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[bookmark: _Toc181102432]Guide Overview
This guide provides information and instructions on general navigation in Blue Origin’s Procure-to-Pay powered by Exostar’s Supply Chain Platform (SCP). The following topics are covered:
· Search and Filter
· Order Management List Page
· Exceptions and Email Alert Subscriptions
· Download/Upload
· Breadcrumbs
· Warning Indicators
[bookmark: _Toc181102433]Search and Filter
When you want to search for an object (order, shipment, etc.) you can use the following pages: Search, Summary, History, Draft Search, and Draft History.
[bookmark: _Toc181102434]Search
Search is best used when you know something particular about the item, such as number, name or description, that can be typed into the search fields. The Search functionality available to all data workflows.
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[bookmark: _Toc181102435]Summary
The Summary screen is best used when you want to access items grouped by State, and further refine the results based on particular parameters. The Summary functionality available to Order Management objects, for example, Purchase Orders or Shipments.
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[bookmark: _Toc181102436]History
History is a record of the changes that have been made to a document file, that provides documentary evidence of the sequence of activities that have affected at any time a specific operation or event, such as PO Response and Shipment Changes. The History functionality available to Order Management objects, for example, Purchase Orders or Shipments.
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[bookmark: _Toc181102437]Draft Search
Draft Search is used when you are searching for a Shipment/Invoice you saved as a draft, and now you may wish to return to complete it.
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[bookmark: _Toc181102438]Draft History
Draft History is a record of the Shipments/Invoices which is saved in the draft but not officially created.
[bookmark: _Toc181102439]Configure Search Fields
Use the Search Settings to configure your search fields display.
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[bookmark: _Toc181102440]Relative Date Filter
On any date fields, if you prefer to set a duration range instead of the specific date range:
1. Click the Relative Date Filter icon beside the date fields.
2. Drag the Date Range Slider to set the number of Days in Past and/or Days in Future, as appropriate.
NOTE: You can also save this as a criterion to be reapplied in the future.
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[bookmark: _Toc181102441]Auto-Complete Search
Auto-complete search provides a pre-populated list of suggestions as you type, leveraging searching and filtering.

For Auto-complete search fields, start typing part of your search criteria and a pop-up menu will display with options containing your search string. You can select multiple values at a time. All search results are displayed under the Available tab, and the selected results are displayed under the Selected tab. This complex auto-complete search enables you to easily select and deselect any search results.
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[bookmark: _Toc181102442]Wildcard Search
For all fields, use the asterisk (*) as a wildcard for unknown characters. For example, to search for all sites belong to “MIM”, enter as “ *MIM* ”, and click on that matching selection. The selected searches are displayed below its search field.
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[bookmark: _Toc181102443]Include/Exclude Search Criteria
On each search field, mouse-over on the information icon [i] to view the explanations on how to include/exclude search criteria. To exclude a criterion, type "-" in front of the search value. For example, to exclude Material No. Item123 as a search result, type -Item123 as a criterion.
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[bookmark: _Toc181102444]Special Character Search
Use the backslash (\) immediately in front of a special character (for example - comma “,”) to allow the search to function correctly. For example, to search for "#10-31 FHMS, brass", type "\#10-31 FHMS\, brass".
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[bookmark: _Toc181102445]Save Search Criteria
To save your search criteria:
1. Click the Save Search button.
[image: ]

2. Name this Search and click the Save button to save your search filter.
[image: ]

3. Click the pencil icon to launch Saved Search Editor which allows you to edit/delete the saved search.
[image: ]
4. To set your search filter as the default search, click the radio button to the saved search filter.
5. To remove the save search, click the trashcan icon.
6. Click the Update button to save your changes.
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a. If a filter is set to be the Search or Summary Default by clicking the radio button, the search fields will be pre-filled when you enter the page.
b. Click the Saved Searches drop-down menu to switch to other search filters you defined (if any).
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[bookmark: _Toc181102446]Order Management List Page
If order management is part of your solution, you will find all relevant order, shipment, receipt, invoice data that is configured for your solution available on the List pages. The page capabilities include downloading the data shown on the List pages into an Excel spreadsheet, exporting the List data into a text file, copying data, editing table grid, etc.

Dependent on the solution, users provisioned with appropriate write-access permissions can collaborate with the brand owner by exchanging data on the List page. For example, the user with a supplier role can provide response data against customer requests or update the status on the List page.
[bookmark: _Toc181102447]Work with List Page
To work with a list page:
1. To act on items in a list, check the box then click the action button.
2. To switch between Ascending (A>Z,1>3) and Descending (Z>A, 3>1), sort order for a column, click the Sort Order icon.
NOTE: The number indicates the order of sort by column.
3. To change the column display and/or their sort order, click the Table Editor icon.
4. For a list spread over multiple pages, use the Previous Page [<] and Next Page [>] buttons, or enter a page number and click Jump to navigate the list.
NOTE: You can select items on different pages if the action button is View, but you cannot select items on different pages for other action buttons.
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5. To directly Freeze, Collapse, Resize or Remove a selected field (column), click the column editor icon to view the selection.
NOTE: This change is only applicable to the current login session.
a. To make a permanent change, select the Open Table Editor to customize your entire table settings preference.
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[bookmark: _Toc181102448]Table Editor
You can configure data fields displayed on the UI by using the Table Editor.
1. Click the settings icon to launch the Open Table Editor page.
2. Under Define Grid Columns menu:
a. To remove columns from your current page view, click the column checkbox to select from the Table Columns and click the [<] button to move it to the Available Columns.
b. To add columns into your current page view, click the column checkbox to select from the Available Columns and click the [>] button to move it to the Table Columns.
c. To reorder the sorting column display on the page, click the column checkbox to select the column, and click the up or down button to sort the columns. 
. Alternatively, use your mouse cursor, select a column you want to move and drag and drop it at the order you desire.
e. Click the Freeze/UnFreeze icon if you want to include a column to the Freeze column side.
f. Click the Collapsed/UnCollapsed icon if you want to collapse or un-collapse a column.
[image: A screenshot of a computer

Description automatically generated]

3. Under Define Multi-Column Sort menu:
a. To apply the sorting order to a column, select the checkbox and click the [>] button to move it to the Multi-Sort Hierarchy table.
b. Click the Sort Order icon to flip the order.
c. To reorder the sorting order on the page, click the checkbox to select the column, and click the up or down button.
i. Alternatively, use your mouse cursor, select a column you want to move and drag and drop it at the order you desire.
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4. Click the Save and Close button upon completing your setting and view the new columns setting.
[bookmark: _Toc181102449]Exceptions and Email Alert Subscriptions
The system has predefined business rules associated with data measures of a collaboration item. If the business rules are violated, the system generates an exception to alert users of a potential problem. Exception counts are real-time and always available in the user interface for evaluation. Exceptions are indicated in the Exception and My Workspace menus. Exceptions trigger email alerts that a user can sign up to receive. (Email alerts are available for subscription by administrators.) By process/education of system use, users understand which email alerts they need to subscribe to. Users can unsubscribe from these alerts if they choose to. When a user with a certain "User ID and Role" has subscribed to an email alert, the alert is sent to the associated email address of that user.

IMPORTANT! Email alerts are sent to subscribers once every 24 hours (00:00:00 UTC) with a summary of the affected processes that the role can access and that wasn't included in the prior email alert.
[bookmark: _Toc181102450]Alert Levels
A severity level is associated with each generated alert to help you to prioritize and manage alerts in the event list. Severity levels are color-coded for easy identification. Color coding for three severity levels (Example: Multi-Collab View):
[image: ]
· Blue: no problem
· Green: low problem
· Yellow: medium problem
· Red: high problem

The color coding for the three severity levels (low, medium, high) is enabled by default. The "no problem" color (blue) can be configured if needed.

A typical email alert with dynamic content has the following layout:
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[bookmark: _Toc181102451]View Exceptions: My Workspace
To view exception via My Workspace:
1. From the menu, click My Workspace.



2. Click the count from a card to view a list of items that have a specific problem.
[image: ]
[bookmark: _Toc181102452]View Exceptions: Menu
To view exceptions via the menu:
1. Navigate to Menu → Exceptions to expand the menu.
2. Click the desired type of exception, for example, under Supply Exceptions, select Discrete Order.
3. Enter your search criteria and click Search.
4. Alternatively, scroll down to the page, click the Exception count to view the items that have a problem.
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5. You are viewing exceptions from the Problem List.
[image: A screenshot of a computer

Description automatically generated]

6. From the list, scroll to view the exception details pertinent to a business object.
7. From this page, you can select the collabs you want and click the action buttons for your business operations.
[bookmark: _Toc181102453]Review Exceptions
1. Navigate to Menu → Exceptions to expand the menu.
2. Click the desired type of exception, for example, under Supply Exceptions, select Discrete Order.
3. Enter your search criteria and click Search.
4. Alternatively, scroll down to the page, click the Exception count to view the items that have a problem.
5. In the Problem List, review the exceptions in detail.
6. From the list, check the exception you have reviewed by selecting the respective checkbox(s).
7. Click Set Reviewed.

NOTE: You can unset the Review flag for reviewed exceptions if needed. Set Reviewed and Unset Reviewed buttons are displayed based on alert name and role name.
[image: ]
[bookmark: _Toc181102454]Download/Upload
[bookmark: _Toc181102455]Download Data
From any screen where you see the download icon ( [image: ] ), simply select the checkbox for the records you want to download and click the icon.

To download multiple records, go to Menu > Downloads and select the appropriate download workflow. Then, simply search for the data you want to download.
[bookmark: _Toc181102456]Check Download Status
To check the status of a download job, go to Menu > Downloads > Status and search for the download job.
[bookmark: _Toc181102457]Upload Data
Each workflow has its own upload menu option, so simply go to the menu and click the relevant option. On the upload screen, follow the prompts. Some workflows provide downloadable templates right on the upload screen.

The following diagram illustrates the basic steps of how to upload data to the E2open application.
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[bookmark: _Toc181102458]Check Upload Status
Go to Menu > Uploads > Status and search for the upload job.
[bookmark: _Toc181102459]Download/Upload Statuses
When uploading or downloading files, the Status column indicates the progress of the file to be uploaded and can display following statuses:
	Status
	Description

	Queued
	The system is working on other files and will get to your file momentarily.

	In Process
	The system is still writing data.

The Status will automatically refresh every 10 seconds, if Queued or In Process is displayed, you can click the Refresh icon (R) to reload the page and display the most current status.

	Completed
	The system is finished writing the data (to be uploaded or downloaded).

	Completed with Errors
	An error occurred in processing the file. Click on the triangle indicator icon to view the error file that explains the problem.



When the Status column displays the status "Completed", data is updated and you can access the file. Example:
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[bookmark: _Toc181102460]System Admin Upload/Download
The Upload and Download menu items contain certain Document Types and support only Excel data files. The System Admin Upload and System Admin Download contains additional Document Types and supports different data files.
[bookmark: _Toc181102461]Breadcrumbs
Breadcrumbs are control elements used as a navigational aid in the application, which allows users to keep track and maintain awareness of their locations within programs.
· The breadcrumb navigation tracks the entire trail end-to-end and provides links back to each previous page the user navigated through.
NOTE: Menu and menu category are not a clickable link.
· On relationship popups/pages, the Back to Previous breadcrumb is accompanied by a tool tip providing information about where it will direct users if they click the link.


[bookmark: _Toc181102462]Warning Indicators
The system shows the fields with changed/mismatched values that are indicated by the warnings marker [image: ] . You can hover over the marked field to view the warning details.
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[image: ]
[image: A screenshot of a computer

Description automatically generated]

Copyright © 2024 Exostar LLC. All rights reserved                         

4

Copyright © 2024 Exostar LLC. All rights reserved                         

image1.png
EXOSTAR’
& UNIVERSITY





image2.png
/

EXOSTAR’

/ \




image3.png
A Discrete Order search

© Search Discrete Orders

Fillg n t east one fed wil eturn results more quickly.

purchase Order No. (

From: w
socenonose [ 5| [mom
supplerio [

Customer tem o, [
Supplerttemo. (
snpToste 0

From: o
‘Schedule Last Modified Iz o] [ w0
oate

Buyer Code.

Customer Description
SupplerDescription
Customer e Description
Suppler tem Descrption

Ccustomer D





image4.png
Results

State

New

Open

Accepted

Accepted with Changes

Supplier Rejected

Total

1,000+

State.

Partially Shipped

Shipped

Cancelled

Closed

Total

1,000+

1,000+





image5.png
Audit Detail o o rage o0 @ ooon B 2 x

© History Selector
— e

vewai ags D)

. : Role © OperationType : ShipmentNumber : Delveryld : Shipm ChangeField : OldVae : Newvale :
ldgenrich@ezopencom  e2open super.role  Insert ASNPLAZ3A205101 1 1 Eaatmalste 05/1818:00:009...
< T >

-





image6.png
A OrderSearch | SelectOrder . Create Shipment

© Shipment Header

* enotes requred fei.
Sipment Number Customer Name Customer Descrption
i) onsc Tianjin Manufactuing site
Suppler Descrpton Shpment Made CorrerName
Al Glass g
Shpment Delvery BOL Number Carrer Reference Number Number f Packages

o
Creation Date Shipment Date* Planned Defvery Dte
D 05317208 5| [osmaon

~ Addiional Reference.
~ contactDetats

Shipment Line Items. @ Draft Shipment ASN13 saved successfully.

©  shpmentlineld i CustomertemName Cu
e 1t 025278 rGTaninT1 L0278 LD Disply Actve Mot

ped quantty:

Suppler Name
Alass T2

Waybil Number

Notes

Emaatrinalste
o] [ wwoomn mmmss

£ UntOfMesswre i Weght : Freightcostt

@5 o 3 000

currency

uso

PR

<





image7.png
A Purchase Order Summary

© Purchase Order Summary Saved Searches None v |2

PO Number [} PO Creation Date YYYY/MM/DD hh:mm @ YYYY/MM/DD hh:mm @ YOU can OPen 'he
Materal Code ° Watera Table Editor to
Description configure and
x B x| o i i

display/hide additional

o number o Category Searlch fields, as
required

Ref. WH Order [ ] Batch

Request Date ETS YYYY/MM/DD hh:mm @ || YYYY/MM/DD hh:mm @ | 2= Place of Delivery L

Request Date ETA YYYY/MH/DD hh:mm B YYYY/MM/DD hh:mm G Transport Mode [}

Original RETS YYYY/MH/DD hh:mm @ || YYYY/MH/DD hh:mm B | 3 Loading Point o





image8.png
From: to:
PO Creation Date YYYY-MH-0D ] YYYY-MH-DD [c]
Days in Past Days in Future

PO Creation Date

14

35





image9.png
Available 6 Selected Select All

+a

TEST1

Alabama

Alaska

American Samoa

Arizona

Arkansas





image10.png
From: tor
e [amvoorrrr 5 =
o

T 2 RS
sear §

) PO Creation Date. woorvvy ] wporvvy
P

- i

CMIMCPEXSBD.
CMIMC-QEX62A
MIZebrags

Customer temNo.

Supplier tem No.

shpToste





image11.png
Purchase Order
No.

PO Creation
Date

Supplier ID.

Customer Item
No.

Supplier item
No.

Ship To site

e Buyer Code
From:

to:
wooryy || oy @] = Customer (
Description S
Supplier [
° Description

You may define an include/Exclude in this in feld

* Separate values with commas.
* Exclude a value by typing ™" in front of it (e.g. “Item1").
*Include NULL values by Typing "NO_VALUE" at the end of your query.





image12.png
Buyer Code

Customer Description

\#10-31 FHMS\ brass





image13.png
A Search Site Demand

osearch Sortsenctes (e ]/ o

Filling i at least one field will return results more quickly.




image14.png
© Search Name this Search | Demand exclude Defaultsite]





image15.png
© search

Saved Searches

Demand exclude Defaultite

save search | ~





image16.png
Saved Searches Editor x





image17.png
A  search Site Demand

© Search

Filing in at least one field will return results more quickly.

Saved Searches

None

Last search
Last Search
Saved Search

Demand exclude DefaultSite

e Demand exclude DefaultSite

Vendor ID

Customer ID

0 4

R |





image18.png
A Purchase Order Search _ Purchase OrderList

©Search Purchase Orders. sweasewcres [ Nooe <] s [Sowsenn ] 8

Purchase Order Schedules .......... 0@

Acceprea 215019

o |rowamor |1 s pr——— PN P
nnnnn
oo o a1 P ST o p—— -
et
o |romeaas |1 s o | ma ot | 0
i
)
[Ep——, e aovsecen | ma Crrere i [
nnnnn
jee
o | v |1 - e | ma [
nnnmm
oatenne B Accepted - 22019 5niammaananmn o Onilin Marie Ianan. 110





image19.png
Purchase Order Schedules r..: o 2o ecorce

© | PONumber 5t 2 |12/ supplier Deseription
@ PO190221-01 1 PMPSA 1100
@ PO190221-02 1 PMPSA 1100
@ PO190221-03 1 PMPSA 1100
@ PO190221-04 1 PMPSA 1100
@ PO190221-05 1 PMPSA 1100

Batch

H

H

H

<

Material Code E] Material Description

FA070935.00

FA070935.00

FA070935.00

FA070935.0

FA070935.00

& Freeze Joxfpost)
= Collapse
& Resize Joxfpost)
© Remove

JoxfPost)

@ Open Table Editor
Post)

Marlboro Gold KS Box (Post)





image20.png
Discrete Order Schedules





image21.png
“Toble Edtor

OefineGrid Columns_Define Mol Column sort

Avaiaie columns

Vendor Name

SnpTotocaton

SnpFrom Locaton

oonesc

RequestQy

PromseQy

oefinevrtcl ol

»]

<

Mol ort Herarchy

Lneia





image22.png
Low Medi..  High




image23.png
From: donotreply@e2open.com [mailto:donotreply@e2open.com] |
Sent: Wednesday, March 21, 2018 8:03 AM

To:

Subject: Forecast Commit Mismatch Alert [dev]

Importance: High

At the time of this email, there were high severity Forecast Commit Mismatch Alert. To review these exceptions, go to:
https://e2projectdev.dev.e2open.com/CLPPROJECTDEV_e2clp/e2clpl.

Category

Forecast Commit Mismatch Alert 2

This email was sent from an automated source. Please do not reply to this message as all replies are automatically deleted





image24.png
My Workspace °0rs80
Supply NetworkExceptions 2 Supply Network OrderSummary
——
5710 100 81

v NewChanged Banket Oder Kert

= Canceled Banke order et

“Q

Agreement. Fim) Aert

= MissingOrder Response At

= NewChanged (scheduing Agreement i) Aert.

v Order RequesuPromse quantty Mismatch(chedulng

eown ow

99 Mising Blanket Ordr Response At

0+ Expring Banket Order ert

99 Invoice - BlanketOrcerUn Pice Mismatch Exception

12+ Order RequesuPromis Date Mismatch cheduing
agreement. i) Nert

v Ivoke - Discrete OrderUnit Price MsmotehExcepton

2060+ Order- tem Ut rice ismatc Excepton





image25.png
Results

3
Exception Towl | Exception Totl
Order Requested and Promised DelveryDate Mismatch At 0 Order-ttemnitprce Msmatch xcepton 0
Order Requested and promised Quantiy Mismatch At o 25 | Overinvoe Alrt 3
Order Requested and Shipped Quanty Mismatch Excepion 00 EDC RequestRevew At o
Order Requested and Received Quantity Mismatch Exception [0 840 EDCPending Response Alert o
Order Requested and Invoced Quantsty Mismatch At -] 20 MissngOrder Response At 2060
R ——_—— o I ., .





image26.png
)
)
[}

MRP Publish

© Search Discrete Orders

purchase Order No. :

P0-431028465277778.001 B (0)

P0-431028465277778.013 B (0)

Close Order

Create Receipt

#  Discrete Order Problem summary  Problem List e

Discrete Order Schedules r...: s s recorss

Lineld i  scheduleID

180
180

View History || Reset

Schedule state
Partially Shipped

Shipped

saved Searches

Order Requested and Promised Quantity Mismatch Alert

BuyerCode : CustomeriD :
€BC-005 EDNSC

8033 EDNSC

None

Customer Description

.

¢ supplier Ip

Penang Manufacturing Site ~ AllGlass-T2

Penang ManufacturingSite  IMCT2

(?
<| >

Go o page

Jump

Records per page

&

Mk 2

su

Al

int

>

20

%—l





image27.png
%, Add to Favorites

A Issues v ASN Problem Summary = ASN List

Default ASN List rageof:2recorss

ASNId 1 i LId i Problem Creation Date
ASN_PORelease_003 1 02/27/2020 13:22:11
ASN_RPO_003 1 02/27/2020 13:22:11

Update Delivery

View History

ProblemDate

07/19/2002 00:00:00

07/19/2002 00:00:00

Reset

Original Creation Date

02/27/2020 13:22:11

02/27/2020 13:22:11

Severity

High

High

ASN DeliveryLate  ~ | ¢

Problem Count

Records per page

&

Cust

20~





image28.png




image29.png
Download

Download the Excel template
from the E2open Ul

The template is pre-populated
with key details associated to a
business object

Fill In

Fill in the required detailsinto
the pre-defined columnsin the

downloaded template.
Save the Excel spreadsheetin
your local drive.

Upload

Upload the completed Excel
spreadsheet to the E2open
system viathe Web UI.





image30.png
A InboxStatus

JOb List rous cecords page 1ot

DocumentType : File Name

1 | BuyForecastUpload  PurchasedForecastxisx| Completed 05/23/18:05:31:43 05/23/18:0:

@ Request Complete. Click on the file name or status for details.

:| staus 2 [: CreationTime 1 : CompletionTime 3

56

User Name.

‘asmawiyah.sajuri@e2open.com

Role Name

Buyer Admin: EDNSC

0Oo=

Comments





image31.png




image32.png
A\ The following field(s) Promise Date have warnings. Please review the warnings.





image33.png
A Request Date and promise Date do not match.





image34.png
® Discrete Order Details

order Details

Discrete Order Schedules

Shipment info

OrderLineld

View History

Reset

Receptinfo  Invoice Info

Request schedule Id

Page 1 of 1; 3 Records

Schedule state
Accepted with Changes
Accepted with Changes

New

1 Selected

currency
usD
usp

uso

RequestQty &

1,000

)

Promise Qty

Request Date

0612472017

0612472017

0512472017

&0

e[ e 8 2

Promise Date
06/24/2017

06/29/2017

05/24/2017
>





image35.jpeg
EXOSTAR




