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DATA RETENTION

Data Retention Frequency of
Module Reports - - - - .
Retention Period | Basis of Retention Purging
Purchase Order (PO)
> PO Allocation Breakdown 3 months Expected Receipt Date daily
Merchandising = PO Prepack
Store Consignor Purchase Order (SCPO) .
. 3 months Transaction Date monthly
> Details Per Branch
Receiving & Warehouse |Receiving Confirmation Report (RCR) 3 months Delivery Date daily
. Demo Time Record (DTR) 2 months Date of Attendance monthly
Operations - -
SC Demo Incident Report (SCDIR) 1 month Post Date daily
Periodic Sales Report (PSR} 3 months Transaction Date monthly
Periodic Sales Report by Category (PSRC) 3 months Transaction Date monthly
Monthly Liquidation Report - Dept Store (MLRDS
v Ha R P _P ( ) 3 months Transaction Date monthly
> Monthly Liquidation Report Adjustment
Monthly Liquidation Report - Retail Affiliate (MLRRA) .
R . 3 months Transaction Date monthly
= Monthly Liquidation Report Adjustment
Remittance Advice (RA) 3 months Processing Date daily
Finance BDO Credit Acknowledgement Report (BDOCA) 3 months Crediting Date daily
Debit Memo/Credit Memo (DMCM)
> Applied Debit Memo/Credit Memo 3 months Processing Date daily
> Undeducted Debit Memo nfa nfa nfa
Return to Vendor (RTV)
> Deducted RTV 3 months Processing Date daily
> Advance RTV 2 months Shipped Date daily
> Undeducted RTV nfa nfa nfa
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MESSAGING NOTIFICATION

COMPANY

DEPARTMENT

ACCESSORIES

BAGS

CHARACTER SHOP

LITTLE WHITE BOX

LOBBY
DSP SM DEPARTMENT STORE LUGGAGE
SHOES
SMART BUY
SNACK EXCHANGE
WEARS
ACCESSORIES
BAGS
DECOR AND ACCESSORIES
GSP SM MART INC LOBBY
(Location: DC-Guam/SM Head Office) SHOES
SNACK EXCHANGE
WATSONS OUTRIGHT
WEARS
DECORATION & ACCESSORIES
FURNITURE & FIXTURES
KITCHENWARE
HWP HOMEWORLD SHOPPING CORP. LINENS AND ACCESSORIES
OUR HOME
STORAGE AND ORGANIZER
TABLEWARE
KSP KULTURA STORE, INC PHILIPPINE CRAFT
NCP NURSERY CARE CORPORATION INFANTS' ACCS & FURN
SAP STAR APPLIANCE CENTER, INC APPLIANCE
SCP SPORTS CENTRAL (MANILA), INC SPORTS CENTRAL
SLP SIGNATURE LINES, INC SIGNATURE LINES
SURPLUS MARKETING CORPORATION /
SMpP UPTREND FASHION DESIGN, CORP SURPLUS SHOP
SSP SUPPLIES STATION INC. SUPPLIES STATION
TOYS
TWP INTERNATIONAL TOY WORLD, INC PET EXPRESS
WAP ACE HARDWARE PHILS INC HARDWARE-WORKSHOP
WspP WATSONS PERSONAL CARE STORE WATSONS
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STORE CONSIGNOR ADVISORY
COUNTERING AND COLLECTION CALENDAR

YEAR 2021
JANHUARY FEBRUARY MARCH
SUN |MON | TUE | WED| THU | FRI | SAT SUMN | MON | TUE | WED | THU | FRI | SAT SUN | MOM | TUE | WED | THU | FRI | SAT
[IE HEREEEREEE HEEEEREEE
3 4 5 & T a 9 7 4 L | 1 12 13 7 2 L 18 1 12 13
o | o0 | e | 1| 14 15 I& 14 15 & 17 18 9 20 14 15 16 17 18 9 0
17 18 19 20 21 2 13 21 22 13 4 25 26 7 21 12 n 24 25 26 7
14 25 26 27 2B i) 30 28 28 29 30 3l
31
APFRIL MAY JUNE
SUN | MOMN | TUE | WED | THU | FRI | !AL SUMN | MON | TUE | WED | THU | FRI | SAT SUN | MOM | TUE | WED | THU | FRI | SAT
O @) EENENEEE
4 [ s e[ 7] e jCadw r a3l a s el 7]e s (72 ]9 [ u [GD
11 12| 13| 0% | |5 16 17 9 19| 00 | 012 13 14 15 13 14 15 & 17 1a L]
1B 19 20 21 22 13 14 & 17 1B 19 0 21 22 20 2l n 23 24 25 18
5 26 27 28 % 30 23 24 15 26 7 28 % 27 1B o) 0
0 il
juLy AUGUST SEPTEMBER
SUN |MOMN | TUE | WED| THU | FRI | SAT SUMN | MON | TUE | WED | THU | FRI | SAT SUN | MOM | TUE | WED | THU | FRI | SAT
I 2 3 I 2 3 4 5 & 7 I 2 3 4
4 5 & 7 B 9 1o B L ] ([ AN 0! 12 13 14 5 L] F B 9 10 Il
I 12| 13| 0% | |5 16 17 15 & 17 1B 19 20 i'.l_ 12 13 14 15 14 17 18
1B 19 20 21 22 13 14 22 23 14 15 26 7 28 9 i} 2 22 3 24 5
5 26 27 28 % 30 31 %9 31 26 7 i % 30
OCTOBER NOYEMBER DECEMBER
SUN |MOM | TUE |WED| THU | FRI | SAT SUN | HON | TUE | WED | THU | FRI | SAT SUN | MON | TUE | WED | THU | FRI | SAT
N N ENEN R [ [ 3] 4
3 4 5 & 7 8 9 7 8 L ] 1o " 12 13 5 i F ] * 10 Il
1o in|12 (13 14 15 I& 14 15 16 17 18 19 20 12 13 14 15 14 17 1]
17 18 19 20 21 12 13 21 22 13 14 25 24 27 19 il 2l 22 23 24 @l
24 |25 |26 |27 | 28] 29 | 30 8 | 29 % | 27| 8 | 9 3
31
Legend: COUNTERING LOCATION
Store Consignor (SC)
-Cnunt.ering Drates Particulars Ist Lewed Ind Level*
(ko B & e Wears Ao Sk e et oere Lo e ot
Star Appiance | Teys | Watsons)
DCnller_:lun Dates ecrn Manks Branches Branch Accounting Departrment
Including Tayzay The 5M Score £M Corporate Offices, Bldg. D
Timse: S0l = S0 pm ' Diiskno Boulevard
&> Regular Holiday S Corporate Offices, Bldg. D Mall of Asia Complex CBP.LA, Pasy Ciry
Provincal Branches . Dickne Boukeard Time: 9:00am - S:00pm
Special Mon-working Day inclisding Baccor Mall of Az Complo CRP. | A, Paszy Cicy
Tinse: $-00om - S:0dpm
" Laval 505 cas soll connitar on iy othier werking i if thay bro usabli b2 fieed thi procibed coumaring date, Bul collicton dits shall ba
adhustad scordngly.
COUNTERING SCHEDULE Store Opening Date Countering
FOR STORE OPEMIMNG: Ist to Brd week of the month Thie month immaediacely succesding the branch's opening
4chi ta Sch (i any) woek of che manch The Ind manth after the branch's apening
countening dotes shall follow the prescribed schedule above
REPORTS VIEWING SCHEDULE: Typi of Report Rispsrt Seart Day of Yiewing
Sadici Wikl Parisdic Sahis Rigort [WPSR) Ewiary Thuriday
Misiikly ParsoSc Sukes Rapar (MPSR)
Liguedation Stsia Conugaes Purchsds Ordar (SCPO) Eatwrdny prioe 1o Cofitaing Dutes
Mkl Liguidation Raport [MLE)
ol Lo Rirsiltanod Advica (RA) Coumion Daza
Drait Mo (D) / Credic Meme (TH)
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USER GUIDE

USER ADMINISTRATION (UA)

A. Creation of Vendor User ID by Vendor Administrator
1.

Log-on to www.smtradeportal.com and type your User ID and password. Then, click
“Login” button.

[ welcome to the SM Trade Po

&« & Wadeportal‘co 77 =
@ Trade Portal

User 1D

P bl 1
< Logi >
Forgot Passward? « MollserlD?
Copyright 2010 - 2014 SM Group of Companies. All rights reserved.
b v

2. Click “Portal Applications” menu.

8 Welcome to the SM Trac X =
&« C | ® dssmtradeportal.com/home.php
Home ‘ Dashboard | My Account PumIAnnl@| ‘ Logout *
Business Document  Message Management

Portal System Management

J Vendor Community Management

Welcome (Vendor Administrator)

from dummy vendor

Last login: Wednesday December 21, 2016 02:11 PM  [view log]

System Date/Time: 12/27/2016 03:55:52 PM “Your session wil expire in 29:42

Merchandising Receiving & Warehouse

YYou have (00 ) unread messages in your inbox

Finance

The SM Trade Portal is a B2B (Business to Business) Portal, built to facilitate
order management for both the SM Business Units, and its suppliers. By
automating the supply chain, this portal helps improve accuracy, efficiency,
productivity and service levels of everyone concerned.

This page is set as my homepage
References - Web Based Training - Contact Us

Page loaded in 003075 seconds 5
® Copyright 2013 - 2016 SM Companies



http://www.smtradeportal.com/

3. Click “Portal System Management” submenu, then click “User Administration” module.

Bl Welcome to the SM Trac X

3 (¢} ‘ @ ds:smtradeportal.com/home.php T ‘
Home ‘ Dashboard ‘ My Account | Portal Applications ‘ ‘ Logout  *
Business Document / Message Management
Portal System Management

———
User Administration
Vendor Community Management

Welcome (Vendor Administrator)
from dummy vendor

You have {00 ) unread messages in your inbox
Last login: Wednesday December 21, 2016 0211 PM  [view
System Date/Time: 12/27/2016 04:00:29 PM “Your session will expire in 25:05

L —

Merchandising Receiving & Warehouse Finance

The SM Trade Portal is a B2B (Business to Business) Portal, built to facilitate
order management for botn the SM Business Units, and its suppliers. By
-automating the supply chain, this portal helps improve accuracy, efficiency,
productivity and service levels of everyone concerned.

This page is setas my homepage
References - Web Based Training - Contact Us

Page loaded in 0.03075 setonds.
© Copyright 2013 - 2016 SM Companies
Pous i

4. Upon clicking “User Administration (UA)” module, UA Main Page will appear.
Click “[+] add new user” link to create vendor user.

W) Trade Portal

Welcome Dummy Vendor (Vendor Administrator)
from dummy vendor

Last login: Thursday 0143002014 03:08 P

g log
System DatefTime: 01/30/2014 03:29:21 PM

Nour session will expire in 29:35

Portal System Management

You have { 00 ) unread messages in your inbox

UA
Set this page as my homepage
User Search

User Type: Al P Login ID:

User Mame:

Search Clear

Ho users found.

—:
Please try again.
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5. Upon clicking “[+] add new user” link, a pop-up window will appear. Fill in the following
fields:
» First Name
Middle Name
Last Name
Mobile Number
Email
Password
Confirm Password

YV VV VY

Note: Vendor User login ID will be automatically generated.

Yyelcome Dummy Vendor (endor Administrator)
from dummy vendor

Last login: Thursday 01/30/2014 03:27 PM [view log
System DatesTime: 01/30/2014 04:13:23 PM Your session will expire in 29:39

in 1D: 2400861 Mobile Humber:
First Name:

Email:

You have ( 00 ) unread messages in your inbox

Middle Hame:

Last Hame:

User Type: “endar User

Vendor: dummy vencor - 240086

Password:

Confirm Password:

|:| Send login information to this user's email address.

Save User Cancel
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6. After encoding all required details, click “Save User “button to save.

Welcome Dummy Vendor (Vendor Administrator)
from dummy vendor

Last login: Thursday 01/30/2014 03:27 P [view log
System Date/Time: 01/30/2014 04:13:23 PM Your session will expire in 29:39

You have ( 00 ) unread messages in your inbox

Login ID: 240086-1 Mobile Humber: +539123406739
First Hame: Juan

Email: emsili@yahoo.com
Middle Hame: Dela

Last Name: Cruz

User Type: endar User

Vendor: dummy vendar - 240086

Password: an—

Confirm Password:  wuee

D Send login information to this user's email address.

7. A pop-up message will appear. After reading the disclaimer, click “OK” button.

ds.smtradeportal.com notification X

"M is not liable on any information/document downloaded & sent
wia email through the activation of portal features and creation of
wendor user account by wendor admin,”

o Cancel
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8. Upon clicking “OK” button, UA Main
username to display the user details.

Page will appear.

Click “+” button beside the

= - | t IJ
e P ric
o rade Porta
Walcome Dummy Vendor (endor Administratar)
from dummy vendor
Last login: Thursday 01 (30/201 4 04 48 PAM

i o
System DatesTime: 01/30/2014 05:485: 485 Phd

Your session will expire in 29:44

You have ( 00 ) unread messages in your inbox

Portal System Management

User Search

Access Settings

Change Password

Clear

Last Login

i, (no login yet)

User Type: 1 v Loagin I:
User MName:
Search
1 User was found
Displaying Users 1to 1
User Hame Login ID User Type
Cruz, Jusn D 240086-1 “endor User
First name: Juan User Type: Wendar User
Middle name: = “endor Name/Code: dummy vendor - 240086
Emsil: emaili@yahoo.com
Last name: e
Mobile Mumber:  +5351 23456753

Update User

i

uA

Set this page as

homepage

+] add new user
Current page: 1 of 1

Enter page no.: 1 Go

De-activate User

B. Manage Access Setting

1. To edit the access setting of vendor user, click “Access Setting” button.

i) Trade Portal

‘elcome Dummy Vendor (Yendor Administrator)
from dummy vendor
Last login: Thursday 01/30/2014 04:45 Pl

wiewy log
System DatesTime: 0173072014 05.45:48 PM

Your seszion will expire in 2944

You have ( 00 ) unread messages in your inbox

Portal System Management

User Search

Access Settings Change Password Update User

Clear

Last Login

& (o login yet)

User Type: a1 - Login ID:
Uszer Mame:
Search
1 User was found
Displaying Users 1to 1
User Name Login ID User Type
=1 Cruz, Juan D 240086-1 “endor User
First name: e User Type: “endor User
o chor - 240086
Middle name: Dela “endor MameCocle: Lmimy Yendor
Email: email@yahoo.com
Last name: e
Mokile Mumber:  +£39123456789

De-activate User

ua

age as homepage

[+] addd new user
Current page: 1 of 1

Enter page no.: 1 Go




2. Upon clicking the “Access Setting button, a pop-up window will appear.

D ds.smtradeportal.com)ad)

user_access.php’
Useraccess settings for 240086-1

PORTAL APPLICATIONS
il '

Business Document f Message System
Vendor Community Management
Dynamic Bulletin System
“iern Bulletin
“endor Organizer

File Sharing
Uplnzd Files

Recigve Files
View listed files
“iew: Shared Folder
Upload files in Shared folders
Calendar &ppointment
Reguest, Confirm, Decline and Cancel Appointment

Wisw Calendar &ppointment
Yiew General Events

Messauing

Compose Message

e Message

Delete Messages inthe Inbox and Trash box

[ wiew message and attached files delste by user

BUSINESS DOCUMENTS / MESSAGE SYSTEM ACCESS
BDO Credit Acknowledgement Report (BDOCA)

CEY Download

Excel Download

PDF Downlosdd

ML Dovvenlozd

il Dovvnloscd

Documesnt Printing

Debit Memo § Credit Memo (DMCM)
CEY Dowwnload

Excel Download

|>

|£3

3. To edit, click the box. If

Then, click “Save Settings” button to save changes made.

I ¥ User Access Settings for 24008

oogle Chrome
D ds.smtradeportal.com/admin_User_access, php?id=30809

KWL Dawrlosd
Email Download

Document Printing
Notifications (Email)
Nalifications (SM5)

Remitance Advice (RA)

C3Y Download
Excel Download
PDF Download
KML Dovweningd
Emil Download
Documert Printing

Receiving Confirmation Report (RCR)
CEY Davenload

Excel Download

PDF Dovwnload

KL Doswrrloze

Email Dovwnload

Document Printing

Return to ‘Yendar (RTV)
CSW Downigad
Excel Download
PDF Download
KWL Dowrnload
Email Download

Document Printing

Reset

Cancel

x

, access will be enabled; if |:|, access will be disabled.

>

(3

‘ Save Settings ’
——
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C. Reset of Password
1. Click “+” button beside the username to change the password. Then, click “Change

Password” button.

@ Trade Portal

Vislcome Dummy Vendor (vendor Administrator)
from dummy vendor

Last Iogin: Thursday 01£50/2014 048 P [view lo]

System Date/Time: 01/30/2014 054543 PM “rour session will expire in 29:44

Portal System Management ji:

You have ( 00 ) unread messages in your inbox

UA

Set this page as homepage

User Search
User Type: 21 - Login 1D

Uzer Mame:

Search Clear

+] add neww user

1 User was found Current page: 1 of 1

Displaying Users 1to 1 Enter page no.: 1 Go
User Hame Login ID User Type Last Login
@ Cruz, Juan D. 240086-1 “endor User M, (no login yet)
First name: Juan User Type: Wendar User
Middls nams: Deis Wendor MameiCode: dummy vendor - 240086
Last e — Email email@yahoo com
Mokile Mumber: 4539123456789
Access Settings Update User De-activate User
R
T

2. Upon clicking the “Change Password” button, a pop-up window will appear. Fill in the
following fields. Then, click “Save” button to save.
> New Password
» Confirm new Password

| 7 User activity log, for Dummy Vendor - Googl.. — |2 X |

D 10,111,121,223;8080/admin_changepw, phpruid=30556

Fassword change for Juan Dela Cruz

Flease enter new passward and confirmation passward,
Click on the "Sawe" buttan to proceed.

Hew Password

Confirm new Password

Cancel
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D. Update of Mobile No. and Email Address

Click “+” button beside the username to update mobile no. and email address. Once done
with the update, click “Update User” to save the changes made.

@ Trade Portal

wislcome Dummy Vendor (Vendor Administrator)
from dummy vendor

You have { 00 ) unread messages in your inbox
Last login: Thurstay 01/30/2014 04:98 P [view log

System DatesTime: 01/300201 4 05:45:48 P Your session will expire in 29:44

Portal System Management
UA

Set this page as my homepage
User Search

User Type: 21 - Lagin I0:

User Mame:

Search Clear

1 User was found

+] add new user
Displaying Users 1to 1

Current page: 1 of 1

Enter page no.: 1 Go
User Hame Login ID User Type Last Login
Cruz, Juan D 240086-1 “endor User
£

M (no login yet)

name: Juan User Type: “endor User
d clor - 240036
Middle name:  Dela endor Neme/Cocle: umimy vencior
Eal email@yahoo.com
Last name: Cruz

Mobile Mumber:  +5351 23456789

Access Settings Change Password Update User De-activate User

E. Deactivation of Vendor User Access

Click “+” button beside the username and click “De-activate User” to deactivate vendor user.
Once deactivated, vendor user can no longer access the SM Trade Portal.

@ Trade Paortal

Welcome Dummy Vendor (Vendor Administrator)
from dummy vendor

You have ( 00 ) unread messages in your inbox
Last login: Thursday 01/30/2014 04:48 PM [view o]
System Date/Time: 01 /30/201 4 05:48:48 P

Portal System Management

Your session will expire in 2944

ir

Set this page as homepage

User Search

User Type: Al - Login I

User Name:

Search Clear

1 User was found

+] ackd nev user
Displaying Users 1to 1

Current page: 1 of 1

Enter page no.: 1 Go
User Hame Login ID User Type Last Login
@ Cruz, Juan D. 2400861 Wendor User M, (o login yet)
i

rst name:

Juan Uszer Type, “endor User
Middle name:  Dela Vendor Name/Code:  dummy vendor - 240086
Email: email@yahoo.com
Last name: Cruz

Mokile Mumber:  +533123456759

Access Settings Change Password Update User De-activate User




USER GUIDE

VENDOR ORGANIZER - FILE SHARING

A. Uploading of Files in Shared Folders by Vendor User
1.

Log-on to www.smtradeportal.com and type your user ID and password. Then, click
“Login” button.

[ welcome ba the SM Trade Po 3¢

<« (&) Eww.smtradeportal.com>

e E
£ =1 P t— = U
i) Trade Porta
User ID _:_14999.1
Forgot Password? « Mo Llser|D?
Copyright 2010 - 2014 SM Group of Companies. All rights reserved.
. o

Click “Por

> C | ® dssmiradeportal.com/nome.php ? k| i
Home ‘ Dashboard ‘ My Account Pomlnnnlbc@| ‘ Logout *
ﬁ Business Document / Message Management
Portal System Management

J Vendor Community Management

Wekome Dummy Vendor (Vendor User)

from Dummy Vendor You have {00 ) unread messages in your inbox
Last login: Wednesday Apri 27, 2015 11:37 AM  [view log]

System Date/Tme: 12127/2016 04:03:20 PM Your session will xpire in 29:50

_—

—

Merchandising Receiving & Warehouse Operations Finance

The SM Trade Portal is a B2B (Business to Business) Portal, built to facilitate
order management for both the SM Business Units, and its suppliers. By
automating the supply chain, this portal helps improve accuracy, efficiency,
productivity and service levels of everyone concerned.

This page is set as my homepage
References - Web Based Training - Contact Us

Page loaded in 0.03075 sezonds.
® Copyright 2013 - 2016 SM Companies
Pow
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http://www.smtradeportal.com/

3. Click “Vendor Community Management” submenu, then click “Vendor Organizer”
module.

Bl Welcome to the SMTrac X

A C | @ dssmtradeportal.com/home php

Home ‘ Dashboard ‘ My Account | Portal Applications ‘

‘ Logout
iBllsiness Document/Message Management
Portal Syst

ent

Vendor Community Management Dynamic Bulletin System
Wek:ome Dummy Vend
from Dummy Vendor

Last login: Wednesday April 27, 2016 11:37 AM  [view loq]
System Date/Time: 12027/2016 04:08:24 PM “Your session will expire in 24:46

You have ( 00 ) unread messages in your inbox

= =

Merchandising Receiving & Warehouse Operations Finance

The SM Trade Portal is a B2B (Business to Business) Portal, bult tofacilitate
order management for both the SM Business Units, and its suppliers. By
automating the supply chain, this portal helps improve accuracy, efficiency,
productivity and service levels of everyone concerned.

This page is setas my homepage
References - Web Based Training - Contact Us

Page loaded in 0.03075 seconds
@ Copyright 2013 - 2016 SM Companies
Powered by eSi

4. Upon clicking “Vendor Organizer (VO)” module, VO Application Page will appear. Click
“File Sharing” icon in the Vendor Organizer Dashboard.

D) Trade Portal

welcome Dumimy Vendor (endor Liser)
from Dummy Vendor
Last login: Thursdey 01/30/2014 05:09 PR

You have ( 00 ) unread messages in your inbox
[vievy loc]
System DateiTime: 01 /300201 4 05:26:46 P

Your session will expire in 23:01

Vendor Community Management

DBS VO

Set this page as homepage

Vendor Organizer Dashboard

File Sharing

File: Sharing allows secure sharing of
files between the BU and its vendors
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5. To upload files, select a folder (e.g. SIMS Item Masterfile) and then click vendor code
subfolder. Click “+ Upload File” link.

Vendor Community Management @

this page e ey

+ Upload File

File Sharing

Shared Folders = SIhiS ftem Masterfile = 014959

Received Files

Uploaded Files

Shared Folders
© ClShered bocumerts

T =53 tem Masterfile
=01 4599

© CIoiie eenrmation Report

© (JProduct Category Masterfile ” »°
© CIRecsintPull-out Template
© [ ReceiptPull-out Reports E

6. Click “Choose File” button. Select the file you want to upload. Then, click “Open”.
Note: Maximum of 5mb per file.
For multiple files, compress file(s) to zip format before uploading.

Vendor Community Management @

File Sharing

Lookin: | 3 5IMS v @ & @

Received Files

| ] 51m5_140277_010314

&

) My Racent
Documnents
TO:

@

Current Folder: Shared Folders

(Ul Choose File [ Do file chose

Desktop

2

My Documents

Uploaded Files

@

My Computer

File name: [sins_140277_ 010314 v Open | |
Files of type: | a0 Fites v/ Cancel

[ Open as read-only

&

ty Netwark

Upload Cancel

Shared Folders
© (JShared Documerts

& 2SS them Masterfile
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7. Click “Upload” button to upload file or “x” icon to delete the file.

Vendor Community Management

L3
Cammart Foloer: Ghal oo FokBsn = SIMS Manm Masteriite = B £y

[ Choose Fike | reo

=8 s ovamms srzsvan

Ugraibesd [ ilen

Sy ool Falberm

DES Wi
B b Beaihe @ (H0 e e
= Ughal File

8. Once done with the uploading, a pop-up message will appear, then click “OK” button.

ds.smtradeportal.com notification

Finished Uploading.

Note: Uploading of file is successful if it appears 100% complete.
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Vendor Community Management

File Sharing

Received Files

TO:

Current Folder: Shared Folders > SIMS ltem Masterfile > 014999

=
h*g 1 SIMS_014999_012314.xisx

Uploaded Files

Shared Folders
© [ Shared Documents
@ [EZEIMS tem Maztertile
=o14333
© (C1SIMS Confirmstion Repart
© (CIProduct CategoryMasterfile

& G

DBS VO
Set this page as homepage
+ Upload File

Upload Complete :100%

<%

9. To view/delete the uploaded file, select the folder and vendor code subfolder.

e Toview the file, click “View” link.
e To delete the file, click “Delete” link.

Vendor Community Management

File Sharing

Shared Folders = SIMS tem Masterfile = 014333

Received Files
F"_ SIMS_014999_012314.xlsx

Uploaded Files

Shared Folders
@ (CJ Shared Documents
© [(EZEMS tem Masterfis
2014003
© [ SIMS Confirmation Repart

7 W

DBS VO
Set this page as my homepage
+ Upload File

Downloading of Files from Shared Folders
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To download the files, select the folder (e.g. SIMS Confirmation Report) and vendor code

subfolder.

e Toview the file, click “View” link.

e To download the file, click “Download” link.

e To delete the file, click “Delete” link.

Vendor Community Management

File Sharing

Shared Folders - SIMS Confirmation Report = 014939

Received Files
< 014990_Confirmation_Report_0130201H51152.paf

Uploaded Files

Shared Folders
© [ Shared Documents
@ CISMS tem Masterfile
© E2SIMS Confirmation Report
(=014a29

A W

DBS Vo
Set this page as my homepage

+ Upload File

View | Download | Delete
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