Quick Reference Guide =FAISON

. . Office
Welcome to your new TierOne site Products

LOGIN —ore
Products
www.faisonopc.com/supplier-plus
Supplier Plus
Home - Logout
%I SON User Name:  Delahunty, Tricia Welcome to Faison Supplier Plus
= Office Compsny: | Faison Office Products Inc - DEMO |
i = = 3 Location: ‘ Faison Office Products Inc - DEMO ~ | LOGIN:
Products Diversity, Expertise & Innovation A:Im:m'sn-mr: S
PASSWORD:
Approvals | Profile | Suppliers | Searches | Reports | Help | LOGIN
Forgot Password ? Click Herel
Itemsin Cart 2 Total: $22.28 (USD) E mggge
# You have items in your cart. You may proceed to checkout or continue shopping.
———— 8fli~(l:e Welcome to Faison Supplier Plus
Products The Smart Choice for Complete Office Solutions HOMEPAGE

To begin shopping, select the “Shop Now” Button.

« No Minimum Orders
« Next Day Delivery
« Fleixible programs
« Dedicated Account Managers
[ kn owledgeable Customer Service

Questions?
Contact Customer Service

Phone: 800.434.0924
Fax: 800.434.0925 g
Email: faisoncare@faisonopc.com K

Copyright 1011 BG5S

This will direct you into online catalog specific to your location.
Once you are in the ordering site, you will search for your desired items, add the items to your cart and then transfer them back to
the Faison Supplier Plus Online Ordering site.

For order questions or product info please contact Faison Office Products Customer Service located on the homepage
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WAYS TO SHOP Products
In the Faison/Office Dept Site —————

1. Search by Keyword or Item# pE—
2. Order by Item # =FAISON
3. Category grfggﬁcts Diversity, Expertise & Innovation
4. My Shopping Lists ——
5. Ink & Toner e Account 80554828  Hi, TriciaNelahunty  Logout
Faison Jrder By Item | My Lists
Office o ] 8 $ ® = 'Q 0 ltems
IPrcducts, { Eearch by Keyword or ltem# Q My Account - Orders~ Quick Order+ My Llists+ Cart~ 0
Office Supplies Paper Ink & Toner Breakroom Cleaning Technology & Services Furniture School Supplies Print & Copy
Home / Ink & Toner
Select a Printer Search by Printer or Cartridge

Search by Keyword or Item#
The search field allows you to shop for items by simply entering in a keyword or Part ID in the SEARCH field and selecting the search icon.

Order by Item Number
Located at the top of the screen is the “Order by Item #” feature which allows you to simply list the part ID and quantity of the item(s) you
wish to add to your cart.

Category
By moving your mouse over the category headings, you can narrow your search by selecting your desired item category.

Shopping / Favorites List

You may create a shopping list to locate items you purchase frequently in one easy to find place. Selecting My Shopping Lists on the home
page will allow you to create a new list or view previously created shopping lists.

Ink & Toner
This is where you can easily filter through various printing supplies to find the appropriate ink or toner for your machine.

For order questions or product info please contact Faison Office Products Customer Service located on the homepage




MY SHOPPING LISTS

To create a shopping list . . .
= Locate the item that you would like to add to the shopping list
= Select “Add to Shopping List”
= A window will pop up. This window gives you the ability to create
a new list or add the selected item to an existing shopping list.
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Products

Togour

Gel Pens Account 80554828

uni-pall Please use Advanced Sorting options below to sort products by Best Value Item, Contract liem, price and more See Proprietary ltems

To add an item to an existing shopping list

=  Select the Shopping list name of where you want to add the item

P — e g @
S Categories

Gel Pens
O Rollerball Pens 5)
ttem 281285
Bl check Fraud prevention & Uni-Ball Vision Fine Rallerball $275° / dozen
Counterfeit Detector Pens (2) g
#
B Brand

Recently Viewed

Quick Order
Recent Searches

Pens - Fine Point Type - 0.7 mm
-

Point Size - Purple Pigment-based

You will receive a pop up window that indicates your item was ©untpai

added successfully

Create a new shopping list
= Select “Create List”
=  Enter the name of your new shopping list and select SAVE

Account 80554828  Hi, Tricia Delahunty  Logout
Order By ltem | My Lists

& @ ) =R Oltems
Q My Account~ Orders~ Quick Order~ MylLIsts~ Cart~ 0
lices Furniture School Suppl

Manage Lists No Default Selected

Create New List SELECT DEFAULT

Create’ List Name Date

manage & Save For Later 20170214
save your MONTHLY ORDER  2017-02-10
ShOppiI’]g list BREAKROOM 2017-02-07

. VIEW ALL LISTS
lanners » Binders & A

* Dividers & T

¢+ Laminating (

LEARN MORE »

Is & Bases (28)

essories (49) * Binder Accessories (149)

» View All

e

4 Ink - 1 Dozen Add tolist
DOrilots) A
Hpencel Select a List|
Oe2w
/¢ | Recently Used Lists
B Pack Size 4
0w Test List o
B Personal Shopping List 27 1o

On2q /
&

Create New List

For best results, please limit your list to a
maximum of 200 different items. Exceeding this
limit will adversely affect the Shopping List's
response time.

Save For Later
Save for Later

Add to list

Create New List

SHOW ALL LISTS

CREATE LIST
MANAGE LIST

List Name:

Comment:

[0 vYes, set to default

You can access your shopping lists from the Navigation Bar under My
Lists. Click on the appropriate Shopping Lists.

Select the item(s) to add to your cart and adjust the quantity.

Select “Add to Cart” to add the items into your shopping cart.

For order questions or product info please contact Faison Office Products Customer Service located on the homepage

06 © 0
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CHECKING OUT Products

To complete your order you can VIEW CART - All items added into the shopping cart will be displayed and
CHECK OUT or Select CHECK OUT for the MY TOOLS Menu. Your items will be transferred from the online
ordering site to the Faison SupplierPlus shopping cart.

Hi, Tricia
e e T Delahunty
N - - Logout
Diversity, Expertise & Innovation
Account 80554828
o Search by Keyword or ltem# — MIL: O - R 073 See FropriEray feme
ot sivmte vl ool pesecar Ml i [ o e IR cart'z @ ®
';h;item listed below was added to your shopping cart. 1m g
/ E‘:‘mﬂ T e e e Add $18.54 more for FREE shipping
Estimated Total $31.46
rrrr snopping e -_VIEW Cart ChE(kout
. i X . . . Recently Viewed (~]
= To update the quantity per line item, change the quantity in the open quantity field and select SAVE.
= Toremove an item from your cart select the box next to the line item and select REMOVE. Quick Order o
Recent Searches [\
Approvals | Profile | Suppliers | Searches | Reports | Help | Administration |
ltemsin Cart 2 Total: $57.98 (USD ) E Eﬁr“r‘:;‘gge
: Transferring your items from the
Cart Details * _ Required. . .
s | = — | o | — = online shopping cart to the
D k:‘:‘f:r ::pi{‘]::mhsspmdmsm Office Depot(R) Brand Copy amp; Print Paper, 8 1/2 x 11, 20 Lk, 500 Sheets Per Ream, Case Of 10 Reams ;‘SSBUSD ::::::::: WET“_‘EI $45.99 Faison Supplier Plus Site (hOmepage)
o Loe will save your items in your shopping
D n:dgb 429466 Starbucks(R) Tazo Zen Green Tea K-Cups(R), 0.4 Oz, Bax OF 16 1 D, H:HEI 51199 Cart' The items Wi“ be saved in the
Aenke S pplier: Goddess Products-S0A SILIBUSD Aot Code: | [o] .
o B cart until they are removed or the
S | s | rewove | order is placed. Click the cart icon on
" |f your location is using cost centers or account codes, the cost center or account code will default the homepage to access your items.
to what is set in your profile. You will be able to view all items
= |f you have access to multiple cost centers and/ or account codes click on the dropdown to select entered into your shopping cart from
the appropriate cost center or account Code your Cart Details screen.

Select CHECKOUT to complete Order

For order questions or product info please contact Faison Office Products Customer Service located on the homepage
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CHECKING OUT (cont’d) Products

Shipping and Billing
= The shipping and billing will default to what is set in your profile.
= If you have access to multiple shipping and/ or billing addresses click on the shipping and billing address drop down to select the
appropriate address id.

CHECKOUT | REVIEW | COMPLETE CHECKOUT

Payment Type areckour oemuis o P —_—-
= Creditline (Account Bill) [ pe— —
= Preload Credit Card —— s [P0 B
»  If you have a preloaded credit card it will vl i =g seor
automatically default as payment type id e Ml
= Enter credit card at the time of checkout — —
» Populate the required credit card fields with your e e —
credit card information s o - R
» Your credit card number will be encrypted as soon : = it
as it is entered into the system.

Note To Approver:

Note To Supplier:

Line items

Part Description Unit Price uom ary Account Code Cost Center Required Date Sub Total

76 TOMATO SHARK,ECONOMY,LIGHT DUTY 5031 UsD A 1 Demost ACL23 Demo 0C 456 (0871872014 031
s026 END CAP FOR SQUEEZE 30TTLE 5044 USD A B Demost AC123 Demo CC 456 08/18/2014 s220

Total: 52.51

Once all required fields are populated, select Checkout and e
then select Submit

Depending on your department, one of the following two will occur
= |f your department has an approval hierarchy and you place an order above your approval limit, a Requisition ID will be generated. An
email notification will be sent to your approver for approval. Once the Requisition ID has been approved, you will receive an email
notification with your Purchase Order and the order will be sent directly to the fulfillment center.
= |f your department has no approval hierarchy, a Purchase Order ID will be generated and the order sent directly to the fulfillment
center.

For order questions or product info please contact Faison Office Products Customer Service located on the homepage
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APPROVING REQUISITIONS

Requisitions are escalated when a user creates an order above the user’s approval limit. When a Requisition is escalated to the approver, an
email notification is sent to the approver.

To approve a Requisition an approver will need to log into the Faison Supplier-Plus site, go to the Approvals tab and select “Requisitions”.
This displays all Requisitions waiting for approval.

To Approve/Reject a Requisition

Select the box next to the appropriate Requisition ID and select APPROVE or REJECT.

When A Requisition is approved a Purchase Order number is assigned to the order and sent the fulfillment center.
An email notification will be sent to the user indicating their Requisition has been approved or rejected.

Approvals | Profile | Suppliers | Searches | Reports | Help | Administration |

ltems in Cart O Total: E ReTUI'I'IFT.(a)ge
Requisition Approval
0 2014-08-25 14:3%:23.0 eP5-R-945 User, GTC (GTCUser) Approver, GTC (GTCApprover) Escalated $195.65
I:‘ 2014-08-25 14:40:19.0 eP5-R-946 User, GTC [GTCUser]) Approver, GTC [GTCApprover) Escalated 524160
SELECT ALL APPROVE REJECT

For order questions or product info please contact Faison Office Products Customer Service located on the homepage
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APPROVING REQUISITIONS (cont’d) PI‘Dd ucts

To Modify a Requisition
Click on the Requisition ID (This will take you to the Requisition ID Details screen)

Fields that may be modified per line include: quantity, cost center, and account code.
Some departments may require the approver to modify the Requisition by entering the Customer PO#.
Make any desired change, and then click SAVE.

An approver may also remove items from a Requisition by checking the delete box and selecting DELETE ITEM. (A comment must be entered in the
comments field when deleting an item)

Select APPROVE to approve the Requisition or REJECT to reject a Requisition.
An email notification of the Requisition status will be sent to the user.

Approvals | Profile | Suppliers | Searches | Reports | Help | Administration |

itemsin Cart 0 Total: E E&h:;nggge
SEARCH GPFI REQUESTS | GPI REQUEST DETAILS | CREATE GP1 REQUEST
Requisition Details
Requisition 1D eP5-R-945 External Purchase Order ID
Status Escalated Approver User ID GTCApprover
Date Created 08/25/2014 2:39:29 PM Created By User ID GTCUser
Date Approved
Shipping Address ID Gateway Technical College Shipping in Kenosha, Wisconsin Billing Address ID Gateway Technical College Billing in Kenosha, Wisconsin
Ship Via 1D Ground - 20432045 Payment Type ID Gateway Peard
Agency#
Customer PO# 1234

Note to Supervisor

Comments

Line Item Details

o Desrpion | o [ 1| e P o | e e
PoloOB-  Outer Banks- Pigue Sport Shirt — 1 Color Sereen print 7 Juso 2755 N S185.6508/25/2014 Victorysiormrem | GTC CC 456 SlGTCac 2 . |
wxxl-6 logo — 19 Colors - s5p Skt B2t st pivariotd i !_.

Total: $195.65 (USD )

[uoreoun iow | swe [sooeove | st | vor

For order questions or product info please contact Faison Office Products Customer Service located on the homepage
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ORDER TRACKING
Products

To locate your order, use the online Order Tracking tool located in the catalog. Enter the search criteria to

locate your order.

Showing All Ord C & Print Depot
Add $50.00 more for FREE shipping owing rders OPY rin Po

‘.—. 0 ItEI'I‘I[S]. $0.00 Find Your Order SearchBY: (Order Number
) Search by item or order .
* View Cart Check Out number, order status, or order Status: - AL -
date range From: To:

CUREMENT SERVICES LLC - Logout  Account#: 43917384
Date Range: 0g/17/2014 [ 09/17/2014 Q)

Max:

Furniture Our Services My Account Min:
Dollar Range:

Approver:

SEARCH ORDERS

= (Order Tracking

Click an order number to see the details of your order, or to view delivery tracking information.

My Tools
Orders Pending Approval

= My Shopping Lists

= Order by tem# Mo orders were found

Processed Orders

Result1-6of6
Order Number Order Date Total Status Delivery Date Changeable PO Number Cost Center Release  Contact
730046762-001 09/15/2014 £45.43 Shipped 09/16/2014 Mo EPS-PO-489 Teresa Stefani
Status
= All orders will be listed based on the criteria selecting showing the appropriate status.
Reorder

= Allows you to take a previous order and add all items to your cart. From this point you can modify the items if necessary.

Cancellation
= There is a very small window for canceling orders once the order has been submitted. To cancel an order the field that states

= “Changeable” must be YES for that order. Click on the order number and select cancel order.

Return
= |n most cases returns can be placed directly through the online catalog once the order status shows as delivered, no need to

call Customer Service. If the begin return link does not appear on your order, please reach out to customer service for

assistance with your return.

For order questions or product info please contact Faison Office Products Customer Service located on the homepage

Type

Order




REORDER

= Locate your order in online Order Tracking tool.

= Click on your order number.

= Scroll to the bottom of your order and select
(All items will be added to your shopping cart)

=  Follow the steps to checkout.

Office Depot® Brand Correction $0.920 Jpese 10 o 10 58.20 $0.82/ pack 10
)  Tape, 394", Pack 012
ftem# 576481

W Contiact ftems

#  Office Depot® Brand Grip Ballpoint  $1.660 | dozen F 0 2 5332 $1.68/ dozen 2
Pens, Medium Point, 1.0 mm,
V4 \White Barrel, Red Ink, Pack Of 12
fem# 732132
+ BESTVALUE

Subtotal

Delivery Fes:

Miscelaneous:

Taxes:

Discount;

Total:

Print Order

You can add additional items, remove items or change quantities.

=FAISON
Office
Products

Add $50.00 more for FREE shipping

Q '.L? 0 item(s): $0.00

v View Cart  Check Out >
ne, Wakeba Reid of GP| LITTLE ROCK SCH DIST - Logout Account#: 10152852

Technology Furniture Qur Services My Account

= My Orders
= Order Tracking
My Tools
£l
= WMy Shopping Lists
= Order by tem#
$198.10
$0.00
$0.00
$0.00
(51.98)
$196.12

View Search Results | Begin Return  ADD TO LIST

Email Us
Back to Qrder Tracking Al selected ftems wil be added to your shopping cart REORDER @

For order questions or product info please contact Faison Office Products Customer Service located on the homepage




RETURNS

e Locate your order in online Order Tracking tool.

e Click on your order to view in the “Order Details” screen.

e Scroll to the bottom of your order and select “Begin
Return”.

e Follow steps 1 through 3 to submit your return.

Home = My Account > Order Detsil > Return Form

Place Return (Step 1 of 3)

Return Address

Your address:

891 SQUIRREL RD

EFS INTERNAL ORDERING

891 N SQUIRREL RD STE 22
STE 220

AUBURM HILLS, Ml 48326-2846
UsA

CONTINUE

= Select Continue to begin the return process
(The returnable items will be displayed)

= Enter the quantity to return

= Select the return action: Exchange or Return for Credit

=  Enter the number of boxes to be returned and select Continue
(You will receive a return authorization number)

=  Print the page by selecting the “Print This Page” link and attach
the return authorization document to your order to be
returned.

512,490 / doz=n 2
Eooks, 5" x 8%, Gregg Ruled, 70

. Office Depot® Brand Steno
— Sheets, White, Pack Of 12

Hem# 533400

== Soy Mondairy Creamer, 12 Oz.
Canisters, Pack Of 3
ltem# 8514301

$5.870 / pack 1

Place Return (Step 2 of 3)

=FAISON

Office

Products

—
52438  $12.58/dozen 2] ¥
$5.87  $5.87/pack T i}

Subtotal: 587.52
Delivery Fes: $0.00
Miscellznzous: 50.00

s$4.90
592.42
View Seafch Results | Begin Retom [Weleg

RECRDER p

All sledied items will be add=d to your shopping cart.

Print This Page

1. Verify Return Address 2. Select Your ltems 3. Review Information Need Help?

Select the item(s) you would like to return by providing the following details:
» Quantity to return
« Return for Credit or Even Exchange
+ Reason for return
+ Humber of boxes to return

Returnable Items

Cart ltems

Porelon 42-2

,b PackOf 2 lem # 0348564

Ink Rollers,

Price/Unit

$2.170 / pack

= Email Assistance
= FAQs

Quantity Returnable Quantity To
Ordered Quantity Return
2 2

*Return action: ) Exchange ) Return for Credit

“ Humber of boxes to return.

Why is this important?

CONTINUE

For order questions or product info please contact Faison Office Products Customer Service located on the homepage




REPORTING

To create a Purchase order report, select the “Reports” tab and “Purchase Order”.
Purchase Order Report

= This reporting feature allows you to create a custom report.

» The report criteria acts as your funnel for filtering data to only show what you want to see.
» The report columns allow you to select the data you want to populate in your report.
> Selecting your location is required; all other fields are optional. (It should automatically default for you).

=  Enter criteria of report, and then select Submit.
=  You can export your report into excel by selecting the Excel button.

—=FAISON

=  You can save your report by entering the name of the report and selecting who you want the report available for.

ORDER REPORT CRITERIA | O

Saved Reports

Choose from saved reports El m @

Order Report Criteria

PO Created From {MM/dd/yyyy} (090172014 | g‘;ﬁ

Total Amount From -

Location ID PS5 Procure Demo Customer *
User (Buyer) Name Al B _. EE

Cost Center ID E]

Part ID [Select at least one Line Item Column)

UNSPSC Family Code =]
Order Report Columns

] PO - Created Date il PO - Ship Charges

[ PO - Purchase Order ID [l PO - Additional Charges

& PO - Customer Location ID El PO - Custom Field 1

= PO - Shipping Address ID |} PO - Custom Field 2

@ PO - User ID Line Item - Manufacturer ID
| PO - Ship Via ID Line Item - Manufacturer Part ID
[ PO - External PO 1D Line Item - Part ID

= PO - Requisition ID Line Item - Description

= PO - Credit Card ID Line Item - Price

| PO - Total Amount Line ltem - UOM

[ PO - Tax Line Item - Qty

= PO - Suppfier ID Line Item - Tax

(@] PO - Status Line [tem - Date Required

SELECT ALL § UNSPSC Family Codes

Save this report

Report Name Make it available for Company EI m

For order questions or product info please contact Faison Office Products Customer Service located on the homepage

To (MM/dd/yyyy) [05/17/2014 | &
. sl
Status ’“'"

Supplier 1D .

Account Code 1D 5
Line Item Action AL
Include all child locations B

Line Item - Cost Center Budget

|

Line ltem - Account Code ID

Line tem - Cost Center 1D

Line Item - Line Total

Line Item - Oty Returned

Line Item - Qty Received

Line ftem - Oty Cancelled

Line Item - Oty Shipped

Line Item - UNSPSC Family Code

33

IEEO

Line ltem - Custom 3

Line ftem - Custom 4

Line Item - Ship Date

&

Line Item - Line Origin

[+]

=]

2
[

Office
Products




LOCATING YOUR INVOICE

Transaction Log Report

—=FAISON

Office
Products

The Transaction Log is an e-Library of all your invoices. From the Reports tab, select Transaction Log. Enter the order creation date range of the
orders you want to yield invoice results. The results will display with a header bar in bold and the line item detail listed below.

The report will generate within the Faison Supplier Plus site.

TRANSACTION LOG REPORT CRITERIA

Transaction Log Report Criteria

as,
— ezorvasre] ® %

Transaction Log Results

Date. Supplier Name  Description of Purpose o pae Subtotal Ereight Tax Total Account Code
02/07/2014 2:12:32  Choctaw-Kaul Order Summany 52848  $5.0051.71535.19

AM {an)

02/07/2014 21232 Choctaw-Kaul (AN GLOVES ZORBIT X-SMALL L 52848 52848 528 48 M3U Account Code
AM 456

02/07/2014 2:19:15  Choctaw-Kaul Order Summany 52843  50.0051.71530.1%

AM [an)

02/07/2014 2:1%:15  Choctaw-Kaul (AN) GLOVES ZORBIT SPONGE NIT RILE NYLON LINER 1 52848 528.48 528.48M3U Account Code
AN zZ7 456

logTora! $56356'$50085 41 Sa8 34

MEU Cost Center
455

MU Cost Center
456

aa,
|02/07/20n4 Vgs

display with any cancellations, ship notices, invoices and/or returns. This invoice or PO can be printed.
e Export the report to Excel by scrolling to the bottom of the report and clicking on the Excel button.

Comments / Ref  Invoice  Shipped

#
ePS-BBO

ePS-BBO

eP5-BEO

eP5-BB0

# Date
2826065

2826065 02/10/2014
2826067

2826067 02/03/2014

For order questions or product info please contact Faison Office Products Customer Service located on the homepage

02/07/2014

02/07/2014

If you click on an Invoice # the supplier invoice will display in a new window. If you click on the Purchase Order # a copy of the PO will
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Payment Report

Found under Reports Tab, the Payment Report provides a detailed report of all paid invoices within a date range. The results of this report can
be used to reconcile general ledger accounts as it provides full purchase order line item details. Report results will include all invoices with a
paid date within the specified range regardless of payment type.

PAYMENT REPORT | |NVOICE REFORT

Payment Report Criteria
e fr
Date From 06/01/2014 | & To 06/24/2014 | &

The report generates in Excel with header information listed first for all paid invoices, followed with the line item detail is listed below.

1 RecordID| Type Supplier Name Paid Date Payment Terms | Invoice Status | PO Number | Invoice Date Supplier Invoice # EPS Iny
New_Haven_Receipts_20100908_1757.cs
2 Header |PAYMENT |5t Louis Safety Inc 16096 11/8/2010|CREDITLINE Paid HGNH-1394 9/8/2010|v
3 Header |PAYMENT |5t Louis Safety Inc 16096 11/8/2010|CREDITLINE Paid HGMNH-1405 9/20/2010|received on receipt file
New_Haven_Receipts_20100917_1757.cs
4 Header |PAYMENT |5t Louis Safety Inc 16096 11/8/2010|CREDITLINE Paid HGNH-1409 9/17/2010|v
S RecordID| Type Supplier Name Supplier Invoice # Payment Terms | Invoice Status |EPS Invoice #|Inv Create Date Inv Paid Date Creat
New_Haven_Receipts_20100908_1757.cs
6 Detail PAYMENT |5t Louis Safety Inc 16096 |v CREDITLINE Paid 969314 9/8/2010 11/8/2010|Caitlin
7 |Detail PAYMENT |5t Louis Safety Inc 16096 |received on receipt file CREDITLIME Paid 980105 9/20/2010 11/8/2010(Caitlin
New_Haven_Receipts_20100917_1757.cs
8 Detail PAYMENT |5t Louis Safety Inc 16096 |v CREDITLINE Paid 979334 9/17/2010 11/8/2010|Ron A

e Additional header fields include Subtotal, Freight, Additional Charges, Tax Rate %, Taxes, Invoice Amount, Currency

e Additional line item detail fields include full shipping address, Description, item #, Received QTY, UOM, Unit Price, Extended Price, Taxes,
Freight, Additional Charges, Total, PO Number, Payment Reference, Cost Center, Account Code and Item Type.

For order questions or product info please contact Faison Office Products Customer Service located on the homepage
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Invoice Report

Found under Reports Tab, the Invoice Report provides a detailed report of all invoices within a date range. The results of this report can be used
to reconcile general ledger accounts as it provides full purchase order line item details and pending invoices. Report results will include all
invoices generated within the specified date range regardless of payment type.

ENT REPORT | INVOICE REPORT
Invoice Report Criteria
a4

TERFET 021012014 | & s 02172014 | &

PO Number Supplier Invoice#

Customer Location ID eP3 Procure Demo Customer El

Supplier ID El Account Code El
EPS Invoice ID Cost Center [=]

Include Line ltem Detail

The report generates in Excel with header information listed first for all invoices, followed with the line item detail is listed below.

'l |RecordID| Type Supplier Name Paid Date Payment Terms | Invoice Status | PO Number | Invoice Date |Supplier Invoice #| EPS Invoice # External PO # Subtotal
“MlHeader |INVOICE [Bunn-0O-Matic CREDITLINE Hold eP5-P-1465 2/12/2014 91217315 2833844 1981059 S

e8| Header |INVOICE [Bunn-0O-Matic CREDITLINE Hold eP5-P-1511 2/12/2014 91217316 2833845 1993820 S
LS Header |INVOICE |Wasserstrom 2/15/2014|CREDITCARD Paid eP5-P-1536 2/15/2014 9405184460 2840250

LM Header |INVOICE |Staples 2/15/2014|CREDITCARD Paid eP5-P-1534 2/15/2014 3223166309 2840478

M Header |INVOICE [CDW CREDITCARD Hold eP5-P-1489 2/10/2014|1T35707 45479 [
y8 Header  |INVOICE |Cartridge Solutions 2/7/2014|CREDITCARD Credited ePS-P-1447 2/6/2014 2550587 45411 (|
' |Record ID| Type Supplier Name |Supplier Invoice # | Payment Terms | Invoice Status | EPS Invoice # |Inv Create Date | Inv Paid Date Created By Ship to Attn Shp Addrl ]
N Detail INVOICE |Bunn-0-Matic 91217315|CREDITLINE Hold 2333344 2/12/2014 lohn Smith store manager 310 N. Greer Blvd.

iGN Detail INVOICE |Bunn-0O-Matic 91217316|CREDITLINE Hold 2833845 2/12/2014 John Smith Store Manager 1101 McCann Rd.

N Detail INVOICE |Front Line Sales 520845m CREDITLINE Hold 2833145 2/11/2014 John Smith EBCO 3750 Lamar Ave.

e Detail INVOICE [Front Line Sales 544788(CREDITLINE Hold 2841572 2f17/2014 John Smith store manager 1917 BELL

SN Detail INVOICE [Front Line Sales 544788 (CREDITLINE Hold 2841572 2/17/2014 John Smith store manager 1917 BELL

pEY Detail INVOICE | Sub Technologies 1410452 |CREDITCARD Hold 2816162 2/3/2014 Jane Smith Mark Lapierre 201 W. Main

For order questions or product info please contact Faison Office Products Customer Service located on the homepage






