The Supplier Portal

The Supplier Portal is a Cloud-based portal solution with self-service capabilities
and point and click interface, creating fluent process flows and communication
between buying organizations and their suppliers.

Buying organization users can submit POs, send specific PO communication, submit

change requests, receive advanced shipping notices and invoices.

Supplier users can confirm, reject, dispute, ship and invoice purchase orders for their

Vroozi clients. Includes a repository for POs and invoices.

Users should also see the Supplier's Guide to the Supplier Portal for more specific

details on workflows within the Portal
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The Supplier’s Portal Homepage
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1. Navigation Panel - Navigation categories allow users to quickly access
documents by type. Profile may be updated via downward arrow next to
username.

2. Universal Search Bar - Once selected, portal users can search across all
transactional documents entering their own key words or select by preset
search categories including but not limited to, ‘Buyer, Shipping Carrier and
Created Date'. If a preset search category is selected, further search criteria

tailored to that field will populate.

3. Document Count - Organized by category (Pending Invoices, Payments &
Returns) a count of documents that have come in over the trailing 24 hours.

Click the document card to view.

4. Tasks - Easy access to view or take action on all incoming documents (RFQ’s,
PO'’s, Invoices).

5. Activity - Allows a user to see the latest activity (status changes, notes and
messages) on all open RFQ/PO/Invoice.
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$200,000.00

6. Sales Trends - View trends by a specific time frame.

Supplier Portal Configuration

Customize the look and feel of your Supplier Portal through the creation of your own
vanity URL, branding, customized Terms & Conditions and specific supplier
requirements and communication.

From the Master Administrator navigation panel select Supplier Supplier Portal
Portal » Settings.

BrANDING & LoGo

1. Customize your login page URL.
2. Select the ‘Image Settings’ for your supplier invitation
e Login Page - background image
> Optimal resolution 300x250 (Format supported jpg, png, jreg)
e Favicon - image displayed on browser tab
> Optimal resolution 225x225 (Format supported jpg, png, jpeg)
e Company Logo

> Optimal resolution 1920x1064 (Format supported jpg, png, jpreg)
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Supplier Portal Settings

URL Settings

Customize your Supplier Portal URL

Login Page URL Pattern

supplier hitps://devqas-go.vroozi, g ppl
Image Settings
Customize the look & feel of your Supplier Portal
Login Page Favicon
N

v £ LCOME Y

Company Logo

Finished result:

Welcome! To complete your registration with the Vroozi,
Inc. Supplier Portal, please fill out the details below

Usemame
nichole.whitaker+supplier2@vroozi.com

First Name* Last Name*

Fred Higgins

Seta Password"

Confirm Password*

By proceeding, | agree to the

COMPLETE REGISTRATION

Have a question? We're hers to help.
1(888) $12-8005 | support@vooz.com

Hours of Operation: Monday - Fidey, 6:00 AM - 500 PM
(GMIT -8:00) Pacific Time (US & Canads)

SuPPLIER INVITATION MESSAGE

Customize your supplier invitation by editing or removing the provided
template.

Supplier Invitation Configuration

Invitation Type * Email Subject *
Supplier User Invitation Email

Join us on the Vroozi, Inc. Supplier Portal
Email Message
@ @ & « T-||- N &M E Q] B S
B/l S L

L = 99 || Syles - || Nomal - || 9

|pear xxx,

1 would like to invite you o join our Vroozi Supplier Porta, in order to be able to quickly invoice POs, and track their status in real time. To join, please click the button below and complete the registration process.

This message contains important information about your new AB Bev portal account.
You have been enabled to access your company’s AB Bav aceount with the foliowing usermame:

Usamame: ;oo@xoox.com

body p em
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Sample email invitation:

“Dear Supplier User,

[ would ke to invite you to join our Vrooz! Supplier Portal, in order to be able to quickly Invoice POs,
and track their status in real time. To jein, please click the button below and complete the
registration process.

This message contains important information about your new vroozl portal account. You have
been enabled to access your company’s account with the following username:

Usey

name: supplier+demo@vroozi.com

important: Your username is part af your login Informatian to your Vroozl user account and should
be kept confidential.

Please click on the following link to set your password and complete some of your baslc company
Iinfarmation. Once logged into the system, you will be asked to complete your company profile.

If you have any guestions contact you may contact me below or you can also centact our helpdesk
at the number below.

SeT GLoBAL ‘SupPLIER PORTAL RULES'

Select supplier coommunication requirements. Toggling on requires the

supplier team member to provide a reason before

rejection or dispute can be sent.

Supplier Registration Screen Content update

Set logo background color

Supplier Portal Rules

Require reason for PO Rejection

Require reason for PO Dispute

Click the eye icon to preview logo changes & supplier contact updates

Supplier Registration Screen Content
Color Scheme Settings

Logo Container Color

- #102c48

Preview screen:
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Welcome! To complete your registration with the Vroozi,

Inc. Supplier Portal, please fill out the details below

Username*

First Name* Last Name*

Seta Password*

Confirm Password*

By proceeding, | agree to the

CCOMPLETE REGISTRATION

1. Create or update Terms & Conditions

2. Supplier Contact (optional)

e Include your internal support contact information. This will appear on
the invitation login page. This information will not replace the Vroozi
Support team information that appears at the bottom of the Supplier
Portal screen.

Welcome! To complete your registration with the Vrooz,
Inc. Supplier Portal, please fil out the details below

By proceeding, | agree to the

COMPLETE REGISTRATION
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Invite a Supplier to the Portal

FroM THE PoRTAL CONFIGURATIONS

1. Navigate to the Supplier Users view within Supplier Portal » Users.

2. Select ‘Invite a new user’

Supplier Portal

3. Select the supplier

Settings

Supplier

TC7878787 - MSC Direct
11450 Markon Dr GARDEN GROVE, California 1

12345 - VANDELAY INDUSTRIES
6659 Calvin Court A34343 Riverside, California 1

804134466 - Blue Fountain Media
102 Madison Ave, Second Floor New York, NY, 10016 New York City, NY 1

451290250 - Cooperkatz
205 Lexington Avenue, 5th floor New York, NY 10016 New York City, NY 1

587901963 - Creative 7 Designs, Inc
301 9th St #208, Redlands, CA 92374, United States Redlands, CA 1

977605731 -
Cushman & Wakefield

4. Complete all details & select the user role (defined below)

5. Customize the Invitation email and select ‘Send Invite(s)’

Invitation Message
EERE (= = m|[@m = o]

[ Seurce

B I 5 |L| s = HE | 99 || Styles -| Fomat .|| 9

company information. Once logged into the system, you will be asked to complete your
company profile.

If you have any questions contact you may contact me below or you can also contact our
helpdesk at the number below.

XXXXX

6. Supplier user's record will now be listed in the Supplier Tab of their supplier
record and under Supplier Portal » Users.

e Once asupplier user is invited, their user record is not editable. If edits
are required, you must remove the user and create a new account.
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Supplier Users

Email First Name Last Login Created Date  Status Actions

nichole. whitaker+supplier@vreozi.com Admin 07/09/2019  12/04/2018  Active i

First Name Last Name Roles Supplier Email

Admin Administrator Administrator, Content  Office Supply Inc nichole.whitaker+suppli
Manager, Order er@vroozi.com
Processor

Address City State Zip Country

N/A N/A N/A N7A N/A

Phone Fax Created Date Last Login Status

N/A N/A 12/04/2018 07/09/2019 Active

FroM THE SupPPLIER RECORD

Supplier Portal user creation and invitations can also be managed from the
Supplier’s existing record in Master Data.

Edit Supplier

SUPPLIER PORTAL

Allow Access to Supplier Portal Allow Suppliers to Invite Additional Users

e
o
 On {

Send Invite to

Invitation Subject

Join us on the Vroozi, Inc. Supplier Portal

Invitation Message

B E@ A A2 ™ mE

B I 5 L| ¢ HE | 99 || Styles - || Format

Dear XXX ,

| would like to invite you to join our Vroozi Supplier Portal, in order to be able to quickly invoice POs, and track their
status in real time. To join, please click the button below and complete the registration process.

This message contains important information about your new AB Bev portal account.
You have been enabled to access your company's AB Bav account with the foliowing username:

Username: xxx@xxx.com

Click ‘Send Invite to’ and enter the user's contact information. Select the Role.
(Shown on next page)

‘SuppLIER User’ RoOLEs

Assign a specific role to each ‘Supplier User’

Administrator: The Administrator can create users, edit the company profile, add
comments to and create all transactional documents.
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VROLZi

SPENDTECH®

Order Processor: The Order Processor can reject and confirm POs, create invoices
and ASNs and add comments to transactional
documents.

Content Manager: The Content Manager Role
now allows the supplier user to manage their
Vroozi Catalog content with a single sign on
via the Portal. Content Managers can create
and update catalogs on the buying
organization’s behalf. Buying organization
approval will still be required before changes
go live.

e The Content Manager Portal Navigation
Panel will include a link to Vroozi
Catalog opening an additional window
or tab.

Note: At Portal Go-Live Vroozi does not recommend using the Content Manager
role

Adding a Content Manager

Note: There are 2 steps required to set up the Content Manager role. The Supplier
contact must be created as a Supplier Portal user in Vroozi Purchase and as a
supplier user within the Supplier's record in Vroozi Catalog.

Steps:
1. In Vroozi Purchase via Supplier Portal User creation.

EEEEEE

vvvvvvvvvvvvv

2. In Vroozi Catalog via the Supplier's record

SUPPLIER USERS

3 ADD USER
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User Management

Supplier Portal

Settings

All Portal Users

Here you can manage access and permissions for ALL Portal
Users across ALL Supplier Organizations. You can activate, deactivate and invite your
supplier users from the ‘Supplier Users’ table.

Supplier User Table

Supplier Users

Admin o user hira.qamar+adminuser@vroozi.com Supplier 0145 09/10/2018 09/10/2018 Active 1TY
admin sup hira.qamar Supplier 0145 09/10/2018 09/10/2018 Active [
user sup hira.qamar- Supplier 0145 09/11/2018 09/10/2018 Active 1\7
- -~ b

1. Search invitees

2. View invite details of existing invites

3. Remove a user

4. Activate, deactivate a selected user or ‘Invite a New User’

Manage Users from Individual Supplier

Within the ‘Supplier Portal tab of each supplier’'s record, any existing portal users for
that supplier are listed. Here they can be deleted, deactivated or activated.
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Supplier Users

Email First Name Last Login Created Date  Status Actions
nichole.whitaker+supplier3@vroozi.co.. Bill N/A 04/21/2020  Invited (]
nichole.whitaker+supplier2@vroozi.co.. Fred N/A 07/09/2019 Active @[
nichole.whitaker+officesupply@vroozi... Mark 11/05/2018 11/05/2018  Active
nichole.whitaker+supplieradmin@vroo... Nichole 12/02/2019 12/31/2018  Active

rachel.griffiths+sp@vroozi.com Rachel N/A 03/31/2020  Invited
nichole.whitaker+supplier@vroozi.com Supplier 04/22/2020 12/04/2018  Active

Supplier's Portal Configuration

SupPLIER’s BusINEss, CONTRACT AND INSURANCE INFO

The Purchasing organizations Admin can update all Business, Contract and
Insurance information for each supplier record. This is done through Master Data
-->Suppliers.

Within the Supplier Portal, the Portal Admin can only update The Business Info. The
Contract and Insurance Info appear read only for the Supplier Portal admin.

Edit Supplier

I BASIC INFO I

Name * Vendor 1 *

AMA TRAVEL AGENCY 187082

Display Name External Id

Country *

== United States of America

1. Output Method

Once an invitation has been sent to the Supplier, Supplier Portal will appear as
an Output Method option. The buying organization’s administrator must still
select Supplier Portal as their preferred method.

Supplier Portal
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Once Supplier Portal is selected as the output method, 2 additional fields
populate.

e Output Email: The email address

should be confirmed with the ——
Supplier.

off

o Note: The domain listed for }
this email address is very [tom vt s
important. All users added to
the Portal must have a
matching URL.

Supplier Discovery

off

e Send Alert of PO creation to: This [

is different from the output email. o
. Output Email « - - - -> N

The email address could be for i
specific user email addresses or a 9
department etc. Use a comma after ‘
each address to add an additional
one.

SUPPLIER ACCOUNT # MAPPINGS (NONE) v

2. Advanced Shipping Notification (ASN)

This feature is enabled once a Supplier is invited to the Portal. (shown above)
Enablement allows the supplier to send an Advanced Shipping Notice
through the Portal. Once sent from Supplier, the ASN is emailed to the
original employee or designated account. The buying organization can use
the ASN to create a goods receipt if one is required

AUTO-PROCESSING OF INCOMING SUPPLIER PORTAL INVOICES

Based on Administrator configurations, Auto processing can be applied to Supplier
submitted invoices via the Vroozi Supplier Portal. Creation of Invoices will be auto
created and processed by the system instantly after the invoice is received in Vroozi.

There are three (3) settings available to the user (shown on next page)

1. Create and Approve Invoices from Supplier Portal without exceptions.
e Appliesto invoices that do not contain exceptions or errors
2. ‘That only contain one or more Goods Receipt related exceptions’

3. ‘That contain additional exceptions’

Supplier Portal
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e Applies to invoices that contain any other Tolerance related exceptions
as defined by each organization. (Line Item Price, Line, Item Quantity,
Subtotal, etc.).

Create and approve incoming invoices from Supplier Portal without exceptions ﬁ
Submit incoming PO based invoices from Supplier Portal for Exception Handling:

That only contain one or more Goods Receipt related exceptions off

That contain additional exceptions Off

e Processing configurations are enabled in Accounts Payable >Settings
>Preferences >Automatic Creation and Processing of Invoices

Supplier Portal End to End Workflow

Buying Organization -> Submits Purchase Order to Supplier for fulfillment.

-> Receives email notification of the PO.

You have received Purchase Order:
2000000183

11/19/18 2 $1,774.86

Company: Vroozi, Inc. Buyer Name: Phil Anderson
Issue Date: 11/15/18 Buyer Email: phil. anderson@vroozi.com
Order Type: standard Version: 1

The Repository of all POs including those in ‘Ready’ status retrieved under ‘Track
Purchase Orders’

Supplier Portal
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3New

Dashboard Orders Shipping

Company Profile

Users

Purchase Orders

Invoices HM 9000002454 $20,00000  03/13/2019 This Invoice belongs to PO#2000003704
Create Invoice MH 2000003788 $60.00 07/09/2019 My Order 1
Content Mansges MH 2000003787 £50.00 07/09/2019  test

MH 2000003786 $100.00 07/09/2019 2000003786

HM 2000003785 $2000.00  06/28/2019 2000003785
HM 2000003784 $2000.00  06/28/2019 2000003784
(W) 2000003783 $1,000.00  06/25/2019 xasax

HM 2000003770 $5000.00  06/21/2019 OUT OF STOCK

HM 2000003769 $1,000.00  06/21/2019 2000003769

Pending Invoices

® Rejected

ﬁ e Rady &0
®Raly & @
e Realy & @
® Realy & @
®Realy & @
®Realy & @
® Disputed (&
® Realy & @

In the Portal, the Supplier user can take 3 actions against a PO:

1. Confirm PO

> Supplier Users may Confirm all or individual line items in a PO.
POs with ‘Partially Confirmed' status will convert to ‘Confirmed’
once all line items in a PO have been confirmed. (shown in next

workflow)

2. Dispute the PO

> Like confirmations, Supplier Users may Dispute all or individual
line itemsina PO. A PO with 1 or more dispute items will have a
‘Partially Disputed’ status until another action has been taken.

3. Create an ASN against the PO

ConNFIrRMED PO

Buying Organization -> Employee receives
email notification that their PO has been
confirmed. Click ‘View Purchase Order’ to view
acceptance details.

The Employee may view the status of all POs
from the PO Status view. As shown below
actions taken by suppliers will result in status
changes; ‘Confirmed’, ‘Partially Confirmed’,
‘Disputed’, ‘Partially Disputed’ and ‘Shipped".

Purchase Order # 2000001185 has been
accepted by Office Supply Inc.

03/31/20 1 $410.39

Company: Vroozi, Inc. Purchase Request #: 1000001639
Confirmed On: 03/31/20 Purchase Order #: 2000001185
Supplier: Supplier User:
Office Supply Inc Supplier Supplier
4291 POLARIS AVE. STE#G E: nichole.whitaker+supplier@vroozi.com

LAS VEGAS, NV 89103
E: Nichole.whitaker+supplier@yvroozi.co
m

P: +1(702) 646-8871

P:-
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PO Status
Review every purchase order by s cunent stetus

03242020

03102000

310200

Disputep PO

Buying Organization -> The Requester/Buyer who submitted the PO will receive an
email notification that their PO has been ‘Partially Disputed’ or ‘Disputed’ by a
Supplier user.

Purchase Order # 2000001168 has been
el disputed by Office Supply Inc.

02/28/20 1 $1,293.84

SSUE DATE ITEMS  TOTAI

Company: Vroozi, Inc. Purchase Request #: 1000001589

Disputed On: 02/28/20 Purchase Order #: 2000001168
Supplier: Supplier User:
Office Supply Inc Supplier Supplier
4291 POLARIS AVE. STE#G E: nichole.whitaker+supplier@vroozi.com
LAS VEGAS, NV 89103 P:-
E: Nichole.whitaker+supplier@vroozi.co

m

P: +1 (702) 646-8871

From the email, click ‘View Purchase Order’ to view disputed items and details in the

PO.

# Description Category PartNo.  Delivery Date

1 Inspiron 11 3000 Series 2-in-1 + Dell Bluetooth Speaker 48100000 2462735  84/28/2020

2 New Latitude 14 7000 Series Ultrabooka,¢ (E7450) 48100000 2496541 04/28/2020

Qty UoM

1

EA

EA

Unit Price

$489.99

$999.00

Total

View additional dispute informatio

$999.00

&

A

Q

Selecting options from the blue horizontal ellipses, theRequester/Buyer may choose
to cancel the PO or create a Purchase Order Change Request. Per POCR settings
defined by the buying organization administrator POCR actions such as deleting the

item or adding a replacement item may be enabled.
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SPENDTECH®

If ‘Cancel Purchase Order’ is selected, users will be prompted to confirm
cancellation.

Are you sure?

Purchase Order will be canceled

Yes, cancel Purchase Order

If ‘Change Order’ s selected, the employee will have the ability to change the
guantity or line item details. See POCR portion of the guide.

AbDVANCED SHIPPING NoTiceE (ASN)

-> From the PO the Supplier user generates a Shipping Notice against a
Purchase Order. The shipping notice may include all or a portion of the PO.

Buying Organization ->Upon Shipping Notice submission, the Requester/Buyer
receives email notification of the ASN.

1. The email notification will include the

Date of Shipment

t -t f -t Advance Shipping Notice - 8000000114
Q u a n I y O I e m s Purchase Order: 2000001213 Created on: 04/10/2020
H ‘GENERAL INFO SHIP TO SHIPPING INFO
shippe
4. Ant ted stipping te s = Tracking Number B
‘ n I C I pa e o = Nichole Whitaker+OfficeRequester@vroozi.com a0sahicids
Delivery Date « +1 (818) 555-5555 Tracking URL
delivery date,
5. PO number =
Carrier detail ; == e e e
a r r I e r e a I S 1 Dell Precision M4800 Mobile Workstation $1,299.00 1 o 1 $0.00 $1,299.00
Requester/Buyer may -
tal (USD) $1,299.00
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create a Goods Receipt for the Purchase Order through the ASN by selecting the
ellipsis button. (shown next page) Goods Receipt may also be created from the PO

details or PO Status views.

Advance Shipping Notice - 8000000114 m
Purchase Order. 2000001213 Created on: 04/10/2020
GENERAL INFO SHIP TO SHIPPING INFO
Supplier ASN # Attention: Nicwhit Tester Carier
Vroozi HQ
90809830643, 15000 VENTURA BLVD ues;
iling Bt SHERMAN OAKS, CA 914032443 Foakipg e 5
041312020 B098hkdds
Deiivery Date Tracking URL
0471972020 ups.comracking
Shipping Method
Ground
Packing Slip
# Description Price Qty Ordered Qty Outstanding ~Qty Shipped Tax ‘Shipping Charges. Total Price
1 Dell Precision M4800 Mobile Workstation $1,299.00 1 0 1 $0.00 $0.00 $1,299.00
|
s | (&) |
$0.00
p—

The Supplier Portal allows the supplier user to generate Invoices.

-> Supplier generates an Invoice directly through a Confirmed Purchase
Order or the associated Advance Shipping Notices. (Flip to Invoice)

Purchase Order
ogermmber  vemen
[ s ]
=
[0}
ompany Gode =
nnnnnn pion egory part o ay Unitprice
00000 E
on.
S0
soo
Total USD) a0

The line item details and payment terms will carry over from the PO. The following
Invoice fields must be completed by the supplier:

e |nvoice #
e [nvoice Date

*Payment Due date will calculate based on Payment terms.

Supplier Portal
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Invoice 9000016024

Purchase Order Link(s)
Below is a list of POs linked to this invoice. Se

Invoice Overview
Enter the Payment Information for this invoice
Supplier Invoice #*

9000016024

Payment Due Date *

11/21/2019

PO #2000020379
# Description

5§ Spin 3 C . 14"

low is a st o his invoice by PO #to add
Linked Purchase Order(s)
PO# Requester
2000020379 Tom Requester

Invoice Date *
10/03/2019

Notes to AP

Price

$1,000.00

[

PO Total

$1,000.00

4

Group by PO v

Total [ Actions

$100000 v & Tl
$1,000.00

$0.00

$0.00

$1,000.00

e Invoices status classifications are Draft, Pending, Paid, Partially Paid, or

Rejected.

e Non-PO based invoices can also be created via the ‘Create Invoice’ category in
the user’s navigation panel. The invoice appearance will be the same as a PO
based invoice generated from the Supplier Portal.

Buying Organization -> Invoice is sent to the designated Vroozi Hopper where it can

be accessed by applicable AP employees.

e The Subject will identify Supplier Portal as the Invoice Source. (shown below)

Sender

CINTAS FIRE PROTECTION

Document Inbox

Subject

Supplier Portal

Date

08/28/2019 2:27 AM  ***

Archive @)

Based on auto-approval rules configured at the administrative level Portal Invoices

within defined tolerances may bypass the inbox and automatically post.

Supplier Portal

Updated 4/22/2020 18



Invoice Notifications

Accounts Payable Managers will receive notifications for invoices submitted via the
Supplier Portal by a Supplier user. The notification will appear in blue in the bottom

left corner of the platform screen.

Invoice Invoice

AP Manager Dashboard
Data

PO Data

499 98 comy o dd o
56
74 7

Creation

Open PO
Data

uuuuuuuuuuuuuuuu

ec by I6Bker

PurcHASE ORDER CHANGE REQUESTS (POCR) IN THE PORTAL

Changes made to Purchase Orders at the PO level are received by Suppliers in the

Portal.

-> Purchase Orders with changes will be sent to the ‘Tasks’ field of the
Supplier Portal dashboard. Their status will change back to ‘Ready’.. Once opened,
the Purchase Order will display the version number, change message with affected

line items highlighted.

Purchase Order

Order Number

aaaaaaaaaaaaaaaaaaaaa

zzzzzzzzzzzzzzzzzzz

uuuuuuuuuuuu

mmmmmm

Total (USD) 113007

(See Supplier’s Guide for specifics)
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Suppliers will be asked to confirm/dispute the changes and complete the relevant
workflow details.

Buying Organization -> Requesters/Buyers will receive an email notification when a
submitted POCR has been approved (Confirmed) or if the updated items have been
disputed by the supplier,

Your Change Request 1000001736 has been ageroved!

Date Submitted Order Number
04/22/2020

Approver Notes for Requester
Approver One NIA

nichole.whitaker+ap247 @vroozi.com

Ordered Items Showing 1 of 1
DESCRIPTION SUPPLIER GL CODE QTy TOTAL PRICE
Inspiron 11 3000 Series Office Supply Inc - 3 $1,139.97
b 18

SUB TOTAL $1,139.97
SHIPPING CHARGES $0.00
TAX $0.00

TOTAL $1,139.97

PusH NOTIFICATIONS

Vroozi Purchase users who are logged in at the time a change is made to a
document they are linked to will receive push notifications with the document
number and change. Notifications will appear in the bottom left corner of the screen.
(as shown below) Users may click the notification to open the affected document.

2000001208 04/10/2020 $1,198.00  Office Supply Inc Requester Training 1000001702

0/2020 $1,198.00  Office Supply Inc Requester Training 1000001702

04/10/2020 $599.00  Office Supply Inc Requester Training 1000001703

04/09/2020 $2198.00  Office Supply Inc Requester Training 1000001701
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