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1 Internet Ordering System Overview

The mainf unctions ofthe Internet Ordering System (I0S) are to
enable our customers to

1. Enterand submitorders ;

2. Perform o rder and account inquiries;

3. Maintain alistof favourite products ;and
4

Maintain their account s.

1.1 System Access

Saputods I nternet OilséwifallentgallSystem (I OS]
@Note: customers who haveavalid Account Number, User Name and
The Account Number is Password. The application can be accessed 24/7 via the

SaputShipgo
number of the customer
who is logging in.

following url : https:/orders.saputo.com/

When accessed, the Login Page is displayedas shown below :

Saplﬂa. Internet Ordering System

- N

Welcome to Saputo's Internet Ordering Company Saputo Canada [=]

System!
Account Number.

Please login to place an order, make inquiries on
existing orders, or manage your online account. Please
note, after 2 hours of inactivity, you will automatically
be signed out of your account.

no - update 201311

ContactUs | Help | Privacy Policy | Legal Notice
Neiloon. [EED Baxter. Dafyand

All Rights Reserved @ Saputo Inc. 2008

The fouroptions below are presented at the bottom of the
page and are also available fromwithin the application

1 ContactUs: Clickon this selection to view contact
i nformation for Saput epartme@ust omer S

1 Help: Thislink provides access to the User Manual
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https://orders.saputo.com/

1 PrivacyPolicy: Clickont hi s | ink to view Saputo
Policy.

1 Legal Notice: Selectthislinkto view legal information
related to this website.

1.2 Setting up a New Account

If you currentlyd o not have access to the Internet Ordering
System (I0S) and would like to set up an account:

1. Contact Saputods Customer Service d
the information provided on the Contact Us page.

2. Advise the Saputo Representative that you wish to use
the Inter net Ordering System.

3. You will be provided with a PIN to access the IOS for the
first time.

4. Onceinthe system you will be able to set up the
usernames and passwordsyou require  foryouraccount .
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2 Logging In and Signing Out
2.1 LogginglIn
To loginto the Intern et Ordering System:

1. Inthe Company field dropdown list s electthe Saputo
Company that your account is with.

2. Enteryour Account Number.

3. Clickon Next. The User Name and Password fields will
now be displayed as shown below:

,/r-

@N ote:

Welcome to Saputo’s Internet Orderin, Company: hd
Use the Reset buttonto psystem! ¢

Account Number.

clear the User Name and Please login to place an order, make inquiries on

existing orders, or manage your online account. Please
Passwordfields note, after 2 hours of inactivity, you will automatically User Name

. be signed out of your account.
no - update 2013!! Password
Reset

4. Enteryour UserName and Password inthe spaces
provided.

5. Clickonthe Logln button. The Place Order page will be
displayedas shown inthe example on the following

page:
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Account: JOOMKXK
TEST ACCOUNT - 108

i My Account €] Sign Out

Sa 1710' Internet Ordering System

Place Order | Order History | Favourite Lists | Account Inguiry

4 N

Delivery Date: Copy Order
To place a new order, select a desired delivery date from the list below:

Don't see the date you need?

Delivery Day Date Status | Existing Orders

@ Wednesd 30-Apr-2014 | Open (none)
canescay [T Allow OFf Days

© Fri 02-May-2014 | Oy )

O Friday ay FE | Please Note:

- Saturday 03-May-2014 | Open (none) You may only choose an off day delivery if you have
- X made arrangements with Saputo to do 50 6.g. fo

(- Monday 05-May-2014 | Open (none) accommodate for a holiday schedule.

© Wednesday | 07-May-2014 | Open (none)

© Friday 09-May-2014 | Open (none)
) Saturday 10-May-2014 | Open (none)
© Manday 12-May-2014 | Open (none)
© Wednesday | 14-May-2014 | Open (none
* Friday 16-May-2014 | Open (none)
© Saturday 17-May-2014 | Open (none)
© Manday 19-May-2014 | Open (none)

) wednesday | 21-May-2014 | Open (none)

: ' Or, select a future delivery date from the calendar below:
July 2014 =

Sun  Mon Tue Wed Thu Fri Sat

ContactUs | Help | Privacy Policy | Legal Notice
Baxter. Dagond. Neiloon. [IEER

All Rights Reserved @ Saputo Inc. 2008

2.2 Signing Out

The following isdisplayed  inthe top right corner of each page
of the Internet Order System (I0S):

Account:  XXXXKXXX
TEST ACCOUNT - 105

fh My Account €] Sign Out

1. Clickon SignOut . The current sessionwill be
terminated and the Login page  will be displayed .




2.3 Session Time-Outs

All sessionswill time out after 2 hours with no activity taking
placeinthe system. When a session times out the following
message will be displayed to the user:

Your session has expired. Click
here to login again.

Should you wish to continue workingin the Internet Ordering
System simply click on the link provided. You will be returned
tothe login page whereyoumay  log back into the application

S‘Ipm Internet Ordering System User Manual 5
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3 Managing Your Online Account

Account Owners have accessto manage  all users associated
with their online account. As such, Account Owners may
perform the following functions:

View Account Information;

9 Selectwhetherornot order confirmations shouldbe
sent by email to specified email addresses;

1 Changepassword s;

1 Add Users to their account;

9 Edit User Account Information;

1 Viewthe lastlogin date of users associated to their
Account.

Instructions for performing these functio ns are provided in the

remainder of this section.

3.1 Viewing AccountInformation

To View information related to your I0OS account:

1. Logintothe Internet Ordering System. The following is
displayed in the top right corner of each page:

Account: XXX
TEST ACCOUNT - 105

fih My Account 4] Sign Out

2. Clickon MyAccount. The account management page
will be displayed as shown in the example below:

User Name:
Account Options First Name
Edit My Account
Change My Password
Add User

Test

Last Name: Test

Email test@test.com [¥]Email Order Confirmation
Status: Active El

Edit User

<< Selact > E Administrator? @ ves  No

Last Login: 13-May-2014

[ Update ][ Cancel




3.2 Turning Confirmation Emails On or Off

The option to enable or disable the receipt of email order
confirmations is provided on a user by user basis. As such, one
or more users may elect to receive order confirmations and one
or more email address es may be set up to receive these
confirmations.

To Turn Confirmations On or Off:

1. Simplyclickinthe Email Order Confirmation checkbox.
¥ Email Order Confirmation

2. When the box contains a checkmark email
confirmati ons will be sent to the email address entered
forthe userspecified .

3. Whenthe box does not contain a checkmark email
confirmations will not be sent to the email address
entered for the user specified .

3.3 Modifying Account Information

To Modify Account Owner  Information:

1. Clickon My Account . The account owners information
will be displayed as follows:

\'
@NOte: User Name

Click onthe Cancel kit FirstName:  Test
- o C Last Name: Test
button to exit the 3 r— es
SR Email test@test.com [¥] Email Order Confirmation
account without saving Ll Status: Active [7]
Edit User
any changes. amitator? @ ves 1o
Last Login: 13-May-2014
[ Update l [ Cancel

2. Editthe information displayed as desired.

3. Clickonthe Update button. You rchanges will be saved.
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To modify information related to other users:
1. Under EditUser selectthe useryou wish to modify.

2. Information related to the user selected will be
displayed as shown in the example below:

User Name:
Account Options FirstName:  Test
Edit My Account Last Name: Test
Change My Password
S Email: test@test.com [¥] Email Order Confirmation
Add User -
Status: Active E|

Edit User

<< Select => [~] Administrator? @ ves © No

Last Login: 13-May-2014

[ Update ” Cancel

3. Makethe desired changes tothe useracc  ount.

4. Clickonthe Update button. Yourchanges willbe saved.

3.4 Adding Users

An account owner may add an unlimited number of usersto an
active Account. To add a new user:

1. Clickon MyAccount inthemenuatthe top.

2. Clickonthe AddUser optionprovided. The following
will be displayed:

User Name
Account Options First Name:
Edit My Account Last Name:
Change My Password
L=l Email [C1Email Order Confirmation
Add User
Password: Help
Edit User
Administrator? @ ves @ No
[ Create ] l Cancel
\ /
N A

3. Enterthe requested information as it relates to the user
being added.



4. Clickon Create. The new user will now be able to access
the 10S using the User Name and Password specified.

3.5 Deactivating Users

Users cannot be delete d from the system. User s canhowever,
be deactivated . Inactive users may not accessthe Internet
Ordering System (I0S). To deactivate a user:

1. Underthe EditUser option onthe menu select the user
you wish to deactivate. The useros
disp layed as shown in the example below:

User Mame:
Account Options

First Name Itest3
Edit My Account

e Eae o LastMame: Iteaﬁ

Add User Email: Itest}@test com ™ Email Order Confirmation
Edit User Status: IA:twe 2

m Last Login 07-Jan-2010

Update | Reset Password Cancel

2. Select Inactive fromthe Status drop down list.

3. Clickon Update. The user selectedwill no longer be
able to access the Internet Ordering System.

Alternatively,user accountinformation may be overwritten
(updated) with information related to a new user. This can be
done by following the instructions provided in Section 3.3.
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3.6 Changing Passwords

If you are the Account Owner and you wish' t o change your
password :

1. Select Change My Password from the menu at the left
The following will be displayed:

0ld Password:
Account Opllons New Password.
Edit My Account

Help

Confirm New Password
Change My Password

Add User [ Update ][ Cancel
Edit User

<< Select >> [~

ContactUs | Help | Privacy Policy | Legal Notice
Neilson. [MEED Baxler. Dainjond

All Rights Reserved @ Saputo Inc. 2008

@ 2. Enteryourcurrentpasswordinthe  Old Password field .
Note:

) 3. Enterthe passwordyouwishtouseinthe New
Click onthe Cancel .
button to abandon your Password field.

changes . 4, Re- enterthe New Passwordinthe Confimne w

Password field .

5. Clickon Update. Your new password will be saved and
available for your use.

If you are the Account owner and you wish t o change the
password ofa user associated withyour account

1. Selecttheuserfromthe Edit User list. The userselec ted
will be displayed as shown below:

UserName:
Account Options

FirstName: ItestS
Edit My Account
e T — Last Name: Itesﬁ

Add User Email: test3@test.com ™ Email arder Confirmatian
Edit User Status: IA:twe =
m Last Login: 07-Jan-2010
Update | Reset Passward Cancel
)
\, A
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2. Clickon Reset Password. The following windowwill be

displayed:
@Note: MNew Password: Help
Click onthe Cancel Confirm New Password:
button to abandon your
changes. | Change Password | | Cancel |

3. Enterthe new passwordinthe  NewPassword field.

4. Enterthe new passwordinthe  Confir mNewPassword
field.

5. Clickon Change Password. The new password will now
replace the userds previous passwor

Sapudo
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4 Creating New Orders

Users may create new orders  from scratch or build them from a
copy an existing order.  Detailed instructions for creating new
orders fromscratch are provided in the remainder of this

section. Instructions for creating a copy of an existing order to
build a new order are provided in Section 5.

To create a new order:

1. Logintothe Internet Ordering System. The Place Order
page wi Il be displayed as shown in the example below:

Account: JOOMKXK

TEST ACCOUNT - 108

i My Account €] Sign Out

Sa 1710' Internet Ordering System

Place Order | Order History | Favourite Lists | Account Inguiry

Delivery Date: Copy Order
To place a new order, select a desired delivery date from the list below:

't 2
Delivery Day Date Status | Existing Orders Don't ses the date you nead

@ Wednesd 30-Apr-2014 | Open (none)
canescay [T Allow OFf Days

© Fri 02-May-2014 | Oy )

O Friday ay FE | Please Note:

- Saturday 03-May-2014 | Open (none) You may only choose an off day delivery if you have
- X made arrangements with Saputo to do 50 6.g. fo

(- Monday 05-May-2014 | Open (none) accommodate for a holiday schedule.

© Wednesday | 07-May-2014 | Open (none)

© Friday 09-May-2014 | Open (none)
) Saturday 10-May-2014 | Open (none)
© Manday 12-May-2014 | Open (none)
© Wednesday | 14-May-2014 | Open (none
* Friday 16-May-2014 | Open (none)
© Saturday 17-May-2014 | Open (none)
© Manday 19-May-2014 | Open (none)

) wednesday | 21-May-2014 | Open (none)

A ' Or, select a future delivery date from the calendar below:
July 2014 =

Sun  Mon Tue Wed Thu Fri Sat

ContactUs | Help | Privacy Policy | Legal Notice
Baxter. Dagond. Neiloon. [IEER

All Rights Reserved @ Saputo Inc. 2008



2. Selectthe desired delivery date  for the order being
created. This can be done by selecting an upcoming
delivery date from the table presented or by selecting a
future delivery date fromthe calendar prov ided.

3. Clickon New Order . A message will be displayed,
requesting confirmation of the order date:

Message from webpage | ——— @

| This order is scheduled to be delivered on 01-Feb-2013. Select Ok to
¥' proceed, Select Cancel to change the delivery date.

oK l ’ Cancel

4. Clickon OKtocontinue. The Place Order page will be
displayed as shown in the example below:
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Account: OO,
TEST ACCOUNT - 108
BPACHMANN

My Account €]Sign Out

Place Order | Order History| Favourite Lists | Account Inquiry

7

< Back Il Next > It Start Over
Place Order

Current Order
Delivery Date:
26-Mar-2018

= Load from List of Faveurites

Total Quantity: 0 :
v
Line ltem(s)-0 TESTLISTER v ||fiinad aypnriies)

Total Amount:
Texes:
Surcharges:

Net Amount: $0.00*

@ Canc

Tiﬁ Impeort from File

r—|= Search Available Product

Start typing a product code or description to get & list of matching products to choose from {minimum 3
letters/numbers, including spaces, to start a search):

r— = Rapid Order Eniry

Use "" (dot) to separate the product code from guantity and "+ (plus) to separate between products. (ie.
codel.quantity 1+code2 quantity2)

Add

r— /= Available Products

Product

Order | on

| Add Description | Price e
nit

inn

The Search Available Products sectionprovidesthe use rwith
the ability to search for and add specific productto an order
by:

1. Entering searchcriteriainthe  Search field. A list of
products matching the criteria entered will be displayed
as shown in the example below:
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=l Search Available Products

Start typing a product code or description to get a list of matching products to choose from (minimum 3
letters/numbers, including spaces, to start a search):

130|
200000 S m
DLD 120ML HOMO MILK
JOOKNK S
DLD 120ML 2% MILK
2. Selecting a product to add from the list of products

retrieved. Hovering over an item in the list will highlight
the item as shown below.

MO0 S
DU 200 VAN ICE ME MK

KHHHHA 3
DU 200 MLKSHAKE MEX

XXHHHK S
DU 200 CHOC FMILE MEX

3. Clicking onthe highlighteditem .The item will be added

toyour order.



The Rapid Order Entry section provides the user with the ability
to add products and quantities to an order quickly using the

number pad .

— = Rapid Order Enfry

Add

Use "." (dot) to separate the product code from guantity and "+ (plus) to separate between products. (ie.
code1. guantity1+code2. guantity2)
@a7a.1+8875.1

Inthe Rapid Order Entry section, enter the product code

followed by a period

Usea plus (+) symbol to add more products and

guantities to the list.

the Add button.

error will show up at the top of the page.

(.) and the quantity.

s The following product code is invalid: 0071,

Whenready to add the products to the order, click on

If a product code that was entered does not exist, an

The Available Products list(shownbelow) provides the user
with the ability  to scan through alist
add specific items to the order:

of available products and

Add | Product Description Price %_er o .
Unit Promotion

E'::I OO0 EEEE%FALOGRAVI ERA CHES S 0 cs No
g X000 | KRS MPZTHRA CHEESE RW S cs No
I::',II JHHHAK, KRS GREEK FETA 4x2KG Fo00d UN Mo
X KKK 0

KOO | KRS VLAHOTYRI BABY RW 12x1KG 5 Cs N
ey LEAAS o

FHOOOGC | STE ASIAGO MILD RW 2:10KG 5 UN M
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To add products from the Available Products list:
1. Locate the product you wish to add to your order.

2. Clickonthe Addlcon (green plus sign) associated with
the desired product.

3. The productwill beaddedtothe Current Products list
with a Quantity of 0.

4. Change the quantity to the quantity you wish to order.

When at least one product has been added to the order, an
additional section will be displayed at the top of the Place

Order page called Productsfor Current Order, as showninthe
example below:

— = Products for Current Order

- S - - On
Action | Product Description Qty | Unit Price Total Promotion
KRS 12KG FETA - 2
80000 | AP EDOMIAN 12 [||CS ¥ Sx00xx Sro0xx No

Inthis area, the user may specify the quantity of the product to
be ordered by entering a value in the Qty field. The order unit
may also be selected fromthe  Unit dropdown menu for
products thats upport different units of measurement.

In addition, users may delete products from the Current Order
by clickingonthe Deletelcon (red x)associated with a specific
line item on the order.

4.1 Off Day Ordering

Saputo Customers using the |OS to place orders m ay now place
orders on Off Days. It is important to note that arrangements

need to be made with Customer Service prior to using this
functionality.

To place an order for an Off Day:



@Note:

Additional charges may
be applied to Off Day
orders. Once the order
has been processed,
users may request a
copy of the invoice from
the Order History Page.
Refer to subsection 8.4.

Sapulo

1. Clickinthe AllowOffDays checkboxprovided onthe
SelectDelivery Date page, see below:

17
i

—Dont see the date you need?

™ Allow Off Days
Flease Mote:
You shaould only choose off day delivery if you have

made arrangements with Saputo to do so. Eg. o
accommaodate for holiday schedule.

The Off - Days willnow be available for selectio  nas Delivery
days, as shown in the example below:

a

/

Delivery Date: Copy Ordar

New Order
To place a new order, select a desired delivery date from the list below

Delivery Day Date Status | Existing Orders Dont see the date you need?
@ Wednesday | 24-Oct-2012 | Open none
¥ Allow Off Days
€ Thursday 25-0ct-2012 | Off Day none
Please Note:
 Friday 28-0ct-2012 | Open none
" Saturday 27-0ct-2012 | Open none
€ sunday 28-0ct-2012 | Off Day none

2. Select the date you wish to place an order for.

3. Complete the order using the instructions provided in
Section 4.

4.2 AccountRelated Messages

At times important information may need to be conveyed to
Saputo Customers who use the 10S to order products.

To facilitatethis, IOS Administrators have been provided with
the ability to include customer - specific messagesin the IOS.

Messages will be displayed when creating new orders, after the
delivery date has be en selected, as shown in the example
below:



< Back Next = ] [ Start Over

Place Order

Messages

THIS IS ATEST OF MESSAGE V216
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5 Importing Orders from a *.csv file

IOS Customers may now import *.CSV files containing order
information.

To use this functionality:

1. Follow the instructions for creating a *.csv file provided
in Section 5 .3. The following example uses a simple
* csv file containing the following data:

A B
XXX
XXX
XHKKK
XHKKKK

FoS TSR S R
[ Y

Column A contains product codes and column B
contains the quantity of each product to be ordered.

2. Logintot helOS system, select a valid delivery date and
click on New Order .

3. Inthe ImportfromFile section, expand the sectionby
clicking on the plus icon.

4. Click onthe Browse button and locate the *.csv file
whichistobeimported.  The file name will be displayed
inthe Import field as shownbelow:

=l Import from File

Browse... || Import What's This?

5. Click onthe Import button. The uploaded order
information willnow be displayed in the Productsfor
Current Order Section of the order page, as shownin
the example below:
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— Products for Current Grder

Action | Product Description Unit | Price | Total

% XXKKXX SAP LOW FAT FETA 200G UM | S0 | SHHKK

% 0K | ARM 19KG RW 27% PRESSED MOZZ UN | s300 [SHAXX

RIS

% XOKKK | DLD 2L CALIFORMIAM YOGOURT KIX UN [ SX0K% | S300xx

Proceed with following the standard procedures for completing
and submitting orders.

5.1 Correcting *.csvImportErrors

When conflicts arise during the import of data, users will have
an opportunity to resolve the issue prior to completingthe
import. A sample conflictmay look like the error presented in
the example below:

Sorry, we were unable to load your import file. Please check below for errors.

You may resolve the problem below, or fix the file that you imported and try again. Press Save to accept vour corrections and
continue. Select Cancel to discard the impaort file so that you can try again

Action Product Description | Qty | Error Message
% ORK 12 Invalid Product
Save | Cancel |

Inthis exampleani nvalid product code was included in the
import file. Inthis case, the erroris resolved by entering a
valid product code and clicking on the Savebutton.

5.2 Importing Ordersfor Linked Customers

When a Master Customer orderis being created, using the
Impo rtfunctionality, the Master Customer may order products
for linked customers. To do so:

The master customer willselect  File contains additional
customeraccounts from the Import from File section shown
below:



Import fram File

| Browse... Import Whats This?

[ File contains additional customer accounts.

In addition to product codes and quantities , the *.csvfile, to be
imported, must contain:

1. customer numbers for product being ordered for linked
customers; and

2. Valid deliver y dates for the items being ordered for
linked customer

See section 5.3 for additional information related to creating
*csv files forimporting order details to 10S.

Note: When productis ordered for Linked Customersit is only
avail able for viewing through the Link:¢

5.3 Creatinga *.csvFile for Import

To create and save a *.csv file to be used to import ord er
information into the I0S:

1. Opena new Excel worksheet.
2. Enterdatainto theworksheet (inthis order):

1. ColumnA: Saputo Product Code
2. ColumnB: Quantity of Product to be Ordered

3. ColumnC *: Saputo Customer Number

4. ColumnD *: Delivery Dateintheformato f
YYYYMMDD (i.e., 20121231). Must be a valid
delivery date forthe linked customer

* Note: onlywhen File Contains Additional Customer
Accounts is selected.

3. Tosavethefile, select Saveasandinthe Saveastype
field select CSV (Comma delimited).
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Save as Bypel |csy (Comma delimited)

CSV FILEEXAMPLES:

1. To create a*.csv file to be imported with product being

ordered for one customer account, the *.csv file will
contain data as shown in the following example:

FoS R TE R S

A B
KKK
KKK
KKK
XHKKKK

o =

Column A = Product Code

Column B = Quantity of Product

2. Tocreatea*.csvf iletobeimported with product being

ordered for multiple customer accounts, the *.csv file

will contain data as shown in the following example:

A
HHHHHK
HHHHHK
HHHHHK
HOOCKRK
HHOCKXXK
HHOCKXXK
XXX
HHHHHK
HHHHHK
10 | OO0

D0 |~ s W N =

B C
5 OOCOOK
1 OO
4 OO
5 OOOCKKX
A XK
O OOOCKKX
5 OOOCKKX
12 OGO
85 XOOOOOOK
9 COOCOOK

Column A = Product Code

Column B = Quartity of Product
Column C = Customer Number

D
20140504
20140504
20140504
20140504
20140504
20140504
20140504
20140504
20140504
20140504

ColumnD=ValidD elivery Date



6 Copying an Existing Order to Create
a New Order

To create anew order using acopy of a previously placed
order :

1. Logintothe Internet Ordering System. The Place Order
page will be displayed as shown in the example in
Section 4.1 above.

2. Selectthe desired delivery date  for the new order being
created. This can be done by selecting an upcoming
delivery date from the table presented or selecting a
future delivery date by using the calendar provided.

3. Clickonthe CopyOrder button (shownbelow):

[ Copy Order ]
[ Mew Order ]

4. The Orders page will be displayed as shown in the
example on the following page.

-
Upcoming Orders

Action Order Num Date Status Shipping Date Delivery Day PO
HHOOOOOKK | 03-Feh-2010 | Ordered | 26-Feh-2010 Friday
HOOO0KKK | 29-Jan-2010 | Ordered | 16-Feb-2010 Friday

Past Orders

Action Order Num Date Status Delivery Date Delivery Day PO
HHXHIOOHK 24-Feb-2010 | Ordered | 26-Feb-2010 Friday
HHHKKXNKKX | 24-Feb-2010  Ordered | 26-Feb-2010 Friday
HEXHIOOKK | 23-Feb-2010 | Ordered | 16-Feb-2010 Tuesday
XKXXXHKKX | 03-Feb-2010  Ordered | 26-Feb-2010 Friday
0000000 03-Feb-2010 | Ordered | 05-Feb-2010 Friday
XIOOOKK | 28-Jan-2010  Ordered | 09-Feb-2010 Tuesday

123458
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5. Click onthe Copylcon provided inthe Action Column

associated to the order you wish to copy. The order
selected will now be displayed as shown in the example
below :

PO Number: Copy
Order To Copy Order Humber: Back
Delivery Date: 05-Feb-2010 Order Date:  03-Feb-2010

Status: Ordered
Delivery Date: 05-Feh-2010
Total Quantity: 17

Product Count: 4

Total Quantity: 17
Total Amount

Taxes

Surcharges

Net Amount $651.64

Product Description Qty Unit Price Total

HHHANK ARK CHED OLD YL 1x10LB{4.34KG) 3 UN | Sxxxx

JOOXNNK ARM YL MED CHED 1x10LB(4.54KG) 5 UN  Sxxa Si
HAXHKK DLD 10L UHT CHOC IC MIX

@

UN | g | S

HHHK DLD 16L DAIRY CASE DEPOSIT 2 6L | Swoex | Swox

6. To proceed with copying the selected order click on the
Copy button.

7. Your newly created orderwill now be displayed as
shown inthe example  below:

Place Order Next > ] [ Start Over
Current Order
i b = Load from List of Favourites
14-May-2014
Total Quantity: 0
Total Amount: X TestList[¥] [ Load Favourites
Taxes 1
Surcherges:
Net Amount: $0.00*
[H Import from File
I Products for Current Order
Action | Product Description Qty | Unit | Price Total
“ XUXRXX ‘SAP 340G 20% MOZZARELLISSIMA | D UN Sxnxx $0.00
“ HHANKK ‘SAP 200G LOW FAT FETA 0 UN | S $0.00

I search Available Products

Start typing & product code or descripfion to get a list of matching products to choose from (minimum 3
lettersinumbers, including spaces, to start a search):

[ Available Products

Add | Product Description Price | Order Unit
ﬁ A0 SAP 340G 20% MOZZARELLISSIMA SXX.XX UN
88 |jo0000¢ | SAP 200G LOW FAT FETA S XX UN
B | 00000 SAP 200G FETA IN BRINE SXX.XX UN
& JOOOKKX SAP 180G SL PROVOLONE $XK.XX UN
g0 | 30006 | ARM 2.25KG PZMZ $xx.Xx UN
B |>00000¢ | DLD 2L IC MIX SH00.XX UN
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The Productsfor CurrentOrder  section provides a list of the
products which have been copied from th e order selected.
From within this table the user may:

1. Change the quantity of product from the original order

by increasing or decreasing the quantity associated with
a specific product.

2. Delete a product from the new order by clicking on the
Delete Icon (r ed x) associated with the product to be
removed.

The Search Available Products sectionprovides the user with
the ability to search forandadd sp  ecific productto the new
order. Forinstruction on how to use Search Available Products,
pleasereferto Section 4.

The Available Products list allows users to page through alist
of available products and manually add items tothe new order.
Forinstruction on how to use Available Products, pleaserefer

to Section 4.



7 Working with Favourite Lists

Custome rs may create one or more Favourite Lists containing
products which are ordered on a regular basis. Favourite Lists
may then be used to add products to new orders. Instructions
forworkingwith  Favourite Listsare provided in the remainder

of this sectio n.

7.1 Creating Favourite Lists
To create a Favourite s List:
1. Clickon Favourite Lists onthe navigationmenu.

2. The Favourite Listspage will be displayed as shown in
the example below:

Account:  XXXXXX

TEST ACCOUNT - 108
BPACHMANN

i My Account €]Sign Out

Sa m Internet Ordering System

Place Order | Order History | Favourite Lists | Account Inquiry

g ~

= Favourite List Details

Favourite Lists

Create New List List Name: ] share

What's This?
Edit List Lock
% sopo> o ey

3 Search Available Products

Start typing a product code or description to get a list of matching products to choose from (minimum 3
letters/numbers, including spaces, to start a search).

= Add Product Codes

Use " "(dot) to separate between product codes

Add

5 Available Products

Add | Product Description Price | Order Unit

¢ OO0 SAP 340G 20% MOZZARELLISSIMA SXX.XX UN

1 [y00mx | SAP 200G LOW FAT FETA SXX.XX UN

g | o000 | SAP 200G FETA IN BRINE SRX.XX UN

f:i pevveed SAP 180G SL PROVOLONE SRX.XX UN

g8 |00 | ARM 2.25KG PZMZ $x0.XX UN
0OS/Favorites.aspx g8 | oc000c | DLD 2L G MIX SXXKX UN

3. Inthe Favaurite List Name field e nter a Name for the list
being created.
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4. Ifthe listis to be shared or copied, check the desired
option. If not, leave the fields unchecked. Note: these
options must be selected prior to Creating the list.

5. Locateandadd the productsyou wishto includeinthe
Favourite Listbeing created.

6. You may add more than one product codes from the
Add Product Codes section, product codes must be
separated by dot (.)

7. Ifyouwishtouse quantities and/or build to quantities
enter the desired amounts in the fields provided.

8. Whenyou are satisfiedthatthe  new favourite listis
completeclickon Create List. The new list will be saved
to the 10S database for future use and displayed in the
Edit List dropdown menu for editing.

7.2 Editing Favo urite Lists

Favourite lists may be edited as needed in order to keep th em
current.

To updatea Favourite List:
1. Clickon Favourite Lists onthe navigation menu.

2. Selectthelist you wish to edit from the options
providedinthe EditList dropdown menu. The selected
list will be displayed as shownin the example on the
following page.
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r— = Favourite List Details

Favourite Lists
Create New List List Name: Share
What's This?
Edit List Lock - :
Create I Delete | Copy
r— = Favourite List Products
1 e Bld To Order Sort
Action | Product Description Qty Qty Unit order
®  [wooooc | RS IO FETA o 0 cs v i
®  |xoococ |FRSIKGFEMA o 0 LY 27

r— = Search Available Product:

Start typing a product code or description to get a list of matching products to choose from (minimum 3
letters/numbers, including spaces, o siart a search):

r— = Add Product Codes

Use "."(dot) to separate between product codes

Add

e~ 1

— = Available Products

Add | Product Description Price | Order Unit
B [200000( | KRS KEFALOGRAVIERA CHES RW2x10 | Swxoc cs
ﬂ] XXXXXX | KRS MYZITHRA CHEESE RW 6x1.5KG S Xx cs
BR[| X000XX | KRS GREEK FETA 4x2KG XXX UN

3. The user may now:

1 Addand remove products from the list;
1 Changethe Quantityand Build - To Quantity; and/or

1 Change the Order Unit for products that support
different units of measurement.

1 Change the sort order of the products contained in
the list.

4. Oncethe desired changes have been made click on the
Save List button. The changes made will be saved to the
IOS database and reflectedinthe  Favourite List.
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7.3 Deleting Favourite Lists

Favourite lists may be deleted when they are no longer
required.

To deletea Favourite List:
1. Clickon Favourite Lists onthe navigationmenu.

2. Inthe EditList field, selectthe list you wish to delete
from the dropdown provided.

3. Clickonthe DeleteList button. The following message
will be displayed:

Message from webpage @

| Areyou sure you want to delete this favourite list?

QK l ’ Cancel

4. Clickon OKto continue. The listwill be removed from
the IOS and no longer available for use.

7.4 Add ing Productsto an Order Using
Favourite Lists

To add productsto anorder , from the Place Order page, using
a Favourite s List:

1. Selectthe favourite slistyouwishtouse fromthe
drop down list provided  inthe Load from List of

Favourites section.

Next = ] [ Start Over

Place Order

= Load from List of Favourites

Testst 7]
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these to enter the amount you have in stock and the system will calculate

| The favourites list you've loaded contains build-to quantities. You can use
Note:
how much should be ordered.

If youdo not have

Build - To Quantities | Use Build-To Quantities |
set up in favorite |

Use Regular Quantities |

list, the popup
window will not

appear.

2. Select Use Build - ToQuarntities if you wishto enter
theamountyou have in stock and have the system
calculate the number to order based on your
predetermined build - to quantities.

3. Select Use Regular Quantities to displaythe product
and manually set the quantity to be ordered. The
example below shows regular quantities b eing used.

4. The systemwill reviewthelistof  favourite sselected
against the items already on the order. Any
duplicates which existwill be noted in the Duplicate
Products sectiona s showninthe example below .

=| Duplicate Products

The following products already exist in your order and were not added again.

Product Description Qty | Bld To Qty
HHHHHK SAP 340G 20% MOZZARELLISSIMA | 0 0
HHHHHK SAP 200G LOW FAT FETA 0 0

The system will also remove any discontinu ed products
from the order and display them in the Discontinued
Products section.

Inthe Products for CurrentOrder section products
which are included in the new order are displayed.

5. Review the Quantity of product being order and update
if required.
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7.5 Using Build - To Quantities

When the user has added products to a new order and has

clickedonthe UseBuild - To Quantities button shownbelow:

I Use Build-To Quantities J

I Use Regular Quantities I

| The favourites list you've loaded contains build-to quantities. You can use
these to enter the amount you have in stock and the system will calculate
how much should be ordered.

The newly added products wi
the example below. A checkmark is displayedin the
To Qty columnand the build

II'b e displayed as peritems 1

-3in

Use BId-

- to quantity isdisplayedinthe Qty

column.
On- g;;e_
Action | Product Description Qty |Hand | EOQ | Unit Price To Total
Qty oty
KRS 12KG FETA - 2o
P! [O00 | e DONIAN 1 0 Csr S | S0
KRS MYZITHRA
b3 XHXHXX | CHEESE RW 1 0 CSv S | o S
6x1.5KG
KRS GREEK FETA - 2o
W[ R000RX | foed 1 0 UN ¥ S | S0
B 00000 |y R s ([T 1] wa Csv|| s S
8 [oo0ox | SneIME T v |2 [N s S

The On- Hand Qty column

quantity to be

ordered.

allows theuser to enterthe amount
of product currently on hand. The system will then deductthe
on hand amount from the build to amount to calculate

the



8 Submitting Your Order

Onceyou are satisfied that your orderis accurate and
complete:

1. Clickon Next.Youwill be asked to review your order as
shown in the example below:

Please review your order:

Current Order

Delivery Date: | < Back Il MNext > Il Start Over |
26-Mar-2018

Total Quantity: 13

Line ltem(s):2

[y —— Product Description Qty [ Unit | Total

s 00K | KRS 12KG FETA MACEDOMIAN | 12 | €S | Swoo

Surcharges:

Net Amount: $iocxoc XXXXXX | KRS 3KG FETAMACADONIAN | 1 | PL | Swoao

® Cancel Order * Additional charges may apply. Once processed, invoices are available upon request. To receive a copy of an
invoice by email go to Order History and click on the send invoice icon

< Back Next > Start Over

2. Reviewthe order to ensure that itis accurate. If you
wish to make changes click onthe < Back button. If you
wish to abandon this order and start anew order, click
on Start Over .

3. When satisfied that the order is correct click on Next to
continue. The order summary will be displayed as
shown below:

@Note:

Click onthe Cancel
button to Cancel the
order submission.  The
order will be deleted and
not available for editing
or submitting.
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4. Ifapplic able, e ntera Purchase Order inthe space

@Note: provided.

Click onthe Hold button
to place the order on 5. Clickon Submit. The Order Confirmation will be

hold and submit ata displayed as shown below:
later date/time.  See

section 8.1.
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