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You can find your documents (Purchase Orders, Invoices...) by taking different routes, depending on the document age, type, and on your own
preference.

You can access some documents directly from the tiles on your homepage. You can customize the widgets according to your preferences.

Ve GUY. o Documents Ribbon

v The ribbon on the top allows you to get directly to a list of the selected type of
documents.

+ Under Orders, you find Coniracts, Purchase Orders and Order Inquiries.
+ Under Fulfillment, you find Order Confirmations, Service Sheets, Time
el pioeniilll awees . Comparyprofie Drvhload g Sheets, Ship Notices and Good Receipts.

€35 7 £0 .y —— P + Under Invoices, you find your sent and archived Invoices

i "8 + Under Payments, you find Early Payments, Scheduled Payments and
: Remittances.

My widgets ¥

The availability of these documents depends on the scope applicable to your
customer(s).
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Overview Widget Customization

You can filter by customer, customize and rearrange the tiles appearing on your

You can access your latest Purchase Orders and Invoices from the respective tiles.
homepage.



Workbench

The workbench is your main dashboard, allowing you to focus on what requires action. It is fully customizable.

< o3e
Table Settings

Use Export to Excel to export the table onto a spreadsheet.
You can also customize the table. Using drag & drop, you decide the information to
be displayed in the table, and their order.
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Customization

You can edit your Workbench by customizing and/or adding tiles.
You can use the same tile multiple times with different filters.

(o)
Filters

You can select specific customers, and defing and apply filters.
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Actions

Amount Invoiced Actions
Click on the "._.." sign to display the available options for a given document.

The options will vary based on the document type and on the transacting rules set
up by your customer.
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