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Welcome...

...to the HNSWeb Commercetutorial. This tutorial will explain some basiorcepts and describe the
procedures you will use to process your businesardents via the Internet using our electronic
commerce service powered by Inovis Inc.

Requirements

To use thaVeb Commerceservice, you need access to the Internet and Miirbgernet Explorer; the
minimum version required is IE 6.0. You must hdaeaScript and Cookies enabled. Please see the
tutorial that reviews downloading and setting ugtnet Explorer 6.0 before connecting/@b
Commerce

On-Line Help

This tutorial is available to assist you to becdamailiar with theWeb Commerceapplication. Itis a
complete walk through of the site, including screkats and a description of all features and
functionality.

If you have any additional questions and wish ®e&pto a customer service representative pleake cal
E-Markets Support at 877-446-6847. From the manurchoose option 1, 1 and then 2 for Technical
Support.

Application Tools

This application has been designed to allow HNSetad out Purchase Orders and receive back from the
suppliers: Purchase Order Acknowledgements (POX&)ance Ship Notices (ASNs) and for some
approved suppliers, Invoices.

If you are not currently approved for Invoicingdhgh the portal, please contact HNS’ Accounts
Payable department at 240-599-8214 and ask to spéalour account representative about eligibility

Site Walk Through

Summary-The Summary will be the first screen that you see when youitdg Web Commerce. This
provides you with a list of all folders and the riaen of documents in each as well as the timindHer
documents to be deleted.
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Also from theSummary screen you will see that the Web Commerce apicditas been designed
with navigational links and folder selections or tbp and left sides of your screen. The iconeszcr
the top includdReturn to the Summary Page, Update/View Your Contacnformation, Contact
Support, Tutorials and Logout.

1. Return to the Summary Page:this icon will return you to the summary page franywhere in
the application

2. Update/View Your Contact Information: Web Commerce allows you to view or update your
contact information from anywhere in the applicatio

3. Contact Support: if you require support the numbers/email addreasesound here

4. Tutorials: this icon provides a link to 4 tutorials for yowgsestance: the 850 Spoke Tutorial is
a complete walk through of the PO/POA site inclgdsereen shots, the Reschedule Report
provides a walk through of the reschedule repaorgxplanation of how to download Internet
Explorer 6.0 if you require it and a tutorial oomddoading Acrobat Reader if required

5. Logout: click this icon if you wish to logout of the appdition

The links down the left side of the screen showNheigation, Folders and Links that are available.

Navigation:

1. There are 2 links under Navigation, Back is tosisgu returning to the previous page and
Reschedule Report will show if you also receiveheslule reports from HNS. By clicking this
link you will be taken to the Inbox containing tReschedule Report.

Folders

1. Inbox- The Inbox will contain alPOs, Change Orders, and Cancel Ortleshave not been
processed yet. The Inbox will provide informatide PO number, the date the PO was posted,
and the viewed status of the PO. Type of PO wlriginal, Change or Cancel. For ease of
use Web Commerce will automatically send an emhaémnew POs, Change Orders or Cancel
Orders have been posted to your Web Commerce accoun

2. Saved- The Savedolder has POAs and Invoices that have been sa@ttamplete and can be
processed at a later date.

3. In ProcessThe In Process folder has 3 tabs, POs, POAs amsAShis folder is where all
partially processed POs will be stored and POAsASBNs that have not yet been completed.
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4.

Links

a. Web Commerce gives you the ability to create ma@A&ASNs from one PO or
Change Order. The PO will remain in the In Prodekter until all the units of all the
line items have been acknowledged.

b. The supplier has the ability to create a partiaRPX3N against a PO and save it for
processing at a later date.

SentThe Sent folder contains POAs, ASNs and InvoicEse POA tab will show all POAs that
have been sent to HNS.

History-The History folder will hold all POs that have bemmpletely invoiced. If there are
multiple POAs/ASNs and Invoices against a PO taldocuments will be shown numerically
beside the PO.

Trash-The Trash folder will hold all partially complet&DAs and ASNs that have been deleted
by the supplier. They will move to this folder doel removed by Web Commerce every 60
days.

This area is used to provide links to the HNS wigbthat provides information on Terms and
Conditions, Routing Information, Import Complian&ar Code Labels, Survey Form and
Development Program.

How to use the application

1.

4.

Open the URL https://webec.inovisworks.net/webeb&eehtm|?CustProgram=WCHNS in
Internet Explorer. Enter in the Username and Pabyou were issued by HNS at the time of
registration in the appropriate spaces providedciiokl theValidate button.

Once you have clicked Validate the next screenythatwill see is thé&ummary page in your
Web Commerce account. This shows a list of thaeis and the number of documents in each.
There is also information that indicates when tbeutnents are due to be deleted from the
application.

In the Web Commerce application, the documentsallilow through the various folders.
When a PO, PO Change or PO Cancel is sent by HNI8 @ppear in the Inbox showing a Type
of Original, Change or Cancel.

To view a PO in your Inbox click on the PO number.
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Back PO MNumber PO Type Date Posted Yiewed
Reschedule Repart
O TOO0000] Criginal 1112{2004 1:47:05 PM v
m [T 1570000005 Original 1/12/2004 1:47:05 PM
Surmmary [T 1IsTo000101 Original 1/12/2004 1:47:05 PM
Inbox [ 1570000102 Original 1/12/2004 1:47:06 PM
Saved
S Se— [T I1sTo00010% Original 1/12/2004 1:47:06 PM
Senk 1
Hiskory
Search

Prink
archive

5. Once you have clicked on the PO number, the negesowill be the PO and all its details.

Mavigation (j Purchase Order

Back | Hughes Test Supplier (777777)
R el e Purchase Order Mumber TSTOO00001 Furchase Order Date 04-Jun-2003
| roers [ oo
Surmmary Buyer
Inbox | Buyer Mame HMS Buyer
Saved Euver Phone 301-212-7538 Fax 301-212-75358
DLEEEEES | e Eill To
Sent
History HM3 TijuanalOktay Mesa Plank Hughes Mebwork Systems
Hughes Metwork Systems - CA Attn: Accounts Payable
Search | 330 Siempre Wiva Rd Suite 600 11717 Exploration Lane
SAMN DIEGD GErmantown
Ca s MD 20876
cknowledge Terms
FOE DESTIMATION

6. Click theAcknowledgelink to create a POA based on the PO.

Important: A Purchase Order Acknowledgement (POA) MUST be created for all Purchase
Orders. If a POA is not created, the Purchase Order wilfemain in the “Inbox” folder and it
will not be possible to create an Advanced Shipmemotification (ASN) and likewise it will not
be possible to create an EDI Invoice if you are pécipating in EDI Invoicing with HNS.

7. The next screen that will come up will be the iatg#ive POA screen. If you agree with the
guantities that are shown for each item, simplgkctin Save. The POA will then be sent to
HNS automatically and stored in ydBentfolder.
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Navigation Purchase Order Acknowledgement

Back To 850 | 4 {777777) Approved
[l
B | o humber: T5T0000101 Purchase Order Date 08-Dec-2003 0:0
Summary | Buyer Mame Michael Burch Buyer Phone 301-212-7565
Inbox | sShip ta Bill To
Saved
HMS Shady Growe Plant Hughes Mebwork Systems
InProcess | Hughes Netwark Systems - 56 &ktr: Accounts Payvable
Sent | 16050 Industrial Dr. 11717 Exploration Lane
Histary GAITHERSELIRG Germantawn
MOUS MO 206576
Search
Order Dept, Contack Phone
Include Item Order Qty Oty Shipped uom Unit Price Line Total
i 10 3000 1] EA I 5549 110 17,547.00
Buwer Part Mumber: 1020469-0002 MFar Part Murmber: 1020469-0002
MMIC, PLL {WIDMERZ)
Bk Oty Celivery Date
Split | I 3000 I 29-Mar-2004
v 20 4500 u] EA I 192,00 j100 §,640.00
Buyer Part Murnber: 9010564-0001 Mfgr Part Murnber: MAXZ1L3UGEH
IC, TUMER, INTEGRATED DES SY
Ak Qby Delivery Date
— pEp—— | p———

8. There are 3 fields open for edit on the POA. Thantity, unit price and ship date. If you wish
to adjust the quantity or unit price highlight fiedd and enter the new information.

9. If the quantity or price is changed, and the chagmeds HNS'’s tolerance, the POA will be
placed in theén Processfolder under the POA tab. The POA will be senthi® buyer at HNS
who will either issue a change order to match thaated POA or reject the POA or cancel the
entire PO. In all of these circumstances the sepplill receive and email notification to inform
them of the action taken by HNS.

10.1f you need to enter multiple ship dates per lieen, update the Ack Qty and the date with the
first input line and click th&plit link.

11.Web Commerce will add an additional quantity antkdield. Update the information as
required and for each additional line of inputcklthe Split line and additional lines will open
for input. Once you have completed all the lines wish to include click th8endlink and the
POA will be sent back to HNS.

12.0nce the POA is complete, thetions link now showCreate ASN (Advanced Shipment
Notification).

Important: An ASN MUST be created for all PurchaseOrder Acknowledgements (POAS).If
an ASN is not created, the Purchase Order will remia in the “In Process” folder and it will
not be possible to create an EDI Invoice if you arparticipating in EDI Invoicing with HNS.
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Purchase Order Acknowledgement

Back To 850 Hughes Development Company (777777) Approved
Rescheduls Repart
FRENEAEREPO | by umber: 1570000102 Purchase Order Date 08-Dec-2003 0:0
Summary | Buyer Mame Michael Burch Buwer Phaone 301-212-7565
Inbox | Ship to Bill To
Saved
e HMS Shady Grove Plant Hughes Metwork Svstems
InProcess | Highes Network Systems - 55 Attn: Accounts Pavable
Sent | 16050 Industrial D, 11717 Exploration Lane
Histary GAITHERSELRG GEFMankawn
MO S 20877 MO 20576
Search
Crder Dept, Conkack Phone
Line Items
Create ASM
reate Item  Order Qty Oty Shipped UM Unit Price Line Total
_ 10 3000 3000 EA 55,49 J10 17,947.00
Links
Euyer Part Mumber: 1020462-0002 MFgr Park Mumber: 1020469-0002
Terms and Conditions
Routing Guides MMIC, PLL {WIDMERZ)
Impart Compliance Ak Gy Requested Date acknowledged Date
3000 29-Mar-2004 29-Mar-2004

Bar Code Labels
Survey Form

13.The ASN is required by HNS as it provides the nsassfreight information. The fields that are
required are: ASN number, Transportation Methaodl @arrier, the Tracking number and the
Estimated Delivery Date. The Country of Origiraigomatically populated with U.S.A. but can
be updated by clicking on the drop down list.

14.The quantity will be automatically filled from tlggiantity still remaining on the PO.

15. As with the POA, you caBave as Incompletein which case the ASN can be found later in the
Saved folder, o6end in which case the ASN will be sent to HSN.

16.1f you have not been approved to create invoicesnce you have completed the ASN the
Action link will be blank. From here you can retup the Inbox or any of the folders listed.

Advance Shipping Notice

PO Mumber: TSTOOOO010
ASM Mumber I

Navigation
Back
Reschedule Report

ST Transportation Method: IAir ;I
Inbo:x
Saved | Carrier: |Select Cartier ;l
In Process .
— Tracking Murber: | **Please ensure that the complete tracking number is entered.
History | Estimated Delivery Date: | 3
Search
Item Buyer Part Number Country of Origin ¥endor Part Number Quantity UOM
V 1 ISeIect Country = I | 70000 Ed
Save as Incomplete | Send
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17.1f you have been approved to create invoicesnce you have completed the ASN #aion
link will show Create Invoice

Advance Shipping Notice

Eack

P Mumber: TSTOO00102
Reschedule Repart
ASM Mumber: 7
m ASN Date: 04-May-2004
Summary | Transportation Method: [ i JEa |
Inbo )
Caved | AN | 21T FREIGHT svsTEMS =]
InProcess | Tracking Mumber: 7
Sent

Delivery Date: 27-Apr-2004

Hiskary
Search Item Buyer Part Number Country of Origin Yendor Part Number Quantity uom
10 1020469-0002 LS8 - 3000 EA
veate Invoice 20 9010564-0001 1USA, - 4500 EA
30 9011013-0001 Usa r 10000 EA

18. After you click the invoice link you will see thevioice template that requires bavoice
number. This number must be unique.

19.The invoice template allows you to accept todagtedr use the date calendar icon to modify to
a date you choose.

20.The quantity field is also open to allow you totede amount auto filled from the PO to the
exact quantity you wish to invoice. Multiple inees are allowed per PO.

21.Freight can also be added to the invoice and t@de can be saved as incomplete at any time
to be found later in your Saved folder or click &¢m create the invoice and send to HNS.

Hughes elopment Company

Biack
Rescheduls Report
Invoice Mumber: I Invoice Date: ID4-May-ZDD4 D
m PO Murber T5TOOOO10Z Tracking Mumber: 7
SUrnrnary
A3M Murnber: 7
Inbo
Saved | Ship To Bill To
InProcess | HMS Shady Grove Plant Hughes Metwark Systems
Sent | 16050 Industrial Dr. 11717 Exploration Lane
Histor GAITHERSELRG Germantown
¥ | MDUS 20877 MD 20576
Search
Qty Qty q Buyer's Part  Mfgr's Part o .
Include Item Shipped Invd Quantity UOM Number Number Unit Price Price
—
] 10 3000 u] Ea 1020469-0002  1020469-0002 58.49/10  17,547.00
lerms and Conditions w7 i !
Routing Guides MMIC,PLL (WIDMER.
Import Compliance
Barftodeliobels I 20 4500 0 F‘_ﬁm EA 9010964-0001  MAXZ113UGH 192{100  8,640.00
Survey Form
ievelopment Program 1, TUMER, INTEGRATED DES 5¥
Ird 30 10000 a I 10000 EA Q011013-0001  MAREFO3SKA-T 0.6{1 &,000,00
IC,MICROPROCESSOR SUPERVISCOR.
Freight:
Takal Imvaice Amount: § 32,187.00
Save as Incomplete | Send

HNS



Benefits of EDI Invoicing:

1. No more manual processing of Invoices on the HNB gihich will eliminate data entry
mistakes and greatly reduce time to process ingoidech should result in fewer payment
delays.

2. No opportunity for invoices to become misplacedbst since there will be an electronic record
of each transaction.

3. Automatic invoice / PO discrepancy processingoifwhatever reason the Invoice does not
match the PO, upon EDI Invoice receipt, this diparey will be immediately relayed to the
appropriate Buyer for resolution. This should tesuquicker resolution and therefore fewer
payment delays.

If you are not currently approved for Invoicingdhgh the portal, please contact HNS’ Accounts
Payable department at 240-599-8214 and ask to spéalour account representative about eligibility

That's it
You are now ready to us¥eb Commerceo do business
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