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Introduction

Hilton Hotels Corporation has partnered with Birch Street Systems, Inc. to develop its next generation of
e-Procurement software. The Birch Street application is designed to connect buyers and suppliers in a
private marketplace.

The system has been developed by hoteliers, for hoteliers and is simply an enabling tool, which provides
Hilton with a common platform to connect buyers to the suppliers we conduct business with today.

The system is also designed to capture and leverage our “collective” spend across the organization. The
e-Procurement system does not change the relationship between the buyer and supplier.

= Key System Benefits:

Facilitates electronic purchasing activities through contracted and approved suppliers
Provides order guide templates, robust catalog search engine, multiple buying methods
(Catalog Content, Non-Catalog Content, Supplier on Demand)

Enables the connectivity of multiple locations to leverage the purchasing power of our
organization

Simplifies the purchasing process through a consistent platform

Supports multi data transmission methods (cXML, EDI, Facsimile, Internet)

Direct Supplier User Interface - Catalog Maintenance and PO Acceptance

Classifies spend

Captures maverick spend

No cost to hotels or suppliers
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= Level Il Training
v" Workflow and Approval Process
v Receiving and Reconciliation Process
v’ Basic Reports

(cont’d.)

© 2004 Birch Street Systems, Inc. December 2004 Page 2 of 174
Revised September 2005



STOP - PLEASE READ

e The Level II Reference Guide is designed to be used by Team Members who have completed the
one hour on-line training. The material covered during the on-line training is reflected in the
enclosed guide.

e Each Team Member who went through the on-line training received either a “Class Reminder”
and/or a “Thank You” e-mail, which included a hyperlink to access the Level II Reference
Guide.

e The Level II Reference Guide has been formatted for printing. Please print a copy of this guide
and place it in a 3-ring binder. Additional guides should be added to your binder as your hotel
completes further training segments.

e The Level Il Reference Guide will soon be available through the Hilton.net site, under:
Departments - Hilton Supply Management - Resources Library - Level Il Reference Guide

Application Note

SCREEN LOADING RATES WILL VARY DEPENDING ON A HOST OF CRITERIA.
SCREENS THAT HANDLE A LARGE AMOUNT OF DATA AND/OR PROCESSING
WILL LOAD SLOWER IF IT IS THE FIRST TIME THE SCREEN HAS BEEN
LOADED SINCE A REBOOT. THE SAME SCREEN WILL LOAD MUCH FASTER
AFTER THE INITIAL SCREEN LOAD
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Support

Birch Street Customer Support

Support Hours: 8 am to 5 pm Pacific Standard Time (PST)
Phone: 1-(949) 567-7030
E-mail: v7support@birchstreetsystems.com

On-Line Support

Tutorials On the www.hsm-online.com Home page
Help Within the Birch Street application
FAQ’s/ Q-Tips On the www.hsm-online.com Home page and within the Birch Street application

HSM Reqgional Offices

Office Telephone E-mail Address
HSM-Central 312-621-7355 hsm ce@hilton.com
States: (DC, IL, IN, 1A, KS, MD, MI, MN, MO, NE, OH, PA, SD, VA, WV, WI)
HSM-Hawaii 808-947-7866 hsm hi@hilton.com
States: (HI)

HSM-Northeast 212-261-5800 hsm ne@hilton.com

States: (CT, DE, ME, MA, NH, NJ, NY, RI, VT)

HSM-Southeast 901-374-6104 hsm se@hilton.com
States: (AL, AR, FL, GA, KY, LA, MS, NC, SC, TN)

HSM-Southwest 602-640-1390 hsm sw@hilton.com
States: (AZ, CO, NV, NM, OK, TX, UT)

HSM-West 310-205-4440 hsm_we@hilton.com
States: (AK, CA, ID, MT, OR, WA, WY)
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Chapter 1 — Getting Started

1.  First Time Login - Go to www.hsm-online.com

Step 1: Click on V7 Procurement Login.

72 HSM Online - Microsoft Internet Explorer
Ele Edt View Favorites Took  Help

Gaack - ﬂ ﬂ , - search \-;ﬁ'\}:’Favorltes .ﬂ[‘Medua {2 o -

Address @] http: frwser, hsm-onling. com HSMIndesc html

/ Support: Call (949) 567.7030
Hi}tun Support Hours: Mon-Fri 8,_31.|!1 ‘.0 5pm PaciﬁcTinIl“e

Supily Management*

Welcome to HSM Online !

Level | Reference Guide
(last updated an D3412104)

Level | Training Survey Please click on the link below to login to Birch Streset
Buyer FAQ - -
S Birch Street e-Procurement Login

Supplier FAQ
(last updated an 10/2803)

Contact Hilton Supply
Management

Supplier Training Schedule

Tutorials <- Select this link to review
the Tutorals and Product
Ovenview

Demo System Login

Connection Test

Minimum System
Requirements

Step 2: Enter your Birch Street Login ID and Password provided.

Please obtain your Birch Street Login ID/Password from your hotel GM, if not already provided).
Forgot Password?

Login ID: |LOGIN1D1
Password: |*°“°“°’°“°“°“°"

Step 3: Go through the First Time Login process - click Continue.
(2K \_"“'C:EE.'.'! E n @mi"'{&h-nnm

Hilten
Welcome to HSM Online!

Making your selling experfence more efficient.
d 1o 1al o of & few detalls. Firs, ik

ight of the

and Information Agreement
g your password
and Update My Sattiings

for using HSM Cnline!

Continue

@
Hilton

Supply Management
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Chapter 1 — Getting Started

1.  First Time Login - Go to www.hsm-online.com

Step 4: Click “Accept” Terms of Use.

TR SITE USAGE AND ISFORMATION AGREEMENT - Microselt Internet Explorer

SITE USAGE AND INFORMATIOMN AGREEMENT

IMPORTANT! THIS IS A BINDING LEGAL AGREEMENT (this " Agreement”'). FLEASE READ THESE TERMS AND
CUI\'DII'IONS OF USE CAREFULLY BEFORE USING THE MAREETPLACE.

This Agreement governs your use of the Branded Privare Masketplace and associated web sie (colectively, the Markemplace” and it by and
between Hiton Hotels Corporation (referred to herem as "HHC", "we”, "ue®, or "our”) and you, on behalf of youreelf and the buyer, menber or
supplier for whach you have regeetered (Myou™). By using, viewing, transrnitting, rarhr_‘\o stering andler otherwize utilizng the Marketplace, the services
or fimctions offered in or by the Marketplace andfor the cortents of the Marketplace in any way, you have agreed to each and all of the terms and
conditions set forth below, and wive any right to claim anibigiiny or error in this Agreement I you do not agree to each and all of these terms
and cenditions please do not use the Marketplace and leave the Markerplace immediately. We raserve the right, ar our sole and abschis
discretion, to change, modify, add, or remove portions of these terms at any tinie wit ndicated, such changes will
become efective imme diately, therafore, pleass check these terms periodically the Marketplace following the
posting of changs 2 Agreement will mean you accept those changes Please print and retain a copy of this Agresment, as it may be changed
o tme o time, for your records

otice and, unless
s Your contiomad use

m ELIGIRILITY

The Marketp
oing. the Ma
Markeplace sad

2 is awadable only to indrvidusls and entities that can form legally binding contracts under applicable luw, Withous rniting the
and the services offered by the Marketplace are not available to mincrs. I you do not qualfy, chick here 10 leave the

e the Marketplace

r. RESTRICTIONS ON USE OF MATERIALS

ed in the Marketplace are the ¢ o yrighted propenty of HHC, or s subsidiaries or afFiated comparies andlor third pasty
are propristary to HHC or its
the Marketplace ¢
e , uploaded, 7 wed, i
aterial on any other Web Sil# OF COMPAULEr BrTOrEe

s us. You may not Bame or utlize framing techragues 1o e

Step 5: Enter your original password/
Change (Create) your new password — known only to you. Your new password must be 6
characters long and consist of at least 5 letters and 1 number.
Retype new password.
Click “Change”.

Login 1D |“r”|:|urL|:||;|in

Cld password: |

MNew password: |

Fetype new password: |

Change |

You will automatically be redirected to your “My Settings” screen.

You have successfully logged into the Birch Street application for the first time. This is the only time you will need to
satisfy these steps. All future system access will take you directly from the Login screen to your Home Page.
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Chapter 1 — Getting Started

2. Updating Your Personal Information - “My Settings”

Step 1: Update any missing or incorrect information in your “My Settings” screen.
IMPORTANT - If you do not have a work e-mail address, change your Notification Option to:
Birch Street In-Box only.

Step 2: Click the blue “Save” button, then click the blue “Close” button.
\Weloome Dorcthes Bechstact Home Help FAG/O Tips Hide Logo @entry OList Overtical O Horizontal  [logll

Lagin name  JCHIPH1 M

Change passward

Werity password

Salutation

Firstrame  [Dorcthee

Mickcile initial

Lastname  |Bechstact

Fulname  [Dorothes Bechstact

Messae delivery option | Email anly v

Phone 1 |¢312) 726-7500
Est1 5368

Emmaill stidress  [dorothes_bechstadt@riton. com

Postion/Ttle  |Director of Puchasing
Department  [71 - General Administrativ
Default tab for front page COrder guide
Hide menu upan login
Matify me on approval
Motify submitter on cisapproval
Detauit PO approver  Jaorg
Dorothee Bechstact

Nolify me when PO i
v
accepted

Matify me when PO is rejected

Metify me when my POEs [
received

Outof office []

Records per page

Step 3: Click the “Home” link below the Hilton Logo on the Summary Panel.

‘iglcome Ann Mguyen Home Help FADO-Tips Hide Logo Gentry OList O vertical O Horizontal 100
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Chapter 1 — Getting Started

3.  Creating the e-SYSCO Link
IMPORTANT - Please skip this section if you do not currently buy from SYSCO or have a SYSCO account.
The Hilton e-Procurement system provides Buyers with the ability to connect with a select group of suppliers
via a Punch-out, directly into the supplier’s web site. At the conclusion of your ‘buying’ session, the products

purchased will be reflected in your Birch Street account in the form of a Purchase Order (PO).

Step 1: Click the “Hide Menu” check box below the Hilton Logo on the Summary Panel.

2. I
Hilton

Wisleome Raymond Adams &- Hitton Garden Inn Carlsbad Beach | [xide menu [xide summary Hide Logo ~ Home My Settings  Help  FAOO.Tips  Logout

Step 2: From the Main Menu, select v7 Procurement, then select SYSCO Punchout Profile option.
Wielcome Raymond Adams 5- Hitton Garden Inn Carlzhad Beach | » [ IHide Menu

Main Menu Search All Catalogs In B

My Menu Products A m Mew: 52
= V7T Procurement

Main Menu

My Menu
E U7 Procurement
Approvals
Company Application Setting
Receiving
Reconciliation
Supplier On The Fly
Sy=co Punchout Profile
Company Administration
Reports
VT Administration

Step 3: Enter the following information in the 2 white background fields: You’re existing SYSCO Login
ID and your existing SYSCO Account Number.

ERESIETIEDN

Punchout profile 10 |[New] &

eSysco login ID (up to 20 III
characters)

eSysco acct # (6 digits) |

Sysco opersting co. | Q
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Chapter 1 — Getting Started

3.  Creating the e-SYSCO Link

Step 4: Click on the magnifying glass icon to display all of the SYSCO Distributors or Operating
Companies (OpCo) — Let the screen load the data before you continue.

Sysco aperating co. Ill Q

Step 5: Select the SYSCO OpCo that currently services your hotel.

Advanced Search

Search Calumn: | Al b

Search Text: GO

Page 1 of 1 fRows 1-56 of 56 found

¢ Supplier name
| Select | 779|ALBANY
ALBUGLERGUE
| Select | TEO|SRKANSAS
| select | 197 |ATLANTA,
| Select | 782 |AUSTIN
| Select | 783 |BALTIMORE
Ez= 754|BARABOO
| Select | 791 |[BIRMINGHAM
| Select | 792 |CENTRAL FLORIDA,

=y
S

Step 6: Click the blue “Save” button, then click the blue “Close” button.
Wielcome Ann Mgliyen Home My Settings Help FAQO-Tips Hide Logo @ Entry OList O Vertical () Horizontal
| New | save | pelste | prim |

Step 7: Click the “Home” link below the Hilton Logo on the Summary Panel.

Welcome Raymond Adams 5- Hitton Garden Inn Carlsbad Beach |+ [JHide Menu [IHide Summary H
Main Menu Search All Catalogs In Box Sho
My Menu Products ~| Il | |New:52  Total: 52 Line

=l ¥T Procurement

Approvals
Company Application Setting
Receiving
Reconciliation | submit | Receive |
Sy=colitnchontiRiots Eirst Previous Next Last Refresh

The SYSCO punchout link should now be displayed on your Catalog Tab.

Hilton

Weekcrorme Crovarme & Martin 411 Hiton Hotels SAN FRANCISCO, CA. W [ Imicte Summary e Logo Heme by Settinas L AQG Ties Lo

Search All Catalogs

Prosucts | [ o |

Shopping Ca |

in B i
Mew: 149 Totak 153 Lines: 0 Totak 00

Cruale non catalog iterms

HEM Master

| ChefWorks

eSYSCO.

Please contact your HSM Regional Office if you do not know your SYSCO Login ID or SYSCO account number.
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Chapter 2 — System Navigation

1. The Front Page

When you log in to the Birch Street application you are taken to the “Front” page. The “Front” page is designed
to manage all the activities a buyer typically requires throughout the transaction cycle. Buyers can ‘toggle’
between the Front Page tabs to select a variety of features.

Hilton

Welcome Dwayne & Martin 411- Hiton Hotels SAN FRANCISCO, C& & [“IHide Menu [ Hide summary Hide Logo Home My Settings Help. FAQO-Tips Logout
Search All Catalogs In Box Shosping Cart
Progucts [ Go | New: 149 Totak 152 Lines:0  Totak 00

Catalogs

Create non-catalog items

Catalog name
HESM haster

1/Chef Works

|| Respitality & chefcbthing

2SYSCO.
2. Main Menu

Accessing the main menu is achieved by un-checking the Hide Menu checkbox on the Logo Panel. The Main

Menu is used to navigate and access additional features that are not typically required to manage the purchasing

cycle. You will need to access the Main Menu to create your Sysco Punchout Profile account and Edit

Supplier-On-The-Fly (S-O-T-F) records.

1. My Menu — Provides alternate access to the My Settings screen.

2. V7 Procurement — Provides various access to other Maintenance Screens, Reports and alternate access to
screens also accessible via the Front Page Tabs.

3. Edit A Supplier On The Fly (S-O-T-F)

4. SYSCO Punchout Profile

Welcome Raymond Adams 5- Hitton Garden Inn Carlshad Besch | w [IHide Menu [JHide Summary

[l ol

Main Menu Search All Catalogs In Bl Sha

My Menu Products v Il | |New: 52 Total: 52 Line
El U7 Procurement

Approvals

Compamy Application Setting
Receiving

Reconciliation

Supplier On The Fly Al Last 30 Days PO's i Header Update m‘
|

Sysco Punchout Profile Fitst Previous Mext Last Refresh

Budget Impact Add to OG
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Chapter 2 — System Navigation

3.

Summary / Search Panel

The Summary/Search Panel provides high level summary information from the application as well as catalog
search functionality. The Summary Panel contains the Search All Catalogs screen, In Box and Shopping Cart
Summary. Selecting the ‘Hide Summary’ check box will hide the Search All Catalogs screen, In Box and
Shopping Cart Summary. Un-checking the box will re-display the Summary/Search Panel.

WiElcome Dvvayne A hartin 411- Hiton Hotels SAN FRANCISCO, CA w Hide Menu [Hide summary Hide Logo
Search All Catalogs In Biox Shopping Cart
Products v D |[New:149  Totak 152 Lines:0  Total: 00

Search All Catalogs — This functionality provides catalog searches based upon 3 criteria:

Product Searches allow the user to search by any descriptive criteria including product number.
Category Searches allow the user to search by product category name.

My Suppliers

All Suppliers

My Recent Suppliers

Supplier Searches allow the user to search by Supplier Name.

In Box — This summary information provides the number of new messages (NOT new PO’s) and total message
count in the Birch Street In Box. The In Box is accessible via the Front Page Tabs.

Shopping Cart — This summary information provides the number of items (Lines) and the total dollar value
(Total) in the Cart. The Cart is accessible via the Front Page Tabs.
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Chapter 2 — System Navigation

4.

Logo Panel

The Logo Panel provides access to program maintenance, configuration and Help functionality. Clicking on the
‘Hide Logo’ link hides the blue ‘Logo’ section. Re-clicking this link will display the Logo Panel. Hiding the
Logo panel will create additional screen space to display other information.

Display items and links available from the Logo panel are as follows:
@
Hilton

Weleame Duayne A Martin 411- Hilon Hotels SAN FRANCISCO, C& v [“Iide Menu [ Hide Summary Hidelogo  Home WySettings ~ Help  FAQ/O-Tips Logout

Hide Menu Checkbox - Checking this box hides the main menu. Un-checking it displays the Main Menu.

e Hide Summary Checkbox - Checking this box hides the Summary/Search panel.

e Hide Logo - This link hides the Logo section of the Logo Panel.
e Home - This link refreshes the Front Page Tabs to display the Home Catalog tab.

e My Settings — This link displays the My Settings screen for adjustment of personal contact information and
individual application settings.

e Help — This link displays application ‘Help’ resources.
e FAQ/Q-Tips - This link displays Frequently Asked Questions and Quick-Tips.

e Logout — This link logs the user out of the application and returns them to the hsm-online Login Page.

© 2004 Birch Street Systems, Inc. December 2004 Page 16 of 174
Revised September 2005



Chapter 2 — System Navigation

5.  Front Page Tabs

Catalogs
re—

The Front Page Tabs provide for convenient application navigation organized by specific program functionality.

Catalogs - The Catalog Tab provides for access to the following functionality:

e Adding Non-Catalog Content to existing or current PO’s.

e  Accessing Catalogs directly through the Category Structure.

o Displays the Results from any Catalog Search initiated through the Search All Catalog functionality.

Order Guide - The Order Guide Tab allows for the creation, maintenance and use of Order Guides in the
PO process.

Cart - The Cart is a temporary staging area for the creation of PO’s that allows for comparisons of products
from any number of suppliers.

PO — The PO tab lists existing PO’s and all relevant actions taken against PO’s can be initiated from this
tab (New, Submitted, Viewed, Accepted, Rejected, PO Header information...more.)

In Box — The In Box tab maintains a list of all system generated notifications delivered to the user. The
user will receive notifications within this In Box only if the Message Delivery setting on the My Settings

Screen includes delivery to the “Birch Street In Box”.

Approvals — The Approvals Tab lists existing PO’s that are awaiting approval.
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Chapter 3 -

Searching Catalogs

1. Product Search

Products

Search All Catalons

* ||shampoo

Step 1:

Step 2:

Step 3:

On the Front Page, in the Search All Catalogs section of the Summary Panel, select “Product” from
the drop down list.

In the field immediately to the Right of the Products drop down list, type the product name or item
number of the product you wish to find. In this example, we searched for the product: Shampoo.

Click on the “G0” button. - The search results are displayed in the below Result Grid.

Search All Catalogs In B Shopging Cart
Products |[shampoo 0 | [New:52  Total: 52 Lines:0  Total: 00

Catalogs | | | |
Add to cart Add to order guide Create PO Add to PO

Catalog: Various
Products: 9
Pages: 1

Hilton Garden Inns Neutrogena 1 oz

1‘3{'20 Shampoo Guest Supply, Inc.  |210/ 1oz CE 1 O

More Product Info Excellent Hoteliers 4377

30102 Neutrogena Classic Shampoo 1 oz,

5 Bottle Guest Supply, Inc. (200 Moz Ccs 1 |:|
hlore Procuct Info Evcellent Hotelisrs J41 65

30425 Hampton Inn Breck Conditioning

Bl ore Product Inf Shampoo 1 oz. Bottle Guest Supply, Inc. |28 1oz [ 1 O
More Frocuet o Excellert Hateliers fad.43

30450 Hampton Inn & Suites Breck

B pore Prouct Inf Conditioning Shampoo 1 oz. Bottle Guest Supply, Inc. 1288 Moz =3 1 O
wlore Frocuet o Excellert Hateliers 4443

30508 Neutrogena Shampoo 2 oz, Botile Guest Supgly, e, |180 /202 oz y 0O

hlore Product Info Excellent Hoteliers $59.40

10509 Hilton Neutrogena Shampoo 1 oz.

Mare Product Inf Bottle Guest Supply, Inc. (210 /1o0z cs 1 |:|

Hore Frosucl o Excellert Hateliers §43.77

From the above screen, a Buyer can do any of the following:

e  Click on the “Computer Monitor Icon” to view the product image.

e  Click on the “More Product Info” link to view additional product information.

e  Click on the “Select” box (far right column) to tag the item — Add to Order Guide.
e  Enter an Order Quantity (second column from right) — Create a PO.

© 2004 Birch Street Systems, Inc.
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Chapter 3 — Searching Catalogs

2.  Category Search

Categories

Search All Catalogs

v || heds| m

Step 1:

Step 2:

Step 3:

On the Front Page, in the Search All Catalog section of the Summary Panel, select “Categories”
from the drop down list.

In the field immediately to the Right of the Categories drop down list, type in the “Category” you
wish to find. In this example, we searched for Category: beds.

Click on the “G0” button. - The result is displayed in the Result Grid.

Cateqories Found:4

Category name

HEMMASTER / Beds

HEMMASTER / Bedspreads, Comforters & Duvet Covers
HEMMASTER # Misc. Beds & Accessories
HSMMASTER # Sofas & Sofa Beds

Notice that we are now “drilling down” within the category structure, further refining our catalog search. At the
top left of the tab the Catalog, Category and Sub Category information is now displayed along with a blue
“Up” button, that if clicked will move you back “up” the category structure. Also displayed on the top right of
the tab is an additional Search this Catalog feature that provides for searches within the sub-category.

Clicking on any of the Categories will either display any existing Sub-Categories or the product(s) within
the Category.

Step 4:

The next level down displays sub-categories.
Catalogs

Catalog:HSM Master Search this Catalog:

Category:Beds @
Sub Categories: 5 m

Category name

Eaby Crib
Eed Frarmes

Headboards & Foothoards
Misc. Beds & Accessories
Roll-A- ey
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Chapter 3 — Searching Catalogs

2.  Category Search

Step 5: Click on any of the sub-categories to display the products contained within the sub-category.
Wcan YFo .
Catalog:HSM Master
Category: Baby Crib m
Products: 5
Pages: 1
Product Name Min |Ord Oty |Select
tem # Supplier Name Manufacturer Pack/Size uom qty Price ||
26523355226 .
Baby Crib
a%% 5 Excellent Hofeliers T Ea L 5 O
37945 Pack 'N Play Crib Graco Children
hore Praduct Info Excellert Hme\ieyrs Procucts 1 Ea ! 3100 26 O
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Chapter 3 — Searching Catalogs

3. Supplier Search

Search All Catalogs
&l suppliers % || national m

Step 1:

On the Front Page, in the Search All Catalogs section of the Summary Panel, select Suppliers
from the drop down list.

Revised September 2005

Step 2: In the field immediately to the Right of the Suppliers drop down list, type in the Supplier Name
you wish to find.
Step 3: Click on the “G0” button.

Suppliers

Aqua Sun Ozone International iew Product i cateqories

Contact: Matthewy Pabor  (8000500-51 44 Fax(8000500-51 44  gsoipurei@aol.com

723 Eugene Road

Palm Springs CA 92264

[Proy)

Artex International, Inc. Wiewy Products Wiew cateqories

Contact: Kim Hagler  (6181654-0296 Fax(6181654-0200  kimhi@artex-int.com

1405 VWalnut

Highland IL G52249

[Direct)

Buffet Enhancements International wiewy Products Wiswy categories
Contact: David Moreland  (5007930-0930 Fax:(5000990-9373  beizales@earthlink .net

4471 Wagoner Road

Poirt Clear AL 36564

[Proxy)

Cardinal International. Inc. Wiewy Products Wiewy cateqaties

Contact: David Turco  (973)625-0900 Ext:109 Fax(973)1633-5555 davidii@cardinalglass .com
50 Corporate Drive

Wiayne RJ 7470

[Prozy

All Suppliers with the same text you entered are returned.
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Chapter 3 — Searching Catalogs

4.

Supplier Classifications

National — The classification for any Supplier who has a ‘National’ contract with Hilton Hotels Corporation
and has the ability to service multiple geographic markets and/or hotel brands.

Or
Regional — A Regional Supplier is managed by a HSM Regional Office and only services a specific geographic
market.

And

Proxy - A ‘Proxy Supplier’ is a Supplier who does not sell directly to hotels. Hilton Supply Management
(HSM) takes “Title” to the transaction when you create a Purchase Order for the Proxy Supplier. The Birch
Street system will automatically transfer the PO to HSM.

Or
Direct - Opposite of a Proxy Supplier. A ‘Direct Supplier’ sells products directly to a hotel. The submitted
PO goes directly to the supplier.

In addition...

On The Fly - The term ‘Supplier-On-The-Fly’ (S-O-T-F) denotes when a new Supplier account is created by
the Buyer. The (S-O-T-F) Supplier has not been adopted into the Private Marketplace. All PO’s created for the
S-O-T-F Supplier will contain non-catalog content and the orders will be sent to the Supplier via the Birch
Street fax server. Supplier-On-The-Fly (S-O-T-F) Suppliers do not have catalog content.

Suppliers

Aqua Sun Ozone Internatienal Wiewy Procuct Wigny categories
Contact: Matthew Pabor (S00)500-5144 Fax:(800)500-5144 asoipurediaol.com
725 Eugene Road

Palm Springs CA 92254

(Procey
Artex International. Inc. Wieww Procuct Wiewy catedories
Contact: Kim Hagler (6158)1554-0296 Fax: (615)1554-0200 kimhiEartex-int .com

14035 Walnut
Highland IL &2249

[Dhirect)
Buffet Enhancements International ey Product “iewy categories
Contact: David Moreland (S003830-0330 Fax: (800)990-9373 beizalesfearthlink .net

4471 Wagoner Road
Paoint Clear AL 36564
[Proxy)

Cardinal International. Inc. wieww Product “iewy categories

Contact: David Turco (97 3)625-0900 Ext:109 Fax: (97 3153535-5555 davidtificardinalglass .com
30 Corporate Drive

Yayne MNJ F470

[Proxy)

ODEEM SUM INTERNATIONAL INC. dba YANK SING

Contact: IO LI [4151957-9559 Ext:5219 Fax:(415)957-9599 2= 2y anksinog com
1 RIMCOR CERTER

SAMN FRAMIISCD CA 94105

[2n the Fly)
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Chapter 3 — Searching Catalogs

5. Viewing Products
Suppliers

Aqua Sun Ozone International Yiew Products Yiew categaries
I

Click on the View Products link.

The system will display all products associated to that Supplier, if the Supplier has less than 1,000 products.
The products displayed will look similar to the Product search result.

MOoD. 300 Air & fabric purification system, Ozone

B pore Product Inf sanitizer, "in-room” unit -model 300 Agua Sun Ozone 1/55x4x3 E&, 1 O
tore Froduct nfo Agua Sun Ozone International $129.50

MOD. 2500 Air & fabric purification system, Ozone

B More Procuct In sanitizer, model 2500 Agua SunOzone  |1/8x6x135 = 1 O
tore Froduct nfo Agua Sun Ozone International $305.00

MOD. 5000 Air & fabric purification system, Ozone

B pore Product Inf sanitizer, model 5000 Agua Sun Ozone 1/9x16x18 E&, 1 O
tore Froduct nfo Agua Sun Ozone International $596.25

Or

A Search Text box is displayed for Suppliers with greater than 1,000 products in their catalog. An additional
search feature is provided to narrow the result set for the search.

‘2 View Products - Microsoft Internet Explorer E“E|E|

Search text:
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Chapter 3 — Searching Catalogs

6. Viewing Categories

Click on the View Categories link.

Artex International, Inc. iewy Products Yiewy cateqories
Contact: Kim Hagler  (B18)654-0296 Fax:(618)654-0200  kimh@@artex-int .com
1405 WWalnut

Highland IL 52249
(Direct) (Mational) (Product)

The system will display all of the categories that contain the Supplier’s products. The
Categories displayed will look similar to the Category search result.

Categories Found:3 m

Category name

HEMMASTER £ Linen Bibs, Mapkins & Placemats
HSMMASTER / Skirting, Padding & Runners
HSMMASTER f Table Covers & Mormmie Cloths

Clicking on any of the Categories will either display any existing Sub-Categories or the product(s) within the
Category.

Catalog:HSMMASTER

Category: Linen Bibs, Napkins & Placemats m
Products: 186

Pages: 1

Napkin, 17X17 White Carousel 100%
A117x1700000 '
0 X Spun Poly X1 550 Artex SO F1TT DI 3 [
Wore Product info Artex International, Inc. E7ys
Napkin, 17X17 Cadet Blue Carousel
AT 1700029 prin,
» 100% Spun Poly XI 550 Brtex 50 17T bz 5 0o
Mare Product Infa Artex International, Inc. $9.39
Napkin, 17X17 Black Carousel 100%
A7 x1701351 '
& * Spun Poly X1 550 Artex S0 7T DI 5 ]
Wore Product infa Artex International, Inc. 938
Napkin, 17X17 Teal Carousel 100%
AT« 1702500 !
0 X Spun Poly X1 550 Artex S0 F17"1 T Df 5 |
Mare Product Infa Artex International, Inc. $9.39
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Chapter 4 — Order Guides

1. Creating an Order Guide

The ‘Order Guide’ tab allows for the creation, maintenance and use of Order Guides, which contain catalog
content for those products purchased on a repetitive basis. Non-catalog items, items that are not part of a
supplier’s catalog content, may also be added to Order Guides and edited as needed.

Buyers can Sort, Add Par Values and a select other functions driven by Action buttons within the Order Guide

tab. This tab allows a user to group a list of items for frequent use. The user can copy items between order
guides, as well as rename or delete order guides.

Step 1: Select the Order Guide tab on the Front Page.

Order Guide | | |

Step 2: Click on the blue Action button “Create Order Guide”.
Ordlr cuicks st | Select Entry v

Delete item Update Clearaligty | updateFax | FEdititem | Import 0G
Purple=Hon catalog item / Red=Discontinued
urple=Hon catalog tem e 1Iscontinued nn TEmplilE Add GL Acct ttemn h|stury

Eirst Previous Mext Last Search Refresh Osort [rar values

Step 3: Create a name for your Order Guide and click “OK”.,
4 Create Order, Guide - Microsoft Internet Explorer E“E|E|

Enter the name of the order guide

[Housekeeping Amenities|

The Order Guide you just created is displayed in the Order Guide list window.

Orcler guide list | Housekeeping Amenties Create PO Add to PO Add to cart Create 0G Delete 0G m
[Corytom | Deftetem | parie | Clearaity | Eaitem | mpori 0G| 0 Tempise

First Previous Mewd Last Refresh

A Buyer may create an unlimited number of Order Guides.
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Chapter 4 — Order Guides

2. Adding Catalog Content to an Order Guide

Step 1: From the Catalog tab, search for products - Example used: Mouthwash.
Search All Catalogs In Bk Shopping Cart
Products |+ [mouthwash] &l ||Mew:63  Total:63 Lines:0  Total: 00

| PO |

Catalog: Various m
Products: 6
Pages: 1
Product Name Min

ltemn # Supplier N\ame Manufacturer Pack/Size UOM qty Price u
30001 ‘Whispermint Mouthwash 4 oz. Packet

i 500/cs Guest Supply, Inc. |00/ 4oz (=3 1 O

More Procuct Info Guest Supply, Inc. F52.69
30002 Whispermint Mouthwash Bottle
B pore Froduct Info Guest Supply, nc. Guest Supply, Inc. (144 /1502 S 1 54058 D
Step 2: Check the “Select” box on the far right column to “Select” the desired item(s).

Product Name
Supplier Name Manufacturer PackiSize
30001 Whispermint Mouthwash .4 oz. Packet
] 500/cs Guest Supply, Inc. 5007 4oz cs il
More Product Info Guest Supply, Inc. $52.69
30002 Whispermint Mouthwash Bottle Guest Supply, Inc. [144.11 50z s ’
81 wiore Product Info Guest Supply, Inc 4089

Step 3: Click the blue Action button “Add to Order Guide”.

Add to cart Add to order guide Create PO Add to PO

Step 4: Select the desired Order Guide from the list of Order Guides. Please note that

ou will not have any Order Guides when you first start using the system.

Advanced Search
First Previous Mext Last Refresh

Search Column: | Al b ¥

Search Text: [cio

Page 1 of 1 /Rows 1-14 of 14 found

/Order guide Updated on
*LINEN 04062004 11:12:22

*EOS-MEDICAL SUPPLIES 0471002004 09:28:07

GUEST LINENS-TCOWELS 120872003 11:50:00
GUEST Regular 21002003 10:58:30
Guest Supply 0242502005 17 20: 34
Houszekeeping Amenities: 041152004 11:39:45

The Buyer will receive a confirmation message prompt when the selected items have been added
to the Order Guide.

Microsoft Internet Explorer

! E 452- Selected items have been added to your Order Guide,
L
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Chapter 4 — Order Guides

3. Adding Non-Catalog Content to an Order Guide

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Step 7:

Click on the “Home” link in the Logo Panel to display the Catalog Tab.
Home

Click on the “Create non-catalog items” button.

Create non-catalog items

Click on the “Select Supplier” button.

Select Supplier

Enter the supplier’s name in the Supplier Search field and click on “Go.”

Supplier Search

Hotel Food GO|

Click on the “Select” button next to the correct supplier.

m Hotel Food Service Supplies

Contact: Mike Mitchell Location (200701 23-4567 MMOrrisElsadence. Com
3934 Blackhird Rd.

Boston MA 02101

(Direct] (Regionall (Product)

Enter non-catalog line item information in the Non-Catalog Item Grid. Make sure that all fields
are completed. The “Ord Qty” field must have at least a 0.

Product Name
Supplier Name Extension

1 Each 15.55

|N0n—Cat,alog Item 1

321 |N0n—Cat,alog Item Z ¥ (|0 Each 2080

456 |Non—Cat,alog Item 3 ¥ (|0 Each 9.99

Click on the “Add to Order Guide” button.

Add to order guide
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Chapter 4 — Order Guides

3. Adding Non-Catalog Content to an Order Guide

Step 8:

Click on the “Select” button next to the appropriate Order Guide.

4 Order guide - Microsoft Internet Explorer,

Advanced Search

First Previous Mext Last Refresh

Search Column;: | Al bt ¥

Search Tesxt: GO

/0rder guide Updated on
Dy Grocery 040772003 154915

Fluid Dairy 040772003 13:50:02

Guest Room Amenties 040772003 13:45:35

Items will be displayed on the Order Guide Tab in “Purple” to denote them as non-catalog items.
When the Order Guide is printed, all items will have an asterisk (*) next to each item number to

denote them non-catalog items.

All non-catalog items added to your order guide will only contain the pricing information

provided at the time the items were created. Suppliers do not have the ability to update non-

catalog items.
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Chapter 4 — Order Guides

4.

Importing Items into an Order Guide

The ability to import data into order guides was created to address the following issues and concerns:

Not every supplier will be adopted into the Birch Street application. Many states that control alcoholic
beverage sales expressly prohibit the use of on-line ordering for alcoholic sprits and wine. Other suppliers may
not have fully embraced technology and lack the technical skills to manage catalog content.

For suppliers that sell / service your hotel on a repetitive basis, and who do not currently have catalog content to
select, we have developed the ability for the hotel to easily create and add the supplier’s product data to your
order guides. This feature will require a complete understanding of the procedures and the differences (rules)
associated with the process.

A few “rules of the road” before you begin...

In order to add a supplier’s product to an order guide, we must control the format of the data that is to be loaded
or imported. For this reason, we provide a specifically structured template, which is designed to maintain the
data integrity.

You will be forced to create a new order guide each time you import data through the use of the template. You
will not be able to import data into an existing order guide. If you wish to do this, follow these steps:

Import into a new Order Guide using this process
Copy items from the new OG to the existing OG.

You will be forced to select an existing supplier or create a new supplier when you import the product data. All
order guide content must be tied or associated with a supplier. Note of caution — restrict the data to a single
supplier. Do not attempt to import product from multiple suppliers within the same template.

IMPORTANT:

Once the data has been successfully imported, the newly created order guide will be available the next business
day. The new order guide will not be available the day you import the data. The Birch Street application uses
an over-night process to examine the imported data to identify if any existing catalog content was inadvertently
imported. If existing catalog content is identified, Birch Street will replace the product price of the data you
provided, with the product price of the existing catalog content. For this reason, we force the over-night delay.

After you have successfully imported and created a new Order Guide, you will not be able to “export’ the order
guide for future price updates. You should save the existing .csv file for future use.
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Chapter 4 — Order Guides

4.  Importing Items into an Order Guide

Step 1: From the Order Guide Tab, click on the “OG Template” button

elcame Carl Castle 5- Hiton Garden Inn Carlshad Beach v | )

Hide Menu [THide Summary Hide Loge  Home Seftings  Help  FAQG-Tips  Logout

Search All Catalogs In Box pping Cart
Products ~ Il | [New:61  Total: 61 Lines:9  Total: $1,232.59

Oreler guice list | Dave's O v Create PO Add to PO Addtocart | Create0G | Delete 0G

[import0G | oG Tempiste

Page 1 of 1 /Rows 1-6 of 6 found Sort Par values P catalog item /
T N T e
R P ut Butter Ci - L

= . e I
O [gmomane e coe e , le o smale
o ;l&nﬁrzmw ::ﬂr:IF‘DegdB‘:‘ﬂ-;rs\/meSupphas / 411 #1236 $12:36|us0
O [ e sies v, Jowon|  smafe
O |emosuim  |-res Somvce suspes ‘ o swss|  sases|us
R T Jo || e

Step 2: When the File Download Box opens as indicated below, click Save. When the template opens in
Excel automatically, skip to step 5 and Resave the file with a more appropriate file name, making
sure to save with a “.csv” file type.

ielcome Carl Castle 5- Hiton Garden Inn Carlshad Beach v | @

Hide Menu [THide Summary Hide Logo  Home Settings Help  FAQO-Tips Logout

Search All Catalogs

Products v =
- 9 | Some files can ham your computer. If the e information below
om‘ar Guide 2/ lnaks suspicious, or yau do not full trust the source, do nat apen o

save this file.

File name: Hilton0G_Templake.csv Import 0G| OG Template

File type:  Microsoft Excel Comma Separated Values File

In By
New: 61 | File Download

Order guide list | *Dave's OG ~

First Previous Next Lest From: w3 birchstrestsystems, com
Page 1 of 1 /Rows 1-6 of B found

mm Ll Wauld you fike t open the file or save it ta your computer?
Reeses Peanut Butter Cups - L|

00022232365

L] Pack Open Save Cancel Morelnfo | |P383 $2363|USD
More Product Info Hotel Food Service Supplies [ ] [ 1 [ ] [ ]

v

0 [oveosssasseanso Hershey Checolate Bar [i7] Aluays ask before opening this type o fle s s128 oo
More Product Info Hotel Food Service Supplies - i
6565 Hershey Bars

O More Product Info Hotel Food Service Supplies § Change UM a 1238 12.38)USD
000333666999-998 Hershey Kisses - Valentine Style

D More Product Info Hotel Food Service Supplies ) 2|0 32385 $23.85)UsD
000333666999 Hershey Kisses

O More Product Info Hotel Food Service Suppliss ! Change UOM 2[o il e
000222333 Reeses Peanut Butter Cups

O |ssore Proctuct o Hotel Food Service Supplies ' Change UOM 2(0 e Fas00fusb
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Chapter 4 — Order Guides

4.  Importing Items into an Order Guide

Step 3: Change the name to a more meaningful name and select a convenient location to save the file.

IMPORTANT: Do not change the file type from .csv.

Welcame Carl Castls 5 Hiton Garden Inn Carlsbad Beach |+ | &} [Hide summary Hidelogo  Home Settings  Help  FADO.Tips  Legout
Search All Cataloge H"" Box thﬂming Cart |
Praducts P [
Save As

Order Guide Savein | [Z} Deskiop - 3 ° [m-

Order guide list | ‘Dave’s OG 5 (3 My Documents Print / View
f) ' My Compiter 0G Template

MyRecent | %dMy Network Places

First Previous Mexd Last Refresh Documents () Access YBA Testing_10-25-04
- Birch Strest Manual Screenshot:
Page 1 of 1 [Rows 1-6 of & found 7 D rest Flanual scresnshots
(BT Supplier Updates
Desktop | |LJCDAT Docs
[E)Const3
FR—— Reeses Peanu (C)PO's Nok Accepted-Submitted
[ Pack [E39PO's Rejected by Supplier with Notes 23 63| USD
Hotel Food Serv My Domamerts | |[L35FOFH Inventory St

0] |ovoesseseseziaz Hershey Choe, [ The Frank Files 26 46| UsD
Wiore Procuct Info Hotel Food Serv . ()Unused Desktop Shortauts
6565 Hershey Bars ‘153

I Hotel Fgu Serv o 1235|UsD
Wore Pracuct Info My Computer
000333666999-998  [Hershey Kisse

E r— 2365 |USD
More Eroguctinfe  [Hotel Focl Sery \_'] File name: Hiton0G_Template.cev v

-

0] |ovossaeesss Hershey Kisse| My Hetwolk  Save as bype: Microsoft Excel Comma Separated Values File | 2 55 |UsD
More Product Info Hotel Food Sery h
000222333 Reeses Peanut Butter Cups

B Jhiore Proctuct i Hotel Food Service Supplies i 2[lo L sty Co)

Step 4: Once the Download has completed, chck Open to open the file.

Welcome Carl Castle 5- Hiton Garden Inn Carlshad Beach [ | @

e Menu [tide Summary Hidelogo  Home My Sett

Help  FAQWQ-Tips  Logout

Search All Catalogs

Products v =

H‘Shnggmg Cart

o
T

D e S oo o Donnioad Complete
Oreler guide list | *Dave's OG - pl

| Rename 0G [ Print/View |
Saved: | _import 0G| 0G Template
TS HitonOG_Template.csv From w3 birchstrestsystems.com
First Previous plext Last Refresh ( ]
oS o Downlosded: 534 bykes I 1 e
Downloadbor  EXDocment.. AHInOG_Template. cav
Transfer vakei 54 bykesfsec
mm Broclisuppls) [ Clase this dialog bos shen download completes
Reeses Peanut Butter Cups - Lar;
D Pack $2363 $23.63 |UsD
More Product Infe. gt Food Service Supplies [ open ] [OpenFoder ] [ Ciose |
000095839562132 | Hershey Chogolate Bar
D More Product Info Hatel Food Service Supplies B 1z L= e
6565 Hershey Bars
O |Morc Product e [Ftel Food Service Suppiies ! #Ha yz® #1238 =D
000333666999-998 Hershey Kisses - Valentine Style
D More Product Info Hatel Food Service Supplies: : 2o 12385 236550
000333666999 Hershey Kisses
D More Product Info Hatel Food Service Supplies H 20 L) e
000222333 Reeses Peanut Butter Cups
O |uore Product o |otel Food Service Suppiics ! o 2500 #3300 L=D
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4.  Importing Items into an Order Guide

Step 5: Open the template in Excel. Enter the following Data on the template and save for upload.

NOTE: One Supplier per Order Guide upload file. If the required fields are not populated, the item will not be
added to the Order Guide. Do Not Edit Rows 1 through 3 on the template.

IMPORTANT: Do NOT change the file type from .csv. Do not add, delete or rearrange any of the columns.

A. SUPPLIER SKU (Required) — The Supplier’s [tem Number.

(If Item # has leading zeros, prefix the item number with a leading “#” pound sign - ("00039
should be #00039").

QUANTITY (Optional) - The Quantity normally ordered

REQUESTED_UOM (Required) - The Item’s Unit of Measure

UNIT_TRX PRICE (Optional) - The Item’s Price per UOM

ITEM_DESCRIPTION (Required) - The Item Description

SORT ORDER (Optional) - The order the buyer would like to view the items in the Order Guide
MINIMUM_QTY (Optional) - The Minimum Par Inventory level for this item

MAXIMUM QTY (Optional) - The Maximum Par Inventory level for this item

GL ACCOUNT (Optlonal) The standard GL Account that this item is typically charged to

Microsoft Excel - Hilto OGTmDII
Eile

ndow  Hep = x
Q,,):~‘l& w3 - @
B s s W% |EE = - A

DWH;mecow

5 £

._J '!i S B\ ~/" 36 Q;‘-

arial -lB r U
@ &) &

21 - £ SUPPI IFR_SKU

-

W @
g

5

E
1 [SUPPLER SKU IQUANTITY REQUESTED _UoM onr TRA PRICE__[ITEM_DESCRITION —|
2 el rber (Required, USe # a5 prefix far Calalog (erms with 1eading 2eros) ity (Optional) Price UOM code (Required) Unit price (Optional) name (Required for non-catalog i

3|5 IRING(EU) NUMtil:HULIJ :.mu\u;(zu) NLJNH:H:HUU) :.\Hle(auuu)

» %\ HiltonOG_Template / I« Cal
Draw=~ I3 | Autoshapes~ . w [ O E] 4l 2 (& Do F-A == B @

Step 6: When you Save the .csv file, you will receive the below prompt. Click Yes to continue the “save”
process.

Microsoft Excel

HiltonQia_Template, csv may contain Features that are not compatible with CSY (Comma delimited), Do you want to keep the
workbook in this Format?

\!4) + To keep this Format, which leaves out any incompatible features, click Yes.
+ To preserve the features, click Mo, Then save a copy in the latest Excel Format.
+ To see what might be lost, click Help.

es Mo Help

© 2004 Birch Street Systems, Inc. December 2004 Page 32 of 174
Revised September 2005



Chapter 4 — Order Guides

4.  Importing Items into an Order Guide

Step 7: Return to the Birch Street application and click on the Import OG button.

Welcome Carl Castle 5- Hiton Garden Inn Carlsbac Beach | v | i) e Menu [Hide summary HideLogo  Home My Sett

Help  FAQWQ-Tips  Logout

Search All Catalogs

Products 4 m

In Bax
New: 61 Total: 61

Shopping Cart
Lines:9  Total $1.232.59

Order guide list| "Dave’s O v | CrestePO | AddtoPO | Addtocart | CresteOG | DeleteOG [ RenameOG | Print/View |
[ comyitem [ peieteftem | upaate | Clearangty | Faititem | import 0G [ 0G Tempiats |
First Previous et Last Refresh
Page 1 of 1 /Raws 1-6 of & found Sot | Par values catalog item |
wmmmmm
Reeses Peanut Butter Cups - Large
D :;::iz:;i‘:mm Pack $2363 $23.63 |USD
More Product Info Hotel Food Service Supplies
000095889562132 Hershey Chocolate Bar
B |t Product o Hotel Foad Service Supplies ! "z ¥83.23 12848 USD
6565 Hershey Bars
O | ore product infs Hatel Food Service Suppliss ! 4 #1236 #12.36|L0
000333666999-998 Hershey Kisses - Valentine Style
D More Product Info Hatel Food Service Supplies ! 2o $23685 2365|150
000333666999 Hershey Kisses
D More Product Info Hatel Food Service Supplies: ! 2o 12385 $2365|UUsD
000222333 Reeses Peanut Butter Cups
B | e Product infs Hatel Food Service Supplies ! /0 $35.00 35.00| LD
Step 8: Click on Select Supplier button to select supplier to be associated with all items to be uploaded.
Supplier may be a Catalog or Supplier on the Fly (S-O-T-F) supplier.
Wiglcome Carl Castle 5- Hiton Garden Inn Carlshad Beach | | @3 [“IHide Menu [THide Summary HideLogo  Home Settings ~ Help  FAOO-Tips  Logout
f Import Order Guide - Microsoft Internet Explorer =
Search All Catalogs |@ Ld P E]@.
Pracicts ~ 1
" Order Guide Select Currency: usD [~]
Order guids st "Dave’s OG w] || Frter oroer Gusenane: | | Rename 0G [ Print 1view |
Select file to upload. Browse | Import oG | OG Template
First Brevious Next Last Ratresn | submit [l Cance |
Fage 1 of 1 fRows 1.6 of 6 found —
Reeses Peanut Butter Cups - Large
] :n‘::iﬁ::;i‘:\nm Pack i 2|1 32383 $2383|UsSD
More Product Info Hotel Food Service Supplies
132 Hershey Chocolate Bar
O utore procuct ino Hotel Food Service Supplies ) 1)z 6323 BLzeaC|USD
6565 Hershey Bars
D More Product Info Hotel Food Service Supplies : il n238 $12.36US0
000333666999-998 Hershey Kisses - Valentine Style
U vore procuct o Hatel Food Service Sugplies i 2|0 32365 52365(UsD
000333666999 Hershey Kisses
D More Product Info Hotel Food Service Supplies : 2(lo 12385 $23685USD
000222333 Reeses Peanut Butter Cups
O utore frocuct o Hotel Food Service Supplies ) 2|0 $35.00 35000
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Chapter 4 — Order Guides

4.

Step 9:

Step 10:

NOTE: If you select an existing Supplier from the List, Skip Ahead to Step #13

Enter the Supplier Name and select Go to search.

Importing Items into an Order Guide

Welcome Carl Castle 5- Hiton Garden Inn Carlskad Beach [v | &k [“Itide Menu [ride summary HideLogo  Home Setings  Help  FAQ/0-Tips  Logout
Search All Catalogs &
Produsts ~ 1
Orde de 3| Supplier Search - Microsoft Internet Explorer E]@W

Oreler guide list | *Dave's OG

Supplier Search
First Previous Mext Last Refresh Guest

Page 1 of 1 Rows 1-6 of & found

D 00022232365 :
More Productinta |1

D 000095889562132 H|
More Product Info H|

6565 H|

0 More Product Info H|
O 000333666999-998 H
tore Product Info H

H|

D More Product Infa H|
[} 000222333 R
More Product Info H|

<

Irint / View
5 Template

Select the correct Supplier from the list. If the Supplier is not on the list available click on Add
New Supplier button to begin the process to add a new Supplier on the Fly (S-O-T-F).

Welcome Carl Castle 5- Hiton Garden Inn Carlsbad Beach |v | &)

Hide Menu

[THide Summary Hide Logo

Home

My Setti

5

Help

FAQIO-Tips

@ Supplier Search - Microsoft Internet Explorer

Search All Catalogs
Procucts -

MR Ocder Ouide |

Supplier Search

4 Supplier(s) Found

] [=0] ]

Logout

Order guide st | *Dave's OG eraco. Inc.) Firtt 1 View
Contact: Janet Arenivas  (B77)539-2273 Ext343  Fax(B58)539-5945  order@nuestacoess com i Template
2080 Commercs Drive
Fitst Previous Next Last Retresh Midland TX 79703
Page 1 of 1 /Rows 1-6 of 6 found (Direct)
mmﬁ =N Guest Room Accessories
Comtact: Jos Schmo  (355)478-9632 Exi343  Fax(365)476-5214 oo schmoi@auestrooms com
R
22932 1234 Mein Street  Ste. 211
] |ewexzzs2ses b -
blore Product Info Hil| |[cartsbad Ca 92008
(On the Fiy)
132 H
O uso
More Prochict infa Bl |l Guest Supply Punchout
0 feses il [[comact: joe Flevyak (B00)548.6583 Ext33  JPlevysk@ouestsupply.com -
Wore Product Info Hi| (4301 US Highway 1
Monmouth Junction HJ 08952
000333666999-998 |
O |utore Prodict e | ([Creet) e
000333666999 H BN guest supply
B |itore product info Hi| ([Comtact: suezenne  (404)623-9585 ExtIF  Fax(404)620-4755 £
223 marritie st
000222333 R
atiant; 30032
O |utore proshact o Hi . £
(Onthe Fiy)
Add New Supplier [
&] Done < >

& Internet
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4.  Importing Items into an Order Guide

Step 11: Enter the New Supplier’s Fax Number and click on Search.

Weloome Car| Castls 5- Hitan Garden Inn Carlshad Beach |v | 3 [“THide Menu [Hide summary HideLogo  Home Settings  Help  FAQ/O-Tips  Logout

& =[x

Search All Catalogs o —— m ~
Products RIS SaTe @ 4 Supplier(s) Found £

Order guide list | "Dave's OG

co, Inc.)

Cor-
0l €1Add Supplier On Fly - Microsoft Internet Explorer

Country | UNTED STATES [v] Fax Number 5125822780
Enter a ten digit number for USA & Canada only.

o [oezzzazses :f | Cancel |
biore Product info ]
e He
0] [oveoossssss21s2 He
More Product Info He
0 fess He
More Product Info He| [|as
Mol
000333666999-995 |
O |vore Product o n (@
0] |000333666999 He
More Product Infa Hi| [|contact: suezenne (404)623-5585 Ext343  Fa(404)620-4765 U0
223 manrite st
000222333 R
atiant: 30032
O v proshact o He - .
(Onthe Fly)
Add New Supplier P
&1 Done < » ® Internet

Step 12: Type in the Required Data for the Supplier and click Save.

NOTE: Fields with white triangle/blue square icon are Required Fields.

Weloome Car| Castle 5- Hiton Garden Inn Carlshad Beach | v | &3 Hide Menu [THide Summary HideLogo  Home Settings  Help  FAQIO-Tips  Logout
& 152
x
Search All Catalogs
Products S[#] Add Supplier On Fly - Microsoft Internet Explorer E]@
~
Country | UNITED STATES || Fax Number m
Crder guide list | "Dave's 06 Enter a ten digit number for USA & Canada only.
=
20 Ho Supplier Found Erter the foloving wallies to add 5 new supplisr
Eret Erevious Next Last Retresh | fluifl  Fax number (512)682-2780
Page 1 of 1 /Rows 1-5 of 6 faund |co| Fantastic Meats
[T E| coomen Bl Prosciuta
=
00022232365 Rl l1a| Title President
O |utore Prosuct oo ™
H| [=9] satueation M.
s
000095889562132 wl [
Pl o
B | ors Product nfo He E hone SR
| Email hill_progciutto@fanmeats.com
0 fess He
More Product Info, H 143l addresstine 10 1234 Hickary Smoked Lane
i
B 000333666999-998 Hel flpll Addresstine 2 Suite 210
More Product Info | =]
[E| Aoaresstines
0] |owosssseeen He
More Product Info H| e zpm 78759 @3
221
o [owezz2sms Re| [l ceyDd Augtin
More Product info He
1Y state T @3
—| country UNITED STATES
LI soe [ concel | v
&] Done <] D Intermet
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Chapter 4 —

Order Guides

4.

Step 13:

Step 14:

Importing Items into an Order Guide

Select the Supplier on the Fly saved in previous step

Hide Menu

Wielcome Carl Castle 5- Hiton Garden Inn Carlshad Beach | | @

[rige

Hide Logo

Home  MySettings Help  FAQ/O-Tips

Logout

Search All Catalogs
Products

Supplier Search

Suppliers

Order guide list | *Dave's 0G

ntastic Meats

1 Supplier(s) Found

Template

Contact: Bil Prosciutto  (512)555-2760
1234 Hickary Smoked Lane  Sute 210
fustin TH 78759

(On the Fly)

Fax (512)682-2780

bill_prosciutto@fanmests com

oo sccont|

00022232365

gj Add New Supj

O |vtore Proet into
e He
[ |ooevsssassizaze
hore Prochuct Inf He
6565 e
[ T He
[ [|wossseesonson
More Product Info He
I i He
More Product Info He
[ [me2zesss Re
More Prochuct Info He
&] Done: <

UsD

UsD

UsD

4 Internet

Enter a name for the Order Guide (Preceded with an asterisk (*) if you wish to share the OG with
other users at the property). Click on Browse to select and Open saved .csv file for upload. Click

on Submit to upload.

Weloome Carl Castle

| Select Suppiier |

Select Currency: UsD v

Ener Order Guide name:  [Fantastic Meats

I
| Submit Y Cancel |

Select file to upload:

VI UL S5 LS SUpRIES

000095889562132
More Product Info

Hershey Chocolate Bar
Hatel Food Service Supplies

6565
Wore Product Info

Hershey Bars
Hatel Food Service Supplies

000333666999-998
More Product Info

Hershey Kisses - Valentine Style
Hatel Food Service Supplies

000333666999
More Product Info

Hershey Kisses
Hatel Food Service Supplies

000222333
More Product Info

Reeses Peanut Butter Cups
Hotel Food Service Supplies

Ooo|o|Oo|O

:

My Riecent
Documents

Desktap

My Documents

[Z)COAT Docs 50 NetMeeting
- (CnCons03 ) outlock Test.mdb
_!;5 [C2)PO's Mot Accepted-Submitted g Product Updater
My Computer | LP0's Rejected by Suppler with Notes [ QuickTime Player
(C)SFOFH Inventory Serub R sjected By Supplier CO_AIPr
. <l >
o)
MyNetwork  File name [Hitor0G_T emplate.csv | Open
Places
Files of type: [anFites () | Cancel

() My Documents
4 by Computer
&y Nebwork Places

[k Adobe Photoshop Album 2,0 Starter Edition

B adobe Reader 6.0

a2, Jasc Paint Shop Phota Album
B Jasc Paint Shop Pro 8
[hAccess YBA Testing_10-25-04

\J)Birch Street Manual Screenshots

(85T Supplier Updates

5- Hiton Garden Inn Carlshad Beach v: ) [“1Hide Menu [Ixide Summary HideLogo  Home Settings  Help  FAQQO-Tips  Logout
Search All Catalogs In Box Shopping Cart
Procucts ~ 0 [ [New: 61 Totak 61 Lines:9  Totak $1,232.59
) (Choose file 8%
Look in: | (& Deskiop | eF FE-

(3 The Frank Files

[)Unused Deskiop Shortcuts

B 2004 Supplier Cleanup Procest
B nccount Updater

i3 account Updater Installer.msi
L categoryCheckz000.2ip

) coPY OF HSMDB Forms.mdb
[ Fundraising Master 2002.mdb
L HikonoG_Template csv

&= Hatsl Updater

z‘u

‘ $35.UD|

$35.00 ‘USD ‘ |

IMPORTANT: The system allows you to create order guides with the same name as an existing order guide.
Be sure you give the new order guide a name that is not already in use.
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4.  Importing Items into an Order Guide

Step 15: You will receive this message that indicates that the Order Guide has been successfully imported.

NOTE: Imported Order Guides will not be available for IMMEDIATE use. The Imported Order Guide will be
available the following day.

Welcome Carl Castle 5- Hiton Garelen Inn Carlshad Beach | v | 3 [“Iide menu [Hide summary Hidelogo Home  MySettings Help FAO@-Tips  Logout
Search All Catalogs In Bax Shogning Cart
Prociucts [~ 0 | [New: 61 Total: 61 Lines:9  Totak: $1,232.59
0 | Addtocart | Create0G | Delete 0G| RenameOG | Print/View
[ [ upame | Cowanay | caneem | importos | oG Tempins
Micresoft Internet Explorer
! Your changes were imported successfully, Your changes wil be avallable tomarrow,
52363 $23.63|USD
000095889562132  |Hershey Chocolate Bar
O hsore Provte nto Hotel Food Servics Supplies i e ] R S
6565 Hershey Bars
0 |iiore prostuct nto Hotel Food Service Supplies i 4 LiE=] e [
000333666999-998  |Hershey Kisses - Valentine Style
O |igore Prosiet nfo Hotel Food Service Supplies i 2|lo L= $2385 )LD
000333666999 Hershey Kisses
O |vore Procut nto Hatel Faad Service Suppies i 2o L= LexEa £
000222333 Reeses Peanut Butter Cups:
O |usore prociuct oo Hetel Food! Service Supples i 2llo L2 L) S

Once you have access to the newly created order guide, you may re-sort the rows, add or change par levels, add
G/L codes or add an * in front of the Order Guide name, if you wish to share the order guide with other users.

IMPORTANT - non-catalog content is not updated by your suppliers. It is your responsibility to update the
content as often as necessary.

Please ensure you save the .csv file for future use. The proceeding steps must be repeated, each time you want
to upload new data. There is no “export” process in place today.

If you have imported an item, which does not appear after 24 hours, please check the .csv file to ensure all
required fields had been populated. Correct the data and re-import the item(s) in question.
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5.  Editing Non-Catalog Content in an Order Guide

Step 1: Select an Order Guide from the Order Guide list window. Use the down arrow to display all
Order Guides in your account.

Step 2: Tag the row or product you wish to edit.
Step 3: Click on the “Edit item” action button.
| Edititem |
Step 4: Make the desired changes and click on the “Save” button.

<M Edit item - Microsoft Internet Explorer

Currency usD L
| |
tem = I [123 |

Hon-Catalog Item - 1

Product Hame

ouantity |El |
vom O |EA |
Price |D |
Target price | |
Extension | |
GL Account | | Q

[ Save | Cancel |
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6. Sorting Order Guides

Step 1: Select an Order Guide from the Order Guide list window. Use the down arrow to display all
Order Guides in your account.
[ Catalogs ™ Order Guide ™ Cart T PO " InBox " Approvals

[copyitem | oeetetem | pare | o stay | o | mpert06 | oG Tempine

Page 1 of 1 fRows 1-15 of 15 found (st [rarvalues  Purple=Hon eatalog item | Red=Discontinued
o om | e o | o] coeme s

43973 DoubleTree Heutrogena .9 oz.

O S0 hore Product |Mouthwash 180z = = 110 54623 $0.00|UsD
Inta Excellent Hoteliers Change UOM

DoubleTree Heutrogena Shower Cap

30281

O |emomann |Carton ; = _ 1(lo $2375 $0.00|UsD
e Excellent Hoteliers Change UOM
18734 Embassy Suites Heutrogena Shower

O \ore Product Info Cap Carton ! = = 110 $47 .50 $0.00|UsD
et Excellert Hoteliers (e W)
10033 Hilton Garden Inns Listermint

O 50 horeProduct  |Mouthwash 1 oz. Moz = - 110 4377 $0.00|UsD
Info Excellent Hoteliers Change UOM
10090 Hilton Garden Inns Shower Cap

O More Product Info Excellent Hoteliers ! Change UOM gl nex oD
30517 Hilton Listermint Mouthwash 1 oz.

O up hiore Product | Bottle Moz = - 110 4377 $0.00|UsD
Info Excellent Hoteliers Change UOM

- 1 . . (13 2 . [ . 2 .
Step 2: Click within the “Sort” check box, directly below the blue “Delete item” Action button.

Delete item m

Sort |:| Par walues

The ‘Sort’ check box is available within all Order Guides and is used to rearrange the sequence of
product rows. Selecting the ‘Sort” check box will launch a ‘Sort’ column (second column from
left) on the Order Guide screen.

B Order Guide I

[Copy tem | Doicteem | Upaste | Ciear siigey | coitem | import 06 | 0G Tempinte

First Previous Next Last Refresh

Page 1 0f 1 ¢ Rows 1-15 of 15 found [#Isot [JPar values  Purple=Hon catalog item / Red=Discontinued

rmiisie Tuom vyt | e e . |
48973 DoubleTree Heutrogena .8 0z.

O BP  pors Procuct |Mouthwash f80z = . 1{[o §46.23 $0.00|USD
Info Excellent Hoteliers Erzmge WEL)

DoubleTree Heutrogena Shower

30281

O More Product o | 5P Carton ¢ = . 1{[o §2375 $0.00|USD
ore Productinfo (200 ers Change UOM
18731 Embassy Suites Heutrogena

O Move Product inf | SNOWer €ap Carton ¢ = = 1{[o $47.50 $0.00|USD
MOrE DrotuCl e excellent Hoteliers ErEmEe W)
10033 Hilton Garden Inns Listermint

O BP  pors Procuct |Mouthwash 1 0z. Moz = = 1{[o §4377 $0.00|USD
Info Excellent Hoteliers ErEmEe W)
100940 Hilton Garden Inns Shower Cap

o Mors Product Info | Excellert Hoteliers Change UMW 1o a3z $0.00|UsD
30517 Hilton Listermint Mouthwash 1

O BF  pore Procuct |0z Bottle Moz = . 1{lo §4377 $0.00|USD
Infa Excellent Hoteliers Cheanaell M

. . . . . B N
Step 3: Enter a numeric value in each row, based on the sequence desired and then click ‘Update’. The

Order Guide will be ‘sorted’ accordingly. A Buyer may also elect to use decimals to sub sort
within whole number sequences.
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7. Adding Par Values in an Order Guide

Step 1: Select an Order Guide from the Order Guide list window. Use the down arrow to display all
Order Guides in your account.

[ Order Guide

Order guide st | Housshosping Ameniies | ¥ | CreateP0 | AddtoPO | Addtocart | Creste0G | Delets 0G| RenameOG | Print/View
oyt | Detefor | aa | Gty | Eatiem | rgortor | 0 Tempite
Eirst Previous et Last Refresh
Page 1 of 1 /Rows 1-15 of 15 found Cset Tlear values I catalog item /
wmmmm
48973 DoubleTree Heutrogena .9 oz.
D L1] More Procuct | Mouthwash 180z ] $46.23 $0.00|USD
Infe Excellent Hoteliers Chienge UOM
DoubleTree Heutrogena Shower Cap
30281
[ i [ i 2 . 1o 2375 0.00|USD
A OB | Excellent Hoteliers (iR L]
e Embassy Suites Neutrogena Shower
O | ore rrodctint Cap Carton f - . N §4750 $0.00|UsD
ore Froductinto |t R e Chrange UOM
10083 Hifton Garden Inns Listermint
D S0 woreProgust  |Mouthwash 1 oz, Hoz = = 110 $4377 $0.00|USD
nfo Excellent Hoteliers Cienpellil
10090 Hilton Gar den Inns Shower Cap
U |sreronne — |scelent Hoeies ' Eresllon 1| 91532 50.00|USD
30517 Hilton Listermint Mouthwash 1 0z,
O |8 uoeerome  [Bottle Hoz - . 1o 4377 $0.00|USD
Infe Excellent Hoteliers Chienge UOM
. : St @ ” : @ . 2 :
Step 2: Click within the “Par Values” check box, directly below the blue “Delete item” Action button.

|:| Sort Par values

A Buyer can elect to add a Minimum (Min) and/or Maximum (Max)’Par Value’ for each item
contained in their Order Guides. When a Buyer checks the ‘Par Values’ check box, the system
launches 2 new columns within the Order Guide grid (Min Qty) and (Max Qty).

Order Guide

Orler guide lit | Housskesping Smenties v | CreateP0 | AddtoP0 | Addtocart | CreatcOG | Delete0G | Rename0G | Print/View
[coyem | eetenem | _upame | remr avany | o eem | mporton | oG tempine |
First Previous Mext Last Refresh
Page 1 of 1 /Rows 1-15 of 15 found DSDI’( . Par values catalog item |
Min nrder
Prod / Supplier GL account
48973 DoubleTree Heutrogena .9 oz.
W e Mouthwash g0z 545,23 s0.00usD
Procuct Info Excellnt Hoteliers
DoubleTree Neutrogena
30281
O | Shower Cap Carton ¢ 1|l 52375 $0.00usD
ore Produict info
Excellent Hoteliers
p— Embassy Suites lleutrogena
O |\ ore Product it |Shower Cap Carton 1]lo 347 50 $0.00|UsD
HOte HEddES. ey cetlent Hoteliers
10083 Hilton Garden Inns Listermint
0O W pore Mouthwash 10z, Moz 1]ln 34377 $0.00|UsD
Prociuct Info Excellent Hoteliers
O | Hitton Garden Inns Shower
Cap ¢ 1|l 832 s0.00usD
More Product NG £, collent Hoteiers
Step 3: The Buyer populates the fields with the desired Min and Max Par quantities. Please note that the

(Min) Par Qty must be equal to or greater than the supplier’s minimum order quantity.
Conversely, the (Max) Par Qty must also be equal to or greater than the supplier’s minimum order

qty.

Step 4: Upon completion, the Buyer must click the ‘Update’ button to save their Par values.
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8.

Setting a Target Price in the Order Guide

The Target Price in the Order Guide Feature allows Buyers to add Target Prices for catalog items in their
Order Guides. If the Suppliers price for that item rises above the Target Price, the background for the price for
that item on the Order Guide Grid will turn yellow warning the Buyer of this condition.

Step 1:

Select the Item from the Order Guide tab and click on the Edit Item button.

Search All Catalogs In Box Shopping Cart
Praducts v [0 | [New:60  Total: 60 Lines:9  Total $1,232.59
Order Guide

First Previous Mext Last Refresh

L L A

Osort [rar values

Purple=Hon cataleg item / Red=Discontinued

Prod / Supplier

Sunbeam Coffee Maker

2
31 Excellert Hoteliers

000SKU140004
More Product Infg

Coffee Makers D410} 4th Best 02-21-03
Hotel Food Service Supplies

000SKUM 40005
More Product Infa

Coffee Makers D40104 5th Best 02-21-03
Hotel Food Service Supplies

Step 2:
Click Save.

Min order gty

12 F23.00 F2re00|usD

11|23 $334.00 $7 582,00 |USD

Change UDMK

1112 F346.00 F415200|USD

Change UOM

Enter the Target Price that you want to be notified if the Supplier’s price exceeds this price.

‘) Edit item - Microsoft Internet Explorer

Currency

kemz O

Product Hame O

Quantity
vom O
Price
Target price 350

Extension

GL Account

Step 3:

Since the Target Price entered in this example is $330 and the Supplier’s price exceeds this price,

the Price in the grid now has a yellow background.

Order Guide

Order guide list | Coffes Makers v

First Previous Mext Last Refresh

Page 1 of 1§ Rows 1-6 of 6 found Csot [rar walues

Import 0G| OG Template

Purple=lon catalog item / Red=Discontinued

Prod / Supplier

2534 Sunbeam Coffee Maker f
Excellent Hoteliers:

000SKU140004

More Product Info

Coffee Makers D40103 4th Best 02-21-03
Hutel Food Service Supplies

C00SKU140005
More Product Info

Coffee Makers D40104 5th Best 02-21-03
Hotel Food Service Supplies

DDDE

Min order qty
12 §23.00 $276.00|USD
1123 §33400|  §7582.00|USD
Change DM
12 $34600|  $4,152.00|USD

Change UM
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9.  Sharing Order Guides

Shared Order Guides allow for the ability to utilize the same Order Guide across multiple users within the same
company. Buyers can create a PO, Add to a PO and Add to Cart from the existing Order Guide content.

Note: Only the creator of a Shared Order Guide has the rights to maintain its content. All Sort Orders, Par
Values, and Order Guide Names are preserved by the Shared Order Guide creator.

Step 1: Select the Order Guide tab on the Front Page.
Order Guide | | |
Step 2: Click on the blue Action button “Create Order Guide”.
Coytom | Deiiotorm | tpate | Gty | _cattom | mporto | oG Tt |
First Previous Mext Last Refresh
Step 3: Create a name for your Order Guide and include the “*” symbol before the Order Guide name.
This will allow the Order Guide to be shared to all users within the same company. Then click
GGO K”.

<A Create Order Guide - Microsoft Internet Explorer EH§|E|

Enter the name of the order guide

|*Hnusekeeping Amenities

The system will automatically prompt you when the Order Guide has been created.
Microsoft Internet Explorer E|

1 "_\ 453- Mew Order Guide created,
[

The Order Guide you just created is displayed in the Order Guide list window.
Order g lst | Houseteeping Amenties AddtoPO | Addtocart | CreatcOG | DeleteOG | RenameOG | Print/View |

A Buyer may create an unlimited number of Shared Order Guides.
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10. Printing / Viewing Order Guides

Step 1: The “Print/View” Action button is also located within the Order Guide tab and performs
differently than the PO Print/View process. Select an Order Guide from the Order Guide list
window. Use the down arrow to display all Order Guides in your account.

[Conytom | et ter | Upaste | Clew atay | Eattem | import0 | 0G Tempie
| Create itema |
First Previous Mext Last Refresh
Page 1 of 1 fRows 1-15 of 15 found (st [rarvalues  Purple=Hon catalog item / Red=Discontinued
Wl e reie w0 owie ey oy | i e or e
43973 DoubleTree leutrogena .9 oz.
] 8P hore Proguct  |Mouthwash 80z 110 4623 $0.00|UsD
Intx Excellent Hoteliers
30281 DoubleTree Heutrogena Shower Cap
O e procuct i Carton t 110 52375 50.00|UsD
HOre SOMELN | Excellent Hoteliers
18734 Embassy Suites Heutrogena Shower
O \ore Froduct Inf Cap Carton I 110 547 50 $0.00|UsSD
Mare Product infa Excellent Hotefiers
10088 Hilton Garden Inns Listermint
O B0 MoreProdugt  [Mouthwash 1 oz, Moz 10 $4377 $0.00{USD
Intix Excellent Hoteliers
10090 Hilton Garden Inns Shower Cap
O Maore Procuct Info Excellent Hoteliers ! o #1632 $0.00|LSD
0517 Hilton Listermint Mouthwash 1 oz.
] 8P hore Product |Bottle Moz 110 4377 $0.00|UsD
Intx Excellent Hoteliers
. N : Print /View |
Step 2: Click the “Print/View” Action button. _
Step 3: If the below File Download message appears, click “Open”.
File Download E|
L | Some files can harm pour computer. [F the file information below
x_“\r/ lnoks suzpicious, or pou do not fully trust the source, do naot open or
zave this file,
File name: ... GuideRpt_1082057550375, s
File type:  Microsoft Excel Worksheet
From: 216.154.238.113
WWould pou like to open the file or save it to your computer?
[ Open l [  Save | [ Cancel ] [ More Info
Alwayz azk before opening thiz type of file
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10. Printing / Viewing Order Guides

Step 4: When a Buyer selects an existing Order Guide and clicks on the “Print/View” button, the system
creates a copy of the Order Guide in Microsoft Excel. The Excel Order Guide can then be “saved”

to the Buyer’s computer.
Al B B D E F G| H J
Order Guide: Housekeeping Amenities

Subject:

User Mame: PITPHI01

|~ e

w

Print Date: 04/15/2004 PAR
10
11 [* - Non cataloy item

12 |Z|ITEMZ PRODUCT NAME SUPPLIER UOM|LIST PRICE|MINJMAX |PACK|SIZE
13 |1]3051E |Hilton Listermint Mouthwash 1.75 oz Guest Supply, Inc. JCS 59 4] 180] oz
14 2130517 |Hilton Neutrogena Mouthwash 1 oz. Guest Supply, Inc. JCS 41.58] 2100 oz
15 346642 |Listermint Mouthwash 1.5 oz. Bottls Guest Supply, Inc. JCS 21.05] 48] 1oz
16 4144122 |Scope Mouthwash 1.5 oz, Guest Supply, Inc. JC5 80.54] 1.50z
5130001 [Whispermint Mouthwash .4 oz, Packet Guest Supply, Inc. |C5 52.69] 4oz
17 500/cs
6130001 [Whispermint Mouthwash .4 oz, Packet Guest Supply, Inc. |CS 52.69 4oz
18 E00/cs
19 7130002 |Whispermint Mouthwash Bottle Guest Supply, Inc. JCS 40.89] 1.5 0z
20 |5]30002 |Whispermint Mouthwash Bottle Guest Supply, Inc. JCS 40.89] 1.5 0z

The Order Guide (now an Excel Spreadsheet) has a row titled, “Forecast Count”. The Buyer may elect to populate
these fields with forecast information (House Count, Occupancy Rate, etc.) in which formulas can be used to
determine optimum ordering quantities. There is also a date field that can be used to denote the date or day of the
week. The system also creates seven (7) Inventory / Order (Inv/Ord) columns for the purpose tracking existing
quantities on hand.

Forecast Count: | | | I I I I I

Date: | I I I I I I I

INV]ORD [INV|ORD JINV]ORD |INV]ORD |INV| ORD JINV] ORD |INV | ORD

IMPORTANT ORDER GUIDE INFORMATION — THINGS YOU SHOULD KNOW:
e  When a supplier updates pricing for a product, your Birch Street Order Guide will automatically be updated as
well. For catalog content only.

®  When you select “Print/View” and create an Excel Spreadsheet version of the Order Guide, the Spreadsheet is
now divorced from the Birch Street application. All future supplier updates will NOT be reflected in the
Spreadsheet version of the order Guide.

® Product Names displayed in Red text in existing Birch Street Order Guides indicate that the Supplier has

discontinued selling the item. The discontinued item(s) can NOT be selected to create a future PO. The
discontinued products will remain in the Order Guide until the Buyer deletes them.
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11. Item History

The Item History feature allows a user to view the complete transaction and price history for any item. The button

is available from:

e  The Catalog Tab (You must first search for a product and then the Item History button is visible)

e  The Order Guide Tab
e The Cart Tab.

Step 1: From the Catalog, Order Guide or Cart tabs, select the item’s checkbox and click the Item History button.

‘h Order Guide | |
Ordr guice list| *PAC SEAFOCD CATALOG v m AddtoPO | Addtocart | CreateOG | Delete0G | Rename0G | Print!View |

Page 1 of 1/ Rows 1-350 of 350 found

Update
Purple=Hon catalog item / Red=Discontinued
I 0 0G Template m temn history I

First Previous Mext Last Search Refresh DSort DPar o

Prod | Supplier

Step 2:  The Item History Pop-up loads:

O 500410 BF BEEF BACK RIBS SEL FZ 1644 lhs
Iore Product Info Pacific Seafood Sacramento
O 500830 BF Flank Steak Fajita Meat CH 25 I
tlore Product Info Pacific Seafood Sacramento
BF Flank Stk Choice Peeled 1.5 pounds each
:Iuo‘::"linduct Info 48 case snolo
I Pacific Seafood Sacramento

ooo)| $1.25 $1.25
nonl|  $6.35 $6.35
oool| s $4.24

e Purchases are displayed for a given calendar year. The default year is the current year.

e Purchases are displayed for all departments by default, but individual departments can be filtered by
using the Department Code dropdown.
e Purchase data is broken down by monthly total quantity purchased, as well as the average price paid

per month.

Item History

[print | cancel | &

Year | 2005 v

Department code DQTUFEOOI'TTS

Supplier rame |

Commacity rame |

tem# |

Qrde . ] Q
January gty ,7
February gty ,7
Marchaty | 7%
sprilaty [ o0
May oy ’7
June oty ’7
wyaty [ 00
suguztaty | a0
September oty ,7
October oty ,7
Movember oty ,7
December oty ,7
Annual gty ,7

Department name
Fax number
Last purchase date

ftem description

January average price
Februsry average price
March average price
April average price

May average price

June average price

July sverage price
August average price
September average price
October average price
Movember average price
December average price

Average price

© 2004 Birch Street Systems, Inc. December 2004

Revised September 2005

Page 45 of 174



Chapter 4 — Order Guides

12. Update Fax

Items in an Order Guide from a Supplier on The Fly (SOTF) supplier normally are displayed in Purple type.
After the SOTF’s fax number has been changed in the system, the color of the type will switch from purple to
red. This is because the items in the OG are related to the SOTF record by means of the fax number. The Fax
number on the Order Guide does not update automatically, which is why the items now show up as red (expired

/ not available).

The Update Fax button allows the user to update the Fax Number associated with an Order Guide containing
items from a ‘Supplier on the Fly’ Supplier so that the item’s fax number matches that of SOTF record for that

supplier.

Step 1: Select all items in the Order Guide and click the Update Fax button.

rpo I
s
Order guice kst | Pation Supply SOTF e 1
Purple=llon catalog item | Red=Discontinued
Eirst Prawious Mecd Last Sserch Fetash
Page 1 0f 1 {Roves 1-3 of 3 found

(=an Clrar values

Al |tem# Prod / Supplier PackiSize

(G gf«?ﬁf E:‘.IL‘?».- fiy Fitlan Supply F EA
s g;mt T fiy Fistlan Supply r EA
L gx‘ﬂ = iy Patton Supply & B

Order Oty

10.00 F500 F50.00
10.00 3500 §50.00
10.00)| &S00 35000

Step 2: In the pop-up window, click the Select Supplier button to browse for the appropriate supplier.

7] https:/fwww03.birchstreetsystems.com - Update FaxN... [

A

| |

Fax Humber: | |

2

@ Done é 0 Inkternek

Step 3: The search returns the supplier with the updated fax number:

2 https:/Awww03.birchstreetsystems.com - Supplier Search - Microsoft Internet Explorer, |’.7

Supplier Search

| - 1 Supplier(s) Found

Patton Supply

Contact: Patton  (555)543-5433 Fax:(555)543-5431
123 Mocking

Chicago 1L B0803

(10 the Fly)

Ly

|

& Done D B Intemet
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12. Update Fax

Step 4: Click Select. The previous pop-up window is now populated with the Supplier information and his
new fax number.

| hitps:{fwwwil3. birchstreetsystems.com - Update Fax N... |Z||jl|g|

Fax Humber: | 496471 |

@ Done é a Internet

Step 5: Click Submit. The items in your Order Guide are switched back to purple, which means you are
able to add them to a PO.

Crider guige st Paticn Supply SOTF N cremero

 Tempinte | Cre
Eirsd Previous Hed Last Search Refresh [son [[rer values
Prage 1 of 1 fFowers 1-3 of 3 found

Purple=tlon eatalog tem | Red=0ls continued [

Min order thl Order m\r|

M Al | fem # Prod ! Supplier

[ B ey i € [ o) som s

o e Spter anthe iy Pelin Sy g e 100 wm)  ssaco

O e :::3::.‘:» fi Paton Supply i Ca— e i
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1.  Creating a Purchase Order — From an Order Guide

Creating Purchase Orders can be achieved from multiple places within the application. PO’s can be created
from the results of Catalog Searches, from Order Guides, even from existing PO’s.

Step 1: From the Front Page, click on the Order Guide tab.
Order Guide
Step 2: Select an Order Guide from the Order Guide list.

Order Guide

Order guide list | Select Entry L
Step 3: Enter the desired order quantity for each desired item(s).
Orter g ot | PRODLICE EANNNN crovcro | ddtoro | Addtocart | Cresteoo | veieteoG [ Renameod | printiview |

[ oy tem | Detetetom | Updste | Ciowr oty | _Eitiom | import0G_| 06 Tompite

First Previous Mest Last Refresh

Page 1 of 1 fRows 1-15 of 15 found st [rarvalues  Purple=tlon catalog item / Red=Discontinued

Prod [ Supplier Min order qty
00067 APPLE RED DELICIOUS 113 COUNT
o More Product Info McBride's Hotel Furnfture Suppliers: Change LIOM e #1310 326.21 [LISD
00080 APPLE RED DELICIOUS T2 COUNT
D More Procuct Into McBride's Hotel Furniture Suppliers 4 #1968 $78.73{USD

Remember to Tab off of each field. Notice that by changing the quantity the line has been automatically
selected for action (i.e. the checkbox is checked). Notice also that the select checkbox for Order Guide Items is
on the far left while the catalog tab has the select checkbox on the far right. Select Check boxes and/or Radio
buttons will always be on either end of the grid, depending on which Front Page Tab you are working from.

Step 4: Click on the blue “Create PO Action button. m'

The Create Document window opens for entering the purchase order header information for this
PO.
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1.  Creating a Purchase Order — From an Order Guide

Step 5: Create the PO Header by entering data into the following fields:
Confirming PO:
Subject: Give the PO a subject for reference
Req’d Del. Date: Enter date product is needed hotel
Approver: Leave on the default approver or select an

approver from the drop down menu.
Note to Supplier:  Enter a Note to the Supplier, if desired

Purchase Type:
Allow Partial Ship:
Ship to Attn Name:

Cost Center: Enter your Department Name
Department:

GL Account:

Reset Dept/GL acct#:

Source Doc: Leave this field blank

Use Tax %o: Accept the Default

Tax: Accept the Default

Use Freight %:
Freight:
Less Discount Amt:

A Create Document - Microsoft Internet Explorer

Confirming PO Ll

Subject

Required delivery date n E
Approver *Aclam Moore

Hote to Supplier

Purchase type [ -] Genetal

Allow partial ship
Ship to Attn Hame |Carl Castle
Cost center

Departmentu Rooms

-

GL Accountd X Reset Dept/GL acct# [

Source Document

Use Tax %
{Uncheck to add flat amits)

Use Freight % D
{Uncheck to add flat amts)

Less Discount Amount 1]

Tax .28

Freight (0.0
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1.  Creating a Purchase Order — From an Order Guide

Step 6: Click OK to create the PO. A popup message box displays the number of the PO created.

Microsoft Internet Explorer, E|

] 455- Generated PO Mumber:
[ 000000000002530

Step 7: Click OK again. The application will take you directly to the PO Tab and load the PO that was
just created, displaying the PO for further action.
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2.  Creating a Purchase Order — From a Catalog Search

Step 1: On the Front Page, in the Search All Catalog section of the Summary Panel, select All Suppliers
from the drop down list.

Search All Catalogs

&ll suppliers || Mational

Step 2: In the field immediately to the Right of the Suppliers drop down list, type in the Supplier Name
you wish to find.

Step 3: Click on the “G0” button.

Step 4: Click on the View Products link.

The system will display all products associated to that Supplier, if the Supplier has less than 1,000

SKU130012 Commercial Irons Model 16200 McBride's Hatel b I " | |
More Procuct Infa McEride's Hotel Furriture Suppliers Furniture $15.43
SKU130013 Commercial Irons Model 15415 hcBride's Hotel 14 Ea 1 o _]_ E
tdore Product Info. McBrice's Hotel Furniture Suppliers Furniture: 51545
SKU130014 Commercial lrons Model 16208 McBride's Hotel L . " | | 0
More Prociuct Info McBrice's Hotel Furniture Suppliers Furniture 9 504
SKU130015 Commercial Irons Model 16220 hicEride's Hatel 14 EA 1 ] E
Mare Product Info McBrice's Hotel Furniture Supplists Furniture: 789
Step 5: Enter the desired quantities for each item in the Ord Qty column. Use the “Tab” key once you
have entered a quantity and the row will be selected and the “Select” box will be tagged
accordingly.

Step 6: Click on the blue “Create PO Action button. m'

The Create Document window opens for entering the purchase order header information for this
PO.
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2.  Creating a Purchase Order — From a Catalog Search

Step 7: Create the PO Header by entering data into the following fields:
Confirming PO:
Subject: Give the PO a subject for reference
Req’d Del. Date: Enter date product is needed hotel
Approver: Leave on the default approver or select an

approver from the drop down menu.
Note to Supplier:  Enter a Note to the Supplier, if desired
Purchase Type:
Allow Partial Ship:
Ship to Attn Name:
Cost Center: Enter your Department Name
Department:
GL Account:
Reset Dept/GL acct#:
Source Doc: Leave this field blank
Use Tax %o: Accept the Default
Tax: Accept the Default
Use Freight %:
Freight:
Less Discount Amt:

A Create Document - Microsoft Internet Explorer

Confirming PO O
Subject
Required delivery date n E

Approver *Adam Moore -

Hote to Supplier

Purchase type General ~

Allow partial ship

Ship to Attn Hame |Carl Castle

Cost center

Departmentu Rooms -
GL Accountd T4 ResetDeptioL acct# [

Source Document

Use Tax %

{Uncheck to add flat amits)
Use Freight % D
{Uncheck to add flat amts)

Tax .28
Freight (0.0

Less Discount Amount 1]
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2.  Creating a Purchase Order — From a Catalog Search

Step 8: Click OK to create the PO. A popup message box displays the number of the PO created.

Microsoft Internet Explorer E|

L] 455- Generaked PO Mumber:
L] 0ooo00000002530

Step 9: Click OK again. The application will take you directly to the PO Tab and load PO that was just
created, displaying the PO for further action.
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3.  Creating a Purchase Order — From a Copied PO

In the below example, we create a new Purchase Order from a PO that was submitted and then Rejected by the

Supplier.
Step 1: From the Front Page, click on the PO tab.
Step 2: Select any existing PO, regardless of its PO status by clicking the Round Radio button on the far

left column. Select the blue “Copy PO” Action button to create a copy of the PO.
| Submit | Receive | BuyerContact | SuppContact [Print (View /Edit| Print wiudget |

First Previous Mext Last Reiresh Add to 0G Add to cart Copy PO Receiving History, Approval Details
Search Column; | PO number ¥ v B AT it v AoeiAnetllinc

Search Text: GO

Page 1 of 3 fRowes 1-351 of 884 found

/ PO number |PO Status ] i d
® | IETH | 00000000001 9796 | Sccepted by supplier T;;Z“;’;ZZ:;D”“DE 092762005 | 097282005 | $2
o I £ | 00000000001 9795 | Faxiemeail accepted lenesae Bakery 09272005 | 09/28:2005
Step 3: The system will generate a new order and prompt you to update the PO Header. Click “OK”.
Once you click OK the screen will refresh and your new copied PO will appear.

Microsoft Internet Explorer

! ‘j 572- A new PO has been generated. Click on Header Update ko assign current information ko the new PO,
-

© 2004 Birch Street Systems, Inc. December 2004 Page 54 of 174
Revised September 2005



Chapter 5 — Purchase Orders

3.  Creating a Purchase Order — From a Copied PO

The below screen illustrates the copied PO Header. Please note that when you copy an existing PO to create a
new PO, the following changes occur:
e  The new PO is given a new PO Number
e  The Status of the newly created PO is “New”
e The Unit Price and Extension is updated for all Catalog items
e All other information is exactly the same as on the original PO:
e Subject
Required Delivery Date
Supplier Name
Supplier Address
PO Line Items
Order Quantities

Step 5: Modify or change the data on the PO Header of the newly created PO. Click “Save”.

N https:/Awww01. birchstreetsystems.com - Update Header - Microsoft Intarnet ... |Z||E|g|

File Edit ‘Wiew Faworites Tools Help @ .-","

I

Confirming PO O

Subject |Main Kitchen Produce

Required delivery date [+ ] 09/2712005 El

Approver | Lucizs Martinez-Dir. Purchasing L |

Purchase type [ +] | Food L |

Allow partial ship

Ship to Attn Hame |General ReceivingReference PO &

Payment Method [ ] | Purchase arder w

Credit Card

Fax Humber |

Cost Center |
pepartmentd [71 Q [
GL Account[f] |s5-851 00 &y |

Reset Dept/GL acct # [ |

Source Document |

Use Tax % ,7
{Uncheck to add flat amts) LEL SHL
Use Freight % - ,7
{Uncheck to add flat amts) D Freight |o.00
Less Discount Amount |D.DU
| save | Cancel v
@ Dane é 0 Inkernet
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3.  Creating a Purchase Order — From a Copied PO

Step 6: To edit the lines of the PO click the “Print/View/Edit” blue action button.

| submit | Receive | Buyercomtact | SuppcContact |Print/View /Edit| Print wBudget

Add to DG Add to cart CopyPO  |Receiving History| Create items | Approval Details
Resubmit Apprv Add Addt'l Info

Step 7: Next to each line on the PO is an Edit Line link. Click the blue Edit Line hyperlink.

# Liem SKU Product Desc. Qty UOM Price Extension
1m 02455C5 EE-851-00 /71 - General Administrative Asparagus, 114 Standard a.00 [ $26.7300 $160.50 Edit Line
FEAFEED PRICING***
2M 02754C% EE-851-00 /71 - General Administrative Avocado, Hass 4%ct 2m [ $30.4000 $60.80 Edit Line
3@ 03850FL 88-851-00 / T1 - General Administrative Blaeberries Fresh/Generic 500 FLT $23.1500 $11575 Biit Line
41 05057CE 88-251-00 / T1 - General & dministrative Cantaloupe, 15ct 400 CcE $16.7500 $67.00 Edit Line
*#AFIEED PRICING*+*
5m 05023C3 82-851-00/ 71 - General Administrative Carrots Spaghetti 100 =) $32.4000 $32.40 Edit Live
0] 05084C3 88-251-00/ 71 - General Administrative Carrots, Baby Peeled 2m =) $24.5000 $49.00 Edit Liw
WiTop **+FIXED PRICTHG***
7m 05600BU 88-251-00 /71 - General Administrative Cilantro by the bunch 3m PC $0.4400 $1.32 Edit Line
=00} 23400C% 285100/ 71 - General Administrative Lettuce, Bibb Hydio 10.00 [ $14.4000 $144,00 Edit Line
@ 233R4C3 88-851-00/ T1 - General Administrative Lettuce, Boston 6,00 =) $15.4000 $92.40 Bdit Live
100 23390CE 88-851-00/ T1 - General Administrative Lettuce, Head ***FIXED .00 CcE $14.7500 $88.50 Edit Line
PRICIHG***
1M 233MBX 22-251-00/ T1 - General Administrative Mesculin Io #**FIED 600 BX $7.9000 $47 40 Edit Live
PRICTHG###
120 2665403 88-851-00 / T1 - General Administrative Mushrooms, Enoki 10.00 =) $23.4000 $234.00 Bdit Live
138 31353C3 88-251-00 /71 - Ceneral Administrative Peppers, Red 15#cs. 500 =) $17.0000 $35.00 Edit L
*#AFIEED PRICING*+*
14m 35040FL 22-251.00 / T1 - General Administrative Radicchio 200 FLT $15.9000 $127 20 Edit Line
158 0102CE 88-851-00 /71 - General Administrative Red Oakleaflettuce, baby .00 &) $14.9000 $39.40 Edit Low
168 36160BG EB-851-00/ T1 - General Administrative Rosemary, Fresh 300 BAG $4.4200 $13.26 Bdit Line
170 162003 82-851-00/ 71 - General Administrative Segments, Orange 10.00 =) $35.7200 $357 20 Eiit Live
158 1628C3 88-251-00/ 71 - CGeneral Administrative Segments, Pink Grapefiuit 12.00 =) $33.9300 $407.16 Edit Liw
158 AFISNCT EE-851-00 /71 - General Administrative Sguash, Vellow, case 300 [ $12.4000 $62.00 Edit Line
200 3R600FL 82-851-00/ 71 - General Administrative Strawherry Fresh/Jeneric 10.00 FLT $19.1300 $191 50 Edit Live
218 40100C3F 88-251-00/ 71 - General Administrative Tomatillo 100 =) $32.9000 $32.90 Edit Liw
220 A0113CT EE-E51-00/ 71 - General Administrative Tomatoes, Grape 200 [ $19.1300 $153.20 Edit Line
3@ S2E50CT 88-851-00/ T1 - General Administrative Zucchini, Medum, case 500 =) $11.4000 $57.00 Bdit Live
Sub Total: $2,663.80
Freight: $0.00
Tax Amount: $68.79
Less Discount: $0.00
Total Amount Due: $2,737 68
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3.  Creating a Purchase Order — From a Copied PO

Step 8: If the line item is a catalog item you will only be able to change the quantity. If Budgeting is
turned on you will also be able to change the Department and the GL Account. If the item is a
non-catalog item you will be able to modify all fields.

2 https:fiwww01.birchstreetsystems.com - Edit Line - Microsoft Internet Explorer E||E|g|

File Edit View Favorites Tools Help @ ""

[Close | save | Deleie |
i ——

ltem: [

Product Name: |

Lead Time(Days): |
Order Quantity:  [5.00
UOM: [

Price: [

Extension: [
Tax Exempt: I~

Case Pack:

Dimension:

Min Order Oty:

Mamrfacturer:

Branil Name:

Maodel:

Size:

|
|
|
|
Mfg Part Number: |
|
|
|
|

Commaodity:

Departmentd [71 0] [

GL Account®  [smas.0n Q

:El Done S & Intermet

Step 9: Once the Buyer has completed all of the desired changes, click the blue “Save” Action button to
save the changes. Click the blue “Close” Action button. You will be returned to the PO. Click
the Close button on the PO.
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4.  Copying a PO — Using Shopping Cart

The Shopping Cart can be used as a “Staging Area” for copying items from an existing PO into a new PO. Use
this method (instead of Copy PO method) if not all items from the original PO are desired on the new PO.

Step 1: If convenient, start with a Cart empty of any items. If necessary delete items from the Cart by
selecting all items and clicking Delete Items.

Search All Catalogs
Froducts | |peanut butter m

1 [ Cart | | |
oo Po =T aato o1 Adato0G | Updste | Deisieiom | Crestonome]

In Box
New: 60 Total: 60

Shopping Cart
Lines:3  Total$478.99

First Previous Mext Last Refresh

Purple = Hon catalog item

Prod | Supplier Min order qty

21726 _ I
; Bose &Wave® Radio/CD
8P pore Product

Hotel Food Service Supplies 12 41223 $412.23|UsSD

Celebrity Soap Dish lvory

More Product Info Excelent Hoteliers $18.50|UsD

Reeses Peanut Butter Cups - Large
Pack i
Hotel Food Service Supplies

00022232365

More Product Info 2|1z 32563 $47 26[USD

Step 2: From the PO Tab, select the PO that holds the items to be copied and select Add to Cart button.

Wielcome Carl Castle - Hiton Garden Inn Carlskad Beach v | &R Hide Menu [Hide summary Hide Logo Home Settin

Search All Catalogs

In Box Shopping Catt
Prociucts ~ ||peanut butter New: 60 Total: 60 Lines: 3 Total:$478.99
| I " PO ] |
[ siom | Recowe [ fuyer Contact | Supn Contact | Print 1¥eew | Heaer Updisis |
IiTRC e [ ot | Auachmert | fstoy | ScndMesssge | Gudgctimpact | Addiooc |
Sserch Goiunn; [21 o

Search Text =3

Page 1 of 2 f Rows 1-25 of 50 found

O | I 0000000000031 9| Approved Mo e . SAMCH|11/0812004 111152004 | $7,676.63| $7,576.6 A
Subject: test confirm

fel| Edit | 000000000000304 | Receiving Complete eS| Cipphier: Hiton Susply Manenement SancH | 101 22004 1011872004 $50.93 3509

fe]| Edit | 000000000000257 | Approval pending Mo g: e‘;_ ;}f‘cguge’ffﬁgmhms SANCH[10/01/2004|10/25/2004 | $81577|  $515.7

2 Subject: Test PO

fel]| ot | {:,)s 000000000000286 | 4 pproval pending T e e sancH|09/28:2004 [10/01 2004 | $24, 703 95 | $24,703.9

fel| Euit | {f;} 0000000000025 | &ccepted by supplier es 2: EXEE;M R sancH|o9eeeo0s [oseeeons | soesFr|  $2oET
Su

fe]| Edit | 000000000000275 | Appreval pending LCH ey Hitan Sunply Wanagement SANCH[09/18/2004|09/19/2004 | $10551|  $105.5

foll| Edit | 000000000000272 | sccepted by supplier Mo i: Eigﬁ;fff;ghars sancH|o9marzo0s [0gsoz00s | ses7r|  $s1sT

Step 3: Select Item(s) from Cart and click Create PO.

Welcome Carl Castle 5- Hiton Garden Inn Carlsbad Beach |+ | Hide Menu [Cxide summary Hide Logo Home Settin;

Search All Catalogs
Products ~ | peanut butter m

I | Cart RGN |
[Crouero | Awutoro | uaoos | Upams | beieiorem | Cromorems |

Page 1 of 1 /Rows 1-9 of 9 found Purple = Hon catalog item

Prod / Supplier PackiSize Min order qty
21126 B & Wave# Radio/CD
ose & Wave® Radio
O “_:: More Product  |ote) Fong Service Supplies Fsize i 41223 a12.23)USD
10569 Celebrity Soap Dish lvory
More Product Info Excellent Hotelisrs ! i #esn $12.50{USD

In Box
New: 60 Total: 60

Shopning Cart
Lines: 9 Total:$1,232.59

First Previous Mext Last Refresh
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5.  Creating a Purchase Order — From a Spot Buy

Step 1:

Step 2:

Step 3:

Step 4:

From the Front Page, click on the Home link on the Logo Panel at the top of the Front Page
screen. This takes the user to the Main Catalog Tab.

Click on the blue “Create Non-Catalog Items” Action button. This action will launch a blank
product grid, where the Buyer can free-form product information.

Catalogs

Create non-catalog items
Catalog name

The blank product grid is designed to provide structure for free-form or “Spot Buy” product data.
The Buyer must manually “Select” each row in the far left check box, prior to completing
the other product attribute fields. At this point, we have indicated WHAT we want to
purchase.

Catalogs | | | |
Create PO Addto PO |Addto order guide| Addto cart

Select Supplier

Currency | UsD b

Now we need to identify WHO we want to purchase these items from. Click on the blue “Select
Supplier” Action button.
Select Supplier
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5.  Creating a Purchase Order — From a Spot Buy

Step 5: When you click on the “Select Supplier” Action button, the system launches a Supplier Name
search window.

SUppter SBarth.

._ (GO|
Suppliers

Type the name of the Supplier into the “Supplier Search” window. IMPORTANT
INFORMATION — A Buyer can search for Hilton Supply Management using the following
conventions:

=  Hilton Supply Management

= HSM

= Hilton Hotels Corporation
= HEC

=  Hilton

All of the above examples will return a positive match.

Step 6: Click on the blue “Select” Action button to the left of the Supplier Name. We have now identified
WHO we want to purchase the “Spot Buy” products from.

SUBBlIErEREIT, @ 2 Supplier(s) Found

X0 HILTON BURBANK

Contact: DAN MNELSON  (818)543-6000 Fax(818)840-6448  DAN MELSOMEHILTOM.CONM
2500 HOLLY WO ODWAY

BURBAMK, CA& 91505

12N the Fly)

m Hilton Supply Management
Contact: Ken Towwnsend  (800)557-1337 Fax:

1 Hitton YWay  location
Houston TX 77002
(Proxy) (Mational)

L

Add New Supplier
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5.  Creating a Purchase Order — From a Spot Buy

Step 7: Select the blue “Create PO” Action button to initiate the PO creation process. A Buyer may also
elect to add the content to an existing PO.
At this point, the PO creation process is exactly the same as if we had selected content from a
Catalog search or created the PO from an Order Guide.
Currency | UsD hd
Product Name
Supplier Name
ABC |Ent,er Product Name Here ¥ |12 EA 2.50
| | v |
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6. Creating a Purchase Order — From a Supplier-On-The-Fly
(S-O-T-F)

Step 1: From the Front Page, click on the Home link on the Logo Panel at the top of the Front Page
screen. This takes the user to the Main Catalog Tab.

Step 2: Click on the blue “Create Non-Catalog Items” Action button. This action will launch a blank
product grid, where the Buyer can free-form product information.

Catalogs

Create non-catalog tems
Catalog name

Step 3: The blank product grid is designed to provide structure for free-form or “Spot Buy” product data.
The Buyer must manually “Select” each row in the far left check box, prior to completing
the other product attribute fields. At this point, we have indicated WHAT we want to
purchase.

Catalogs | | | |
Create PO Addto PO |Addto order guide| Addto cart

Select Supplier

Currency | UsD b

Step 4: Now we need to identify WHO we want to purchase these items from. Click on the blue “Select
Supplier” Action button.
Select Supplier
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6. Creating a Purchase Order — From a Supplier-On-The-Fly
(S-O-T-F)

Step 5: When you click on the “Select Supplier” Action button, the system launches a Supplier Name
search window. Type the name of the Supplier into the “Supplier Search” window.

Supplier Search
|Mot Adopted Supplier E

Step 6: The below screen is displayed when no Supplier Name match was found. Click on the blue “Add
New Supplier” Action button to proceed to the next step. As step one in the Supplier validation
process, Birch Street first searches for the Supplier by name. When no match is found...

@upplier Search

1 Go
Suppliers
Add New Supplier

No Supplier Found

Step 7: Birch Street searches for the Supplier via their Fax number. The fax number search is important
because all PO’s will be sent to the Supplier via the Birch Street fax server. Please note that the
Supplier does not have a Birch Street account in which to retrieve electronic Purchase Orders.
Enter the Supplier’s Fax Number in the field below.

3 Add Supplier On Fly - Microsoft Internet Explorer

Country | UNITED STATES * | Fax Number m
Enter a ten digit number for USA & Canada anly.
| Cancel |
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6. Creating a Purchase Order — From a Supplier-On-The-Fly
(S-O-T-F)

Step 8:

Birch Street performs the second validation process by search for Fax Number match. No two
suppliers can ever have the same Fax Number. If no Fax Number match was found, the system
will launch the following screen:

3 Add Supplier On Fly - Microsoft Internet Explorer

Ho Supplier Found
Fax number

Supplier name [ ]
Contact name O

Title

Salutation

Phone O

Email

Address line 110
Address line 2

Address line 3

Country | UNITED STATES

¥ | Fax Number
Enter a ten digit number for USA & Canada anly.

Enter the following values to add a new supplier
{512)555-6179

zipd L8]
ciyd
state O Y
Country LUNITED STATES
|_Save ] Cancel |
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6. Creating a Purchase Order — From a Supplier-On-The-Fly

(S-O-T-F)

Step 9:

Step 10:

Enter the new Supplier (S-O-T-F) information in the appropriate fields.

Fields with a blue box and white triangle are “required” fields and must be completed before
the Buyer can complete the process of creating

A Add Supplier On Fly - Microsoft Internet Explorer.

Country | UMITED STATES

Ho Supplier Found
Fax number

Supplier name [+ ]
Contact name
Title

Salutation

Phone

Email

Address line 10
Address line 2
Address line 3
Zip [»]

cityd

state

Country

* |Fax Number

Enter a ten digit number for USA & Canada only.

Enter the following values to add & new supplier
{512)555-61T9

Mot Adopted Supplier
Fobert Jones

President

hdr.

5125552345
bob_jones@supplier.com
1234 Main Street

P.0. Box 567
78759 Q
Austin

T Q

UMITED STATES

Click the blue “Save” Action button to complete the process.
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7.

Creating a Confirming PO

The Confirming PO Feature allows a user to enter an after-the-fact Purchase Order where there is no need to
have a copy of the PO sent to the Supplier. Examples could be:

0 a PO for a service contract,

0 an expense report that will be reimbursed to an employee, or

O apetty cash expenditure that has been already paid for.

Confirming POs are only displayed if your position has security access to this feature. They will be displayed in
red so they can be quickly identified in addition to a column that indicates that they are Confirming POs. Note:
POs created from Punchout suppliers cannot be marked as Confirming POs.

Confirming PO’s are restricted to a Requested Date of Today. This means that a Confirming PO will always
consume budget in the current Period. NOTE for FINANCE USERS: The exception to this rule is
Confirming PO’s that are allocated to multiple periods. See Allocation Instructions for a detailed
explanation of Allocations.

Confirming PO’s follow the same rules as regular PO’s as they relate to Approvals. NOTE: Confirming PO’s
do not have the option to be disapproved. Additionally, an approver can change a regular PO to a Confirming
PO.

The Printed form of the PO indicates that this PO is a Confirming PO in the first line. Confirming PO — Do
NOT Duplicate.

Once a Confirming PO has been approved and submitted, the PO’s status is set to “Accepted by Supplier” and
if budgeting is turned on for your property, the budget is updated.

Confirming PO’s may have receiving events entered for them in the same manner that Receiving Events are
entered for standard PO’s or via the Receive Confirming button.

Step 1: Select the Catalog, Non-Catalog or Order Guide Content for the Confirming PO and click Create PO.

2 Birch Street - Microsoft Internet Explorer

Fle Edit View Favorites Tools Help

oﬂack - @ Iﬂ IELI ;‘, /VWSEan:h 7 Favorites @Y Media &) - F 3

Address | 4] http:/fwww0 Lbirchstreetsystems, com/j4/default.jsp

Hilton

Welcome Carl Castle

5- Hilton Garden Inn Carlsbad Beach v | &} [tide Menu [ Hide Summary  Hidelogo Home My Seftings Help FAQIQ-Tips Logout

Search All Catalogs In Box Shopping Cart
Products v New:76  Total: 76 Lines: Total: $820.36
| | Cart RN RO

First Previous Next Last Refresh

Create PO Add to PO Addto0G |  update | Deletsitem

Purple = Non catalog item

e s e / HIE $15.50 stas0[uso
:“mﬁum Infe E;Zg:“ers;?é"‘;?sl Voyager / Change UOH 1|5 $45.95 €229.75|USD | 001-344-40
L st | e / 15 5725 53525(USD |001-344-40
LI s el / 110 s9.08 ss050{usn |ooz-179-85
- ??022232355 2:::% Peanut Butter Cups - Large I = — e e ol
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7. Creating a Confirming PO

Step 2: Click on the Confirming PO checkbox.

A Create Document - Microsoft Internet Explorer |:||E|r5__(|

Confirming PO

Subject | |

Required delivery date O | |E

Approver | Cindy Capron w |

Note to Supplier

Purchase type O | Select Entry v |

Allow partial ship

Ship to Attn Name|CarI Castle |

Cost center | |

Departmenll, | Rooms L |

B Y T—r

Source Document| |

et 825 |
(Uncheck to add flat amts) Tax  |325

(Uncheck to a '
{Uncheck to add flat amts) O e L

Less Discount Amount |D |

ok | canco

Step 3: The following warning message is displayed. Click OK.

Microsoft Internet Explorer

695- Warning: This PO will NOT go to the Supplier. Uncheck this box to send the PO to the Supplier. Check it for
!

after-the-fact purchases only.

Step 4: Continue entering and processing the PO in a normal manner.
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8.  Adding Notes to a PO

Notes allow users the ability to provide a host of additional information about a PO by “free-forming”
comments and appending them to the Purchase Order. Examples of notes can include comments regarding
product delivery and receiving times, shipping and handling requirements, approval comments, billing
requirements, etc.

There are 7 classifications of Notes that can be utilized within a PO:

Note: All notes are created in the same manner, regardless of their classification:

Step 1:

Step 2:

Notes from the Buyer
Notes from the Supplier
Billing Notes

Shipping Notes
Approver Notes
Receiving Notes
Expediting Notes

VVVVVYVYY

Select the PO from the PO Tab and click the Notes button.

| | " PO | |
First Previous Mext Last Refresh Add to cart Copy PO | Delete  [ReceivingHistory| Createitems | PO Recall |
Search Column: | Al »v Approval Details | Resubmit Apprv

Search Text [

Page 1 of 1 fRows 1-87 of 87 found

PO number Subj / Supplier
o (IETH {:5} 0000000000000 5 | ey Mo g:::;:ﬁf;rsgmggﬁawm SANCH
® (IETH 0000000000000 6 |Mewy Mo g:::;::irpgniﬁ :tll;nlv Managemant SANCH
O m B Lt e g:::;{:;::rfgugzlz?:wylor Services SANCH

Select the Notes text box and type your comments.

01/05/2003 01./05/2003 $250.00 25000

01/08/2003 01.06:2003 $300,696.45( $300,696.45

01/09/2003 01/09:2003 F14.19 #1418

Wizleome Reymond Adamms Home Wy Settings Help EAQ/0-Tips Hide Logo. O Entry OList (@ Vertical ) Horizontal

Search Column: | Al v ¥ m

Search Text: GO Floor lamps for d4th floor public space.

Page 1 of 1 fRows 0-0 of O found

Note type / Note dateftime

Motes

Mote ciate /time 12162004 09:27:07 |

Mote type B Select Entry (v

Motes viewed internally only D

Note: The Note Date/Time field is auto populated upon opening the Notes screen.
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8.  Adding Notes to a PO

Step 3: Select the Note Type from the drop down box.
|

MNote date /time [ 2162004 092707 iz
Mote type | Select Ertry %

From buyer
From supplier
Billing note
Shipping note
Approver note
Receiving note
Expeditor note

Note: The Note Type field is a “required” field and must be completed prior to the user saving the Note.

Motes viewed internally only

Note: Check the “Notes viewed internally only” checkbox if you want the note to be visible only to
users at your property (i.e. Suppliers will not be able to view the note).
|

Mote date /time  [12/16/2004 09.27.07 gl
Mote type From buyer b
Motes viewwed irternally only

Step 4: Click the Save button. Once saved, the Note will load in the Note List screen at the left of the
window.
Welcome Raymond Adams Home Ly Settings Help FAQIQ-Tips Hide Logo QEmry (OiList (& Vertical ) Horizontal
First Presvious Mesxt Last Mewe Refresh
Search Calumr: | Al v ¥ m
Search Text: Go Floor lamps for 4th floor public space.
Page 1 of 1 /Rows 1-1 of 1 found
Note type / Note dateftime
From buryer 12M6/2004 09:27:07 (F
hotes
Note date itime  [12/162004 09.27:07  [09)
Mote type From buyer hd
Maotes viesved internally only
Step 5: Additional Notes may be created by clicking the New button and repeating steps 1-6 above.
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9. Viewing Notes ona PO

Step 1: Notes can be viewed on the PO by selecting the PO from the PO Tab and clicking on the

Print/View button.

All New PO's v

Search Column; | A1 b

Search Text GO

Page 1 of 1 F Rows 1-87 of 87 found

© (El
[Cf] Ed | 2 | 0000000000016 [ e Mo

Note: Upon refreshing the PO Tab, a '{% symbol will appear next to the PO for which the note was saved.

Subj I Supplier Req delivery

Subject: Sewing Kits
Supplier: European Taylors

Subject: PO Co Sub
Supplier: Hiton Supply Management

SANCH 01/08/2003 01/08/2003 $250.00 $250.00

SANCH 01/08/2003 01/08/2003 | $360,696.45| $380 696 435

Step 2: A message box will appear indicating the total number of Notes created for the PO.

PURCHASE ORDER
Hilton Garden Inn Carlshad Beach
CL (CA)LLC d/bfa Centurian Hilton hy Hilion Hotels Corporation as the managing agent.
Hilton Supply Management

PO NUMBER : 000000000000016
Required Delivery Date : 01/08/2003
Source Document

Supplier:

(Proxy)MeBride's Hotel Furnituze Supplises
Hilton Supply Management

1 Hilton Way

losation

Houston, T2 77002, US

Altn: Mr. Ken Towsend

Title:  Purchasing &gent

Fhone:  (300) 123-4567

Fax (194)985.19864

Email  mmoris@sagence.com

Status: New
PO Submit Date:

Mext Anoro

Microsoft Internet Explorer EI

1 This PO contains 1 note(s). fBeach
LAY

SHIFToT
Hilton Garden Iim Caxlshad Beach
6450 Carlshad Bhd

Carlshad, C4, 92009, US

Atin: Carl Castle

113 7 : :
Select “OK” and scroll to the Notes and Attachments section of the PO. All Notes will appear
with the appropriate Note Type under this heading.
TNotes and Attachmenis :
Header Notes :
1 .- Buyer Note - Floot lamps for 4th floot public space
Thiz Purchase Order has 0 Attachments
# Dtem SKU Product Desc. Qty UOM Price Extension
1 SKU130016 123-456.789 / PURCH-Purchasing  Floor Lamgp 1003FPW 36" 100 E& $24 3677 %2437 Biit Line Biiz Alloc
Polished Brass
3 SKU130016 143-456-789 { FURCH-Purchasing  Floor Lamp 1003F%/ 36" 10000 E& $12.2758 $1,237 38 Eiit Line Edir Alloc
Polished Brass
4 Misc Hems 123-456.780 / PURCH-Purchasing  Misc [tems that I want to order 4500 E& $45 6900 $2,056 05 Edit Line Edit Alloc
5 Misc [tems 123-456-789 / PURCH-Purchasing  Misc [tems that I want to order 4500 EA $45 6900 $2,056 05 Edit Line it Alloc
6 test 123-456-789 / PURCH-Purchasing testing 2600 E& $12,123.0000 $315,198 00 Bt Line  Edt Alloc
7 item* 123456789  FURCH-Purchasing prod 1200 EA $65.0000 $780.00 Bt Line i Alloc

Note: Ifthe user has selected the “Notes viewed internally only” checkbox the Note will still appear on the
Print/View screen. The Supplier will not see the note once the Buyer has submitted the PO.

Note: A PO may contain an unlimited number of Notes.
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10.

Adding Attachments to a PO

The attachment function allows users to save a file (i.e. Excel spreadsheet, Word document, etc.) or multiple
files as an attachment within the Birch Street application.

Step 1:

Step 2:

Step 3:

Step 4:

Select the PO from the PO Tab and click the Attachment button.

[ Suomi | Recewe | BuyerComat | Supp Comat | rimt iew | resder Upaste |
[ otos | Mtschment | tistory | sonaMossage | budgetimpect | datoo |
Copy 0

All Mew PO's “
Search Column: | Al ~|[¥

Search Text: jei=

Page 1 of 1 /Rows 1-87 of &7 found

PO Status Req delivery

Subj / Supplier

PO number

=) Subject: Sewing Kits
o (IETH (}}. 0000000000000 5 |Mew Mo | mtion: Buropean Tayiors SANCH DI0ER003 | 01maenng 250,00 $250.00
Subject: PO Co Sub
® (IETH 0000000000001 & |Mew Mo |t il Supply Managemert SANCH 01082003 | DiMEo00: | $330506.45| §380,506.45

000000000000020 |Mewy Subject: PO Co Sub ) SANCH 01092003 | 01 mSiz003 $14.19 §14.19
Supplier: Bussier's Taylor Servioes

[of Edit |

Fle Edt ‘View Favorites Tools  Help l';'

 File Name Internal Doc Creation date

[ndd | Delee |

Click Browse to search for the file you want to attach.

2} Select Upload File - Microsoft Internet ...

Select file to uplosd

[ Browse...

Interral Document [

Select the file you want to attach and click Open.

Look in: [[@ Deskiop - ef B

== Hotel Updater
[ magets of
B ]Level 1T Reference Guide Revision Z,doc

5 (3 My Documents
¢ My Computer

HyRecent 3wy Network Places

Documents

5k Adobe Photoshop Album 2.0 Starter Edition £ NetMeeting
Outlook Test.mdh
g Product Updater
ki

B Jasc Paint Shop Pro @

() Access VBA Testing_10-25-04

\J)Unused Desktop Shortcuts

%] el T Reference Guide Revision 2.dac

=] ~WRL2007 kp

B Account Updater

.J; 13 Account Updater Inskalier.msi
CategaryCheckz000.2ip

[#)CoPY OF HSMDE Forms.mdb

< >

@ M Adobe Reader 6.0
%, Jasc Paint Shop Phata Album
Deskiop

B Rejected by Supplier CO.doc

My Documerts

o

My Camputer

-
HyHetwerk Fie nam |receiving Training_Dema PO's.dls - Open
jaces
Fies of type: [l Fils () = Cancel
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10. Adding Attachments to a PO

Step 5: Check the “Internal Document” checkbox if you want the attachment to be visible only to users
at your property (i.e. Suppliers will not be able to view the attachment).
Internal Document

Step 6: Click Submit to save the file.
< Select Upload File - Microsoft Internet ... EH§|E|

Select file to upload

|E:'ancumerrts and Settingsemill  Browse...

Irternal Documert |:|

Step 7: The Attachment List screen will refresh and indicate the file name, whether the file is an
Internal Document and provide the file’s Creation Date/Time.

File Edit ‘Wiew Favortes Tools  Help h

/ File Name Internal Doc Creation date
Receiving Training Demq 121652004 14:20:42

[“Ada | Delcte |
Step 8: Attachments can be viewed by selecting the PO from the PO tab and clicking the Attachment
button.
| | [ PO ] |

| submit | Receive [ BuyerContact | SupmContact | Print/View |[ Header Update |

At PS * | notes | Attchmemt | wistory | SenumMessage | oudgetimpact | Addtoos |

Eirst Previous ot Lest Refresh

Searon Couann [ 21 o

Search Text: €=}

Page 1 of 1 F Rows 1-87 of 87 found

Subj / Supplier Req delivery
Subject: Sewing Kits

(G| Edit | upplios: Buronean Tayiors SANCH | 1082003 | 01082003 $250.00 $250.00
Subject: PO Co Sub

o(IEH| 0 0000000000001 6 | Meve Mo omtier: Hiton Sumaly Managemert SaNCH | DUDBZO03 | 01082003 | §380,595 45| 5360 606 45

Note: Upon refreshing the PO Tab, a U symbol appears next to the PO for which the attachment was saved.
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10. Adding Attachments to a PO

Step 9: Click on the File Name hyperlink to open the attachment.

2l Attachment list - Microsoft Internet Explorer = |0

File Edit WYiew Favortes Tools  Help '

Creation date

12HEM2004 14:20:42

[ i Deite

IMPORTANT: Attached files are not transmitted with PO’s when submitted to suppliers via fax.
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11. Deleting Attachments from a PO

Step 1:

Step 2:

Step 3:

Select the PO from the PO tab and click the Attachment button.

| I " PO ] |
[ siomit | Recewe | BuyerCortact | SuppComtact | Print/View | Header Update |
Altiew POrs e
st Previous bt Last Retrash
o

Search Column: | A1

Search Text: GO

Page 1 of 1 7 Rowws 1-67 of 87 found

® |IEZH 0000000000015 | Hew - SANCH | 01mG2003
2 PO Co Sub
o |IETH| 0 0000000000001 6 | Hew Mo N — SANCH | 01082003

Req delivery

0710552003 §250.00

1/08/2003 | $360,696.45( $350,696.45

Remove the file(s) by selecting the text in either the Internal Document column or the Creation

Date column to hi

2 Attachment list - Microsoft Internet Explorer EI[E'E'
:;:

Help

Tools

File Edit Wiew Favorites

First Previous Mext Last Mew Refresh

/ File Name Internal Doc Creation date

121672004 14:20:42

[ nad | peiete |

The user must confirm the Delete by selecting OK or Cancel.
<3l Confirm Delete File - Microsoft

Drelete File: |Receiving Training_Cemao |

o [ Concel |

hlight the row of the file you wish to remove and then click Delete.
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12. Editing Line Items from PO Print/View

PO’s can be edited only if they are in a “New” status. Editing of the PO’s Line Items is accomplished from the

Print/View of the PO’s.
»  Quantity
» UOM If Item supports multiple UOM's for Ordering)
»  Department (If Budgeting is “On”)
» GL Code (If Budgeting is “On”)
»  Allocation Preset (If Budgeting is “On”)
Budgeting OFF
2l Edit Line - Microsoft Internet Explorer
Fle Edit view Favorites Tools Help @
[Close | sme |
Rem#: 27724
Product Name: Bose ® 3-2-1 system
Lead Time{Days): 10
Order Quantity: 400
UOM:
Price: $338.8500
Extension: $3,988.86
Tax Exempt: 1
Case Pack: 1
Dimension; 21,4400 % 19.940W x 18H
Min Order Oty: 1
Mamiacture: Bose
Mfg Part Number: 27724
Brand Name: Bose
Model:
Size: Media center: 4 108"H 13 38" 10 104"'D (10,4 % 33
Commoaodity:
Description: Bose ® 3-2-1 system
Budgeting ON
2} Edit Line - Microsoft Internet Explorer.
File Edt View Favortes Tools Help @
[ ciose ] save
15212-1-M
Product Name: BEEF, FILET 114904 USDA PRIME 12-0Z
Lead Time{Days): 7
Order Quantity: E0.00
UoM:
Price: $13.5259
Extension: $811.55
Tax Exempt: 1
Case Pack:
Dimension:
Min Order Oty: 149
Manufacture: STOCKYARDS PACKING
Mfg Part Number: 15212-1-01
Brand Hame:
Model:
Size: 12-0Z
Commodity:
Department: Rooms v
GL Accountid [
Preset Alloc Q
Description: BEEF, FILET 114904 USDA PRIME 12-0Z
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13.

Transfer

ring a PO

The PO Transfer Feature allows Buyers to Transfer PO’s within the Property, to Regional Users or HSM
Corporate users whom have access to the properties PO’s by virtue of their security position ID.

>
>

To transfer within the Property, identify the user in the Person ID Lookup by name.

To transfer to a specific Regional Purchasing user, identify that person by name or by Login
name. Regional Users’ login names always begin with the 3 letters “HSM” and are followed
by a 2 letter region identifier and a 3 digit number. For example “HSMCE102” or
“HSMNE104”.

To transfer to Supply Management Headquarters in Beverly Hills. Transfer to the User
named: “Supply Management” and your PO will be routed for you to the correct Supply
Management user to address your issue.

Step 1: Select the PO from the PO Tab and click on the Transfer button.

| | " PO | |
[ swmt | Recews | BuyerComact | supnContact | Printiview | Heaer upans |

Search Text GO

Page 1 of 1/ Rows 1-8 of & found

Req
.-..m PO Status Subi ! Supplier E PO date PO Total

[o)| Ean | 0000000000037 |New Subject: T:ae‘ Foo Service Suples SANCH | 121102004 | 1270004 | 5399995 $3.99995
[o)| Edit | 0000000000031 |New Mo 2: iten Supsly Management SANCH | 11302004 | 12022004 |  $383.94| 539934
[o)| Eit | 0000000000330 | Approwsl pencing | Mo ot Fond Service Suppies SANCH | 112902004 | 120172004 | $1281030| $12,810.30
[o)| Eit | 000000000000326 | New o Fiton Supaly Menagement SANCH | 117152004 | 162004 | se13ge|  se10.88
o [IETH 0000000000032 | Viewed by supplier| Ko :::::::I‘;[Ej';‘t" Em 1 Sorvioe Supplss SANCH | 11202004 | 11302004 34871 34871
[o)| Eait | D000000G0000G23 | &pprovsl pending ho g:::::)e“ E':;'ﬂg;‘ﬁpw Maragement SANCH | 11A2004 | 11052004 | 52597344 $25.073.44
[o)| Euit | 00000000000022 | Partially received Mo g: C:S‘i‘fgu:‘:”swu Supples SANCH | 114202004 | 1102002004 | 378685280 $78,662.80
o |IEH 0000000000321 |New Mo |Suble F'j;xgm;’m";ﬁ:&a"mm Soctellsanch [ 11100004 | 1116004 | 3110894 | 3110840
Step 2: Select the User at the Property that you wish to Transfer to.

2} Person ID Lookup - Microsoft Internet Explorer

Advanced Search
First Previous Mext Last Refresh

Search Column; | &1 v ¥
Search Text: | GO
Page 1 of 2 fRows 1-25 of 27 found

PersoniD  Full name Last name First name

Raymond Adams Adams

Bennet Raobert

Robert Bennet

Candy Caldwel Caldwel Candy
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13. Transferring a PO

Step 3: An Email / InBox Notification will be sent to the User in which the PO is being transferred
to.

Unread in box v

Search Column: | Al v |T

Search Text: GO

Page 1 of 1 /Rows 1-33 of 53 found

7 Msg sent on (PST)

A PO has been transferred ta you. Please reviewve. PO number: D00000000000337 12M 052004 09:40010 Carl Castle

A PO iz waiting submizsion. Document number: 000000000000335 1200342004 11:21:29 Carl Castle

Your Gueued Fax has been Sent. PO number: 000000000000333 1200202004 10:55:34 Cancly Caldwel

OoOoo0oo

IEZTH | - ro s waiting submission. Document number: 000000000000333 120202004 09:41:47 | Adam Maore

Step 4: The PO shows up on the Transferred To User’s PO Tab.

Welcome Candy Calewell 5. Hilton Garden Inn Carisbad Beach v Hide Menu [(xide sSummary Hide Logo Home Settin

Search All Catalogs

Procucts v [ co |
| MECN |

In Box
New: 53 Total: 53

Shopping Cart
Lines:2  Total: $24.00

[ St | ecoe | Guyer Comact | Supn Contact | Frint View | Header Updic |
iy Lot 0Dy s z [ ot [ Amwemen | fstoy | Sendmessuae | Gudastimpat | _Adatoo
Fust Py st Lt o Addto cari | Copy PO [Receming isiory | Create ems—| PO ecal | Approvaivetars
Search Column: | &1l )

Search Text: GO

Page 1 of 1/ Rowes 1-6 of & found

/ POnumber (PO Status Subj ! Supplier Req delivery
: Test

1+ Hatel Food Service Supplies
Subject:

Supplier: Cirtas Carparation Punchout

Subject:
Supplier: Excellent Hotelisrs

000000000000337 | Nesw 1211012004 121172004

000000000000334 | Approval pending 120352004 120352004

000000000000333 | Fax/email accepted 12Mm2/2004 12042004

ct: Budgeting Test

12 Hatel Fooe Service Supplies 120172008 | 12032004

000000000000332 | Approvel pending

Subject: Receivingtest

R Supplier: Excellent Hotelizrs

11/22/2004 11/28/2004

Subject: Receiving lest
[l Edit | 0000000000327 | New MO | Suppiter: Hiton Supply Management | 5HC 112202004 | 1172602004 §1,80623  §1,606.23
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14.  Viewing PO History

The PO History feature tracks the original Buyer’s PO at the field level and provides the user with a snapshot of
any status changes.

Step 1: Select the PO from the PO tab and click the History button.
| | m |

First Previous Mext Last Refresh Add to cart Copy PO Re:ennnu History m
Search Calumn; | Al ~|¥ £ e W || (O o

Search Text: [E=}

Page 1 of 1 fRows 1-87 of 87 found

PO number Subj [ Supplier Req delivery
Subject: Sewing Kits
[cf| Edit | 0000000000001 5 | Hesw Mo | ot imlior: Buropon Taylors sancH | onoeconz | orosoo0s $250.00 $250.00
Subject: PO Co Sub
o|IEZH| 0 0000000000001 6 | Meve Mo ontiar: Hiton Sumply Management SaNCH | DUDBZO03 | 01082003 | §380,595 45| 5360 606 45

Step 2: The History screen displays the following information:
» Row Displays the auto generated line number.
» Changed by Displays the name of the person who authorized the selected
change.
» Date/Time changed Displays the date and time on which the selected change was
authorized.
» Field changed Displays the name of the field whose contents were modified

as a result of the selected change.

» Before Displays the old value contained within the modified field,
before the selected change took place.

> After Displays the new value contained within the modified field,
after the selected change took place.

3 History - Microsoft Internet Explorer

Addvanced Search
First Previous Mext Last Mew Refresh

Search Column: halhd
Search Text: M| &0
Rov Changed by Dateftime changed (PST) Field changed Before
1 |Hynita F. Hillisrd 121 4/2004 15:50:08 PO Status Mewy Approval pending
2|Jokin Silvia 121 412004 16:38:38 Approver Johin Silvia Guz Drosos
3| Gus Drosos 121 5/2004 O7:04:22 Approver Gus Drosos .. Peter Lynn
4|J. Peter Lynn 121 5/2004 09:35:25 Approver J. Peter Lynn i Bader
5|dJitn Bader 121552004 10:12:18 PO Status Approval pending A pproved
E |Jitn Bader 121 5/2004 10:25:59 PO Status Approved Acocepted by supplisr
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15. Recallinga PO

We realize that there are times when a buyer wishes to recall an order due to unforeseen circumstances. Examples
may be that an event was canceled or the anticipated number of attendees has significantly increased or decreased,
or the buyer simply wants to cancel the order due to product / spec change requirements). The PO recall feature
allows a buyer to recall an order under certain conditions.

e The PO Recall feature allows a user to recall a PO from an adopted supplier when the PO status is either
e “Viewed by Supplier’

e  ‘Accepted by Supplier’ or ‘Approval Pending’. (If the property is using the Birch Street Electronic Approvals
Feature).

e A user may recall a Confirming PO, if the status is ‘Approval Pending’.

NOTE: This feature does not work with POs for Suppliers-on-the-Fly (SOTF), fax-enabled suppliers or Punch-out
suppliers.

Step 1: From the PO Tab, select a PO with a status of either:

a. Accepted by Supplier
b. Viewed by Supplier
c. Approval Pending

Click the PO Recall button. An email is sent to the Supplier’s email address and/or to their Birch
Street Message Inbox (depending on the messaging option selected by the supplier), alerting them
that the buyer wishes to recall the PO and asking them to respond to the request accordingly.

! | PO | I
—
Bty Last 20 Days POr's ¥
First Previcus Mest Last Refresh :
Search Colunr PO rumier L
Search Text: | a0

Page 1 af 1 fRows 1.32 of 34 faund

@ |/ PO number |Posrmu: | Confirm |5unjr$upplle|'

Suilrject:

Supplien: Rziel Prinfing (Punchaut)
Sulrject:

Sagpplied : Excelant Holeliars
Subject:

Fupplien: Excelent Hiteliars
Suhject:

Supeplier: Excelont Hoteliers:

D20E2003

08072005

DEETA05

DEOE005
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15. Recallinga PO

Step 2: The Supplier selects the PO from their Supplier PO Tab and clicks the Recall Response Button.
A pop-up window opens where the Supplier can accept or reject the recall.

PO Recall Response: (&) ajlaw PO Recall () Reject PO Recall

Hotes:

[ Subm | Cancel
I}

Step 3: If the supplier rejects the recall, the supplier must add a note in the notes window. An email is
sent to the PO Originator’s email address and/or to his Birch Street Message Inbox (depending on
the messaging option selected by the buyer) and the note is included in the email and attached to
the PO. The PO Status does not change and remains in the same status that the PO was in prior to
the buyer attempting to recall the PO.

| k _ upplier FO |
[~ RecoptP | RejectD | View PrintPO | Huyer Contaet | tistory |

At pos > Croate €0 | Eanco | SumitCO | SenaMessage | fransror |
Firsy Previous et Last Refrash Recall Responsc

Search Coluinn; | Buyer PO number w0 ¥

Search Texd: G0

Page 1 of 4/ Rewws 1-351 of 1147 found

Sent date {local | ¢ PO | Reqdeliv |

Buyer PO number Subject lime) dale dale

Sulject:

(| C00D00000I0 3354 Accepted by supglier Buyer Mame:HRon Gatden Inn AnsheiniGaesan Grove

CR0T 2005 14:18:23 | 03072005 | 050872005

Subject:
Bimvei MaieHRon Garden in AnshsifiGaden Grove

(&) | 0000000000 3393 Recaled 09072005 06:55:31 | 02072005 | 090572005

Step 4: If the supplier selects the ‘Allow PO Recall’ radio button, the supplier can click the Submit
button. This changes the status of the Supplier PO to ‘Recalled’’.
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15. Recallinga PO

Step 5:  After the Submit button is clicked, an email is sent to the buyer (or the current approver ONLY if
the PO was in the “Approval Pending” status). The Buyer PO’s status is changed to ‘Recalled’
and it is put in the ‘My Recycle Bin PO’s’ drop down. Approval Records are moved to the

‘Recalled’ Filter.

NOTE: If Budgeting is used and the PO Status is ‘Accepted by Supplier’ when the PO is recalled, the charge
to the budget is reversed out.

haloge | I |
|-M','Rec!,'ue Bin PO's: w
Search Column: | PO numbe: v T

Page 1 0t 1 /Rows 1-11 of 11 found

Search Ted! GO

ﬂ- / PO number | PO Slalus Confirm | Subj [ Supplier

O 2 |oonooonoonoaggz | Recslied N [Jublest: DSEE005

Req deleny

2 |mooonooonosgad Subjeet:

Supplier: Exeallent Holeliers

Sannlinr: Frealiant Hrécliees 09107/2005 #0.27.78

Step 6: After Recalling the PO the user is free to use the items from the recalled PO to create a new PO.
Simply copy the items from the PO in the Recycle Bin to the Cart and create the New PO in the

normal manner.
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1.

Assigning a GL Account to Item in an Order Guide

Users who have access to create and edit their own Order Guides (OG), as well as owners of Shared OG’s, may
assign GL Accounts to individual items in the Order Guide if their property has the Budgeting feature turned
on. Doing so reduces the need to add GL Account information for these line items each time the Item is placed
on a Purchase Order.

Step 1: Select the OG from the Order guide list dropdown selection box on the Order Guide tab. Select
the Item by checking the Item Checkbox in the left column and click the Edit Item Button.

Step 2: Click on the “Magnifying Glass” “4 icon to load the Lookup Screen for GL Account selection
or type in a valid GL Account.

NOTE: Shared Order Guides (Order Guides whose name is preceded with an asterisk) are only editable by the
owner of the Order Guide.

Step 3: Search for the desired GL Account using any of the displayed parameters in the Search Column
drop down and select Desired GL Account by clicking the Select button.

Step 4: Click on the Save button.
Step 5: The GL Account now displays on the right side of the Order Guide Grid in the GL Account
column.
Order Guide

[Corytem [ Doietotom | Upaste | Giear sty | attom | import 06 | 06 Tormpete

Eirst Previous Next Last Refresh
Page 1 of 1 iRows 1-10 of 10 found [Odsort [Jrarvalues  Purple=tion catalog item / Red=Discontinued
Prod | Supplier i Min order gty
30030 Beer Alaskan Amber Half Barrel Keg
More Product Info McBricie's Hotel Furniture Suppliers 4155 gallons & 12315 a2 B2 LIS |001-352-01
32740 Beer Bridgeport Indian Pale Ale 2412
O M-Ure Product Info Ounce Bottles H2oz 117 $2313 F161 85|USD  |001-352-01
- McBricie's Hotel Furniture Suppliers
Beer Bridgeport Indian Pale Ale Half
32780
O Jore Product Info Barrel Keg 5.5 gallons 13 $12315 $369 46 |USD
- McBricde's Hotel Furniture Suppliers:
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1.  Assigning a GL Account to Item in an Order Guide

Step 6: The system supports “masking” of the Department Segment (i.e. First two characters) of the

Hilton GL Account format using the “?” to replace the Department Segment in the Order Guide.
This allows for an item to be assigned a GL Account in a Shared Order Guide, for use by users in
multiple departments. At each placement of the item on a PO, the mask “?” is replaced by that
department’s department code. In the example below, if a user from the Rooms department
(Department code = “001”) places the item on a PO, the “?” will be replaced with “001” and the
GL Account charged will be “001-352-01"". -
<} Edit item - Microsoft Internet Explorer |’._||’E|E|

Currency

| |

ttem z O | |

Product Hame 1

guantity | |

vom O | |

Price | |

Target price | |

Extension | |

GL Account |?-352—D1 | Q

Save | Cancel
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2. Assigning a GL Account on the Create PO Popup

When Budgeting has been turned on for the property, the user is forced to add GL Account information to all
the line items on the PO. This is primarily accomplished through fields added to the Create PO Popup. If the
Declining Checkbook feature is turned on, the three fields on the Create PO Popup that influence Budgeting are
the “Required Delivery Date”, “Department” and “GL Account.”

Step 1: Select Items for the PO from an Order Guide, a Catalog Search result set or from the Non-Catalog
Content form and click Create PO. In the Order Guide example below, notice that two of the
Items from this Order Guide example have GL Accounts and one Item does not have a GL

Account.
Order Guide
PRy R N -ro | nuicro | Ao | Creweon | beeic0o | fewmeoo | P |
[Comyiterm | oiots tom | _pasts | Ciew sty | Eaitom | import0G | 0G Tormpists
First Previous Mext Last Refresh
Page 1 of 1 /Rovws 1-10 of 10 found [Osat [drarvalues  Purple=Hon catalog item | Red=Discontinued
Prod | Supplier Min order gty
30030 Beer Alaskan Amber Half Barrel Keg
Mare Procuct Info McBride's Hotel Furniture Suppliers 1155 galons Change UOM i #2315 §482.62|USD 001 -352-01
Beer Bridgeport Indian Pale Ale 2412
327140
Wore Product Info Ounce Bottles H2oz. a— 117 2313 $161.565(USD | 001-352-01
e McBride's Hotel Furniture Suppliers Change UOM
32780 Beer Bridgeport Indian Pale Ale Half
. Barrel Keg M55 gallons = = 1|3 $12315 $369.46|USD
Wore Product Infa. McBride's Hotel Furniture Suppliers (e T
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2. Assigning a GL Account on the Create PO Popup

Step 2: The Required Delivery Date drives the Budget Period from which the PO is consumed. It can be
in the current period or a future period as long as GL Budget Amounts are assigned for that period
for the Department and GL accounts in question.

NOTE: You may not assign a Required Delivery Date in the past. For Example, entering 11/16/04 into the
Required Delivery Date field below will decrement the value of this Purchase Order from the November
balances for all the GL Accounts associated with this PO. Allocation of a single line item to multiple GL
Accounts is covered later in this documentation. The balances are decremented after the PO has been
Accepted by the Supplier for Adopted Suppliers. Suppliers on the Fly (SOTF) and Offline suppliers that
receive their PO’s by FAX have their balances immediately decremented upon submission.

) Create Document - Microsoft Internet Explorer [;]@|E|

Confirming PO [
Subject Beer Order for Culinary Social

Required delivery date B 12/12/2004 E

Approver Cincly Capron

Hote to Supplier

Purchase type [ ] Genersl ~

Allow partial ship

Ship to Attn Hame |Carl Castle

Cost center
Departmentu Rooms L2
GL Accountd 2 Reset Dept/GL acet # []

Source Document

Use Tax %

{Uncheck to add flat amts)
Use Freight % |:|
{Uncheck to add flat amts)

Tax g.2h
Freight 0.0

Less Discount Amount 0
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2. Assigning a GL Account on the Create PO Popup

Step 3: Select the Department from the Department dropdown list. The Department will default from
the one previously defined for the buyer and listed on the My Settings screen. If the Department is
“grayed-out”, this indicates the user has access to only GL Accounts for their Department. If the
user has access to more than one Department, the Department must be selected prior to selecting
the GL Account as the selected Department will restrict the user’s list of available GL Accounts to
only those assigned to that Department. Selecting the Department is required for Properties using
the Budgeting feature.

2} Create Document - Microsoft Internet Explorer E][E|E|
Confirming PO ]
Subject Beer Order for Culinary Social
Required delivery date I |12/12/2004 |
Approver Cincly Capron b
Hote to Supplier
Purchase type [ ] General b

Allow partial ship
Ship to Attn Hame | Carl Castle
Cost center

Departmemu

6L Accountd Q Reset Dept/GL acct # L4

Source Document

Use Tax %
{Uncheck to add flat amts) L 8.25

Use Freight % D

{Uncheck to add flat amts) Freight |0.0

Less Discount Amount 1]

[0k | Concel |
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Declining Checkbook & Budget Management

2. Assigning a GL Account on the Create PO Popup

Step 4: Select the GL Account for the PO Header using the “L icon to access the lookup window. The
Default GL Account is used to populate all the line items for the PO with the predominant GL
Account desired for this PO. For example, select the GL account that will be assigned to the
majority number of line items on the PO. The Default GL Account is a required field. Exceptions
are handled by editing the individual line items via the PO’s Print/View.

NOTE: -- If the Line Item is coming from an Order Guide and the item has a different GL Account
associated with it in the Order Guide, then the GL Account from the Order Guide will override the
GL Account selected here.

-- If the Required Delivery Date or Department is changed, the existing GL Account is removed
and the user is forced to select a new GL Account that can be validated against the period and
department.
3 Create Document - Microsoft Internet Explorer '._ 'E|fz|
Confirming PO F
Subject |EIeerOrderfDrCuIinary Social |
Required delivery date O |1 222004 | El
Approver | Cindy Capran A4 |
Hote to Supplier
Purchase type a | General w |
Allow partial ship
Ship to Attn Hame |Car| Castle |
Cost center | |
Departmen‘lu | Roaoms w |
GL Accountld | |Q Reset Dept/GL acet # [
Source Document | |
Use Tax %
{Uncheck to add flat amts) L
Use Freight % .
{Uncheck to add flat amits) D Freight
Less Discount Amount |D |
0k Cancel
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2. Assigning a GL Account on the Create PO Popup

Step 5: The Reset Dept/GL Acct # checkbox is used to override the GL Account on an Order Guide Item
with the GL Account and Department selected here on the Create PO popup. In this example,
there are three items on the PO created from Order Guide Items, two of which have a GL Account
associated with them. If the “Reset Dept/GL Acct#” checkbox is checked, these two GL Accounts
will be overridden with the GL Account selected here on the Create PO popup.

2 Create Document - Microsoft Internet Explorer

Contiming PO o [Eattem | mport0 | oG Tempinte
Fivet previf Subiect Beer Order for Culinary Social
Page 1 of Required delivery date I |12/12;2004 E Red=Discontinued
Approver Cindly Capron v
o oo | i el
1[4 $12315 $48262|USD |001-352-01
Hote to Supplier
1|7 $2313 $161.88|USD |001-352-01
M| Purchase type O General v 113 Rkl $369.46|USD
Ll Allow partial ship 1[0 $70.52 $70.52|USD
Ship to Attn Name |Carl Castle
1
o M| Costcenter 110 $15.43 $15.45|UsD
| Departmentld Rooms v
O 10 #1545 #1545 |USD
Y 6L Accoumtdd Q Reset Dept/GL acct #
4| Seurce Document
] 1)|0 §62.10 §82.10|USD
Use Tax %
O (N (uncheck to ada fiat amts) Tax  [825 1|[o $1598 $15.38|USD
1 useFreight % .
{Uncheck to add flat amts) Ll Freight |0.0
O 1o $21.84 $21.84 |USD
= Less Discount Amount o
O “m 1o F106.31 $106.31 |USD

NOTE: All budgeting features available on the Create PO popup are also available via the Header Update
button on both the PO tab and Approval tab.
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3.  Editing a GL Account on the PO Using Print/View

The Print / View button provides access to a detail view of the PO. It also provides access to the User to certain
edit functionality, including the ability to change the GL Account for any line item. This is allows for changes
to line items that require a different GL Account than the one that was distributed from the GL Account
assigned to the PO’s Header.

Step 1: Click on the Print / View button.
| | " PO ] |

T T T T T T
Search Column: | Al b

Search Text G0

Page 1 of 1 /Rows 1-T of 7 found

Req
0 Status ubj | Supy E PO date - PO Total

Subject:
E3 0000000000003 [New upplier: Hiton Supaly Management SanCH | 110302004 [ 12020004 | §399.94|  $aZ9se

Subject:

Supplier: Hotel Food Service Supplies
Subject:

Supplier: Hiton Supply Management

000000000000330 | Approval pending Mo SANCH | 1172912004 | 1211372004 | $12,810.30) $12510.30

000000000000326 | Mew Mo SANCH | 1115/2004 | 11/16/2004 $618.68 PE15.66

Supplier: Hotel Food Service Supplies

Subject: Beet Order

000000000000323 | Approval pending Mo Supplier: Hiton Supply Management

SANCH | 111212004 | 1111572004 | $25973.44| $25 97344

Subject: Candy Order

0000000000322 | Partially received Mo | Suuppties: Hotol Food Servios Supglies

SANCH | 11422004 | 11/20/2004 | §73662.80) $79 66280

@]

o] it |

o)| Eit |

o (IETH Q0000000DO032S | Viewed by susplier|  np | SuPIect candy 2 . ) SANCH | 11422004 | 1149/2004 $48.71 $4871
]| et |

o |IEH

0]

Subject: Beer Order for Rooms Department Social

| Edit | OAOAAAANNRATEZA | e Mo | Supplier: Hiton Supply hanagement

SANCH | 114002004 | 11462004 $110544] §1 10844

Step 2: Scroll to the Line Item section of the Print/View and select the Line Item which requires a GL
Account edit and click on the Edit Line link.

Notes and Attachments :

Header Notes :

HoNotes

This Purchase Order has 0 Attachments

# Hem SKU Product Desc. Qy  UOM Price Extension
| 1023 001-340-30 / 001-ooms EeerCoors Light 24 12 Ounce Long s s $16.2627 $2131 Bt Line Edit Alloc
Neck Eottles =
2 10360 001-340-30 / 001-ooms EeerCoors 24 12 Ounce Long Neck s s $15.9725 $79.99 Bl Line Edit Alloc
Botiles =
3 10380 001-340-30 / 001-Fooms EeerCoors Light Half Barel Keg 500 EA 4821028 $410.51 it Line Bt Allnc
Sub Total: $371.71
Freight: $0.00
Tax Amount: 44717
Less Discount: $0.00
Total Amount Due: $613.33

Hilton Hotels Corporation is an equal apportunity employer. All federal EED and affirmative action requizements in race, sex, religion, national erigin, handicap and Veteran status, veterans o disabled
wveterans status as found in 41 CFR 60-1.4, 60-250.4 and 60-741 4 are herein incorporated by reference

Terms And Conditions
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3.  Editing a GL Account on the PO Using Print/View

Step 3:

Step 4:

Edit the Department and/or GL Account by selecting from the Department dropdown and/or the
GL Account lookup and Click Save. Only Department and GL account options valid to the
buyer in question will be available for selection. If the Department is changed, the GL Account is
removed to force the selection of a valid GL Account.

If the Line item is preceded by the symbol, this indicates that the Department / GL
Account is invalid for the current user (either Buyer or Approver) or there is no budget record for
this GL Account for this period in the system. If this icon is displayed then the Line Item’s GL
account must be corrected prior to further submission of the PO.

Notes and Attachments :

Header Notes :

Mo Maotes

This Purchase Order has 0 Attachunents

# Tem SKU Product Desc. Qy  UOM

I® 50 00235201 £ 002-Telephone Eeer Bridgeport Indian Pale Ale Half 00 EA
Easzel Keg

Price Extension

$123.1542 $369 46 Bt Line Edit Alloc

Sub Total: $369.46
Freight: $0.00

Tax Amournt: $30.48

Less Discount: $0.00
Total Amounti Due: $300.94

Hilton Hotels Corporation is an equal opportunity emploger. All federal EE) and affirmative action requirements in race, sex, religion, national origin, handicap and Veteran status, veterans or disabled
eterans stabus as found in 41 CFR 60-1.4, 60-250.4 and 60-741 4 are herein incorporated by reference
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4.  Budget Impact Tool — This PO

The Budget Impact feature provides both Buyers and Approvers access to “real-time” budget balance
information. This information ranges from “This PO’s” effect on the budget, to the current budget balances, by
department, for all departments that the user has full access to. All detail lines with the same GL Account are
summarized into one GL Account row in the Budget Impact popup.

The Budget Balances get decremented differently for different types of PO’s. For Adopted Supplier PO’s, the
Budget Balance for each GL Account associated with the PO gets decremented when the Supplier accepts the
PO. Conversely, for SOTF PO’s, Punchout PO’s and Confirming PO’s the Budget Balance for each GL

Account associated with the PO gets decremented when the Property submits an approved PO to the supplier.

There are two versions of this popup:

* If the PO has yet to be submitted to the supplier, the Budget Impact displays detailed information.
* If the PO has already been submitted to the supplier, the Budget Impact displays summary

information.
Step 1: To access the Budget Impact feature from either the PO tab or the Approvals tab click on the
round radio button on the far left column. Click on the Budget Impact button.
| | [ PO ] |
mmm
Search Column: | Al Sl

Search Text G0

Page 1 of 1 fRows 1-7 of 7 found

/ POnumber |PO Status Subj / Supplier I
| Edit | 0000000000033 [New cupplier: Hiton Supsly Management SaNcH | 110302004 | 12020004 | §399.94
Subject:
[e3] Ecit | 000000000000330 | Appraval pending Mo | oupplier: Hotel Food Service Supplies SaNcH | 11292004 | 12m32004 | $12,810.30] $12,81030
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4, Budget Impact Tool — This PO

Step 2: The Budget Impact Popup has a Department filter accessible in the upper Right corner of the
window. This drop down includes all Departments that the user has full budget access to. It also
contains the default value “This PO”. With the “This PO” filter selected, the Budget Impact
popup displays only those GL accounts associated with “This PO.” The example below displays
the Budget Impact for a PO that hits only one GL account.

The column balances are calculated as follows:

(a) Begin Balance — Displays the current beginning balance for this GL Account at this juncture
in the budget period. The beginning balance gets decremented when the Supplier accepts the PO
(or upon submission for SOTF PO’s) and the PO has a Required Delivery Date in the current
budget period.

(b) Approved - Displays the current balance for ALL PO’s that contain this GL account for the
current budget period, which have been approved and/or submitted to the supplier, but not yet
accepted by the supplier.

(¢) Pending Approval - Displays the current balance for ALL PO’s that contain this GL account
for the current budget period, which have been submitted into the approval process but have yet to
be approved.

(d) This PO — Displays the impact from “This PO” on the GL Account(s) associated with this PO.

(e) End Balance — Displays the theoretical ending balance (Begin Balance minus Approved minus
Pending Approval minus This PO) for the GL account assuming that all PO’s that contain this
GL account for the Current Period eventually will be approved and accepted by the
Suppliers.

A Budget Impact 000000000000326 - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help @ "j'

[ Close JPrint | Departmert | This PO v

PO number: Q0000000000328

Property Hame: Hitan Garden Inn Carlshad Beach
Current DateTime; 121072004 16:54:14

User: Carl Castle

Begin Pending
Budget Period  |Department Description Balance Approved Approval End Balance
2004 11 Movember |Rooms 001-340-30 Gratis Food $9,352.11 0.00 T4,99993 $618.66 4 333.28
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5. Budget Impact Tool — This PO by Department

On the Budget Impact Popup, access the filter drop down in the upper, right side of the popup that defaults to
“This PO.” The Department(s) listed below “This PO” will be restricted to (a) only those department(s) the
user has Full access to and (b) only Department(s) that contain budget values for the period associated with the
PO’s Required Delivery Date.

A Budget Impact 000000000000326 - Microsoft Internet Explorer, ml=1E3

File Edit Wiew Favorites Tools  Help @ ",'

 Print | Department | This PO v

001 - Rooms

PO number: O00000000000326 002 - Telephone
Property Hame: Hitton Garden Inn Carlshad Beach 003 - Guest Transportation
Current Date Time: 1211072004 155414

User: Carl Castle

Budget Period Department Description Approved End Balance

2004 11 MNovember  |Rooms 001 -340-30 Gratiz Food $9.952.11 $0.00 $4,999.95 F615.88 $4,333.28

Selecting the “001 — Rooms” Department will provide the Budget Impact for all GL Accounts in the Rooms
Department for the budget period associated with the PO that the Budget Impact was accessed from.

= | Budget Impact 000000000000326 - Microsoft Internet Explorer

File Edit Mew Favorites Tools  Help % ",'

m Departmert | 001 - Rooms w

PO number: 000000000000326

Property Hame: Hilton Garden Inn Carlzhad Beach
Current Date Time: 1201052004 158:58:14

User: Carl Castle

Begi
Budget Period Department GL Code PO | End Balance

2004 11 Movember  [Rooms 001-300-42 Guest Transportation $9922 67 $0.00 $52.76 $0.00 $9,869.91
2004 11 Movember |Rooms 001-316-00 Reservation Costs §2,20472 $0.00 $0.00 $0.00 220472
2004 11 Movember  [Rooms 001-316-20 Agency COmmissions $49,560.00 F0.00 F0.00 j0.00 $49,560.00
2004 11 Movember |Rooms 001-316-30 Dishonored Reservations 5,014.892 $0.00 $1,779.14 $0.00 §6,235.75
2004 11 Movember |Rooms 001-327-00 Permits & Licenses §5,567 .55 $0.00 $0.00 $0.00 §8,567 .55
2004 11 Movember |Rooms 001-337-10 Cleaning Service $10,000.00 $0.00 $17,386.31 $0.00 (57 386.31)
2004 11 Movember |Rooms 001-337-11 Wincow Cleaning $10,000.00 $0.00 §1,909.52 j0.00 §5,090.15
2004 11 Movember  [Rooms 001 -33712 Dy Clesning 4,724 28 $0.00 F0.00 $0.00 4,724 28
2004 11 Movember |Rooms 001-337-20 Computer § Systems Services §5,295.06 $0.00 1,761.39 $0.00 §6,533 67
2004 11 Movember  [Rooms 001-340-00 Miscelaneous §10,000.00 F0.00 §3,260 45 j0.00 §6,719.52
2004 11 Movember |Rooms 001-340-30 Gratis Food 995211 $0.00 §4,999.95 $618.88 §4,333.258 =
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6.

Budget Impact Tool — This PO after Accepted By Supplier

After PO submission and supplier acceptance, the Budget Impact for the PO is consumed. The Budget Impact
popup for PO’s that have been accepted by a supplier displays only the budget impact and does not take into

account GL Accounts that may be used by other PO’s that are still in process.
= | Budget Impact 000000000000325 - Microsoft Internet Explorer.

File Edit Wiew Favorites Tools Help

 Print | Depattmert | This PO v

PO number: 000000000000325

Property Hame: Hitton Garden Inn Carlshad Beach
Current Date Time: 120072004 12:05:46

User: Carl Castle

Budget Period Department Description Budget Impact
2004 11 Movember  |Rooms 001-340-30 Gratis Food F45.1
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7.  Budget Impact Tool - By Department after PO has been Accepted

Budget Impact for a Department after submission to supplier --

3 Budget Impact 000000000000325 - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

m Department | 001 - Rooms A
PO number: 000000000000325
Property Hame: Hitton Garden Inn Carlzhad Beach
Current Date/Time: 1201052004 190724
User: Carl Castle
2004 11 Movember  (Rooms o1 -300-42 Guest Transportation $0.00
2004 11 Movember  |Rooms a01-316-00 Rezervation Costs 000
2004 11 Movember  |Rooms 001 -316-20 Agency Commissions F0.00
2004 11 Movember  |Rooms a01-316-30 Dishonored Reservations 000
2004 11 Movember  (Rooms 001-327-00 Permits & Licenses $0.00
2004 11 Movember  |Rooms 001 -337-10 Cleaning Service 000
2004 11 Movember  |Rooms 0o -337-11 Window Cleaning F0.00
2004 11 Movember  |Rooms 01 -337-12 Dy Cleaning $0.00
2004 11 Movember  |Rooms 001 -337-20 Computer § Systems Services F0.00
2004 11 Movember  (Rooms o -340-00 Mizcelaneous $0.00
2004 11 Movember  |Rooms 001-340-30 Gratiz Food .71
2004 11 Movember  (Rooms 001-344-00 Ertertainment $0.00
2004 11 November |Rooms 001-344-10 Hospitality $0.00
2004 11 Movembker  |Rooms 001 -344-40 Music System F0.00
2004 11 Movember  |Rooms 001-344-30 Cahle Services $0.00
2004 11 Movember  |Rooms 001 -345-50 Comp Guest F0.00
2004 11 Movember  (Rooms o -350-10 Glazs $0.00
2004 11 Movember  (Rooms 001-350-30 Linen $0.00
2004 11 Movember  (Rooms o -352-00 Comp Breakfast - Food Cost $0.00
2004 11 November |Rooms 001-352-01 Comp Bar - Beverage Cost $0.00
2004 11 Movembker  |Rooms 001 -352-02 Cther Comp Breakfast Cost F0.00
2004 11 Movember  |Rooms 001 -352-03 Cther Comp Beverage Cost 000
2004 11 Movember  (Rooms 001-353-00 Plants & Decorations $0.00
2004 11 Movember  |Rooms a01-353-10 Addmin Office Décor $0.00
2004 11 Movember  (Rooms 001-353-20 Public &res Décor $0.00
2004 11 Movember  (Rooms 0 -360-00 Uniforms $0.00
2004 11 November |Rooms 001-361-00 Launcry $0.00
2004 11 Movember  |Rooms 001 -361-01 Urifarm Cleaning F0.00
2004 11 November |Rooms 001-363-00 Rental of Equipment $0.00
2004 11 Movembker  |Rooms 001 -367-00 Postage F0.00
2004 11 Movember  |Rooms 001 -370-00 Cleaning Supplies 000
2004 11 Movember  |Rooms 001 -371-00 Operating Supplies F0.00
2004 11 Movember  |Rooms o1 -371-10 Office Supplies $0.00
2004 11 Movember  |Rooms 001-371-12 Paper Supplies F0.00
2004 11 Movember  |Rooms 0o1-371-13 Copy Cost F0.00
2004 11 November |Rooms 001-372-00 Guest Supplies $0.00
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8.  Budget Status Report

Budget Reports can be found in the Main Menu under V7 Administration->Declining Checkbook
Maintenance. Budget Reports are only available to users with security access to the report.

The Budget Status Report provides information on Budget Consumption by GL Account

Filter Parameter Screen:

Budget Status Report

T e T e |

[] save Fiter Selection Az |

Open Existing Fitter Selection | Fitter Criteria | &l Criteria Met — »
Sort . . .
Column Sort Direction Order Group Filter Type Filter Value 1 Filter Value 2
Buyer comp (D W W I:‘ Egqual b |5 Q | Q
Buyer company v «| O Do not Fitter v ] [
Departmert b b |:| Do not Fitter b | Q | Q
Degt name v «| O Do not Fitter v [
Period # b b |:| Eqqual e |QDD411 Q | Q
Period name - »| O Do not Fitter v [
Period start date w v| [0 |oonotFiter v ] o T
Period end date v v | [0 |DonoctFiter v /Mmoo it
GL code v « O Do not Fitter v | Q [ Q
Diezctiption w v [ | DonotFitter v [
Buduet amt v « O Do not Fitter v ] [
Conzumed amt | Descending v ||1st v | [0 |Donot Fiter v [
Available smt v ~| O Do not Fitter | ] [
Sample Report Output:
s Budgert Status Report 12/11/2004 8:29
Hilton Garden Inn Carlsbad Beach User: CarlC
Selections:
From Through
Buyer comp (D 5
Period # 200411
Sort By Cansumed amt Desc
Buyer
comp Buyer Period Period  Period
ID  company Department Department name ~ # Period name start date end date GLcode  Description Budgetamt Consumed amt  Available amt
Hilton
Garden
] Inn oo Rooms 200411 2004 11 Novernber 1140142004 1173062004 001-353-00 Plants & Decorations $10,000.00 $33,161.30 -$23,161.30
Carlshad
Beach
Hilton
Garden
i Inn ool Rooms 200411 2004 11 Nowernber 1140142004 1173002004 001-316-00 Reservation Costs $10,000.00 §7,785.28 §2,20472
Carlshad
Beach
Hilton
Garden
5 Inn o Rooms 200411 2004 11 Novernber 11/0162004 11/302004 001-337-12  Dry Cleaning $10,000.00 §5,275.72 54,724.28
Carlshad
Beach
Hilton
Garden
5 I oM Rooms 200411 2004 11 Novernber 1170162004 11/302004 00135010 Glass 510,000.00 §3,031.00 $6,989.00
Carlshad
Beach
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9. Budget by PO Report

The “Budget by PO Report” provides information on Budget Consumption by PO.

Filter Parameter Screen:
Budget by PO Report |

[un [ Concet [ oset |_Check i ncheckan | _psete rter_|

[[] save Fiter Selection &5 |

Open Existing Fiter Selection | Fitter Criteria | Al Criteria Met = %

Column

roup Filter Type Filter Value 1 Filter Vialue 2

PO number v ~| O | DonotFiter v |
[ Req deliv date ~ «| [0 | DonotFiter | | ]
Biuyer name v ~| [0 | DonotFiter | [
[ Buyer comp I v v| O |ponotFiter v Q Q
[ Buwyer compary hd « O Ecqual b |H|Iton Garden Inn Carlshac Q | Q
PO Status v ~| [ | DonotFiter “
[1 Sup company I v ~ [ Do not Filker v Q [ Q
[1 Supplier name v ~ [ Do not Filker v Q [ Q
[ row v v O Do not Filker v [
Supplier SKU v | [0 | DonotFiter v |
ftem desc v ~ O Do not Filker v |
Crder oty v ~| [0 | DonotFiter v [
LION v v| O |DonotFiter v ] Q Q
Uit price: v ~| [0 | DonotFiter | [
[ Teee amt v | [ |DonotFiter v | [
[1 Est treight amt v ~ [ Do not Filker v [
Tatal line amt v ~ [ Do not Filker v [
[] Period # - “| [ Equal | 200411 S| 3,
Department v ~ O Do not Filker v [OU [
&L code v ~ O Do not Filker v [OU [
Budget amt v ~ O Do not Filker v |
Consumed amt | Ascending % || 1st % | [] | Do not Fiter v [
Avalable et v | [ |DonotFiter | [
Sample Report Output:
[ Brint | Close | Budget by PO Report 12411/2004 8:40
Hilton Garden Inn Carlsbad Beach User: CarlC
Selections:
From Threugh
Buver cormpan Hilton Garden Inn Carlshad
v pany Beach
Peviod # 200411
Sort By. Consumed amt Ast.
PO
PO number Buyer name Status  Department GL code Budget amt Consumed amt Available amt
Order
Supplier SKU ltem description qty UOM Unit price Total line amt
L. |
000000000000323 Carl Castle mﬁmz‘ oot 001-337-10 $10,000.00 50.00 $10,000.00
BEEF BOMES NECK, FROZ VARIES
08063 EOiB0EAY 789 LBS $1.02 87204
BEEF BOMNES MARROWY,C/C MBG 134
07408 FROZEN 145 C8 4710 $7,393.54
BEEF BRISKET 120 DECKLE OFF 20
120001 POUND 3 EACH PER CASE 5677 LBS $1.48 $912072
00000000000032% Carl Castle mﬁmz‘ o0t 001-337-11 $10,000.00 $0.00 $10,000.00
07563 ?E{EF EIRIBIEIRIZTIE, SlIRLEL Gl FREER 455 | BS $3.18 $1,909.82
0ononoononon31g Carl Castle Approved 001 001-344-40 $10,000.00 $0.00 $10,000.00
27735 Bose & Lifestyle® 12 Series | Home Theater 5 CTH $801.00 54,876,656
System
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1. PO “Status” Definitions

The Birch Street application supports a robust electronic Purchase Order (PO) approval process. A PO may be
routed for approval to a single individual or through multi approval layers. The Birch Street system will date /
time stamp each step of the PO Creation and Approval process. Birch Street will track the Purchase Order from
the moment it is created through the final step of the transaction cycle. Each process step will change the PO
status accordingly. A few PO ‘Status’ examples are as follows:

New PO has been created. The PO may also go through several “edits” but is still
considered a new PO. The PO has NOT been submitted to the Supplier.

Submitted The PO has been submitted but NOT Viewed OR Accepted by he Supplier.

Fax in Line to be Sent A PO with this status is in a Queue or electronic waiting line and will soon be
dispatch to the supplier by the Birch Street fax server.

Viewed Supplier has received and opened or viewed the PO only. The Supplier has
NOT accepted the PO.

Accepted The Supplier has agreed to the terms of the PO and HAS accepted the order.

Fax/E-mail Accepted The PO was sent to the Supplier via the Birch Street fax server. All Supplier-

On-The-Fly (S-O-T-F) PO’s and PO’s to Fax Enabled Suppliers (see Glossary
of Terms for definition) are considered AUTOMATICCALLY ACCEPTED,
once the fax has been transmitted successfully.

Fax/E-mail Failed The PO was sent to the Supplier via the Birch Street fax server, BUT — either
the fax number provided on the PO Header was invalid or the Supplier’s fax
machine may have been out of order. The PO was NOT transmitted to the
Supplier and has NOT been automatically accepted. The Birch Street System
will make up to 5 attempts to send the order via their fax server before giving
the PO a Fax/E-mail Failed status. Once the PO has Fax Failed status, the
transaction is considered void. At that point, the Buyer must Copy the PO
to a new PO and obtain a valid Supplier fax number and resubmit the new
PO the supplier.

Rejected The Supplier has declined the order and has rejected the PO with a Note which
explains the reason for the rejection.

IMPORTANT - ONLY PO’S THAT HAVE BEEN EITHER ‘ACCEPTED’
OR ‘FAX/E-MAIL ACCEPTED’ ARE CONSIDERED VALID
TRANSACTIONS AND WILL BE SHIPPED BY THE SUPPLIER.
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PO “Approvals Status” Definitions

Approval Pending

Awaiting Approval
Approved

Approved with Changes

Approval denied
Submitted

Accepted

The PO status displayed to the PO originator. The PO has been submitted for
approval, but has NOT yet been approved.

and

The PO status displayed to the PO Approver. The PO is waiting approval.

PO has been approved but NOT submitted to the supplier.
or

PO has been approved but changes were made during the approval process. The
PO has NOT been submitted to the supplier.
or

Approval was denied. “Approval denied” effectively “kills” the transaction.
The PO was submitted to the supplier (only if the PO was approved)

The Supplier has agreed to the terms of the PO and HAS accepted the order.
The following grid illustrates the chronological steps within the PO creation,

approval and supplier acceptance process. Please refer to the above definitions
for a complete explanation of each PO status.

PO Originator Approver(s) Supplier
New
Approval pending Awaiting approval
Approved or Approval
denied
Approved or Approval
denied

Submitted (to supplier) Supplier response pending

Viewed Supplier response pending

Accepted by supplier Accepted by supplier

© 2004 Birch Street Systems, Inc.
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3. Approval Tab Options / Selecting the PO

From the Approvals Tab you will be able to:

Approve a PO

Disapprove a PO

Contact the PO originator (Buyer Contact)

Print/View a PO

Update the PO Header (Header Update) - change the Required Delivery Date and/or the Subject
View the History of a PO

Budget Impact

Approval Details

| | | | Appro vals

Buyer Contact | Print / View / Edit | Print wBudget | Header Update
m Budget Impact | Approval Details

Stepl: Ensure that the PO filter is set on “Pending approval”. Other filters exist (Disapproved and
Approved), which when selected will display only the PO associated to each filter criteria.
Pending approval
First Previous Mext Last Befresh
Search Columr: | Al ¥
Search Text: | G0
Page 1 of 1 /Rows 1-10 of 10 found
The blue m button next to each PO will allow an approver to change the PO line level Order
Quantity.
| | h
| Approve | Disapprove | Buyer Contact | Print/View | Header Updte | History |
Pending spproval &
First Previous Mext Last Refresh
Search Column: | A1l i
Search Text: [cs}
Page 1 of 1 JRows 1-8 of & found
Doc
type |Doc number / Doc Date Subj / Supplier
@ | IETH | 2wsting spproval [P 0000000005228 | 1241 32004 10:22:14 Christina Lopez 2“'“"]?"mfcjgmg%pg:i‘i? 499,
O | IETH | swsting spproval [Po 000000000004792 |11 242004 13:25:14 Christina Lopez g:::::) F;ﬁ;cv\'?:ﬁgig‘gﬂss $325,040 00
O | HETH | #wsiting seprovallPo |000000000004527 10/28:2004 16:58:42 Mark Deceria | Py T FENTEL | g g1 0
Step 2: Select the PO to be approved by clicking the round radio button © to the left of the
blue | Edit | button.
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4.  Viewing/ Printing a PO
Step 1: Select the Print/View button to fully display a view of the PO.

Print J Cose J Notes J _Attachment |
PURCHASE ORDER
Hilton Garden Inn Carlsbad Beach
CL (CA)LLC d/b/a Centurian Hilton hy Hilion Hotels Corporation 2s the managing agent.

Hilton Supply Management
FO NUMEER. : 000000000000332 Btatus: Bubmitted
Regquired Delivery Date : 12/17/2004 PO Submit Date: 12/11/2004
Bource Document : Next Approver: My, John Hamilton

Delivery Insiructions - JFH - Mark cartons: Atin.: Receiving Department with Hotel PO number.

Supplier: Bill To:

Excellent Hotelisrs Hilton Garden Inn Carlsbad Beach
453 Pine Straet 6450 Carlshad Blvd

Houston, T, 77002, US Carlshad, CA, 92009, US

Attn: Mr. Kurt Gardner Altn: Carl Castle

Title:  Distribution Manager Ship To:

Phone: (300) 1234567 Hilion Garden Inn Carlshad Beach
Far  (949) 3510265 6450 Carlshad Blvd

Carlsbad, C4,92009,US
Atin: Carl Castle

Email nnomis@sagence.com

# Tem SKU Product Desc. Qi UOM Price Exiension
110156 001-300-42/ 001-Rooms Conair 4 Cup Coffes Maker Auto-OfFf 100 EA $23.0700 $23.07 Dk Lo B Alloc
Black -
2 10580 001-316-00 / 001-Rooms Diplomsat Coffee Condiment Kit W s $24.5100 $245.10 Bait Lo Bt Alloc

Sub Total: $268.17

Freight: $0.00

Tax Amount: $22.12

Less Discouni: $0.00

Total Amournt Due: $200.29

Hilton Hetels Corporation is an equal opportunity employer. Al federal EEQ and affimalive aclion requirements in race, sex, religion, national orlgin, handicap and Veteran status,
weterans or disabled veterans status as found in 41 CFR 60-1 4, 60-250 4 and 60-741 4 are herein incorporated hy reference

Please note that the PO Status and Next Approver are displayed on the top of the document.

PO NUMEEE. : 000000000000338 Status: Submitted

Required Delivery Date : 12/17,/2004 PO Submit Date: 1271172004

Soutce Document : Hext Approver: My, Joht Hamilton
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5.  Updating the PO Header

Step 1: After you have viewed or printed the PO, as an Approver, you may change specific information on

the PO. The PO button provides access to the following editable fields:
Confirming PO

Subject

Required Delivery Date

Purchase Type

Payment Method

Cost Center (future G/L Code field)
Department

GL Account

Reset Dept\GL acct #

Source Document

Tax Amount (%)

Tax Amount ($)

Freight Amount (%)

Freight Amount ($)

Make any desired changes...

-2l Update Header - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Confirming PO

Subject SFED

Required delivery date I |06/26/2003 E

Purchase type [ +] Select Entry v
Payment Method I | Furchaze Order w

Cost Center

Departmem Purchasing R

6L Accountd Q Reset Dept/GL acet Z []

Source Document

Use Tax %
{Uncheck to add flat amits) Tax

Use Freight % R
{Uncheck to add flat amts) Freight |10

8.25

Important: There may be a need to change the Required Delivery Date at the time of approving the order. The
date may have already passed.

Step 2: Click the blue “Save” button to save any changes you have made. - IMPORTANT
Please note that the majority of purchase orders will not require any modification or changes to the PO
Header.
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6. Required Delivery Date Check

The Required Delivery Date Check for approvals checks the system date against the Required Delivery Date on
a PO. If the Required Delivery Date is in the past, the system requires the approver to update the Required
Delivery Date prior to approving the PO.

Step 1: The following PO was submitted into the approval process with a Required Delivery Date in the
past.
Welcome Ciney Capran Hide Menu [Hide Summary Hide Logo Home My Settings Help. E

Search All Catalogs In Box Shopping Cart

[ Products ~|| 2N ||Mew: 34 Total: 34 Lines:7  Total $305.84
| | | | Approva pda eade 050 e plo =]
OIS Fe it vew revortes Took fep @ o
Pending approval ¥ Budgetimpact | Approval D
First Previous pext Last Refresh
Search Column M Confirming PO
Search Text GO
Subject ‘Eeef Qrder ‘

Page 1 of 1 /Raws 1-4 of 4 found

Required delivery date O sz}
Doc number / Doc Date | Puchasetype [ Fooa v
@ | NET | £watting sporaval PO 000000000000323| Mo 114272004 07:20:45
Cost Center | |
O | ETHl | £atting sporoval | PO [000000000000320| Mo |11/05/2004 16:32:40 Departmentd [Roams ~]

< | IETH | avvsiting approval PO |000000000000287 | Mo |1/M0B/2004 17.04:02 6L Accountd I:lq Reset DeptiGL acct # [

Source Document | |

Use Tax %

(Uncheck te add flat amts) 2 17% _m
Use Freight %

(Unchock to add flat amts) ] Freiont :

© | METH | #wsiting cpproval|PO. |000000000000205 | Mo | 10A06/2004 16:26:02

[Save | Cancel |
&] Done @ Internet
Step 2: When the Approver tries to approve this PO the Required Delivery Date feature catches this

situation and displays the following message. Click Cancel. You will be returned to the
Approvals tab.

2 Select Approver - Microsoft Internet Fxplorer E|@|E|

Reguired delivery date cannot be earlier than the current date.
Update the date using Header Update on the Approval tab before approving this PO.

Step 3: Click Header Update.
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6. Required Delivery Date Check

Step 4: Change the Required Delivery Date by clicking on the calendar.
‘¥ Update Header, - Microsoft Internet Explorer
File  Edit ‘Miew Favorites Tools  Help @ ..‘
Confirming PO
Subject | |
Required delivery date O |'| 1072004 | it
Purchase type [} ] | General - |
Cost Center | |
Departmentn | Rooms w |
GL Accountd I:IQ Reset Dept/GL acet = [
Source Document | |
Use Tax %
{Uncheck to add flat amts) LT
Use Freight % . I:I
{Uncheck to add flat amts) D Freight
[Save | Cancel |
Step 5: Click Save.
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7.

Editing Order Quantities

STOP - PLEASE READ:

ONLY SELECT “EDIT”, IF YOU INTEND TO ADJUST THE PO LINE ITEM(S) QUANTITIES. IF
YOU DO NOT NEED TO CHANGE LINE ITEM QUANTITIES, PLEASE SKIP THIS SECTION.

Select the blue m button to the right of the round radio button.

Step 1:
Doc
type Doc number
@ |EIW | 2vstting sporoval PO 000000000003337
Step 2: When selected, the edit button provides access to PO Header information and the PO Line items
screen.
[ Save | print | attach | Notes
Approvals header |
Status
Approver ‘?DB
Changed to sbove status on W
‘Raymond Adams
Documert type Document number |DUDUDDDUDODDQD1
Approve date Documert date  [DE/23/2003 17:58:17
Submitted by person \?12
Subject  |SFSD
ewvin Chin
Title: \Purchasing Agert
Confirm
Totals
Total amount ’W
Shared Notes
Wiew notesfattachment 0
Mmessage
Step 3: Select the Line Items tab to access all of the rows in the PO.
[ Save | Print | fttach | Notes |
¥ 4 P 4 ceqchColumn | Line ¥ | ¥ Search Text: G2 page [1 of 1 Rows per page |50
Line ftem # Product name Oty req Qty apprvd Unit Price Extension
m 1 | 07480 BEEF FILET BROCHETTE =0 a0 | LBS 39653 F195.42
FREZH
m 2 FREIGHT&T &% 0 0|Les $0 $0.00
F195.42
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7. Editing Order Quantities

Step 4: Select the blue m button on the line item.

Line Itemn # Product name Aty req Qty apprvd Unit Price Extension
1 | 07480 BEEF FILET BROCHETTE a0 =0 | LBS §3 9683 §193 42
FRESH
m 2 FREIGHT&TAX ] 0|LBs 50 $0.00
Quartity approved .
Step 5: Change the bk | T field to reflect the desired amount or

quantity of the item to be ordered. If you do not want this item ordered, change the quantity to
zero. All items with a zero quantity will still be displayed on the supplier’s copy of the PO, with
zero quantity.

“Save | prim | fitach | Hotes |

Line items
¥ &+ A ceqech Column | Line ~ | ¥ Search Test: GO page |1 of 1 Rows per page |30

Line ltern # Product name Oty apprvd Unit Price Extension
1 | 07480 BEEF FILET BROCHETTE a0 a0 [ LBS $3.9683 $195.42
FRESH
m 2 FREIGHT&TAX 0 0|LBes 30 $0.00
Ok | Cancel | Change Product |
ftem
Line type
Document number  |000000000000201 o
ttem # |D?4BD Procuct name |EIEEF FILET BROCHETTE FRESH
Guartity requested | 50
Quantity approved | =0 Supplier company |1 |Hi|t0n Supply Manageme
unt Jies
Totals
Price | $3.9683
Extended amourt | $195.42
Step 6: Click the blue ml button to close the line item detail portion of the screen.

Step7:  Click the bluc IESauM button to save any changes — IMPORTANT - The system will display
the following alert once your changes have been saved:

Microsoft Internet Explorer @

L '\_., Processing is done.
L3
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7. Editing Order Quantities

Step 8: Select the blue button. This will take you back to the main list of POs waiting for
approval.

@ Entry OList O Vertical ) Horizontal
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8.

Step 1:

Step 2:

Editing a Line Item during the Approval Process

Select the Approval tab on the e-Procurement application Front Page. Select the PO that requires

approval. Click Edit.

Welcame Carl Castle

5- Hiton Garden Inn Carlshad Beach |+ |

ide Menu

O

Hide Logo

Home

Settin

Search All Catalogs
Products -

In By
New: 60

Total: 60

Lines: 0

Shopping Cart
Total: 00

Approvals

Pending approval |4
Search Column: | Al v T

Search Text 50

Page 1 of 1 /Rows 1-7 of 7 found

[ oorove | Diseporove | buyer Comaet | _prit view | hesder bpute | risioy |
Budget Impact | Approval Details

. T &
O | I | #wveitings approval - [PO (0000000000334 | Mo [120032004 0:37:29 Cendy Celtwel | JIPNEE  tos Corporation Punchadt §26.14| 2614
ect: Budgeting Test
© | IETH | 2 veiting approval (PO [ooooooooononzzz | wo [rzimsen0d osszss Cantty Caltwell | o) P Servce Supplies §407 42| 340742
- ect:
O | IETH | »wating approval  [FO (0000000000003 7| Mo [11/05/2004 16:56:28 Ganaty Caldhwell | eBHde's Hotel Furniture Suppliers| 52497 82437
i o5 bject:
© | IETHl |Frocessing spproval PO [000000000000316| Mo [11/052004 16:53:48 oty Caldhwell | MoBHd's ot Furniture Supsliers| 32497 |  924.37
N bject:
O | IETHl |Processing Spprovel PO [000000000000314 | Mo |11/05/2004 16:46:54 Candy Caldhwel | I e’ Hotel Furnfure Suppiirs| | $2437| 92437
ect: Test 03/18/04
@ | IETH |2 vveiting spproval (PO [oooo0oooo0o0zs7 | wo [10 52004 1515003 Carl Castle BB e e $1,31270| §1 31270
" S ect:
© | I | sweting approval  [PO [0000000DD000298| Mo [10A132004 16:55:16 Canaty Calchwell |2 v celert Hotelizrs $2307| 52307
Select the Line Item tab.
Wieloome Carl Caste Home Settings Help FAQ/O Tips Hide Logo ®entry OList OVertical O Horizontal 1o
Approvals header |
Status
Approver |7
Changed to ahove status on  [10/15/2004 15:15:43
Carl Castle
Documert type Document number  [o0RDONNANOONZE7
Approve dete Documert date  [l0n52004 15.19:43
Submittect by person 7
Subject  [Test 090904
[Carl Castls
Tile  |Director of Rooms
Confirm
Totals
Total amount $1,312.70
Shared Notes
view nlesiatiachmenl -]
message
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8.

Step 3:

Step 4:

Editing a Line Item during the Approval Process

For any Catalog Line item that requires editing, click on the Edit button.

Welcome Carl Castle Home Settings Help FAQ/O-Tips Hide Logo @entry OList O vertical O Horizontal Bl
¥ 4 ® A ceqpoh Column | Ling | ¥ Search Text GO page [1 of 1 Rowes per page [50
Line Item # Product name Qiyreq Qty apprvd Unit Price Extension
EQ 1 [ 10812 Sauthern Weight Down 10 10| Ea §64.95 $E49.60
Comforter Full Size 86" x 98"
28 0z,
it 2 | 2534 Sunbeam Coffee Meker 12 12 |EA §23 $276.00
[Eit | 3 [13005056 | Clock Radio, <D, ayager 5 HE 545,95 22875
Ea 4 {13190020 | Clock Radio, Empire 5 5 |Ea §7.25 $35.25
@ 537923 Sunkeamm A fFM Alarm Clock 5 S|EA 3952 34760
Faiio Black
Ea & | 49585 Sunbeam AMFM Alarm Clock 5 6 |Ea $12.25 37350
Reacio Black with Might-Light
| 13270

Non-Catalog Items may have the following attributes changed at the Approval stage. These
fields are also editable if the item is a Non-Catalog Item:
A. Item #
B. Item Description (Product Name)
C. Quantity Approved
D. Unit (UOM)
E. Price
Welcome Carl Castle Home Settings Help FAQ/D-Tips Hide Logo 3 Entry
[ Seve | print | fitach | Notos
MABBIGVAISIHERHERN " Line items |
¥ & » A seqrch Column | Line “ | ¥ Search Text: GO page ’1_ of 1 Rows per page ’50_

Line Itemn # Product name Qiyreq Unit Price

Qty apprvd

Extension

m 110812 Southern YWeight Dovwn 10 10 | EA 64 .96 649 60
Comforter Full Size 68" x 95"
250z,
2| 2534 Sunheam Coffee Maker 12 12 | EA 23 F276.00
m 3| 13006036 | Clock Radio, GO, Yoyager 5 5| Ea $45.95 $229.75
— : .
=0T Cancel | Change roduct |
tem
Line type
Document number  [000000000000257 e [ 2
tem#  [2534 Product name  |Sunbeam Coffes Maker
Cuantity requested | 42
Quantity approved |—12 Supplier company |1 2 Excellent Hoteliers
unt Jes
Totals
Price |—$23
Extended amount ,+$2?BDD
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8.  Editing a Line Item during the Approval Process

Step 5: Catalog Items can ONLY have the following attributes changed at the Approval stage:
A. Change Products (Swap out 1 catalog item for another catalog item from the same
supplier. See step 1.5 for details on using Change Products )
B. Quantity Approved
Weelcome Carl Castle Home Settings Help FAQO-Tips Hide Logo @ Entry C
[save | prin | fitach | otes

¥ & » A Seqrch Column: | Line ~ | ¥ Search Text: G0 page |1 of 1 Rows per page |50

Line Item # Product name Oty apprd Unit Price Extension
m 110812 Southern Weigﬁt Drawveny 10 10 | EA §64 96 $649.60
Comforter Full Size 88" x 958"
280z,
2| 2534 Sunbeatmn Coffee Maker 12 12 | EA 23 $276.00
m 3 [ 13006036 | Clock Radio, D, Yoyager 5 5|EA $45.95 $229.75
—— alacy e sl s - - .
0] Cancel | Chango Produci |
ftem
Line type
Document number  |000000000000287 e [ 2
tem#  [2534 Product name  |Sunbeam Coffees Maker
Guarntity requested |—12
Guantity approved |—12 Supplier company |1 2 |Exc:e||ent Hoteliers
unit e
Totals
Price |—$23
Extended amourt ’+$2?SDD
Step 6: Un-editable fields for EITHER Catalog or Non-Catalog Items
A. Supplier
B. Adding New Items to the PO

NOTE: Taking the Approved Quantity to zero effectively cancels the PO Line.
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9.  Substituting a Line Item during the Approval Process

To substitute one item for a different catalog item follow the following steps

Step 1: Click on the Change Product Button on the Detail Line Item Screen.
‘Welcome Carl Castle Home My Settings Help FAGQ/Q-Tips Hide Logo @En‘lry

[ Save | prini | _Aitach | Motes |

¥ &+ A coqch Column |Line | ¥ Search Text: GO page [1 of 1 Rows per page |50

Line tem # Product name Oty apprvd Unit Price Extension
110812 Southern Weight Down 10 10 | EA 6496 $649 50
Comforter Full Size 85" x 95"
28 oz.
— s ko I B ] Tl by un i, hdalar A0 Ao L En L EOTE 00
m Cancel Change Product
tem
Line type
Document number  |0000000000002E7 Line 1
tem# [10812 Product name  |Southern Weight Davwwn Comforter Full Size 81
Guantity requested 10
Guantity approved 10 Supplier company |1 2 |Exc:e||ent Hateliers
Unit  |EA
Totals
Price $54 9600
Extended amount §5459.60
Step 2: Enter Search criteria for alternate product in the Product Search field.
23 Product Listing - Microsoft Internet Explorer
feducll Product Search
Pages: 1 Down

Product Name
Supplier N\ame Manufacturer Pack/Size
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9.  Substituting a Line Item during the Approval Process

Step 3: Select the Alternate Item off the list of items returned from the Product Search.
Product Listing - Microsoft Internet Explorer:
GLELTTTE e Product Search
Pages: 12 @
Product Name Mii
Supplier Name Manufacturer qty
Northern Weight Down Comforter Full "
| Select [T Size 86" x 98" 315 oz. ﬁagﬂc Cga“ 1 /86x98 EA 1 56791
More Product Info Excelert Hoteliers eainer o
Northern Weight Down Comforter "
| Select {301 King Size 105" x 98" 38.5 oz. ::a;:c cga“ 1 /108x88 EA 1 $81.47
Mare Proguct Infa Excellent Hateliers samnerto.
Southern Weight Down Comforter Full "
MNBE Size 86" x 98" 28 oz, Pacific Coast N e e B $54.96
More Product Info Excellert Hoteliers ik
Southern Weight Down Comforter
L 10813 Queen Size 93" x 98" 29.5 oz, i 1/93x33 EA 1 LIERY
More Product Info Excellent Hateliers Il
Southern Weight Down Comforter "
 Select [I3H King Size 105" x 98" 33 oz. ﬁa;ac Cgaﬂ 1 /105x88 EA 1 57634
Mare Proguct Infa Excellent Hateliers sanerto.
Suite Dreams Down Blanket Full Size "
| Select |73 86" x 98" 19 oz. ﬁagmc Cgaﬂ 1/ 86x33 E4 1 $54.05
More Product Info Excelert Hoteliers eamner Lo
Suite Dreams Down Blanket Queen
Select JIHH Size 93" x 98" 21 oz. S 1 o308 EA 1 6350
More Product Info Excellent Hoteliers el
Step 4: New Item is displayed in the Line Item Detail form. Click OK and Save to save the change.
‘Welcome Carl Castle Home My Settings Help FAQ/O-Tips Hide Logo @ Entry C
[ Savo [ prini | Kitach | Notes |
¥ &+ A ceqrch Column: | Line | ¥ Search Text: GO page (4 of 1 Rows per page |50
Line tem # Product name Qtyreq Oty apprvd Unit Price Extension
m 1| 10812 Southern Weight Dovwn 10 10 [EA $64 .96 $649 60
Camforter Full Size 86" x 98"
28 oz,
—_aa e B e T T | Lnbaan Coff) | ¥EErS A0 A2 1 En L %) EoTE 00
| oK | cancel | change Product
ftem
Line type
Documert number  [000000000000257 Ling 1
ftem # |1 0813 Product name |Southern Wigight Down Comfarter Queen Siz
Guantty reguested 10
Quiantity approvecd 10 Supplisr company |1 2 ‘Excel\em Hoteliers
Urit  |EA
Totals
Ptice $73.2100
Extended amount F73210
Step 5: Click OK and Save to save the change.
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10. Accessing Buyer Contact Information

The Buyer Contact feature allows an Approver to view the contact information of the Buyer for a specific PO.

Step 1:

Step 2:

Select the PO from the Approvals tab and click the Buyer Contact button.

Wielcame Carl Castle 5- Hiton Garden Inn Carlshad Beach |+ | @ [“IHidle Menu [Hicte Summary Hide Logo. Home Settiny

Search All Catalogs
Products v Il | |New: 60 Totak 60

| | | | Approvals

Budget Impact | Approval Details

Shopping Cart
Lines: 0 Total: 00

In Box

Pending spproval %

Search Column: | &1 v ¥

Search Text GO

Page 1 of 1 /Rows 1-7 of 7 found

Ayyaiting approwal PO 000000000000334 Mo 120372004 09:37:29 Candy Caldwell F2614 F2614

bje
Supplier: Cintas Corporation Punchout

Subject: Budgeting Test

LECIZI0NE S 2 Supplier: Hotel Food Service Supplies

Awating approwal (PO (000000000000332 o Cancly Calchaell 407 42( F407 42

" S Subject:
Awvatting apptoval (PO [000000000000317 Mo 110552004 16:56:23 Candly Calchaeell Supplier: MoBride's Hatel Furniture Suppliers $24.37 $24.37
Subject:
Processing Approval (PO Q0000000000031 6 Mo 1110572004 16:53:48 Candy Caldwell Supplier: McEride's Hotel Furniturs Suppliers F2437 F2437
Subject:

Processing Approval PO (000000000000314 Mo 110572004 16:46:54 Cangly Calchwell F24.37 F24.37

Supplier: McBride's Hotel Furnture Suppliers
Subject: Test 09/09/04

Supplier: Excellent Hateliers

Subject:

Supplier: Excellent Hotelisrs

Awvatting approval (PO [000000000000287 Mo T0MS52004 15:19:43 Carl Castle $1,31270( $1 31270

O|®@|0|0O|0O|0O|O

Awaiting approval (PO [000000000000295 ko 10/ 352004 16:55:18 Candy Calchwell $2307 2307

View the Buyer’s contact information from the Contact screen.
EIE

crosoft Internet Explorer

Contact person

Full rame  [Cinely Capron

Jobtitle  [Purchasing Agent

Company name  [Hiton Garden Inn Carlsh
Phone 1 [7149853258

Ext1

Fax rumber  [7144587854

Email address  [mmarrisi@sagencesystems com

Address line 1 |E4SD Catlshad Blvdl

Address line 2

Gty |carlshad
Stete-Province  [ca
Fostal code  [a2009
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11. Approving a PO

Step 1: Select the PO to be approved by clicking the round radio button ® to the left of the blue m
button.

Step 2: To approve the PO, click on the blue action button.

Buyer Contact | _Print /View | Header Update | History |
Budget Impact | Approwval Details

When “Approve” is selected, the system will prompt you to select the next approver. The next
approver field displays “No Approver” as the next approver default.

IMPORTANT - PLEASE READ:

Step 3: If no further approval is required click “OK.”

2 Select Approver, - Microsoft Int... E”E|E|

Hext Approver: | Mo Approver v

Or

If additional approval is required, click on the drop down arrow and select the individual’s
name from the list of authorized approvers. Click “ok” when finished selecting the next
approver.

2 Select Approver - Microsoft Internet Expl... Q@E‘

Hext Approver: | Mo Approver 3

Mo Approver
*John P Hamitton-Director of Knowledge

Addam Moore-Purchasing Supervisor
“ Alicia A Taylor-Purchasing Agent
Candy Caldvwel-Purchasing Agent
Carl Camdon-
Hote: Missing red) Carl Castle-Director of Rooms
Cindy Capron-Purchasing Agent
Clark Cantor-Purchasing Agent
Cliff Carson-Guest Transportation Mansger
David Grilo-Rosalie's Boss
Edmon Peters-Purchasing Agent
Kent Good-Purchasing Agent
kent Ward-Purchssing Agent
Kevin Chin-Purchasing Agent
Maria Calon-Purchasing Agent
Mark Carey-Purchasing Agent
Meal Dismond-Recional Directaor
Patrick Henry-Genersl Manager
ROBERT LAWSON-EXECUTIVE CHEF
Ryt i ent
Robert Bennet-Purchasing Agent
Sam Stravenski-Purchasing Soent
Soojin Koh-Purchasing Agent
Thomas Tavylor-Purchasing Agent
“ictor Ramero-Purchasing Agent
[William Rancell-Purchasing Agert
oojin koh-Purchasing Agert

NOTE: If ‘No Approver’ is selected all users that have Executor rights will receive an e-mail notification
that there is a PO that needs to be submitted to the supplier. The Executor will log in to Birch Street and
will decide to execute, not execute or submit the order for further approval.
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12. Disapproving a PO

If you receive a PO that you do not wish to approve click on the blue action

Step 1:
button.
Approve Disapprove Buyer Contact m Header Update History
Budget Impact | Approwal Details
| | | | Approvals
Sy Cortaet |t rview ] v o |ty

Pending approval
First Previous Mext Last Refresh
Search Golumr; | & ¥ T
Search Text G0

Page 1 of 1/ Rovws 1-8 of 3 found

Doc
type |Doc number / Doc Date Subj | Supplier
o Subject: NG [CARITAL PROJECT
@ | IETH | #wating approval |PO 000000000005228 |1243/2004 10:22:14 Christing Lapez |2 e NCORPORATED $5499.24
Subject: ENG ICAP PROJECT
© | IETH | ~wating spproval [Po 000000000004792 [11/12/2004 13:25:14 Cristina Lopez | AN GLASS $325,04000
) Subject: INTERIOR LANDSCAPING SHORT TERM RENTAL
© | IETH | #wating approval [PO 000000000004527 |10/28/2004 16:55 42 Wark Decario Supplies: i Traprat Farks $4.541 86
Step 2: You will be prompted to enter a note explaining the reason the order is not approved. This is

important because it will let the PO Originator know why the PO was not approved.

M Notes - Microsoft Internet Explorer

This is a duplicate order. Ses PO $3245

dated 3716704

Hotes:

[ Save | Cancel |

NOTE: You will not be able to disapprove a PO without entering a note as to the reason the order is not being

approved.
Step 3: Click “Save’. The system will prompt you when it is done processing and the order has been
disapproved.
Microsoft Internet Explorer, E|
! ‘_\. 490- Document is Disapproved,
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13. Resubmitting a PO for Approval

If a PO is in the approved status but hasn’t been submitted to the Supplier the PO can be re-directed back into
the approval process by clicking on the Resubmit Apprv button

Step 1: The following PO was given final Approval inadvertently. The user clicks on the blue Resubmit
Apprv button.

2 V7 - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help

- \ A =) < B . )" 24
@Back </ Iﬂ |EL‘ ()| Search ‘:/\/ Favatites @Medle {‘3 T e = _] ‘_\‘i
Address ﬁj http: w03, birchstreetsystems, comfj4/def ault. jsp

Hilton

Welcome Carl Castle | 5- Hiton Garden Inn Carlshad Beach v ‘ Q Hide Menu [IHide Summary  HideLogo Home Settings  Help
Search All Catalogs In Box Shopping Car
Products ]| N | [Mew: 45 Total: a5 Lines:4  Total: $1,394.00

First Previous Mext Last Refresh Add to cart Copy PO Receiving History PO Recall

Search Column: ' Resubmit Appry
Search Text: GO

Page 1 of 1 /Rows 1-3 of 3 found

# PO humber PO date Rey delivery I

" Subject: test
000000000000320 | Approval pending Supplier: Hotel Fand Service Supplies 11/08/2004 111472004
Subject: Bose Radio Test 11MEE004 1152004

AU aEik) IO Supplier: Hotel Food Service Supplies

Subject:
0000000000003 2 | Mew Supolier: Excellent Hotslisrs 1072972004 10s3172004

Step 2: The “Select Approver” window is displayed. Re-select an Approver from the drop down and click
OK.

Select Approver, - Microsoft Inter

Hext Approver: | Adam Moore-Purchasing Supervisor b
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1. Purchase Order Status Definitions

The Birch Street application tracks the Purchase Order from the moment it is created through the final
step of the transaction cycle. As the Purchase Order moves through the purchasing cycle, its “Status” will
change when each milestone is passed. A few Purchase Order ‘Status’ examples are as follows:

New PO has been created. The PO may also go through several “edits” but is still
considered a new PO. The PO has NOT been submitted to the Supplier.

Submitted The PO has been submitted but NOT Viewed OR Accepted by he Supplier.

Fax in Line to be Sent A PO with this status is in a Queue or electronic waiting line and will soon be
dispatch to the supplier by the Birch Street fax server.

Viewed Supplier has received and opened or viewed the PO only. The Supplier has NOT
accepted the PO.
Accepted The Supplier has agreed to the terms of the PO and HAS accepted the order.

Fax/E-mail Accepted The PO was sent to the Supplier via the Birch Street fax server. All Supplier-On-
The-Fly (S-O-T-F) PO’s and PO’s to Fax Enabled Suppliers (see Glossary of Terms
for definition) are considered AUTOMATICCALLY ACCEPTED, once the fax
has been transmitted successfully.

Fax/E-mail Failed The PO was sent to the Supplier via the Birch Street fax server, BUT — either the fax
number provided on the PO Header was invalid or the Supplier’s fax machine may
have been out of order. The PO was NOT transmitted to the Supplier and has NOT
been automatically accepted. The Birch Street System will make up to 5 attempts to
send the order via their fax server before giving the PO a Fax/E-mail Failed status.
Once the PO has Fax Failed status, the transaction is considered void. At that
point, the Buyer must Copy the PO to a new PO and obtain a valid Supplier fax
number and resubmit the new PO to the supplier.

Rejected The Supplier has declined the order and has rejected the PO with a Note which
explains the reason for the rejection.

IMPORTANT - ONLY PO’S THAT HAVE BEEN EITHER ‘ACCEPTED’ OR ‘FAX/E-MAIL
ACCEPTED’ ARE CONSIDERED VALID TRANSACTIONS AND WILL BE SHIPPED BY THE
SUPPLIER.
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Chapter 8 — Submitting Purchase Orders to Suppliers

2.  Purchase Order Filter / Views

Over time, Buyers will create hundreds, if not thousands of Purchase Orders in their Birch Street account. To
assist in managing such a large volume of data, Birch Street provides “Filters” on the PO Tab.

ST feceee ] buper Comtact | oo
Search Column: | &1 it |

Search Teod: | GO
Page 1 of 1 FRowes 1-22 of 22 found

£ PO number Subj ! Supplier
of| Edit | 000000000000351 | Accepted by supplier|  Bo g::::ifi?;iféff:{iﬂ?ﬂiﬁ;f;m
of| Edit | 000000000000350 | Accepted by supplier|  Bo g:::::ﬁf;f&fgﬁ:i ;r;;'t"frgice Computer
o (IEZH 000000000000349 | &ccepted by supplier| Mo g::::if:;::r:}E“f:;EIL_‘fEEZierS

Each Buyer can elect to view all Purchase Orders by “PO Status”. Changing the Search Column from “All” to
“PO Status” will allow the Buyer to define which PO Status code they would like displayed in the below PO

orid.

My Last 30 Days PO's W

Search Column; | Al “w|¥

Search Text: | £
Page 1 of 1 #Rows 1-1 of 1 found
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Chapter 8 — Submitting Purchase Orders to Suppliers

2.  Purchase Order Filter / Views

In the below example, we changed the PO Filter to all PO’s that have only been “Viewed” by the Supplier.
REMEMBER - PO’s in Viewed status have NOT been “Accepted” by the Supplier.

Al P's il =

Firzt Previous Mext Last Refresh .
Search Column; | PO Status W TE
Search Text: | ¥iewed by supplier | Go

Page 1 of 1 FRows 1-2 of 2 found

All Purchase Orders in Supplier Viewed Status — These Orders have not been “Accepted”

Siomi T Receve | Guyer Contact | Supm Contact | e 'iew | Header Upiete |

First Previous Mext Last Add to cart Copy PO | Dpelete  [Receiving History| Createitems | PO Recall
Search Column; | PO Status v hj Approval Details | Resubmit Apprv

Search Text, | Yiewed by supplier ¥ GO
Page 1 of 1 /Rows 1-2 of 2 found

/ PO number PO Status Subj I Supplier POdate | Reqdelivery | PO Total
@ |IETH 0000000000025 | Viewwed by supplier| Mo . vcellent Hoteliore | SAMEH 100772004 100872004 $2275

All Purchase Orders in Supplier Rejected Status — These Orders have been voided by the Supplier when they

First Previous Mest Last Refresh

« : tH)
were “Rejected”.
[ Sumit_ | Recove | Duyer Contact | Supp Contact | print/View- | Neadr Updete |
First Previous Mext Last Refresh Add to cart Copy PO Receiving History m PO Recall
Search Column; | PO Status v \j Approval Details | Resubmit Apprv

Search Text: | Rejected by supplier | Go

Page 1 of 1/ Rowes 1-8 of 8 found

Req delivery

/ PO number (PO Status Subj ! Supplier

" Subject: Test
000000000000233 Rejected by supplier Supplier: Hotel Food Service Supplies

Subject: test
Supplier: Hatel Food Service Supplies

Subject: Test Order
Supplier: Hatel Food Service Supplies

0351 8/2004 $2196.08

051772004

#5832

0372272004 0372342004

000000000000235 | Rejected by supplier

112142003 F1.483.13

/2072003

0000000000002352 | Rejected by supplier

IMPORTANT INFORMATION - ALL BUYERS SHOULD CHECK THEIR PO STATUSES DAILY
TO ENSURE THAT THE SUPPLIERS HAVE RECEIVED, VIEWED AND ACCEPTED THE

ORDER(S).
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Chapter 8 — Submitting Purchase Orders to Suppliers

3.  Proxy Suppliers

Please note that directly to the right of the Supplier’s Name on the below PO Header is displayed the word
“Proxy”. Directly below the Supplier’s Name Update International is “Hilton Supply Management”. The
Buyer searched for Update International (Supplier search), clicked on viewed products, selected the products,
and created a PO. AT NO TIME WAS HILTON SUPPLY MANAGEMENT SELECTED AS THE
SUPPLIER. There is a special feature in Birch Street which recognizes when Hilton Supply Management
takes “Title” to the transaction through a “Proxy” Supplier.

PURCHASE ORDER
Hilton Hotels CHICAGO, IL

Hilton Hotels
PO NUMEER : 000000000003887 Status: Receiving Complete
Required Delivery Date : (15/21/2004 PO Submit Date: 031172004
Source Document Hext Approver: Dennis Skiba
Supplier: Bill To:
(ProxyiCarter-Hoffmann Hilton Hotels CHICAGO, IL
Hitton Suppby Management 730 South Michigan 4 verus
338 Civic Center Dr. Chicago, IL, 60605, T3
Bevedy Hills, C4, 90210, US Ship To:
Attn: Ron Lazar Hilton Hotels CHICAGO, IL
Title: Purchasing and Supply Manager 725 South Wahash Avenue
Phone: (310) 205-4562 Chicago, IL, 60605, US
Fax  (310)205-4305 Attn: General Receiving /Reference PO #
Email ron_laza(@hilton.com
Sent From: Texms:
Hilton Hotels CHICAGO, IL . Food Cabinet Heater for
Subject: A
Lucia Mattinez Cafeteria
Title: Dit. Purchasing Fartial Order Accepted: No
Phone: (312) 4316912 Ship Via Eest Route
Far Payment Terms: Het30
Email tucia_martinen@hilton com Early Payment Terms:  None
Cost Center: 87012-88 Seh A 03-03 Payment Method Purchase order

The only time Hilton Supply Management should be “Selected” as the Supplier is when a non-catalog content
PO “Spot Buy” is created AND the Buyer knows that Hilton Supply management should receive the order.
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Chapter 8 — Submitting Purchase Orders to Suppliers

4.  Submitting the Purchase Order

Step 1: Select the ‘PO Tab” from the Front Page.

I I =R

Step 2: Select a “New” Status PO that is ready to be submitted to the Supplier.
[ Siomt | Recowe | buyor Contact | Supp Contace | Frim /Wiew. | Hewder Upuste |
Pt Erevius e Lot e Atdio e | CoyPo | belete [Receming istory] Greste tems | 0 Recal |
Search Text: | New ¥ G0

Page 1 of 1 /Rows 1-87 of 87 found

¢ PO number Subj / Supplier PO date | Req delivery PO Total

- Subject:
® 0000000000348 | Mewr 0 | uplier: Hiton Susply Meragement 12432004 | 12572004 $1082 F082

Subject: Test
[o]| Ecit | 000000000000337 | Newe Mo | Chpiier: Htel Food Service Suppliss SANCH | 1202004 | 12472004 | 9399996 $3.999.96
Subject:
[of| Edit | 0000000000336 | Neww Mo | Cpplier: Hiton Supsly Mansgemert SANCH | 12082004 | 12092004 | 170284 170264

Step 3: Click on the blue “Submit” Action button. m

THE EXACT SAME PROCESS IS REPEATED FOR ALL TYPES OF PURCHASE ORDERS.

From Order Guides
From Catalog
From Spot Buy
From S-O-T-F

© 2004 Birch Street Systems, Inc. December 2004 Page 121 of 174

Revised September 2005



Chapter 8 — Submitting Purchase Orders to Suppliers

5.  Adding Additional Information

The Additional Info Button feature allows buyers to add additional Buyer Reference Numbers to the PO after
the PO has been submitted to the supplier. Buyers and Receivers will have access to search for these references
from the PO tab or from the Receiving Screen to facilitate orders that do not reference the Birch Street PO

number.
Step 1: From the PO Tab, Select a PO and click on the “Add Add’l Info” button.
Welcoma Jenny S 4E- Filon Wekobn Vikgs =] F Hirses Muenn I™ Hites Sumnmary HideLoga  Home  MySetlings  Help
Zearch Al Calalogs In B Siegping Carl
[Presuete =l Wows 71 TofaEzi Lings:0 Totaton
| | | |
| Submit | ieceie | tuyer Contact
|aeore =l [ fotes | atchement |  distory | SendMusesge | AddiooG | Addiocen |
Lk B oo ek bt tnesiving Hiatory| Craste dams | PO Rocol ] Approwal Delaits | Upidete 1o Haw |
e - | Rezsubmis Appre | Tranafer | A Addl' inio |
Search Ted | oo
Perggz 1 i 1 TRovers 105 o 13 Jourd
3 F PO rber PO Status Comflitern | Subg | Sugpplies POl R delieeryr Pk Tirtal
- IER 000002 Hew e o B e O | i | 2600 7310
- |IEIN [ IE] (Y Mo [ e recds Corpans 1121 004 00 #1930
(el Ecii | DON00000000001E b Ha :‘Ib‘p;“‘“ﬁnmmm“ 2002008 /2202005 153906
il Edii | BAOOAO0XONT | Hewr Mo e o Forxts Hawad A SS 120005 22950
o |IED BON0CA0000 16 e Mo | et Focds Company masaes | oigaccos 13270
= (IEIN BO0ODIN00000 1 [ e e mngEns | 0zaens $114
o | IETE 0000000073 | e Ho | Fbies From Planned Pt A 8E03 e 3730
Step 2: Type in the HSM PO No. and/or the Tracking Number and Click Save.
Acdd Addt'l info
Sove ] Conc
HEM PO No, 800078968
Tracking number  [¥Y 74561354444
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Chapter 8 — Submitting Purchase Orders to Suppliers

5.  Adding Additional Information

Step 3: After the PO has been accepted by the Supplier, it can be located on the PO Tab by Selecting the

Search Column: HSM PO No. or Track No. and the appropriate value in the Search Text field.

Wekome Jenry Shimatuiy [ 246 Fia o Vesdrion vinge =] [7 Hicho et I i Sureensey tideloga  Home Sy Sellings  Help  MHes  F
Search Al Catalogs g
[Froducts =l Totalk 25 Lingsc [ Totak 0

ST e Burr Conlat | Suep Contact [Pt Vi (E0 ] Hevies Upate
W Lo 0 D=7 = ot | ot | oy | SenaMosaoge | Ad07006 | Adatooar |
et et Lo Ao | o0 [lscening itory| Crosieherms | o Roeal | Rpprowr Do | Bodai s ow |

O T (st Agprs | Trtor | s |
:

Seorch Tesd ﬁ-‘m

Page 1.0l 1 (Rows: 119 0110 tewrd

- PO s PO Stotus Subj rSuppliar Po) date Fan dalkeny PO Total =
m 0000000000020 Subjeet: beiowy Janny NComact Sppeer .
5
° e Supplier: Hon Susply Managemen] TR0 O 37310
Subject; Tarsl ., N
o (IEE cocacasacaton
b Supplier: Frest Foods Compeny Lab=dlrrid DI Ham|
Subjuct:
£ cocnonononang 5|
= e Supplier: Lrpetert Hobebers wr | oz P
Caahiiiei e Liidaas

Step 4: From the Receiving Screen, the user entering receiving documents will be able to search for the
appropriate PO by either the HSM PO No. or the Tracking Number by selecting either search
attribute from the search column drop down and entering the corresponding value in the search

text field.

Viekom Candy Caidwell lomie  BheSefings sl BAGGRTRE s Lode ClEnty Olin G ventiea Omosizontal  [EIEE
[ e T ) Sive | Update | Attach | Motes | Receiving Record Liri o Carrected v
Firsl Prevog berd Logt e Eefresh -
Swmeh Conmn | HEM PO o P PO Header - Receiving |
- oo PO nusioer [ PO Stahs
PO date Changed to above shelus on |
HEM PO o, Buyer -]
Suppier O Lpdate PO statusto | Selet Eniry -
Feceteed date O B
Trvvice date m
e 10 gt Fwnice nusiber Paymert metcd
Feienge o person ke smount [
hip s nane
Suppher name Trackng numicer |
Track rusber
=1 ot |
PR rumizer |
WsiooeTer Jeniry Shimotky 346~ Hifon Winkoloa Vilge ¥  Hide Menu ™ Hade Summany WdeLogn  Home — By Ssttoos Belo
Seamh ANl Catslogs Shnpping Garf
[Panchacis = Total: 25 Lees:0  Totat 00

|
m

] ] L
Sy Las 30 Derys POYs s

Fiegt Pravmg Mest Logt Rafregh

[Boercomet | Smocouet_Trioe v ] e oot |
[~ Crowe e |70 pecen | Approvatpersis | ipdate o |

Ptibluu'l History

S v Fovoemi oy | —Tronwrer—| s v |

Seorch Teeed @

Fage 1 ot 1 (Fows 113 o 13 found

PO it PO Total

# # PO e

PO Staties Confinit | Subj | Supgmer ] delivary

r LOOCOIOMO0 [t m:;m;:;:w'm hujakidall B TET DN msnms 51310

Sl it COONO00 14 e b m:fT:::ﬁ — BiEiEE 05 e

r 000NN |Herer ] m:;:EmmH\jﬂﬂs 20205 MRS FHANG

r OO0 T e b m:l"c‘i‘“ﬂa T BRGNS A0S $32920

r OO [ M m:;ﬁmﬂ ok Company A0S L= 270

&l e | DOMOOOWOMO1A [accepes b supzber | Mo m:f:::-mmxim DinaRws 01238005 114
p— [T
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Chapter 8 — Submitting Purchase Orders to Suppliers

6. Sending a Message to a Supplier

Sending a message to a Supplier allows the Buyer the ability to communicate via e-mail with a Supplier directly
from the Birch Street application. This alleviates toggling between the Buyer’s e-mail application and Birch
Street and provides the Buyer and the Supplier with a dynamic environment whereby PO information is readily

available.
Step 1: Select the PO from the PO tab and click the Send Message button.
5 b - L] Wi Moot [ icke Sumeneary Hidolone  Heme  MuSemtings  Hele  FAQG.Ts  Lews
i:::;?wmlcgsv = :r%&o:éu Totak 61 L.lbes:lg rm«tn,m.sa |
| L PO | 1
[ subme | Recows [ tuyerContact | Supp Contact | PrietiView | Weader Update |

R Lot 30 Doy PO . [ voten | Amachmert [  Wstory [ SendMessage | budgetimpact | AddieoG |

Fent Prawmiuz it Lkt Rersat [ Addtecat | CopyPo [Recaiing listory| Cresta tama | PO Recail ] Approval Detais

Semch Cobames | A1 B [Rosubmit Apprv | Transter |

f@::::“m:l-&o‘b‘m =

@/ POnumber PO Status Confirm | Subi | Supplier Wncode  POdate | Reqdelvery

< (IEIN 0000000000001 | et Mo :::‘;:::mmf.m sapcy | vioncos |z |

[of| con | Appecynd peresing o m;“qwmw“e,ﬁm‘ samch | 1icanoos | 1znagoos | mizmoza| sizmos

o (IEIN :::‘;:::mmf.m SarcH | TiAsEO0R | 1IAGRO0 wiom|  shom

o) can | ceated try supgder e e s Servce Supges|SHCH | 1026004 | 1anacons 4871 w4871

o (IEIN 3| Mgt periang esperselyesblyaadey sacrt | mnzeon | vnseom | sessase| szseria

o (IEH 2| Peetinty rec ot e s Servce Suppes|SHEH | 1020004 | vaconons | sragszen) srassen
Step 2: Type the subject of the message in the Subject field. Then compose your message in the

Message field.
A Message box - Microsoft Internet Explorer D@@l
[Send | Carcor
MessagelD |0 &

Send messagesto  [{14:Michasl M Mtchel

Attachthis message es andte
to the documert

Documert type
PO rumber  [000000000000034 Q

Subject  [Filet Mignon

Jerry,
Please contact me regarding the filet mignen.

Thank you
Message ¥

Note: The “Send message to” and “ PO number” fields auto populate with the Supplier Contact Name and
the PO number, respectively.

Step 3: Click the “Attach this message as a note in the document” checkbox if you would like the
message to appear as a Note in the PO.

Attach this message as a note
W
ta the document

Step 4: Click the Send button to email the message to the Supplier, or the Cancel button to cancel the
message.

[Send | Cancel

IMPORTANT: The “Send Message” feature does not apply to S-O-T-F’s.
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Chapter 9 — Receiving

1. Entering a Receiving Event

Users who have rights to the Receiving Functionality can access this functionality from the PO Tab. PO’s must
have been Accepted by Supplier, Fax/Email Accepted or Fail Failed before a Receiving Event can be entered
against the PO.

Step 1: Access the PO — Select the PO from the PO tab. Select the PO by checking the checkbox to the
left of the PO and click the Receive button.

Welcome Carl Castle 5- Hiton Garden Inn Carlshad Beach | @3 [“tide Menu [Iide summary HideLogo Home  MySettings  Help FAQ®@-Tips  Logout

Search All Catalogs

Products v [ 6o |

| Submit |  Receive | BuyerContact | Supp Contact Print / View Header Update

In Bax
New: 61 Total: 61

Shopping Cart
Lines:9  Total: $1,232.59

First Previous Next Last Refresh | Addtocart | CopyPO  [Receiwing History| Create items | | Approval Details |
Search Calumn: | Al vy Resubmit Appry

Search Text GO

Page 1 of 1 fRows 1-6 of & found

/ PO number |PO Status Subj | Supplier Req delivery

000000000000331 [Mew + Hiton Swpply Marsgemsnt 130/2004 | 120202004 $300.94 $389.94

000000000000330 | Apgroval pencing delad 1282004 | 1201302004 | $1281030( $12,810.30

* Hotel Food Service Supplies

Subject:

(LB RN 2 ST Supplier: Hiton Supply Managsmert

114 5/2004 11162004 $618.88 $618.68
Subject: candy 2
Supplier: Hotel Food Service Supplies

Subject: Beef Orcer
Supplier: Hiton Supply Managemert

000000000000325 | Accepted by supplier 1141272004 11192004 34871 4871

000000000000323 | Approval pending 1MA22004 | 11152004 | $25973.44| $25,973.44

o (IEHE 0000000000032 | Partialy recetved Mo g::::i;ic;:c:;‘i\l’&f:rserm Supplis | 3ANEH 1nzm004 | 11z0m004 | g7spszen| §7e662.680
Step 2: Receive Items (Based on PO) — The Receive Items screen loads with the PO header and Line

items from the selected PO. Enter the Received Date (required) and any other information from
the Invoice or other receiving documentation on the PO Header — Receiving tab.

Wiglcome Carl Castle Home My Settings Help FAD/O-Tips Hide Logo Okntry Olist & vertical OHorizontal [

My Last 30 Days PO's % | Advanced Search m Update Re:eiving Record Linkln Credit Memo
o e PO Header - Receivin:

Serch Text: co PO rumber  [000000000000325 PO Status
Page 1 of 1 /Rows 1-2 of 2 found PO tate  [11/12/2004 Changed to above status on  [1210/2004 19.05:54
Buyer  [Carl Cast
PO number PO Status v teste E
000000000000322  [Partially received Supplier  |Hotel Food Service Supple Updats PO statusto | Select Entry %
nooooooooonnazs  [Acoepted by supplier Received dete  [12Ani00d T
voice date 1202004 0%
Invelce number  [B0D1 23456 Payment method

Inwoice amourt $45.00

Tracking number [y Z226358C45]

Bil of lacing # ‘542DFG

PRO Mumber ‘PRO1 2578

Invoice discourt amourt [ $0.00 Lessdiscount | goo0
Invoice freight emourt [ §000 Freight [ $oo0
Purchase typs Directtotslamourt [ $0.00
Received by person  Mike Murphy Storeroom totsl amourt [ $0.00
Release todepartment  Joza

grand total
[Employee Careteria
Picked up by receiver date  |[1271/2004 09:51:43 lac] Total § $0.00
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1. Entering a Receiving Event

Step 3:

Step 4:

Click the Line Item tab.

Wielzome Carl Castle Home Settings Help FAQQ-Tips Hide Logo

Oentry Olist & Vertical OHorizontal  [E2d

[ sove | upde | Aitach | Motes | _Receing Record | Linkto Crect Memo |

My Last 30 Days PO's % | Advanced Search

PO Header - Receiving |

Search Columr: | A1 hahd

sementet | o PO number  [G0000000000A325 PO Status

Pags 1 011 /Rows 1-2 af 2 found POdste 1111272004 Changed to sbove stetus o [12110/2004 19.05:54
Buyer  |Carl Castl

PO number PO Status ver Rl <

e Supplier [Hotel Faod Service Supple Updele PO statusto | Select Entry

000000000000325 Accepted by supplier

Received date  [12A02004 (3

Enter Detail Receiving Data -- To Receive All Line Items completely, select the checkbox

labeled “Receive Accept All”. Taking this action marks the “Receive Accept All” checkbox for
each Line Item on the Receipt.

Welsome Carl Castle Home My Settings Help FAQIO-Tips Hide Logo

Oty OlList & Vertical O Horizontal B0

My Last 30 Days PO's & | Advanced Search

| Save | Update | Attach | Notes | ReceivingRecord Link to Credit Memo

¥ & ® 4 Seqrch Column | RecsivestreAcceptsbr=Sll ¥ ¥ Search Test | A1 ¥[GO page i ot 1 Rows per page [50

First Previous Mext Last Mew Refresh

Search Calumr: | A1 vy
SearchText | oo

Page 1 of 1 /Rows 1-2 of 2 found

Receve MlCXL

EOlmamber] EriSinia Accept Remaining  ftem # Product name Order gty Acpt'd qty Order UOM Price Rec'd to date
000000000000322 Partially received Al
000000000000325 | 2coepted by suppler

000222333 Reeses Pearut Butter Cups

0002315415464 | Fresh Fish

Quantity Adjustments Quantity Adjustments (i.e. Overships or Underships) can be entered directly on the
Line Item Grid or Entered in more detail via the Edit button to the left of each line item.

Step 5:

Step 6:

Quantity Adjustments Entered from the Line Item Grid -- Enter Quantity Adjustments
directly on the Line Item by entering the actual quantity received in the “Acpt’d Qty” field.

Wielcome Carl Castle Home My Settings Help FAQO-Tips Hide Logo @entry OList O Vertical O Horizontal  [d

[ seve | update | fitach | Notes | RecenmngRecord | Linklo redt Memo__|

¥ A& » A seqch Column | Receivesbrefcoeptsbr=al % | ¥ Search Text | Al % G0 page i of 1 Rows per page [50

Re Prod ame Ord q Acpi'd q Orde 0 P e R d to date Open q
A Q
000222333 Reeses Peanut Butter Cups o == $35 0
Edit m| [ |D002315415484 | Fresh Fish e |wes $0 -1.0000

Quantity Adjustments Entered from Edit Line Item form — Click on the Edit button to access
the Edit Line Item Form.

Wyielcome Carl Castle Home Settings Help FAQ/O-Tips Hide Logo

@entry Olist O vertical OHorizontal [

[ Sove | Updote | Bitach | Notes | —Recewng Record | Linklo Credi Mema |

¥ A& » A seqch Column | Receivesbrefcoeptsbr=al % | ¥ Search Text | Al % G0 page i of 1 Rows per page [50

Re P 0 0 0 P 0
A Q
000222333 Reeses Peanut Bulter Cups T e 335 0
Edit ] [ |0002315415464 | FreshFish e |wes 10 -1.0000
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1. Entering a Receiving Event

Step 7: Change the Receiving UOM - For some items (typically Catch Weight Items) the Item may be
received in either the Price UOM (default) or the Order UOM. To Received by the Order UOM
select the “Receive by” field to “Order UOM” in the Drop Down Box.

>

Welcome Carl Castle Home My Settings Help FAQO-Tips Hide Logo @entry Olist O vertical OHorizontal [
[‘Svo [ upaate | tach | otes | RecengRecord | Linkto Credt Memo |
Line items
it 000222333 Reeses Peant Butter Cups T |cs 335 0
0 [] |Do02315415484 | Fresh Fish 1 |ues $10 -1.0000
ok | Cancel | CheciAll | UncheckAll | Notes |
tem
ue [ 2
Line status
tem# 0002315415464 Product name  [Fresh Fish
Substitute tem ]
Order Unit of Measure Receiving Unit of Measure
Order quartty [ 1 Receiveby | Frice UOM v
orderuoM  Jles Recsive OM
Accegted quartty | 2 Accepted quartity 2.0000
Remaining open quartty | -1.0000 varence | 000
pice [ §10 pice [ §ioooo0
Edension | 2000 Exenson |
Taxamourt [ s0&2 Irwoice tax amourt |
Directiotalamourt | [ Invoiced price | §0 —
Storercomtetelameurt | ga0o0 B
Reason
Reason | O Clear reason []

Step 8: Enter Accepted Quantity -- When entering the Accepted Quantity, make sure to enter the
Quantity that matches the UOM Received by. For Example, if receiving by Price UOM and Price
UOM equals LBS, than enter the Quantity in LBS. If receiving by Order UOM and Order UOM
is PC (Piece) then enter the Quantity in PC.

‘Welcome Carl Castle Home My Settings Help EA0O Tips Hide L ogo @Entry OList O Vertical OHorizontal [l

[ Savo | updato | Attach | Notes | RecowingRecora | Linkio Croditomo |
(Eait | - - 0002815415484 | Fresh Fish 1 |es $10 -1.0000
[ ok | Cancel | checkan | uncheckail | Notes ]
hem
tne [ 2
Line status
ttem #  [0002315415464 Product nams  [Fresh Fish
Substitute tem [
Order Unit of Measure Receiving Unit of Measure
oreerouarety [ 1 Receive by | Price LOM v
Order UoM  [LBS Receivs UOM  [LBS
sccepted quartty [ 1.0000 scceptectquartty [ 1
Remsining open quartty [ 0.0000 Variance [ 0000
Prics 310 prce [T wt00000
Edension [ $1000 Estension [ @000
Taxamourt [T 08z Irwoice tes amourt [
orecttotslamourt [ [ Invoiced price $10 2
Storeroom total amourt | 1000 B
Reason
Ressen [ O Clearreason []

© 2004 Birch Street Systems, Inc. December 2004 Page 127 of 174
Revised September 2005



Chapter 9 — Receiving

1. Entering a Receiving Event

Step 9: Enter Direct and Storeroom Total amounts - Enter Direct and Storeroom totals in the
appropriate fields on the line item. Calculator Icons is provided to access calculator functionality
to determine these values.

‘Welcome Carl Castle Home Settings Help. FAQ/O-Tips Hide Logo @entry OList O vertical Otorizontal [EIl
[ Sove | Upcate | fifach | Motes | Recehing Record | Link'o Credt Memo |
Line items
ER 000222333 Resses Peanut Butter Cups e 535 o
EQ O [] |Do02315415484 | Fresh Fish e |ues $10 -1.0000
o[ Cancel [ Checkcll | UncheckAll | Notes |
ftem
ue [ 2
Line status
tem# 0002315415464 Product neme  [Fresh Fish
Substiute tem [
Order Unit of Measure Receiving Unit of Measure
orderguentty [ 1 Receive by | Price UOM | %
Orderuom  Jles Receive UOM LB
Accepledquantty | 1.0000 Accepted quartity | 1
Remaining open quantty | 0.0000 variance [ 0oo0
pice | #0 pice | $100000
Bdenson [ $i000 Edension | 000
Taxamourt | §082 Invoice tax amount |
Directtotalamourt | [ Inwaicedprice | #10 3
Storeroomtotalamourt [ w000 [
Reason
Reason | O Clearreason [ ]

Step 10: Select a Reason Code — Select a Reason Code from the Reason Code Lookup. To clear a
previously selected Reason Code, check the “Clear Reason Checkbox.

NOTE: Even though the field is grey-ed out, the User may access the available selections via the Magnifying
Glass icon.

Weleome Carl Castie Home Iy Settinas Help FAD/0-Tips Hide Logo @Entry OList Overtieal OHorizontal  [ERE
[ Sove [ upae | “avtocn | otes | Recemngrecora | Lmeio Createmo |
Line items
000223333 Reeses Feanut Butter Cups
0002315415464 | Fresh Fish
[~k [ concer | Creccnr | Gnchecicnn | fotss ]
ttem
e [ 2
Line status
kem#  [0002315415464 Productreme  [FreshFish
Substitute tem  []
Order Unit of Measure Receiving Unit of Measure
Ordereartty [ 1 Recelveby |PriceUOM v
Orderuom  lBs Receive UOM  [lBZ
scceptedquantty [ 10000 Acoepted quantty [ 1
Remaining open quartty [ 00000 varence [ 0000
pice [T w0 Fice [ §100000
Edersion [ si0.00 Extension [ s000
Texamount [ s082 voicetax amowrt [
Diectiotalamourt [ HH Invoiced price [ §10 2
Storeromitalameurt | 000 [
Reason
meason [ & Clear reasan [
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1. Entering a Receiving Event

Step 11: Click OK to accept Line Item Changes -- Clicking OK captures the Line Item Edits but does not
yet save them.

Welcome Carl Castle Home Settings Help. FAQO-Tips Hide Logo @entry OList O vertical Otorizontal [EIa
| Save | Update | Attach | Notes | ReceiingRecord | _ LinktoCredit Memo |
Line items
ER 000222333 Resses Peanut Butter Cups e 535 o
EQ ] [] |0002315415484 | Fresh Fish e |es 10 -1.0000
o[ Cancel [ CheckAll | uncheckAll | Notes |
ftem
ue [T 2
Line status
tem# 0002315415464 Product neme  [Fresh Fish
Substitute tem [
Order Unit of Measure Receiving Unit of Measure
orderguartty [ 1 Receive by | Price UOM v
Orderuom  Jles Receive UOM LB
Accepledquantty | 1.0000 Accepted quartity | 1
Remaining open cusntty | 0.0000 varlance [ oooo
pice | #0 pice | $100000
Bdenson [ §i000 Edension | 000
Taxamourt | §082 Invoice tax amourt |
Directtotalamourt | [ Inwaicedprice | #10 Z
Storeroomtotslamourt | gino0 [
Reason
Reason | 0 Clear reason [ ]

Pricing Adjustments — From the Receiving Line Item Tab you can enter tax and price details from the Invoice
or other documentation if required. Price Changes here will be noted on both the Receiving and PO records but
will NOT change the original pricing information saved with the PO as submitted to the Supplier.

Step 12: Enter Invoice Tax and Invoiced Price — Enter the Invoice Tax and Price values for this Line
Item in the fields provided.

Wilcome Carl Castle Home My Settings Help. FAQ/O Tips Hide Logo @entry OList Overtical OHorizontal [l
[“Sove | Upcato | ~auach | —Notes | RecevmnaRacors ] —Linkio Creat Memo |
Line items
(m] [ |oo02:15415484 [ Fresh Fish N Fo— S $10 -1.0000
[ OK | Cancel | CheckAil | Uncheckall [ _Notes |
tem
ue [ 2
Line status
tem#  [0002315415464 Productname  [FreshFsh
Substitute tem [
Order Unit of Measure Receiving Unit of Measure
Order quartity [ 1 Receive by | Price UOM v
Orcler Lom  [CBS Recsive UoM  [LBS
Acoepted quantity | 10000 Acoepted quantty | 1
Remaining open quentty [ 00000 varence [T oom0
pice [T w0 pice [ s00000
Bxtension [ g1000 Bxtension [ 1000
Tamamount | 5082 rwdcetax amount |
Drecttotslamourt | HH mwoicedprice | 10 =
Storercomtotalamourt | $1000 B
Reason
Reason [ O Clearreason  []
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1. Entering a Receiving Event

Save and Update — The Receiving Record provides two types of “Save” functionality, Save and Update.

Step 13:

Save - The Save button allows the user to save their work without completing a posting the
Receiving Event. This is particularly useful when working on receipts for large PO’s. The user
can enter some of the line items, save, and recall the Receiving Event later for further editing by
Searching for the PO from the Receive by PO screen’s Navigation List

Weloome Carl Castle Home

My Settings Help

FAQ/0-Tips Hide Logo Oentry OlList & vertical O Horizontal [l

My Last 30 Days PO's | ¥ | Advanced Search

First Previous Mext Last New Refresh

Search Column: | Al | ¥

search Text GO

Page 1 of 1 /Rows 1-2 of 2 found

PO Status
Partially received
Accepted by supplier

PO number
000000000000322
000000000000325

m Update Attach Notes Receiving Record Link to Credit Memo

¥ A P 4 ceqchcoumn | Receivesbr=Accept=hr=21 ¥ | ¥ Search Text: | Al ¥ | GO page |1 of 1 Rows per page |50

M Receive ECXL

Accept Remaining ltem # Product name Order qty Acpt'd qly Order UOM Price Rec'd to date
Al

m 000222333 Resses Peanut Butter Cups 1 h— s $35

O [] |0002315415464 | Fresh Fish 1|rooon |LES 310

Update — The Update button permanently saves the Receiving Event record (i.e. No further changes to this
receiving event are possible). The Update button also updates the PO record permanently with details
regarding this receiving event.

NOTE: Additional Receiving Events for a PO are still possible after an update. Update only prevents further
editing on the receiving event that has been updated.

Step 14:

To Update a Receiving Event click on the blue Update button.

Weloome Carl Castle Home

My Settings Help

FAQ/D-Tips Hide Logo Okntry Ovist @ vertical O norizomtal [l

My Last 30 Days PO's | v | Advanced Search

Search Column: | Al - ¥

Search Text GO

Page 1 of 1 /Rows 1-2 of 2 found

PO Status

Partially received

PO number
000000000000322

000000000000325 | Accepted by suppiier

| save | update | attach Notes Receiving Record Link to Credit Memo

¥ 4 b A ek coumn |ReceiveshroAccemebrol v | ¥ Seach Text Al | G0 page i ot 1 Rows per page [50

M Receve HCXL
Remaining ltem #
Qty

Accept Product name Order qty Acpt'd qly Order UOM Price Rec'd to date
Al

000222333 Reeses Peanut Butter Cups

0002315415464 | Fresh Fish 1.0000

Cancel Remaining Quantity — The “Cancel Remaining Quantity” feature is available from the Line Items tab
on the Receive Items by PO screen. This feature lets the Receiver Cancel individual or ALL Line Items on the
PO that have an Open quantity associated with the line. For example, if on a previously updated receiving
event, an individual line item had been received for 9 of the 10 items ordered, a subsequent receiving event may
be entered and updated that Cancels that Remaining Line Item. NOTE: Cancel Remaining Qty may not be used
in conjunction with a receipt for that item on the same Receiving Event. For example, for a Line Item with a
Qty of 10, you may NOT receive 9 and cancel the remaining 1 during the same Receiving Event.

To cancel a Remaining Quantity on a line item select the check box under the CXL Remaining
Qty column and click Save.

My Settings Help

EST .Igtm:n ang: | Receiving Record | Linkln Credit Memo
Search o | A PR EONBSHERNROEININGN L inc itoms |

Search Text GO ¥ & b A oo coimn | ReceivesbrafcceptebroAl v ¥ Segech Tewt: | Al W GO page 1 of 1 Rows per page |50
Page 1 of 1 fRows 1-2 af 2 found

Step 15:

\islcome Carl Castls Home FAQ/O-Tips Hide Logoe Ontry OList & Vertieal O Horizental

My Last 30 Days PO's & | Advanced Search

M Receive HCXL

BO[NEnEa EOSIR0 Accept Remaining ftem # Product name Orderqly  Acptdaly OrderUOM  Price  Rec'dto date
000000000000322 | Partially recerved Al
0000000000525 | Acoerted by suppler [Eat] 000222333 Reeses Peanut Butter Cups | §35

[Edit | 0002315415464 | Fresh Fish 1| [rooon LBs 10
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2.  Entering a Substitute Item during a Receiving Event

Substitute Items -- Items may be substituted for one another from the Receive By PO Screen.

Step 1: Line Item Detail Tab -- From the Line Item Detail tab, select the Edit button to the left of the
Line Item to be substituted for.
Welcome Carl Castle Home My Settings Help FAQ0-Tips Hide Logo ©entry OList Overtical O orizontal  [EEE

Save | Update Attach Notes Receiving Record Link to Credit Memo

¥ & » 4 Segrch Column | Receivesbrefcceptsbreal v | ¥ Search Text A1 %[ G0 page i of 1 Rows per page [50

M Receive W CXL

Accept Remaining tem # Product name Orderqty  Acptdaty OrderUoM  Price  Rec'dtodate  Openqty  Substituteitem
Al aty

000222333 Feeses Peanut Butter Cups

0002315415464 | Fresh Fish 1.0000

Step 2: Click on the Substitute Item Checkbox.

Walsome Carl Castls Home Settings Help FAQ/0-Tips Hide Logo @Entry OList Overtical OHorizontal Bl
Sove [ Update | aiacn | Hotes
Line items
i 000222333 Reeses Peanut Butter Cups e 335 [
. 0O [] |D002315415464 | Fresh Fish 1 | [ oooo LBs $0 0.0000
OK | Cancel Check All UncheckAll | Notes |
ftem
ue [ 2
Line status
tem#  [0D02315415464 Product rame  [Fresh Fish
Substitute tem [
Order Unit of Measure Receiving Unit of Measure
Order quantity | 1 Receive by | Frice UOM %
oreruoM [LBS RecsiveUOM [lBS
Accepted quanty [ 10000 Accepted quantty | 40000
Remaining open quantty [ 0.0000 vaiance [ 0o
pice [ @0 pice [ si00000
Eension | §loo0 Extension [
Tacamount | go82 Iwoics tax amourt |
Directiotalomound | [ Invoiced price | §10 —
Storercomtotalemount | gn00 [
Reason
Reason [ Clear reason [
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2.  Entering a Substitute Item during a Receiving Event

Step 3:

NOTE: Substitute Items entered during the receiving process are always considered Non-Catalog Content even

though the item being substituted for may be a Catalog Item.

Step 4:

Enter Substitute Item -- Enter the Substitute SKU, Substitute Product Name, and Substitute Price

in the dynamically displayed fields. Enter the Accepted Quantity and click OK to process this line
item.

Welcome Carl Castle Home My Settings FAOOTips Hide Logo EEntry OlList O Vertical OHorizontal [
Save Update Attach Notes Receiving Record Link to Credit Memo

r==ﬂ

ftem
Line

Lire: status

Substitute item

Substitute ftem price
Order Unit of Measure

Order quartity

Order LIOM

Accepted quartity

Remaining open guartity

Price

Extension

T amourt

Direct total amourt

Storeroom tatal amourt

Reason

Reason

OK | Cancel | Checkall UncheckAll | Notes |

2

ftem # |DDDZEH 5415464

Received suppler sku  [123456789

Received product name  [Fresh Oysters

3685

1
es——
[ o
[ mw
s
[ som
[ m=m

|
[ s @

[ e}

Product neme  [Fresh Fish

Receiving Unit of Measure
Receive by

Receive LOM

Accepted quartity

Vatiance

Price

Extension

Invoice tax amourt

Invaiced price

Clear reason

-1.000
$10.0000
$10.00
10

Update -- To permanently update the Receiving Event, click the Update button.

ECHESUSISREESIRGN  Linc itcms |

Welcome Carl Castle Home My Settings FAQ/O-Tips Hide Logo Eentry OList Overtical O Horizontal I
Save | Update Aftach Notes Receiving Record Link to Credit Memo

¥ & 4 Seorch Column | Receivesbrdcceptbroall v | ¥ Gearch Text |81 v |30 page 1 of 1 Rows per pags [50

000222333 Reeses Peanut Butter Cups

0002315415464 | Fresh Fish

Ord Order UD
o e
110000 Las
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3. Printing a Receiving Record

Printing a Receiving Record -- Receiving Records are printed from the Receive by PO screen

Step 1: Receive by PO Screen -- From the Receive by PO screen click the Receiving Record button.
Welcome Carl Castle Home Settings Help. FAQ/0-Tips Hide Logo Centry OlList © vertical Otorizontal Bl
My Last 30 Days PO's |+ | Advanced Search Save | Update Attach Notes Receiving Record Link to Credit Memo
First Previous hext Last ew Refresh
cearch o | 1 Il PO Header - Receiving |
Search Text co PO rumber  [000D00D00000325 PO Status
Page 1 of 1 {Rows 1-2 0f 2 found Podste  [11n2i008 Changed to above status on  [12111/2004 10.38.35

B
PO number PO Status uyer  [Carl Caste ]

0000000000322 |Partislly received Suppter - |Hatel Food Servics Supli Hpee PO stabusto - [Seectfrty 1
000000000000325 mccepted by supplisr Recelveddate [127100004  [8

Step 2: Receiving Record — The Receiving Record is displayed.

Receiving Record#: 000000000000043 Puwrchase Order#: 000000000000325

Received by: Carl Castle Creaied on: Dec 11, 2004 10:38 AWM

PO Status: Receiving Complate
Buyex's Name: Carl Castle Buyex's Phone: (30071234367

Buyer's Dept.: Raoms

PO Date: 11/12/2004

Supplier: Hotel Food Service Supplies
Irwaice Number: 200123456
Ivoice amount: $45.00

Source Document number:
Tracking number: XYZ226358045
Bill of lading number: 342DFC
PRO number: FRO12578

Receiving Notes :

HoNotes
Product Dishursement:
Picked up by Department Date
Delivered to Location Signature
Line Status Hemi# Product Name Order UOM |Pack/Size | Order qiy |Unit Price | Ext.Price |Acpt'd gty | Rec'd o date gty | Open iy Reason
Receiving Complete 000222333 Reeses Peanut Butter Cups 5 -1 100 $35.0000 $35.00 100 100 ooo -
Receiving Complete 0002315415464 Fresh Fish LBS /- 100 $10.0000 $10.00 oo 100 000 -
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Receiving

4.

Credit Memo (Corrected Invoice Memo)

Credit Memo (Corrected Invoice Memo) -- The Credit Memo or Corrected Invoice Memo provides a

summary of all changes, relative to the Original PO, for a Receiving Event.

NOTE: If a Receiving event has no changes from the information submitted to the Supplier on the PO, the
Credit Memo will print out blank

Step 1:

Credit Memo -- For a previously Updated Receiving Event, click on the Link to Credit Memo
button from the Receive By PO screen.

Welsome Carl Castle Home My Settings Help FAO/O Tips Hide Logo Okntry Olist © vertical OHorizontal Bl
My Last 30 Days PO's v | Advanced Search Save | Update Attach Notes Receiving Record Linkto Credit Memo
First Previous Mext Last New Refresh
searchText | 00 POmumber  [oDODOOOOOOROEZE PO Status
Page 1 of 1 /Rows 1-2 of 2 found POdate  [11M272004 Changedto showe status on [12/112004 10:38:35
PO number PO Status Bwer Faicets W
UODDONODONIZ2 Pertially received Supplier  [Hotel Food Service Supplie Update PO statusto | Select Entry v
000000000000325 [ Accepted by supplier Received date  [121072004  TH]
Invoice date  [12702009  H
Invoice number  [S00123456 Payment method
Invoice amount | 34500
Tracking numer  [x0vZ225358C45
Bil of lading #  [542DFG
PROMumber  [PRO12578
Invoice discourt amount | §0.00 Lessdiscount | g000
Invoice freight amount | $000 Freigt | 000
Purchase type Directtotalamourt | 000
Received by person  |Mike Murphy Storervomtotalamourt | 4000
Foemsciodeprirent 14 Q Storeroomidirect grandtotal [ g1000
[employee Cateteria
Picked up by receiver dete  [12A1/2004 09:51:43 (78] Taals [ §oo0

Reconciliation Screen - The Reconciliation Screen loads with the Receiving Record in question. The
Reconciliation screen is the only screen from which the Credit Memo (Corrected Invoice Memo) is available.

Step 2:

Click on Corrected Inv button to launch the Corrected Invoice Memo.

Welcome Carl Castle Home

My Settings Help

FAD/O-Tips

Hide Logo

Oentry OList © vertical OHorizontal [

Received ¥ | Advanced Search

First Previous Mest Last Mew Refresh

Search Column: | Al v|¥

Search Text. | co
Fage 1 of 2 § Rows 1-25 of 35 found

PO number Receiving number

000021 000000000000004
000021 00000000000000
000014 000000000000006

Receiving number
Received dale

Purchase order number

[ow | Sove | prin | —Rocorng Record | Corectedinv | Nolos | Atach | porava Delai | markimmiced |

Receipt Reconciliation

Cinst center

|
0000000000043 a Receiving stalus
12H0/2004
000000000000 Buyer
Subject

Carl Castle

[candy 2
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4.  Credit Memo (Corrected Invoice Memo)

Step 3: View Corrected Invoice Memo

ITEM

0000975987

PREPARED BY:

FRODUCT NAME

CORRECTED INVOICE MEMO

tel Food Service Supplies

SUPPLIER:. MAME

123456789
INVOICE_NUMEEF.

$6.357.00

ORIGIAL IHVOICE AMOUNT

000000000000322
B0 HIEER:

WE HAVE MADE THE FOLLOWING CORRECTIONS 0N ¥OUR INVOICE. PLEASE ADJUST ¥OUR RECORDS ACCORDINGLY,

Recetving Clak Sigunme

Driver Siguatare

QrY. QTY. QrY.
INV. RECV. VAR,

Chocolats Chip Codki Loo 200

Hilion Garden Inn Carlshad Beach

REASON FOR ADJUS TMENT
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5.  Creating Multiple Receiving Events against a PO

Creating Multiple Receiving Events against a PO - PO’s that have not been fully received against will stay in
a “Partially Received” status until receiving is complete or the Status has been manually updated as such. There
is no limit to the number of receiving events that can be entered against one PO.

Step 1: From the PO Tab, select the PO to receive against. If the PO has previously had a partial

receiving event entered against it, the PO will have a status of “Partially Received.”

WWelcome Carl Castle

Hide Logo Home Settings Help |

5- Hiton Garden Inn Carlsbad Beach v | &) Hide Menu [Hide summary

Search All Catalogs In B Shopping Cart
Products v Il | |New: 61 Total: 61 Lines:9  Total: $1,232.59
| | PO | |
[ simit | ecowe | buyer Contact | Supp Contart | _Print View | Header Updste |

Eirst Previous MNexi Last Refresh

Add to cart Copy PO [Receiving History| Createitems | PO Recall Approval Details
Resubmit Appre

Search Column: | Al v

Search Text GO

Page 1 of 1 /Rows 1-6 of & found

PO Status Subj I Supplier m PO date Reqdelivery | PO Total
Mo

o (IETH 0000000000031 |Mew g::::‘lﬁf; Hiton Supnly Menagemert |ZANGH | 11702004 | 120202004 $399.94|  $390.94
o |IEE 000000000000330 | Approval pending Mo z::::’:lf; Hotel Faod Servics Suppliss | 52H 1172002004 | 120302004 | $1281030) $1281030
[oQ] Edit | 0000000000025 | New Mo g::::’lﬁ:’; Hiton Supply Menegement |SANCH | 11152002 | 11652004 361588 361588
[efl| Foit | 000000000000325 | Accepted by supplier| Mo 2::::";"&'::;2; EW 4 Service Suppiss | P2 1A2004 | 11482004 $4ETH $4ET1
o | IETH 0000000000323 | Approval pending Mo 2::::’;;’:?:ﬁgl?gjgw P— 1Aziz004 | 1152004 | §2597344| $2557344
of| coit | 000A00000000322 |Patialy received Mo Lo service Suppies|SANCH | 1112004 | 11202004 | sagezs0| s7agezse

Step 2:

Edit Receiving Event Header -- The Receiving Event Header will load with information from

the previous receiving event. Edit this as is necessary. Click on the Line Item tab and continue

receipt as outlined in previous steps.

Welsome Carl Castle Home My Settings Help FAQ/O-Tips Hide Logo Centry Olist @ Vertical OHorizontal gl
First Previous Mext Last New Refresh
Search Text GO PO number  |000000000000322 PO Status
Page 1 of 1 /Rows 1-1 of 1 found Podde [HiAzz008 Changed to shove status on 11152004 15:10:21
PO number PO Status Buyer W §
DODODODOOOOUTZ?  [Pertily received Supplier  [Hotel Food! Service Supplie Update PO status to | Select Ertry v
Received date  [11A5/2004  [0F]
Ivoicedete  fnspone OH
invoice rumber  [123a56788 Fayment method
Invoiceamount | $6,357.00
Tracking number  [xvZea07er
Bill of lacing #  |PPa08E
PRO Number  [PRODSDG77666
Invoice discount amount | $0.00 Lessdiscount [ soo0
Invoice freight amaunt [ j000 Freight $0.00
Purchase type Directtotslamount | §0.00
Received by person  |Mike Murphy Storercomictal amount | 5588216
Releaseto department  Jo; O}
Storervomidirect grandtatel | $580216
[Room=
Picked up by receiver date [rinszo0d 150511 8 Totsl$ [ 588218
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6. Receiving Against a Confirming PO

We realize that when the PO Originator flags a PO as "Confirming" that the goods or services in question may have
already been delivered to the property, or in some cases, may never be delivered (software license expense or some
other intangible item). The "Receive Confirming PO" feature should be used to document the fact that the items
on the Confirming PO were in fact received, used or consumed. The PO Originator (person who created the
"Confirming" PO) can create a “one-step”, system generated receiving event against the Confirming PO by using
this feature. If the Confirming PO was not received, the hotel Receiving personnel will be able to receive against
the Confirming PO at a later date, once the products have been shipped to the property.

e The Receive Confirm button provides a one-step process for receiving a Confirming PO.
e All Receipts entered via this button are Received in Full only (ie. No partial receipts).

Step 1: On the PO Tab, select a Confirming PO (Confirming PO’s are always visible in Red type) and click the
‘Receive Confirm’ button.

Al Wy PO's i3

Search ol PO number 4 v :

Search Text: GO

Page 1 of 4 f Rows 1-351 of 1396 found

é / POnumber |PO Status Confirm | Subj / Supplier PO date Req delvery

Subject: Confirming PO

Supplier: Sally's Seashells Lol eny AT

Step 2: Enter the date (either manually, or using the calendar icon) on the Pop-up window and click the Generate
Receipt button.

@j [ é e Internet
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6. Receiving Against a Confirming PO

Step 3: The Receiving Record is displayed and can be printed if desired.

Receiving Record#: 000000000000225

Received by: Ann Hguyen
Buyer's MName: Ann Nguyen

Receiving Notes :
Mo Notes

Product Dishursement:
Picked up by Deepartment :
Delivered to Location
g Order .
Line Status Tiemi Product Name UOM Pack/Sire
Receiving SH#1234 Large Pink Conch [ -f-
Complete Fhell

PO Date: 08/24/2005
Supplier: Sally's Seashells
Invoice Number:
Trvoice amount: $0.00

Received on: 09/13/2005
Buyer's Phone: (500123-4567 X 1

Purchase Order#: 000000000003951

PO Status: Receiving Complete
Buyer's Dept.: Purchasing

Seurce Document number:
Tracking number:

Bill of lading number:
PRO number:

Signature

Date :
Acpt'd | Rec'dtodate | Open | Can'd Reason
aty aty aty aty
500 500 000 000 |-
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7. Canceling a PO

The Cancel PO button allows the user to cancel a PO upon receiving, provided a Cancellation reason is entered.

Step 1: On the PO Tab, select a PO in either ‘Accepted by Supplier’ or ‘Fax/Email Accepted’ status and
click the Receive button.
| | TPO_ ] I
[y Lost 30 Days PO's v —— :
Firsd Previous Meet Last Refresh
‘Sauthc‘nhmn:POmmer v v Resubmit AR N Add Ad N anfirm
Search Text: G
Page 1 o711 fRows 1212 of 12 found
7 PO number | PO Status Confirm :Subj ' Supplier PO date Raq delivery PO Total
O 000000000004004 | New Mo gm;‘roﬁmﬁ o 09127/2005 09027/2005 776
& ; 0000000004003 | Accepied by supplisr| Mo gz:s’n Refiet Priving (Punchou| 0212712005 092772005 $21 85
Step 2: On the Receiving Screen, enter the Received Date (either manually, or using the calendar icon)

and click the Magnify Glass “4 icon next to the Cancel Reason Code field:
0 1 h Mot ¥ 1 ord m

PO Header - Receiving

F numiber [
rocate [Emranos
HEM P, |
Suppher  [FEfErEritting (Punchoy.
Received date  [0B262005 L0
Cencel reason code | Q
|
rwakete | L&
Irreoie nuTRer |
rwecaameurt [
Tracking number |
Bil of lacing # |
FRO Mumier |
Irvoice dizcount amount I—:mm
nwvaice freigh amourt [ j000
Purchase fype
Received by persor |
Release 1o deparlment | Q
[
Picked o by receiver date I— E|

PO Stabus

Changen o sbove statuz on
Buyyer

Updnte PO stebus to

Alincation

Payment method
Card e

Cord holter name
Creclt card number

Less discount

Freight

Direct {ofal ameunt
Shorenoam 1otal amount

Stareroomidirect grand iotal

Tokel §

e
B

[SoectEriry |
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7. Canceling a PO

Step 3:
Advanced Search
First Previous Mext Last Refresh

Search Column; ¥
Search Text: GO

Page 1 of 1 fRaws 1-15 of 15 found

From the pop-up window, select the appropriate Cancellation code.

Reason code / Description

ADDONPO
PARTIAL Partial shipment ! back arder
RE Fulfilmert  |REG Fulfillment
Receiving Receiving
(== [REJCOMCESL
ele REJDARMAGE
REJDELDATE
REJCELTIME
REJSPECS
MNOTORDER
NOTNEEDED
OWERSHIP

REJMRONG

Rejected - Did not order

Rejected - No longer nesded

SAMPLIMG Sampling

SHORT Short on truck

Rejected - Damaged 7 Spaoiled

Rejected - Over shipped quantity

ttem was added after submitting to Supplier

Rejected - Concealed damaged § spoiled

Rejected - Did not meet recuired delivery date

Fejected - Did not meet required delivery time
Rejected - Did not meet specifications

Rejected - Wrong tem sent J substitution not spproved

Step 4: Click the Cancel PO button.
| Update |

PO Header - Receiving |

PO numbar
PO date

09282005 [

NOTHEEDED Q

H3M PO No.
Suppler
Received date

Cancel resson cods

Invoice date
Invegice: number

Inwoice amourt

Tracking number |

Bill of lading # |

PRO Mumber |
Fnidice dscount amaurt
Irvvoice freight amount

Purchaze type

Received by person |

Reteaze to department

Picked up ky receiver date

PO Status

Chianged to ahove status on
Buyer

Update PO status to

Allocation

Payrment method
Card type

Card holder name
Crelt card number

Less dscount
Freight
Diract total amourt

Sor erocem total amount

Storeroomidirect grand total

Total §

e
<!

| setect Entry |
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7. Canceling a PO

Step 5: When asked whether you want to cancel the PO, click OK.

Microsoft Internet Explorer EJ

\g) 41#= Do vou wank bo cancel the PO?

[ o« || canca |

Step 6: Click OK when you receive the message ‘Processing is done.
Microsoft Internet Explorer El

! E Pracessing 15 done,

N =

Step 7: Closing the Receiving screen, brings you back to the PO tab. Click Refresh and notice the status of
the PO has changed to ‘Buyer Cancelled’.
& | WaGarn” PO imBoes)

[ by Lot 30 Days P's |

Sesrch Colure, | PO rumber v ¥

Search Test (=3

Foge 1 of 1 {Rowes 14120112 found

{ POpumber | PO Status

O T 00000000I0D4004 [New 1 gﬂ:s" OfficeDepct Pnchaut 09727 2005 022712005 4778
® dit | Q0000000004003 | Suyver cancellsd R :ﬁ:f:i: Reefiet Printing (Funchot) 08727 2005 D20Z742005 §21 65
NOTE: At this point, the buyer should contact the supplier to notify them of the cancellation. The above

process does not send out any message to the supplier regarding the cancellation.
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8.  Daily Receiving Log - Single Day

The Daily Receiving Log was created so the Receiving Department can report on all receiving events for a
single day or multiple days.

Step 1: Click on the Hide Menu button on the Logo Panel. From the Main Menu click on Procurement >
Reports > Daily Receiving Log.

Hilton

Wiglcome Damonss Smithecd 3- Hiton Garden Inn ArcadiaPasadens Area [THide Menu [JHide Summary

Main Menu Search Al Catalogs In Bax
My Menu Praducts v Il | [New:27  Total:27
= Procurement.
: Company Application Setting

Receiving Order Guide | I

Reconciliation

Supplier On The Fly Order guicks list | Select Entry b Creale PO Add to PO
Sysco Punchout Profile Purple= atalog it RedDi i . Print | View m
P T ey urple=Hon catalog item / Red=Discontinued m [r——Ts

El Reports First Previous Mest Last Search Refresh
: Activity Detail Report - - = st Clrar values

Activity Summary Report Page 1 of 1/ Rows 0-0 of 0 found
Daily Receiving Log

Expediting Detail Report
Expediting Summary Report.
Monthly tem Dept Usage Report
No Activity Summary Report.
Person Listing

Price Change History Report
Price Regulation Report
Purchase Order Report
Receiving Detail Report

Supplier on the Fly Report

M Al |item # Prod | Supplier PackiSize

Step 2: The report will open with a screen as depicted below. The Daily Receiving Log has two (2)
existing reports available. These reports are “Single Day Daily Rec Sheet” and “Multi Days Daily
Rec Sheet”. Click on the drop down arrow for Open Existing Filter Selection and select “Single
Day Daily Rec Sheet”.

Daily Receiving Log |
| Run | Cancel | Reset | CheckAll | UncheckAll | DeleleFilter | |

D Save Fitter Selection As |

Open Existing Fiter Selection % | Filter Criteria | AN Criteria Met %

Multi Days Daily Rec Sheet 1
Column Sort DirdElELE DY Fec Sheet _ iter Value 1 Filter Value 2

[] Received date v v | [0 | DonotFiter v | i =
[ Purchase type w v O Do not Fitter v

[ Invoice # v | [ |DonotFiter v [

1 supglier name w v O Do not Fitter v | |

[ Direct total amt v ~|[] |DonotFiter S| [

[] storeroom total amt v v O Do not Fitter v | |

[ Total amount A ~| O Do nat Filter e | |
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Receiving

8.  Daily Receiving Log - Single Day

Sheet 3:

Step 4:

By selecting the “Single Day Daily Rec Sheet” pre-set filters are displayed. You will notice a
“token value” is populated in the Filter Value 1 field for Received date. This “token value” takes
the place of entering an actual date. The Filter Value for Purchase type shows General. However,
you can change the Filter Value from General to Food or Beverage. Click on the blue Run
button.

Daily Receiving Log

[Fun | Concel | Rowet | _Check A_]_UncheckAl | _eete Fier |

Save Fitter Selection As |

Open Existing Fiter Selection | Single Day Daily Rec Sheet * | Filter Criteria | AI Criteria Met  »

Sort . . .
Order Group Filter Type Filter Value 1 Filter Value 2

Received date ~ [@Topay | ]

Purchaze type

Column Sort Direction

General w

Invoice # Do not Fitter

<

Supplier name Do not Fitter

Direct total amt Do not Fitter

Storeroom total amt Do not Fitter

QIR EIE
<R R =
ooooao
< ===

Total amourit Do not Fitter

When the system has completed processing you will receive a pop-up window that will ask you if
you want to Open or Save the report. For this example we are going to save the report. Click on
the Save button.

File Download

Do you want to open or save this hle?

@ Mame: ReportZ0051011124528406,xls
Type: Microsaft Excel Warksheet, 11.2 KE
From: wiawil  birchstreetsystems, com

Spen ][ Save ll Cancel |

Always azk before opening this type of file

harrn your computer. [F pou do not tust the source, do not open or

@ While files from the Internet can be useful, some files can potentially
zawe thiz file. What's the righ’?
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8.  Daily Receiving Log - Single Day

Step 5: A window will open for you to save your file. Name your file and click on the Save button.
Save As FIx
Savein: ‘ [} Desktop v| 9 & B2 [E-
Y E}My Documents Shmrtcut ta Praduct Wendor Lis
i :3 '_-} My Computer @Speed Dial List 10-3-05.xls
My Recent \-_;!My Metwork Places @Task List.xls
Documents @03-24-03 - List of login id's Far Yicki.xls @VHata Duplicate Items.xls

@Budgeting Positions_Jims comments_jph answers1.xls
@Cell Fhone Rolodex: as of 10-10-03.xls
@Demo Logins 2-16-03,x1s

FE_Products_Hans Weiler . xls
@FB?Productsf\"HatafA.xls

Hans Weiler Duplicate Ikems.<ls
BE)HHC Contact List.xls
@Last Login Report.xls

Mews Product Brand Exposure Tracking Sheet xls
.'__] @Security Control Form 8-9-04.xls
Security Control User Form, xls

Desktop

3

My Documnents

Iy Computer

b
e File name: v | [ Save ]
Ay Metwork Save as lupe: ‘ Micrazoft Excel Woaorksheet ~ | [ Cancel ]
Step 6: Once the system has completed downloading your file you will be prompted to either Open the

file, Open the folder or close the window. Click the Open button.

Download complete

N
= Cownload Complete

Saved:

.. Eport2005101 1155523062, xIs Fram wiawi 1, birchstreetsystems, com

(R RN SR N NN RN RN AR RN A NN R RSN R AN RRN RSN RRRARE 3
Downloaded: 13.3KBin 1 sec

Dawnload ko E:D. . \Repart2005101 1155523062, x5

Transfer rake: 13.3 KB/9ec

[JiClose this dialog box when download completes

[ Open ] [ Open Folder ] [ Cloze
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8.  Daily Receiving Log - Single Day

Step 7: Your completed Daily Receiving Log will open.
File Edt Wisw Insert Format  Tools Data  GoTo  Favorites  Help
BB - A General
A B [ C D E

1 Daily Receiving Log

2 Hifton Hotels CHICAGO., IL

3

4

5 |Received date: 1001152005
gpurclmse type: |General

7

3 Invoice # Supplier name Direct total amt Storeroom total amt Total amount

10 510111032 Sysco Foodservice §29.72 $0.00 §29.72
11 [Bo7osa0e The Boetter Companies, Inc F127.40 F0.00 F127.40
12 [17os9s3 The Boelter Companies, Inc §49.92 $0.00 §49.92
13 31708984 The Boetter Companies, Inc $86.72 $0.00 §86.72
14 ENGLEADOD ELECTRIC SUPPLY $36.08 $0.00 $36.08
158 Refrigerstion Hardware F113.42 $0.00 $113.42
16 Echward Don $161.52 $0.00 $161.52
17 Clark Devon Hardwrare $280.80 $0.00 $280.80
18 State Industrial $285.00 $0.00 $285.00
19 WWarehouse Direct $524.80 $0.00 $524.80
20 Reinke SupplyiZeneral Ceiling F756.65 $0.00 $756.66
21 Cualita Paper Product §1,277.20 $0.00 §1,277.20
22 Cintas Punchot §2,460.15 $0.00 §2,460.15
23 Courtesy Products, LLC $5,152.00 $0.00 $5,152.00
25 | Grand Total: $11,341.44 $0.00 $11,341.44
25

7

28 PURCHASING: FINANCE:

Note: The bottom of the report has two signature lines for Purchasing and Finance to sign once they

receive a copy of the log, should you elect to print and obtain hard copy signatures.
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Receiving

9. Daily Receiving Log - Multi Day

Step 1:

Click on the Hide Menu button on the Logo Panel. From the Main Menu click on Procurement >
Reports > Daily Receiving Log.

Hilton

Wiglcome Damaongs Smithedd

Main Menu
My Menu
El Procurement
: Company Application Setting
Receivi
Reconciliation
Supplier On The Fly
Sysco Punchout Profile
Company Administration
E Reports
! Activity Detail Report
Activity Summary Report

3- Hiton Garden Inn ArcadiaPasadena Area v

D Hide Menu D Hide Summany

Search All Catalogs In Box
Products A m Mew: 27

Total: 27

Order Guide ] ]
Create PO Add to PO

[ eatiem | “mportoc

Osot Clear values

Order guide list | Select Entry v
Purple=Hon catalog item / Red=Discontinued

Page 1 of 1 / Rowes 0-0 of O found

Daily Receiving Log
Expediting Detail Report
Expediting Summary Report.
Monthly Rkem Dept Usage Report
No Activity Summary Report
Person Listing

Price Change History Report
Price Regulation Report
Purchase Order Report
Receiving Detail Report
Supplier on the Fly Report

H Al |tem #

Prod / Supplier Pack/Size|

Step 2: The report will open with as depicted below. The Daily Receiving Log has two (2) existing
reports available. These reports are “Single Day Daily Rec Sheet” and “Multi Days Daily Rec
Sheet”. Click on the drop down arrow for Open Existing Filter Selection and select “Multi Day

Daily Rec Sheet”.

Daily Receiving Log |
[Run ] Cancel | Reset | _CheckAl | UncheckAl | DeleteFier ] [

[] save Fiter Selection As |

Open Existing Fitter Selection | Fitter Criteria | Al Critetia Met

Multi Day=s Dsily Rec Shest 1
Sort Dire SRS LS I __ lter Value 1

Filter Value 2

[1 Received date v + O Do not Fitter v | |
[] Purchase type v | [0 |Donot Fiter v

[ inweice # v v | [0 | DornotFiter v [
[ Supplier name - « O Do not Fitter v | |
[] pirect total amt v v | [0 | DornotFiter v [
[] storeroom total amt - « O Do not Fitter v | |
[ Tetal amourt v v | [0 | DornotFiter ~| [
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9. Daily Receiving Log - Multi Day

Sheet 3: By selecting the “Multi Day Daily Rec Sheet” you will be able to run a receiving log for multiple
days. You will notice the Filter Type is set at “Greater than or equal to”. In the Filter Value 1
field replace the “token value” with a date. You can change the date by clicking on the calendar
7 icon. For example: If you want to run the receiving log for 10/06/05 thru current date you
would enter 10/06/05 in the Filter Value 1. Click on the blue Run button.

Daily Receiving Log

[Fun [ Cancel | Reset | Checkal | UncheckAl | _pelte iter ] |

Save Fitter Selection Az |

Open Existing Fitter Selection | Multi Days Daily Rec Sheet * | Filtter Criteria | &l Criteria Met =
Column Sort Direction ls]::er Group Filter Type Filter Value 1 Filter Value 2
Received date |:| Greater than or equalto |1 OWDE2005 El | E
Purchaze type w w |:| Do not Fiter L3
Irregice # [0 |Donot Fiter v ] |
Supplier name v v | [0 |DonotFiter v ] |
Direct total amt i | [0 |DonotFiter v ] [
Stareroom total amt v | [0 |DonotFiter vl ] |
Total amount v v | [0 |DonotFiter vl ] |
Note: The Purchase type is not filtered because the Multi Day report is meant to provide the receiving
events for all purchase types.
Step 4: When the system has completed processing you will receive a pop-up window that will ask you if

you want to Open or Save the report. For this example we are going to save the report. Click on
the Save button.

File Download

Do you want to open or save this file?

@ Mame: Report20051011124528406, s
Type: Microsoft Excel Worksheet, 11,2 KE
From: wiwwl  birchstreetsystems, com

Spen ][ Save ll Cancel |

Always azk before opening this type of file

harm your computer. IF pou do not tust the source, do not open or

@ While files from the Internet can be uzeful, some files can potentially
save thiz file. What's the rigk’?
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9. Daily Receiving Log - Multi Day

Step 5: A window will open for you to save your file. Name your file and click on the Save button.
Save As FIx
Savein: ‘ [} Desktop v| 9 & B2 [E-
Y E}My Documents Shmrtcut ta Praduct Wendor Lis
i :3 '_-} My Computer @Speed Dial List 10-3-05.xls
My Recent \-_;!My Metwork Places @Task List.xls
Documents @03-24-03 - List of login id's Far Yicki.xls @VHata Duplicate Items.xls

@Budgeting Positions_Jims comments_jph answers1.xls
@Cell Fhone Rolodex: as of 10-10-03.xls
@Demo Logins 2-16-03,x1s

FE_Products_Hans Weiler . xls
@FB?Productsf\"HatafA.xls

Hans Weiler Duplicate Ikems.<ls
BE)HHC Contact List.xls
@Last Login Report.xls

Mews Product Brand Exposure Tracking Sheet xls
.'__] @Security Control Form 8-9-04.xls
Security Control User Form, xls

Desktop

3

My Documnents

Iy Computer

b
e File name: v | [ Save ]
Ay Metwork Save as lupe: ‘ Micrazoft Excel Woaorksheet ~ | [ Cancel ]
Step 6: Once the system has completed downloading your file you will be prompted to either Open the

file, Open the folder or close the window. Click the Open button.

Download complete

N
= Cownload Complete

Saved:

.. Eport2005101 1155523062, xIs Fram wiawi 1, birchstreetsystems, com

(R RN SR N NN RN RN AR RN A NN R RSN R AN RRN RSN RRRARE 3
Downloaded: 13.3KBin 1 sec

Dawnload ko E:D. . \Repart2005101 1155523062, x5

Transfer rake: 13.3 KB/9ec

[JiClose this dialog box when download completes

[ Open ] [ Open Folder ] [ Cloze
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9. Daily Receiving Log - Multi Day

Step 7: Your completed Daily Receiving Log will open.

Fle  Edt View Iroet Fomat Took Dota GoTo  Favorkns  Help

All - ~
A | [} [3 [ [1] E F [£]

1 Daily Receiving Log

2 Hilten Hotels CHICAGO, IL

3 User: CHCHIOD

4 Fun Date: VA 1R

5

b Sefction:

7 From Through

8 Received date RIEE- R

9 somBy Rrcsbed dle Ase

10 krvoice § A,

1]

13 Recenve date | Purchasetpe | linvoice | Supplier nan | Dwect total amt Sto et vom total amt Total amoimit

18 008 [ Coreent

16 [Enoosnanr [£v e Food Services of Chicaga, Inc | 5283 24 3a.00] ]
17 [Frammara, . | 136,00 3000 13800
14 A0 2008 [ Cereent
n (510071188 57500 Food Services f Chicago, . 32,148.20 30.00 52,1490
21 Foroit 150 5560 Food Servces of Chicago, Inc P o ey
7] Er00T1151 01000 Food Serviees nf Chicagn, Ine $132878 000 3074
n (510071182 SSC0 Food Services uf Chicego, b 3200 65 30.00 320065
b2 S10071183 5500 Food Services of Chicego, . 3326.12 30.00 [E1H
] oo 5500 Food Servces of Chicagn, Inc w0 AT
i EA00T1158 01000 Food Serviees nf Chicagn, Ine 000 12368
I 510071156 57500 Food Services of Chicego, . 30.00 $55200
ol HEXS Tech Sarvices, Ing. 00 W
] : F Potymes Shapes 000 424880
] WicHisster Carr 30.00 $31507
k1l En Puide Tech 30.00 335900
2 Granger Fo0 F
<] uy 000 3139500

7] Dugmons & Duncan $A1074 30.00 #1 41074
35 Granger palaL] Fo0 G0
3 enpes 4 Show 45,475 88 sa0a| 4547584
el 101 DS |l
n Famorgs [5200 Pt Servces of Chica, Inc Faus ] 0 45 6
] RELIEF PRINTIG 1286 3000 31285
41 Guasat Sunuy, ke, 38532 30.00 48532
42 54500 Foodd Servces of Chicago, Inc. I L] A
A3 Prind ing 3237 80 000 3237 &0

4 Horth Ameican 3266.24 30.00 282
45 54500 Foodd Servces of Chicago, Inc. Fo40.72 pulL) FAUIZ
a5 frandy City Slscreen P00 W 00
A7 Corvr Corp $696 00 000 3606 001
40 Cutter & Bucks 1,170.00 30.00 $1,170.00
43 G st Supohr. e Fes 097 Eal] krL
51 1041142005 | Genersl
52 r51 0111032 Sysco Foodservice §29.72 $0.00 §29.72
53 [Go706394 The Boeher Companies, Inc §127.40 50.00 §127.40
54 51706583 The Boelter Companies, Inc 4897 50.00 $49.92
5 51708384 The Boelter Companies, Inc 38672 50.00 $86.72
56 ENGLENOQD ELECTRIC SUPPLY $36.08 50.00 $36.08
57 Hardurare $113.42 $0.00 $113.42
58 Echwiard Don F161 sj $0.00 $161 5j
59 Clark Devon Hardware $2E0.50 50.00 $280.80
&0 |State Industrial $285.00 $0.00 $285.00
61 [Warehouse Direct $524.80 $0.00 $524.80
B2 Reinke Ceiling $756.66 $0.00 $756 68
B3 Qualita Paper Product $1,277.20 $0.00 $1,277 20
] Cintas Punchout 3246015 50.00 3246018
65 Caurtesy Products LLC $5,152.00 50.00 $5,152.00
B7 Grand Total: $59.736.83 $0.00 $59,736.83
[<i5]
62
70 PURCHASING: FINANCE:

Note: The bottom of the report has two signature lines for Purchasing and Finance to sign once they

receive a copy of the log, should you elect to print and obtain hard copy signatures.
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Chapter 10 — Reconciliation

1.

Finding a Receiving Record

Main Menu

The Reconciliation Screen allows the Finance User to perform Matching activities relating to the PO, the
Receiving Record and the Supplier Invoice.

Access the Reconciliation screen from the Main Menu via the V7 Procurement->Reconciliation option, OR by
selecting a PO with the status of “Partially Received” or “Receiving Complete” from the PO Tab and click

the Receiving History button.

Logout

Wiiglcome Carl Castle 5- Hiton Garden Inn Carlshad Beach v | G} [hide Menu [THide Summary Hide Logo ~ Home Seftings  Help  FAQ/O-Tips
Main Menu Search All Catalogs I Box Shonping Cart
My Menu Products v [l | |New: 61 Total: 61 Lines:9  Total: $1,232.59
[ ¥7 Procurement.
| e | MGSE ~0 ] |
s ] Recewe | e Cortat | Sump Contact | Pt rview |
R e I First Previous Mext Last Refresh Budget Impact Add to 0G Add to cart CopyPO  [Receiving History
e cones A1 o [~ Crose terms | PO R | ApprovarDtar | Rewuormt Agors
Search Text: GO

Filters

The Reconciliation Screen can be filtered by the listed Filters. Filters will only display results in the Navigation

list that match the Filters “Status” criteria.
My Settings Help

[ ew | Sovo | prini | Recening Record | Correctedinv | Notos | _Alach | ApprovolDetil | _encimpoiced |

Receipt Reconciliation |
llentification

FADI0-Tips Hide Logo Oentry OlList & Vertical OHorizontal [N

Wifelcome Carl Castle Home

Advanced Search

Mexd Last Mew Refresh

Al
qinvoiced Al v T
P\d G0

Page 1 of 2‘4‘ Raws 1-25 at 36 faund Receiving number  |[iew] @ Receiving status
Received date  |12r11/2004
PO number Receiving number
Purchase ordet number Buyer
000000000000021 000000000000004
000000000000021 000000000000005 Cost certer |
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1.  Finding a Receiving Record

Navigation List - Use the Navigation List’s search functionality to find the Receiving Record based upon any
of the criteria listed in the Search Column drop down box.

Welsome Carl Castle Home Settings Help FAG/O-Tips Hide Logo Oentry OList & Vertical ) Horizontal m

Received | Advanced Search mmm Receiving Record Corrected Inv Approval Detail I
First Previous Mext Last New Refresh
Receipt Reconciliation

searc Conane [ 1 o |
Search Text | [BIl of lading # s Ilentification

Buyer name - Receiving number  [[Mew] &y Receiving status
Page 1 of 2/ Ro| \mvoice amt

PO Status Received date  [12r112004

PRO Number Purchase order number Buyer
000000000000 paymert ref num 004

Cost cent

0000000000000 e sive status 005 ot certer |
0000000000000 Received date 00 Subject ‘
noooooonoooogFECEInG number — lno7

Subject Supplier company B E
000000000000 : 005

Supplier inv & Uk i
0000000000000 Syppler name 009 L
0000000000000{Track number 010 Invoice date
I000oanoonon - 011 Supplier invoice number PO Status
000000000000054 000000000000012
000000000000093 0000000000001 Payment reference number Update PO status to

Step 1: Select Criteria — Select the Column Criteria which you wish to search by and click GO. Click on

the PO number to load the associated receiving record.

NOTE: If more than 1 PO is listed then that PO has multiple receiving events entered against it.

Welcome Carl Castle Home Iy Settings Help FADIO-Tips Hide Logo Centry OList @ vertical Onorizontal Bl

Received | Advanced Search mmm Receming Record Corrected Inv mm Approval Detail I
First Previous Next Last Mew Refresh
Receipt Reconciliation
Search Column: | PO number v = 7 l
Search Text |322 co Identification
Page 1 of 1 /Rows 1-1 of 1 found Receiving number  [[Mew] % Receiving status
Received date  [12011/2004
PO number Receiving number
Purchase order number Buyer
000000000000322 0000000000000
Cost certer |
Subject |
Supplier comparry I ]|
Step 2: The Receiving record loads in the Reconciliation Screen
Welcome Carl Castle Home My Settings Helpp FAQ/0-Tips Hide Logo @ Entry Olist O Vertical OHorizontal  [Elad

[ tew [ Save | prini | Receing Record | —Correciediny | Moles | iach | BpprovaiDetail | Warkinoiced | BrkPaid | Lpdats POStatus |
Receipt Reconciliation |

Identification
Receiving number  [oDOD0OOODO0DOA1 & Receiving status
Received date  [11n52000
Purchase order number  [000D000OD0DOZ22 Buyer [CariCaste
costeenter [

Subiect  [Candy Order
Supplier company  |Hotel Food Service ¢ B8
Urknown supplier

Invoice date  [11415/2004

Supplier invoice number (123456789 PO Status
Paymert reference number Update PO status to
Tracking rumber  [{VZB90777 Payment methor

Biloflacing #  [pPos&
FROMumber [pRODSDETFEES
Purchase type
Received by person  |Mike Murphy
Relesseto departmert  Joo1
Rooms:
Ficked up by receiver date  [11nsz004 150511
Directtotal amourt | 30.00
Starsroom total amaunt $5882.16
Storeroomfdirest orand totel $5892.16

- Totaline amournt [ §584716
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2.  Editing Existing Line Items

Step 1: From the Reconciliation Screen, click the Received Line Items tab.
Welcome Carl Castls Home My Settings Help FAQ/O-Tips Hide Logo @ entry OList O Vertical O Horizontal m

Receipt Reconciliation |

Identification
Receivingnumber  [D0DDOCDOOODOOHT G Receiving status
Received dste  [11452004
Purchase order number  [0000DOOOOOO0GZZ Buyer [CarlCaste

Costcenter |

Subject  [Candy Order
Supplier company  [Hotel Food Servics ¢ B8

Unknown supplier

Invoice dete  [1145:2004

Supplier invaice number 123456788 PO Status
Paymert reference number Update PO status to
Tracking number [ 2830777 Payment methad

Bill of lading #  [PPE0as

PRO Mumber  [PRODSDBTTEEG

Step 2: Select the Line Item to be edited as part of the Reconciliation process.
Welsome Carl Castls Home My Settings Help FAG/.Tips Hide Logo @entry OList O Vertical OHorizontal [l

[ Now [ Savo | Print | RecewingRecord | Corrected v | MNotes | Aftach | ApprovalDotal | Markinuiced | _blrk Paid | _Updte POStals |
Received line items

¥ 4 b 4 seqch Column | Line | ¥ Search Text: GO page [ of 1 Rows per page |50
Line ltem # Product name Substitute item Acpt'd gty PO price Extension
m 1 | 000958895621 32 | Hershey Chocolate Bar a2 F63.23 F5E17 16
2 | D00097 8987 Chocolate Chip Cookies 2 65 $130.00
594716
Step 3: Edit Information as required based upon information from the Supplier’s Invoice. For example:

Accepted Quantity, Invoiced Quantity, Tax Amount, Invoiced Price, Direct Amount and
Storeroom Amount. Click Okay. Click Save.

Welcome Carl Castle Home My Settings Help FAQ/0-Tips Hide Logo @entry OList OVertical O Horizontal [l

[ tow [ Save | prini | _RocewingRecord | Corroctod inv | Notes | iach | _Approval Doiil | Wark siced | ik Poid | _Updste POSiaiva |

LU Y & & 4 seqrch Column | Line +| ¥ Search Text GO page |1 of 1 Rows per page |50
e em # Prad ame bstitute ite PO price tensio
m 1 | 000085888562132 | Hershey Chocolats Bar a2 36323 3581716
2 | 0000978987 Chacolate Chip Cookies 2 365 $130.00
5847 16

06 Concer | _Coy os ew sow |

ue [ 2
tem# [ooo0G7EGET Froduct name  |Chocolate Chip Conkies
vom fes— Q@
Accepted quantty | 2 Qreder quantity 1
poprice [ §65 Ivoiced quantity | 1
Edension | $1a000 Invaiced i Rec'w oty variance | 1.0000
Twcamourt | 000 [ mvoicedprice | g0
Totelfneamourt | $130.00 varenceprice [ 50000

Substitute item [
Reason aQ
Divect total amourt H
Storeroom total amourt s65.00 [
Receiving Quantities (based on order VOM)
Quartity shipped 1
Receiver quartity 1
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3. Adding a Line to a Receiving Record

From the Reconciliation Screen’s Received Line
My Settings

Step 1:

Wiglcome Carl Castle Home Help FAQ/O-Tips

Items detail tab click Add Row.
entry OList O vertical OHorizontal [

Hide Logo

[[New | Sovo | Print | Rocowna Record | Correctod inv | Motes | _Aitach | pproval Doail | Warkiiced |k Poki | Updae POSIas |

LOLESTTI ¥ & » A conrop Column | Line | ¥ Search Text:

GO page || of 1 Rowsperpsge Js0

Itern # Product name Subslitute item

1 | D00095539562132 | Hershey Chocolate Bar

Line

Acpt'd gty

2 | 0000978987 Chocolate Chip Cookies

PO price Extension
92 $63.23 $5817.16
2 65 $130.00
5,947 16

Step 2:

Enter the detail information in the fields provided (Item #, Product Name, UOM, Accepted

Quantity, Invoiced Quantity, Tax Amount, Invoiced Price, Direct Amount and Storeroom Total

Amount). Click OK and Save.

Wielcome Carl Castle Home My Settings Help FAQ/0-Tips Hide Logo @entry OList Oventical O torizontal  [EER
[hew | Save | Prnt | Roceing Record | Corrctediny— | oiss | _liach | Agprovl Detal | Markinyoiced | kP | ~Update POSialus

SRSRRRMM  Received line ftems |

¥ & b 4 Seach Coumn | Line v ¥semohtex | o0 pagefl of1 Rowsperpassfi
Line ltem # Product name Substitute item Acpt'd gty PO price Extension
@ 1 | D00095539562132 | Hershey Chocolate Bar a2 $63.23 $£817.16
@ 2 | 0000876957 Chocolate Chip Cookies 2 565 $130.00
OK Cancel Copy as New Row
Line ’—S
tem#  [567456 Product name |
vow fes— O
Accepted gquartity ’73 Qreler gquanitity ’73
Poprice | sa0 Invoiced quantty | 3
Extension | §24000 Inwoiced / Rec oty variance | 00000
Tax amourt [— E Invoiced price ’7%0
Taelineamourt | $24000 Verianceprice |
Substitute tem  []
Reason | Q
—
Dirscttctalamourt | E
Storeroomtotalamount [ fza000 [
Receiving Quantities (based on order UOM)
Guantity shipped ’7
Received quartity |
Remaining open quartity ’7 —
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4.  Approval Detail

Step 1:

Step 2:

Welnome Carl Castle

Home My Settings

Help

FAQ/O-Tips

Hide Logo

Access the Approval Detail from the Reconcile Screen.

Oentry OList Overtical OHorizontal [

[ Now | Save | prini | _RecehingRecord | Corrected ine | Natos | Aftach | Approva Detail | _Marknoiced | _lerkPa_| Udaie POSiatus |
Receipt Reconciliation

Identification
Receiving number
Received date
Purchase order number

Cost center

Supplier company
Unknowwn supplier

Inwoice date

Supplier invaice number
Paymert raferancs number
Tracking number

Bill of lading #

PRO humber

Purchase type

Received by person

Releass to department

Picked up by recsiver date

Direct total amourt

Storeroom total amourt

Storeroomidivect grand total
Totals

Total line amount

[

0000000000004 %

f1/15/2004
000000000000322

[
[Hatel Food Service ¢ B3
111552004

1234567589

[vzBa07Tr

|PPe0Es

|ProDS0G7TERE

|M\ke urpabey

o
Fooms
finseona1sos
[ s
[ ssase
[ e

5,947 16

Receiving status

Buyer

Subject

PO Status
Upctate PO status to

Payment method

Carl Castle

candy Oroer

The Approval Detail Popup lists PO Header Summary information at the top and a list of all the
approvers, their title, Dept, PO Status, Date and Approval amount in the Grid at the bottom. There
will be 1 line for every Approval Event associated with this PO.

Current Date/ Time:
PO number:

Submit for Approval:
PO Header Dept:
Orig PO Amount:
Supplier name:

PO Or
PO Originator Dept:

nator Hame:

1211/2004 11:57:04
000000000000322

: 11012/2004 O7:06:02
Rooms
73,591 .50

Hiotel Food Service Supplies

Carl Castle
Rooms

Approver Name |Approver Title Approver Dept Status Approve Date
Cincdy Capron Purchaszing Agert | Telephone Approved 111202004 07:08:03 | §73,591 50
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1. Adding a New Supplier

Step 1:

Step 2:

Step 3:

Step 4:

Step 5:

Click on the “Home” link on the Logo Panel

Click on the “Create non-catalog items” button.

Catalogs

Create non-catalog items

Click on the “Select Supplier” button.

Select Supplier

Type the name of the supplier you need to add under the “Supplier Search” box.

| Supplier Search - Microsoft Internet Explorer

Supplier Search

Since the supplier doesn’t exist in Birch Street, you will see “No Supplier Found.” Click on the
“Add New Supplier” button.

| Supplier Search - Microsoft Internet Explorer

Supplier Search

| ool

No Supplier Found
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1. Adding a New Supplier

13313

Step 6: Enter the supplier’s fax number, without dashes
button.

or parentheses “()”, and click on the “Search”

Note: The fax number you enter here is the number where Birch Street POs will be faxed.

22 Add Supplier On Fly - Microsoft Internet Explorer,

Country | UNITED STATES + |Fax Number|185551212] | search |
Enter a ten digit number far LUSA & Canada only.

Step 7: Select the Transmission Method in which you wish to have the orders sent to the supplier. If you
select Email for the transmission method the email address will become a required field. Enter the
supplier’s contact information.

<3 https:/iwww05.birchstreetsystems.com - Add Supplier On Fly - Microsoft Internet

Country | UMITED STATES v |Fax Numl]-er| |m
Enter a ten digit number for USA & Canada only.

Ho Supplier Found Enter the following values to add a new supplier
Fax number {E38) 441212

Transmission method I

Supplier name [+ ]

Contact name

Title

Sahutation

Phone IO

Email

Address line 1 0

Address line 2

Address line 3
Zip [} ]
city I

state O

Country UMITED STATES

[“Save | Cancel

Step 8: Click on the “Save” button.
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2.

Edit a Supplier on the Fly (S-O-T-F)

A user can create a supplier in Birch Street and maintain that supplier’s information.

Step 1:

Step 2:

Step 3:

Step 4:

Click on the Hide Menu button

on the Logo Panel.

From the Main Menu click on Procurement > Supplier On The Fly

Wielcome Deshia D Goldman

Main Menur

My Menu
E Procurement
Approvials

Receiving

Reconciliation

Supplier On The Fly

Sy=sco Punchout Profile
Reports

In the search text box in the Navigation panel on the left type in the supplier’s fax number. Click

on “GO”

416- Hiltan Hotels ©

Aovanced Search

Search Column; | Fax number %
Search Text: |?08225981?
Page 1 of 1 /Rows 1-1 of 1 found

Fax number
FOS2260817

Select the fax number in the navigation list. The supplier’s record will load on the right side of the

screen.

Advanced Search
Search Column: | Fax number v F
Search Text:  |[T0S2269317 GO
Page 1 of 1 /Roves 1-1 of 1 found

Fax number
TOE2269817

[ Savo | Doloto | print |
Supplier on the fly

Fax number
Supplier name
Attention

Job title
Salutation

Phone

Email

Address line 1
Address line 2
Address line 3
Couritry

Zip

City

State

|7052269517

|Suriace Shiglds, Inc

|Sales Rep
|
—

Fax or email PO to supplier I| Select Entry &

|c7oe 226-9810

[

[10457 . 1 E3rdd Place

[

[

UNITED STATES v
60467 [0

|Or|and Park

I Q
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2.  Edit a Supplier on the Fly (S-O-T-F)

Step 5: In this screen you can make any changes you wish. If you change the supplier’s fax number, the
system will create a new S-O-T-F record for the new fax number and delete the old record for the
old fax number. If you have items in an order guide attached to the supplier with the old fax
number the items will appear red in the order guide.

My Settings Help FAQ/O-Tips Hide Logo COentry OlList @ vertical O Horizontal
save | Delets | prin |
Fax number (7082269817
Suppliet name |Surface Shiglds, Inc
Attention |Sa|es Rep
Job title |
Saltation |
Fax or email PO ta supplier B| Select Ertry +
Phone  [708) 226-9510
Email |
Address line 1 |1 0457 . 163rd Place
Address line 2 |
Address line 3 |
Courtry | UMITED STATES R
o fposer 0
City  |Crland Park
State U Q

Step 6: Click “Save”. Then click the blue “Close” button on the Logo Panel.

Note: You can also delete a Supplier On The Fly (S-O-T-F) record from the screen by selecting the
record and clicking on the blue Delete action button.
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1.  Choosing the Report Filter Criteria

Each report will open with a screen like the one below which allows a user to select the specific fields which
will be displayed on the report, as well as the report filtering criteria to give them the desired data.

Caution: If you do not enter any filtering options, the report will contain data for every purchase order
that has been entered in Birch Street for every property that you have access to in the Company Data

drop-down.

Selecting Columns that will print on the Report

= To show only specific fields on the report, click on the Column checkbox next to the field name you
want to see.
= To select all the columns to show on the report, click on the toolbar button Check All.

For example in the Report Filter Criteria screen (shown below), the user has checked the Column checkboxes
next to each field they want to see printed on the report. The Inn code, Region, State/Province, PO Count, and
Grand total will be displayed.

Activity Summary Report |
[Run | Cancel | Reset | _CheckkAll_| Uncheck Al | _ Delete Fiter_| |

[] Save Fiter Selection As [

Open Exizting Filter Selection w | Filter Criteria | Al Criteria Met  »

Column Sort Direction g‘:;te’ Group Filter Type Filter Value 1 Filter Value 2

[ Subimit date Do not Fitter
Inn code
Region

|:| Brand

Do nat Fitter

Do nat Fitter

Do not Filker

[ Hatel mormt Do not Fiter

D Owvnership progr Do nat Fitter

|:| Buyer company Do not Fitter

LPLLLPLLA
LpLLpLLLA

State-Province Do not Fiter

PO count Do not Fiter

£ 18] L8] (1] [080] (o] (L] (L] (i) |

<RIREEREEEEE
EIEEEEEEEE
oooooooooboao

Grand total Do not Fitter
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1.

Choosing the Report Filter Criteria

To show specific data on a Report, you will want to choose filtering options. The Filter Type allows you to
make selections based upon the data you want to see.

In the example below, the user wants a report of all purchase orders for buyers in the state of California and
from the first day of the current month to the last day of the current month.

Activity Summary Report |
[Run | Cancel | Reset |_Check | _Unchock Al | Delete ifor_ |

[ sawve Fiter Selection &s |

Open Existing Fiter Selection * | Filtter Criteria | &l Criteria Met

Sort

Column Sort Direction - Group Filter Type Filter Value 1 Filter Value 2

Ord
[ Submit date v
Inn code
Region
|:| Brand
[ Hatel mamt

From/Through | |@MONTH_BEGIN |[E@MOMTH_END

Do nat Fitter

Do nat Fitter

Do nat Fitter

Do nat Fitter

|:| Crvvnership progr Do not Filter

|:| Buyer company Do not Filter

State-Province

LLLLLLLE
LLPLLLLLE

Ecqual v |CA

PO count
Grand total

Da not Fitter U

OOoooooooono

£ 101 8] €] || || 14| 4] [

Do not Fitter vl ]

By selecting the Filter Type = From/Through the Filter Value 1 (From) and the Filter Value 2 (Through) fields
become enabled. You can type in a range of dates such as Filter Value 1 = 07/01/2004 and Filter Value 2 =
07/31/2004 to get data for purchase orders submitted in the month of July 2004. You can also click on the
Calendar icon to choose the dates rather than typing them.

There are three Token values that can be used to represent dates:

1. @TODAY + N or — N (N = number of days)
2. @MONTH_BEGIN
3. @MONTH_END

Instead of selecting a specific date such as 07/01/2004, you can choose the @MONTH_BEGIN value. This is
especially useful if every month you want to run a report for the current month’s activity.

For example, today is June 30, 2004. You want a report for PO’s from 6/1/2004 to 6/30/2004:

1. Select the Filter Type = From/Through
2. Enter @MONTH_BEGIN in the Filter Value 1 field
3. Enter @MONTH_END in the Filter Value 2 field

For example, today is July 12, 2004. You want a report for PO’s from Monday, July 5, 2004 through Sunday,
July 11, 2004:

1. Select the Filter Type = From/Through
2. Enter @TODAY — 7 in the Filter Value 1 field
3. Enter @TODAY - 1 in the Filter Value 2 field
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2. Choosing the Report Sort Order and Grouping Criteria

To make viewing the data on the report easier to read, you will want to choose specific fields to sort by. You
can sort up to 5 columns but you do not need to sort at all if you don’t want to.

To sub-total the data within the report use the Group checkbox.

In the example below, the user wants to see the PO data sorted first by Region and then by Inn Code. They
have also chosen to Group by the Region. This will subtotal the PO’s by the various regions and sort the
regions in alphabetical order and then sort the Inn Codes in alphabetical order within the Regions.

1. Click on the Sort Direction drop down next to the Region Column and select Ascending (A to Z).
(Descending order =Z to A)

2. Click on the Sort Order drop down next to the Sort Direction and select 1st. (If you choose a Sort
Direction you must choose a Sort Order)

3. Click on the Sort Direction drop down next to the Inn Code Column and select Ascending.

4. Click on the Sort Order drop down next to the Sort Direction and select 2nd.

5. Click on the Group checkbox next to the Region Column to Sub-total the PO Count and Totals fields
for each separate Region.

Activity Summary Report |
[Run | Cancel | Roset |_CheckAl_|_UncheckAll_| _ Delcte Fiter_| |

[ save Fiter Selection &z |

Open Exizsting Fiter Selection | Filter Criteria | &1 Criteriz Met

Column Sort Direction g‘::er Group Filter Type Filter Value 1 Filter Value 2
O submit cate v w| [ |Fromhrough | |@MONTH_BEGIN A [@MONTH_END it
Inn code ascending v || 2nd v | [ Da nat Fitter w [ Q [ Q
Region Ascending (v | [1st v Da nat Fitter w [ Q [ Q
[] Brand v w| [] |DonotFiter ~ | Q] Q,
[ Hatel momt v ~ [ Do nat Fitter v [ Q [ Q
[ crvnership proor v ~ [ Do not Fitter w [ Q [ Q
[ Buver company - ~ [ Do nat Fitter v [ Q [ Q
State-Province " « [ Ecjuial L |ca Q [ Q
PO count " ~| O Do not Fitter v [
Grand total w | [ |DonotFiter v [
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3. Saving Report Filter Criteria

The Report Filter Criteria screen allows you to save your Filter Selections so that you can easily run a report
that you need each week or each month without having to enter the filter selections each time.
To save the filter selections:

1. Check the Save Filter Selection As checkbox.
2. Enter a name in the field available. In the example, California Region Monthly Report was entered.

3. Click the Run button on the toolbar.
Activity Summary Report |

| _Run_| Cancel [Reset | Checkall | Uncheckall | DeleteFiter |

Save Fiter Selection & |California Region Morthly Report

Open Existing Fiter Selection “ | Filter Criteria | Al Criteria Met
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4. Using a Saved Filter Selection

Step 1: Click on the Report from the Main Menu.
Step 2: Click on the Open Existing Filter Selection drop down list to see all your saved filters.
Step 3: Click the one you want to run. This will refresh the screen with your saved filter criteria
selections.
Activity Summary Report |

[ save Fiter Selection As |

Open Existing Fiter Selection Filter Criteriz | Al Criteria Met  »

California Region Monthly Report
Sort Wee"' Activity Summary ir Value 1 Filter Vialue 2

er

[ Submit date v v | [0 |DonetFiter vl E o s
[ nn code A « O Do nct Fitter A | Q | Q
|:| Region |:| Do niot Fitter | Q | Q
[ erand [ Do nct Fitter | Q | Q
[ Hetel mamt [0 | Do noct Fiter v ] Q| aQ,
[ ownership progr [0  |DonotFiter | [ON o}
|:| Buyer company |:| Do not Filter | Q | Q
[ state-Province [ Do nct Fitter | Q | Q
[ PO count [0 | Donot Fiter | |

[ @rand total v | [0 |DonotFiter v | |
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S.

Running a Report

You can run a report immediately by clicking the Run button on the toolbar or you can click on the Output
Selection tab to choose additional run options.

Output Selection Tab:

The Output selection tab allows you to select whether you want the report as an HMTL page or as an Excel
spreadsheet.

Click on the Output Selection tab to select the report format: HTML or Excel.

Click the Report delivery option drop down list to see the 3 options:

1.  Run Immediately.
2. Notify by email.
3. Attachment in email.

If you leave the report delivery option = Run Immediately, click the Run button to start the report processing.
You must keep your Browser open while the report is processing. If you have chosen the report format = Excel,
when the report has finished processing, a dialogue box will appear where you can choose to Open the report
now or save it to the disk and open it at any time.

If you choose report delivery options 2 or 3, click the Run button. You will get a message: Your report request
has been submitted. You will be notified via e-mail when it is complete. Click the OK button on the message
pop-up and then you can close the Browser as the report will run in a background process. Be sure you’re My
Settings record has your correct email address. A report notification email will be sent when the report has
finished processing.

The difference between Notify by email and Attachment in email is the Notify by email contains a link to the
report and you will receive a dialogue box just like the Run Immediately where you must choose to Open in

now or Save to disk.

The Attachment in email is the saved Excel spreadsheet that when you click on the attachment it opens in Excel

automatically.
Output Selection
“Fun | Cancel | _Schedule Task_] Remove Yesk

Report Output Option Excel

Report Deliver Option Fun Immediately W

‘Fun Immedistely

Taszk Schedule atify by e-mai
Attachmert in e-mail
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1.  Symbols (Icons) and Definitions

[

Active Radio Buttons = Entry L List L Vertical L Horizontal

Active Text “clickable” Links = First Previous Next Last New Refresh

Attachments (Paperclip) =

| O |
Calendar =

Check Box = 4

Ch d -
Dropdown Menu = | g passwor J
Expandable Field = ¥

" 0 ]
Magnifying Glass =
*

Non-Catalog Content =

=

Notes =

Product Image Available for View =

Required Field =

.ﬁ n g
I f
11

Flashlight =
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2. Glossary of Terms

Action Buttons

Active Text Link

‘Action’ buttons can be found behind each of the Front Page tabs. The below Action buttons are
specific to the Order Guide tab. Other tabs, Catalog, Cart, In Box and PO have their own
‘unique’ Action buttons.

Copytem | Dotete tem | upste | Ciearsitaty | Eatitom | import 06| 0 Tempirs

First Previous Next Last New Refresh

Text that is displayed with an underline typically indicates that it is an ‘Active Text Link’ and can
be selected by using your left mouse button.

Attachments U A Buyer can add an ‘Attachment’ to a Purchase Order. The attachment process works the
same way as attaching a file to an e-mail.
Attributes ‘Attributes’ are fields that contain information about the product. The Birch Street application

only displays a specific amount of product information during your initial product view.
Additional product ‘Attributes’ or information is available under the link, ‘More Product Info’.
Below are examples of product attributes.

Item # 610042-050

Product Name Bed Set, queen, 60"x80", Suite Dreams II

Supplier Sgrta, Inc.

Hilton Supply Management

Lead Time (Days) 15

UOM EA

Case Pack

Will Break Case 0

FOB Delivered

Dimension

Min Order Qty 1

Manufacturer Serta Mattress Co.

Mfg Part Number 610042-050

Brand Name Serta

Model

Size 60" x 80" x 20"

Portion Size

Commaodity

Quantity Break

Description Mattress & Box Spring Queen 2 pc set, 6 sets or more no freight charge
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2. Glossary of Terms

Bill To

Brand Name

Calendar

Cart (Shopping)

Catalogs

Categories

Check Box

Clear All
Quantities

Description

Dimension

Direct Supplier

The “Bill To’ tab is displayed when you select the ‘Edit” button on the PO list grid within the PO
tab. The ‘Bill To’ screen displays the hotel information in ‘grayed-out’ fields. The ‘Bill To’
information is also displayed on the PO. These fields are NOT editable by the Buyer or Supplier.

One of the available product attributes a Supplier can populate with relevant data. Heinz is an
example of a ‘Brand Name’.

B The ‘Calendar’ icon provides the Buyer with the ability to select a date (present and
future), which will be displayed in the PO Required Delivery Date field. Calendar icons are
available for all fields that require ‘date’ information. Additional short-cuts for creating ‘date’
information can be found under Q-Tips on the Summary Panel of the Front Page.

The ‘Cart’ provides summary information of the number of items (Lines) and the total dollar
value (Total) in the Cart. The Cart is accessible via the Front Page Tabs. Products may be added
to your ‘Cart’ from the ‘Catalog’ tab. You can create a PO from items placed in your Cart, and
you can also add ‘Cart’ items to an existing Order Guide.

The ‘Catalog Tab’ provides access to the following functionality:

e  Accessing Catalogs directly through the Category Structure

e Adding Non-Catalog Content to PO’s

e Displays the Results from any Catalog Searches initiated through the Search All Catalogs
functionality. ALL OF YOUR AVAILABLE SUPPLIERS AND THEIR PRODUCTS ARE
FOUND ON THE CATALOG TAB. MOST SUPPLIERS AND THEIR PRODUCTS CAN
BE FOUND IN A SINGLE CATALOG CALLED “HSM MASTER”.

All suppliers’ products are assigned to a ‘Category’ before they are loaded into Birch Street. The
same product may also be found under multiple categories. Hilton Supply Management manages
the category creation process at all times.

v
- A ‘Check Box’ is another form of an action button. Selecting or de-selecting a check box

will provide different results, depending on the check box’s placement within the application or
screens. Check boxes are used throughout the application as a means to reduce the amount
instructions required, which helps make the software easier to use.

‘Clear All Quantities’ is an Action button on the Order Guide tab, that when selected will change
or ‘clear’ all of the existing order ‘Quantities’. This feature is used to create a new order or PO.

One of the available attributes a Supplier is required to populate with relevant data about their
product. The ‘Description’ field is different than the ‘Product Name’ field. The ‘Description’
field can contain up to 3,000 characters of text. Suppliers use this long description field to provide
additional information about their product.

One of the available product attributes a Supplier can populate with relevant data

Opposite of a Proxy Supplier. A ‘Direct Supplier’ sells products directly to a hotel. The
submitted PO goes direct to the Supplier.
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2. Glossary of Terms

All -
Drop Down Menu | J A Drop-Down Menu contains additional options for that field. Drop-

Edit

FAQ/Q-Tips

Fax Enabled

Flashlight

FOB

Front Page Tabs

Help

Hide Logo

down menus are used throughout the application.

Within the application, ‘Edit’ is always an ‘Action’ button. Selecting ‘Edit’ opens hidden
screens, which allows a Buyer to access additional information that can be changed or edited.

This link displays ‘Frequently Asked Questions’ and ‘Quick-Tips’. ALL BUYERS ARE
STRONGLY ENCOURAGED TO PERIODICALLY REVIEW THIS INFORMATION, AS IT IS
UPDATED ON A CONTINUOUS BASIS. FAQ’s and Q-TIPS are located on the Summary
Panel on the Front Page.

‘Fax Enabled’ is a classification given to a Supplier who elects to receive ALL electronic
Purchase Orders created by Buyers via Birch Street’s fax server. The Supplier maintains an
electronic Birch Street account solely for the purpose of managing catalog content.

E The ‘Flashlight’ icon denotes when there is additional information available. Clicking on
the Flashlight icon will launch a separate screen.

‘FOB’ is an acronym, which stands for ‘Free on Board’. FOB information is controlled by the

Supplier, and indicated where freight costs are incurred by the hotel. Examples are as follows:

e FOB: Manufacturer’s Facility - Hotels are responsible for any freight costs once the product
leaves the Manufacturer’s Facility.

e FOB: Distribution Center - Hotels are responsible for any freight costs once the product
leaves the Distribution center. The Manufacturer has paid the freight cost between their
Facility and the Distribution Center. The hotel may be responsible for any freight cost
between the Distribution Center and the hotel.

e FOB: Delivered - The Manufacturer or Distributor has paid the freight cost to ship the
product to the hotel. The hotel is not responsible for any freight cost.

The ‘Front Page Tabs’ provide for convenient navigation between the major System components.
The Front Page Tabs are as follows:

e Catalogs

e Order Guides

e Cart (Shopping cart)

e PO (Purchase Orders)

e InBox

e Approvals

The ‘Help’ link displays application Help resources. ALL BUYERS ARE STRONGLY
ENCOURAGED TO PERIODICALLY REVIEW THIS INFORMATION, AS IT IS UPDATED
ON A CONTINUOUS BASIS. The ‘Help’ link is located on the Summary Panel on the Front
Page.

Clicking on this link hides the ‘Logo’ section of the Logo Panel. Re-clicking this link will
display the Logo Panel. Hiding the Logo panel will create additional screen space to display other
information.
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2. Glossary of Terms

Hide Menu

Hide Summary

History

Home

Images

In Box

Item Number

Lead Time (Days)

Checking this box hides the ‘Main Menu’. Un-checking it displays the Main Menu. Hiding the
Main Menu will create additional screen space to display other information.

Checking this box hides the ‘Summary/Search’ panel. Un-checking the box displays the
Summary/Search Panel. Checking the Hide Summary panel will create additional screen space to
display other information.

‘History’ is an ‘Action’ button which contains a date and time stamp for all activity since the PO
was created. The ‘History’ button displays who accessed the PO, when the PO was changed and
any status changes that have been made (New — Submitted — Viewed — Accepted —

Approval Pending — Approved — Approved with Changes).

The ‘Home’ link refreshes the Front Page Tabs and takes the Buyer to their
Catalog tab. You may select Home link at anytime within the application, which will always take
you back to the Catalog tab.

The computer monitor icon, within the Item Number column, is used to denote products
that have an ‘Image’ available for view. The icon is displayed when product search results are
returned on the Catalog tab and is also displayed next to products within Order Guides.

This summary information provides the number of new messages (NOT new PO’s) and total
message count in the Birch Street ‘In Box’. The In Box is accessible via the Front Page tabs. The
In Box tab maintains a list of all system generated notifications delivered to Buyers and Suppliers.
The Buyer will receive notifications within their In Box only if the Message Delivery setting on
the My Settings Screen includes delivery to the “Birch Street In Box only” or “Birch St Msg
inbox and e-mail”.

One of the available product attributes a Supplier is required to populate with relevant data. The
‘Item Number’ is the product number the Supplier uses to reference their product number to the
general public.

‘Lead Time’ is one of the available product attributes a Supplier is required to populate with
relevant data. The Supplier controls the Lead-Time data for each product they sell. A Buyer may
create a PO with a Required Delivery Date Lead Time that is SHORTER THAN THE
PRODUCT LEAD TIME indicates, but will be prompted with an alert message accordingly.
Creating a PO with a Required Delivery Date that is shorter than the product’s Lead Time does
NOT prevent the Buyer from completing the PO and submitting the PO to the Supplier. Please
note that the Supplier may elect to reject your PO if they are unable to deliver the product in time
to meet the Hotel’s Required Delivery Date deadline.

Line Items The term ‘Line Items’ is used to describe each product row on a Purchase Order or Order Guide.
Logo Panel The ‘Logo Panel’ provides access to program maintenance, configuration and Help functionality.
Display items and links available from the Logo panel are as follows:
e Hide Menu v Box e My Settings
e Hide Summary v' Box e Help
e Hide Logo e FAQ/Q-Tips
e Home e Logout
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Logout The ‘Logout’ link logs the Buyer out of the application and returns the Buyer to the www.hsm-
online.com Home Page. DO NOT CLICK ON THE RED ‘X’ IN THE UPPER RIGHT SCREEN
CORNER TO EXIT THE BIRCH STREET APPLICATION. ALWAYS USE THE LOGOUT
LINK WHEN YOU ARE READY TO EXIT THE SYSTEM.

o & o o
Magnifying Glass ™  The ‘Magnifying Glass’ icon is used to denote when you are able to LOOK-UP
information. Clicking on the icon will launch a new screen with additional data to select.

Main Menu Accessing the ‘Main Menu’ is achieved by un-checking the Hide Menu checkbox on the Logo
Panel. The Main Menu’ is used to navigate and access additional features that are not typically
required to manage the purchasing cycle. You will need to access the Main Menu to create your
Sysco Punchout Profile account and edit Supplier-On-The-Fly (S-O-T-F) records.

Manufacturer One of the available product attributes a Supplier can populate with relevant data. A Distributor
may elect to provide the ‘Manufacturer’s Name’ for that product.

Mfg Part Number  One of the available product attributes a Supplier can populate with relevant data. The ‘Mfg Part
Number’ may often be different from a Distributor’s Item Number. The Mfg Part # represents the
Manufacturer’s number for the product. The Item # may represent the Distributor’s product
number for the same item.

Min. Qty. One of the available product attributes a Supplier is required to populate with relevant data. The
‘Minimum Quantity’ data is controlled by the Supplier and indicates the minimum order quantity
required to purchase the product. A Buyer may elect to purchase LESS THAN THE MINIMUM
QTY., but will be prompted with an alert message accordingly. Creating a PO with a quantity less
than the minimum order quantity does NOT prevent the Buyer from completing the PO and
submitting the PO to the Supplier. Please note that the Supplier may elect to reject your PO if they
are unable to ship less than the minimum quantity displayed.

Model One of the available product attributes a Supplier can populate with relevant data.

More Product Info “‘More Product Info’ is an active text link that, when clicked, will launch a separate screen to
display additional product attributes (see Attributes for a list of fields contained within the More
Product Info link.)

My Settings This link displays the ‘My Settings’ screen for adjustment of personal contact information and
your individual application settings.

Non-Catalog Item * This symbol is displayed on the Print/View screen for both Purchase Orders and Order Guides
when a line item is created from ‘Non-Catalog’ content.

National Supplier  The classification for any Supplier who has a ‘National’ contract with Hilton Hotels Corporation
and has the ability to service multiple geographic markets.
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Notes I".-ﬂ"' The ‘Notes’ icon indicates to both Buyers and Suppliers that the PO contains Note(s).
There is also a ‘Notes’ Action button that can be selected when creating a PO. Selecting the Notes
button allows a Buyer to create a note, which is visible to the Supplier. Additionally, every
Supplier has the ability to add a “Note’ to the submitted PO if the Supplier elects to reject the
order. Notes created by a Supplier are visible to the Buyer once the PO has been rejected.

Notifications ‘Notifications’ are received and stored in the Buyer’s or Supplier’s Birch Street In Box only. A
Buyer or Supplier can configure their personal Birch Street account to receive notifications when:
A PO Has Been Accepted
A PO Has Been Rejected
A PO Has Been Approved
A PO Has Been Received
Notify Submitter On Disapproval
Use the My Settings screen to manage your Notification options.

Order Guides The ‘Order Guide’ tab allows for the creation, maintenance and use of Order Guides, which
(O/G) contain catalog content for those products purchased on a repetitive basis. Buyers can also Sort,
Add Par Values and a select other functions driven by Action buttons within the Order Guide tab.

Ord Qty The ‘Ord Qty’ field is displayed on all product views (Catalog, Cart and Order Guides). This is
the field the Buyer enters the desired order quantity.

Pack/Size One of the available product attributes a Supplier is required to populate with relevant data.
24/120z. is an example of ‘Pack/Size’.

v
Par Values - Par Values - A Buyer can elect to add a Minimum (Min) and/or Maximum (Max)’Par

Value’ for each item contained in their Order Guides. When a Buyer checks the ‘Par Values’
check box, the system launches 2 new columns within the Order Guide grid (Min Qty) and (Max
Qty). The Buyer can then populate the fields with the desired Par quantities. Upon completion,
the Buyer must click on the ‘Update’ button to save their Par values.

Portion Size One of the available product attributes a Supplier can populate with relevant data.

PO Date The ‘PO Date’ is the date that the PO was created and is displayed on the PO Print/View screen
accordingly. The PO Date is NOT the PO Required Delivery Date.

PO Header The ‘PO Header’ is the term used to describe the PO fields that contain the following
information:

PO Subject

Required Delivery Date

Note to Supplier

Tax

Freight

...More

The PO Header screen is launched when a Buyer selects the Create PO Action button.
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PO Status

New
Submitted
Viewed
Accepted
Fax/E-mail

Accepted

Fax/E-mail
Failed

Rejected

PO Tab

Print/View
(PO Tab)

Print/View (OG)

Product Name

Proxy Supplier

Punch-out Catalog

The ‘PO Status’ indicates where the PO is within the transaction cycle.
A few ‘Status’ examples are as follows:

PO has NOT been submitted to the Supplier.
PO has been submitted but NOT Viewed OR Accepted by he Supplier.

Supplier has received and opened or viewed the PO only. The Supplier has NOT accepted the
PO.

The Supplier has agreed to the terms of the PO and HAS accepted the order.
The PO was sent to the Supplier via the Birch Street fax server. All Supplier-On-The-Fly

(S-O-T-F) PO’s and PO’s to Fax Enabled Suppliers are considered AUTOMATICALLY
ACCEPTED once the fax is transmitted successfully.

The fax number provided on PO Header was either invalid or the Supplier’s fax machine may
have been out of order. The PO was NOT transmitted to the Supplier and has NOT been
automatically accepted.

The Supplier has declined the order and has rejected the PO with a Note which explains the reason
for the rejection.

IMPORTANT - ONLY PO’S THAT HAVE BEEN EITHER ‘ACCEPTED’ OR ‘FAX/E-
MAIL ACCEPTED’ ARE CONSIDERED VALID TRANSACTIONS AND WILL BE
SHIPPED BY THE SUPPLIER.

The ‘PO Tab’ lists every PO created. A variety of options can be initiated against PO’s from this
tab (Submit to Supplier, Update PO Header Information, View PO History...more).

Print/View (PO tab) - The “Print/View” Action button is located within the PO tab. Buyers and
Suppliers can click the Print/View button anytime they wish to review or print a Purchase Order,
regardless of the PO status (New, Submitted, View, Accepted or Rejected).

Print/View (Order Guide tab) — The “Print/View” Action button is also located within the
Order Guide tab and performs differently than the PO Print/View process. When a Buyer selects
an existing Order Guide and clicks on the Print/View button, the system creates a copy of the
Order Guide in Microsoft Excel. The Excel Order Guide can then be “saved” to the Buyer’s
computer.

The ‘Product Name’ is the short description for the product and is displayed on all product
information screens (Catalog, Order Guide, PO’s...more)

A ‘Proxy Supplier’ is a Supplier that does not sell directly to hotels. Hilton Supply Management
(HSM) takes “Title” to the transaction when you create a Purchase Order for the Proxy Supplier.
The Birch Street system will automatically transfer the PO to HSM.

2SYSCO.
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Punch-out Supplier The term ‘Punch-out Supplier’ applies to a select group of Suppliers that have a HSM approved
direct link between Birch Street and their Internet site.

Quantity Break A Supplier may elect to offer volume discounts, based on the quantity purchased. The ‘Quantity
Break’ field can be viewed under the ‘More Product Info’ link. The quantity ‘brackets’ are
displayed as numbers within this field and are also displayed on the initial product view.
Although the discounted price is not visible in the ‘Quantity Break’ field, when products are
tagged or selected to create a PO, the cost is recalculated, based on the quantity ordered for that
product when the PO has been created.

Red Text Product  Product Names displayed in Red text in existing Order Guides indicate that the Supplier has
discontinued selling the item(s). The discontinued item(s) can NOT be selected to create a future
PO. The discontinued products will remain in the Order Guide until the Buyer deletes them.

Refresh Refresh - Use the ‘Refresh’ link to update various screens.

Regional Supplier A ‘Regional Supplier’ is managed by a HSM Regional Office and only provides product or
services for a specific geographic market.

Required Delivery  The Date that the hotel requires delivery. The ‘Required Delivery Date’ is entered on the PO
Date Header, which is displayed after the Buyer selects Create PO.

Required Field IO The ‘Required Field’ icon indicates that data must be entered before a Buyer can go to the
next step or screen.

Save The ‘Save’ function is different from the ‘Update’ function. The ‘Save’ button saves your work
within your screen. When you select ‘Update’ the Birch Street system (database) receives the
updated information and the Buyer’s screen(s) change accordingly. The ‘Save’ button ONLY
saves your work within your screen.

Search The ‘Search’ panel provides high level summary information from the application as well as
catalog search functionality. The search panel provides different information depending on the
Tab the users is in at the time:
e Catalog Tab — Search options for Products, Categories and Suppliers.
e  Order Guide Tab — Search options for Order Guides and Product information.
e  Cart Tab — Search options for Products placed in the Shopping Cart.
e PO Tab — Search options for New PO’s, Submitted PO’s, Accepted PO’s, PO Number, PO
Subject...more.
e In Box Tab - Search options for Messages and Notifications.

Search (Catalogs)  Search (All Catalogs) functionality provides catalog searches based upon 5 criteria:
e Product - Searches allow the user to search by any descriptive criteria including product
number and Mfg. product number.
e Category - Searches allow the user to search by product category name.
e All Suppliers - Searches allow the user to search by Supplier Name.
e My Suppliers
e My Recent Suppliers
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Ship To

Show Field Help

Sort

Spot Buy

Select

Subject

Supplier-On
-The -Fly
(S-O-T-F)

Symbols (Icons)

Tutorials

Up

UoM

Update

Will Break Case

The ‘Ship To’ tab is displayed when you select the ‘Edit button on the PO list grid within the PO
tab. The “Ship To’ screen displays the hotel information in “grayed-out’ fields. The ‘Ship To’
information is also displayed on the PO. These fields are NOT editable by the Buyer or Supplier.

Many fields within the application have a hidden ‘Help’ feature. Place your mouse within a field
and ‘right click’ to display the ‘Show Field Help’. The Field Help provides a brief explanation of
the field.

u Sort — The “Sort’ check box is available within all Order Guides and is used to rearrange the
sequence of product rows. Selecting the ‘Sort” check box will launch a ‘Sort” column on the left
edge of the Order Guide screen. A Buyer then enters a numeric value in each row, based on the
sequence desired and then clicks ‘Update’. The Order Guide will be ‘resorted’ accordingly.

The term ‘Spot Buy’ denotes when a PO is created from non-catalog content. The Supplier
selected HAS been adopted in the Hilton Private Marketplace.

‘Select’ is always an Action button and is used to pick information within a list of options.

‘Subject’ is a field available on the PO Header, which a Buyer can type any combination of
characters to give the PO a ‘Subject’. The ‘Subject’ field is displayed on the Buyer and Supplier
copy of the PO.

The term ‘Supplier-On-The-Fly’ denotes when a new Supplier account is created by the

buyer. The (S-O-T-F) Supplier has NOT been adopted into the Private Marketplace. All PO’s
created for the S-O-T-F Supplier will contain non-catalog content and the orders will be sent to the
Supplier via the Birch Street fax server.

See Symbols (Icons) and Definitions

Buyer and Supplier ‘Tutorials’ are available on the hsm-online.com Home page. The Tutorials
are self-paced on-line learning tools, which provide the ‘student’ with an overview of each core
component or process of the software. ALL BUYERS ARE STRONGLY ENCOURAGED TO
REVIEW THIS INFORMATION.

The ‘Up’ Action button is displayed when searching by Category on the Catalog tab. Selecting
‘Up’ will take the Buyer back “Up’ one level within the category hierarchal structure.

Unit of Measure (UOM) is one of the available attributes a supplier is required to populate with
relevant data. Examples of UOM are: Case, Box, Each, etc. Many Suppliers sell their products by
multiple UOM’s.

The ‘Update’ function is different from the ‘Save’ function. When you select ‘Update’ the Birch
Street system (database) receives the updated information and the Buyer’s screen(s) change
accordingly. The ‘Save’ button only saves your work within your screen.

One of the available product attributes a supplier can populate with relevant data. The ‘Will
Break Case’ is a field within the ‘More Product Info’ screen. When populated with ‘Yes’, it
indicates that a supplier is willing to sell the item in fraction quantities. A Buyer may enter (.5) in
the Ord Qty field to indicate a half case.
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