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Enabling BBeX Purchase Order Notification

Bottomline Business eXchange™ (BBeX) can be configured to notify
users when new purchase orders are uploaded. Notification is sent via
email to the user’s email address stored in BBeX. A separate email is
sent for each purchase order uploaded to BBeX. Emails are sent when
the purchase order is loaded into BBeX. Johnson Controls uploads
purchase order continuously throughout the day.

The following instructions describe the process of enabling purchase
order notification for an individual user. Notification is optional and can
be configured for any or all users. Notification can be disabled for a user
at any time.

It is the supplier’s responsibility to control purchase order notification.
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Enabling BBeX Purchase Order Notification (cont.)

1. Login to BBeX

a. In a supported internet browser enter the URL www.bottomlinexchange.com.

b.  Enter your user ID, typically your email address

c.  Enter your password. Dots will display.

= Bottomline
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http://www.bottomlinexchange.com/

Enabling BBeX Purchase Order Notification (cont.)

2. Change to the Admin perspective.
Depending on your settings you may need to change to the Admin perspective to edit
user settings.

a. Your current perspective is indicated
in the upper right hand corner below
the Logout and Help links.

EPreferences [F|Logout [JHelp

Supplier; ¥

¢ Perspective
i

m Invoice Summary

R —

’Jj Count

Count

'-'""-.__312 In Process 102

b.  If your current perspective is Supplier
use the drop down to select Admin.
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Enabling BBeX Purchase Order Notification (cont.)

3. Select the desired user and change to edit mode.

a.

In the Admin perspective click on the Users tab.

Click on the row of the user

Bottomline Business €@Xchange"

Purchase to Pay
Automation

Bottomline Business @Xchange*

for which notification is to
be enabled.

Home Organizations

Companies Roles Users
Listing Create

earch: | v

Fort|

| Advanced Search/Sort

Users Listing - All [

Pages: 1

User's Name: A, B, C, D, E, F, G, H, I, 1, K, L, M, N, O, P, Q, R, S, T, U, V, W, X, ¥, Z, All

Payees Categories Trading Finance Discount Workflc

The detail view of the user is displayed.
Click Edit below the Users tab to enter
edit mode.

Bottomline Business €Xchange"

Home Organizations Companies Roles Users Pa\reé.
Listing = Jetail Edit Creae

Organization:
Login ID:
Email Address:
User's Name:
Active Date:
Inactive Date:

\I:Cﬁa 1 e W\Sﬁt&s ' _

JCI Test Supplier
jcisupplier@jci.com
jcisupplier@jci.com
joisupplier
4/4/2008

N
Organization Name a gnginm _ Email Address User's Name _
JCI Test Supplier 1 jcisupplier@jci.com /-1.:"-!'. =+ joisuppligr@jci.com joisupplier
JCI Test Supplier 1 :fjciteetsuppli'emdmin' .com jcisuppligradmin@jci. Supplier Admin
s . i .. S M\ ,.*‘BEW&'
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Enabling BBeX Purchase Order Notification (cont.)

4.  Enable Purchase Order Notification

a. Select the Notifications
tab on the bottom
half of the user edit screen.

b.  Mark the check box left of
Accept Purchase Order.

c.  Click the Save button to
save your changes.

5. Click listing to return to the
list of users to enable
PO notification for another
user.

Bottomline Business @Xchange"

Home Organizations Companies Roles Users Payees Categories Trading Finance Discount Wor
Listing | Detail | Edit

Organization: ICI Test Supplier 1

Login 1D: jeisupplier@jci.com c ‘ Save '
Email Address:* e i .

I FCss: |icisupplier@ici com ‘ m“
User's Name:* |j:isuppher

Password:* | ‘

Password Confirmed:* | ‘

Not
ding Relationsh
Owmer
[ send 1nvoice O ap
O app: ice Oreject nvoice
[ reject tnvoice [send h d b
Oreject Purchase Ord: Opayee cl hange x
[send purchase ord
O ace rchase Ord
lationshi
Owmer
Oe

uuuuuuuuuuuuu
ffer for Financing Ooffer for Financing Oaceept for Financing
[ Accept for Financing [reject for Financing
T mnetth, oy PRv S N N nindl A saad VY ST SRR R Nt

6. To return to invoicing change perspective to Supplier or click Logout to exit.

[END]
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Purchase Order Notification Email

[ ‘ ' Notification: Purchase Order 5Y52000008 has had Activity.

$ BEBeX Support to: douglasjverhaalen 12/14/2009 08:26 AM
— Hide Details

Clicking on the PO number

launches BBeX and displays the

purchase order.

From: BBeX Support <bbexsupport@bottomline.com®

To: cverhad@jci1.com

Purchase Order SYS2000008 has had activity on 12/14/2009 9:26:19 AM.
Buyer Company : Building Efficiency - Johnson Controls

Supplier Company : BE Test Supplier 1

Crder value: 2,000 USD.
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