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Overview

Introduction
What is iSupplier?

iSupplier is a self-service, web based application that can be accessed through a secure interface with
Progressive. iSupplier will allow you to view Purchase Orders, create invoices, view payment information, as
well as manage your bank account information. iSupplier will be the primary way that you will be able to answer
the following questions:

What has been ordered from Progressive?
When did | invoice Progressive?

How much was | paid?

When was | paid?

What was | paid for?

Who from my company has access to iSupplier?

iSupplier allows Progressive to provide added security regarding your bank account and other private data. By
using iSupplier, your information will not be shared with other persons or companies. We limit access to your
information and use safeguards to protect it. We restrict access to your non-public personal information to our
employees who must use it to provide a service. Our employee use of the information is limited by law and
written agreements where appropriate. In addition, our employees are also required to adhere to high standards
of ethics and integrity in performing their jobs as documented in Progressive’s employee code of conduct.
Progressive’s personnel will not have access to your bank account information. These security measures help
ensure that your data is secured and encrypted.
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General Information

The intent of this manual is to act as a desk top assistant or user guide for the iSupplier application.
Any questions can be directed to the Progressive iSupplier Support Team by phone or e-mail.
Hours of Operation: Monday through Friday, 8:00am — 5:30pm EST.

External Phone Number: 1-877-616-7473

Fax Number: 440-603-5560

System Availability: 24/7

E-mail: corporateiSuppliersupport@progressive.com

Address:
Progressive Casualty Insurance Company
Attention: Supplier Maintenance
PO Box 94505
Cleveland, OH 44101

The following information is available at http://www.progressive.com/Suppliers/Suppliers.aspx
e iSupplier User Guide
e FAQ’s — Frequently Asked Questions
e Add/Delete User Form

The direct link to the Login page of iSupplier is: https://suppliers.progressive.com/

No
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Supplier Privacy

Clicking on the Privacy Statement from the home page will take you to the document outlined below which
explains Progressive’s privacy practices.

_ Supeies Eoeat

Home | Orders | Shipments | Admin | Finance

N Navigatorv B2 Favorites Home Logout

Search IPO Number =] | Go
Need help? Send an email to CorporateiSupplierSupport@progressive.com, or cal the Corporate iSupplier Support Team at 877-616-7473.
1 | Notifications Orders
Full List o Agreements
. » Purchase Orders
z:br‘lﬂs rem Date » Purchase History
‘ Shipments

» Overdue Receppts

Full List > Recepts

PO Number Description Order Date Finance
08-Aug-2013 14:50:07 » Invoices
08-Aug-2013 14:30:27

08-Aug-2013 09:49:54 o o
07-Aug-2013 18:02:33

07-Aug-2013 16:04:04

E_L Orders At A Glance

Home Orders Shipments Admin Finance Home Logout

Copyright (c) 2006, Oracle. All rights reserved.

About this notice

Your privacy is important to us. This explains Progressive’s privacy practices for Suppliers of Progressive who
utilize this site. Different privacy policies may apply to Web sites owned or offered by Progressive. This Web site
is owned and operated by Progressive Casualty Insurance Company, 6300 Wilson Mills Road, Mayfield Village,
OH 44143.

What information do you collect about me?

This site allows you to submit and update information, such as you and/or your company’s name, address,
bank, and bank account number, so that we may facilitate the electronic payment of funds that we owe you for
services you have provided to us. We only collect this information if you choose to provide it to us.

Who might get information about me from Progressive?

We will not share the information that you provide through this site, other than as follows: to the bank to whom
you have authorized us to make payment; to service providers that help us fulfill the electronic fund transfer; and
as required to cooperate with law enforcement or regulatory (including, but not limited to, tax) authorities, detect
or prevent fraud, comply with legal process or court orders, and as otherwise required or permitted by law.

How do you protect my information?

We restrict access to your information that you provide through this site to our employees and others who we
feel must use it to facilitate the electronic payment of funds. Their use of the information is limited by law, our
employee code of business conduct and ethics, and written agreements where appropriate. We also maintain
physical, electronic and procedural safeguards to protect this information.

TERMS AND CONDITIONS FOR USE OF THIS SITE

Your use of this site is expressly conditioned on your acceptance of the terms and conditions below. By using
this site, you signify your assent to these Terms and Conditions and agree to be bound thereby. If you do not
agree with any part of the following Terms and Conditions, you must not use this site.

The Terms and Conditions may be modified by Progressive from time to time. Continued use of this site by you
will constitute your acceptance of any modifications to the Terms and Conditions, so it's wise to check this page

gl e
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regularly. You can access the Terms and Conditions any time from the bottom of any page on this site. Your
failure to follow the rules herein, whether listed below or in supplemental notices posted at various times on this
page, may result in termination of your access to this site, in addition to Progressive's other remedies.

Use of This Website

The purpose of this site is to facilitate the electronic payment of funds that we owe you for services you have
provided to us. You agree not to disrupt, modify or interfere with this site, or impede or interfere with others’ use
of this site, or its associated software, hardware and servers in any way. You further agree not to alter or tamper
with any information on or associated with this site. This site and the content provided in this site, including the
text, graphics, button icons, and data compilations, may not be copied, reproduced, republished, uploaded,
posted, transmitted or distributed without the written permission of Progressive, except that you may display and
print the materials presented on this site for the specific business purpose set forth herein. Systematic retrieval
of data or other content from this site to create or compile, directly or indirectly, a collection, compilation,
database or directory, without prior written permission from Progressive, is prohibited.

Password/PIN

This site is a restricted use site, requiring the use of a password and/or personal identification number (PIN) for
access. Unauthorized use of or access to any restricted area is strictly prohibited. Actual or attempted
unauthorized use of or access to such areas may result in criminal and/or civil prosecution. Attempts to access
such areas without proper authorization may be viewed, monitored and recorded and any information obtained
may be given to law enforcement agencies in connection with any investigation or prosecution of possible
criminal and/or unlawful activity on this system. If you are not an authorized user of such areas or do not
consent to continued monitoring, you should not attempt to access such areas.

You are responsible for maintaining the confidentiality of your password and/or PIN. You agree to accept
responsibility for all activities that occur under your Password/PIN. Progressive is not liable for any unauthorized
access to your personal information that is not the direct result of gross negligence on the part of Progressive.
You will notify Progressive immediately if you believe someone else has obtained your password/PIN or any
unauthorized access under your account has occurred or may occur. Progressive may block access to your
password/PIN without prior notice if we believe your password/PIN is being used by someone other than you, if
any unauthorized access to your personal information has occurred or may occur, or for other reasons,
including, without limitation, system upgrades and/or modifications.

Copyright/Trademark

Except where otherwise indicated, all materials contained in this Web site are the copyrighted property of
Progressive Casualty Insurance Company, its affiliated companies and/or third party licensors. The Progressive
logo, all other service marks, and the names of various products and services described within are service
marks of Progressive Casualty Insurance Company and/or its affiliated companies (collectively Progressive).
Progressive reserves all rights to its intellectual property. Any materials printed or downloaded from this site
shall retain all copyright and other proprietary notices in the same form and manner as on the original.

You are not authorized to use any portion of this site or any other intellectual property of Progressive on any
other Web site, in the meta-tags of any other Web site or in any other materials. You may not modify, publish,
reproduce, republish, create derivative works, copy, upload, post, transmit, distribute, or otherwise use any of
this site’s content (except as permitted herein) or frame this site within any other Web site.

Disclaimer of Warranty

This site (including all information and materials contained on this site) is provided as is and as available without
warranties of any kind either express or implied. Progressive disclaims all warranties, express or implied, with
respect to this site, including, but not limited to, implied warranties of merchantability, fithess for a particular
purpose, non-infringement of third party rights, and those arising by statute or otherwise in law or from a course
of dealing or usage of trade. Progressive does not warrant that the operation of this site will be uninterrupted or
error-free, that any defects will be corrected, or that this site or the server that makes it available are free of
viruses or other harmful components. Progressive does not warrant or make any representations regarding the
accuracy, completeness, currency or reliability of this site, any of the information or materials found on this site,
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or the use or the results of the use of the information or materials in this site. Progressive disclaims any warranty
or representation that this site, its servers or any

e-mail sent from Progressive are free of viruses or other harmful components. Applicable law may not allow the
exclusion of implied warranties, so the above exclusion may not apply to you.

Limitation of Liability

Progressive assumes no responsibility for, and shall not be liable for, any damages to, or viruses that may
infect, your computer equipment or other property on account of your access to or use of this site or your
downloading of any materials or data from the site. In no event shall Progressive be liable for any indirect,
incidental, consequential, special, exemplary or punitive damages of any kind (including but not limited to lost
profits or lost opportunity), whether based in contract, tort, strict liability, or otherwise, which arises out of or is in
any way connected with (i) any use of this site or content found herein, (ii) any failure or delay (including but not
limited to the use of or inability to use any component of this site), or (iii) the performance or non-performance
by Progressive, even if Progressive has been advised of the possibility of such damages.

Jurisdiction/Enforceability

Use of this site shall be governed by and construed in accordance with the laws of the State of Ohio without
giving effect to any principles of conflict of laws. Any dispute concerning this site or these Terms and Conditions
shall be subject to the exclusive venue of a court of competent jurisdiction in Cuyahoga County, Ohio. Your use
of this site constitutes your express consent to the personal jurisdiction of such courts for the purpose of
resolving any such dispute. Should any provision of these Terms and Conditions of use be held invalid, unlawful
or for any reason unenforceable, then the invalid, unlawful or unenforceable provision shall be severable from
the remaining provisions. Such invalid, unlawful or unenforceable provision shall not affect the validity or
enforceability of the remaining provisions.

Indemnification

You agree to defend and indemnify Progressive, including all corporate affiliates, and their respective officers,
directors, employees and agents from and against any claim, cause of action or demand, including without
limitation reasonable legal and accounting fees, brought by or on your behalf or by third parties as a result of
your breach of these Terms and Conditions.

Attorney’s Fees

In the event Progressive takes legal action against you in order to enforce, protect or defend any of its rights
pursuant to these Terms and Conditions and prevails, you agree to pay all reasonable costs and fees incurred
by Progressive, including but not limited attorneys’ fees, in addition to any other relief to which Progressive may
be entitled.
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Navigation Tips

The following information will assist you while navigating through iSupplier.

Back Button

G Back

Icons
An asterisk {*} prior to a field name indicates that the field is required and must be populated with the
information requested.

Bank Account

—h * Account Number

The pencil icon allows you to make field updates.
Update

7

Do not use the Back button on your browser. This can cause errors in the application.

Click on the calendar icon to select a date.
IStart Date End Date

26-Feb-2013 E | &

The magnifying glass icon allows you to search a field for a list of values. If you know the field value, begin
typing it and click the tab key. The field will populate. If you do not know the value, click the magnifying glass
icon. The Search and Select screen will populate. Click Go for the list of values. Click Quick Select to populate
the value in the field.

Q

[ o/0] Use the percent sign % to perform a search with incomplete information.
Example: To search for Jim Smith, type either: Jim% or %Smith. We refer to this functionality as a Wildcard
search.

Search Features

Simple Search: From the Home Page click the Full List button, located under Orders at a Glance. This feature
allows you to search for the following: All Purchase Orders, Purchase Orders to Acknowledge and Purchase
Orders Pending Supplier Change.

Advanced Search: From the Home Page click the Full List, located under Orders at a Glance, Then click on the
Advanced Search button. Enter the search criteria. Select the applicable radio dial, show data when any/all
conditions are met.
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Introducing iSupplier

Supplier Login
You will receive an e-mail from Progressive that contains the URL to iSupplier. The subject line will display: FYI:
Progressive Insurance Supplier Collaboration Network: Confirmation of Registration.

1. Click on the log on link within the email.

&

Workflow Mailer EBSQ04 To
<System_WRKF_Notifications@Progressive.com>
[%hone number. NA
04/24/2013 03:03 PM
Please respond to

Subject

STEVEN TYLER <STEVEN@YAHOO COM>

FYI: Progressive Insurance Supplier Collaboration Network: Confirmation of Registration

System_WRKF_Notifications@
Progressive.com

Time Zone (GMT -05:00/-04:00) Eastern Time

To STEVEN TYLER
Sent

ID 121409629

You have been registered at Progressive Insurance for access to the Supplier Self Service Network. You can log on fo
hitps://suppliersga.progressive.com:443/oa_senvlets/oracle.apps.fnd.sso.AppsLogin with the username STEVEN@YAHOO.COM and the password Zb1#3F

When you first log on, you will be required to change your password for security purposes. If you have any further questions or require additional information please
contact our administrator or call the support staff at 1-877-616-7473

Thank you

2. Log on to iSupplier using your Username and your password that was provided to you in the
Registration Notice sent via email.

NOTE: The direct Iinko the

Login page of iSupplier is: : https://suppliers.progressive.com/
e ——r : .

9

*User

= [Inenkel001
I e FUPPLIERS <ial Operaticn Suppcr Dek ot ETT-616-7470 Progressve

-
Password |.

3. You will be immediately prompted to change your password. Enter the current password.
NOTE: Passwords must be at least 5 characters long and will expire every 120 days.

4. Enter a new password. Re-enter the new password. Click Apply.

e
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iISupplier Homepage

You are now at your iSupplier Home Page.

_ i

Home | Orders | Shipments | Admin | Finance

Search [PO Number =] | Go

Need help? Send an email to CorporateiSupplerSupport@progressive.com, or cal the Corporate iSupplier Support Team at 877-616-7473.

N Navigatorv B Favorites ¥

Home Logout

=/ | Notifications Orders

[ Full List o Agreements

- » Purchase Orders
:z?:jts found Pare » Purchase History

Shipments

» Overdue Receipts

h_, Orders At A Glance

[ Full List » Receipts

PO Number Description Order Date [Finance
648325 08-Aug-2013 14:50:07 » Invoices
648317 08-Aug-2013 14:30:27 hissssssssssanas
648324 08-Aug-2013 09:49:54 » Payments
648321 07-Aug-2013 18:02:33
648320 07-Aug-2013 16:04:04

Notifications

Notifications are a way of communicating information to you. Notifications will be available on iSupplier when
changes are made that impact the Supplier (Bank Changes, Purchase Order changes, etc.). In addition to these
notifications you will receive an e-mail notification.

The Notifications view on the Home tab will display your five most recent Notifications. The full list of
Notifications can be viewed by clicking Full List.

1. To view the natification, click the Subject hyperlink.

| Full List
Subject \ Date
ment: Approvd Bank Account

Supplier Profile Managen 05-Mar-2013 14:24:09
rification 05-Mar-2013 14:19:08
05-Mar-2013 14:14:07
05-Mar-2013 14:14:07
1 26-Feb-2013 13:24:50

v
e of bank account
|

of Bank Account

COR
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Orders at a Glance
Orders at A Glance displays your five most recent Orders.

1. Select the Full List button to display all Orders. The Export option is located within the Full List. This
allows users to export information within the orders view. To view a Purchase, click the Purchase Order
Number hyperlink.

|_+ Orders At A Glance

PO Number - Description Order Date
( Test approval 13-Mar-2013 19:44:24

Full List

LN
(=]
L
fel
L
=

572531 08-Mar-2013 17:58:08
585644 08-Mar-2013 15:57:46
585635 Ttems for R12 bullpen 26-Feb-2013 13:24:49
585637 Test PO - Autocreate 24-Feb-2013 17:27:44

Homepage Links
Documents or information can be accessed from the tabs across the top left or from the navigation menu to the
right of the Home Page. You will see Orders, Shipments and Account. Within those sections are hyperlinks that
can be used to access specific information.

_ Liheies Bt

Home | Orders | Shipments | Admin | Finance

Search [PO Number =] | Go £

N Navigator v B Favorites ¥ Home Logout

Need help? Send an email to CorporateiSupplerSupport@progressive.com, or cal the Corporate iSupplier Support Team at 877-616-7473.

=/ | Notifications
. : Orders
| Full List o Agreements
» Purchase Orders
» Purchase History
Shi
» Overdue Receipts

Subject Date
No results found.

[ Full List -o Receipts

PO Number Description Order Date [Finance
648325 08-Aug-2013 14:50:07 » Invoices
648317 08-Aug201314:30:27 1
548324 08-Aug-2013 09:49:54 e
648321 07-Aug-2013 18:02:33
648320 07-Aug-2013 16:04:04

o000
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Actions by Tab

From the Home Tab, the following actions can occur:
e View and search by Purchase Order Number, Shipment Number, Invoice or Payment
¢ View Notifications
e View Orders At A Glance

From the Orders Tab, the following actions can occur:
e View Purchase Orders. Request changes or a cancellation to a Purchase Order.
o Acknowledge of Purchase Order (not required).
¢ View Change History

From the Shipments Tab, the following information is available:
e View and Search receipt information.

e In some cases, we require the Progressive Requester to complete a receipt before payment will be
released. This tab will allow you to view this information.

From the Admin Tab, the following information is available:
¢ Only available to user with Corp ISP Manager Responsibility.
e View, add or update the following information: Address Book, Contact Directory, Business
Classifications, Products & Services, Bank Accounts & User Accounts.

From the Finance Tab the following actions can occur:
e Create, search and view invoices
e View and search payments
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View Supplier Details

1. Click on the Admin tab.

Home | Orders | Shipments

Search |PO Number

This view will produce your Supplier name as listed in our system, your Progressive Supplier Number and your

Taxpayer ID.

Profile Management

+  General General

«  Company Profie Organization Name FLOWERS R US DUNS Number
- Organization Suppler Number 529601 Tax Registration Number
- g Alias Taxpayer ID 345675678
©  Address Book Parent Supplier Name Country of Tax Registration
o Contact Parent Suppler Number
Directory
o Business Attachments
Classifications
o Product & Search
Servg:eskj Note that the search is case insensitive
o Banking
Details Title I
o Pavment & Show Moare Search Options
Invoicing )
o Surveys “TIP Please add pertinent business documents only, examples include but are not limited to: W9's and Certificates of Insurance etc.

Add Attachment...

Revised 6-2013
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View Addre

ss Book Detall

1. Click on the Admin tab.

Home | Orders | Shipments

Search

PO Number I

Profile Management

»  General
»  Company Profile
- Address Book

- Contact
Directory
- Business

Classifications

o Product &
Services

=  Banking Details

The system will display all addresses assigned to your account.

2. Click on the Address Book link.

Address Book

Address Name =

‘Address Details

12345 DAISY CIR

25255 LAVENDER

77878 TULIP RD

12345 DAISY CIRCLE
ROSE, OH 44345
25255 LAVENDER ST
PURPLE, CA 33465
77878 TULIP RD
CARNATION, FL 44356

‘Country

United States

United States

United States

| Update Remove
s )
2 i)
& @

Revised 6-2013
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Add/Delete User

To add or remove a user from access to iSupplier for your company, you must complete a request form.

The request must be made by a current Authorized User with the ability to edit and view. If the Authorized User

is no longer employed, the owner of the company must complete the form. You may request that the additional
user be added with the ability to edit and view or view only.

Corp ISP Manager Responsibility - Edit and View:
e Manage bank account information
e Search/view payment remittance advice information
e Create Invoices

Corp ISP External View Responsibility - View Only:
e Search/view payment remittance advice information

An electronic copy of this form is available at www.progressive.com/Suppliers/Suppliers.aspx.

The completed form must be mailed, faxed or emailed back to Progressive.

Return by mail: Progressive Casualty Insurance Company
Attention: Supplier Maintenance
PO Box 94505
Cleveland, OH 44101

Fax: 440-603-5560

If you have any questions contact the iSupplier Support Line at 877-616-7473 or send an email to
corporateiSuppliersupport@progressive.com

Revised 6-2013 15 iSupplier Portal
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Sample Add/Delete User Form

Revised 6-2013

Progressive Corporats Request to AddiDeiate a waer fo 13upplisr

Inatructions: Thia form mesd be Miled oot In Ex sntirety and be signed by an Authoried User simmecy on the scoound with the Corporste B3P

Marags: mapcnabiliy. H s Uner s ra longes ihs cener of the Company mexd complels the krm Thers arn ssvsm|
ways lo compleis & submill the o
1. Compésts on-ine. algr. prird & fax o H41E11-5EH. Atin: Dopplier Wael nisnarce:
L. Prini s fomm, compleis, wign & send o Atin: Gupplisr PO Doa B85S, Chrmsland, OH 8891 o
iy do wbosve 8.
1. Compists or-ina, sige, prind scar and sered via Emall o Coam
Fisages choose one of e Tollowing: | Add Lisar [] Deiste Wser
Aaquastor's Information

(s ks Indorrmation on Bhe user SubmiEng s request

Supplier Hame
Frogressive Supplier 3
Fequesiors Mame
Supplier's Address
Requesiors Emal
Fequesiors The
Supplier's Tax ID

Uger's. Information
nis ks Information on Bhe user b e added fo the sooount

Firss, Last Mame
Phone 2
Emall Address

User iD {wlll be 11l I by Frograsshie aber form bs submitted )

Ulsar Accees Typs - What level of access should the new ussr hava?
VIEW DMLY ACCESSICoNp 155 Extamal View - wiaw imeoica, PO, paymant & hank information
[ VIEW/EDIT ACTESS/Corp I5F ManGgar - S3Mms: 3000 25 sbava piLs USarcan craaba imvoices & modty ban Information

I this request ks by DELETE a user compiete the folowing fisids
User Bare

Caie fo Deleie

Aumorzed Repreceniaive's
Signature= Cai=
Loty mati-Thbdett L’ Py Pl 1E-12
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Add/Remove Address

All requests for address additions or removals to a Supplier's account must be in a written format and e-mailed
to the following address: corporateiSuppliersupport@progressive.com.

The following information is required:

Name of Supplier

Progressive Supplier Number (See View Supplier Details)
New Address, City, State, Zip

Contact Name and Telephone Number

Effective Date

Reason for addition

Upon receipt of the above information, the new address will be processed within iSupplier. A confirmation will be
sent to you.

Revised 6-2013 17 iSupplier Portal
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Change/Correct Address

For a full address change or a correction such as adding a Suite number or a PO Box number, etc., follow the

steps below to change or correct an address listed on your account.

1. Click on the Admin tab.

Home | Orders | Shipments

Search |PO Number

2. Click on the Address Book link.

Profile Management

»  General
»  Company Profile
- Address Book

- Contact
Directory
- Business

Classifications

o Product &
Services

=  Banking Details

3. Click on the Update icon for the address to change/correct.
Home | Orders | Shipments | Admin | My Invoices
Profile Management

General Address Book

Company Profile Address Name = |Address Details

|Country | Update
Address Book 1179 JACKIE 1179 JACKIE ROAD United States
CEm MAYFIELD, OH 44143 Tl
Directory 123 MAIN 123 MAIN 5t United States 2
e CLEVELAND, OH 44110

4. Make the necessary changes to your address. In the Note field add any applicable comments. Click the

Save button.

Update Address
Indhicates: required field Cancel Save
jmber JOBIIT
=]
= Postal Code |44143
Tole
et otease add Suite 220 to my addresd |
=
XX
Revised 6-2013 18
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5. You will receive a confirmation that your address has been modified. The request will be routed to the

Buyer Admin for approval. You will receive a confirmation email once the change has been
approved/processed by Progressive.

[ Confirmation

" Details for your address have been modified. ﬁ

Address Book

Address Name =~ |Address Details Country Update
1179 JACKIE 1179 JACKIE ROAD STE 220 United States /
MAYFIELD, OH 44143
o000
Revised 6-2013
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Viewing and Managing Purchase Orders

View Purchase Orders
Follow the steps below to view a Purchase Order, Print a Purchase Order or View a Buyer.

1. Click on the Orders tab.

(Orders)| Shipments | Admin | Finance
=]

2. The view will default to All Purchase Orders. Click the drop down box to refine the results view.

Purchase Orders | Agreements | Purchase History | Work Confirmations | Deliverables
Purchase Orders

Search |PO Number

Multiple PO Change | Export ‘

Views

H el

Select Order: | Acknowledge || Request Cancellation ‘ Request Changes | View Change History

Advanced Search
< Previogus 25[26-50 =] Next 25 @

View [All Purchase Orders

PO Operating Document Acknowledge
Select Number |RevUnit Type Description|Order Date ~ Buyer Currency Amount Status By Attachments
~ [635609 0 CORPORATE  Standard PO 22-Feb-2013 09:38:40 PETRUCCIO, SUSAN USD 566.10 Open
ou iN
~ 635607 0 CORPORATE Standard PO 22-Feb-2013 09:33:57 PETRUCCIO, SUSAN USD 46.00 Open
ou iy
~ 630845 1 CORPORATE Standard PO 22-Feb-2013 08:42:15 PETRUCCIO, SUSAN USD 80.00 Open
ou il
~ 633579 0 CORPORATE  Standard PO 22-Feb-2013 07:39:32 PETRUCCIO, SUSAN USD 211.95 Open
ou il

3. Locate the Purchase Order to review. Click the Purchase Order number hyperlink to view Order
Information and Purchase Order Details.

Views

AU All Purchase Orders - Go

Select order: | Acknowledge ‘ Request Cancellation ‘ Request Changes | View Change History ‘

PO Operating
Select Humber  [Rev Unit \Order Date ~ Buyer

Document Type Description
Global Contract

Currency Amount Status

¢~ 58363¢ 2  CORPORATE Test approval 13-Mar-2013 19:44:24 KAT N M |USD 5150.00 Requires
/OU Agreement Acknowledgment
" » a
r 57253f%% 1 CORPORATE  standard FO A USD 100.00 Open
ou
¢ 585644 |0 CORPORATE  Standard PO AROL |usD 4510  Open

ou A

Advanced Search
<) Previous [1-25 |7 Next 25 &

Acknowledge
By Attachments

if:]

Revised 6-2013 20
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4. The Purchase Order Information and Details will populate.

==D0 NOT USE™= Shipping Control
MAYFIELD, OH 44124

Buyer MAHRER, CYNTHIA M Ship-To Address

Order Date 08-Mar-2013 Address 5920 LANDERBROOK DR
17:58:08 MAYFIELD HEIGHTS, OH 44124-6506
Description
Status Open Bill-To Address
Note to Supplier Address ATTENTION: ACCOUNTS PAYABLE
Operating Unit CORPORATE OU P O BOX 94568
Sourcing Document CLEVELAND, OH 44101

Supplier Order Number
PO Details
Show All Details | Hide All Details

Details Line = Type Item/Job Supplier ITtem Description uoM Qty
B Show (1 Goods 123456 Vendor Patches 8939050 & 9091772 EACH 1

Return to Orders: Purchase Orders

Order Information
General Terms and Conditions Summary
Total 100.00
Total 100.00 Payment Terms HNET 30 Received 0.00
% Supplier DONATELLI INC Carrier BEST WAY Invoiced 0.00
Supplier Site 123 MATH AVE FOB DESTINATION Payment Status Mot Paid
Address 123 MAIN AVE Freight Terms

Amount Status Attachments Reason
100.00 Open

Actions  |Request Changes - Go Export

5. The following Actions are available from the drop down list of values. If you are requesting changes that
option is only available on Purchase Orders where the status is Open. You can also Export any of the

results.

Actions |Request Changes Ll Go Export
Request Cancellation
View Change History
View PDF

View Receipts

View Invoices

View Payments
View Shipments

NOTE: The View PDF value allows the Supplier to view or print the Purchase Order The image provides you

with the Requesters Name, Ship to Location and Desk Location.

6. The Buyer is listed on the Purchase Order. Click the Buyer hyperlink on the Purchase Order details

page to view the Buyer’'s name, phone number and email address.

Revised 6-2013 21
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Purchase Order Status Definitions

The Orders tab provides you with a Full List of your Purchase Orders.

There are a variety of Purchase Order Statuses. The list below provides you with a brief definition. If you have
guestions regarding the status of a Purchase Order, please contact the Buyer indicated on the Purchase Order.

Select order: | Acknowledge | Request Cancellation | Request Changes ‘ View Change History | S Previous |1-25 =] Next 25 @

PO Operating
Select Number |Rev Unit
60 il CORPORATE
- 2
ou
e 1 CORPORATE
ou
CORPORATE
c o
ou
o 0723 0 CORPORATE
ou
CORPORATE
. ou
CORPORATE
. ou
CORPORATE
. ou
CORPORATE
« ou
CORPORATE
® ou
CORPORATE
-
ou
e CORPORATE
ou
CORPORATE
-
ou
607081 |1 CORPORATE
ou
¢ 607084 |0 CORPORATE
ou

Document Type Description
Standard PO

Standard PO 10-Apr-2013 09:45: usD 211.26 Supplier Change
Pending

Standard PO 04-Apr-2013 11:05:49 uso 56106.00 Open
Standard PO 03-Apr-2013 14:47: UsD 1288.50 Open
Standard PO 03-Apr-2013 13:28:17 uso 274.80 Open
Standard PO 28-Mar-2013 09:08: usD 28.14  Open
Standard PO 13-Mar-2013 09:58:07| uso 3579.00 Open
Standard PO 12-Mar-2013 21:30: usb 4772.00 Open
Standard PO 11-Mar-2013 14:52:50 usD 56.28 Open
Global Blankst Contract renewal for remanufactured/0EM toner 02-Feb-2013 07:18:10 1 uUsD 0.00 Open
Agreement cartridge purchases (CPA £357698)

Standard PO

Standard PO

Standard PO

Standard PO

Acknowledge
\Order Date + Buyer Currency Amoun By Attachments

10-Apr-2013 10:12:35 ¢ uso 860.00 Open

04-Jan-2013 11:12:35 74.31 Closed

03-Jan-2013 12:52:39 usD 27.01  Open
10-Dec-2012 12:21: usb 81.03 Open

07-Dec-2012 14:37:31 usD 146.72 Open

Purchase Order Status and Definitions
Open — The Purchase Order has been created. Payment has not yet been made.

Closed — The Purchase Order has been created and is closed for invoicing.

Cancelled — The Purchase Order has been cancelled. Goods/Services no longer needed.

Accepted — Contract record status. The document type will indicate Contract vs. Standard Purchase Order.

Supplier Change Pending — The Supplier has requested a change to a Purchase Order. The Buyer has not yet

taken action.

Buyer Change Pending — The customer/buyer has requested a change, waiting on Buyer action.

Revised 6-2013
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Requesting Purchase Order Changes

Purchase Order Document Types

Global Blanket Agreement — this is a document type that is used to make Progressive’s catalog items
available to our internal customers within our Purchasing system. Please do not request any changes or
cancellations to this type of document type.

Global Contract Agreement — this is a document type that is used to create a contract record within
Progressive’s Purchasing system. Please do not request any changes or cancellations to this type of document

type.

Standard PO - this is a document type that is used to generate a Purchase Order from Progressive to the
Supplier. Changes and/or cancellations can be submitted for this type of document.

NOTE: Any issues you may experience with the submission of price or quantity changes and/or cancellations
should be directed to the Buyer listed on the Purchase Order.

Purchase Order Line Statuses

Closed - If the Purchase Order is fully matched, the status of the Purchase Order will be closed. If necessary,
the Supplier can contact the Buyer to open the Purchase Order. When open, the Supplier may only submit a
change to the following fields; Supplier Item, Quantity Ordered, Promised Date, and the Additional Change
Requests field, the system will not allow a Price change.

Because the Purchase Order is fully matched it will not allow the Purchase Order to be canceled, even if the
status has changed to open, because it is fully matched.

Closed for Invoicing - If the Purchase Order is partially matched, the status of the Purchase Order will be
Closed for Invoicing. The Supplier may only submit a change to the following fields; Supplier Iltem, Quantity
Ordered, Promised Date, and the Additional Change Requests field, the system will not allow a Price change.

Closed for Receiving — If the Purchase Order has been fully received against for a 3-Way Match Level
Purchase Order (receiving required) or if the Purchase Order is a 2-Way Match Level Purchase Order with no
receiving, the status of the Purchase Order will be open but the line status will show Closed for Receiving. When
open, the Supplier can submit a change to the following fields: Supplier Iltem, Price, Quantity Ordered, Promised
Date, and the Additional Change Requests field.

1. To submit a Purchase Order change click on the Orders tab.

Search IPO Number j I Go
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2. The default view is All Purchase Orders, click Go to display all Purchase Orders.

NOTE: Use the Advanced Search button to search for a particular Purchase Order.

Purchase Orders | Agreements | Purchase History | Work Confirmations

Purchase Orders

Views

Views |A\I Purchase Orders

= 6ol

Select Order: | Acknowledge ‘ Request Cancellation ‘ Request Changes | View Change History ‘

PO ‘Operating Acknowledge
Select Number  |Rev Unit Document Type  Description Order Date + Buyer ‘Currency Amount Status By Attachments
~ 607241 |o |CORPORATE |Standard FO 04-Apr-2013 11:05:49 usD 5616.00 Open
ou
P CORPORATE  |Standard FO 03-Apr-2013 14:47:02 usD 1288.50 Open
ou
p CORPORATE  |Standard PO 03-Apr-2013 13:28:17 usD 274.80 Open
ou
= CORPORATE _ ctandard B0 28:Mar2013 na-08-08 PETRY Lsn 2814 Onan

Multiple PO Change | Export

\h‘ Advanced Search
9 Previous [1-25 7] Next25 ®

3. Select the Purchase Order to change by enabling the radio button next to the number, and then click the
Request Changes button.

Purchase Orders

Views

View [Al Purchase Orders

=l [eo]

Select Order: | Acknowledge || Request Cancellation | Request Ch | View Change History ‘ < Previous |1-25 =] Next 25 ®
PO Operating Document Acknowledge
Select Number [Rev Unit Type Description 4 Order Date ~ Buyer Currency Amount Status By Attachments
- 607071 1 CORPORATE |Standard PO 10-Apr-2013 09:45:54 |CAUNTER, usD 1290.00 Cpen
# ou CAROL A
@ 1 CORPORATE Standard PO 10-Apr-2013 09:45:11 CAUNTER usD 211.26 QOpen
QU CAROCL
~ (607241 0 CORPORATE Standard PO 04-Apr-2013 11:05:49 PETRUCCIO usD 5616.00 Open
ou SUSAN J,

Multiple PO Change ‘ Export

Advanced Search

NOTE: The Request Change option is available on Purchase Orders with a status of Open. This option is not
available on Purchase Orders with the following statuses: Cancelled, Closed, Supplier Changes Pending or
Purchase Orders that have already been received.

NOTE: If an item is no longer available for ordering within Progressive’s catalog the system will prohibit changes
to a Purchase Order with that item number.

4. Click the Show field to view all fields for each line(s).

Revised 6-2013

PO Details
“TIP You can cancel the entire order or specific ines.
“TIP Ciick on the Show link to view shipment detais of a ne. To split a ine into multiple delivery dates, click the split ine icon of the desired row and then make changes.
Sho{f Al Hide Al
Supplier
Item Note to Contractor Config
Details Line Type Item/Job Revision Supplier Item Description UOM Qty Price Amount Delivered Billed Supplier Name Status Global Agreement ID Attac|
[85how 1 Goods CH565A HP 282 EACH 3 36.68  110.04 Sé LESTTING Open
InkJet Black
Ink cartridge ERDERDA
TESTING
EBSQO04 ....... JP
[9Show 2 Goods 0947A003 Canon BIC- EACH 12 7.23  86.76 gé LESTTING Open
620 (BII-
201C) Cyan CEDERDE
cartridge TESTING
9 EBSQU4 ....... P
[9Show 3 Goods 0949A003 Canon BIC- EACH 2 7.23  14.46 Sé LESTTING Open
620 (BII-
201Y) Yelow EATER 05
Cartridge ‘ TESTING
d EBSQU4 ....... P
[ N
24
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Changes can be made to the open fields, Price, Quantity, Promised Date and Supplier ltem Number.

PO Details
“TIP You can cancel the entire order or specific ines.
“TIP Click on the Show link to view shipment detais of a line. To splt a line into multiple delivery dates, click the splt Ine icon of the desired row and then make changes.
Show Al Hide Al
Item Contractor
Details Line Type Item/Job Revision Supplier Item Dgscription UOM Qty Price Amount Delivered Billed Note to Supplier Name Status Global Agreement
DHde 1 Goods Crs6oA 4K HP #82 Inklet  EACH| 3 36.68 110.04 O MESE DT Open
Black Ink cartridge [CEER (5 MENLIE
4 EBSQO4 ....... Jp
Shipments
Start End
Ship-To Quantity Quantity Amount ’ Supplier Order Discount Effective Effective
Shipment Location Ordered Price Received Received Amount Promised Date ’ Need-By Date Line (%) Date Date Status  Attac
1 OH1MAYFI6 3 4 146.72 110.04 & 30-Nov-2012 13:00:00 'El?rsed
Receiving

Price Purchase Order Change

1. For price changes enter the new price in the Price field and a reason for the price change in the Reason

field.
Ttem Contractor Supplier
lob Revision Supplier Ttem Description UOM Qty Price Amount Delivered Billed Note to Supplier Name Status Global Agreement Config ID Attachments Reason
A TESTING DO NOT —. N
CH565A HP #82 InkJet Black EACH 3 . 35.00) 110.04 gEDER QA TESTING open y i E"CE decrease
Ink cartridge EBSQO4 .......JP

2.
Requests field below before submitting the request.

If additional changes are needed such as UOM or description, specify them in the Additional Change

Additional Change Requests
If you need to submit more changes in addition to those that have been submitted above, you can specify them here

Please change the UOM to Box

3. Click the Submit button. You will receive a Change Order Confirmation.

%Purchase()rders | Agreements | Purchase History | Work Confirmations

Change Order Confirmation

Change Request for Purchase Order 607076 has been submitted for approval.

Return to Purchase Order Summary

The Purchase Order status has changed from Open to Supplier Change Pending.

Select Order: | Acknowledge | Request Cancellation ‘ Request Changes | View Change History |

PO Operating
|select Number |Rev Unit Document Type Description Order Date = Buyer
607071 |1 CORPORATE  Standard PO 10-Apr-2013 09:45:5 ITE
ou
CORPORATE  standard PO 10-Apr-2013 09:45:11 C
ou A

Acknowledge
By

‘Currency Amount Status
uso 1290.00 Open

211.26 Supplierchamge/
Pending

OL usp

9 Previous [1-25 =] Next25 @

Attachments

Your change request has routed to the Progressive Buyer for review. The Buyer is able to accept or reject the
change request. Once action has been taken, you will receive a response notification via email and the status of

the Purchase Order will return to Open.

The subject line on the email will indicate:
FYI: Response to your change request for Standard PO 398767 (PO Number)
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their Purchase Order’s via OSN.

NOTE: If the Price, Quantity, Supplier Item and/or Promised Date change was accepted by the Buyer, a revised
copy of the Purchase Order will automatically be sent to the Supplier, as long as they do not normally receive

Quantity Purchase Order Change
1. For quantity changes, enter the new quantity in the Quantity Ordered field and a reason for the quantity
change in the Reason field. Choose Change from the Action drop down.

Start End
Discount Effective Effective
Supplier Order Line (%) Date Date Status Attachments Split Reason Action
_—‘Q;, out of stock  [EEEAS

To Quantity Quantity Amount
tion Ordered Price Received Received Amount Promised Date Need-By Date
IAYFIG300.M 2 ffg——r 1290.00 @ 05-Dec-2012 00:00:00 Open

2. Click the Submit button. You will receive a Change Order Confirmation.

Change Order Confirmation

o Purchase Order Summary

Change Request for Purchase Order 607071 has been submitted for approval.

¢ [607071

PO ‘Operating
Felect Humber  |Rev Unit Document Type Description
1 CORFORATE  standard PO

- ou

10-Apr-2013 09:45:54 CAUNTER,

Return t
The Purchase Order status has changed from Open to Supplier Change Pending
select order: Acknowledge ‘ Request Cancellation | Request Changes | View Change History | 9 Frevious [1-25 7] Next25 ®
Acknowledge
\Order Date - Buyer Currency Amount Status By Attachments]
TER, CAROL ysp 1290.00 gsgdplhﬂegr Chanq{

their Purc

of the Purchase Order will return to Open.

hase Order’s via OSN.

Revised 6-2013
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Your change request has routed to the Progressive Buyer for review. The Buyer is able to accept or reject the
change request. Once action has been taken, you will receive a response notification via e-mail and the status

NOTE: If the Price, Quantity, Supplier Item and/or Promised Date change was accepted by the Buyer, a revised
copy of the Purchase Order will automatically be sent to the Supplier, as long as they do not normally receive
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View Purchase Order Change History

View of Purchase Order Change History
1. Click the Orders tab, and then click the Purchase History link.

PROGRESSIVE:  iovirror

M Navigator ¥ B Favorites ¥ Home Logout Personalize Page

Home Shipments | Admin | Finance

Searc%v |P0 Number j | Go

Need help? Send an emal to CorporateiSupplierSupport@progressive.com, or cal the Corporate iSupplier Support Team at 877-616-7473.

] Notifications ord
Full List « Agreements
Subject Date « Purchase Orders

No results found, « Purchase History ——

2. Enter the Purchase Order number, then click Go.
Simple Search

Mote that the search is case insensitive

Ponumber [607071] 4K

Release Mumber I

Rev I

Document Type [% Q

Creation Date I
Revised Date I
'_—'. Go | | Clear

This view provides you with three options outlining the Purchase Order changes. Only approved changes will be
viewable. The Export button is available if you would like to export the results to a spreadsheet.

Purchase Orders | Agreements | Purchase History | Work Confirmations

Purchase Order Revision History

Export
Simple Search

Note that the search is case insensitive Advanced Search
PO Number |607071

Release Number

Rev

Document Type Q
Creation Date
Revised Date E]
E Clear
PO Number Rev Operating Unit Description Buyer \Creat'lon Date |Revised Date ~ |Currency Total Ship-To Location Compare to Original PO Compare to Previous PO Show all PO Changes
607071 2 CORPORATE QU CAUNTER, CAROL A 28-Mov-2012 16:12:03|10-Apr-2013 10:12:26|USD 860.00{CAMPUS EAST @ @ @

3. Click the Purchase Order hyperlink to view the Purchase Order details.

Number rating Unit Description Buyer ‘Creat'mn Date |REV-EB€| Date = ‘CurrencyTotal Ship-To Location Compare to Original PO Compare to Previous PO Show all PO Changes
607071 2 CORPORATE OU CAUNTER, CAROL A 28-Nov-2012 16:12:03 10-Apr-2013 10:12:26 USD 860.00/CAMPUS EAST @ @ @

NOTE: This view will display those requests that have been approved and/or rejected. Scroll to the right to view
additional fields (Additional Changes, Buyer Response, etc.)
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View Purchase Order Changes
1. Click on the Orders tab.

(Orders)| Shipments | Admin | Finance

Search |PO Number j | Go

2. Select a Purchase Order and then click on the View Change History button.

Views

View IA\I Purchase Orders | Advanced Search
Select Order: ‘ Acknowledge H Request Cancellation ‘ ‘ Request Changes || View Change History ‘

9 Previous |1-25 [+ | Next 25 @
perating

PO Acknowledge
[Select nit Document Type Description / Order Date = Buyer Currency Amount Status
& 071 |2 |CORPORATE |standard PO
ou

By Attachments
10-Apr-2013 10:12:35 M usD

860.00 Open

The star icon indicates the change submitted.

Pimchase Ovdons >

i Hi

ry for Stenderd Purchase Ordar: 607071

J Indicates nv values
= Indicates cancellation

‘ | | Suppler  Suppbar
| Suppher Price | Promised Start Ind Order  Order Line Additional Cancelation

Details Reg) Date L Toem Ttesn Description UOM Rate Amount Date Heed- By Dale Date Date Bumber Member Changes  Split Request Responss
S tde 10-Apr-2003 10:06:26 1 MICR BLK TR HT 3 %__._-—" 05-Dec-2012 00:00:00 W o Accopted

YO INFOFRINT i -

1832/52/72/92 25K

Requested By Responded By  CAIRTER, CAROL A
Change Reason out of sbock Risponse Date  10-Apr-2013 10:12:12
Responss Raason

NOTE: This view will display those requests that have been approved and/or rejected.

3. Click OK to return to previous screen.

[ N )
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Requesting Purchase Order Cancellations

There may be instances where it is necessary to submit a request for cancellation of an entire Purchase Order
or Purchase Order lines to the Buyer. When you request a cancellation of a Purchase Order or Purchase Orders
lines, the request is submitted to the Buyer listed on the Purchase. If the Buyer approves the request the
Purchase Order or Purchase Order lines will be cancelled.

Cancel Purchase Order Line
1. To submit a Purchase Order line cancellation to the Buyer, click on the Orders tab.

(Orders)| Shipments | Admin | Finance

Search IPO Number j I Go

2. The default view will show all Purchase Orders. To search for a specific Purchase Order click on the
Advanced Search button.

Views
View [All Purchase Orders = [ /' Advanced Search
Select Order: | Acknowledge | Request Cancellation | Request Changes View Change History | 9 Previous [1-25 =] Next 25 &)
PO Operating Document Acknowledge
Select Number Rev Unit Type Description Order Date~ Buyer Currency Amount Status By Attachments]
~ 635474 1  CORPORATE Standard PO 23-May-2013 15:18:51 HENKEL, LISA USD 99.50 Open
ou M
~ 635964 2 CORPORATE Standard PO 23-May-2013 15:04:58 HENKEL, LISA USD 0.00 Closed
ou M
~ 635955 3 CORPORATE Standard PO 17-May-2013 18:02:13 MCCANN USD 19.83  Open
ou CHAD M
635956 0 CORPORATE Standard PO 09-May-2013 14:52:53 PETRUCCIO, USD 17.33  Buyer
© ou SUSAN J. Change
Pending

3. Enter the Purchase Order Number and click Go.
Advanced Search

Views
pecify parameters and values to filter the data that is displayed in your results set.
= Show table data when all conditions are met.

I~ Show table data when any condition is met.

PO Number |is =l |535474 ‘__—

Document Type is - Q
Order Date fis =l | =
Ship-To is = Q,
Location

6o Mclear |Add Another [Acknowledgement 5= | Add |

4. Select a Purchase Order by enabling the radio button then click on the Request Cancellation button.

Advanced Search
Views
Specify parameters and values to filter the data that is displayed in your results set.
& Show table data when all conditions are met.
© Show table data when any condition is met.
PO Number [is =l [ez5e7e
Document Type is - Q
Order Date is =l | |
Cocton g 4
M clear |Add Another |Acknowledaement Siz ﬂ
Select Order: | Acknowledge ‘ Request Cancellation Request Changes | View Change History |
Selec%ﬂumber Rev Operating Unit DocumeNe Description \Order Date - Buyer Currency Amount Status Acknowledge By Attachments]
® 5474 1 |CORPORATE OU Standard PO 23-May-2013 15:18:51 HENKEL, LISA M USD 99.50  Open
L)
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NOTE: Before submitting the request for cancellation the Supplier needs to be aware that if there is an invoice

already submitted and matched to the Purchase Order, the Buyer will be rejecting the request for the

cancellation until a credit memo invoice is issued by the Supplier. Once the credit memo invoice is processed

the Supplier can re-submit the cancellation request.

If an invoice and a credit have already been issued and matched, the Buyer will process the request for the

cancellation of the Purchase Order.

If an invoice has not been submitted and matched to the Purchase Order, the Buyer will process the request for

cancellation of the Purchase Order.

5. In the Purchase Order details click on the Show button to view all fields.

PO Details

“TIP You can cancel the entire order or specific lines.
“TIP Click on the Show link to view shipment details of a line.

Show All Hide All
Supplier
Item Supplier Note to Contractor Config
Details Line Type Item/Job Revision Item Description UOM Qty Price Amount Delivered Billed Supplier Name Status Global Agreement ID Attachn]
[1Show 1 Goods CAN Canon pixmapg EACH 5 199 99.50 Open
2973B001 210XL black ink
‘\ OEM  mp -
240/250/270/280/ il
MX
330/340/410/480
400p yld

Cancel ‘ Printable View | View Change History | Export | Submit |

eturn to Orders: Purchase Orders

6. Enter the reason for the cancelation in the open field and choose Cancel from the Action drop down

box. Click on the Submit button.

PO Details

¥ TIP You can cancel the entire order or specific ines.

¥ TIP Click on the Show link to view shipment detais of a line.

Show All Hide Al

Item Supplier Note to Contractor Supplier

Details Line Type Item/Job Revision Item Description UOM Qty Price Amount Delivered Billed Supplier Name Status Global Agreement Config ID Attachments Reasc|
JjHide|1 |Goods CAN Canon pixma pg 210X black EACH 5 19.9)  99.50 Open

o 2973B001 ink mp 240/250/270/280/ M

OEM MX 330/340/410/480 400p =12
yid
Shipments
Supplier Start End
Ship-To Quantity Quantity Amount Promised Order  Discount Effective Effective

Shipment Location Ordered Price Received Received Amount Date Need-By Date Line (%) Date Date Status Attachments Split Reason Action

1 CA1THOUS2545.H 5| 12E 99.50 28-Feb-2013 00:00:00 Open customer cd 1 | Cancel I
Return to Orders: Purchase Orders Cancel | Cancel Entire Order | Printable View | View Change History ‘ Export ‘ Submit ‘

7. A confirmation message will display that the cancellation request has been submitted for approval to the

Buyer. Once the Buyer accepts (or rejects) the request the Supplier will be notified.
Home I Orders l Shipments I Admin ] Finance

Create Invoices | View Invoices | View Payments

Cancel Order Confirmation
Cancellation Request for Purchase Order 635474 has been submitted for approval.

Return to Purchase QOrder Summary
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Cancel Entire Purchase Order

(Orders)| Shipments | Admin | Finance

Search IPO Number j I Go

1. To submit a Purchase Order cancellation to the Buyer, click on the Orders tab.

Advanced Search button.

2. The default view will show all Purchase Orders. To search for a specific Purchase Order click on the

Views

View IAH Purchase Orders j Go

Select Order: | Acknowledge Request Cancellation ‘ Request Changes View Change History

Select ‘PO Number Rev Operating Unit Document Type Description‘Order Date ~ Buyer Currency Amount Status Acknowledge By Attachments
C 636588 0 |CORPORATE OU Standard PO 28-Jun-2013 14:22:18 PETR , SUSAN 1.USD 25.00 | Open
€ 636587 0 |CORPORATE OU Standard PO 28-Jun-2013 14:07:31 PETRUCCIO, SUSAN 1.USD 15.00 Open
636570 0 CORPORATE QU Standard PO 28-Jun-2013 13:43:02 CAUN CAROLA USD 21.00  Open
€ 636566 0 CORPORATE QU Standard PO 28-Jun-2013 13:40:19 PETR 10, SUSAN J. USD 10.00  Open
C 636565 0 |CORPORATE OU Standard PO 28-Jun-2013 13:40:16 CAUN CAROL A |USD 3.50 Open
€ 636557 0 |CORPORATE OU Standard PO 28-Jun-2013 13:26:42 PETR SUSAN 1.USD 49.95 Open
636556 0 CORPORATE QU Standard PO 28-Jun-2013 13:23:53 PETRUCCIO, SUSAN 1. USD 5.00 Open

"' Advanced Search
Previous |1-25 'I Next 25 2

3. Enter the Purchase Order Number and click Go.

Advanced Search

Spedify parameters and values to fiter the data that is displayed in your results set.
@ Show table data when al conditions are met.

(™ Show table data when any condition is met.

PO Number Iis d |636402 a—

Document Type J Q

Order Date is - |

Ship-To Location

s

e

is A Q
Go Clear |Add Another |Acknowledgement5tatus =l | Add

Views

4. Select a Purchase Order by enabling the radio button then click on the Request Cancellation button.

Advanced Search

Bpecify parameters and values to fiter the data that is displayed in your resufts set.
@ Show table data when all conditions are met.

¢ Show table data when any condtion is met.

PO Number I‘S j |636402
Document Type s j Q

Order Date is | |
Ship-To Location s | Q

Go | | Clear |Add Ancther IAcknowIedgementStatus =l | Add

Select Order: | Acknowledg ‘ Request Cancellation ‘ Request Changes | View Change History
5e|ect| ber Rev Operating Unit Document Ty Description ‘()rder Date * Buyer
@® 636402 0 CORPORATE OU Standard PO K 11-Jun-2013 13:46:14 |PETRUCCIO, SUSAN J.

Currency Amount Status Acknowledge By Attachments

usD

Views

46.00 Open

NOTE: Before submitting the request for cancellation the Supplier needs to be aware that if there is an invoice
already submitted and matched to the Purchase Order, the Buyer will be rejecting the request for the
cancellation until a credit memo invoice is issued by the Supplier. Once the credit memo invoice is processed

the Supplier can re-submit the cancellation request.

If an invoice and a credit have already been issued and matched, the Buyer will process the request for the

cancellation of the Purchase Order.
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If an invoice has not been submitted and matched to the Purchase Order, the Buyer will process the request for
cancellation of the Purchase Order.

5. Click on the Cancel Entire Order button.

Request Cancellation for Standard Purchase Order : 835402,0 (Total USD 46.00)

Cumency =UsD

~| Onder Information

General Information

Tota
Suppler

Suppler Ste
Address

Burper

Order Date
Description

Status

Note to Suppler
Sourcing Document
Cirganization

Suppler Onder Number
Amtachments

PO Detals

Show Al Hide Al

w4 Goods

55

Dotads Line Type [tem) Job Reviskon [hem

46.00

APPLIED LASER
TECHNOLOGIES
ISP-PO BOX 7617

PO BOX 76173
CLEVELAND, OH 44101
EETRUCCIO, SUSAN ).

11-Jun-2013 13:46:14

Open

CORPORATE OU

Naone

¥ TIP You can cancel the entre order or spechic ines.
¥ TIP Cick on the Show Ink bo view shipment detats of a Ine.

Item  Suppher

Description

SAM Samsung

SO 200 Compatible SCX42

COM SUpErioner
(SO0 2004)
samsLng SO0 4200
3% vid

Cancel Printable View

Terms and Conditions \

MET 30
BEST WAY
DESTINATION

Cancel Entire Order | View Change History Export Sulbsmit |

Payment Termms
Carrer

FOB

Freight Terms
Shippang Control

Ship-To Address
Addréss G235 ALPHA DR
HIGHLAND HEIGHTS, DH 44143-2114
Bill-To Address

Address  ATTENTION: ACCOUNTS PAYABLE
P D BOX 94568
CLEVELAND, OH 44101

Suppher
Status Global Agresment 1D
Open . G55

Note to
UOM Qty Price Amount Delivered Blled Suppher

EACH 1 456 4600 HTS..NTS..NTS

Contractor

Maine Attachiments Reasdon

6. Enter areason in the Reason for Cancellation box and then click on the Submit button.

Description
Currency
Amount
Order Date
Action

* Reason for Cancelation

Cancel Purchase Order 636402

usp
46.00
11-Jun-2013 13:46:14

Cancel

Submit

f

Customer cd to cancel order

—

E
=

7. A confirmation message will display that the cancellation request has been submitted for approval to the
Buyer. Once the Buyer accepts (or rejects) the request the Supplier will be notified.

Home I Orders ] Shipments I Admin I Finance

Purchase Orders | Agreements |

Cancel Order Confirmation

Return to Purchase Order Summary

Purchase History

Cancellation Request for Purchase Order 636402 has been submitted for approval.
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Submitting Invoices

iSupplier allows you to create and submit standard invoices and credit memo invoices to Progressive
electronically. The system will not allow any instances of overbilling against a Purchase Order on either the price
or the quantity ordered.

If it is necessary to invoice Progressive for more than what the Purchase Order states you must submit a
Purchase Order change request through the iSupplier application prior to entering the invoice in the system. See
the Purchase Order Changes section in this manual.

1. To create and submit a standard invoice or credit memo invoice, start by clicking on the Finance tab.

Home | Orders | Shipments | Admin | Finance

Search |PO Number j | Go

2. Click the Go button to get to the next screen to enter your Purchase Order number.

Inveoice Actions

Create Invoice Witha PO | Go

Search /

Note that the search s case insensitive

Suppler PIZZA PALACE Purchase Order Number

Invoice Number Invoice Amount
Invoice Date From | T =

—_—_———— nvoice Date To

Invoice Status

Currency

Go Clear

3. The invoices screen will display providing you with the four step process:
e Purchase Orders
e Details
e Manage Tax
¢ Review and Submit

4. Enter your Purchase Order number and then click Go.

- e E )
Purchase Orders Details Manage Tax Review and Submit

Create Invoice: Purchase Orders
Cancel | step1of4 | Next |

Search

Note that the search is case insensitive Advanced Search
Purchase Order Number 636425\ F_
Purchase Order Date |

{xample: 13-Jun-2013) -
= | Go | | Clear

NOTE: An Invoice can be created using multiple Purchase Orders. To do this you must search for Purchase
Orders by the Purchase Order date and select all the Purchase Orders to add to the invoice. Progressive
recommends that if there is sales tax applicable for each of Purchase Orders that you submit separate invoices
for each Purchase Order as there is only one sales tax line available for input. This means sales tax would need
to be combined as one total and we do not recommend entering a combined sales tax.
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5. Select the Purchase Order to add to the invoice and then click the next button or click on the Add to

Invoice button after selecting.

Search

Note that the search is case insensitive

Purchase Order Number  |636425
Purchase Order Date

(exampla: 13-Jun-2013}

Go Clear
Select Items: | Add to Invoice

Select Al | S None
Select:
7 536425 I

TEST B59886

umber ~ ‘I.'lne|5hipment Item Description  Supplier Item Number

Advanced Search

Ordered Received Invoiced UOM Unit Price Curr Ship To
25 0 0 EACH 2

Organization
USD |SEE BELOW | CORPORATE OU

Packing Slip Waybill

N

Cancel | Step 1of4 | Next

Create Invoice: Details

6. Click on magnifying icon at the end of the Remit To field.

* Indicates required field

Supplier

* Suppler PIZZA PALACE
Tax Payer ID 342355785

* Remit To
Address
Remit To Bank Account

oQ 4

Q

Cancel | [ Back | step2of4 | Next

Invoice

* Invoice Number
13-un-2013 | (3

* Invoice Date

13-Jun-201

Invoice

Invoice Type =l
Currency USD
Invoice DESCT’IDDDI’T d
=

Attachment ool Add...

7. The Search and Select screen will open. Click the Go button to populate a list of your Supplier Remit To
addresses. Quick Select the correct Remit To address or enable the Select radio button and then click

on the Select button on the right.

fearch and Select: Remit To

Search

Search By | Remit To jl Go

Results

select Quick Select |supplier Remit To
ol 53 4545 MUSHROOM R
ol = (F:m PALACE 8383 PEPPERONI

About this Page

Te find your item, select 2 fiter tem in the pulldown list and enter 2 value in the text field, then select the "Go” button,

Cancel Select

Address Organization
4545 MUSHROOM RD SAUCY OH 45854 CORPORATE OU

8389 PEPPERONI 5T CHEESE OH 44555 CORPORATE OU

Cancel Select

Revised 6-2013

34 iSupplier Portal




PROGRESSIVE

iISupplier Corporate Suppliers Procedures Manual

The correct Remit To address will populate.
8. Enter the Invoice Number and an Invoice Description.

NOTE: If your Supplier profile is set-up to be paid by draft, skip this step.

Supplier Invoice
* Supplier  PIZZA PALACE * Invoice Number  [96333
Tax Payer 1D 342355785 * Tvaice Date I—U A 013 -
*Remit To (8989 PEPPEROINI 4 P relR T
Address 8989 PEPPERONI ST CHEESE OH 44555 lirvatis Tome f_P—Irwoice j
Remit To Bark Account < Currency  USD

Invoice Description  [Test for Supplier Invoices| =]

-

Attachment yone Add...

NOTE: If the invoice submitted will be a Credit, choose Credit Memo from the Invoice Type drop down box. You
will enter a negative value using a hyphen in the Quantity field.

iSupplier will only allow you to create a credit memo invoice against a Purchase Order that is partially or not
received. If the Purchase Order you need to create your credit memo invoice against will not allow you to create
there is a high probability the Purchase Order is fully received. The iSupplier system will not allow you to create
a credit memo invoice against a fully received Purchase Order.

In this circumstance contact the Buyer listed on the Purchase Order by submitting a change request for that
Purchase Order, you must request the Buyer to initiate a return of receipts against the Purchase Order in order
for you to proceed with entering the credit invoice. Once you receive the approval from the Buyer that the return
of receipts has been processed you may proceed with creating the credit memo.

9. Attimes it may be necessary for the Supplier to submit corresponding documentation such as an Excel
or Word file with additional invoice details in additional to the actual invoice. Additional text verbiage can
also be submitted in lieu of a file. To do this click on the Add button.

Invoice

# Invoice Number I

* Invoice Date |18-Jun-2013

(escample: 18-Jun-2013)
Invoice Type I Invoice j

Currency USD
Invoice Description

=
[ -
Attachment None Add... *_

10. Type a title in the Title field and add a description in the Description field.

11. If you are attaching a file, enable File button for the Type and click on the Browse button. Search for the
correct file and click on it then click on Open in the dialog box.

12. If you are just submitting a message you may change the Type to Text and type your message in the
open field.

13. In either instance click the Apply button.

NOTE: If you do not have anything to attach you should skip these steps.
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Attachment Summary Information

Title |Add\'tiona| Invoice Details
Description [ dditional invoice details for invoice #96333

IS

Category From Supplier

Define Attachment

Type @ Fle |C:\Documents and Settings\LHENKEL 1\Desktop\Additic  Browse...
cure
' Text ;I

Cancel | Add Another | Apply

14. A confirmation message will display that your attachment has been added successfully and the
Attachment section will now show an attachment listed.

‘g Confirmation ="

Attachment Additional Invoice Details has been added successfully but not committed; it would be committed when you commit the rest of the current transaction.

Create Invoice: Details
* Indicates required field

Cancel | Back ‘StepZoM Next

Supplier Invoice

* Supplier A1 AIR VENT * Invoice Number
Tax PayerID 157606157 -
= Remit To -;,\ *Invoice Date |18-Jun-2013 ]
Address {Example: 18-Jun-2013
. Invoice Type |Invoice j
Remit To Bank Account <,

Currency USD
Invoice Description

SIKI

RiEgiTTETE Attachment List... Add..

15. Scroll down to Items. If it is necessary to modify the invoiced quantity, enter the new quantity in the
Quantity field at the bottom of the page.

Items
PO Number Line Shipment Item Description Supplier Item Number ship To Available Quantity Quantity Unit Price  UOM  Amount
636425 1 1 TEST B59886 SEEBELOW 25 = P 2 EACH [50

16. If it is necessary to add Freight or a Miscellaneous charge, click on the Add Row button to populate
those charge fields. Add the dollar amount of the charge and a description. Add as many rows as

necessary. Click on the Next button.
Shipping and Handling

Charge Type Amount Description

Freight | 5.00 Cielivery|
Add Row

Cancel Back |Step 2of4 | Next
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17. To calculate tax on the invoice, enter the tax amount in the Summary Tax Lines section in the Active
field then click on the Calculate button.

Summary Tax Lines

Calculate |
Summary Tax Line Number Tax Rate Code Tax Rate Tax Amount Line Status
1 TAX_ISP_REGIME TAX_ISP TAX_ISP_STATUS TAX_ISP_JURISDICTION TAX_ISP_RATE 1| ==l 2.50 Active
Items
PO Number Line Shipment Item Description Supplier Item Number Ship Te Available Qty Quantity To Invoice UOM Unit Price  Amount
636425 1 ik TEST B59886 SEE BELOW 25 25.00 EACH 2.00 50.00

Shipping and Handling

Charge Type Amount Description
Freight 5.00 Delivery
Invoice Summary

Items 50.00

Less Retainage 0.00
Freight 5.00
Miscelaneous 0.00
Tax 0.00

NOTE: The field will automatically default to O (zero). If no tax is to be entered in the field leave defaulted to 0
(zero).

18. After you have entered the tax amount and clicked on the Calculate button, click on the Recalculate
Total button.

Invoice Summary

Items 50.00

Less Retainage 0.00
Freight 5.00
Miscelaneous 0.00
Tax 0.00

Recalculate Total Total (USD) 55.00

19. Review the invoice total. If all amounts are correct, click on the Submit button.

NOTE: If you only save the invoice and come back to it at a later date, the tax amount does not save it will reset
to zero.

Invoice Summary

Items 50.00

Less Retainage 0.00
Freigh 5.00
M\scellaneous\‘ 0,00

Tax 2.50

Recalculate Total Total (USD) 57.50
Cancel | Save ‘ Back ‘5t9p3ﬂf4 Next Submit

20. A confirmation notice will display that your invoice was submitted to our Accounts Payable department
for processing.

“@ Confirmation

Invoice 96333 was submitted to our Accounts Payable department on 13-Jun-2013. The confirmation number for this invoice is the invoice number. You can query its status by using Search by navigating to
the Home page.
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View Invoice Status

1. Click on the Home tab. Then click on the Invoices hyperlink.

_ £ ibpsee B

n Navigator v B Favorites ¥ Home Logout

Home | Orders | Shipments | Admin | Finance

Search [PO Number =l | Go

Need help? Send an email to CorporateiSupplierSupport@progressive.com, or call the Corporate iSupplier Suppart Team at 877-616-7473.

[ | Motifications Orders

Full List » Agreements
= + Purchase Orders
::l:]eﬁs found Laiis s Purchase History
’ _Shipments
s Overdue Receipts

| Full List + Receipts

PO Number Description Order Date Finance ——rs

: 08-Aug-2013 14:50:07 o Invoices M=
08-Aug-2013 14:30:27
08-Aug-2013 09:49:54
07-Aug-2013 18:02:33
07-Aug-2013 16:04:04

E-L . Orders At A Glance

» Payments

2. Enter your Invoice number search criteria. To return all invoices, enter the % (wildcard) in the Invoice
Number field and click Go.

Simple Search
Advanced Search
Invoice Number 60246\ 4 Amount Due From To |
PO Number Invoice Date From To | &
Payment Number

Due Date From a To &
Payment Status - (example: 22-Apr-2013)
=== | Go || Clear

The view provides you with the Payment Status, Due Date & Payment Number if applicable at the time, etc.

NOTE: Click on the hyperlinks Invoice Number or Due Date to view additional details. The Export option is
available and allows the export of information within the view.

Simple Search
Advanced Search
Invoice Number |60246 Amount Due From To |
PO Number Invoice Date From B To | ]

Payment Number B Beie B ]

Payment Status (example: 22-Apr-2013)
Go | | Clear |

Tnvoice Amount Oon Payment PO
Number DescriptionInvoice Date ~ [Type  Currency DueStatus Hold Status Due Date Payment Number Receipt Attachments
00246 25-Jun-2012 Standard USD 0.00 Approved Paid 25-JUL-2012 00:00:00820655747|584224

Export

Other Invoice Search Options

Purchase Order - To view the invoice related to a particular Purchase Order, enter the Purchase Order
Number. If you do not know the number, enter the % (wildcard) in the Purchase Order Number field.
Payment Status - Statuses include: Not Paid, Partially Paid and Paid.

Invoice Date Range - Enter a single date or a start and end date.
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View Payment

1. Click on the Home tab. Then click on the Payments h

_ i

N Navigatorv B Favorites ¥ Home Logout

Home | Orders | Shipments | Admin | Finance

Search [PO Number =] | Go

Need help? Send an email to CorporateiSupplerSupport@progressive.com, or cal the Corporate iSupplier Support Team at 877-616-7473.

E| _ Notifications uDuders

[ Full List o Agreements

» Purchase Orders
» Purchase History

Shipments
» Overdue Receipts

[ Full List » Recepts

Subject Date
No results found.

h_,  Orders At A Glance

PO Number Description Order Date [Finance
648325 08-Aug-2013 14:50:07 s Invoices
08-Aug-2013 14:30:27 a
08-Aug-2013 09:49:54 o) P
07-Aug-2013 18:02:33 ‘--ﬂ-

07-Aug-2013 16:04:04

2. Enter your search criteria. To return all payments, enter the % (wildcard) in the Payment Number field
and click Go.

Simple Search
Note that the search is case insensitive Advanced Search
Payment Number %% Status Q
Invoice Number Payment Amount From I To I

PO humber Payment Date From To
(xample: 15-Mar-2013)
== | Go || Clear ‘

The view provides you with the Payment Date, Amount & Status, etc.

NOTE: Click on the hyperlinks Payment or Invoice to view additional details. The Export option is available and
allows the export of information within the view.
Simple Search
HNote that the search is case insensitive Advanced Search
Payment Number [% *—— Status Q
[%Im/ni:e MNumber Payment Amount From I To I
PO Humber Payment Date From = To =)

ﬂ Clear (sxample: 15-Mar-2013)

Payment |Payment Date |Currency \ Amount\Method \Status |Statu5 Date Bank Account Invoice PO Number

6 29-May-2010 usD 8.10 Draft Voided 29-May-2010 AS3 US General Draft Acct SMOKETESTSD052910 415143
07-Mov-2009 usD 1.00 Draft Voided 07-Mov-2009 AS3 US General Draft Acct CMPPRODSMOKETESTSDONATEL110709

650130255 24-Oct-2009 usD 2.00 Draft Voided 24-0ct-2009 AS3 US General Draft Acct SDOMATELLIPRODSMOKETESTL

650128602 16-May-2009 usD 2.00 Draft Voided 16-May-2009 AS3 US General Draft Acct UTF8 PROD SMOKE TEST 1 LSEESE

650128324 25-Apr-2009 usp 2.00 Draft Voided 25-Apr-2009 AS3 US General Draft Acct PRODUCTION KE TEST 042509
650128325 25-Apr-2009 usp 2.00 Draft Voided 25-Apr-2009 AS3 US General Draft Acct TEST 2 042509
6 10-May-2008 usp 5.00 Draft Voided 10-May-2008 AS3 US General Draft Acct PRODTESTA-SQURC/CONTR-SEESE
650120762 14-0ct-2007 usp 0.01 Draft Voided 14-0ct-2007 AS3 US General Draft Acct SID101407

Export
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Other Payment Search Options
Purchase Order - To view the payment related to a particular Purchase Order, enter the Purchase Order
Number. If you do not know the number, enter the % (wildcard) in the Purchase Order Number field.

Payment Amount Range - Enter a single amount or an amount range.

Payment Date Range - Enter a single date or a start and end date.
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Payment Hold Status Definitions

1. Clicking on the Home tab then the Invoices link allows you to pull back a list of all invoices.

_ Lpeer EOE!

i Navigator ¥ B Favorites v Home Logout

Home | Orders | Shipments | Admin | Finance

Search [PO Number =] | | Go

Need help? Send an email to CorporateiSupplerSupport@progressive.com, or cal the Corporate iSupplier Support Team at 877-616-7473.

. : Orders
| Full List s Agreements
» Purchase Orders
» Purchase History
Shi
» Overdue Receipts
 Orders At A Glance bbbt

[ Full List » Receipts

Subject Date
No results found.

PO Number Description Order Date Finance co——
648325 08-Aug-2013 14:50:07 » Invoices ‘—”""-

648317 08-Aug-2013 14:30:27 e —————
648324 08-Aug-2013 09:49:54 o Payments

07-Aug-2013 18:02:33
07-Aug-2013 16:04:04

2. Enter the wildcard (%) in the Invoice Number field to pull back a list of all invoices, regardless of status.

Simple Search
Advanced Search
Invoice Number |94 Amount Due From
PO Number Invoice Date From

Payment Number Due Date From

(example: 26-Ma

Payment Status -

Go | | Clear ‘

3. In some instances you may see that invoices are On Hold. Click the On Hold hyperlink to view the hold

reason.
K % Previous [1-25  [=] Ne @
invoice Number |Desa:ript'|ﬂn Invoice Date *  [Type Currency  Amount Due Status On Hol ayment Status  Due Date Payment PO Number Receipt Attachments
A EBSQO05 REC 01 07-Jan-2013 Standard USD 27.01 In-Process |Qty Rec |Not Paid
04-Jan-2013 Standard USD 80.00 Approved Not Paid
07-Dec-2012 Standard USD 62.80 Approved Not Paid
05-Dec-2012 Standard USD 135.62 Approved Not Paid
26-Oct-2012 Standard USD 0.00 Approved Paid 820662725
09-Oct-2012 Standard USD 370.32 In-Process ¢ Mot Paid = 012 00:00: [
09-Oct-2012 Standard USD 128.34 In-Process ¢ Mot Paid = 012 00 6
09-Oct-2012 Standard USD 92.00 In-Process Mot Paid 6
09-Oct-2012 Standard USD 250.00 In-Process ¢ Mot Paid 6
09-Oct-2012 Standard USD 468.71 In-Process Mot Paid 6
09-Oct-2012 Standard USD 106.95 In-Process ¢ Mot Paid 605412
09-Oct-2012 Standard USD 0.00 Approved Paid 820662725 604948
09-Oct-2012 Standard USD 112.17 In-Process Mot Paid
09-Oct-2012 Standard USD 51.00 In-Process i Mot Paid
70549 09-Oct-2012 Standard USD 0.00 Approved Paid 820662725 605273
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4. If you have questions regarding the Hold status on an invoice, please contact the Buyer indicated on the

_PL_Jrchgse Order.

Standard Imvoice: 70442 {Toeal USH 48,009
Amount Summary
2 08-0ct-2012 mem 48.00
In-Process Fremht 0,00
Oty Rec Migcellaneoss 0U00
Bone Tax pipg
Prapeymant. 0.00
ISP-PO BOX 7617 Ratawnage 0.00
es3 POBOX 76173 Withiiding Tax 0,00
CLEVELAND, OH 44101 Tetal 48.00
Inwolce Lines  Scheduled Payments | dold Reasons
Hoilkd Besine Holkd Reason f_‘,"“—_ Mokl Date Rebease Mame
Q7Y REC Quantey blled exreeds quantty secehved 10-Oet-2012

Export
Faid  (0LOQ
Discount Taken 0.00
Dus 48.00
Saabes Wok Paid
Payment Dase
Paryrraert
Term NET 30

Rirhiase Reason Resdoase Date

Below are the three most common Invoice Hold Statuses and Definition:

Price — The invoice price exceeds the Purchase Order price. The invoice will remain on hold until it is

determined what action should be taken.

Quantity Received — The quantity invoiced exceeds the quantity received on the Purchase Order. You will see
this hold when the customer has not gone into the system and indicated receipt of goods/services. The invoice

will remain on hold until proper receiving is done.

Quantity Ordered — The quantity invoiced exceeds the quantity received on the Purchase Order. The invoice

will remain on hold until it is determined what action should be taken.
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Invoice Hold Review
1. Click on the Finance Tab.

2. Click on View Invoices.

3. Goto Payment Status and select Not Paid.

4. Click on the Hold Name h
PROGREONVE

| Suppler Portal

perlink associated with the Invoice.

Tl FaTE e Guw Fros | Ta |
Pl iarmban Vs Covdn Froom. | . T r |
I - —
Tmrreri e o Epin Frm | e |
P Dl el il = i -
"‘1-.‘_'_*;"__&
oy I Tl Jal of Hi
o Ly e L1
Ervervds v Faamdury D gy Trvwnkcw Deslle = Typs ey Ensir Pl T Sl Bembay  Rocolpl
LERLE ¥ L 3505 Shpruleed 10 TS - Friniedn Ty et P
14-Ragr Joh Sl i SR I EE. T P gl
1 3-Aamy MRS Sdend S0 44D In-Proea E Fiar
- Ay FLY Swnderd NS0 1440 InFrocem Ty e Pt
0 Aoy HILY Sanderd =D 1L UIT AR I o Lo
13 o 538 T iard ) (AR TN et s Pt

Auhamra rd Snara

5. The Invoice Details screen will display in the Hold Reasons tab.

6. Review the Hold Reasons — Each individual Qty. Order or Price Hold appearing in the Hold Name is
associated with an individual invoice Item line.

7. Click on the Invoice Lines tab.
PROGRESSIVE

iSupplier Portal

General Pad 0,00
Ivece Daty - 15-Aug- 2005 Bem 313,55 e !
Sishin In-Prooss Freight | 0.00 Bt 12030
On ol Gty Ord Miscellanaoun (W00 ety et: Pai
Aftachments Hona Tax ya.81 LD Fiyowact Dale
Sugpler OAFICEMAX Prepayment 000 Prost
Suppler Sy OSH- 1RO LIV o Reinnags 0,00 Tem N5 HET 10
Seidress 17900 CLEVELARD FIOWY athasking Tax 0000
CLEVTLARND, O3 44005 Totsl 236,36
Invoice e Schedubed Payments | Holl Reasoes. |
Hold Mame ok Reason k] Date Fidhegsr M Reboase Reason Helease Date
17 SYSTEMS,_joLh Beeadires Wotkllow Competion 16 kisg 2015 170_STSTEMS_RELEASE 170_SYSTEMS_RELEASE LE-Ag-2008
TY ORD Quantity biled earesds quansty ordened 6-Aug-2015
gTY ORD uantty beded axcendt quarsty orosred IAug 115
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8. Review the Item lines; PO Line Number and Qty. billed.

9. Click on the PO hyperlink
i Pﬂﬂﬂﬁmfl’f ISupplier Portal

sy B Faedn v Home  Logo
Export
Gnaral .  Amouil Summary . m‘m
Brvcicn Dote  15-Amg- 3015 Remn. 210,55 Discour® Taten 0.DD
Stats T Process Freght 0U00 Sim 226.36
O kel Oy el Miscoanocos 0L.00 ol - Mot Pld
Atechmests Bone Tax g3y (B Puummant Daté
Suppler (RTICEMAX Frepsymett 0.00 Foymen
Geppier e 0S: 17908 CLEVE Retsnage 0,00 Term 2% NET 10
Address 17900 CLEVILAND PRWY ‘Withholding Tax - 0.00
CLEVILARD, OH 44135 Totsl 22636
Bervoice Umns . Schodubed Payments ok Reasons
e = Typn  Description Gy UoM  Price Laa incheded Amoust Refainage Slatus Humber B0 Ling PO Shipment Buyer Receipt
1 Fraight 0.0 DG Apprewes
2 Bam  Qusley Park - Tyvek Catale Esvalopes - White, 3 0 17, Lightweeghe, 100/Box 3EDk 7% B30 D00 Approwed 01758 L] 1
3 Bem  Bowme - X-9 Mul-Use Copy Pager - B-L2 x 11, White, 92, 20 B 5.CARTON 2557 1755 000 Approved §1I755 L] 1
4 Tt 1281 000 Approved

10. The PO will open up, go down to the PO Line number in question and click on the Show hyperlink.

11. The Qty. Ordered and the Qty. Invoiced will display.

12. If the Qty. Invoiced is > the Qty. Ordered = Qty. Order Hold.

13. If the Qty. Invoiced is = the Qty. Ordered but the Invoiced Amount is > the Amount Ordered = Price Hold

14. Click on the Invoiced hyperlink which will then display all the invoices matched to that particular line of
the PO.

HE T AT
Operatieg Unt  CORPORATE OU
Souroing Document Address  ATTENTION: ACOOUNTS PAYABLE
Suppller Drder Mumber PO BOX 94568
OLEVELAND, OH #4101
| | PoDotals.

Shiwy AR Detndy | Hde Al Detaily
Details Une = Type Moemflob Suppler Ttes Desweription. (L] Cy Price Amount Statis Altachssents ibnason
s Show 1 Goods ASS182 Avery - White Eney Fesl Address Lsbels - Weae, 1-1/3 x4 , Address, 1408/ 80x B 1 2384 2384 Closed
H 2 (== ATTMROF Dot = by Mipdiorn Wisghl VWhite Tobdewass - Whie, Spoca, Madiam, 100fPack B I 174 1.74 Closed
L g} s ATSS00 Marcal - Small Steps Luschean Naglons - White, &-1/4 x 334 , Luncheon, $60/Fack PACNAGE | 1 299 1.5 Closed
3 4 Geeds ATITIAS Gacrgia-Paodh: - Preference Pepar Towels - Perforaied, 2-Ply, 8-34 x 11, 3/Fack CARTON I 25M 25.84 Closed

5 Goeds WERIT1 Kirnlsariy-Clark - Kiparex Facial Tesus - Sigeal Festure - Boutigos Box - Sofl, 3-Ply, 95 Sheeis, &Fack PACCACE ' 1. 7.02 T0F Clesed

& Goods FIOX9001-CTN Bodse - X-5 Mult-Use Copy Paper - 8-1/2 x 11, Whate, 52, 20 ® CaATON $ 2597 129.85 Oossd
=t 8 Goods FRRI4I0 Quadity Park - Tyvak Catulog Envelopes - White, 9 x 12 , Lightwasight, 100/Bax; B 3 279 8370 Closed
Shipments

oy Admint
Shipment Ship-To Localien  Ordersd Reccheed lavoited Ordered Received  Tvoiced Prossised Dale  Heed- By Date Payment Slaties  Statue Suppler line  Splt Reason  Altachments
] MO TEDIA0. < | cE) B30 L7 A s 13-Rag- 2015 QOcDO:0  Partisfly Fald Closed
Y Shovy B Goods FER1580 Quaity Fark - Tywek Catalog Envelopes - Whilte, 10 x 13, Lightweight, 100/Box BO Laam 32,72 Closed
o000
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15. The next screen will display all the invoice information associated with the particular PO Line including
the Hold status of the invoice.

PROGRESIIVE

Jerets.

Financa: Viiw

iSupplier Portal

™ vergacn Dietads

beryoices for Standasd Puschasa Order; 823798, Line: 8,

Detads
Shipmeant: 1

Home Logaut

e
Description

Involce Date = Type
mAug-I0E 5 Sinndard
O7-Aug-2015 Standard

LOM BOX
Quality Park - Tywek Catalog Envelopes - White, Frice 37.9
9% 12, Lightweight, 100/ Bex
Amuunt Onliokl  Payment Status  Due Dote Payment PO Number  Receipt  Attachments
(=1 226.36 126,36 In-Frocess  (qy Do Mot Paid P A P
ush zran 0.00 Approved Paid 2

16. The Qty. was over matched against the PO Line. You can then look at the other invoice(s) matched to
the PO Line and determine the reason for the overbilling e.g.; duplicate billing, matched to incorrect PO

Line Number.
Ivice Date O7-Aug- M5 Rem  30E.60 Diegtount Taien 6,17
St Approsed Freight  0.00 Due  0.00
n Hold Mscatangous .00 Stabas . Fald
Aftachmerts  Mane Tax yg.53 0 Paymont Detn  09-ADG- 2015 00:00:00
Supplier OFVICEMAX Frepayment 0,00 Fayment 020750764
Suppiar St OSH-17909 CLEVE fretamage 0,00 Term 3j5 NET 10
Address 17909 CLEVELAND PEWY Withhgldag Tas 0,00
CUEVELAND, OH 44135 Total 33713

Tax.

Une « Type Descoiption QyuoM  Price Aot :
1 Fresght 0,04 .00 Appraved
] Hem  Kimbesly-Clark - Kleenex Facal Tissus - Signal Festure - Boubgque B - Soft. 28y, 05 | PACKAGE 7.92 702 0.00 Approved &

Shaats, E/PBCk
3 Do Qualty Fark - Tyvek Catafog Ervilopes - White, 10 x 13, Lightweight, 100/80x \ 1O 3nm nm .00 Approved EZ57T
4 Mern  Qualty Park - Tyval Catalog Emalopes - White, 3 17, Lighbwaight, 100/8ex 3 BOX 7.80 a3.m 900 Approved i
5 Merm  Bowse - X-5 Mult-Use Cogy Paper - 8-1/2 2 11 , White, 32, 20 3 CARTOM 2597 129,85 808 Approved 511790
& Bam  Deow - Moavy Mediom- Waeight White Tableware - White, Spoon, Madiem, 100/Pack 1 BOX 174 L7 B.00 Approved &
7 Eern  Meecal - Small Steps Luncheon Replons - White, &-1/4 x 534 , Luncheon, 400/Fack 1 PACKCAGE - 2.59 9% 0.00 Approved £1370
] mérs  Gecrjin-Fachic - Preference Pager Towels - Perfornted, 2-Py, B304 x 11, I0iPack 1 CARTON 25.84 2504 9,00 Approved LIS
9 Bem  Awpry - White Espy Pel Addvess Labals - White, 1-1/3 x4 , Addross, 1400/Sa B B0 2384 2384 U0 Approved 1375

18.52 0.00 Approved

17. At any point in the process you can click
current view to an Excel spreadsheet.

on the Export button which will then export the details of your

— i

—— = = _ | =
-— - — — - - — — _ —— ——
——— ——
-— = = —— ——
— — = [— — —
— — mr— e — _=
L = = = — =
- —— — ———
| — — - — T —— =
- -— = = — - —— —— e
- — = — =" . _ ] ——
o000
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Supplier Entry of Banking Information

Follow the steps below to enter your banking information. To enter banking information you must have the Corp
ISP Manager Responsibility. This responsibility allows you to edit/view banking information. Bank Accounts
should always be associated to a specific address. If you need to add banking information to multiple sites, use
the process Add Bank to Address Using Existing Bank and repeat the steps for each of your addresses.

Entering a New Bank Account

Entering banking information includes entering your bank routing number and your bank account number along
with other specific information related to your account. Bank routing numbers are always 9 digits long and start
with 0, 1, 2 or 3. Routing numbers are universal and are shared by different customers affiliated with the same
bank. The routing number you enter may be an existing routing number within Progressive’s system that is
being used across other Suppliers who bank at the same Financial Institution.

Routing Number Exists

In order to add your bank account for a specific address you must first determine if the routing number is already
listed within Progressive’s system. The following steps will show an example of how to set up your bank account
information if the Routing number already exists and what to do if the Routing Number does not exist within
Progressive’s system.

1. Click on the Admin tab.

Home | Orders | Shipments {

Search |PO Number j | Go

2. Click on the Banking Details link.
Profile Management

+ General

+  Company Profile
Address Book

=  Contact Directory

= Business
Classifications

= Product & Services
Banking Details

LY

3. Important Step - Choose All Assignments from the drop down View box and then click Go. This step
will allow you to associate your banking information to your individual addresses.

Banking Details
View | Al Assignments = Go

Details [Type = |name Details Assignments
& Show|General PIZZA PALACE General accounts used at all supplier addresses. B

0

i)

0

Address 4545 MUSHROOM RD 4345 MUSHROOM RD STE 100,5AUCY,0H,45654,United States =

@ Show|Address 8989 PEPPEROMI 8989 PEPPERONI ST,CHEESE, OH,44555,United States =
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4. Find the address to add the banking information to and click on the Assignments icon.
Banking Details
View | Al Assignments  w
Details Type ~ [name Details
@ Show General

PIZZA PALACE

General accounts used at all supplier addresses.

Assignments
4545 MUSHROOM RD 4545 MUSHROOM RD STE 100,5AUCY,0H,45654,United States . @
8989 PEPPERONI 8989 PEPPERONI ST,CHEESE, OH,443555,Untted States ) @
5. Click on the Create button.
Manage Bank Account Assignments
Cancel Save
Address Name 4545 MUSHROOM RD
Address Detais 4545 MUSHROOM RD STE 100,SAUCY,0H,45654,United States

Add || Create
Details Account Number
No resufts found

IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Status Update

6. Start to type the Routing number in the Routing number field. As you type Routing Numbers should start

to populate below the field after a slight delay. Choose the correct Routing Number by clicking on the
number populated by the system.

Bank Branch
 New Bank € New Branch
& Existing Bank @ Existing Branch
= Routing Number [04100012| G * Confirm Routing Number Q
[# Show Bank Details Routing Number BIC l—
041000124 Branch Type [ABA 7]
Q il =l [# Show Branch Details

7. Enter your Routing Number again in the Confirm Routing Number field. As you type Routing Numbers

should start to populate below the field after a slight delay. Choose the correct Routing Number by
clicking on the number populated by the system.

Bank Branch

 New Bank

@ Existing Bank

€ New Branch

& Existing Branch
* Routing Mumber 041000124 Q * Confirm Routing Number O4100012|
[ Show Bank Details

Q

BIC |Branch Hame Branch Numhel'(lfaﬂklﬂ‘e
ranch Type [a5A [ 04100012 fic
Q

Bank Number BIC Bran
041000124

[ Show Branch Details

8. Enter your Bank Account Number in the Account Number field. Click on the Show Account Details link
Bank Account

* Account Mumber 987654‘ F Currency |US Dollar =
IBAN

Account Status  New

Your Company Name

[ Show Account Details ""_'__
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9. Enter your Account Name (Nickname) in the Account Name field. Enter Checking or Savings in the
Description field. Add any necessary notes in the Note to Buyer field. Click the Save button.

Bank Account

* Account Number |987654

Currency |US Dollar |=
IBAN

Account Status New
Account Name [My Company Account +——
“TIP i.e. College Account, Savings Account, Business Checking.
S Hide Account Details

Details
Alternate Account Name Description  |Checking]
Pless or Savings
Account Suffx -
End Date B
Agency Location Code {example: 26-Jun-2013)
Comments
Note to Buyer =]
-]

Cancel Save

10. The system will display a confirmation notice that the bank information has been added to your profile.
Click on the Show hyperlink.

Da Confirmation

Bank account 987654, with the routing number , has been added to your profile. The account information will be routed to an administrator who will review the details and carry out any account verification
that is required. You will be notified once the review is complete.

Manage Bank Account Assignmenis

Cancel Save
Address Name 4545 MUSHROOM RD

Address Detals 4545 MUSHROOM RD STE 100,5AUCY,0H,45654, United States
Add | Creat

Details It Number
H

IBAN Currency Bank Name Start Date
087654 US Dollar

End Date Priority

Jz6-Jun-2013 | @ | B

Increase Priority Decrease Priority Status Update

1 & v Hew 4

11. Your bank information request will be routed to the Buyer Admin for approval. Click the Save button.

Manage Bank Account Assignments

Cancel Save
Address Name 4545 MUSHROOM RD

Address Details 4545 MUSHROOM RD STE 100,5AUCY,0H,45654, United States

Details Account Number IBAN Currency Bank Name Start Date

End Date Priority  Increase Priority Decrease Priority Status Update
Ditide 987654 US Dolar 26-Jun-2013 | & 1 D] ¥ New |
Your Company Name My Company Account Account Type
Routing Number 041000124

Branch Name
Assignment Status  Awaiting approval for general use of account

12. Once your bank information is approved you will receive an email confirmation and the Assignment
Status will change to approved.
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Routing Number Does Not

Exist

If your bank Routing Number does not exist in Progressive’s system cancel out of the banking forms.

1. Click on the Banking Details link again.

Profile Management

+  General

+  Company Profie
Address Book

- Contact Directory

- Business
Classifications

= Product & Services
Banking Details

%

[s)

i)

[s)

2. Choose All Assignments and then click Go.

Banking Details
View |All Assignments | = m

“ TIP Date format example: 22-Apr-2013

Add || Create

Details Account Number IBAN
No results found.

Currency

Start Date End Date Priority Increase Priority

Cancel | | Save

Decrease Priority Status Update

3. Find the address to add the banking information to and click on the Assignments icon.

Banking Details

View IAII Assignments 'I Go

Details|Type v |Name
+| Show General PIZZA PALACE

+) Show Address 4545 MUSHROOM
4 Show Address 8989 PEPPERONI

RD

Details
General accounts used at all supplier addresses.

4545 MUSHROOM RD STE 100,5AUCY,0OH,45654, United States

8989 PEPPERONI ST,CHEESE, OH,44555,United States

Assignments

| @l @l

fi

4. Click on the Create button.

Manage Bank Account Assignments

Add | Create "___

No results found.

Address Name 8989 PEPPERONI
Address Details 8989 PEPPERONI ST,CHEESE,OH,44555,United States

Details Account Number IBAN Currency Bank Name Start Date End Date Priority

Increase Priority

Cancel Save

Decrease Priority Status Update
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5. Select the New Bank radio button. Choosing this option will also enable the New Branch radio button.

Bank Branch
& New Bank *'—_- -'-'-* ® New Branch
(" Existing Bank (" Existing Branch
* Routing Number # Confirm Routing Number
6. Enter the Routing Number in the Routing Number field and in the Confirm Routing Number field.
Bank Branch
& New Bank  New Branch

€ Existing Bank " Existing Branch

Routng Number [041555263 s Confim Routing Number [041555263 <=

Your routing number must be 9 digits

7. Enter your Bank Account Number in the Account Number field. Click on the Show Account Details link.

Bank Account

Account Status  New
IBAN

Your Company Mame
[ Shows Account Details *——

* Account Number 2(]66696‘ *——-" Currency |US Dollar v

8. Enter your Account Name (Nickname) in the Account Name field. Enter Checking or Savings in the
Description field. Add any necessary notes in the Note to Buyer field. Click the Save button.

Bank Account
* Account Number [2666696 Currency [US Dollar =
IBAN Account Status  New

Account Name |My Company Account

¥ TIP i.e. Colege Account, Savings Account, Business Checking.
(=) Hide Account Details

Details
Afternate Account Name Description |Checking]

Account Suffix Please enter Checking or S_i-‘mgs
End Date

Agency Location Code

{example: 26-Jun-2013)

9. The system will display a confirmation notice that the bank information has been added to your profile.
Click on the Show hyperlink.

‘g Confirmation

Bank account 2666696, with the routing number , has been added to your profie. The account information wil be routed to an administrator who wil review the details
and carry out any account verification that is required. You wil be notified once the review is complete.

Manage Bank Account Assignments

Cancel Save

Address Name 8989 PEPPERONI
Address Detais 8989 PEPPERONI ST,CHEESE,OH,44555,United States

Add | Create

Details i jumber IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Status Update
+] Show 2666696 US Dollar 26-Jun-2013 [ =i v

New
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10. Your bank information request will be routed to the Buyer Admin for approval. Once your bank
information is approved you will receive an email confirmation. Click the Save button.

Cancel Save
Address Name 8989 PEPPERONI
Address Detals 8989 PEPPERONI ST,CHEESE,OH,44555,United States f
Create
Details Account Number IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Status Update
=] Hide 2666696 US Daollar 26-Jun-2013 | [E E \ W New | .
Your Company Name My Company Account Account Type
Routing Number Branch Name
Assignment Status  Awaiting approval for general use of account

11. Once your bank information is approved you will receive an email confirmation and the Assignment
Status will change to approved

Add Bank to Address Using Existing Bank

This example will show you how to use the bank existing information associated to one of your addresses and
attach that same bank information to an existing address that does not currently have any bank information
associated to it.

1. Click on the Banking Details link again.
Profile Management

+ General

+  Company Profile

- Address Book

=  Contact Directory

= Business
Classifications

= Product & Services
- Banking Details

%

2. Choose All Assignments and then click Go.

Banking Details
View |All Assignments | = m Cancel Save

“TIP Date format example: 22-Apr-2013

Add || Create

Details Account Number IBAN  Currency Start Date End Date Priority Increase Priority Decrease Priority Status Update
No results found.

i)

i)
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3. Click on the Assignments icon for the address that requires the banking information to be associated to
it.

Banking Details

View |Al Assignments = Go

Details Type ~ |Name ‘Details Assignments
@ Show General FLOWERS R US General accounts used at al supplier addresses. =]
#Show Address 25255 LAVENDER 25255 LAVENDER ST,PURPLE, CA, 33465, United States \" =]
[+l Show Address 12345 DAISY CIR 12345 DAISY CIRCLE,ROSE,OH,44345,Untted States =l
@ Show Address 77878 TULIP RD 77878 TULIP RD,CARNATION,FL,44356,United States =

4. Click on the Add button.

[Manage Bank Account Assignments

Cancel | | Save

Address Name 25255 LAVENDER
Address Detals 25255 LAVENDER ST,PURPLE,CA,33465,United States

Ad:d Create

Details Account Number IBAN Currency Bank Name Start Date End Date Priority  Increase Priority Decrease Priority Status  Update
No results found.

5. Select the Account Number (banking information) to be associated to the address and then click on the
Save button.

Add Account

save

Select Al | Select None

Select Accoynt Number Account Name IBAN Currency Bank Name Branch Name Status
[m] %3333 US Dallar 051123456 051123456 New
o 7566 US Dollar PNC 041000124 Approved

6. The system will display a confirmation that the general account assignments have been updated. Click
on the Show hyperlink.

[Eg Confirmation

The general account assignments have been updated.

Manage Bank Account Assignments

Cancel | Save

Address Name 25255 LAVENDER
Address Details 25255 LAVENDER ST,PURPLE,CA,33465,United States

Add | Create

Details Account Number IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Status Update
5 5how 007566 US Dolar  PNC [24-apr-2013 | & | 1 Y

Approved &

7. Your bank account information is now routing to the Buyer Admin for approval. Click on the Save button.
[Manage Bank Account Assignments

Cancel | Save
Address Name 25255 LAVENDER
Addrese Detals 25255 LAVENDER ST,PURPLE,CA,33465,United States

_ Create

Details Account Number IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Statis  Update)
Y0056 US Dolar  PNC [24-apr-2013 3 | - I Rpproved
Your Company Mame Account Type Checking
Routng Mumber 041000124 Branch Name 041000124

Assignment Status  Awaiting approval for general use of account

8. Once your bank information is approved you will receive an email confirmation and the Assignment
Status will change to approved
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View Bank Account

1. Click on the Admin tab.

Home | Orders | Shipments

Search |PO Number j | Go

2. Click on the Banking Details link.
Profile Management

+  General

+  Company Profie
Address Book
Contact Directory

- Business
Classifications

= Product & Services
= Banking Details

%

3. Choose All Assignments from the drop down list and then click Go.

Banking Details

RUEITI Al Ascignments JE3 ‘—'—" Cancel | | Save

= TIP Date format example: 24-Apr-2013

Add | Create

Details Account Number IBAN  Currency Start Date End Date Priority Increase Priority Decrease Priority Status Update
No results found.

[s)

0

4. Click on the Assignments icon to view the banking information for that address.
Banking Details
View IA\I Assignments | = Go

Details Type + ‘Mame Details Assignments
ow General FLOWERS R US General accounts used at all supplier addresses. =]

v Address 12345 DAISY CIR. 12345 DAISY CIRCLE,ROSE,OH, 44345, United States =
Show Address 77878 TULIP RD 77878 TULIP RD,CARNATION,FL,44356,United States \‘ =]

5. You bank information will display and show approved.

Manage Bank Account Assignments

Cancel | | Save

Address Name 77878 TULIP RD
Address Details 77878 TULIP RD,CARNATION,FL,44356,United States

Create

Details Account Number IBAN Currency Bank NHame Start Date End Date Priority  Increase Priority Decrease Priority Status Update
B Hide 30007566 US Dollar  PNC 24-Apr-2013 | & I 1 2 V) Approved |
Your Company Mame Account Type Checking
Routing Number 041000124 Branch Name 041000124

Assignment Status Priority and effectivity dates approved
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Inactivate Bank Account for a Specific Address

1. Click on the Admin tab.

Home | Orders | Shipments

Search |PO Number

2. Click on the Banking Details link.
Profile Management

+ General

+  Company Profile

- Address Book

=  Contact Directory

= Business
Classifications

= Product & Services
- Banking Details

%

3. Choose All Assignments from the drop down list and then click Go.

Banking Details

view [IGEER - M= Cancel | | Save

“ TIP Date format example: 24-Apr-2013

Add | Create

Details Account Number IBAN  Currency Start Date End Date Priority Increase Priority Decrease Priority Status Update
No results found.

i)

i)

4. Click on the Assignments icon for the address that requires the banking to be inactive.

Banking Details

View |All Assignments | =

Details Type ~ |l|ame |Deta'|ls Assignments

ow General FLOWERS R US General accounts used at all supplier addresses. =
12345 DAISY CIR 12345 DAISY CIRCLE,ROSE,OH,44345,United States =]
77878 TULIF RD 77878 TULIP RD,CARNATION,FL,44356,United States ——. @

5. Click on the calendar icon and choose the date to end date the banking information and then click on
the Save button.

Manage Bank Account Assignments

save

Address Name 77878 TULIP RD
Address Details 77878 TULIP RD,CARNATION,FL,44356,United States

Add | Create

Details Account Number IBAN Currency BankMName  Start Date End Date Z Priority  Increase Priority Decrease Priority Status Update

[ Shows [XXXX7566 US Dollar  |PNC 24-Apr-2013 | B 25-Apr-2013 | B 1 o v Approved |

6. The system will display a Confirmation message that your account has been updated.
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D Confirmation

The general account assignments have been updated. *_'-'f'-—'—--—

Manage Bank Account Assignments

Cancel Save
Address Hame 77878 TULIP RD

Address Detalls 77878 TULIP RD,CARNATION,FL,44356,United States

Add | Create

Details Account Number IBAN Currency Bank Name Start Date End Date Priority Increase Priority Decrease Priority Status  Update

[ Shovd 300KK7566 US Dollar  PNC [24-Apr-2013 [25-Apr-2013

1 A W)

Approved 7

NOTE: If you are deactivating your banking information for a specific address because it has changed, be sure

to set up the new banking information for the same address immediately after you submit your deactivation
request. This will ensure that there is no disruption in your EFT payments.
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View Bank Account Address Assignments

1. Click on the Admin tab.

Home | Orders | Shipments

Search |PO Number j I Go

2. Click on the Banking Details link.
Profile Management

+ General
+  Company Profile
- Address Book
=  Contact Directory

= Business
Classifications

= Product & Services
- Banking Details

%

3. Choose All Assignments from the drop down list and then click Go.

Banking Details

RUEITI Al Ascignments JE3 ‘—'—" Cancel | | Save

= TIP Date format example: 24-Apr-2013

Add | Create

Details Account Number IBAN  Currency Start Date End Date Priority Increase Priority Decrease Priority Status Update
No results found.

i)

4. Click on the Show links to see a partial view of the bank account information associated to the address.
Banking Details

View |All Assignments | =

Details Type + |Name Details Assignments
[# Show General FLOWERS R US General accounts used at all supplier addresses. =
ow Address 12345 DAISY CIR 12345 DAISY CIRCLE,ROSE,OH,44343,United States @
= Address 77878 TULIF RD 77878 TULIP RD,CARNATION,FL,44356,United States @
Account Number 'Your Company Name IBAN ‘Currency Start Date End Date |Priority
207566 Us Dollar 24-Apr-2013 1

5. Click on the Assignments icon to see a full view of the banking information associated to the address.

Manage Bank Account
Cancel | | Save

Address Name 77878 TULIP RD
Address Details 77878 TULTIP RD,CARNATION,FL,44356,United States

Add | Create

Details Account Number IBAN Currency Bank Name  Start Date End Date Priority  Increase Priority Decrease Priority Status Update

[ Show X0OK7566 US Dallar  PNC 24-Apr-2013 | B =] 1 o] ) Approved |
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Sample of EFT Notification of Deposit

PROGRESSIVE

Page 1of 1

NOTICE OF DEPOSIT: ELECTRONIC FUNDS TRANSFER # 8205202341

EVEREADY PRINTING INC
20700 MILES: PEWY
CLEVELAND, OH 44128
(218) 587-2388

The Progressive Group of Insurance Companies
5300 Wilsen Mills Rd.
Mayfield Village, OH 44143

Notice of Deposit: 051472013 Account Number: TE0d
Progressive's Supplier Number: 14857 Routing Mumber: D44000037
Total Payment Amount 374440 Total Mumber of Invoices: E]

Payable at (440} 446-7467.

This amount should appearin your bank account within 3 business days from the notice date. I you hawe any questions reganding this payment, please contact Progressive Accounts

Details:
INVOICE #
AT [ COMPANY [DATE [ DESCRIFTION T AMOUNT
| Frogressive Tasually Insurance Company | DEATTS | JOB 38555 | ¥1.275.00
70202 [ COMPANY TDATE [ DESCRIPTION T AMOUNT
| Progressive Casualty Insurance Company |IEEFEEN | $860.00
0200 [ COMPANY TDATE [ DESCRIPTION T AMOUNT
| Progressive Casualty Insurance Company [ EE | §1.597.40
57
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Contacts Directory

The iSupplier application allows Suppliers to provide Contact information to Progressive via the iSupplier portal.
If you choose to include this information in the application, it will be submitted to our Supplier Maintenance
group for approval. Once approved, this information will be a permanent part of your Supplier record with
Progressive until it is changed or updated by you, the Supplier.

1. Click on the Admin tab.

Home | Orders | Shipments {

Search |PO Number j | Go

2. Click on the Contact Directory link.

Profile Management

+  General

«  Company Profie
Address Book
Contact Directory

= Business
Classifications

=z Product & Services
= Banking Details

(%]

o

3. The system will display all Contacts listed on your Supplier Account. Actual iSupplier Users are noted on
your account by having a [*Tin the User Account field, otherwise the person listed is just a contact on
your account and will not have access to iSupplier under any responsibility.

Contact Directory : Active Contacts

Create
First Name |Last Name Phone Number Email Status User Account Remove Addresses Update
Sue Donateli 440-603-5818 sdonatel@progressive.com Current v m = 4
ANNE GRCITZER 216 663-8181 Current m ‘E p y
LISA HENKEL LHENKEL@ALT.COM Current v m ‘E “,’
Karen Katona KMKTEST@YAHOO.COM Current v m ‘E p y

NOTE: To add an iSupplier User to your account an Add/Delete User from must be completed by the person
with the correct authority and then submitted to Progressive for processing and approval.
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Business Classifications

The iSupplier application allows Suppliers to provide their Business Classification information to Progressive via
the iSupplier portal. Inclusion of this information is strictly voluntary and not required by Progressive.

If you choose to include this information in the application, it will be submitted to our Supplier Maintenance
group for approval. Once approved, this information will be a permanent part of your Supplier record with
Progressive until it is changed or updated by you, the Supplier.

1. Click on the Admin tab.

Home | Orders | Shipments

Search |PO Number j | Go

2. Click on the Business Classifications link.
Profile Management

»  General

+  Company Profie
Address Book
Contact Directory

-  Business
Classifications

= Product & Services
=  Banking Details

o

(%]

3. Enter your Business Classification, Certificate Number, Certifying Agency and Expiration date, if all are
applicable. Next enable the certification statement, then click the Save button.

TOSTITESS

save

Certificat

[# 1 certify that I have reviewed the classification below and they are current and accurate.

Last Certified By

® TIP Date format example: 26-Mar-2013

Classification ‘ Applicable  Minority Type Certificate Number Certifying Agency Expiration Date

Hub Zone r I I I B

Minority Owned r bd I I I &

Service-disabled Veteran Owned r I I I =

Small Business r I I‘ I =

Veteran Owned 3 (_ | ISeIf-certiﬁcatit | B
r | | | ]

Women Owned

Cancel | | Save
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Products and Services

The iSupplier application allows Suppliers to provide their Products and Services information to Progressive via
the iSupplier portal. Inclusion of this information is strictly voluntary and not required by Progressive.

If you choose to include this information in the application, it will be submitted to our Supplier Maintenance
group for approval. Once approved, this information will be a permanent part of your Supplier record with

1. Click on the Admin tab.

Home | Orders | Shipments {

Progressive until it is changed or updated by you, the Supplier.

Search |PO Number j |

2. Click on the Products and Services link.

Profile Management

«  General
+  Company Profie
Address Book

o

(%]

-  Business
Classifications

(%]

o

Contact Directory

Product & Services

Banking Details ‘

3. Click the Add button to review codes.

Products and Services

Select Code
No results found.

Products and Services

Date Added

View Sub-Category

4. Enable the Browse All Products & Services button or enable the Search for a Specific Product &

Service.

Add Products and Services: : (APPLIED LASER TECHNOLOGIES)

@ Browse All Products & Services
€ Search for Spedific Product & Service

Code ‘Products and Services

14111500 Printing and writing paper
14111504 Tractor feed paper

14111537 Label papers

14111700 Personal paper products
14111815 Tent cards

14111821 Order form or order books
14121800 Coated papers

14121806 Waxed paper

14121808 Freezer paper

24131501 Combined Refrigerator/Freezer

Cancel | Apply
< Fre.\cusm Next 10 &
View Sub-

Categories Applicable

I~ Applicable

[~ Applicable

[~ Applicable

I~ Applicable

™ Applicable

[~ Applicable

" Applicable

[ applicable

[~ Applicable

" Applicable

< Fre.\cusm Next 10 &
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5. Choose your Products and Services code(s) and then click Apply.

| View Sub-
Code Products and Services |Categories Applicable
44102414/Self-inking stamp ™ Applicable
44103119 |Heat transfer paper for copiers "l Applicable
44111513 Supports for diaries or calendars I Applicable
44111522 Book holder ™ Applicable
44111804 Drafting papers ™l Applicable
44111808 T squares ™ Applicable
44111909 Board cleaning kits or accessories ™ Applicable
44111912|Whiteboard eraser ™ Applicable
44120000|Office supplies \‘ ¥ Applicable
44121510 |Mailing seals ™ Applicable
2 Previous 10 m Next 10 2
Cahgply

6. You will receive a confirmation note that the Products and Services codes were added to your profile.
Click the Return to Products and Services link.

[y Confirmation
The following Product and Service categories have been added to your profile.
, Office supplies

Return to Products and Services ""/

Your submission is now in a Pending Approval status.

Products and Services

Select All | Select None
Select Code Products and Services Date Added Approval Status View Sub-Category

T 44120000 Office supplies 10-Apr-2013 Fending Approval (

Once approved by Progressive’s Supplier Maintenance group your submission will show in an Approved status.

Products and Services

Select All | Select None

Select Code Products and Services Date Added Approval Status - View Sub-Category
[T 44120000 Office supplies 10-Apr-2013 Approved (
o000
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Export Results

1. Click on the Home tab.

@ Orders | Shipments | Admin | Finance

2. Click on the Payments or the Invoices link. In this example we will use Payments.

_ Suprier Eoeat

N Navigatorv B2 Favorites v Home Logout

Home | Orders | Shipments | Admin | Finance

Search IPO Number =] | Go

Need help? Send an email to CorporateiSupplerSupport@progressive.com, or cal the Corporate iSupplier Support Team at 877-616-7473

[ | Notifications Orders
| Fun List s Agreements
b YRS » Purchase Orders
» Purchase Histo
No results found. =

= » Overdue Receppts
h__ Orders At A Glance

[ Full List » Receipts

PO Number Description Order Date [Finance

648325 08-Aug-2013 14:50:07 + Invoices

648317 osAug2013143027 |
648324 08-Aug-2013 09:49:54 o Payments

3. Inthis example view all payments made from 12/1/11 — 12/31/12, fill in the dates and click the Go
button.

iew Payments

I

Simple Search
lote that the search is case insensitive
Payment Number I— Status Q
Invoice Mumber l— Payment Amount From I To I
PO Number l—_ Payment Date From lm & To lm

(example: 26-Mar-2013)
E Clear
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4. The results show many payments, click the Export button.

View Payments

Simple Search

Hote that the search is case insensitive

Payment Number

Status

Q

Invoice Number
PO Number

ﬂ Clear

Payment Amount From I

Payment Date From 01-Dec-2011 To

(example: 26-Mar-2013)

To I
31-Dec2012 [E

|Payment Date +~ |Currency ‘ Amounthethod ‘Status Status Date
29-Nov-2012 usp 95944.86 Electronic Negotiable 29-Mov-2012
15-0ct-2012 usp 4013.78 Electronic Negotiable 15-Oct-2012
14-Oct-2012 usD 15164.96 Electronic Negotiable 14-Oct-2012
12-Oct-2012 usp 910.73 Electronic Negotiable 12-Oct-2012
10-0ct-2012 usD 8650.14 Electronic Cleared but Unaccounted 11-Oct-2012
08-Oct-2012 usD 5643.43 Electronic Cleared but Unaccounted 10-0ct-2012
08-Oct-2012 usp 3122.85 Electronic Cleared but Unaccounted 09-Oct-2012
07-Oct-2012 usD 8481.13 Electronic Cleared but Unaccounted 09-Oct-2012
03-Oct-2012 usD 12380.94 Electronic Cleared but Unaccounted 04-0ct-2012
02-Oct-2012 usp 11948.72 Electronic Cleared but Unaccounted 03-Oct-2012
01-Oct-2012 usD 3611.39 Electronic Cleared but Unaccounted 02-0ct-2012
30-Sep-2012 usp 2481.81 Electronic Cleared but Unaccounted 02-Oct-2012
27-Sep-2012 usp 2075.25 Electronic Cleared but Unaccounted 28-Sep-2012
26-Sep-2012 usp 18638.60 Electronic Cleared but Unaccounted 27-Sep-2012
25-Sep-2012 UsD 2848.92 Electronic Cleared but Unaccounted 26-Sep-2012

Bank Account

CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTF EFT Account
CTP EFT Account
CTP EFT Account
CTF EFT Account
CTP EFT Account
CTP EFT Account

——
Advanced Search

<) Previous |1-25 =] Next 25

Invoice

Export

2

PO Number

5. The file download box will appear, click Save to save your information in .csv format. Click Open to open

the file.

File Download

Do you want to open or save this file?

j MName: export.csv
z Type: Microsoft Excel Comma Separated Values File

From: supplierspsit.progressive.com

Open Save Cancel

x|

9

While files from the Internet can be useful, some files can potentially harm
your computer. If you do nottrust the source, do not open or save this file.

Payment results example.

A B C D E F G
Payment Payment Date Currency Amount Method  Status Status Date
820669355 31-Dec-12 USD 757.85 Electronic Cleared but Unaccounted 02-Jan-13
820669308 30-Dec-12 USD 6218.66 Electronic Cleared but Unaccounted 02-Jan-13
820668637 26-Dec-12 USD 7729.19 Electronic Cleared but Unaccounted 27-Dec-12
820668454 25-Dec-12 USD 6702.58 Electronic Cleared but Unaccounted 26-Dec-12
820668396 24-Dec-12 USD 13052.1 Electronic Cleared but Unaccounted 26-Dec-12
820668330 23-Dec-12 USD 9071.28 Electronic Cleared but Unaccounted 26-Dec-12
820668196 19-Dec-12 USD 2381.02 Electronic Cleared but Unaccounted 20-Dec-12
320668053 17-Dec-12 USD 7276.7 Electronic Cleared but Unaccounted 18-Dec-12
820668007 16-Dec-12 USD 27672.67 Electronic Cleared but Unaccounted 18-Dec-12
820667399 12-Dec-12 USD 4944 66 Electronic Cleared but Unaccounted 13-Dec-12
820667334 11-Dec-12 USD 6472.49 Electronic Cleared but Unaccounted 12-Dec-12
820667291 10-Dec-12 USD 6774.81 Electronic Cleared but Unaccounted 11-Dec-12

H

Bank Account

CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account
CTP EFT Account

|

Invoice

Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple

]
PO Number
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
Multiple
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Self —Service Password Reset

Follow the steps below to reset your user password.

1. Access the iSupplier Login Page, https://suppliers.progressive.com/.

2. Click Login Assistance, located directly below the Login button.

PROGRESSIVE

# Lsarnmes Cor b Yoy
Frarca Operatiers Support Dol o 774

O For iederds. Paiss oo e 1T

b Coead ol - - -0
“Pasvword

freator of lsgurmon sai. S EERINTL [res O8F
waven EMELOVINL CONTRACTOM

Fanen e e TH

3. Enter your User Name and click the Forgot Password button.

Login Assistance

* Indicates required field

Forgot Password

Enter your user name, instructions for how to reset your password will be emailed to you
User Name |jab0020

| Forgot Password |

4. The following Confirmation message will appear. Click OK.

PROGRESSIVE

_E Confirmation

Your password-reset request has been submitted. An email with instructions will be sent shortly.

Please contact the System Administrator if you do not receive an email within the next 10-15
minutes.

mn Navigator ¥ B Favorites v

Diagnostics

5. Open your email and click on the Reset your Password hyperlink

Fros Workfiow Maler EESQOL <NoRephyTo@progresshve com>
T M A Lansky
€L

Subject: FIT Pazsword Reset
T P  _
X i 1 el I SR RS 0 n

Hh L

ent Mon DE7/2013 100N

Time Zone (GMT -05:00/-04:00) Eastern Time
Ta LANSKY, JILL
Sent 17-JUN-2013 10:53:37
o 122076927

Besst vour passwged and follow the on-screen instructions. This email can be ignored in case you didn't request 3 password reset, the link 15 only avaltable far a short time,
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6. The following screen will appear. Enter your user name, your new password and confirm your new
password.
Reset Password

= Indicates required field
Flease enter your username and passwords below. The password you enter below will be used to replace your old password.

= User Name  |jab0020

= Password |u T

{5 characters or morse)

* Confirm Your Password |u sssses

I Confirm Password I

7. The following Confirmation message will display. Click OK.

PROGRESSIVE

Dhagnostics Home Profarances

N :
L Confirmation

The password has been reset; use the new password to kogin to the systam.

8. Login to iSupplier using your newly created password.
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Troubleshooting

Internet Browser Issues
If you are experiencing issues logging into iSupplier you may need to utilize another browser other another
version of Internet Explorer.

The following browsers are certified by Oracle as compatible with Release 12 e-Business Suite — iSupplier
Portal.

e IE9, 8, and only select IE 7 and 6 Windows configurations

o Firefox for Windows Users

e Safari for Mac Users

If you are still experiencing issues logging in after using one of the compatible browsers or Internet Explorer
versions above, please send an email to corporpateisuppliersupport@progressive.com with the issue details
along with a print screen of any errors you are receiving.

Progressive PDF Files

Progressive initially and periodically will be sending your company .pdf files. These files will typically contain
information related to the iSupplier program and/or they can be your payment details. Payment detail .pdf files
are sent every time a payment is made to your company.

Some Internet Providers, particularly AOL will automatically encode and translate the attachment using a
system called MIME (Multipurpose Internet Mail Extensions) when they are transferred to your computer.

MIME converts the binary attachment to a text format that can be handled by Internet

email. The message’s recipient needs a program that can decode a MIME e-mail and turn it back into a binary
file that the computer can work with.
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