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View Purchase Orders

1) First, log into the TTX Supplier Portal. Please note your username is your email address.

Good morning, Joe Lighthouse!

Sales Supplier Portal Tools Others

Analytics

2) Under the Supplier Portal tab, select the Supplier Portal Application.

Good morning, Joe Lighthouse!

Sales Supplier Portal Tools Others

Supplier Portal

3) Under the Orders subcategory within the Tasks

pane, click Manage Orders. /

Qrders

» Manage Orders

sssssssss

+ Manage Schedules

» Acknowledge Schedules in Spreadsheet



https://www.ttx.com/suppliers/supplier-portal/
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4) Enter the PO number in the Order text field and then click Search.

Manage Orders @

Headers  Schedules

4 Search

Bill-to BU \I|

Search Results

Actions w View v Formatw E B Freeze Wrap

Order Order Date  Description

No search conducted.

Columns Hidden 28

| Advanced | Manage Watchlist | Saved Search | All Orders v

onder [Trxizzsss |

Include Closed Documents.

Supplier Site Buyer

Ordered Currency  Status

Search H' Reset H' Save...

Life Creation
Cycle Date

5) Under Search Results, click the order number.

Manage Orders &

Headers ~ Schedules

b Search

Search Results

Actions ¥ View v Fomaty S Freeze Detach Wrap

Order&aw

Order Date

Description
TTX122858 10/26/2023

Columns Hidden 28

Agvanced | Manage Watchiist | Saved Search | All Ordere v

Supplier Site Buyer

001-CHICAIL Tylinski, Katy 38083 USD

Ordered Currency ~Status

Open

Life  Creation
Cycle Date

o 10/26/2023

6) From this screen, you can view high level PO details. Click the View Details button under the Order Life
Cycle bar graph to dive into the posted good receipts and matched invoices.

Purchase Order: TTX122858 @

Main

4 General

Sold-to Legal Entity TTX Company Supplier

BilfoBU TTX Supplier Site
Order TTX122858 Supplier Contact

Status  Open Additional Contact Email

Buyer Katy Tylinski Bill-to Location

Creation Date  10/26/2023 Ship-to Location

Terms  Notes and Altachments

ORR SAFETY CORPORATION

001-CHICA-IL

CORHQ:-Comorate Headquarters

BNB-Birmingham

Required Acknowledgment  None Shipping Method  TMS-Truck-Standard
Payment Terms  Net 27 Freight Terms  None
FOB None
4 Additional Information
ATTN CONTACT
Lines  Schedules
Aclions v View v Fomaty 7 5 Freeze Detach Wrap
Line Type Item Description Quantity UOM Base Discount Type  Discount Discount
s P Price P Reason
A 1 Goods Big Jake? Ultimate Protec 1 DZ 18475
2 Goods Unlined Cownide Leather 12 PR 219
3 Goods Unlined Cowhide Leather 24 PR 370
4 Goods Grain Pigskin Drivers Glo 1Dz 90.00

Purchase Type
Price  Ordered
18475 18475
219 2628
370 3880
90.00 90.00

Acknowledge

Ordered 38983 USD
Description

Source Agreement

Negotiation

Supplier Order

— Requires signature

— Pay on receipt

— Confirming order
" Requested Promised -
Status  Locaion  poyver Date Delivery Date SMPPING
Open BNB-Birmin__  11/02/2023 TMS-Truck-
Closed BNB-Birmin__ 11/02/2023 TMS-Truck-H
Closed BNB-Birmin__ 11/02/2023 TMS-Truck-
Closed BNB-Birmin...  11/02/2023 TMS-Truck-

(o]

Order Life Cycle

Ordered
Received
Delivered

Invoiced

0 100 200 300 400

W Amount (USD)

| View Details |
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7) From this screen, the posted receipts and matched invoices can be viewed individually.

~ Ordered =

Shipped

Delivered

S~

total amount of order
N/A

Received = total amount of goods receipts posted to PO

total amount confirmed delivered

Invoiced = total amount invoiced

—

—_—
Order Life Cycle: TTX122858

Sold-to Legal Entity  TTX Company Order Life Cycle
Order TTX122856 200
350
Supplier ORR SAFETY CORPORATION
300
Supplier Site  001-CHICAL 2 0 f—
Supplier Contact 2 I Shipped
upplier Contac = 200 Recefved
3 M Deiivered
Ordered  389.83 USD Em e
100
50
0
4 |n-Transit Shipments
Actions v View v Formatw  FE EF Freeze Wrap
Shipment Ship Date ~ Tracking Number Packing Slip
No results found.
Columns Hidden 2
4 Receipts
Actions v View v Formatw FE EF Freeze Wrap
Receipt ReceiptDate  Shipment ShipDate  Packing Slip
1079 110922023 9:
1078 1140072023 9
1077 110972023 9:
Columns Hidden 3
4 Invoices
Actions v View v Fomatw FE B Freeze Wrap
Invoice Invoice Date  Status Paid Matched Amount Receipt Packing Slip
905843439 ) 11082023 Validated 22558 235.58 205.08

Columns Hidden 3

Expected Receipt Date

Returned

Ordered 389.83 USD

Shipped  0.00 USD

Received 205.08 USD

Delivered 205.08 USD

Invoiced 205.08 USD

Shipped Carrier Bill of Lading
Received  Delivered Invoiced Open to Invoice
90.00 90.00 0.00 0.00
8830 8330 0.00 0.00
2628 2628 0.00 0.00
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Creating an Invoice (With a Purchase Order)

1) Under the Invoices and Payments subcategory within the Tasks pane, click Create Invoice.

Supplier Portal
Seseh  Orders | vt tembar
Tasks °
e
" Reguiring Attention Recent Activity Transaction Reports
a Laat ¥ Days Last 30 Diaws
= PO Purchane Ameunt e uso

v Armount ELEAE uso

vt Frce Vanance deunt -]

Invoices and Payments

« Create Invoice

« \iew Invoices

« View Payments

PLEASE PROCEED TO NEXT PAGE
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2) Complete the invoice Header accordingly:
2a. In the *Identifying PO text field, enter the PO number or select it from the drop-down menu.

2b. *Supplier Site and Supplier Tax Registration Number should populate upon entering/selecting
the *ldentifying PO.

2c. From the Remit-to Bank Account drop-down menu, select your bank account to receive ACH
payments. If it is not available, please contact VendorRequests@ttx.com to have your profile updated ac-

cordingly. Otherwise, payment will be issued via check to the address on file.

2d. To the right of Attachments where you see the word “None”, click the plus sign. Then, click
Choose file to attach a copy of the invoice.

2e. In the *Tax Control Amount text field, enter the total amount of tax charged on the invoice. (No
tax = 0. Please do not leave blank.)

2f. In the *Number text field, enter the invoice number.
2g. In the *Date text field, enter the invoice date( not the current date).

2h. If you’re submitting a credit memo, select “Credit memo” from the *Type drop-down menu.

_
Create Invoice @ Invoice Actions w @ Save and Close @
* Identifying PO | | v | Remit-to Bank Account * Number ‘ ‘
Supplier ORR SAFETY CORPORATION Unique RE;E:;:;’;;:' | | * Date ‘ mmiddiyyyy V‘e ‘

Taxpayer ID 61-0471256

Unique Remittance ‘ % " ‘ — v‘
: Identifier Check Digit VP!
* Supplier Site | | v \ Hivuive
Description | | Currency
Address Payment
Attachments None == Currency
Supplier Tax Registration Number | | v |

* Tax Control Amount | ‘

PLEASE DISREGARD CUSTOMER SECTION AND PROCEED TO LINES.
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3) Under the Lines section, click the Select and Add icon.

=]

Lines
View v == Bl cancellLine
Purchase Order Consumption Advice -
* Number * Type Supplier Item Item Description Ship-to Location Control Amo
* Number * Line * Schedule  Number Line
No data to display.

4) Open PO lines will populate under Search Results. For each PO line you need for the invoice you’re sub-
mitting, click any blank space along the line to select the row. (It should turn blue or yellow once selected.)

Select and Add: Purchase Orders x

4 Search | Advanced | Saved Search ‘ v|

** Al least one is required

** Purchase Order ‘ TTX069624 | v | ** Consumption Advice ‘ |

%)

** Creation Date ‘ mmidd/yyyy h:mm a

| Search | | Reset”] | Save|

Search Results

view w iz Detach | Select Al |

Consumption Advice

7|

Purchase Order S lier lte
Nﬂﬁ'npb::rr m Item Description Ship-to Location Ordered
Number Line Schedule Number Line
TTX069624 1 1 | Welder 123 1
. 4 ]
( Apply || OK |[ cancel |
5) Click Apply, and then OK to proceed.
View w i@ Detach | SelectAll |
Purchase Order Consumption Advice Sunplier Ite
NﬂFr]npble:}r ritem Item Description Ship-to Location Ordered
Number Line Schedule Number Line
TTX069624 1 1 | Welder 123 1
1 C
 Apply | OK || cancel |
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6) Review the Quantity and Unit Price text fields of the PO line( s) and make any necessary changes.
6a. Descriptions are optional.

6b. Leave Tax Classification as is.

Create Invoice @ LTSRN save | save and close | submit |l cancel
4 -_—
Supplier  ORR SAFETY CORPORATION Unique Remittance Identifier : * Date | 051152025 e
TaxpayerID  61-0471256 Type  Imvorce
Unique Remittance Identifier Check Digit E VP
Supplier Site  001-CHICA-IL v Invoice Currency USD - US Dollar
Address 1255 RELIABLE PARKWAY, GHICAGO, COOKIL Payment Currency USD - US Dollar
Attachments  None &
Customer
Customer Taxpayer ID 231554199 v Mame TTX Gompany
Address 2151 Hawkins Street, CHARLOTTE, NC 28203
Lines
vieww <= 3 [ | cancellLine |
Purchase Order Consumption Advice Availabl Inveice Li
Type Supplier ltem Item Description Ship-to Location Control Amount  Tax Classification C“';'”‘"“ ° Quantity Unit Price. UOM “ Amount 'I‘J‘;:';: !"'e‘
“Number * Line “Schedule Number  Line ty pio
Total 1744
‘ »
[Summary Tax Lines
View v
Line * Regime * Tax Name Tax Jurisdiction * Tax Status * Rate Name Percentage Per Unit Amount|
No data to display.
[Totals
tems Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
AN 0.00 0.00 0.00 0.00 7714
Retainage Due
0.00 0.00

7) To account for any shipping/handling fees, click the Add icon. <
7a. Select Freight from the *Type drop-down menu.

7b. Enter the same Ship-to Location code as your PO line( s) or select it from drop-down menu.
7c. Enter the total amount of S&A fees charged on the invoice in the *Amount text field.

8) To account for any additional fees that are not on the PO, again click the Add icon. +

8a. Select Miscellaneous from the *Type drop-down menu.

8b. Enter the same Ship-to Location code as your PO line( s) or select it from drop-down menu.
8c. Enter the total amount of S&A fees charged on the invoice in the *Amount text field.

Note: Tax Classification should be left blank in both instances.

| ines
View v % B | cancelLine |
Purchase Order Consumption Advice . .
" Number * Type Supplier tem Item Description Ship-to Location g:ssificatic g:;l:gle Quanti PI:;:: uom * Amount Tﬂxf;g‘d:l
" Number ~ Line " Schedule  Number Line y
I I BN -
1 TTX051 1 1 0366 3 Pound Drilling Hammer NSNPCK-Package v \ EE\ 2 2668 EA 53.36
Total 53.36
Lines
View v % E | cancel Line |
Purchase Order Consumption Advice Availabl
* Number * Type Supplier item Item Description Ship-to Location Control Amount Tax Classification Q‘"" ”‘. < Quantity Unit Price UOM * Amount
* Number * Line * Schedule  Number Line uantity
1 TIX126.. 4 1 MARSLI4R Personal Safety Light \ v 7 EA 7744
Total 714
<
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10) Click Invoice Actions, and then select Calculate Tax from the drop-down menu.

Create Invoice @ Invoice Actions v
Calculate Tax ~ Ctrl+Alt+X
Identifying PO TTX114289 Remit-to Bank Account [ XXXXXX2952 Gancel Invoice ‘ 3215 |
Supplier  ORR SAFETY CORPORATION Unique Remittance Delete Invoice ‘ p—— =
Tax Identifier bt
payer ID  61-0471256
o Unique Remittance ‘ Type Invoice
Supplier Site  001-CHICA-IL Identifier Check Digit Invoice

Address 1266 RELIABLE PARKWAY, CHICAGO, L Currency USD - US Dollar

COOKIL 60686 Description ‘ ‘ Payment USD - US Dollar

N Currency -
Supplier Tax Registration Number v | Attachments  3472685.pdf = 3¢
* Tax Control Amount ‘ 20.00 ‘

11) Review the Totals along the bottom of screen for accuracy.

11a. Items, Freight( if applicable), Miscellaneous( if applicable), and Exclusive Tax totals should
equate to the correct Invoice Amount.

11b. Disregard all other totals. (It’s ok if what’s Due # Invoice Amount.)

Totals

Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
100.50 0.00 0.00 0.00 20.00 120.50
Retainage Due

0.00 100.50

12) Click the Submit button.
12a. If successful, you'll receive a banner notification for confirmation.

12b. !'Please be aware that clicking the Save and Close button puts the invoice in Incomplete status.
Incomplete invoices will not process until they have been submitted.!!

reate Invoice @ Invoice Actions w @ @ @

Identifying PO TTX114299 Remit-to Bank Account [xxxxxngsz | v | * Number ‘ 3215
Supplier ORR SAFETY CORPORATION . - )
Unique Remittance * pate | 07/09/2025 e
Identifier
Taxpayer ID  61-0471256
N Unique Remittance ‘ Type Invoice
Supplier Site  001-CHICA-IL Identifier Check Digit Invoice
Address 1266 RELIABLE PARKWAY, CHICAGO, o Currency USD - US Dollar
COOKIL 60686 Description ‘ | Payment USD - US Dollar
N Currency -
Bupplier Tax Registration Number v | Attachments  3472685.pdf = 3
* Tax Control Amount ‘ 20.00 |

a Irvoece: 2959 has been submitbad B

10
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Creating an Invoice Without a PO

1) Under the Invoices and Payments subcategory within the Tasks pane, click Create Invoice Without PO.

Supplier Portal

Tasks
Orders
Requiring Attention Recent Activity Transaction Reports
= Manage Orders Last 30 Days Last 30 Days
» Manage Schedules Invoice Amount 66.1K USD
Invoice Price Variance Amount 0 UsD

s Acknowledge Schedules in Spreadsheet
Agreements
No data available
« Manage Agreements
Channel Programs

» Manage Programs

Shipments

« Create ASN
» Create ASEN

« Upload ASN or ASBN B schedules Overdue or Due Today B Inveices Overdue

+ View Receipts

» View Returns .
Invoices and Payments

Supplier News
Contracts and Deliverables B Welcome to the TTX Company Supplier Portal
« Create Invoice

+ Manage Contracts

An updated user guide and training video is avai

* Manage Deliverables https:/iwww.ttx.com/suppliers/suppli Create Invoice Without PO
.

Consigned Inventory
+ Review Consumption Advices . VIEW In voIces
Invoices and Payments . View PE‘;’ITIEI'I'S

« Create Invoice

« Create Invoice Without PO
= View Invoices

« View Payments

Negotiations

« View Active Negotiations

» Manage Responses

PROCEED TO NEXT PAGE

11
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2) Complete the invoice Header accordingly:

**Supplier and Taxpayer ID will already be populated. Only concern yourself with the text fields mentioned
below.**

2a. From the *Supplier Site drop-down menu, select the site that provided the good and/or service. If
it's not available for selection, contact VendorRequests@ttx.com to have the profile updated accordingly

2b. From the Remit-to Bank Account drop-down menu, select your bank account to receive ACH
payments. If it's not available for selection, contact VendorRequests@ttx.com to have the profile updated

accordingly. Otherwise, payment will be issued via check to the address on file.

2c. To the right of Attachments where you see the word “None”, click the plus sign. Then click
Choose file to attach a copy of the invoice.

2d. In the *Tax Control Amount text field, enter the total amount of taxes charged on the invoice.
(No tax = 0. Please do not leave blank.)

2e. Enter the invoice number in the *Number text field.

2f. Enter the invoice date( not the current date) in the *Date text field.

2g. If you’re submitting a credit memo, select “Credit memo” from the *Type drop-down menu.

Create Invoice Without PO @ Invoice Actions w m Save and Close @
Supplier  ORR SAFETY CORPORATION Remit-to Bank Account ‘ XXXXXX2952 ‘ v | * Number ‘ 07092025 ‘
Taxpayer ID  61-0471256 : :
Unique Remittance * -
r dentifior ‘ | Date ‘07/09/2025 Y ‘
S lier Sit: ‘ 001-CHICA-IL ‘ —_—
upplier Site v Unique Remittance . o
1206 RELIABLE PARKWAY, CHICAGU, Identifier Check Digit Type | Invoice A
Address I .
COOKIL 60686 | . -
L nvoice
Description ‘ | ‘ USD - US Dollar V‘
Supplier Tax Registration Number ‘ ‘ v \ (:Pil;:rle?: S
Attachments inv 3421307-2007-7.pdf = 3 Currency USD - US Dollar
* Tax Control Amount ‘ |
Customer
* Gustomer Taxpayer ID | 23-1554199 v | Name  TTX Company * Requester Email | efree.turrentine@ttx.com
Address 2151 Hawkins Street,
CHARLOTTE, NC 28203 Requester Name  Jefree Turrentine

3) Whomever your TTX contact is for the order you’re invoicing is what we refer to as the Requester. Enter
their email address in the *Requester Email text field of the Customer section. (TTX email format = First-
name.Lastname@ttx.com)

3a. Please disregard all other text fields in the Customer section.

Customer

Name TTX Company

2151 Hawkins Street,
CHARLOTTE, NC 28203 Requester Name Jefree Turrentine

* Customer Taxpayer ID ‘ 23-1554199 ‘ v | * Requester Email | jefree turrentine@ttx.com

Address

12
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4) Under the Lines section, click the Add icon(+) and then complete the line that populates as follows:

4a. Under the *Type column, select Item from the drop-down menu for all goods and/or services( if
not already populated).

4b. Your Ship-to Location coincides with the ship-to address on the invoice. Please utilize the FMO
Contact Detail spreadsheet to determine the correct code to enter or select from the drop-down menu. All
corporate invoices should have a Ship-to Location of CORNC.

4c. Disregard Ship-from Location and Tax Classification columns.

4d. In the *Amount text field, enter the total of the invoice minus any taxes. (Please do not break out
charges. All but tax should be entered on a single Item line.)

4e. Description is optional.

Lines

View w <= [E 3 | CancellLine

* Number  * Type Ship-to Location Ship-from Location Tax Classification * Amount Invoice Line Description

1 Item v‘ ‘ ‘ v \| ‘ | v \\ ""VENDORC* v \| ‘ ‘ ‘

5) To account for any shipping/handling fees, click the Add icon.
5a. Select Freight from the *Type drop-down menu.
5b. Enter the same Ship-to Location code as your PO line( s) or select it from drop-down menu.
5c. Enter the total amount of S&A fees charged on the invoice in the *Amount text field.

6) To account for any additional fees that are not on the PO, again click the Add icon.
6a. Select Miscellaneous from the *Type drop-down menu.
6b. Enter the same Ship-to Location code as your PO ling( s) or select it from drop-down menu.
6¢. Enter the total amount of S&A fees charged on the invoice in the *Amount text field.
Note: Tax Classification should be left blank in both instances.

| ines
View ¥ % E | cancelLine |
Purchase Order Consumption Advice " .
*Numbe * Type Supplier tem Item Description Ship-to Location (T:T;ssiﬁl:ﬂli( I-"\;':;I:gle Quanti Plr'ig: uom * Amount Taxﬁ[ﬁzﬂ:l
* Number * Line * Schedule  Number Line Yy
2 Freight v v DZ\
3 L
1 TIX051... 1 1 0366 3 Pound Drilling Hammer NSNPCK-Package v \ Dz\ 2 2668 EA 53.36
Total 53.36
Lines
View v 3 E | cancelLine |
Purchase Order Consumption Advice Availabl
* Number ~ Type Supplier ltem Item Description Ship-to Location Control Amount Tax Classification Q"a'“t.e Quantity Unit Price UOM * Amount
*Number *Line *Schedule  Number  Line uantity
: — wewond s —
1 TIX126.. 4 1 MARSLI4R Personal Safety Light v | v 7 EA 744
Total 1714
<



file:///C:/Users/TRSASP/Documents/Supplier Portal FMO Contact Detail.xlsx
file:///C:/Users/TRSASP/Documents/Supplier Portal FMO Contact Detail.xlsx
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7) Click Invoice Actions, and then select Calculate Tax from the drop-down menu.

Create Invoice @ Invoice Actions v
Calculate Tax ~ Ctrl+Alt+X
Identifying PO TTX114289 Remit-to Bank Account [ XXXXXX2952 Gancel Invoice ‘ 3215 |
Supplier  ORR SAFETY CORPORATION Unique Remittance Delete Invoice ‘ p—— =
Tax Identifier bt
payer ID  61-0471256
o Unique Remittance ‘ Type Invoice
Supplier Site  001-CHICA-IL Identifier Check Digit Invoice

Address 1266 RELIABLE PARKWAY, CHICAGO, L Currency USD - US Dollar

COOKIL 60686 Description ‘ ‘ Payment USD - US Dollar

N Currency -
Supplier Tax Registration Number v | Attachments  3472685.pdf = 3¢
* Tax Control Amount ‘ 20.00 ‘

8) Review the Totals along the bottom of screen for accuracy.

8a. Items, Freight( if applicable), Miscellaneous( if applicable), and Exclusive Tax totals should
equate to the correct Invoice Amount.

8b. Disregard all other totals. (It's ok if what’s Due # Invoice Amount.)

Totals

Items Freight Miscellaneous Inclusive Tax Exclusive Tax Invoice Amount
100.50 0.00 0.00 0.00 20.00 120.50
Retainage Due

0.00 100.50

9) Click the Submit button.
9a. If successful, you'll receive a banner notification for confirmation.

9b. I'Please be aware that clicking the Save and Close button puts the invoice in Incomplete status.
Incomplete invoices will not process until they have been submitted.!!

reate Invoice @ Invoice Actions w @ @ @

Identifying PO TTX114299 Remit-to Bank Account [xxxxxngsz | v | * Number ‘ 3215
Supplier ORR SAFETY CORPORATION Uniaue Remit )
nique el'("" ?.’;'."e ‘ | * Date ‘07/09/2025 E‘9|
Taxpayer ID  61-0471256 entitier
N Unique Remittance ‘ Type Invoice
Supplier Site  001-CHICA-IL Identifier Check Digit Invoice
Address 1206 RELIABLE PARKWAY, CHICAGO, o Cumany USD - US Dolar
COOKIL 60686 Description ‘ | Payment USD - US Dollar
N Currency -
Bupplier Tax Registration Number v | Attachments  3472685.pdf = 3
* Tax Control Amount ‘ 20.00 |

a Irvoece: 2959 has been submitbad B

14
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View Invoices

1) Under the Invoices and Payments subcategory within the Tasks pane, click View Invoices.

Supplier Portal

Tasks

Orders

« Manage Orders

« Manage Schedules

Requiring Attention Recent Activity Transaction Reports
Last 30 Days Last 30 Days
Payments 1 Invoice Amount 451K USD

ledg

Agreements

Channel Programs

« Manage Programs

Shipments

= Create ASN
s Create ASEN

= View Receipts
« View Retumns

« Manage Contracts
« Manage Deliverabk

Consigned Inventory

« Create Invoice

« View Invoices
« View Payments

Negotiations

hedules in Sp

« Manage Agreements

+ Upload ASN or ASEN M Schedules Overdue or Due Today B Invoices Overdue

Contracts and Deliverables

« Review Consumption Advices

Invoices and Payments

s _Create Invoice Without PO

= View Active Negofiations
« Manage Responses

Invoice Price Variance Amount 0 UsD

Supplier News
H Welcome to the TTX Company Supplier Portal

An updated user guide and training video is available at

s https/iwww ttx com/suppliers/supplier-portal/. (released 02/20/2024)

If you have any questions, please contact the AP Department at 312-853-3223.

2) Feel free to search your invoices by any of the text fields shown on this screen. They are designed

to be used

as filters for you to easily locate and view invoices. For example:
Enter an **Invoice Number and then click Search to view a specific invoice.

Select your company’s name from the **Supplier drop-down menu and then click Search
to view all invoices in the system for the supplier.

Enter a **Purchase Order number and then click Search to populate all invoices in the
system associated with that PO.

View Invoices

4 Search

Search Results
Vieww 7 [ Detach

Invoice

No search conducted

N e Invoice Date  Type

| Advanced | saved Search | Al Invoices v

** At least one is required

** supplier v | Invoice Status.
Supplier Site | ORR SAFETY CORPORATION 102710 | Paid Status E

Search.

™" Purchase Order l Payment Number :

| search | Reset || Save... |

Purchase

Unpaid Invoice Invoice Payment
Order

Supplier Supplier Site Amount Amount Status  Number Comments

15
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3) Under Search Results, click any invoice number to open it up and view details beyond what’s already

showing( Invoice Date, Type, Purchase Order, Supplier, etc).
[T oS

4 Search Agvanced Saved Search Al Imvoices v
** Invoice Number Consumption Advice
** Supplier _ v Invaics Status
Suppler Site v Paid Status. A
** Purchase Order Payment Number
Search Reset Save..
Search Results
vieww 7 Detach
o, oD Tie Q5 suppier A swolarsie U o e
ISPzt 12032015 Standard _ 001-Naghv-TH 100000 USD 100000 USD ol
Status Legend:
= Approved—fully approved and ready for payment
= In process— invoice making its way through approval workflow
= On hold—missing information required for processing. For PO invoices, this means the goods
receipt is missing( Contact PO Requester). For non-PO invoices, this means the distribution is
missing( Contact assigned Requester).
= Incomplete—needs to be completed and submitted or canceled
= Pending import—in assigned requester’s queue awaiting coding and approval into the system
= Pending payment—payment in process, will pay out when due
= Canceled( self explanatory)
4) Click Done to return to the previous screen.
Invoice: TCA PO 001 DEV5 =

Business Unit TTX Invoice Amount  8.41 USD

Legal Entity Name  TTX Company
Unpaid Amount  8.41 USD Invoice Type  Standard

Description

Supplier or Party  ORR SAFETY CORPORATION

Payment Currency  USD
Supplier Site  001-CHICA-L
1266 RELIABLE PARKWAY, CHICAGO, COOKIL Tax Control Amount  0.10 Funds Status @ Reserved
Address (000 g

Attachment  Invoice 2025-06-09-001.pdf
Invoice Date 06/23/2025

Lines  Paymenis

Items

vieww Ef [z Detach

Budgetary Control uom Purchase Order Receipt C““;\z'&‘i““ Tax Determinants
Line Amount Description Quantity  UnitPrice
BudgetDate  Funds Status Number  Line  Schedule  Number  Line  Number  Line  Ship-to Location
1 831 Class 2 Breakaway Safety 06/23/2025 @ Reserved 1 831 EA TTX126503 4 1 TACO-Tacoma
Summary Tax Lines Shipping and Handling
View v
Line “Regime * Tax Name Tax Jurisdiction “ Tax Status. * Rate Name Percentage Per Unit Amount Line  Type Amount
1 VERTEX COMMON... VERTEX TAX VTX_VERTEX_.. Standard sTD 118 04 +  Noshipping and handiing.
2 VERTEXUS TAX cImy TACOMA Standard 8TD 17 014
3 VERTEXUS TAX COUNTY PIERCE Standard STD 0 0
4 VERTEXUS TAX SALES_TAX_DISTRIC’ PUBLIC TRANS. . Standard STD 06 0.05
5 VERTEX US TAX SALES_TAX_DISTRIC’ TRANSPORTAT _  Standard STD 01 001 -

16
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View Payments

1) Under the Invoices and Payments subcategory of the Tasks pane, click View Payments.

Supplier Portal

Sesch  Ordecs = Contens Sementeer

Tasks o

free—
Requiring Amention Fecent Activity Transaction Reports

- Manage v uso
" " — e
Agresaess " use
Shpments
s
- e T e L
Dotes aties

o Supplier Hews
Conmgacd imveatery

Imvoices and Payments

2) In the “*Supplier text field, enter or select your company name from the drop-down menu. Then,
click Search. (Feel free to utilize other text fields to filter results.)

R R T R ——]
View Payments [ 0o

4 Search

Advanced Saved Search All Payments

** At least one is required

** payment Number v
Payment Status Supplier Site v
Payment Amount Payment Date mm/dd/yyyy E‘o
| Search | Reset  Save...
Search Results
i
---------------------------------------------------------------------------------------------------------------------------------------
View Payments @
4 Search Advanced Saved Search Al Payments
“* Al least one is required
** Payment Number = Supplier _ B
Payment Status Supplier Site v
Payment Amount Payment Date  mm/ddlyyyy o
Search | Reset  Save..
Search Results
view v [ Detach
Payment Invoice " P Payment Payment .
N Payment Date  Payment Type Noee Supplier Supplier Site et S Remit.to Account
169 101712019 Payment Process Re... Muliiple _ 001-Nashv-TN 3139372USD Negofible  XXOOG(X(X9943

17
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Actioning Incomplete Invoices

Note: Incomplete invoices must be submitted or canceled.

1) Under the Invoices and Payments subcategory within the Tasks pane, click View Invoices.

Supplier Portal

Search Orders v  Order Number =3
Tasks
Orders
Requiring Attention Recent Activity Transaction Reports.
= Manage Orders Last 30 Days Last 30 Days
= Manage Schedules 1 Orders opened 4 Inveice Amount 406544 usp
- Acknowledge Schedules in Spreadsheet Receipts 1 Invoice Price Variance Amount usb

Agreements
- Manage Agreements
Shipments

- Manage Shipments
Create ASN

Create ASBN

- Upload ASN or ASBN

21

- View Receipts

= View Retuns
M Schedules Overdus or Dus Today M Invoices Overdue

Deliverables

= Manage Deliverables

Invoices and Payments

Supplier News
Consigned Inventory

= Review Consumption Advices .
+ Create Invoice

+ Review Consigned Inventory
- Review Consigned Inventory Transactions

Invoices and Payments

- Create Invoice

= Create Invoice Without PO

» View Invoices

- View Invoices

« View Payments

- View Payments

2) In the **Supplier text field, enter or select your company name from the drop-down menu. Then, select
“Incomplete” from the Invoice Status drop-down menu.

View Invoices @

4 Search \lAgvanced’\ Saved Search | All Invoices ~

= At least one is required

** Invoice Number \:I
** Supplier | Welding Associates v \
" Purchase Order \:I

Search Results

Viewv
Invoice : Purchase . e Unpaid Invoice | Pa
Number Invoice Date  Type order Supplier Supplier Site Ambant Amoune Invoice Status Ny, Comme:
No seaich conducted
e

Consumption Advice
Paid Status v
.

3) Click the Invoice Number to open the invoice.

View Invoices

4 Search

“ ot |
** Purchase Order :

Search Results

Vieww F
Invoice " Purchase "
Number Invoice Date Type Order Supplier
5655 0712812022 Standard TTX076173 Welding Associates

| Advanced | saved Search | All Invaices M

** At least one is required

Invoice Status

Paid Status

| search || Reset || save... |

I Unpaid Invoice | Pa
Supplier Site Amount Amount Invoice Status Nu ‘Commer
001-CHICA-IL usD 2500USD Incompleie

18
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4) To cancel an invoice, click Invoice Actions and then select Cancel Invoice from the drop-down
menu.

IEdil Invoice @

Invoice Actions Save and Close

Cancel

Calculate Tax  Cirl=Alt=X
Identifying PO TTX076173

o N e e I
Supplier Welding Associates
Taxpayer ID

Unigue Remittance Identifier Check Digit E Type  Invoice
Supplier Site  001-CHICA-IL v

Invoice Currency USD - US Dollar
powion | ]
Address 123 Green Street, CHICAGO, COOKIL 60606 Payment Currency USD - US Dollar
Attachments None 4+
B

Tax Control Amount

Customer

Customer TaxpayerID  23-1554199 v Name  TTX Company
‘Address

Lines

veww 4+ X B

Purchase Order Consumption Advice Tax Control Availabl
* Number * Type Supplier ltem Item Description Ship-to Location ax ‘o on ¢ Tax Classification Q" ar "‘. e Quantity Unit Price UOM * Amount
* Number * Line *Schedule  Number  Line mount uantity
1 item v TTXO076.. 1 1 Wekding Rod WRRX-TTX - n I:B 1 25 EA 25.00
Total

2500
Summary Tax Lines

5) Click OK to confirm the cancellation or Cancel to withdraw it.

***Please note: Invoice numbers can never be reused even if canceled. If you need to submit a new in-

voice in place of one that’s been previously submitted, you must add at least one additional character to the
new invoice number.***

A\ Warning

‘You can't update the invoice number or reuse the number once t's canceled. Do you want to continue and cancel the

invoice?

6) To return to the previous screen, click Cancel.

Edit Invoice @ Invoice Actions v Save | Saveand Close  Submit
Identitying PO, TTX076172 Remit.to Bank Account - Number 5555
Supplier  Welding Associates
Unique Remittance Identifier Date 07/28/2022
Taxpayer ID
Unique Remittance Identifier Check Digit Type Involce
B - Invoice Currency USD - US Dollar
Description
Address 123 Green Sireet, CHIGAGO, GOOKIL 60605 payment Currency USD - US Dollar
Attachments  None
Supplier Tax Registration Number v
Tax Control Amount
Customer
Customer Taxpayer ID 231554193 v Name _ TTX Gompany
Address
Lines
View v Cancel Line
Purchase Order Consumption Advice Tax Control Availabl
“ Number * Type Supplier Item Item Description Ship-to Location ax A':g“ ot Tax Classification 5:;:“ © Quantity Unit Price  UOM = Amount
“Number * Line “Schedule Number  Line iy
1 Item v TTXO0T76. 1 1 ‘Welding Rod WRRX-TTX-W w v 0 25 EA 0.00
Total 000
[ cssssss———————————————————————————————————————————————————
e ———
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7) The invoice will show Canceled under the Invoice Status column. (The invoice statuses are hyperlinks
that you can click to view details.)

Search Results

view v  F3 [ Detach

',:‘:":'i;; Invoice Date  Type g"“;ﬂr"““ Supplier Supplier Site :""‘g::" A"r‘r‘\’:fne‘ Invoice Status
1 071282022 Standard  TTXO76174  Wekding Associates 001-CHICAIL 27.56USD 2756 USD On hold

3333 0712812022 Standard TTX076175 Welding Associates 001-CHICA-IL 33.08USD 3308 USD On hold

5555 Q712812022 Standard TTX076173 Welding Associates 001-CHICA-IL 0.00 USD 0.00 USL. Canceled
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Accept/Reject RFP Negotiation Invitation

1) Once the RFP is published, you'll receive an email prompting you to accept or decline the invitation. Click
the Accept Invitation or Decline Invitation button to make your selection.

Negotiation Invitation

Working Together...Reimagined (Free

Address Software) RFP
TTX Company

From Julia Shefelbine

RFCO NEGDODB12

Opens 07/19/2021 1:17 PM

Closes 07/28/2021 5:00 PM

Working Together...Reimagined (Free Address Software) RFP

Accept Invitation ‘ Decline Invitation

2) Click the negotiation number to access the RFP/Negotiation.

Megotiation Invitation

Working Together...Reimagined (Free

Address Software) RFP
TTX Company

From Julia Shefalbine

HFQ NEGDDDE12

Jpens OTME2021 1:1T PM

Closes OTIZEM021 5:0:0 PM

Wiorking Together.. Redmagined (Free Address Softwane) RFP

Accept | nvilaton Decline Inwilation
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3) Select the row that previews the negotiation details( should turn blue), then click the Acknowledge Partici-

Activs Magaoliations

T S0 Cadial Bla'wlid @ Thiie

¥ Bearch Wirags Maldhial Sewd Ssech  Cpen ceivom T
Saprch Resuls

dcliora w View w Forwi w 162 =" Wi kchroaradge P Grmain L L

Begaiation  Trie e M- Clcas Disis o P W N i SRR

WEDRIAES Tl AR L] 1 Dy 37 Howarn MO 1L n [~} e

4) Beside Will Participate, select Yes or No. Note to Buyer is optional.

4a) Click OK when you’re done.

Acknowladge Partcipastion

Wil Particizats & Tex

R

Higle ts By

5) To view the RFP, click the negotiation number hyperlink.

Active Megoliatons

Tirrn 2orw Daniead Sianderd Terw

Sk rA Hidmd J

F Ssarch S MMONE]  RRoed G N e BT "
Seardh Results
Edem w Yiw § Fomesl 5 B = Dwuch " Ackecwisige Ferioowion  Jessle Faapoese Sooen Tor
‘Mg chalizs T Four Wl Urraad Paozoroe
Hepohodon  Tibe g Rerusining Cloan Dals = P M a POF 3 hira
= e BFID RFI: 1060 31 HESE  (EELEIG A H = 5
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Submitting a Negotiation Response

1) Under the Negotiations, click View Active Negotiations.

Supplier Portal

Tasks

Orders

« Manage Orders

« Manage Schedules

. ge Schedules in Sp

Agreements

« Manage Agreemenis
Channel Programs

« Manage Programs

Shipments

» Create ASN

= Create ASBN

= Upload ASN or ASBN
« View Receipis

= View Retums
Contracts and Deliverables

« Manage Contracts

« Manage Deliverables
Consigned Inventory

« Review Consumption Advices
Invoices and Payments

= Create Invoice
= Create Invoice Without PO
= View Invoices

« View Payments

Negotiations

« View Aclive Negotiations

« Manage Responses

Qualifications

Company Profile

« Manage Profile

E| Supplier News

Welcome to the TTX Company Supplier Portal

An updated user guide and training video is available at
https:/iwww._ttx com/suppliers/supplier-portal/. (released 02/20/2024)

If you have any questions, please contact the AP Department at 312-853-3223.

2) Click the Create Response button.

PACIhee Nagoliaions

* Search

JSnirch Rasdils
Salms o View p Fawed w
Pegelalion  Tile

e S =] &1

Galurrh Hiddea 4

Tirs Zora Denkesl Secned Tirea

M BMEEML  Bavn] Seanh Cper bl =
Guisxk A ik fneiedpm Pl il Cossle Beyaase (e
g bl s Tirne orar W Uiead Resportss
Typs Rsrraining Clase Dale n ass Purticim o Yiew FOF . ix bant
ARG 100y S . CARREIG 11 ea 0 o ]
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3) Review and complete each section of the negotiation accordingly:

Note: Use Next and Back buttons to navigate between sections.

1. Overview:

1a. Complete Request Valid Until and Attachments fields at minimum. Other fields optional.

o ©
Cwprn . Enguir o B
Greate Response (Quota 20001 Overview COCEIEIDEED O CINCIED
3 A ENANGAT 1337 P
Garirs Bawrderr Tws
T el ARG Gk B 00 TCEa0 1140 AN
Trm Asnmerg T
General
Bamn im yEe b -
As'ngras b
Heppbaian Currescs I
REE T B
Emmporms Durrency  UEL
Frice Frecinics. & Decimain ik 1T S — 447V B O ey e W
M ey W alid Ll R 1150 AR o

2. Requirements:
2a. Complete all fields marked with an asterisk(*)

2b. Be sure to use the arrow to navigate between the different sections for Requirements

T S A
Tt REE L |
e
Tems Farmaimimy 1 Sy T Mo e I
: - 1
S o 1. Coimnef Ik ksn
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3. Lines:

3a. Complete Response Price field at minimum and Promised Delivery Date when/if applicable.

Crailn Raspanis (Quate J0001 ) Linas

Taras Daoma. mi

Rncars Baimermsi | o Hiiman §

Camrad Tamaky

e ey e g e e ey

I -1

2 &t

srani daamased T

o Dose  JBSOOGED o

o Dby
e Fegpsrad Ramscrs Framme
ey Creais dimmin Caimgmp hamn Gard Friom  Aeparse Frine . T usrRes o
+ 4% FTEA e ¥ -3 ME EVERTEN O

4. Review Response:

4a. Review each section of the response for accuracy and completeness.

Foaiow Resporas: Ouohs 20001

T i 7 Dy 70 Himamn

L

Geneml

T
gl bl ey
Sruaerie Sawan

Prics Fmpimon b

B wpmroes pa L a

PO T ) P
Caical Barsdad Teer

Clwie Dl TRTEICON 11 8850

L PR
Harir a B ym

Ay

4) When you're finished reviewing, click Save. Then, click Actions and select Validate from the drop-down

menu. Lastly, Click Submit .

NPy ' Flica prorisan: Ohicrka 20000

e & T T

Treriew e

Genaral
oA o Roan Ly
Brgenrma s Cremrp

L1 o e e c

gt e

OO0 e

o R
O 0 13 S P
T R R
Thers Dide

e

B A
PR N

a L
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Manage Profile

1) Under Company Profile at the bottom of the Tasks Pane, click Manage Profile.

Supplier Portal

Orders

« Manage Orders
+ Manage Schedules

s Acknowledge Schedules in Spreadsheet
Agreements

= Manage Agreements
Channel Programs

+ Manage Programs
Shipments

« Create ASN

» Create ASBN

« Upload ASN or ASBN
« View Receipts

= View Retumns
Contracts and Deliverables

+ Manage Contracis

= Manage Deliverables
Consigned Inventory

+ Review Consumption Advices
Invoices and Payments

» Create Invoice

« Create Invoice Without PO
= View Invoices

+ View Payments

Negotiations

+ View Active Negoliations
= Manage Responses

Qualifications

Company Profile

+ Manage Profile

Requiring Attenticn

I Schedules Overdue or Due Today B Invoices Overdue

E| Supplier News

Welcome to the TTX Company Supplier Portal

Recent Activity
Last 30 Days

No data available

An updated user guide and training video is available at
hitps /iwww ttx. com/suppliers/supplier-portal/. (released 02/20/2024)

If you have any questions, please contact the AP Department at 312-853-3223.

Transaction Reports
Last 30 Days

124M USD
0 UsSD

Invoice Amount

Invoice Price Variance Amount

2) Click over to the Contacts tab. Then, click Edit in the top right corner of the screen.

Company Profile @

Organization Details  Tax Identifiers ~ Addresses | Contacts

View w Format w  Status | Acti =4 Freeze

z
Fj
3

Columns Hidden 7

Payments  Business Classifications

Detach

Products and Services

Wrap

&% JobTitle aw Email av
R ——
———
———————
TTX ch———
sisiaaii—
L

Status

Ad'“'“"“;“"'* User Account

Phone
L] [ Active
] Active
] Active
9

Active

Active

Active
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3) Click Yes to proceed in creating a Profile Change Request.

A Warning x
POZ-2130390Making edits will create a change request for the profile. Do you

4) Click Actions, and then select Create from the drop-down menu. (Change Description is optional.)

it ProfsCharge Recuest: 201

Change Description

Contacts

(VIR few v Fomaty o 4 Status Aclive v Freeze  fy'| Detach Wrap

Create ini il
oo | & JobTitle Av Emall & Phone AAmINISIOtve  yjsor pccount  Status
Ede
lighthouse@nomail.com Active
| Delele } UL © ©

Columns Hidden 7

5) Complete the *First Name, “Last Name, and Email text fields at minimum. All other fields are optional.

Salutation Phone

* First Name | Mobile

4
-

| [
I |
)L |

4

4

Middie Name | | Fax

| Last Name | Email
Job Title Status | Active

[] Administrative contact

'

4 Contact Addresses

Actions v View v Format v B Freeze g Detach Wrap
Address Name Address Phone Address Purpose Status
Mo data to display.

Columns Hidden 5

4 User Account

l:‘ Request user account

Roles  Data Access

Actions v View w Format w Freeze g Detach Wrap
Role & <7 Description
Mo data to display.
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6) To give the contact administrative privileges over the profile allowing them to submit profile change re-
quests, check the Administrative contact box.

7) To create a user account for the contact, check the Request user account box.

**Please note that under User Account, you can customize their Roles and Data Access as well. Options to
Select and Add and Remove can be found under the Actions drop-down menu. You can also utilize the Se-
lect and Add icon.** =

8) Once you’re done, click OK.

Create Contact x
Salutation D Phone | | = || || || |

* First Name ‘.Johnny Mobile | ‘ b4 |‘ H ‘

Middle Name | Fax | | = || || |

* Last Name |Appleseed Email |Johnny.Appleseed@tb;.com |

Job Title ‘

+| Administrative contact
4 Contact Addresses
Actions v View v Format v E Freeze im: Detach Wrap
Address Name Address Phone Address Purpose Status

Mo data to display.

Columns Hidden 5

4 User Account

+| Request user account

Roles Data Access

View v Fomaty 3 B Freeze im! Detach Wrap

Remove &7 Description

Select and Add wvable Specialist Manages invoices and payments for the supplier company. Frimary tasks include submitting invoices as well as tracking in... =
Supplier Bidder Sales representative from a potential supplier responsible for responding to requests for quote, requests for proposal, requ...
Supplier Customer Service Representative Manages inbound purchase orders and communicates shipment activities for the supplier company . Primary tasks include ...

| Create Another | 0K | Cancel |
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9) Click Review Changes.

Edit Profile Change Request: 723023

ot Grange Roavef v Changos J 5ot | 3oe ond G

Change Description

Contacts

\_minns v |View v Formatw o ' 3 Status Freeze  [g] Detach Wrap
Name A JobTitle A Email A Phone Administrative |jser Account  Status
Appleseed, Johnny Johnny.Appleseed@ttx.com (-] Active

10) After reviewing your changes, click Submit. If you need to go back and change anything, click Edit.

Reviow Changos oD
Change Description
%
4 Contacts
View v Format w Freeze [g| Detach Wrap
Name A% JobTitle A5 Email &% Phone AdmInISIatYe  yser Account  Status Details
+ Appleseed, Johnny Johnny.Appleseed@ttx.com (] Active =]
Columns Hidden 7

11) You'll receive a pop up confirming submission if done correctly.

11a. Click OK, then Done to return to the previous screen.

@ Confirmation X

Your profie change request 79005 was submdted for
appeoval

OK

**Qur Vendor Request team( VendorRequests@ttx.com) will process the request. Please allow them 24-48
hours.**
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