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1. Introduction

This user manual is designed to guide you through using the Purchase Order MashApp solution to
help you create quick purchase order , transfer the purchase order details to a spreadsheet, and get
approval from manager. This MashApp was built using Composer , a Ma shApp tool from Cordys
Process Factory (CPF).

Usually, when you have a manual purchase order process , the bottlenecks are many . For example , the
long tedious procedures are time -consuming and taxing, which makes it difficult to manage. Moreover,
it is difficult to  acquire material on time, which might delay the other business processes

To avoid such bottlenecks , we are providing  the Purchase Order MashApp , which will help you:
e Maintain paperless records

e Create purchase orders quickly

e Make communications  easier and effective

To use the Purchase Order MashApp, you need to first set up organization data such as application
users, ro les, and groups andthensetup MashApp Master Data  such as contacts, vendors , ship to
contacts , and items .

After setting up the required data, you can use the MashApp to manage purchase orders . You can
create new purchase orders , getthem approved, trans fer the dat a to Google spreadsheet, add
purchase order gadget to iGoogle, and integrat e the purchase order with SalesF orce. You can also

monitor data through forms, charts, and reports.

Create
Purchase Order

2 ——
L O Purchase Order T

‘ led = MashApp k
Add Purchase Order ~ User Manual Appove

Gadget to iGoogle Purchase Order

Integrate Purchase Order
with SalesForce
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2. Settingup Organization Data

Now, you need to set up organizatio n data such as roles,  groups, application users, and default
external use r.

Note : You can set up organization data only if you have either Admin or Purchase Order Administrator
privilege.

2.1 Creating Application Users

Now, y ou need to create application users to enable users in your organization to access the Purchase
Order MashApp . You also need to assign users the a ppropriate privilege s to restrict their access within
the MashApp. Do the following to set up application users.

1. Click Setup A User Management . The User Management page appears.

2. Click Goto for Application Users . The Application Users page appears, display ing a list of
existing application users

3. Create an application user . Do the following.
a. Click Add and select Add New User to the Application

b. Inthe Userld field, type the unique id of the user in the form of a valid email address. For
example, fAadi ahep@wer . comd. This email dabithide sasd
Email fields respectively.

The credentials required to access the Purchase Order MashApp will be sent to the user via
email.

Note : You cannot modify the  Login Id

c. Provide the required details of the applic ation user suc has Name and Contact Details

d. Assign a privilege to the user to access the Purchase Order MashApp . Click [ for
Privilege Nam e. The Application Privileges dialog box appears.

e. Select one of the following privileges to assign to the user according to his or her role in the

organization

e Purchase Order Admin : This privilege enables users to create application users as well
as maintain the Master Data  that needs to be set up for the functioning of the
MashApp. For example,  Contacts , Vendors , Ship to Contacts , and Items .

e Purchase Order Approver . This privilege enables users to review and approve

purchase orders.
e Purchase Order User : This privilege enables the users to request for purchase order  s.
Click OK. The privilege is assigned. The description of the privil ege appears in the

Description  field .

CORDYS Page5 of 25

S

p



|V
USER MANUAL : PURCHASE ORDER MASHAPP Cord S

@ ¥ W Process Factory B¢ @

- Welcome Brain Peterson! 5 Profile [T Layout § -Log aut

|;J:e ] Purchase Orders ©cnange Application -
- Help @ Support Advanced

|' My Page J ‘ Purchase Drder J ‘ Charts J ‘ Reports J ‘ Master Data I | Setup ] | | 1ot 1 i’ ‘
Anhouncernents  User Management  Personalization  Wehlinks = General Settings  URL Generator  Upload Activity  Auto Number Figlds  Process Status  Document Template «iofz »

Setup = Ussr Management = Application Users

Application Users

{t;_‘s\.\ The users subscribsd o this application are listsd hers. This scresn is used For ussr maintenance. Ussrs are assiansd a privilsge to uss ths application.
»

[l add ~ [ Refresh
I Add New User to the Application I Name Email

/Add Existing User{ Setup > User Management > Application Users > User Details
Add New Users to the Application
The users subscribed ta this application are listed here, This screen is used For user maintenance, Users are assigned a privilege to use the application,

a4

3
i‘,:‘

Dladd~ | Elgack toLList

User 14* [palcarter@lucentpomer.com |

Marme* [paul Carter |

Login 1d:* paulcarter@lucentpower.com

Contact Details

Email* | paulcarter@lucentpower,com | Gty | |
Company Mame ‘ ‘ Counkry | - \
Address Phone(o) | ‘
Phone(R) | |

‘wehsite | ‘

Privilege Details

Privilege Hame™ | purchase Order User |@

Description | Purchase Qrder User

*Required | Save |

f. Click Save .

An application user is created and the required privilege is assigned to the user. As soon as the user is
added, he or she receives an email with the LoginIld and Password requiredtologo n to the
Purchase Order MashApp.

This application user is also an organization user. So, you can grant this user access to other
applications in the organization through the Setup tab for those applications using the Add Existing
User to the Application option.

You have created an application user  successfully.

2.2 Creating a Role

Roles define the responsibilities assigned to a user. Do the following to create a role.
1. Click Setup A User Management . The User Management page appears.
2. Click Goto for Roles . The Roles page appears.
3. Createthe Manager role. Do the following.
a. Click New .Inthe Role field, t yMamagér 0 .

b. Inthe Description field, t yMasagér O .
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Setup = User Management = Roles
Y Roles

:
L?'J‘ This is a repository of all the roles defined in an organization. For example, Manager, Director, etc.
'

Mew (] Refresh
[ Role Description Role™: Manager
™ Manager Manager
Description™® | Manager ‘
# Required | Save and Add Another ||| Save || Reset |
c. Click Save .
You have created the Manager role successfully.
2.3 Creating a Group
Groups enable you to group us  ers in your organization as well as assign responsibilities  to usersin the
form of roles. You need to create a group called Purchase Department and assign appropriate
responsibilities to users in this group.
First, you need to create the Purchase Depar tment group and then assign the Manager roleto a
user in the group. Do the following.
1. Click Setup A User Management . The User Management page appears.
2. Click Goto for Groups .The Groups page appears.
3. Create the Purchase Department group. Do the following.
a. Click New .Inthe Group Name field, t yRuechas$e Department 0 .
b. Inthe Description field, t yRuehase Department 0 .
c. Clickthe Responsibilities tab to assign responsibilities to users.
d. Click New to assign the responsibility of a Manager toauser. The New Responsibility
dialog box appears.
Do the following.
i) Click d for User , selectthe user to whom you want to a ssign the Manager role, and
click OK.
iy Click "2 for Role , selectt he Manager role, and click OK.
e. Click OK . The responsibili ty of a Manager is assi gned to the user.
CORDYS
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Setup = User Management = Groups
a1 Groups

\_’ Crganizations can be split inko various groups and the organizational skructure can be maintained. Users belonging to the groups can be captured. Group responsibilities can be assigned ta
different users for various roles and Functions,

BRefresh & Group Hisrarchy

[ Group Name Description Group Mame*:
[~ Purchase Department Purchase Department
Description™® | Purchase Department
Members | Responsibilities

Citew (8] Refresh

[ User Role Function

[~ Ruth Turner Manager

* Required I Save || | Reset
f. Click Save .
You have created a group and assigned responsibilities to the usersin the group  successfully .

2.4 Adding the Default External User

To send tasks to vendors who are external to your organization, you need to add the default external
user, <OrganizationName_ExternalUser> to your application. This is a system user that is created for
your organization. To add this default user to your application, do the following.

1. Click Setup A User Management . The User Management page appear s.
2. Click Goto for Application Users . The Application Users page appears.

3. Click Add and select Add Existing Users to the Application
4

Click ™ for UserID , select the default external user <OrganizationName_ExternalUser>, and
click OK.

Setup > User Management > Application Users > User Details

TR Application Users Assign User * X
m;_‘:. The users subscribed ko this application are listed here. This screen is used for user maintenance. Users a
[%

, & Users
¥ Please select the desired user from the list,

DOindd~ % @ i “lBack to List
ser 1 | JE ®» ol
Marme* | ‘ User ID Mame
Lagin Id* bpeterson@lucentpower.com Brian Peterson
Contact Details edwardcollins@lucentpower.com  Edward Collins
Email* ‘ ‘ City helenparker@lucentpower.com Helen Parker
Cormpany Mame ‘ ‘ Country jasongreen@lucentpower.com Jason Green
Address Phoneto) |: karendavis@lucentpower.com Karen Davis
LucentPower_AnonymousUser LucentPower_AnonymousUser
Phone(R}
one
LucentPower_Externalllser LucentPower_Externallser

website |:

markrobinson@lucentpower.com  Mark Robinson
Privilege Details

markturner@lucentpower.com Mark Turner
Privilege Name*
d paulcarter@lucentpower.com Paul Carter
Description robertwalker@lucentpower.com Rabert Walker
o ]
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5. Then,click Sav e.

You have added the default external user to your application successfully. Now, you can send tasks to
vendors who are external to your organization.

3. Registering Access Details for Google Apps

Firstly, you need to register your Google account credenti als. This will enable integration between
Google Apps and Cordys Process Factory

You can set up a personal account for access to Google Apps  through the Setup tab. Do the
following.

1. Click Setup . The Setup page appears.

2. Click Goto for External Application (Personal Access)
3. Inthe External Application (Personal Access) page that appears, do the following.
a. Click New .
b. Google Apps s the default selected option under External Application Details . This is
the option where you need to register your personal access details for Google Apps

c. Under Access Details , provide your Login and Password that you use to access your
personal Google account.

Setup » External Application (Personal Acoess) » External Application Detail

¢ External Application (Personal Access)

Usets in an arganization can register personal accounts For a new or existing external application, These accounts can be used in Web service calls from MashApps to the external application, While configuring the Web service in a form or process
wou need ko specify that it requires a personal account,

Onew +lBack ta list

External Application Details

External Application ' Gaogle Apps
" other External Application

External Application Mame* Google Apps
Access Details

User Login | bpeterson, tpf@amail.com

Fassword |.uuul

additional Info 1 |

fdditional Info 3 |

|
|
additional Info 2 | |
|
|

#dditional Info 4 |

d. Click Save .
Your personal Google account is registered to integrate between Google Apps  and Cordys Process
Factory

Note : The Google account credentials you provided are secure. When you export a purchase order to a Google
spreadsheet, a copy of the spreadsheet is created in your Google account.
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4. Copying and Customizing the Purchase Order
Spreadsheet Template

This MashApp allows users to maintain purchase order data in a Google spreadsheet to back up data or
take printouts or share it with others.

You need to copy the Google spreadsheet template to your Google account. You can also customize the
template to add your company logo, if required.

Note : Thisis a one -time activity to be performed by the Purchase Order Administrator or Admin.

Do the following to copy the purchase order spreadsheet template and customize it.

1. Go t o t hHetp:/EbRddshdets.google.com/ccc?key=0AiZXLaZOUV6
dGUzU2Z0WFh6dUtVSjRfeWtFVUFidVE&hl=dh .

2. Click File A Create acopy . Provide a file name and click OK. This will create a copy of the
purchase order spreadsheet template in your Google account.

Purchase Orders

File View Help
A B C D E F G
-~

1 PURCHASE ORDER
el DATE: 52272009

3 P.O. #

4 Registered
6

T

8

9

10

A

12

13

14

15

16

17 REQUISITIONER SHIP VIA F.0.B. SHIPPING TERMS

18

19

2
21 0.00
22 0.00
23 0.00
24 0.00
25 0.00
26 0.00
27 0.00
28 0.00
29 0.00
30 0.00 2
31 -7 o

3. Click Share to s hare the spreadsheet with the users you want to share
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Now, you need to update the spreadsheet URL inyour Cordys Process Factory account . Copy the
URL of the spreadsheet to which you have made changes from your Google account and do the
following in Cordys Process Factory

1. Clickthe Setup tab.

2. Click Goto for Document Template . The Document Template page appears.

3. Double -click Read Purchase Order template. The Template Properties page appears.

4. Inthe Template URL field, paste the URL of the spread sheet template that you copied and

customized in your Google account.

Setup = Document Template = Template Properties

EEEE Document Template
- Users can add spreadsheet templates and map cells in the termplates to application object Fields ar ather Fields.

Citlewe X Delete | €0 Previous 9 Mext <JBack to List

Template Hame™* |Read Purchase Order

application Ohject |PurchaseOrder |
Related Application Objects | Trams

Termplate URL*I http:,I',l'spreadsheets.google.com,l'ccc?key=teSSFtXquKUJ4_ykEUAbuQI

Template Mapping

5. Click Save .

6. Similarly, update the = W rite Purchase Order template .

You have updated the URL successfully.

5. Integrating the Purchase Order MashApp with
SalesForce

You can integrate the  Purchase Order MashApp with SalesForce. Do the following.

Note : All the users who need to integrate purchase order details with SalesForce need to register their
SalesForce account credentials.

5.1 Prerequisites for SalesForce Integration

You need to create two objects and a set of fields for them in your SalesForce account . Do the
following.

Register for SalesForce Account

If you do not have  SalesForce account, do the following.
1. Gotothe URL http://developer.force.com/
2. Click Join Now
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3. Provide the details to create a SalesForce account and click  Submit

You have created a SalesForce Account successfully. Your  SalesForce login ¢ redentials will be sent to
the e mail ID you provided.

Setting up Purchase Order in SalesForce Account
Now, you can create two objects and a set of fields for them. Do the following.

1. Gotothe URL http://www.salesforce.com

2. Click Customer Login

3. Provide your login credentials and click Login .
4. Clickthe Setup link at the top of the page.
5

Inthe My Personal In  formation  section, click Reset your security token to enable
SalesForce integration with Cordys Process Factory. Then, click Reset Security Token and
your security token is sent to the email ID you provided.

6. Under Apps Setup ,click & for Create .

7. Then, clic k Objects . The Custom Object page appears.

8. Click New Custom Object . The Custom Object Information form appears. Do the following.
a. Inthe Label fi el d, type fiPurchase Ordero.

b. Inthe PluralLabel f i el d, type #fPurTeehQbjsceNa@e d &etdss@aopulat ed
automatically.

Note : Do not modify the Object Name

c. Click Save .
9. In Custom Object Purchase Order form, do the following.

a. In Custom Fields & Relationships section, click New . The Purchase Order New
Custom Field  form appears.

b. Select Text for Data Type and click Next .
c. Inthe Field Label fiel d, t Buhase@escription 0 .
d. Inthe Length field, provide the length and click Next .

e. Then, c lick Save & New .

f. Similarly , create the following fields w ith the corresponding data type:
e Amount : Currency
e Vendor : Text

e Approved : Check box

10. Similarly, create  a new custom object  Item and the following fields with the Text data type:
e [tem Name
e Purchase Order
e Unit Price
e Quantity

e Total Price
11. Under Apps Setup A Create , click Tabs , and do the following.
a. Inthe Custom Object Tab section, click New to add a tab.
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b. Inthe Object drop-down list , select SFDC Purchase Order

c. Click % for Tab Style , select the style of tab you want to use , and click it.
d. Click Next .

e. Then, click Save .

f.  Similarly, create a tab for Item

12. Under Apps Setup , click for Develop

13. Then, click API .

14. Under Enterprise WSDL , click Generate Enterprise WSDL

15. Click File A Save As , provide a file name and save it to your desktop.
You have set up the prerequisites for SalesForce integration successfully.

5.2 Registering Access Details for SalesForce

Note : All the users who need to integrate p urchase order details with SalesForce need to register their
SalesForce account credentials.

Firstly, you need to register your SalesForce account credentials. This will enable integration between
SalesForce and Cordys Process Factory
You can set up a personal account for access to SalesForce throughthe Setup tab. Do the following.
1. Click Setup . The Setup page appears.
2. Click Goto for External Application (Personal Access)
3. Inthe External Application (Personal Access) page that appears, do the following.

a. Click New .

b. Google Apps s the default selected option under External Application Details . Select the
Other External Application option to register your personal access details for SalesForce
c. Click /& for External Application Name , select SalesForce , andclick OK. Ifthe

SalesForce s not available, do the following.

i) Click Define a New External Application

i) Inthe External Application Name field, t y p SaleBForce 0, and click Save .
d. Under Access Details , do the following.

i) Inthe Login field, provide the login you use to access your SalesForce account.

i) Inthe Password field, provide your password and security token. For example, if your
password is O0pwdl12306 and sec Passworg fiemkypen i s O6abc b,
Apwdl23abco.

Register a SOAP Web Service

You need to register a SOAP Web service to complete the integration between SalesForce and Cordys
Process Factory . Do the following.

Note : You need to use the WSDL file that you saved to your desktop.

1. Click the Modify Application tab and click Build Web Services A Registera SOAP Service
2. Click Next .
3. Click From a WSDL file for Display Web services

CORDYS Pagel3of25
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4. Click Browse for WSDL file, select the file name, and click Open .
5. Provide a Service Provider Name , if required.
6. Then, click Next . The Web services are displayed.
Register External Webservices x
Select Services
Select services to be registered,
I Service Description
v login Login to the Salesforce com S0OAP &pi -
[ describesobject Describe an sCbject
I describesObjects Describe & number sOhiects
™| describeclobal Diezctineg the Global state
™| describeLayout Describe the lavout of an sObject
I | describeSoftphoneLayout Deszcribe the layout of the SoftPhone
I describeTabs Deszctibe the tabs that appear on a users page
W create Create a set of new sObjects
™ update Update & set of s0bjects
I upsert Update or inzert & 2et of 20hjects bazed on object id
I merge herge and update a set of sObjects based on ohject i
™| delete Delete & =2t of s0Ohjects
™ undelete Undelete a set of sObjects
I emphyRecycleBin Empty & =et of 2Chkjects from the recycle hin
[ retrieve Get & et of 20bjects
r process Submit an entity to & workflowy process or process & workitem
™ corvertlead convert a set of leads
-
i »
* Required Previous Mgk | Cancel

7. Select the check box for the

8. Click Register

Now .

login and create

to create Web service and click

Next .

You have registered the  login and create SOAP Web service s succes sfully.

6. Setting up Master Data

After setting up the required
the functioning of the

application users, you need to set up the Master Data

Purchase Order MashApp .

that is required for

Note : You can setup Master Data Purchase Order Admin or Purchas e

Order Administrator privilege .

only if you are assigned the

6.1 Contacts

You can add contacts who need to use the application. Do the
1. Click the Master Data tab.

following.

CORDYS Pagel4of25
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2. Click View for Contacts .The Contacts form appears.

3. Click New toadda new contact

4. Click (@ for User Id , select an organization user you want to add as a contact, and click OK.
The Names field is populated automatical ly.
5. Inthe Company Name field, provide the name of the organization for which you work.
6. Inthe Company Slogan field, provide the slogan of your organization.
7. Inthe Street Address field, provide the address of the office.
8. Inthe City, State, Zip field, pro vide details such as city, state , and ZIP code.
9. Inthe Phone field, provide the phone number of the contact.
10. Inthe Fax field, provide the fax number of the contact.
11. Inthe Gmail ID field, provide the Gmail ID of the contact.
12. In the Sales Force Integration drop -down list, select one of the following:
e Required :Thisoption allowsyou to integrate the details of purchase order s, which were
approved , with the sales force.
e Not Required : This option does not allow you to integrate the details of purchase orders ,
which were approved, with the sales force.
|Save ||| Save & Close | | Close | | Form Parameters |
Contacts
FerTierie User Id* |bpeterson@lucentpower  com = j
el Marne™ |Brian Peterson |
n Name* Comapa |Company Mame |Lucent Power |
[~ Adam \Whites ABC Corp |Company Slogan Inspiration to be the Best!
Street Address [Fifth Street, Avenue Road |
City, State, Zip Mew Viork, LS8
Phone 0943593475
Fax |n94asa34s7 |
amail 10* |bpeterson. tpf@iucentpaver. com —
13. Click Save & Close . Sales Force Integration | Recuired v|
You have added a contact successfully.

6.2 Vendors

You needto add the vendors to your organization . Do the following.

1. Clickthe Master Data tab.

Click View for Vendors .The Vendors form appears.

In the

2
3. Click New toaddanew vendor .
4

Vendor ID field, provide the vendor ID.

Note : The existing SalesForce users can provide their SalesForce Vendor IDs to integrate with
SalesForce, or they can provide their own unique values for the Vendor ID.

CORDYS
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Contact ID field, provide the contact ID of the vendor.

Company field, provide the name of the company.

Street field, provide the address of the office.
City, State, Zip field, provide details such as city, state, and ZIP code.
Phone field, provide the phone number of the vendor.

Mail ID field, provide the mail ID of the vendor.

 —
|| Save & Cloze | |CIDSE | |F0rm Parameters

For inteqration with SalesForce, existing SalesForce users can provide

their SalesForce Wendor 10 as the Yendor 1D or they can provide
¥endors
- their own unigue value For the Yendor 1D,
| Mewy | Refresh
- Yendor

- Nanme
wendor I0* |LP Powers |
Contact Mame* |Helen Parker |
Campary |LP Powers |
Skreet |Tenth Street, Avenue Road |
Citw, Skate, Zip M York, USA
Cauntey ||_|5,q |
Phone 93459546534

. i ad
11. Click Save & Close . Mail 1D [helerparker@ipporiers.com |
You have added a ve ndor successfully.

6.3 Shipto Contact s

You need to add details of the location where you want to ship the purchase order . Do the following.

1. Clickthe Master Data tab.

Click View for Ship to Contacts . The Ship to Details form appears.

2
3. Click New to add details of ship to a contact.
4

Inthe Attender field, provide the name of the attender who will attend to the shipping of the
purchase order.

5.

6. Inthe

7. Inthe

11. In the

8. Inthe
CORDYS

Click ™ for Vendor Name |, select the name of the vendor you want to add, and click OK.

Street field, provide the add  ress of the office.

City , State , and Zip field s, provide details such as city, state , and ZIP code.

Phone field, provide the phone number of the vendor.

Mail ID field, provide the mail ID of the vendor.
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| Save & Cloze | |Clase |

Ship to Details Ship to Details
S— Attender Marme™® | Mark Robinsan |

[~ chiptoName* vendor Name®  |Halen Parker 3
Company | LP Powers |
Street |Fifth Street |
City, Stake, ZIP Mew York, LSS
Caunkry ||_|5,|:|, |
Phone 349593875 |
Mail 10 |markru:-l:uinsu:un.th@gmaiI.cDm

9. Click Save & Close .

You ha ve added ship to contacts  successfully.

6.4 Iltems

You need to add the  items for which the purchase order is to be created . Do the following.
1. Clickthe Master Data tab.

Click View for Items .The Items form appears.

Click New toadd anew item

Inthe Items field, provide the item name.

Inthe Description field, provide a short description about the item.

o o M WD

Inthe Unit Price field, provide the unit price for the item.
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|Save | || Save & Close || | Close |

Items Al tems v ” ¥ | | ” ‘g‘b| El
| Refresh

r Items® Description Unit Price

[ Tele Communication Cables Drop wire, jumper wire and tvwin flat 10000

[ Panel Cahbles Hesarey duty, sturdy, rugged | flexible wire/cords 125.00

7. Click Save & Close

You have added anitem  successfully.

7. Creating a Purchase Order

Once the Master Data is set up, you can create a purchase order. Do the following.
1. Click the Purchase Order tab.
2. Click New for Purchase Order
3. Click @ for Vendor |, select the name of the vendor you want to add, and click OK.
4

Click ™ for Ship To , selectthe location to which you wantto ship the purchase order , and click
OK.

Click Save Order
Onthe Item tab, click New to add items to purchase order.
Click ™ for Item , select the item you want to add, and click OK.

Inthe Quantity field, provide the  number of ite ms required.

© ®©® N o v

Then, click Save Order

10. Click Create Purchase Order Spreadsheet to create a spreadsheet  of the purchase order.
The purchase order is created in your Google account, which is provided in the External
Application (Personal Access) page.
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Close

Mewy Purchase Order || Purchase Orders | Prerequisites

| Mewy | | Save Order |
Yendar® |Mark Raobinsan |E Ship To* | Mew ork |E
Date  |3/18/2010 frder*  [poO000000S |

Spreadsheet URL (Optional) | |

[tem || Ship To Map

Items |"r""" tems v ” i | | ” %‘}lEl
- Item* Quantity

[~ Desktops E 100

4 2

Moke: After filling the Items wou can export this Purchase CGrder ko a Spreadsheet,

11. Onthe Purchase Order tab, you can view the purchase order you created. Click URL,
corresponding to the  purchase order you created, to open the spreadsheet. You can modify the
data, if required.

Purchase Order : PO00000001 KA
File Edit View Inset Format Tools Form  Help
G 5 % 123+ 0ptr B o A By [ =+ 0 =% I~

A B C D H

* PURCHASE ORDER

2 DATE: 10/15/2009

4 Registeraed
]

7

8

g

1

11 | George Young Jason Green

12 LPP Powers Lucent Power

13 Murray Street Magna Plaza

14 New York, 60010034 Amsterdam, 30009273

15 | 237474092734

17 REQUISITIONER SHIP VIA F.0.B. SHIPPING TERMS

18

19

20 ITEM # DESCRIPTION Qry UNIT PRICE TOTAL

21 Panel Cables Heavy Duty, Sturdy, Rugged, Flexible wire/cords 1110 125.00 1328,750.00
22 | Tele Communication {Drop Wire, Jumper Wire & Twin Flat 1110 100.00 111,000.00
23 0.00
24 0.00
25 0.00
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Mewr Purchasze Order | PUrchase Orders || Prerequisites
Orders |'E‘" Crders v " T | | " *@|E|
| | Refreszh ||_'7‘_'- Process Status g 4 o |2
[ P.ONumber* Yendor*® Status URL
[ PCO0000003 Mark Robinson Regiztered http:ffspreadsheets.

Submit Registered Purchase Order

Ship to Location
o B
i [ Wap | satelite | Hybrid =
i IEI Co Rt
sd [ v[FeRd2 Avene Road, New York
> 4
CoFRd18 ) E
; =
= Q. by
12. Click Submit Registered Purchase Order
You have submitted the purchase order successfully.
8. Approving the Purchase Order
Once the purchase is submitted, the approval process begins. The Manager receives a task to approve
the purchase order , which is available through My Page A My Tasks . He or she also receives an em alil
with the task details.
Do the following to review the contact profile and approve the task.
1. Double -click the task. The task opens, displaying the details of the purchase order

2. Review the details and inthe Approval Status drop -down list , select one of following options:
e Approved :If approved,the  purchase order is approved.

e Rejected : If rejected, a notification is sent to the user who created the purchase order and
the process ends
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Task x %
| Task Details W
Il Complete Tazh
Purchase Order -
Crder Mumber® |POUUDDDDDQ Approval Status --Zelect-- "
- Approved
YWendor Details | Shipping Details Rejected
Marme* |Mark Robinson |Street address --Select--
Compary Mame |ﬂ|BE Corporation |Cit\h Skate, Zip Surrey, KT13 OTT, United
Phone | | Kingdom
Requisitioner F.0.B Ship Via Shipping Terms
Items | Al kems w7 -] "'&b“Zl
4 Refresh
I~ LEenm i o bert Descrption Lty, Price Jotal
[~ | Desktops a personal computer designed... 1000 1,506.00 150,500.00
-

3. Click Save andthen click Complete Task

You have approved the purchase order as a manager

9. Reviewing the Purchase Order

Once the purchase order is approved, the vendor receives a notification to review the purchase order.
The task is available through the link provided.

Do the following to review the purchase order.
1. Copy the link to a browser.
2. Provide the password and click Enter .
3. Review the details and click Complete Task

You have reviewed the purchase order successfully.

10. Viewing Purchase Order Details in SalesForce

If you selected the option for SalesForce integ ration, you can log on to your SalesForce account to view
the purchase order details. Do the following.

1. Gotothe URL http://www.salesforce.com

CORDYS Page21o0f25


http://www.salesforce.com/

|V
USER MANUAL : PURCHASE ORDER MASHAPP Cord S

@ ¥ W Process Factory B¢ @

2. Click Customer Login

3. Provide your login credentials and click Login .

4. Click the SFDC Purchase Order tab.

5. Inthe View drop-down list , select All , andclick Go!. The approved purchase orders are
displayed.

6. Similarly, you can view the items on the ltem tab.

You have viewed the purchase order details in SalesForce successfully.

11. Adding the Purchase Order to iGoogle

You can add the purchase orders to iGooogle. Do the following.
1. Click Setup A URL Generator
2. Click Goto for URL Generator .The URL Generator page appears.
3. Onthe Google Gadget URL tab, click New Gadget toaddanewgad get.
4. Inthe Gadget Details section, do the following.

a. Application Form is the default option for Gadget for

b. Click [ for Linked Form , select the Purchase Order form, and click OK.

c. Select Authorized Access option for Access Control

Setup = URL Generator
]

URL Generator

Generate URLs for Google gadgets, forms, and standard components, Control access ko the URLs through anonymous or authorized access,

Google Gadget URL || other URL

(e Garget ] Refresh Gadget Details
I~ 4 My Docs Gadget for 6 application Form ¢ Standard Component
[T @ My Items Linked Form® ‘ |m
[T 4 My Notifications Gadget Mame™® ‘Purchase Order Form |
T oy Tasks Feght (i pels)

I & Purchase Order Form Access Contral  © Anonymous Access @ Authorized Access

Generste Gadget URL

Copy and paste the URL to get your Google gadget

http:}fo=CFF,cn=cordys,cn=CordysBOP4,0=vanenburg,com. tpfcloud .com/gadgets/ CPFxfE6al7a? 1 -0ac3-
0437-004e-502e06F 1ea06, xml

* Required

You have generatedt he URL successfully . Use this generated URL and add this to your iGoogle
homepage. Do the following.

1. Goto http://lwww.igoogle.com

2. Provide your Gmail login credentials and click Login .

3. Click Add Stuff

4. Then, click Add feed or gadget

5. Inthe Type or paste the UR L below : field, paste the URL you have generated, and click Add .

Similarly, you can use any form as a gadget in iGoogle by repeating the above steps.
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12. Reporting and Monitoring

The Purchase Order MashApp enables youto monitor contact datathrough various forms, charts, and
reports.

12.1 Forms

On the Purchase Order tab, you can view forms  to display data onthe purchase orders that were
submitted

For example, you canview the My Purchase Orders form to view all the purchase orders that were
submitted by the logged in user . Do the following.

1. Click the Purchase Order tab.

2. Click View for My Purchase Orders . The Purchase Orders form appears , displaying the
details of all the purchase orders submitted by the logged in user .
=3
Purchase Orders | All Purchase On w | 5 ~ | | 15“’”3'
> B
- Order Number*  ¥Yendor® Ship to* Status Spread Sheet URL
[ PoOOOOOOO0OT George Young Jason Green Submitted http: fispreadsheets. google. comfcctkey=0AiZ
" POODODOOOZ FE0rge foung Jason Green Registered hiktp: f e,
[~ PoOOOOOOO3 Gearge Young Jason Green Submitted http:jispreadsheets,google. comccc?hey =002
3. Click Close .
You can also view  All Purchase Orders form onthe Purchase Order tab .

12.2 Charts

Onthe Charts tab, youcanview charts that display contact data

For example, you canviewthe Overall Statusof All Purchase Order s charttoviewth e status of all
purchase orders submitted within the organization . Do the following.

1. Click the Charts tab.

2. Click View for Overall Status of All Purchase Order s. The Overall Purchase Order s
Status chart appears, displaying the  status of all purchase orders submitted within the
organization

CORDYS Page230f25



USER MANUAL : PURCHASE ORDER MASHAPP Cordys

@ ¢ W Process Factory ¢ @

Overall Purchase Orders Status

~Dispatched, 2

FormEntry, 2 T I

———&pproved, 2

",

Registerad, 4 7
“—Submitted, 3

Rejected, 1-

3. Click Close .

You can also view the following charts onthe Charts tab:
e Approval Status of Purchase Orders

e Overall Status of My Purchase Orders

12.3 Reports

Onthe Reports tab, you canrun various reportson contact prof ile data.

For example, you canrunthe Status of Purchase Order report to view  the status of all the purchase
orders . Do the following.

1. Click the Reports tab.

2. Click Run for Status of Purchase Order . The Report Wizard appears.
3. Click Run Report
4. Then, clic k Download Report . The report appears , displaying the  status of all the purchase
orders .
You can also view the  Purchase Order per Month report onthe Reports tab.
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