Profile Management

Profile Management Overview

Administration features allow Organization Managers to maintain all aspects of profile
administration, included adding and editing organizations, locations, and people. Person
definitions include login names and passwords, group and role assignments, and
individual contact information. Organization definitions include identifying numbers,
internet addresses, and |ocation information.

There are four types of organizations:
s company

e subsidiary

*  business unit

*  department

The term company, sometimes called parent company, refersto atop-level corporate
entity. A subsidiary isadivision of acompany. A business unit is an operating unit of a
company or of asubsidiary. A location isa physical site where an organization does
business. For example, alocation may be a headquarters, manufacturing plant, shipping
address, etc. Asthe below diagram shows, al organization types can have employees and
locations. A company or subsidiary can also have many business units and subsidiaries.
Every location for a business unit aso belongs to the company. Business units can be
further divided into departments.
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Every registered empl oyee must be associated with a company and may be associated with
asubsidiary, business unit, and/or department within the company.

A location must be associated with acompany or a business unit. Similarly aregion can be
associated with a company or a business unit and sub regions can only be associated with
aregion. But a sub business unit can only be associated with a business unit and business
units can be associated with acompany or aregion.

An organization can have several users defined in the role of Organization Manager. Each
Organization Manager has access to information for his/her own organization and all
subordinate organizations. For example, acompany, XY Z Corp may have 2 business units,
W Corp and V Corp. The Organization Manager for XY Z Corp can add and modify
information for both W Corp and V Corp. The Organization Manager for V Corp can add
and modify information only for V Corp.

If a business unit has no Organization Manager assigned to it, then all notifications that
would normally go to the Organization Manager for the business unit are sent to
Organization Manager of the parent company.
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Creating a Company, Subsidiary, Business
Unit, or Department

Organization Managers have the responsibility for adding companies, subsidiaries,
business units, and departments (collectively known as organizations) to the database. For
whichever organization, the information you enter is almost identical. If details need to be
modified, you can select Edit Details from the Actions menu on the Properties page to
make changes.

To create a new company, subsidiary, or business unit, or department

1.

2.

Click Tools > Administration > Companies. (Only users defined in the role of
Organization Manager will see thislink on the Tools menu.)

Access the Create page using one of the following methods:

If you are creating a new company:

»  Select Create New from the page Actions menu.

If you are creating a new business unit, subsidiary, or department:

a) Click acompany name to access the Properties page and category list for the
parent company that you want to create a business unit, subsidiary, or department
for. See Viewing Information for a Company.

b ) From the category list of the parent company, click Business Units,
Subsidiaries, or Departments.

c) Click Create New from the page Actions menu.

The following shows the Create New Company page. The information contained in
the Create Subsidiary, Create Business Unit, and Create Department pagesis very
similar; differences are noted in the description for Create New Company.

Chapter 1: Profile Management



<A Dialog - Microsoft Internet Explorer

Create New Company

)|

|»

Figldz in red talics are reguired

Image f Browse... |

MNamre I

Parent Company I J Clear

Company ID I

Cage Code I

DUNS Number [

Phone Number I

Fax Number I

web Site [

File Store ISTORE 'l

FTP Host

FTP Directory I
Meeding Site Name I

Meeting Site ID [

State ﬂ
@M @ Cancel

3. Enter details about the organization, including the following:

Image. The image for the organization. Clicking Browse allows you to select the
image.

Name. The name of the organization as you want it to appear on the pages of the
MatrixOne application. Type any a phanumeric characters (numbers, letters, or
allowed symboals). Entry is required.

Parent Company. The name of the parent company. Clicking the ellipse button
allows you to select the parent company. This attribute pertains only to a Company or
Subsidiary.

I D. Type any aphanumeric characters (numbers, letters, or allowed symbols) to
identify the Company, Subsidiary, Business Unit, or Department.

Cage Code. An ID issued by the federal government. Type complete Cage Code
(must be a whole number).

DUNS Number. An ID issued by Dunn & Bradstreet (must be a whole number).

Phone Number. Main phone number or phone number of primary contact. Type the
complete phone number with area code (numbers, letters, or allowed symbols).
Include the country code if outside US.
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Fax Number. Main fax number or fax number of primary contact. Type the complete
phone number with area code (numbers, |etters, or allowed symbols). Include the
country code if outside US.

Web Site. Address (URL) of Web site. Do not include http://.

File Store. If you want to use a store other than the default, select a different store
from the drop-down list to specify where files for the organization will be stored in
the database. (This attribute pertains to a Company only, and not to a Business Unit or
Department.)

FTP Host. The server name for the organization’s FTP site.
FTP Directory. Thedirectory for the FTP site.

Meeting Site Name. The URL for the organization’s Web meetings, including the
“http://" prefix, as provided by the Web meeting supplier. A meeting site name and ID
isrequired in order for employees to schedule and host meetings.

Meeting Site I D. The site ID that enables the organization to host Web meetings, as
provided by the Web meeting supplier.

State. The state of the organization. Values are Active or Inactive.

Description. Additional information that describes the organization. Type any
alphanumeric characters (numbers, letters, or allowed symbols).

Primary Vault. The primary vault for a Company or Subsidiary. For a Business Unit
or Department, this attribute is named Vault.

Secondary Vault. Thisfield pertains only to a Company or Subsidiary. If you want to
use avault other than the default, click J to specify where the organization object

will be stored in the database. Thisfield is displayed only if more than one vault is
available.

When you havefilled in all necessary fields, click Done to add the new company,
subsidiary, business unit, or department to the database.
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Viewing History for a Company, Subsidiary,
Business Unit, or Department

You can view the history of a company, including the type of action performed and the
user who performed the action. Viewing history allowsyou to review the activities of users
working with the company, such as adding new organization units, updates to user
profiles, and the like.

To view history

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Select the company that you want to view history for.
The company category list and Properties page opens.

Click History in the category list.

Company-5000: History

Action Type: I*

] anaF Filter |

Man Jul 29,
2002 11:12:58
AM EDT

Sun Jul 28,
2002 10:12:25
&M EDT

Sat ul 27,
2002 11:12:57
AM EDT

Fri Jul 26, 2002
9:12:05 AM
EDT

Thu Jul 25,
2002 11:12:5
&M EDT

wed Jul 24,
2002 §:12:15
AM EDT

Tue Jul 23,
2002 7:12:25
AM EDT

Mon Jul 22,
2002 A:12:35
AM EDT
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Linds modify  Quote Requested By Date: 07/05/2002 02:00:00 AM was: Pending | c = on
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Palin, ; attribute_PurchaseDecision~R}attribute_DefaultResponses~R; 2 ;

Alexander odity attribute_AnnualPartQuantity~R; attribute_ProductionPurpose~R; Rendino] [Bending
was:

::Efvle’ modify  Comments: This is a test RFQ was: Fending

Linski, Lou connect Documents from Feature YCP Task Route Revised

m:::;}?n’ rmodify Comments: This is a test User Requirement was: Pending

g‘:roré’e modify  Comments: Annother User Requirement test was: Pending i?j?g:,:s;t?;n

The History page contains the following columns:
Date. The date on which the action was performed.
User. The user who performed the action.

Action. The action performed. Actions include Connect, Create, Disconnect, Modify,
Promote, and Revise.

Action Details. Detailed description of the action.
State. The current status of the object, for example, Revised or Pending.
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M essage. Any message associated with the history event.
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Viewing a List of

Companies

Maintaining Company Information

Company information can be accessed from the Tools menu by users defined in the role of
Organization Manager. Only usersin thisrole will see the Administration option on the
Tools menu.

The following topics are covered:
Viewing a List of Companies
Viewing Information for a Company

Editing Details About a Company

The Administration: Companies page shows a table containing basic information about
companies that are included in the database. This page provides access to specific
company details and links to company locations and people.

To view a list of companies

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens. It contains the following columns:

Administration: Companies

Actions *

S )]

Oooonoa

m Company-5000 (555) 555-5555 Wi, companyS000.com
m Company-5112 (555) 555-5555 www . cormpany5000.com
m Company-5113 (555) 555-5555 ww comnpanyS000.com
m Company-5114 (555) 555-5555 W, cormnpanyS000.com
m Company-5115 (555) 555-5555 Wi, companyS000.com
m Company-5116 (555) 555-5555 www . cormpany5000.com

Company. Click on any highlighted link in the Company column to view the
Properties page for that object, or click & at the end of the row to view the Properties
page in a new browser window.

Phone. The main company phone number, as included in the company definition.
Web Site. The URL of the company’s Web site, as included in the company
definition.

2. Toadd aCompany to the database, click the Actions menu and select Create New
Company. See Creating a Company, Subsidiary, Business Unit, or Department.

3. To view information about your company, click the company Name. See Viewing
Information for a Company.

4. To delete companies from the database, click the check box for each company you
want to delete and then click the Actions menu and select Delete. To select all
companiesin thelist, click the check box in the column heading.
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Viewing The
Information for a
Company
1.
2.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

Company Properties page shows details about the company and provides access to

company locations and people.

To view information for a company

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

From the list of companies, click the highlighted link in the Name column of the

company you want to view, or click &' at the end of the row to view the Properties
page in a new browser window.

Or

To view information about your own company, click Tools > Administration > View
My Company.

The category list for the company opensin the |eft frame and the Properties page
opensin the right frame, showing details about the company. All fields are read-only.

O Formats

O History

@ People
O Regions

[l company-5000
O Business Units
O Capabilities
O Collaboration Partners

O Departrnents

O Locations

Company-5000: Properties
Actions |§ 2] |

Image

Com gooy

Name Company-5000

012-3456789

Parent Company Global Company-5000

0 sSpecification Offices
O Subsidiaries

Company ID
Cage Code 3266456125
DUNS Number F13z2654
Phone Number (203) 555-1212

Fax Number (203) 555-1212

Web Site Wiy company -5000,cam
File Store STCORE
FTP Host ftp.company-5000.com

FTP Directory /pubfapps

Meeting Site Name Meeting Site Name http:/ftestoo? webex.com

Meeting Site ID 151

State Active

The Company Properties page contains detail s entered when the company was created
or modified. For details on specific fields, see Creating a Company, Subsidiary,
Business Unit, or Department.

To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Company.
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4. Usethe category list to view additional information about the company:

you add and edit them.

Category Description For details, see:
Business Units Lists the business units added for the company and Viewing a List of Business Units
lets you add and edit them.
Capabilities Lists capabilities for acompany or subsidiary. Viewing a List of Capabilities
Collaboration Shows alist of companiesthat are defined as Viewing a List of Collaboration Partners
Partners collaboration partners for the context company.
Departments Shows the departments for the company. Viewing a List of Departments
Formats Shows the formats avail able to a company or Viewing a List of Formats
subsidiary.
History Shows alog of events that have occurred for the Viewing History for a Company, Subsidiary,
company. Business Unit, or Department
Locations Shows location details for the company. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company
the company.
Regions Shows the regions. Only for Spec Central Viewing a List of Regions
Specification Shows the specification offices. Only for Spec Viewing a List of Specification Offices
Offices Central.
Subsidiaries Lists the subsidiaries added for the company and lets | Viewing a List of Subsidiaries

Editing Details
About a Company

Users assigned to the role of Organization Manager can edit information about their own
company. Only Organization Managers for the host company can edit information about

other companies.

To edit details about a company

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is

available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Click the Name of the company you want to edit. The category list and Properties

page open for the selected company.

3. From the Properties page, click Edit Details from the page Actions menu.

10
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4 Dialog - Microsoft Internet Explorer

Edit Company Details
)|
Fieldz in red italics are required —
Image f Browse.. |
Name |Company—EDDD
Parent Company I Global Compary-5000 J Clear
Company I [12-3456753
Cage Code 3266456128
DUNS Number 3132684
Phone Number f(203) 5581212
Fax Number f(203) 5561212
Web Site | wnew. company-5000.con -
File Store lm’
FTP Host | ftp.company-5000.com
FTP Directory I,.’pub,u"apps
Meeting Site Name | hleeting Site Mame hitp =]
oo ) cancel

4. Usethe Edit Company Details page to make changes. For details on specific fields,
see Creating a Company, Subsidiary, Business Unit, or Department.

5. When you have modified all necessary fields, click Done.
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Viewing a List of
Subsidiaries

Maintaining Subsidiary Information

A subsidiary isadivision that is owned by a parent company. Each subsidiary can have
severa business units, locations, and other subsidiaries within the corporate structure.

Organization Managers for the parent company can add, edit, and remove subsidiaries.
The following topics are covered:

Viewing a List of Subsidiaries

Viewing Information for a Subsidiary

Editing Details About a Subsidiary

The Subsidiaries page shows a table containing basic information about subsidiaries that
areincluded in the database. This page provides access to specific subsidiary details.

To view a list of subsidiaries

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is

available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.

2. Select the parent company that you want to view subsidiaries for.
The company category list and Properties page opens.

3. From the company category list, click Subsidiaries.
The Subsidiaries page opens.

Company-5000: Subsidiaries

Actions =

S )

I (o R |

B Subsidiary-5000 (555) 555-5555 (555) 555-5557 ww Subsidiary5000.com
B Subsidiary-5112 (555) 555-5555 (555) 555-5557 wiww, SubsidiaryS000.com
B Subsidiary-5113 (555) 555-5555 (555) 555-5557 wiww Subsidiary5000.com
B Subsidiary-5114 (555) 555-5555 (555) 555-5557 winw Subsidiary5000.com
B Subsidiary-5115 (555) 555-5555 (555) 555-5557 ww Subsidiary5000.com
@ Subsidiary-5116 (555) 555-5555 (555) 555-5557 wiww Subsidiary5000.com

It contains the following columns:

Name. Click on any highlighted link in the Name column to view the Properties page

for that object, or click & at the end of the row to view the Properties page in a new
browser window.

Phone. The main subsidiary phone number, asincluded in the subsidiary definition.
Fax. Main fax number or fax number of primary contact.
Web Site. The URL of the subsidiary’s Web site.

12
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To add a subsidiary to the database, click Create New from the page Actions menu.
See Creating a Company, Subsidiary, Business Unit, or Department.

To delete subsidiaries from the database, click the check box for each subsidiary you
want to delete and click Delete Selected from the page Actions menu. To select all
subsidiariesin thelist, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

Viewing The Subsidiary Properties page shows details about the subsidiary and provides accessto
Information for a other subsidiaries, business units, locations, and people defined for the subsidiary.

Subsidiary

To view information for a subsidiary
1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Select the parent company that you want to view subsidiary information for.
The company category list and Properties page opens.

From the company category list, click Subsidiaries.

From the list of subsidiaries, click the highlighted link in the Name column of the

subsidiary you want to view, or click & at the end of the row to view the Properties
page in anew browser window.

(Subsidiaries can also have subsidiaries connected to them. If you want to view
information about a subsidiary of a subsidiary, you need to click Subsidiaries from
the subsidiaries category list.)

The category list for the subsidiary opensin the |eft frame and the Properties page
opensin theright frame, showing details about the subsidiary. All fields are read-only.

Chapter 1: Profile Management
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Subsidiary-5000: Properties

Subfﬁa
500

Subsidiary-5000

O Locations ;I
O Part Quality Plans
O Parts

O People
O Plant Scorecards

Actions * ||§ _",J|

Image
O Purchase Classes

O Regions
O Specification Offices
¥ O subsidiaries

Name

'm Subsidiary-5000 - Parent Company m Global Company-5000

H Business Units Subsidiary 1D

012-3456759
H Capabilities

H Collaboration Parti

Cage Code 3266456128

DUNS Number 3132654
4 Departments

Phone Number (203) 555-1212

H Formats

O History Fax Number (203) 555-1212

O Locations Web Site www Subsidiary-5000.com
H People File Store STORE

4 Reaions FTP Host ftp.Subsidiary-5000.cam

H Specification Office

H subsidiaries

FTP Directory /pubfapps

Meeting Site Name Meeting Site Marme http:fftestoc? webex.com

O Supplier Development Pl.

O Supplier Scorecards = e S LY Ll
il | »[ state Active i -
The Subsidiary Properties page contains details entered when the subsidiary was
created or modified. For details on specific fields, see Creating a Company,
Subsidiary, Business Unit, or Department.
5. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Subsidiary.
Use the category list to view additional information about the subsidiary:
Category Description For details, see:
Business Units Lists the business units added for the subsidiary and | Viewing a List of Business Units
lets you add and edit them.
Collaboration Shows alist of companiesthat are defined as Viewing a List of Collaboration Partners
Partners collaboration partners for the subsidiary.
History Shows alog of events that have occurred for the Viewing History for a Company, Subsidiary,
subsidiary. Business Unit, or Department
Location Shows location details for the subsidiary. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company
the subsidiary.
Subsidiaries Lists the subsidiaries added for the subsidiary and Viewing a List of Subsidiaries
lets you add and edit them.

Editing Details

About a
Subsidiary

Users assigned to the role of Organization Manager can edit information about their
subsidiary. Only Organization Managers for the host company can edit information about
other subsidiaries.

14

MatrixOne Common Guide



To edit details about a subsidiary

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Click the Name of the parent company of the subsidiary. The category list and
Properties page for the selected company opens.

From the Company category list, click Subsidiary.

4. Click the Name of the subsidiary you want to edit. The category list and Properties
page for the selected subsidiary opens.

5. From the Properties page, click Edit Details from the page Actions menu.

7} Dialog - Microsoft Internet Explorer

Edit Subsidiary Details
2)|
Fields in red italics are reguired —
Image f Browse.. |
Name [Subsidian-5000
Parent Company I Global Comparny-5000 J Clear
Subsidiary ID [012-3456788
Cage Code 3256456128
DUNS Number 3132654
Phone Number [(203) B55-1212
Fax Number f(z03) 5881212
web Site [ v Subsidian-5000.cc
File Store lm
FTP Host [ ftp Subsidian-5000.corm
FTP Directory [foubiapps i
Meeting Site HName | teeting Site Mame hitg
Meeting Site ID 151
State Active Ll
@ oo €)concel

Use the Edit Details page to make changes. For details on specific fields, see Creating
a Company, Subsidiary, Business Unit, or Department.

6. When you have modified all necessary fields, click Done.
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Viewing a List of
Business Units

Maintaining Business Unit Information

A business unit is an operating unit that is owned by a parent company or a subsidiary.
Each business unit can have several departments and locations within the corporate
structure. Organization Managers for the parent company or subsidiary can add, edit, and
remove business units.

The following topics are covered:
Viewing a List of Business Units
Viewing Information for a Business Unit

Editing Details About a Business Unit

The Business Units page shows atable containing basic information about business units
that are included in the database. This page provides access to specific business unit
details.

To view a list of business units

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Select the parent company that you want to view business units for.
The company category list and Properties page opens.

3. From the company category list, click Business Units.

(Subsidiaries can aso have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

The Business Units page opens.

Company-5000: Business Units

Actions v | 2 5 _",J|

D T R TS

- ﬁ, BusinessUnit-5000 (555) 555-121Z2 (555) 555-121Z2 Wi company S000.com
[T ([ BusinessUnit-5001 (555) 555-1212 (555) 555-1212 wWww . comnpany5000.com
[T (# BusinessUnit-5002 (555) 555-1212 (555) 555-1212 W cormnpany S000,com

It contains the following columns:

Name. Click on any highlighted link in the Name column to view the Properties page

for that object, or click & at the end of the row to view the Properties page in a new
browser window.

16
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Viewing
Information for a
Business Unit

Phone. The main business unit phone number, as included in the business unit
definition.

Fax. Main fax number or fax number of primary contact.
Web Site. The URL of the business unit's Web site.

To add a business unit to the database, click Create New from the page Actions
menu. See Creating a Company, Subsidiary, Business Unit, or Department.

To delete business units from the database, click the check box for each business unit
you want to delete, click Delete Selected from the page Actions menu. To select all
business unitsin the list, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

The Business Unit Properties page shows a table containing details about the business
unit. This page provides access to modify business unit details and links to locations,
people, and departments defined for the business unit.

To view information for a business unit

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Select the parent company that you want to view business unit information for.
The company category list and Properties page opens.

From the company category list, click Business Units.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

From the list of business units, click the highlighted link in the Name column of the
business unit you want to view, or click & at the end of the row to view the Properties
page in anew browser window.

The category list for the business unit opens in the |eft frame and the Properties page
opensin the right frame, showing details about the business unit. All fields are
read-only.
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[l company-5000
¥ @ Business Units

« {8 BusinessUnit-5000 ~
H Business Units
4 Departrients
5 History
@ Locations
9 Peaple
O Route Termnplates
O Capabilities
O Caollaboration Partners
4 Departrnents
O Formats
O Histary
O Locations

O People

O Regions

O Specification Offices
O subsidiaries

BusinessUnit-5000: Properties

Actions * |§ L?J |

Image Bu5|ne§Unlt
Name BusinessUnit-5000

1D 012-3456789

Cage Code 3266456125

DUNS Number 3132654

Phone Mumber
Fax Number

Web Site

FTP Host

FTP Directory
Meeting Site Name
Meeting Site ID
State

Description

{203) 555-1212
{203) 555-1212

www businessUnit-5000.corm

ftp.businessUnit-5000.com

/pubiapps

Meeting Site Marne http:

testoc? webesx.com

151
Active

Description of this Business Unit.

‘l | LI Yault eServiceProduction
The Business Unit Properties page contains details entered when the business unit
was created or modified. For details on specific fields, see Creating a Company,
Subsidiary, Business Unit, or Department.
5. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Business Unit.
6. Usethe category list to view additional information about the business unit:
Category Description For details, see:
Business Units Shows alist of business units for the business unit. Viewing a List of Business Units
Departments Shows alist of departments for the business unit. Viewing a List of Departments
History Shows alog of events that have occurred for the Viewing History for a Company, Subsidiary,
business unit. Business Unit, or Department
Location Shows location details for the business unit. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company
the business unit.
Route Templates | Showsalist of route templates for the business unit. 700707

Editing Details
About a Business
Unit

Users assigned to the role of Organization Manager can edit information about their
business unit. Only Organization Managers for the host company can edit information
about other business units.
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To edit details about a business unit

1.

6.

7.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Click the Name of the parent company of the business unit. The category list and
Properties page for the selected company opens.

From the Company category list, click Business Units.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

Click the Name of the business unit you want to edit. The category list and Properties
page for the selected business unit opens.

From the Properties page, click Edit Details from the page Actions menu.

<A Dialog - Microsoft Internet Explorer

Edit Business Unit Details

)|
Figldz in red talics are reguired -
Image f Browse... |
Name [BusinessUnit5000
1D [n12-3456783
Cage Code 3268456128
DUNS Number 3132654
Phone Number [i203) 5E5-1212
Fax Number [i203) 5EE-1212
Web Site | wnew. bUsinessUnit-5000.
FTP Host | ftp.businessUnit-5000.cc b
FTP Directory I,."pub,-"apps
Meeting Site Name | tdeeting Site Mame hitg
Meeting Site ID 151

=
@M @ Cancel

Use the Edit Business Unit Details page to make changes. For details on specific
fields, see Creating a Company, Subsidiary, Business Unit, or Department.

When you have modified all necessary fields, click Done.
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Viewing a List of

Maintaining Department Information

A department is a sub unit of a business unit.
The following topics are covered:

Viewing a List of Departments

Viewing Information for a Department

Editing Details About a Department

The Departments page shows a table containing basic information about departments that

Departments areincluded in the database. This page provides access to specific department details. To
view departments, you must first access the business unit that the departments are defined
for.

To view a list of departments
1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.
2. Select the parent company that you want to view business units for.
The company category list and Properties page opens.
3. From the company category list, click Business Units.
The Business Units page opens.
(Subsidiaries can a so have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)
4. Click the name of the business unit that you want to view departments for.
The Business Unit category list and Properties page opens.
5. From the business unit category list, click Departments.
The Departments page opens.
Company-5000: Departments
Actions v | # S 2J|
I R R (TR
Iml Department-5000 (555} 555-5555 (555) 555-5557 wiww departrment5000.com
Il Department-5112 (555) 555-5555 (555) 555-5557 www,departrment5000.com
Il Department-5113 (555 G55-5555 (555 555-5557 www depsrtrmentS000.com
r Department-5114 (555) 555-5555 (555) 555-5557 v departmentS000.com
Iml Department-5115 (555} 555-5555 (555) 555-5557 wiww departrment5000.com
Il Department-5116 (555) 555-5555 (555) 555-5557 www,departrment5000.com
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It contains the following columns:

Name. Click on any highlighted link in the Name column to view the Properties page

for that object, or click & at the end of the row to view the Properties page in a new
browser window.

Phone. The main department phone number, as included in the department definition.
Fax. Main fax number or fax number of primary contact.
Web Site. The URL of the department’s Web site.

6. To add adepartment to the database, click Create New from the page Actions menu.
See Creating a Company, Subsidiary, Business Unit, or Department.

7. To delete departments from the database, click the check box for each department you
want to delete and click Delete Selected from the page Actions menu. To select all
departments in the list, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.
Viewing The Department Properti es page shows a table containing details about the department.
Information for a This page provides access to modify department details and links to peopl e defined for the
Department department. To view department details, you must first access the business unit that the

department is defined for.

To view information for a department

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Select the parent company that you want to view business units for.
The company category list and Properties page opens.

From the company category list, click Business Units.
The Business Units page opens.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

Click the name of the business unit that you want to view departments for.
The Business Unit category list and Properties page opens.

From the business unit category list, click Departments.

From the list of departments, click the highlighted link in the Name column of the
department you want to view, or click & at the end of the row to view the Properties
page in anew browser window.

The category list for the department opens in the |eft frame and the Properties page

opensin the right frame, showing details about the department. All fields are
read-only.
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O Directed By
O Divisions

O Downloads

[l company-5000 2| Department5000: Properties
¥ O Business Units
i 2
+ [ BusinessUnit-5000 Sctianss |'§ 2) |
O Business Units Name Department-5000
¥ O Departments i 012-3456789
¥ |5 Department- Cage Code AZEEAEE1ZE
o
History DUNS Number 3132654
O People
Phone Number (203) 555-1212
H History
7 Fax Number (203) 555-1212
4 Locations
Web Site Company Site
O People
O Route Ternplates FTP Host FTF Site
0 Capabilities FTP Directory /pubfapps
S cohiatin Meeting Site Meeting Site
O Collaboration Partners
DR Meeting ID 152
O Development Managers — State Active

Description Descriptive text about this company goes here.

Yault eServiceProduction

O Forrnats
The Department Properties page contains details entered when the department was
created or modified. For details on specific fields, see Creating a Company,
Subsidiary, Business Unit, or Department.
7. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Department.
8. Usethe category list to view additional information about the department:
Category Description For details, see:
History Shows alog of events that have occurred for the Viewing History for a Company, Subsidiary,

business unit. Business Unit, or Department

People

Provides access to definitions of people who work for
the business unit.

Viewing People in a Company

Editing Details

Users assigned to the role of Organization Manager can edit information about their

About a department. Only Organization Managers for the parent company or business unit can edit
Department information about other departments.
To edit details about a department
1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.
2. Select the parent company that you want to view business units for.
The company category list and Properties page opens.
3. From the company category list, click Business Units.
The Business Units page opens.
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Click the name of the business unit that you want to view departments for.
The Business Unit category list and Properties page opens.

(Subsidiaries can also have business units connected to them. If you want to view
information about a business unit of a subsidiary, you need access the subsidiary
under the company category list, then click Business Units from the subsidiary
category list.)

From the business unit category list, click Departments.

From the list of departments, click the highlighted link in the Name column of the
department you want to view, or click & at the end of the row to view its Properties.

From the Properties page, click Edit Details from the page Actions menu.

/ Dialog - Microsoft Internet Explorer

Edit Department Details
z)

|»

Figldz in red italics are reguired

MNanre

n [012-3456789
Cage Code 3266456128
DUNS Number 3132654

Phone Number

[r203) £55-1212

Fax Number

[r203) 555-1212

Web Site | Cormparry Site
FTP Host [ FTP Site

FTP Directory I,."pub,u"apps
Meeting Site | Meeting Site
Meeting ID [152

State Active

Descriptive text about ;I
this company goes here.
Description _—

| |

[
@M g Cancel

Use the Edit Department Details page to make changes. For details on specific fields,
see Creating a Company, Subsidiary, Business Unit, or Department.

You can activate or deactivate the department by clicking the Active or Inactive
Status button. If you change the status of a parent (business unit, company, or
subsidiary) to inactive, you should also make the department inactive.

10. When you have modified all necessary fields, click Done.

Chapter 1: Profile Management

23



Maintaining Location Information

A location isaphysical address where an organization conducts business. There are four
types of locations: Headquarters Site, Manufacturing Site, Billing Address, Shipping
Address. Organization Managers can create locations for companies, subsidiaries, or
business units.

The following topics are covered:
Viewing a List of Locations
Creating a Location

Viewing Information for a Location

Viewing a List of To view locations for an organization

Locations 1. Fromthecategory list for aCompany, Subsidiary, Business Unit, or Department, click

L ocations.

Any locations already defined for the organization are listed. To see details about a
location, click its Name.

Company-5000: Locations

Actions « | "J |
R —
@» Belgium Regional Office, Headquarters Site Culliganlaan 1B B-1831 Diegemn  Belgium
— @ Canada - East Regional Office Mississauga ON L4Z 33 Canada
[T @ Headguarters Headquarters Chelmsford Ma 12345 usa
[ @ lapan Sales Office Tokyao 102-0075 Japan

2. Toadd alocation to the database, click Create New from the page Actions menu. See
Creating a Location.

3. Todelete locations from the database, click the check box for each |ocation you want
to delete and click Delete from the page Actions menu. To select all locationsin the
list, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

Creating a To add a new location

Location 1. Accessthe category list and Properties page for the page type of organization you

want to create alocation for.

2. Click Create New from the page Actions menu.
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/4 Dialog - Microsoft Internet Explorer

Create New Location

)|

|»

Fields in red talics are reguired

Name I
Company B Company-5000

T Headquarters

I Manufacturing Site
Location Type

™ Billing Address

I” Shipping Address

Status IAuthorized 'l
Address 1 I
Address 2 I

city |

State/Region I

Zip Code I

Country I b

=
@M 9Cancel

3. Enter details about the company location, including the following:

Name. Name of organization location. If there is more than one location, you may
want to use a name that serves as a quick reminder of the location type, for example,
“XYZ Inc. - Billing” or “XYZ Inc. - Headquarters”.

Location Type. Check the boxes that represent the location type: Headquarters Site,
Manufacturing Site, Billing Address, and Shipping Address. A small company might
have just one location and all the types apply to it. A larger company might have
many |ocations that are manufacturing sites, one headquarters site, one hilling
address, and several shipping addresses.

Status - *** TO BE REMOVED--CHANGE THE MOCKUP****

Address 1 and Address 2. Location address elements, generally any combination of
street name, building number, suite number, or post office box number.

City. The city where the company is located, or the city to which company mail is
delivered.

State/Region. Location state or region.

Zip Code. 5-digit or 9-digit zip code in the U.S., or any necessary postal code for
international addresses.

Country. Name of the country where the company islocated.
Click Done.
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Viewing

Information for a

The Location Properties page shows atable containing details about a location. This page

provides access to modify location details. To view location details, you must first access

Location the Company, Subsidiary, Business Unit, or Department that the location is defined for.

To view information for a location

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.
2. Select thelocation.
»  For alocation for a Company, click L ocationsin the category list.
e For alocation for a Subsidiary, Business Unit, or Department, display the
Properties page and then click L ocationsin the category list.

3. Fromthelist of locations, click the highlighted link in the Name column of the
location you want to view, or click & at the end of the row to view the Properties
page in a new browser window.

The category list for the location opensin the | eft frame and the Properties page opens

in the right frame, showing details about the location. All fields are read-only.
[l company-5000 =] Location£000: Properties

O Business Units
O Capabilities Actions = B & —O.J|
O Certifications Mame Location-5000
O Collaboration Partners

Company m Company-5000

O Departrnents

0 Developrment Managers Location Type Headguarters
O Directed By 2
o Status Authorized
O Divisions
O Downloads Address 1 234 Executive Way
O Formnats Address 2
s City Hendersan
O Locations
State fRegion Kentuck
'@ Belgium ~ * fReg ¥
3 Certifications Zip Code 55555-5555
O Part Quality Plans Country usa

@ Purchase Classes

9 Ships To Locations

O Part Quality Plans =

The Location Properties page contains details entered when the department was
created or modified. For details on specific fields, see Creating a Location.

To edit the properties listed, select Edit Details from the page Actions menu. See
Editing Details About a Location.

Use the category list to view additional information about the location:

Category Description For details, see:
Certifications Lists certifications for the location. For Supplier Supplier Central User Guide
Central only.
Part Quality Plans | Lists part quality plansfor the location. For Supplier | Supplier Central User Guide
Central only.
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Category

Description For details, see:

Purchase Classes

Lists purchase classes for the location. For Supplier Supplier Central User Guide
Central only.

Ship to Locations

Lists ship to locations for the location. For Supplier Supplier Central User Guide
Central only.

Editing Details

Users assigned to the role of Organization Manager can edit information about alocation.

About a Location

To edit details about a location

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is

available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.

2. Select the location.
»  For alocation for a Company, click L ocationsin the category list.

e For alocation for a Subsidiary, Business Unit, or Department, display the
Properties page and then click L ocationsin the category list.

3. Fromthelist of locations, click the highlighted link in the Name column of the

location you want to view, or click & at the end of the row to view its Properties.

4. From the Properties page, click Edit Details from the page Actions menu.
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/3 Dialog - Microsoft Internet Explorer

Edit Location Details

2|

Fields in red talics are required
Namre
Company m Company-5000

T Headquarters
T Manufacturing Site
™ Billing Address
T Shipping &ddress

Status IAuthorized 'l

Location Type

Address 1 |234 Executive Way
Address 2 |

City |Hendersun
StatefRegion IKentucky

Zip Code |55555-5555
Country IUSA

@M @Cancel

5. Usethe Edit Location Details page to make changes. For details on specific fields, see
Creating a Location.

6. When you have modified all necessary fields, click Done.
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Maintaining Regions

A regionis geographical area where an organization conducts business. Organization
Managers can create regions for companies or subsidiaries.

The following topics are covered:
Viewing a List of Regions
Creating a Region

Viewing Information for a Region
Editing Details About a Region
Working with Sub-regions

Viewing a List of The Regions page shows a table containing basic information about regions that are
Regions defined for the selected company or subsidiary. The Sub-regions page shows the
sub-regions defined for aregion.

To view a list of regions
1. Open the Properties page for the company or subsidiary you want to view regions for.

2. From the category lit, click Regions.
The Regions page opens.

Company-5000: Regions

Actions w | o 5 L’,J|

N [ S

[T & North America Description of region
T & aAsia Pacific Description of region
r @ Europe Description of region
[T @ Australia Description of region

3. Toadd aregion to the database, click the Actions menu and select Create New. See
Creating a Region.

4. To delete regions from the database, click the check box for each region you want to
delete and click Delete from the page Actions menu. To select all regionsin thelist,
click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the item(s)
from the database. Click Yesto confirm the deletion or click No if you want the
item(s) to remain in the database.

Creating a Region To add a region

1. Accessthe category list and Properties page for the page type of organization you
want to create aregion for.
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2. Click Create New from the page Actions menu.

4 Dialog - Microsoft Internet Explorer

Create New Region

)|

Fieldz in red italics are required

MName ||

Companry ID I

Cage Code I

DUNS Number

Phone Number

Web Site

|
|
Fax Number I
|
|

FTP Host

FTP Directory I

Meeting Site [
Meeting 1D |
State Active
=
Description
El I

3. Enter details about the region, including the following:
Name. Name of region. Required.
Company ID. ?2??2? WHY NOT POPULATED? HOW DOES THISWORK ??7??

Cage Code. An ID issued by the federal government. Type complete Cage Code
(must be awhole number).

DUNS Number. An ID issued by Dunn & Bradstreet (must be a whole number).

Phone Number. Main phone number or phone number of primary contact. Type the
complete phone number with area code (numbers, letters, or allowed symbols).
Include the country codeif outside US.

Fax Number. Main fax number or fax number of primary contact. Type the complete
phone number with area code (numbers, letters, or allowed symbols). Include the
country code if outside US.

Web Site. Address (URL) of Web site. Do not include http://.
FTP Host. The server name for the region’s FTP site.
FTP Directory. Thedirectory for the FTP site.
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Viewing
Information for a
Region

4,

Meeting Site Name. The URL for the region’s Web meetings, including the “ http://”
prefix, as provided by the Web meeting supplier. A meeting site nameand ID is
required in order for employees to schedule and host meetings.

Meeting Site I D. The site ID that enables the organization to host Web meetings, as
provided by the Web meeting supplier.

Description. A description of the region.

Click Done.

The Region Properties page shows a table containing details about a region. This page
provides access to modify region details. To view region details, you must first access the
Company or Subsidiary that the region is defined for.

To view information for a region

1.
2.
3.

Open the Properties page for the company or subsidiary you want to view regions for.
From the category list, click Regions.

From the list of regions, click the highlighted link in the Name column of the region
you want to view, or click = at the end of the row to view the Properties pagein a
new browser window.

The category list for the region opens in the | eft frame and the Properties page opens
in the right frame, showing details about the region. All fields are read-only.

[ company-5000
P O Business Units
O Capabilities
o Certifications

O Departrnents

O Directed By
O Divisions
O Downloads

O Formats

O History

b O Locations
O Part Quality Plans
O Parts
O People
O Plant Scorecards
O Purchase Classes

¥ O Regions

O Collaboration Partners

O Developrent Managers

O Business Units

9 Sub-regions
O Specification Offices

|»

MNorth America: Properties

'@l North America ~ ¢

Actions » ||§ _"|J|

Name Morth America
Cage Code 3266456128
DUNS Number 3132654

Phone Number (203) 555-1212

Fax Number (203) 555-121Z2

Web Site Company Site
FTP Host FTP Site

FTP Directory fpubfapps
Meeting Site Meeting Site
Meeting ID 151

State Active

Description Descriptive text about this company goes here,

The Properties page for aregion contains details about the region. For details on
specific fields, see Creating a Region.

To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Region.
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5. Usethe category list to view additional information about the region:

Category

Description

For details, see:

Business Units

To list business units for the region.

Viewing a List of Business Units

Sub-regions

To list any sub-regions defined for the region.

Viewing a List of Regions

Editing Details
About a Region

Users assigned to the role of Organization Manager can edit information about a region.

To edit details about a region

1. Open the Properties page for the company or subsidiary you want to view regions for.

2. From the category list, click Regions.

3. Fromthelist of regions, click the highlighted link in the Name column of the region
you want to view, or click & at the end of the row to view its Properties.

4. From the Properties page, click Edit Details from the page Actions menu.

7} Dialog - Microsoft Internet Explorer

Edit Region Details
2)|

Namre

Company ID

Cage Code

DUNS Number

Phone Number

Fax Number

Web Site

FTP Host

FTP Directory

Meeling Site

Meeling ID

State

Description

Fields in red italics are reguired

[na-012883

[3266456128

[3132854

fr203) 555-1212

[(203) 555-1212

| Compary Site

[ FTP site

[fpubyapps

| teeting Site

151

Active

Descriptive text about ;I
this company goes here.

| |

||
@M @ Cancel

5. Usethe Edit Region Details page to make changes. For details on specific fields, see

Creating a Region.
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6. When you have modified all necessary fields, click Done.

Working with A region can have one or more sub-regions defined for it. The category list for aregion
Sub-regions includes Sub-regions. A sub-region is defined just like aregion.

To work with sub-regions, use the following procedures for regions:
Viewing a List of Regions

Creating a Region

Viewing Information for a Region

Editing Details About a Region
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Creating People Definitions

The Organization Manager is responsible for adding company employees to the database.
The definition of a person includes the person’s login name and password, groups and
roles to which the person is assigned, and other contact information about the individual .

Some fields for adding a person are available only to particular applications.

To add a person

1. Select Tools> Administration > View My Company > People.

2. Click Create New from the page Actions menu.

Or

Click Create New from the Actions menu the People page for a specific company.

/7] Create Person - Microsoft Internet Explorer

Step 1 of 2: Specify Details
)|

Fields in red italics are required

sername I

Password I

Confirm Password I

State Inactive

First Name I

Middle Name I

ast Name

Company B Company-5000

Business Unit I vI
Location I vI

Company

HEncesentative |N0tacompany representativej

Office Phone I

Home Phone I

Pager I

Fax I

| »

e Mext a Cancel
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10.
11.
12.
13.

14.

Enter the Username that the person will use to access the application(s). You can use
whatever naming convention is standard for your company. For example, you may
want to use the first letter of the person’s first name followed by the last name
(gwashington) or the first name followed by a period and then the last name
(george.washington). Usernames are case-sensitive.

Add password information:

e Typethe Password that the person will use to access the application(s). The
password is case-sensitive.

»  Typethe same password in the Confirm Password text box.
Add Name information:

e Typethe person'sFirst Name.

e Typethe person’s Middle Name.

» Typethe person’'sLast Name.

Add Business Unit and Location information:

»  Select aBusiness Unit from the drop-down list.

e Select al ocation from the drop-down list.

Specify the Company Representative status, if applicable.
Add phone information, including any of the following:

»  Office Phone

« HomePhone

* Pager

» Fax

Add network access information:

» Addthe person’s Email Address. This address appears on the People page and
provides adirect link from that page to create a new email message for the
person.

e For system-generated e-mails, specify the language in System Generated Mail
Preference.

» Addthe URL for the person’s Web Site, if one exists.

Check whether the person’s L ogin Typeis Standard or Secure ID.
Check whether or not the person can Host M eetings.

Type the person’s M eeting User name.

Add address information, including any of the following:

 City

e State/Region
» Postal Code
 Country

Add absentee information, including any of the following:
»  Click the calendar button and select the Absence Start Date.

»  Click the calendar button and select the Absence End Date. Required if the
Absence Start Date is specified.
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15.

16.
17.
18.
19.

<3 Create Person - Microsoft Internet Explorer

20.

21.

» Toselect the Absence Delegate who should be assigned tasks during the absence

If you want to use a Vault other than the default, click J to specify where the person
will access database abjects. Thisfield is displayed only if more than one vault is
available to the context user.

Select a Vault Search Preference.
Select aJT Viewer.
Select a Default Store.

Click Next.
The Roles page appears, where you can assign roles for the person.

Step 2 of 2: Specify Roles

Actions v | 2 | |
I T S—

r @ Buyer Role

r @ Buyer Manager Role

Click the check box in the row for each role you want to assign for the person. You
can click the check box in the column heading to select all roles.

Click Done to add the new person object to the database.
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Maintaining People Information

After person definitions have been added, they may need modification. For example, a
person may move from one company location to another or change phone numbers. A
promotion may require changes to the person’s role assignments. The Organization
Manager can make changes to individual person definitions.

Person definition details can be changed by accessing the company that the person works
for or has role assignments in, and then locating the person from the list of employees for
the company.

The following topics are covered:
Viewing People in a Company
Adding Personsto a Company
Viewing Person Information
Editing Person Details

Viewing People in To view a list of people in a company

a Company 1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.
2. Click the name of the company where you want to view people.

3. From the company category list, click People.

The People page shows basic information about all people currently defined in the
database for that company, and people who have role access within the company.

Company-5000: People
Actions * | 5 IJ |

Employee, Specification
mbillings@companyname.com Active Secure ID User, Global Termplate [
Adrninistrator

,ﬁ’ Billings,
Maura Yes

Employee, Specification

|l 'ﬂ‘ ‘?':'olmas C. Tes tsmnith@companynane . com Active Secure ID  User, Organization &
TR Manager
Employee, Specification
r 'ﬂb m?(l‘laace Tes mike.wallace@companyname.com  Active gsmpan\; User, Template _y;
r adrministratar
Employee, Specification
r .ﬁ’ Clark, Rex HNo rex.clark@companynarme.com Active Secure ID  User, Template 2

Administrator

It contains the following columns:

Name. Click any highlighted Name to view the Properties page for that person. See
Viewing Person Information for details.

Employee. Displays“yes” if the person is an employee of thisorganization, or “no” if
they just have role assignments within this organization.
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E-mail. The e-mail address entered for the person. If an e-mail addressiis specified,
all IconMail for the person is also sent to the e-mail address. The application also
sends e-mail notification to people whenever their e-mail is changed and when they
arefirst registered. Click the highlighted link to open a new mail message addressed
to the person.

State. To successfully log into the system, aperson’s state must be Active. A person’s
state might be changed to Inactive if they no longer need to use the system.

Attributes. The type of login access.

Organizational Roles. Liststhe roles the person is assigned to within this
organization.

Edit. Click  in this column to edit organizational roles for the person. The Edit
Organizational Roles popup shows al roles that are defined in the person definition
for this user, with check marks for currently assigned roles. Check or uncheck roles
for this user. If you want to assign roles not shown in this popup, you must edit the
person definition. See Editing Person Details.

4. To add anew employee to the organization, click Create New from the page Actions
menu. See Creating People Definitions for details.

5. The Administrator can add users to an organization and give them specific roles
within that organization. Click Add Existing from the page Actions menu to add role
access for a person for this organization. See Adding Personsto a Company.

6. To remove persons from the company list or to remove a person’s organi zational
roles, click the check box for each person you want to remove and click Remove from
the page Actions menu. The person definition remainsin the database, but is no
longer connected to the organization.

Adding Persons to Organization Managers can add users who are not employees to the company, defining the

a Company roles the user performs for the company. This provides security on objects based on arole
within a specific company. For example, Jackie is defined as a Design Engineer and has
access to edit attributes on a part. But the Design Responsibility for the part belongs to
XYZ Corp. To have access to edit attributes on the part, Jackie must be defined asa
Design Engineer within XY Z Corp. When Jackie searches for parts, only those parts with
Design Responsibility assigned to XY Z Corp. will be returned in the search results.

To add a person to a company

1. Accessthe People page for the company where you want to add people. See To view a
list of people in a company.

2. Click Add Existing from the page Actions menu.
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Viewing Person

Information

/J Search: People - Microsoft Internet Explorer [_ Ol x]

Search: People

@) |

Type .ﬂ“ Person
In
Last Mame N
First Name I*
Organization IU J Clear
Role |D J Clear

Enter search criteriaif you want to limit the number of users returned in the search
results. You can use wildcards. For example, to find all users whose last name starts
with A, enter A* in the Last Name text box.

Click Search.

To view information for a person

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

Click the name of the company where you want to view information for a person, or
click View my Company to view information for people in the company you
represent.

From the company category list, click People.

Thelist that is displayed shows all people currently defined in the database for that
company.

Click any highlighted Name to view the Properties page for that person, or click & at
the end of the row to view the Properties page in a new browser window.

The Properties page opens.
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[l company-5000

|»

O Busingss Units

O Capabilities

O Cettifications

O Collaboration Partners
O Departrnents

O Development Managers
O Directed By

O Divisions

O Downloads

O Formats

O History

O Locations

O Part Quality Plans
O Parts

@ People
e .ﬂ“ Smith, Thomas C.

9 History

O Roles
O Plant Scorecards
O Purchase Classes
O Regions

O Specification Offices L
O Subsidiaries

O Supolier Develonn]entillll
»

Smith, Thomas C.: Properties

Actions v ||§ 2] |

Username tsmith
State Inactive
First Name Thomas
Middle Name €

Last Mame Smith

Company
Business Unit

Location

Company
Representative

Office Phone
Home Phone
Pager

Fax

E-mail

System Generated Mail
Preference

Web Site

[l company-5000
E Company-BusinessUnit
E Company-BusinessUnit

Not a company representative

{555) 555-5555
{555) 555-5555
{555) 555-5555
{555) 555-5555

tsmith@companyname.com
Mone

http: WKL, COMPAanynanme . com

Editing Person
Details

The Properties page contains all details entered when the person definition was
created or modified. For details on specific fields, see Creating People Definitions.

To edit the properties listed, including changing the owner or co-owner, click Edit
Details from the page Actions menu. See Editing Person Details.

To view or add roles for the context person, click Roles from the category list. See To
add or change a person’srolesfor details.

Users assigned to the role of Organization Manager can make changes to the basic details
and attributes that are specific to a person definition. The link can be accessed from a
company’s People page.

To edit a person definition

1.

Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

From the list of companies, click the highlighted link in the Name column of the

company you want to view, or click &' at the end of the row to view the Properties
page in anew browser window.

The category list for the company opensin the left frame and the Properties page
opensin the right frame.

From the company category list, click People.

Thelist that is displayed shows all people currently defined in the database for the
context company with their login names and company names.
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4. Click the name of the person whose definition you want to edit.

5. Onthe Properties page, click Edit Details from the page Actions menu.

/3 Dialog - Microsoft Internet Explorer

Edit Person Details
2|
Figldz in red talics are recuired —
Username tsmith
o - —
Confirm Password I“"‘“‘“‘“‘“‘*
State Inactive
First Name |Thomas
Middle Mame IC o
tast Name ISmith
Company m Company-5000
Business Unit IW
Egrpnrlujaas:ﬁtative |Mot & company representative =
Office Phone (555 5555555
Home Phone (555) 5555855
Pager |i555) BEE-5EEE
Fax (555 5555855 =
Qroone ) cancel

6. Make changes, as necessary. The following can be changed:

7. Modify password information:

e Typethe Password that the person will use to access the application(s). The
password is case-sensitive.

»  Typethe same password in the Confirm Password text box.
8. Modify Name information:

*  Typethe person's First Name.

e Typethe person’s Middle Name.

» Typethe person'sLast Name.
9. Modify Business Unit and Location information:

»  Select aBusiness Unit from the drop-down list.

e Select aL ocation from the drop-down list.

10. Change the Company Representative status, if applicable.

11. Modify phone information, including any of the following:
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12.

13.
14.
15.
16.
17.

18.

19.

20.
21.
22.
23.

»  Office Phone

* HomePhone

e Pager

» Fax

Modify network access information:

e Add the person’s Email Address. This address appears on the People page and
provides adirect link from that page to create a new email message for the
person.

»  For system-generated e-mails, specify the language in System Generated Mail
Preference.

e Addthe URL for the person’s Web Site, if one exists.
Change the person’s Organizational Roles.

Check whether the person’s L ogin Type is Standard or Secure ID.
Check whether or not the person can Host M eetings.

Change the person’s M eeting Username.

Modify address information, including any of the following:

e City

» State/Region
» Postal Code
« Country

Modify absentee information, including any of the following:
*  Click the calendar button and select the Absence Start Date.

»  Click the calendar button and select the Absence End Date. Required if the
Absence Start Date is specified.

» Toselect the Absence Delegate who should be assigned tasks during the absence

If you want to use a Vault other than the default, click J to specify where the person
will access database objects. Thisfield is displayed only if more than one vault is
available to the context user.

Select a Vault Search Preference.
Select aJT Viewer.
Select a Default Store.

Click Done to accept changes.

To add or change a person’s roles

1.

From the Properties page category list for the person whose role assignments you
want to change, click Roles.

The Roles page opens, showing all roles assigned to the person with a short
description of each.
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Smith, Thomas C.: Roles

Actions ||§ 2] |
hame ———————————— oeroton |
@ Buyer Description

@ Supplier Representative Description

2. To add role assignments for the context person, click Add Existing from the page
Actions menu.

The Search screen for Roles appears, alowing you to search for roles. For

3. Toremove role assignments for the context person, click the check box in the row for
each role assignment you want to remove and click Remove from the page Actions
menu.
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Viewing a List of
Collaboration

Maintaining Collaboration Partner Information

Collaboration Partners are external companies that can share parts, ECRS, or
specifications with the host company. Sharing includes the ability to create new objectsin
the partner’s vault.

The following topics are covered:

Viewing a List of Collaboration Partners
Editing Share Types

Adding Collaboration Partners

Viewing Information for a Collaboration Partner

Editing Details About a Collaboration Partner

Collaboration Partners are available only for Engineering Central or Team Central.

The Collaboration Partners page shows atable containing basic information about
organizations that are defined as collaboration partners for the selected company.

Partners To view a list of collaboration partners
1. Click Tools> Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.
2. Select the parent company that you want to view collaboration partners for.
The company category list and Properties page opens.
3. From the company category list, click Collaboration Partners.
The Collaboration Partners page opens.
Company-5000: Collaboration Partners
Actions = | S 3 |
O T N
Types
Il ﬁl:om any-5000 (555) 555-5555  www.company5000.com ECR, Drawing Print &
N [H company-5112 (5551 555-5555  www.companyS000.com Part, CAD Drawing, Drawing Print =
- ﬁ Company-5113 (555) G55-5555 wew company 000, com CAD Model, CAD Drawing =8
M [B company-5114 (555) 555-5555  www.company5000.com CAD Drawing &
Il E Company-5115 (555) 555-5555  www.company5000.com CaD Model, CAD Drawing A
7 [B company-5116 (G55) 555-5555  www.company5000.com CAD Model, CAD Drawing =
It contains the following columns:
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Name. Click on any highlighted link in the Name column to view the Properties page
for that object, or click & at the end of the row to view the Properties page in anew
browser window.

Phone. The main business unit phone number, as included in the business unit
definition.

Web Site. The URL of the business unit’s Web site.

Share Types. Comma-separated list of types that the collaboration partner allows to
be created in their company.

Edit Share Types. For those with edit access, this column contains an icon that

provides access to the Edit Share Types page. Click @ to edit share types. See
Editing Share Types.

4. To add acollaboration partner to the list, click Add Existing. See Adding
Collaboration Partners.

5. To remove collaboration partners from the list, click the check box for each
collaboration partner you want to remove and click Remove Selected from the page
Actions menu. To select all collaboration partnersin the list, click the check box in
the column heading.

This removes the connection between the collaboration partner and the company, but
does not delete the collaboration partner from the database.

Editing Share To edit share types
Types 1. Fromthe category list of the company, click Collaboration Partners.

2. Select apartner and click & from the Edit Share Types column.

/] Dialog - Microsoft Internet Explorer

Edit Share Types

2)|

Name Company-5000
ECR I

Part v

CAD Model =2

CAD Drawing =

Drawing Print =2l

@M @Cancel
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3. Check or uncheck boxes for the types you want to collaborate on with this partner.

4. Click Done.

Adding
Collaboration
Partners

To add a collaboration partner

1. Fromthe category list of the company, click Collaboration Partners.

2. From the Collaboration Partners page, click Add Existing from the page Actions
menuto search for and select companies to add as collaboration partners. If the
company has not yet been defined in the database, you must first createit. See
Creating a Company, Subsidiary, Business Unit, or Department.

Step 1 of 3: Find Companies

2|

Type E Company

Name E

Revision I*

Description I*

Yault IEl” J Clear
Owner I*

Originator I*

4. Click Next.

Step 2 of 3: Select Collaboration Partners

)|

[ I R |

[ company-5000
[ company-5112
[ company-5113
[l company-5114
[ company-5115

[l company-5116

5. Click the check box for each company that you want to add as a collaboration partner
and click Next.

{555) 555-5555
{555) 555-5555
{555) 555-5555
{555) 555-5555
{555) 555-5555

{555) 555-5555

www,cormpany5000.com
W, companyS000.com
Wiy . companyS000.com
wwy cormpanyS000.comm
wnw companyS000,com

Wy . companyS000.com
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Step 3 of 3: Specify Share Types
2) |

Share Types

Name ——Tohone—Jwebsite |
@ Company-5000 (555} 555-5555 wwiw company5000.comm F ¥ = =2 =l
B Company-5112 ({555} 555-5555 www.companyS000.com ¥ v W I~ 2
B Company-5113 (555) 555-5555 www . company5000.comm F ¥ ™ W~ =

6. Onthe Specify Share Types page, click the check box for each object type that you
want each organization to collaborate on. These typeswill be allowed to be created in
the partner’s vault.

7. Click Done.

The organizations are added and the Collaboration Partners page is redisplayed
showing additions.

Viewing

The Collaboration Partner Properties page shows a table containing details about the

Information for a collaboration partner. This page provides access to modify collaboration partner details.

Collaboration
Partner

To view information for a collaboration partner

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)
The Administration: Companies page opens.

2. Select the parent company that you want to view collaboration partner information
for.

The company category list and Properties page opens.
From the company category list, click Collaboration Partners.

4. Fromthelist of collaboration partners, click the highlighted link in the Name column

of the collaboration partner you want to view, or click & at the end of the row to view
the Properties page in a new browser window.

The category list for the collaboration partner opensin the left frame and the
Properties page opens in the right frame, showing details about the collaboration
partner. All fields are read-only.

The Collaboration Partner Properties page contains details entered when the
collaboration partner was created or modified. For details on specific fields, see
Creating a Company, Subsidiary, Business Unit, or Department.

5. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Company.
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6. Usethe category list to view additional information about the collaboration partner.

Category Description For details, see:
Business Units Lists the business units for the partner company. Viewing a List of Business Units
Capabilities Lists the capabilities for the partner company. Viewing a List of Capabilities
Collaboration Lists collaboration partners associated with the Viewing a List of Collaboration Partners
Partners current collaboration partner.
Departments Lists the departments added for the partner company. | Viewing a List of Departments
Formats Lists for the formats available for the partner Viewing a List of Formats
company.
History Shows alog of events that have occurred for the Viewing History for a Company, Subsidiary,
partner company. Business Unit, or Department
Locations Shows location details for the partner company. Viewing a List of Locations
People Provides access to definitions of peoplewho work for | Viewing People in a Company
the partner company.
Regions Lists the regions for the partner company. Viewing a List of Regions
Specification Lists the specification offices for the partner Viewing a List of Specification Offices
Offices company.
Subsidiaries Lists the subsidiaries for the partner company. Viewing a List of Subsidiaries

Editing Details Users assigned to the role of Organization Manager can edit information about

About a collaboration partners.
Collaboration To edit details about a collaboration partner
Partner

1. Click Tools>Administration > Companiesto view alist of companies. (Thislink is
available only for users defined in the role of Organization Manager.)

The Administration: Companies page opens.

2. Click the Name of the parent company of the collaboration partner. The category list
and Properties page opens for the selected company.

3. From the Company category list, click Collaboration Partners.

(Collaboration partners can a so have collaboration partners connected to them. If you
want to view information about a partner of a partner, you need access the
collaboration partners under the company category list, then click Collaboration
Partner s from the Collaboration Partner category list.)

4. Click the Name of the collaboration partner you want to edit. The category list and
Properties page opens for the selected collaboration partner.

5. From the Properties page, click Edit Details from the page Actions menu.
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<A Dialog - Microsoft Internet Explorer

Edit Company Details

Parent Company

Company ID

Cage Code

DUNS Number

Phone Number

Fax Number

Web Site

File Store

FTP Host

FTP Directory

Meeding Site Name

Meeting Site 1D

)|

Figldz in red talics are reguired
Image | Browse... |
Name |Company-EDDD

|»

| Global Company-5000 J Clear

[012-3456788

[3266456128

[3132654

fi203) 555-1212

[i203) 555-1212

| why, COmpany=5000.caon

[sTorE ] L

| ftp.company-5000.cam

[pubiapps

| teeting Site Mame hitg

[151
=l

@M @ Cancel

6. UsetheEdit Details page to make changes. For details on specific fields, see Creating
a Company, Subsidiary, Business Unit, or Department.

7. When you have modified all necessary fields, click Done.
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Viewing a List of
Specification
Offices

Maintaining Specification Offices

Specification offices are sub units of business units (OR COMPANIES????). A user can
be part of more than one specification office. The user must use the specification office to
work with the assigned SCOs.

Soecification Offices are available only for Specification Central.

The following topics are covered:

Viewing a List of Specification Offices

Creating a Specification Office

Viewing the Portal Page for a Specification Office
Editing Details of a Specification Office

To view a list of specification offices

1. Accessthe category list and Properties page for the company or subsidiary you want
specification office information for.

For example, click Tools> Administration > Companiesto view alist of
companies. (Thislink is available only for users defined in the role of Organization
Manager.)

The Administration: Companies page opens.
2. Select acompany by name.
3. From the category list, click Specification Offices.

Specification offices already defined for the organization are listed. To see details
about a specification office, click its Name.

Company-5000: Specification Offices

Actions » | "J |
] = 2= = O ==
I . SpecOffice-5000 Description Active

Sgecl:lffice—Sl]l]l Yes Description Active

4. To add acapability to the database, click Create New from the page A ctions menu.
See Creating a Specification Office.

5. To delete specification offices from the selected company or subsidiary, click the
check box for each office you want to delete and click Delete from the page Actions
menu. To select al officesin thelist, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to delete the office(s).
Click Yesto confirm the deletion or click No if you want the office(s) to remain.
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Creating a
Specification
Office

Viewing the Portal
Page for a
Specification
Office

To create a new specification office

1. Accessthe category list and Properties page for the company or subsidiary you want

to create a specification office for.

2. Click Create New from the page Actions menu.

/J Dialog - Microsoft Internet Explorer

Create New Spec Office
)|

Fieldz in red italicz are required

Mamre I

Business nit I

Description

@M eCancel

3. Enter details about the office, including the following:
Name. Name of the specification office. Required.

Business Unit. Click J and select the business office for the specification office.

Description. A description of the specification office.

4. Click Done.

To view the portal page for a specification office

1. Open the Properties page for the company or subsidiary you want to view

specification offices for.

2. From the category list, click Specification Offices.

3. Fromthelist of offices, click the highlighted link in the Name column of the office

you want to view, or click & at the end of the row.
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O Downloads

O Formats

O History
P O Locations

O Part Quality Plans
b O Parts

& People
O Plant Scorecards
@ Purchase Classes
P O Regions
¥ O Specification Offices
+ [ specoffice-5000 -
O Properties
O Assigned SCOs
B Member Lists

O Members

O Route Ternplates
5 Supporting Organi

+ [ specoffice-5001 [~

0 Divisions 2|l SpecOffice-5000: Portal Page

Actions * | _?J |
Members “| SupportingDrganiz... | Assigned SCOs
Actions = | 52 2,]

o N S T
Il .ﬁ‘ Smith, Thomas C. tsmith@wallyswidgets .carm Supplier Manager Chelsrford  Active
- .ﬁ“ Wallace, Mike rmike.wallace@wallyswidgets.com Supplier Manager Chelsmford  Active
Il .ﬂ" Clark, Rex rex.clark@wallyswidgets,com Supplier Manager Chelsmford  Active

|‘ Page m of 10 ’|

4. Usethe category list to view additional information about the specification office:

Category Description For details, see:

Properties To view and edit properties for a specification office. | Editing Details of a Specification Office
Assigtned SCOs

Member Lists

Members

Route Templates

Supporting
Organizations

Editing Details of a

1. Open the Properties page for the company or subsidiary you want to view

Specification specification offices for.
Office 2. From the category list, click Specification Offices.
3. Fromthelist of specification offices, click the highlighted link in the Name column of
the office you want to view, or click & at the end of the row.
4. From the category list, click Properties.
Click Edit Details from the page Actions menu.
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6. Usethe Edit Spec Office Details page to make changes. For details on specific fields,

7} Dialog - Microsoft Internet Explorer

2)|

Edit Spec Office Details

Namre

Business Unil

Description

Fields in red talics are required

Tizzsues & Towel J Clear

Descriptive text about ﬂ
this company goes here.

=

@M GCancel

see Creating a Specification Office.
7. When you have modified all necessary fields, click Done.
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Viewing a List of
Capabilities

Maintaining Capabilities Information

A capability describes a supplier’s ability to perform a process (Manufacturing, Design,
Testing). Any Buyer Administrator or Supplier Representative can view, add, edit, and
delete capabilities for their own company. Buyers and Buyer Administrators can view
capabilities for any active company.

The following topics are covered:
Viewing a List of Capabilities
Creating a Capability

Adding an Existing Capability
Viewing Information for a Capability
Editing Details About a Capability

The Capabilities page shows a table containing basic information about capabilities that
are defined for the selected company or subsidiary.

To view a list of capabilities

1. Open the Properties page for the company or subsidiary you want to view capabilities
for.

2. From the category list, click Capabilities.
The Capabilities page opens.

Company-5000: Capabilities
actions v | ) 2] |

I E Heat Treatment Manufacturing Process Unknown Unknown
Im| ﬁ Die Casting Design Process Unknown Unknown

I ﬁ' Machining Manufacturing Process Unknown Unknown

3. To add acapability to the database, click Create New from the page Actions menu.
See Creating a Capability.

4. To add an existing capability for the selected company or subsidiary, click Add
Existing from the page Actions menu. See Adding an Existing Capability.

5. To remove capabilities from the selected company or subsidiary, click the check box
for each capability you want to remove and click Remove from the page Actions
menu. To select all capabilitiesin the lit, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to remove the item(s).
Click Yesto confirm the removal or click No if you want the item(s) to remain
associated with the company or subsidiary.
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Creating a To add a capability
Capability 1. Listthe capabilitiesfor the selected company or subsidiary.

2. Click Create New from the page Actions menu.

4 Dialog - Microsoft Internet Explorer

Create New Capability
)|

|»

Fieldz in red italics are required

Process IDeSign 'l
Process Type ICaSting 'l
Capability Status I

Process Qualification

Status IUnknown 'l
Prototype Capability IUnkann 'l

Standard Lead Time I
Prototype

Standard Lead Time I
Tooling

Material Limitation [

Shape Limitation I

Size Limitation f

weight Limitation |

Comments

Enter details about the region, including the following:

Process. Process for the capability.

Process Type. Process type. Required.
Capability Status. Status of the capability. ?72?? INPUT OR DISPLAY-ONLY ??7??

Process Qualification Status. Indicates the buyer understanding of the supplier’'s
capability for a Process. Select an option from the drop-down list. Available options

are:

Unknown. Supplier qualification status is not known.

Planning. Supplier is planning to qualify.

Qualifying. Supplier isin process of qualifying.

Quialified. Supplier isfully qualified.

Re-Qualifying. Supplier isrequalified after a period of disqualification.
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Prototype Capability. A supplier’s ability to make non-production, prototype parts
with a process. Available options are;

« Unknown. Supplier’s prototype capability unknown for this process.
*  Yes. Supplier has prototype capability for this process.
* No. Supplier does not have prototype capability for this process.

Standard Lead Time Prototype. The standard time (days) between receipt-of-order
and delivery of the first prototype parts.

Standard L ead Time Tooling. The standard time (days) between receipt-of-order
and the availability of production tooling.

Material Limitation. A limitation of part material(s) for aprocess capability.
Shape Limitation. A limitation of part shape for a process capability.

Size Limitation. A limitation of part dimension for a process capability.
Weight Limitation. A limitation of part dimension for a process capability.
Comments.

4. Click Done.

Addingan Existing  You can add an existing capability to acompany or subsidiary.
Capability To add an existing capability
1. Listthe capabilities for the selected company or subsidiary.

2. Click Add Existing from the page Actions menu.

<4 Dialog - Microsoft Internet Explorer

Add Capability

e (2)]

& Manufacturing Process: IWelding 'l
& Testing Process: IFabriCﬁtiDn Vl
" Design Process: IWBlding 'l

@M @ Cancel

3. Select one of the following processes:
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Viewing
Information for a
Capability

Manufacturing Process

Testing Process
Design Process

4. For the process(es) you selected, select the process type from the drop-down menu.

5. Click Done.

The Capability Properties page shows a table containing details about a capability. This

page provides access to modify capability details. To view capability details, you must
first access the Company or Subsidiary that the region is defined for.

To view information for a capability

1. Open the Properties page for the company or subsidiary you want to view capabilities

for.

2. From the category list, click Capabilities.
3. Fromthelist of capabilities, click the highlighted link in the Name column of the

capability you want to view, or click & at the end of the row to view the Properties
page in a new browser window.

The category list for the capability opens in the left frame and the Properties page

opensin theright frame, showing details about the capability. All fields are read-only.

[ company-5000
¥ O Business Units
¥ O Capabilities
E Heat Treatment ~
O Certifications
o Collaboration Partners
O Departments
O Developrment Managers
O Directed By
O Divisions
O Downloads

O Formats

O History
O Locations
O Part Quality Plans
b O Parts
O People
O Plant Scorecards

v

O Purchase Classes
b O Reaions
¥ O Specification Offices
+ [H specoffice-5000 [+

|»

Actions » 1] =] _'7|J|

Capability-5000: Properties

Company
Process

Process Type
Capability Status

Process Qualification
Status

Prototype Capability

Standard Lead Time
Prototype

Standard Lead Time
Tooling

Material Limitation
Shape Limitation
Size Limitation
Weight Limitation

Comments

[B company-5000
Design
Casting

Unknown
Planning
es

0

0

Unknown
Unknown

Unknown

The Properties page for a capability contains details about the capability. For details

on specific fields, see Creating a Capability.
4. To edit the properties listed, click Edit Details from the page Actions menu. See

Editing Details About a Capability.
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Editing Details
About a Capability

Users assigned to the role of Organization Manager can edit information about a

capability.

To edit details about a capability

1. Open the Properties page for the company or subsidiary you want to view capability

for.

2. From the category list, click Capabilities.

3. Fromthelist of capabilities, click the highlighted link in the Name column of the
capability you want to view, or click & at the end of the row to view its Properties.

4. From the Properties page, click Edit Details from the page Actions menu.

/3 Dialog - Microsoft Internet Explorer

Edit Capability Details

Capability Status

Process Qualification
Status

Prototype Capability

Standard Lead Time
Prototype

standard Lead Time
Tooling

Material Limitation

Shape Limitation

Size Limitation

YWeight Limitation

Comments

2|

Figldz in red italics are reguired
Company m Company-5000
Process Design
Process Type Casting

I nknown

IPIanning 'I

IUnknown

IUnknuwn

|Unkn0wn

|»

:I =l
@ oo €)concel

5. Usethe Edit Capability Details page to make changes. For details on specific fields,

see Creating a Capability.

6. When you have modified all necessary fields, click Done.
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Viewing a List of
Formats

Adding an Existing
Format

Maintaining Format Information

File format identifies the types of files a company can generate and add to the MatrixOne
application.

The following topics are covered:
Viewing a List of Formats
Adding an Existing Format

The Formats page shows a table containing basic information about capabilities that are
defined for the selected company or subsidiary.

To view a list of formats
1. Open the Properties page for the company or subsidiary you want to view formats for.

2. From the category list, click Formats.
The Formats page opens.

Company-5000: Formats

Actions v | 5 2l |

[T ® Autocap Wersion 13.0
O E Microsoft Excel Ver 2000

I} E Microsoft Word Version 2000

3. Toadd an existing format for the selected company or subsidiary, click Add Existing
from the page Actions menu. See Adding an Existing Format.

4. To remove formats from the selected company or subsidiary, click the check box for
each format you want to remove and click Remove from the page Actions menu. To
select all formatsin the list, click the check box in the column heading.

A message is displayed, asking you to confirm that you want to remove the format(s).
Click Yesto confirm the removal or click No if you want the format(s) to remain
associated with the company or subsidiary.

You can add an existing format to a company or subsidiary.

To add an existing format
1. Listtheformatsfor the selected company or subsidiary.

2. Click Add Existing from the page Actions menu.
The Select page opens.
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7} Dialog - Microsoft Internet Explorer

Select

n Name

0 ©) Autocap: ver 13.0
- E Microsoft Excel: Yer 2000

Il E Microsoft Word: Yer 2000

||1| Pagell ;l of 10 m | @Done °Cance|

3. Select one or more formats for the company or subsidiary: To select all formatsin the
list, click the check box in the column heading.

4. Click Done.
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Maintaining Potential Supplier Information

A potential supplier is acompany that acts as a supplier. Organization Managers can
create potential suppliers.

Potential Suppliersisavailable only for Supplier Central.

The following topics are covered:

Viewing a List of Potential Suppliers

Creating a Potential Supplier

Viewing Information for a Potential Supplier
Editing Details About a Potential Supplier

Viewing a List of
Potential Suppliers

The Potential Suppliers page shows a table containing basic information about suppliers.

To view a list of potential suppliers

1.

Click Tools> Administration > Potential Supplierstoview alist of suppliers. (This
link is available only for users defined in the role of Organization Manager.)

The Administration: Potential Suppliers page opens.

Administration: Potential Suppliers

Actions * ||§ _?J |

-
e
-
i
-
i

8 BusinessUnit-5000

[ company-5112
[l company-5113
[l company-5114
[l company-5115

[ company-5116

Active (555) 555-5555 W, cormnpanyS000.com Company-5000
Active (555) 555-5555 Wi, companyS000.com Company-5000
Active (555) 555-5555 W, carmmpany5000.com
Active (555) 555-5555 www, comnpanyS000.com
Active (555) 555-5555 Wi, companyS000.com
Inactive (555) 555-5555 Wi, companyS000.com

Potential Suppliers are designated by the icon next to their name.

To add a potential supplier to the database, click Create New from the page Actions
menu. See Creating a Potential Supplier.

To add an existing company as a potential supplier to thelist, click Add Existing
from the page Actions menu. Use the Search page to find and select the company.

There are several ways to discontinue working with a potential supplier:

»  To delete the company definitions for potential suppliers from the database, click
the check box for each supplier you want to delete and click Delete from the page
Actionsmenu. To select all suppliersinthelist, click the check box in the column
heading.
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Creating a
Potential Supplier

Viewing
Information for a
Potential Supplier

e Toremove suppliers from the list but keep their company definitions, click the
check box for each supplier you want to remove and click Remove as Potential
Supplier from the page Actions menu.

»  Todeactivate suppliers, click the check box for each supplier you want to
deactivate and click Deactivate from the page Actions menu.

To add a potential supplier

1. Click Tools>Administration > Potential Supplierstoview alist of suppliers. (This

link is available only for users defined in the role of Organization Manager.)
Click Create New from the page Actions menu.

Enter details about the company that is the supplier, including the following:
Name. Name of region. Required.
Company ID. ?7?7? WHY NOT POPULATED ??7??

Cage Code. An ID issued by the federal government. Type complete Cage Code
(must be a whole number).

DUNS Number. An ID issued by Dunn & Bradstreet (must be a whole number).

Phone Number. Main phone number or phone number of primary contact. Type the
complete phone number with area code (numbers, letters, or allowed symbols).
Include the country code if outside US.

Fax Number. Main fax number or fax number of primary contact. Type the complete
phone number with area code (numbers, letters, or allowed symbols). Include the
country code if outside US.

Web Site. Address (URL) of Web site. Do not include http://.
FTP Host. The server name for the region’s FTP site.
FTP Directory. Thedirectory for the FTP site.

Meeting Site Name. The URL for the region’s Web meetings, including the “ http://”
prefix, as provided by the Web meeting supplier. A meeting site nameand ID is
required in order for employees to schedule and host meetings.

Meeting Site I D. The site ID that enables the organization to host Web meetings, as
provided by the Web meeting supplier.

Description. A description of the region.

4. Click Done.

The Properties page shows a table contai ning detail s about acompany or business unit that
isapotential supplier. This page provides access to modify company or business unit
details.

To view information for a potential supplier

1. Fromthelist of potential suppliers, click the highlighted link in the Name column of

the supplier you want to view, or click & at the end of the row to view the Properties
page in a new browser window.
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The category list for the business unit or company opens in the |eft frame and the
Properties page opensin the right frame, showing details about the supplier. All fields
are read-only.

The Properties page contains details about the business unit or company that isa
potential supplier. For details on specific fields, see Creating a Company, Subsidiary,
Business Unit, or Department.

2. To edit the properties listed, click Edit Details from the page Actions menu. See
Editing Details About a Region.
3. Usethe category list to view additional information about the company or business
unit. For more information, see Viewing Information for a Company.
Editing Details Users assigned to the role of Organization Manager can edit information about a company
About a Potential or business unit that is a potential supplier.
Supplier To edit details about a potential supplier
1. Open the Properties page for the company or business unit that is the potential
supplier.
2. Click Edit Details from the page Actions menu. For more information, see Editing

Details About a Company.
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Lifecycles

NEED TO FIND OUT HOW PEOMOTE/DEMOTE/SIGNATURE WORKS IN V10.5
LIFECYCLES.
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