.

Click#& Customize.

Click Add widget.

Select the check box(es) of the web parts to be added and the positions of the web parts, or clear the check
box(es) of the web parts to be removed.

Click Save.

To delete dashboards:

Clickg at £ on the top menu.

Select the dashboard that you want to delete.

Click 2& Customize.

Click Delete. A message “Are you sure you want to delete this dashboard? This action can’t be undone.”
will be displayed.

Click Yes.

1.

2.
3.
4
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5.3  Favorites
You can add pages in Exact Synergy Enterprise as your favorites. Be it a page of a document that you frequently
access or a request that you want to revisit in the near future, you can add the page to your favorite list so that

you can quickly access it whenever you want.

You can view and manage the favorites that you have created. You can also create categories and group your
favorites to the respective categories.

5.3.1 Creating, modifying, and deleting favorite categories
You must create at least one category before you can mark a page as a favorite.

To create favorite categories:

1. Click Favorites on the top menu.
Click Category. You will see the following page:

3. AtDescription, type the name of the category. This is mandatory.
4. Click Save.

To modify names of favorite categories:

Click Favorites on the top menu.

Click Categories.

Click the description of the category under the Description column.
At Description, type a new name for the category.

Click Save.

gk LN

To delete favorite categories:

Click Favorites on the top menu.

Click Categories.

Click the description of the category under the Description column.
Click Delete. A message will be displayed to ask you for confirmation.
Click OK to proceed with the deletion process.

A




5.3.2 Marking pages as favorites
There are two ways to mark a page as a favorite.
To mark pages as favorites:

1. Click Favorites on the top menu.
Click New. You will see the following page:

=N [ EEET= e|

General |
Category Im
Description | |@
[—
URL
=

At Category, select the category that the page should be grouped under.
At Description, type the description of the page. This is mandatory.
At URL, type the hyperlink of the page.

Click Save.

o Uk w

To mark pages as favorites via respective pages:

1. Go to the page that you want to mark as favorites.
2. Click gy Favorites at the top right of the page.

Description

URL [DocView.aspx?DocumentID=%7bc808acS2-Tccd- |
42db-9426-f36bba4463d8%
7dBEditUR L=DocView.aspx%3fAction%3dEDIT%
26DocumentID%3d%257bc808ac32-Tocd-42db-
9426-f36bb94463d8%257d%26ReturnTo% ;l

Category [General =]

Category - New I

(T

3. AtDescription, type the description of the page. By default, the title of the page is filled.

At URL, the hyperlink of the page is displayed.

S. At Category, select the category that the page should be grouped under. If you want to group the page
under a new category, type the name of the category at Category - New.

6. Click OK.

ha
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5.3.3 Removing pages from favorites

Pages that have been marked as favorites can be removed.
To remove pages from favorites:

1. Click Favorites on the top menu. You will see the following page:

X~ B G

(st L] Leatesony] (Catmpepeal] Lgoze]

[E=
Criteria ¥
Show % List {© Summary Categories I ﬂ
# Category ‘[:uuacripﬁnnf*v |E|it‘Dele‘be
Genearal Document: 16.224.378 - Creating general ledgers Edit x
General PUi00O Edit X

page size[ 15 | Show ||

2. Under the Criteria section at Categories, select a category to view only pages that are grouped under the
category.

3. Click Refresh.

4. Click ¥ under the Delete column next to the page that you want to remove.

5.4 News

As a customer, supplier, or reseller, you can create, modify, and view news that is relevant to you. News is
created as documents. You can only modify the documents if you are the creator of the documents or have been
given the editrights to the documents. For more information about documents and rights to perform actions,
see Creating, Searching, and Viewing Documents at 3.3 Supplier Portal or Creating, Searching, and Viewing
Documents at 4.4 Reseller Portal.

Suppliers

O wES &

=7 Favorites Workflow News My ac t data

El suppliers g @

Exact. And it all comes together.

Logistics

Procurement

Project
Resellers

Suppliers

=eXxact Supplier News
m News: Suppliers
B wer Customers - Fiesty Fire Carnival
E Requests ﬁ Default  Firefighting with Passion! more..
D Documents ﬁ Emoloyees
|:| Financialzs A MNight in Paris Global Induction Gala
Global Induction Gala more..

(Events, , 08-07-2012




To view news:

1. Click News on the top menu.
Under the News section, click a hyperlink to view the respective news. For example, clicking Suppliers
will display documents that have security levels set to 0, 1, and 2.

3. Click the subject of the news to view the news.

Note: Only documents that have been published as Frontpage will be displayed.

5.5 Myaccount data

My account data stores information, such as addresses, contacts, and reseller rates of the account. In My
account data, you can manage the portal rights for your contacts or edit the cards to keep information up-to-
date. Furthermore, you can find account specific documents and other related information via the Monitor
section.

5.5.1 Editing My account data

To edit My account data:

1. Click w o-ax «a on the top menu. The following page will be displayed.

E
Homepage Favories Workilow News My account data

El Reseller: 5, Parentix O ©)

Created: Daniel Tan 20-06-2012 14:59 Modified: Daniel Tan 20-08-2012 1528
| Ear | | close |
fooner ]
Name / Code  parentix [0 5 @] contracts P workriow [Bleroiects
Gl ) [pocuments (3 Transactions. 1] Reports
ciy
State:
Country Metherlands (NL)
Doc its
o e L prone sexension
[ | Fax
E-mail
Web site
Conacts N EEN
[ Blah Blah - - &
Mr.
MManager Daniel Tan (Employee)
Cost center Default cost center
Reseller
Parent account
Subsidiaries (0}
Marketing

Type { Since
Status / Since
Securty level

Source

Sector

Classification / Rating
Size

Reseller
Active

10

Phone
Unknown

Small Enterprise
Unknown

20-06-2012
20-06-2012

Click Edit.

2.
3. Make the necessary changes, and then click Save.
4.

Click Close to exit.
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5.5.2 Utilizing the Monitor section

The Monitor section in My account data stores links to information related to the account. For example, you
can view, copy, or request documents on the account by clicking Documents under the Monitor section.

{'j Contracts gWurkﬂnw ﬁ Projects
DDucuments Transactinns Reports

Note: The Contracts, Documents, Workflow, Projects, and Reports hyperlinks are
available for all three portals. The customer and reseller portals have an extra hyperlink
called Transactions.

To view contracts:

1. Click My account data at the top menu. Alternatively, click Customers or Suppliers at the top bar, and
then go to Reports = My account data = My account data.

2. Onthe account card under the Monitor section, click Contracts.

On the Contracts: Results page, select the required contract that you want to view.

4. Click Close to exit.

w

To view documents:

1. Click My account data at the top menu. Alternatively, click Customers or Suppliers at the top bar, and
then go to Reports = My account data My account data.

2. Onthe account card under the Monitor section, click Documents.

3. Onthe Documents page, define the fields under the Criteria section.
4. Click Refresh.

S. Select the document that you want to view.

To view workflows:

1. Click My account data at the top menu. Alternatively, click Customers or Suppliers at the top bar, and
then go to Reports = My account data = My account data.

On the account card under the Monitor section, click Workflow.

On the Workflow page, define the fields under the Criteria section.

Click Refresh.

Select the required workflow that you want to view.

gk N




To view transaction reports for accounts receivable:

1. Click My account data at the top menu. Alternatively, click Customers or Suppliers at the top bar, and
then go to Reports = My account data = My account data.

2. Onthe account card under the Monitor section, click Transactions.

3. Onthe Receivables page, define the fields under the Criteria section.

4. Click Refresh.

S. Select the required report that you want to view.

To view projects:

1. Click My account data at the top menu. Alternatively, click Customers or Suppliers at the top bar, and
then go to Reports = My account data = My account data.

2. On the account card under the Monitor section, click Projects.

3. Onthe Projects page, select the required project that you want to view.

4. Click Close to exit.

To view reporting services integration reports grouped under CRM:

gk e

Click My account data at the top menu. Alternatively, click Customers or Suppliers at the top bar, and
then go to Reports = My account data = My account data.

On the account card under the Monitor section, click Reports.

On the CRM page, define the fields under the Criteria section.

Click Refresh.

Expand the reports list under the Reports section, select the required report that you want to view.
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6. Setup

Several settings must be defined by the administrator of the parent company before customers, resellers, and
suppliers can access the portals. Furthermore, license YA 1850 is required to access the customer portal,
YA1860 to access the reseller portal,and WWS1870 to access the supplier portal.

6.1 HRM Settings

The domain for the customer, reseller, and supplier must be defined in HRM general settings.

| Domain: New - People (Pre-Win2000) [¥] use Active Diractory create Exchange Mailbox

Organization: Unit (People) Subdirectory

People: Outlook Web Access  DocView.aspx?Documen

Exchange: Domain @ (Separator = ;)
Exchange server version Exchange server 2003 -
[bomain: tew - Partner (Pre-win2000) |E| use Active Diractory

Change password at next logon (Peopla)

|Domain: Mevr - Customer (Pre-Win2000) | use Active Diractory

Reguest: Portal access  TaskEN -

E-mazil () Microsoft Cutlock @ sMTP

Server smip exact.nl

Port 25

Brogram: ID (Background - Process) ( Separstor = 1)

0CS presence

Levels of indiract managers permitted to view
person specific documents and raquests

Request ype  [J]75 — Expense claim

Hours per day: Defsult 10.00 Request type: Vacation 1 Blvacation/eto
Request type: Work time reduction 8 Hcradit days Request type: Sick 2 Hisicyor
Split - Abssncs: Balsnce Request type: Return to vork 96 Hlpsck to vork
c ion - Entitl : Au i Divisians (Al w DaylNextpeiod + Absence: Expiry date - -

Working day whd Blworking day
Public haliday WPH Bi

Activate: Advanced Work Schedules

To define HRM general settings:

—

Go to HRM > Setup > General = Settings. The HRM: Settings page will be displayed.

Click Edit.

At Domain: New - People (Pre-Win2000) under the Server section, type the domain in which a new
Exact Synergy Enterprise user (person) will be created. The system will then create a Windows account
based on the information filled in. Select the use Active Directory check box if an active directory is
used. An active directory allows you to differentiate the location of the created NT accounts.

AtDomain: New - Partner (Pre-Win2000) under the Server section, type the domain in which a
new Exact Synergy Enterprise user (partner) will be created. You can use the same domain as used for the
person or use a different domain. Select the use Active Directory check box if an active directory is used.

@~
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AtDomain: New - Customer (Pre-Win2000) under the Server section, type the domain in which a
new Exact Synergy Enterprise user (customer) will be created. You can use the same domain as used for the
person or use a different domain. Select the use Active Directory check box if an active directory is used.

6.2
6.2.1 Account settings

Account and Contact Settings

The portal settings on the Accounts: Settings page must be defined.

[P J G
Weer

Disable: Account - Warning
Pop-up

Customer portal hitps://customers.exact.nl

Dissble: Contact - Warning
o

Default 022 Hlexact netherands B.v.
Account code from  Exact Globe Next

Type: Selact

Path /fdocs/

itps://deers exact | |
Jdocs/

pp—

| Reseller portal

Path

Bublic

Path

Directory: vCard - Path
(Complats)

/docs/

Crezte request on change
of account status.

Crezte request on change
of reseller

Security: Check - Roles

_Security settings for creating newsccownt |

[ allove access to HRM manager

EEO=E

Prospact (Company) ‘738 5

Requests [100.435.098 — Web Support: Wachtwoord sanvraaq voor de

Customer Portsl [HTML

o —

Sender (Default) noreply@exactsoftware.com
Mzme (Default) noreply@exactsoftware com

request-type definition
Suspect

Not validsted 2 edit all open requests

Forecast: Process

ot e B Ccotomcponnemen
Customer (Company) B Document: Type Fublcwebstedaog v
P & et
Associate B Map-Llnk  w
S — & oo
Supplier (Parson) Joil Rating 7 v
Reseller B Sector  Needto Detemine -
Division B Size  Meedto detemine =
Banke B Classification  ZZ2 B1o be dassified
Lead | Llcreate all request types, irespactive of Source | Phons h

Mail merge for customer portal Docomenttype |

Portal sccess activation

Reset password

Portal sccess deactivation

Default languzge O]

Request: Type Dlsles Forecact |




To define account settings:

1. Goto Customers = Setup = Other = Settings. The Accounts: Settings page will be displayed.

2. Click Edit.

3. At Customer portal under the Server section, type a portal address for the customer. For example,
“customers.exact.com”.

4. AtReseller portal under the Server section, type a portal address for the reseller. For example, “resellers.
exact.com”.

S. Click Save.

6.2.2 Contact settings

If you want account contacts to have access to the customer, reseller, or supplier portal, you have to give them
rights to access the portal.

Supplier: 3,14 Status: Active Rating: 7
Created: Maria Lachacka 31-03-2005 15:16. Modified: Mariz Lachacks 31-03-2005 15:16
Comtocts ] e
Title Blpr. Upload | Browse... |
First name Malgorzata =
Middle name
Last nama  Olkowicz
Suffix
e [Fooesms | ol
Job title yeil | e
Phons Freefields |
ctansion Follow up date - -
Contact persons: L
Mobile date field 6
] Contact parsons:
Fax date field 7
. Contact persons:
E-mail date field &
valid I add Contact persons:
alid email address s
Email parmission Contact persons:
E— date field 10
Language EN  Dlengiish contact for solution
. areas
Main Yes
Contact parsons: 0.00
number field 6 g
Account managser Mariz Lachacks Investor
Job title (Account manager) Finance & Administration Staff Contact persons: oo
e number field 7 g
Manager (Contact) 108311 ,@Mana Lachacka Financial
Job title {Contact: Manager) Finance & Administration Staff information
Contact persons: ~ gpo
[Foriarceess number field & 000
Last: Login None Blocked for email
Contact parsons: oo
number field 3 000

To define contact settings:

1.
2.
3.
4.
S.
6.
7.

Go to Customers = Reports = Accounts —> Search. The Accounts: Search page will be displayed.
Define the search criteria.

Click Show.

Select the required contact under the Contact: Last name column.

Click Edit.

Select the Portal access check box under the Marketing section.

Click Save.
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6.3 Document Settings

If you want your customers, resellers, or suppliers to view the documents that you have created, the documents
must contain the correct security level such as 1 for customers and 2 for resellers and suppliers, and All for
everyone. The security level is defined when you create a document. If the security level is not set correctly, the
customers, resellers, and suppliers will not be able to view the document(s).

Modified: Jesley Tang 07-05-2012 15:57

Created: J=zl=y T=ng 07-05-2012 15144
Publish MNomal w | | |
Subject  HRM New Policy Division 000  [FlExact Holding Hv.
Type [lPolicy Person perl
Category @pu\icrs\mxnuntrng manual\Budget rules Broject Hi
Security level Customers - 1 Ttam i
Delstion date - - Assortmant -
Leyout Policiss, Humsn rescurcss. Emplovess B
Attachments pol.bxt(87 Bytes) [Delete] Release B
[ Browse.. |
Total sttachmants size allowsd:20 ME
Rights  Creator / Owner - |
Ovmer B |
Varsion 1 B
Start date 07052012 Remark D
[2ea? suax sc@Ero= = P B T s | i @

HRM New Policy 2012

To define document settings:

Go to Documents —> Reports = Documents —> Search. The Documents: Search page will be displayed.

Define the search criteria.
Click Show.
Select the required document under the Subject column.

Click Edit.
At Security level, select Customers to allow your customers to view the document or Partners to allow

S o e

resellers and suppliers to view the document.
7. Click Save.




6.4  Language, Date, and Number Settings

In the customer, reseller, and supplier portals, the language, date format, and number format can be defined.

L

< Favortes Workiow News My account data
ﬁRegicmalumio"s & @

Save Close

Default dd-mm-yyyy

User-defined  ddmmyyyy -

Defaul 123456,789.00
User-defined  123.456.789.00 ¥

To define language, date, and number settings:

1. Click Customers or Suppliers at the top bar. The Menu: Customers page will be displayed for customers
and resellers, and Menu: Suppliers page will be displayed for suppliers.

2. Click Setup.

3. Under the General menu, click Regional options. The Regional options page will be displayed.
4. Define the fields.

5. Click Save.
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7. Appendix

The following table lists actions thata customer, supplier, and reseller can and cannot perform:

Customer Supplier Reseller

Create and copy requests

Search and view requests

L SR SRS
L4 4
L4 4

Perform bulk actions on requests

Create documents 9
Search and view documents vy "y vy
Documents at security | Documentsat security | Documents at security
levelsOand 1. levels 0, 1,and 2. levels 0, 1,and 2.
Documents linked to
a project that has its

security level set to 2.

View homepage 4 4
4

Customize homepage 'y

Create favorite categories

Mark pages as favorites

L4 4
L4 4
L4 4

Remove pages from favorites

Create and delete account entries n n o

Search and view account cards n n " 4

Modify account details v 4 " 4

Add and modify contacts v 4 " 4

Give portal access to or remove Iy th '. Onlv th '.

portal access from other contacts Only the main contact nly the main contact
can perform this. can perform this.




Action

Upload vCards of contacts

Customer

Supplier

Reseller
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View transaction reports of own
account

Search and view projects of own
account

View reporting services
integration reports

Search and view contracts

L & &4

L & B &

L & L%

4

View contract revenues

%<

Execute tests

View test scores

Define language, date, and number
settings

Access help files
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