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BEFORE YOU BEGIN

This section provides information you should know before you use Ordering Tool for the first time.

System Requirements
For best performance when using Ordering Tool, Cisco suggests that you follow the guidelines below.

Hardware

. Pentium 166 MHz (minimum); for optimal performance, Pentium 200 MHz or higher

. 126 MB RAM

. Monitor and display adapter cable of 256 colors at 800x600 resolution; for optimal performance, display adapter
capable of 1024x768 resolution.

Software

L] TCP/IP protocol installed and configured
. Operating system: Microsoft Windows 95, 98, 2000, or NT; Unix (Solaris); Linux
L] HTML browser: Netscape/Mozilla 4.5 or higher; Microsoft Internet Explorer 6.0.

Network

. 56 KB modem connection or higher (sustained bandwidth); for optimal performance, 512 KB LAN connection.

Prerequisites

Before you can use Ordering Tool:
= Your company must have signed the Internet Commerce Agreement (ICA) with Cisco. An Internet Commerce
Agreement is a contract signed by an individual, authorizing them to submit orders using the Ordering Tool.
L] You must be a registered user of Ordering Tool to gain access.
. You must have logged in to Ordering Tool to create orders.

ORDERING TOOL OVERVIEW

Ordering Tool offers the following benefits to users who want to order Cisco products and services:
. A central home page from which you can create orders, access saved orders, and make use of features that save
time in creating orders.
. Configuration checking of both product and service line items to ensure that the order is complete and correct.
. The ability to save common order elements (for example, contact names and addresses, product and service
configurations, configurations, ShipSets) and reuse them.
Ordering Tool consists of two pages that are used to create orders:
. Home Page
. Main Order Form

Home Page

The Ordering Tool Home Page captures general business information about your company and the order.

From the Ordering Tool Home Page, you can:

Create orders

Acquire routed orders

Retrieve saved orders

Use features that save time in creating orers, such as default order information (through the Set Order Defaults link),
order templates (through the Order Templates link), and saved addresses and contacts (through the Address Book
link)

. Access documentation

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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ystenns: Online Ordering Tool - Microsoft Internet Explorer provided by Cisco Systems, Ind.
Ble Edt Yew Favortes Took el | &
A % A . =
Qeak O - 1x] 7] () )search S oRavoms &) [0 o v JOIME G 3

Adkdress [ 8] hitps: /oo cisco.com gt forder BPCOrderSenvet IDisplayhNPP = 1R session=1 162 7032 306575244 1406258 19 z8ee | ks ™

X! -2 =] Semchwieb |« 4 - @ @ swMessenger - (MBockmarks « DMy Yahoo! - wisod = ®
_ Csco Systems: Orine Or.._| 4 Agd Tab! [X]

authonzed SUbMIttEr Wwithin your ofganization e Z

Order
Order Type ISlnndmd Order Tl Help me choose o

Price List IGInhaJ Price List in LUS Daollars Kay
EETETT

Order Description

ProdustDiscount 0.0 5  Service Discount 00 o
Intended Use [Resale Bl 1o e choose
Deal Id I
Purchase Order # I
Requested Ship I—
Date (MMDDAYYYY)
Queote Mumber QN-I

End User Country |United States |

Referral Reason I To Refer {Selact A Reason) j
For U5 and Canadizn users anly: Referral reason required # you infend fo
refier senvice for products on this order,
Fer Federal © e
Goverment? @y

L2 L |

| continue__| =l
&l TS M iecanmanst

For the Ordering Tool Home Page, you supply the following information for the current order:
e  Type and description of the order

Price list to be used

Product and service discounts (if any)

Intended use

Deal ID

Purchase Order number

Requested Ship Date

Quote number (if any)

Referral Reason

End User Country

Federal Government (only visible to Federal Government entitled customers)

Main Qrder Form

On the Main Order Form you enter and configure specific preducts and services that make up your order.
In the Main Order Form, you can:
»  Change header details or accept the defaults.
=  Add, configure, and verify order configurations
*  Group line items into ShipSets that will be delivered to specific locations.
= View an order summary.
The information on the order is organized into four tabs:
= Main Order Form tab: Enables you to order products and services one line at a time. You can verify your order for
completeness and comect any configuration errors. You can save, route, and submit orders from this page.
= Header Details tab: Helds all billing, shipping, end-user, payment/tax, and order acknowledgment information for this
order. Any changes made here overnde current defaults for this order only. For more details, see Header Details in
this manual.
= ShipSets tab: ldentifies the groups of line items that will ship to particular destinations. All items in a ShipSet must
have the same requested destination, ship date, shipping preference, and shipping service level. If Ship All ltems
Separately is set to No, all of the items shipped from the same manufacturing arganization are placed in cne
ShipSet in the order. For more details, see ShipSets in this manual.
= All Order Details tab: Provides a summary of all information related to this order on a single page. For more details,
see All Order Details in this manual.

&ll contents are Copyright & 19292-2008 Cizco Systems, Inc. &ll rights rezerved. Important Motices and Privacy Statement.
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Cisco Svsvems Cisco Ordering Tool Cisco Home NPM |

. Main Order Form

Main Order Form |

Shipping; AT&T Bilin: NCR CORPORATION Purchase Order hurber: [13345 |

ATHLETES VILLAGESS10, CEN| 180 WELLS AVENLE

LAKE BUENA VISTA, . Unted S NEWTCN, Massachus... United 5... = Order - GA342659
equested Shin Dete: [o7272005 |

Hardware Service Level |IPS Signature Only j @ apply to new service lines only

Software Service Level |Sofrware Application Support With Upgrades j " Apply to &l service lines

& Enter, configure, and re\nse Ilne item
Line # Enter Product Discount  Unit Price

S\ — -
ine Product Qty  ListPrice Discount  Unit Price Extended Price Status
F1 CISCO3825-HSECMI 1 136200000 300% 95390000 95340000 Verifier! [=]
SET| 3828 Secunty Bundle ANVPAERE Complete
PLUSAdy. 1P Sery,895/2560
Crypto
2 CON-SUSA-3325HSEC 1 21600000 00%  216000.00 24800000 1ot Conficurabie [m]
SETH 1P5 SIGNATURE ONLY 3825 Secudty For 1 yr Incomplete
Bundte
3 Hen Ling m
Linetotal: 0.00
Save Order Subtatal: 1158400

(Ineludes Miner Lines)

LOGGING IN TO ORDERING TOOL

To use Ordering Tool:
1. Login to Cisco.com.
2. Click Ordering in the left navigation pane.
3. Click Ordering to display the full list of tools.
4. Click Ordering Tool to display the Ordering Tool home page.

SETTING ORDER DEFAULTS

When you set order defaults, you can save time and keystrokes by specifying elements that will be reused in different sections
of the current order, as well as any future orders. You can change the values for individual sections in a specific order without
changing defaults through the Header Details page.

You set order defaults from the Ordering Tool Home page, by clicking Set Order Defaults.

Gisto Svstems Gisco Orderng Tool | Cimen o | WEW |

 Set Defaults

: Ordering Tool Freferences

Save time! L

Ramind me 1o update my order
DETault SERINKS: Cah S3VE 0L T by oe- Update reminders  afer erfering |NE'\-'EF * lnes
populating wour ordar rrrsith roular, 1o Ik arder forn
prefered setings for mejor saclions of svery
ordar.

& Disable all warning alert boxes
D S8l Wour 1era s wAll be used in the Mlert pop-ups i .
relzvant sections of each mevs order you ) Al a3l werning gl ooes
CHERE

& Dizablz Guidance sler
Conmguration Preferences () gngpie Guidante sler

Hels m= choose:

Sections: Blling | Shipping Address & Met1od | Proing Imfo | Paynent S Taoes | Semice Opllons | Acknovdadoernsnts | Qrder Contacts

Ordermg Tool Preferences determine how you want Ordering Tool to function while you are creating orders:
Update reminders: Specifies whether you want to be prompted to update your order after entering a number of lines.
= Alert pop-ups: Enables/Disables warning alert pop-up messages as you add lines to your order.
*»  Configuration Preferences: Enables/Disables Guidance Alert, which checks for incompatibilities as you add an item
to a product configuration.

All contents are Copyright © 1992-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
Page 6 of 38



Cisco SYSTEMS

® ORDERING TOOL USER GUIDE

Billing Information
From this section you can set the default billing address and billing contact.

Setting the Default Billing Address

To set or change billing information:
1. Click the Billing hyperlink on the Set Defaults page.

Billing Information o

CISCO SYSTEMS INC FOR US
INTERNAL DEMO EVAL ONLY
PO BOX 641570

CISCO SYTEMS

SAM JOSE California 95164-1570
United States

another order
Order Description

(Notes for your company's infernal use.
Contact RON CHEN Wil not be reviewed by Cisco,)
Phone (408)525-2505
Fax
Email
Department
Mail Stop

2. Click the Change Address button to display a list of eligible addresses on the My Addresses tab of the Address
Book.

3. Choose the address you would like to use as the default by clicking the button under the Select column.

4. If you would like to choose a billing contact, click on the Assign Contact tab to display a list of available billing
contacts.

5. Choose the contact name to use as your default contact by clicking the corresponding button.

6. Click Apply to save your selections.

Setting Default Billing Contact Information

To set or change billing contact information:
1. Click the Billing hyperlink on the Set Defaults page.
2. If you want to choose a billing contact for the selected address, click the Change Contact button.
3. Choose the contact name to use as your default contact by clicking the corresponding button.
4. Click Apply to save your selections.

Shipping Address and Method

From this section you can set the default shipping address, shipping contact, and shipping method.

Setting Default Shipping Address Information

To set or change default shipping address information:
1. Click the Shipping Address & Method hyperlink on the Set Defaults page.
2. Click the Change Address button to display the My Saved Addresses page.
3. Choose the address you want to use as the default by clicking the button under the Select column or by searching
for an address by clicking the Search/Enter Addresses tab. You can also select None, so that no default shipping
address is specified.

Note: You can only select from previously entered addresses on the Set Defaults page. You must enter a new
address in an order and submit it before the address becomes available for selection on the Set Defaults page.

4.  Click the Apply button, then click OK to confirm the change.

Setting Default Shipping Contact Information

To set or change default shipping contact information:
1.  Click the Shipping Address & Method hyperlink on the Set Defaults page.
2. If you want to choose a shipping contact for the selected address, click the Change Contact button.
3. Choose the contact name to use as your default contact by clicking the corresponding button.
4. Click Apply to save your selections.

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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Setting or Changing the Default Shipping Method

To set or change default shipping method information:

1. Click the Shipping Address & Method hyperlink on the Set Defaults page.

Shipping Address & Method

rs
TOF

Any changes you make here will apply to your whole order.
To specify different imformation at the line level, go to the ShipSet tab.

CISCO SYSTEMS MILPITAS CA
771 ALDER DRIVE

MILPITAS California 95035

United States

Requested Ship Date

Shipping Preference

Shipping Service Level

Help me select Freight Cptions
02A14/2006 | amsDOrrYY)
Cisco Routed v

Cisco Routed Express %

Early Shipment Accepted? Oves & Mo
Contact CHRISTENSON Ship Al items Separateh? @ ves QMo
:?::m Warning: By selecting "Yes" ta the Ship All
’ Ilterns Separately question, you are
Email acknowledging that payment terms are upon
Department shipment of products fram Cisco. Cisca
Mail Stop manufactures worldwide. Selecting "No” does
not prevent multiple shipments or invaices ifthe
arder containg products which are
manufactured at different locations.
Select Delivery Options for this arder
Select End Customer Routed Carrier for this
order
Shipping & Packaging
Mates
(Maotes to appear on 3l
packing slips & invoices)
Carton Motes
[Motes to appesr
on the caron kabels)
IJ:::::?‘;:JDE 35931 PMPST Check for Errors Biack to Order Form
2. Select a shipping preference from the Shipping Preference drop-down list.
3. Select a shipping service from the Shipping Service drop-down list.
4. On the Ship All Items Separately line, click Yes if you accept partial shipments from Cisco, or click No if you want
the entire order to ship at one time.
5. Inthe Shipping and Packaging Notes box, enter any notes to be added to the packing slips and invoices.
6. In the Carton Notes box, enter any notes that should appear on the carton labels on the outside of the product
shipping boxes.
7. Click Save Defaults to save your selections.

Pricing Information

To set or change Pricing information:
1. Click the Pricing Info hyperlink on the Set Defaults page.

Pricing Information
Note: Vou camnot change your price list once you have begun an order; however, you can modify discounts once inside an order.
Price List | Glohal Price Listin US Dollars v
Product Discount 0.0 o,

Senvice Discount 0.0 %

2. Select the Price List from the drop-down list. (The list includes all of the price lists available to you based on the
entitlement information in your User ID profile.)

3. Enter a Product Discount percentage that your company and Cisco Systems have agreed upon.

4. Enter a Service Discount percentage that your company and Cisco Systems have agreed upon.

5. Click Save Defaults to save your entries and return to the Set Defaults page.

Payment and Taxes

In this section you can set purchase order or credit card payments and the tax status of your order.

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
Page 8 of 38



Cisco SYSTEMS

® ORDERING TOOL USER GUIDE

Setting Up a Purchase Order Payment
To set or change Payment and Taxes information:
1.  Click the Payment & Taxes hyperlink on the Set Defaults page.
Payment & Taxes
Note: Y¥ou donot nsed to provide crachit card information K \vou are paving by purchase arder.

Intended Use | Select One N
Payment Method Furchase Order

Taxahle? Oves @no

Select the intended use from the Intended Use drop-down list.

Select Purchase Order from the Payment Method drop-down list.

Specify whether your order is Taxable? By clicking either the Yes or No button.
Click Save Defaults to save your entries and return to the Set Defaults page.

arobd

Setting Up a Credit Card Payment

Ordering Tool provides a secure environment to enter your credit card number. The Ordering Tool ensures that you use the
correct digit length and format when entering credit card numbers and encrypts the data for secure transmission.

The credit card payment option is not available worldwide. The following table summarizes the types of credit card orders
supported for each region.

Table 1 Credit Card Support by Region

Region Product Column
Australia Yes (AUSS$) Yes (AUSS)
Canada Yes (CANS) Yes (CANS)
Europe, Middle East, and Africa N/A N/A

Japan N/A N/A

United States Yes (US$) Yes (US$)

To set up a credit card payment:
1. Click the Payment & Taxes hyperlink on the Set Defaults page.
2. Select the type of purchase from the Purchase Type drop-down list.
3. Select Credit Card from the Payment Method drop-down list.

Credit Card | Mone Reguired (for P.O.) -
Card Number

Expiration
Date | MM ¥ |r Y

Name on Card

Select the name of the credit card from the Credit Card drop-down list.
Enter the credit card number in the Card Number box.
Select the month (MM) and the year (YYYY) when the credit card expires from the Expiration Date drop-down lists.
Enter the full name of the card holder in the Name on Card box.
Enter the zip code for the credit card billing address in the Credit Card Zip box.
. Specify whether your order is Taxable? by clicking either the Yes or No button.
10. Click Save Defaults to save your entries and return to the Set Defaults page.
In addition, you must enter your email address in both the Order Acknowledgements form and the Order Contacts form so that
Cisco can contact you in the event that authorization fails.

CoeNoO A~

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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Service Options

To set or change Service Options information:
1.  Click the Service Options hyperlink on the Set Defaults page.

Service Options

HNote: You may change Vour sendce levels In 0ne of o way's
1) By changing them here prior to placing an order, OR
2) After starting an order, you may change them at the line level for individual line iterms

Hardware Service Level | MNone -

Software Service Level | MNone '

2. Select the service level from the Hardware Service Level drop-down list.
3. Select the service level from the Software Service Level drop-down list.
4. Click Save Defaults to save your entries and return to the Set Defaults page.

Order Acknowledgments

An acknowledgment contact must be provided for credit card, government, and try-and-buy orders before they can be
submitted.
To set or change Order Acknowledgments information:

1. Click the Acknowledgments hyperlink on the Set Defaults page.

Order Acknowledgements

Notes: Your own default ernall s typically the rowing recipient.
You can sepatate multiple emall addrasses with commas,

Marme: First | VWayne Last Douglass

Email wadougla@cisco.com

Have Cisco send
order confirmation email
1o this email address:

wadougla@cisco.com
This may be the persan responsible for racking or processing your orders.

To receive shipping and scheduling acknowledgements, please sign up using the Notification Tool

Enter the first and last name of the person who usually tracks or processes your orders.

Enter the email address of the person who usually tracks or processes your orders.

Enter the email address of the person who usually tracks or processes your orders in the Have Cisco send order
confirmation email to this email address box.

5.  Click Save Defaults to save your entries and return to the Set Defaults page.

rpOD

Order Contacts

To set or change Order Contacts information:
1. Click the Order Contacts hyperlink on the Set Defaults page.

Order Contacts

Note: For questions regarding order, caontact

Mame: First "Wegne Last Douglass
Phone +1 408 526-6066

Fax: 0

Email wadougla@cisco.com

Enter the first and last name as it appears in your User ID. It can be changed upon initial login to Ordering Tool.
Enter the FAX number as it appears in your User ID. It can be changed upon initial login to Ordering Tool.
Enter the email address as it appears in your User ID. It can be changed upon initial login to Ordering Tool.
Click Save Defaults to save your entries and return to the Set Defaults page.

Click the Back button to return to the Ordering Tool Home Page.

ook wN
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CREATING ORDERS

Onece you have logged in to Ordering Tool and 2=t defaultz, you are ready to create an order.
Seroll to the Creafe an Order section of the Ordenng Teol. Some of the fields are already populated with values from your

customized defaults.

%ou have the following options to create an order:
. If you are satisfied with the defaults, you can supply the business information for this arder that is summarized in the
following takle. When you are finished, click Continue to dizplay the Main Order Form.
. If you wiould rather create an order from a template that you have previously saved, click the Uge Order Templates
link at the top of the Ordering Tool Home page. See Creating an Order from a Template for more details.

Table 2 Required business information for your order

Field

Required Information

Order Type

Select one of these options:

Try and Buy Order: Order type for customers and partners who buy directly from Cisco
enabling them to try new Cisco equipment for 90 days before buying it (available
according to customer entitlement).

Standard Order: The basic order type used by Cisco customers to order Cisco products
(no special handling involved).

Note: E-rate, promotion, and U.S. government orders should be entered as standard
orders.

Service Only Order: Service Only orders contain only service items. Shipping
information is unnecessary because no products will be shipped.

Trade-In Order: Used if you are placing the order as part of the Cisco Technology
Migration Plan (CTMP) or custom Trade-In (non-CTMP) programs. Requires CTMP
Quote # or Customer Trade-In worksheet.

Defense Priorities &
Allocation Systems
(Federal DPAS Rating)

Applicable for US Federal government orders only

Price List

Select an appropriate price list for this order, based on the billing address, from the drop-
down list. Once you have chosen a price list, you cannot change it for the current order.

Ordering Description

Enter a text description that uniquely identifies this order.

Product Discount

Enter the discount desired for this order, over and above the customer’s contracted
discount. Non-contractual customers must enter their agreed-upon discount with Cisco to
have it applied to the order.

Service Discount

Service discounts are not populated automatically in the order. Enter the agreed-upon
discount with Cisco to have it applied to the order.

Intended Use

Use Depending on order type, options include:

Resale: if the equipment on the order will be resold to a third party.

Leasing: if the equipment will be rented for a fixed term.

Internal Business Use/Infrastructure: if the equipment will be used by your company
or organization; not resold to a third party.

Service Provision Use: if the equipment will be installed in a service provider facility
that delivers network access to end users.

Lab: if the equipment on the order will be used in a laboratory.

Stocking: if the equipment will be placed in stock by a distributor for future resale. (Only
distributors should specify Stocking.)

Deal ID

The Deal ID will be validated when users click on Continue. If the validation fails, users
will get an alert message such as “Deal has been fully consumed, expired, invalid, or not
approved. You may submit your order with this Deal ID, but doing so may delay your
order.” Users can click on OK and continue to process the order despite the warning
message.

Purchase Order #

If you are paying by purchase order, enter your company’s purchase order number for
this order.

All contents are Copyright & 1992-2008 Cizco Systems, Inc. &ll ights reserved. Important Motices and Privacy Statement.
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Field Required Information
Purchase Order # If you are paying by purchase order, enter your company’s purchase order number for this order.
Requested Ship Date Enter the date on which you want Cisco to ship your order in MM/DD/YYYY format. The date must

be later than today’s date, but no later than 90 days from today’s date.

Quote Number QN Enter the Quote Number, if appropriate. The Quote Number is supplied by the Account Manager.
Referral Reason Select from the drop-down menu to appropriate reason.
End User Country Select the country of the end user for whom the products are intended from the drop-down menu.

Creating a Standard QOrder

The Standard Crder is the most common arder type for ordering Cizco products. Standard Order is also the order type for:
- Promotional orders
. E-rate orders
- U5 faderal government orders.

Create an Order Page

To create a Standard Order, select Standard Order from the Order Type drog-down list,

Enter the information for thiz crder as explained in Table 1.

If your user profile indicates that you order for the US federal government, you will see the Defense Priorities and Allocation
Systems (Federal DPAS Rating) box in which you must enter your code. For US federal government orders, select Federal
Government in the End User Market drop-down list.

Click the Continue bution to move to the next pags.

4 cisco Systems: Online Ordering Tool - Microsoft Internet Explorer provided by Cisco Systems, Inc.

Fle Edit Yiew Favorites Tools Help | w

Qeack ¥ () = 1¥] | Z] | searcn Soravores | v vl v Jo- {3

Address |gi https://tools.cisca.com /gtc/order/IPCCrderServiet?DisplayMPP=18session=11827092 306 5875 244 1406 258 19 BIBE ‘Unks >

X! -2 || Searchwieb |- & - @ - @ | w)Messenger - (MBookmarks - @My Yahoo! - WwYahoo! - »

_ Cisco Systerms: Onine Or...| |4 add Tab)| X]
authorized submitter within your organization o - B

Order Type |Standard Order 7| Help me choose

Price List |Gluhal Price List in US Dollars

IS ]

Order Description

ProductDiscount [00 o  Service Discount 00 %

Intended Use [Resale [

Dealld
Purchase Qrder #
RequestedDS:;iep (e
Quote NumberaN-[ |

End User Country |Unitad States j

Referral Reason |Tu Refer {Select A Reason) |
For US and Canadlan users only: Referral reason required if you infend {o
refer service for products on ihis order.
For Federal ¢ ves
Goverment? & g

&
o [T [ [& % Localintranet

Main Order Form
Specify the products and service you want to order, as explained in the Adding Hems to an Order section of thiz manual.

Header Details

Wiewimadify order information related to:
. Billing
Shipping Address and Method
End User
Payment and Taxes
Acknowledgments
Order Contacts
Mean Standard Shipping Request
Delivery Opticns
Far a Standard Order, the Fayment & Taxes section includes the following oxes for promotional ordera:
- Erate Code
. Promoticn Code

All contents are Copyright & 1982-2008 Cizco Systems, Inc. All ights reserved. Important Motices and Privacy Statement.
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Payment and Taxes

BOUE MU R T D DMTRAGRE TGN A VTR U B TG I DATCTLEE DT
VSIS iy Tienid e Carund D Sl i’ Dava Loy s comraciial N ANGno (5 & Dot v sxpkai Lo M onolt Sross-eitg
pode Gelow:

It st Lsh -
Paytnerd Mot | Pyichases Crder it Catdl | Hore Requred forFri) -
PR— ] P
Trams 30 HET Bl [ 37T

BMame o Cang
Coitmsinsns Code | Select One =

Taxabla? Dyes Clha
Tax Eveivpthen Simtese < usiamar il chasnng & las eomplian
Exaie Dol
Proemariion Carks

Dirdm Frocessng Maies

Thiass mOd0s A% Sivemad by Cd o Eidnie i tha toky’
maydaley the novesang mncion adment ofyour
kar

Creating a Service Only Order

A Service Only Order follows the same pattern as a Standard Order, except that there iz no need to specify Shipping Address
& Method information.

Create an Order Page

To create a Service Only Order, select Service Only Order fram the Order Type drop-down list.
Enter the information for thiz order as explained in Table 1.
Click the Continue bufion to move fo the next page.

W Lisco Systems: Online Drdering Tood - Microsoft Intemnet Lipdorer provided by Cisco Systens, Inc.

B fde few  Fgeertes ok wep L

Qe - - [¥] (2 ] Do icrmontn @) 00- L wi- JOr WS |
Ao ] o o JQe|we =
X - e[ liswowasle| 2 id @ @ iMoo (Booomats Dimevowol - Wrvohool - Ghcanes - "

_ Gs0n Sysems: Ovine orderng .| [ s Tt ]

order Typo [ETERTIMMMERN =] e o croce

Pricoist [Glabel Prce Listin LS Dollars

Note: 'You ¢an 5450 routs an order
by anemer parson. Leam
g

| e—
Ll Ll L
o0 o

[EE

Crdes Descrigtion |

Intended Use [Selact One | [
Dl i
Purchase Ordes & [

Requestod &
.:‘: (MY

Guote Humbes OH.
Commission Code | Selact One b
et User Country [Linited Statos E]

Refoeral Reason | T, Fales (Select A Feason) -

Forus reguied
T SORYICE O DPOCUCTS O BhiS rdker.

[ 3 sl naranet

Main Order Form
Specify the service you want to order, as explainad in the Adding lems fo an Order section of this manual.

All contents are Copyright @ 1992-2008 Cizco Systems, Inc. All rights reserved. Important Matices and Privacy Statement.
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Header Details

Because there is no product 1o ship in a Service Only Order, there iz no need to specify Shipping Address & Method
information.

“iewimodify order information related fo:

Billing

End User

Payment and Taxes

Acknowledagments

Order Contacts

Men Standard Shipping Request

Delivery Options

Creating a Trade-In Order

The Trade-In Crder type is used i you are placing the crder az part of the Cisco Technology Migration Plan {CTMP) or custom
Trade-In (non-CTMP) programs. Information you need to supply as part of the order includes CTMP Quote # and an eguipment
lizt from your Customer Trade-In workshest.

Create an Order Page

To create a Trade-In Order, select Trade-In Order from the Order Type drop-down list.
Enter the information for this order as explained in Table 1.
Click the Continue button o move to the next page.

) Cisco Systems: Online Ordering Tool - Microsoft Intermet Explorer provided by Clsco Systems, Inc.

Be Bt Wew Favontes Tock Heo | &
Qesk + ) v <] 3] (| Psewen Srmors @) | JOFE 3
s (] et T o cer P TrcherSen e 7D PP = 1Bacacris | 102 7053 A0650 75744 1406 75015 5B ks ™

X - @[ Fliseachwen - - @ @ wiMessenger - ([MBockmarks - JMy Yahoo! - wrawol -
Cion Systems: Orine 0. ||+ Add Tab

authorized subrritter within your organization hires

8
|

Ord
Order Type [Standard Order =] ot e chaoee o
Price List [Global Price List in US Dallars Key J

[ERTANEY

Ordar Deseription

Product Discount 00 % Sarvics Disesunt 00 5
Intandsd Use [Resale Bl Holo mo choose
Deal 14
Purchase Ordar #
quunhd:ll;'? I DoY)
Quets Numbar QN-

End User Country [United States =

Refarral Reasen [Ty, Refer (Select A Reason) |
For LS and Canadian ussrs only: REferrsl reasan requied # you inlend o
refier sevvice for produets on this order.
Fer Foderal © yes
Gevermant? @ g

[ cominue_| =
& - =Ty

Trade-In Information Page

When you select Trade-In Order from the Order Type drop-down list, & Trade-In Information page is generated for the trade-
in information you need to supgly. The Trade-In Information page iz accessad by clicking the Header Details tak and dicking
the Trade-In Infermation link.
The Trade-In Information page prompts for the following information:

= Trade-In program you are participating in and the CTMP quote number, if appropriate.

. RMA contact perzon. If your RMA contact iz not on the list, enter contact information in the boxes provided.

= Trade-In retumn information. Click the Add Trade-In Return Info button to provide equipment information.

All contents are Copyright & 1982-200¢ Cizco Systems, Inc. All rights reserved. Important Motices and Privacy Statement.
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Trade-In Information e

Instructions: 1. Provide the Type of Program, CTMP Quote# and Credit amount per the program details. For more information about these
fields see the Trade-In section inthe Ordering Tool HELP
2. Select or enter your RMA contact person and click Add Trade-In Return Info button to provide the Trade-In products.

Provide program information
Type of Program | Cisco Technology Migration Plan v
CTMP Quote#
Credit Amount 0.00

Select your RMA contact person

Mail Stop

Select Last Name First Name or Room # Dept. Phone # Fax#
(5] ATTM
(9] BHAN VIBOV
O CHEM ROM (402)525-26045
(2] EFIRD TREECE (B50)453-4141
O ESTERLECHHER HEINZ
® HERCULES MAYLENE
[ 5] HERMAN NICK (408)525-7054
O KOLEK ROBERT (402)526-8630
[#) MANN CHRIS ()F12-385-9341
O PAYARBLE ACCOUNTS
(2] S0 AMMNIE
O THOMAS ERIC
® TWEEDLY ALER

If your RMA contact person is not listed above, please provide the following information.
{Required) Name

{Required) Phone #
{Required) Email
Fax #

Dept.

Mail Stop/Room #

Check for Errors Order Form

,ﬁ Last saved:
LR Jaruary 17, 2006 3:30:29 PM PST

Main Order Form

Specify the products and service you want to order, as explained in the Adding Items to an Order section of this manual.

Header Details

View/modify order information related to:

. Billing
L] Shipping Address and Method
. End User

. Payment and Taxes

= Acknowledgments

. Order Contacts

L] Non Standard Shipping Request
. Delivery Options

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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HEADER DETAILS

Click the Header Details tab in the Main Order Form to display the All Header Details page.
View/modify order information related to:
L] Billing
Shipping Address and Method
End User
Payment and Taxes
Acknowledgments
Order Contacts
Non Standard Shipping Request
Delivery Options

Cisco SysTEMs Cisco Ordering Tool Cisco Home NPH

| Header Details

AT [ Header Details | S &)1 Order Details
Apply changes to your entire order B.0. Numper;
Order ID: MP7E03971
Madifications to your Order Header Details will be applied to your entire order, Eequested Ship Date:  02/14/2008

To save your changes, click the Save button in the lower frame.

Sections: Billing | Shipping Address & Method | End User | Payment & Taxes | Acknowledgements | Order Contacts | Mon Standard Shipping Reguest | Delivery Options

Billing

From this section you can change the billing address and billing contact

Changing the Billing Address

To change billing information:
1.  Click the Billing hyperlink on the All Header Details page.

Billing Information e

CISCO SYSTEMS INC FOR US

INTERNAL DEMO EVAL ONLY

PO BOX 641570

CISCO SYTEMS

SANJOSE California 85164-1570
United States

another order
Order Description
(Notes for your company's Infernal use.

Contact Wil not be reviewed by Claco )

Phone

Fax

Email
Department

2. Click the Change Address button to display a list of eligible addresses on the My Addresses tab of the Address Book.
3. Choose the address you would like to use as the billing address by clicking the button under the Select column.

4.  Click Apply to save your selections and display the All Header Details page with the new billing address.

Changing Billing Contact Information

To change billing contact information:
1.  Click the Billing hyperlink on the All Header Details page.
2. If you want to choose a billing contact for the selected address, click the Change Contact button.

3. Choose the contact name to use as your billing contact by clicking the corresponding button, or click the New

Contact button to enter a contact person if they are not listed.
4.  Click Apply to save your selections and display the All Header Details page.

Shipping Address and Method

From this section you can set the default shipping address, shipping contact, and shipping method.

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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Changing Shipping Address Information

To change shipping address information:
1. Click the Shipping Address & Method hyperink on the Header Details page.
2. Click the Change Address button to disglay the The Address Book page.
3. Click the Use one of My Saved Address hyperink.
4. Select the address you want to uze and click Apply.

Cisco Ordering Tool: My Saved Addresses - Microsoft Internet E... [ 5 1 Note: If you do not flnd the address you want in Use

Cisco Ordering Tool

My Saved Addresses one of My Saved Address, follow instructions below

to widen your search. Click on the Back To Search
hyperlink and type the ‘Company Name’ in the

Back To Search > Saved Addresses

Sor ‘ ) .
e | s atuen | Dy | sPons - G e ] Company’ field. Then click Search button. See

CUSTOMER SHIPPING ADDRESS Austraba =

DEMGHSTRATION  PERTH, Wesiem Austal 500 " screenshot on left.

CUSTOMER CUSTOMER SHIPPING ADORESS  Netherands

DEMONSTRATION NL - NI o]

A AMSTERDAM , 1101 BA

CUSTOMER SHIPPING ADDRESS MA Moreco

DEMONSTRATION NL  CASABLANCA , 0100 Lol

FCA

CUSTOMER CUS’[DMER SHIPPING ADORESS  Ursted States

DEMONSTRATION US

15
-
L

\ANJ JSE | Calfornia 95134

REGRESSION DO NOT BURD PFTI’F-' I'I"TNI'LM"IIFR Gamnany
SHIP EMEA 1 PASCALSTR -
ﬂvf}\ TI"T DHDFH"‘ ONLY -
| of

E Etirpng I~ Service Contract Biling
2
[FTH |- mﬁ; {fon Rresale Intended Use)

T Add to My Saved Addresses

] I s "t 4

it Cisco Ordering Tool My Saved Addresses - Mcrosoft Interict Ex I If you still do not want your address after widening

Cisco rdenng Tool . .

End User Address your s_earch anq reviewing aII. the addresses, then you
Saarch Again > Results can click enter it here hyperlink (screenshot above)

¥ you do not see your address below, please refine your sesch critena fther. W not found you may enler i hers to bring up the Address Book page’ and you Can

Search Results: Showng best 30 of matches found (100 Max)

SO PP — Fre— create a new address by free-form typing all the
CUSTOMER LA ADDRESS United States & | . " .
DEMONSTRATION US BATON ROUGE . Lowidised 70802 required and recommended fields. Then click Apply.

CUSTOMER United States el

DEMONSTRATION US bM.luAN IHU.I'MI See screenshot on left.

CUSTOMER WA ADDRESS United States
DEMONSTRATION US SPOKANE , Washnglon 95216

CUSTOMER ARMY APAC ADDRESS Uniled States -~
DEMONSTRATION US ARD AP 25360

CLUSTOMER IL ADDRESS United States
DEMONSTRATION US CHICAGO |, llleors 60601

CLUSTOMER PA ADDRESS Uniled States
DEMONSTRATION US PHLADELPHIA | Pennsyharia (o
19106

CUSTOMER 425 MANCHESTER ROAD STE7  Unied Stales ~
DEMONSTRATION US POUGHKEEPSIE , New York 12603 =

F End Liser I Stpping

&1 End Users ™ Senace Contract Billing e -
[~ ooty || (el

(et Resale Inerded Use)
™ Add to My Saved Addresses
] Y = N [T 7

scimn- a0 Dc g Toak Faar RNt Ak it R RS 1 Once you have created the new address, you are now

nig Tool =]

Shipping Address required to add new contact information associated
T with this new address. Complete required fields in the
. Add New Contact screen. Then click Apply.
o b B A See screenshot on left.
e | |
Campany [Toatine. *heavas
Addrass Line 1 123 First Stroat THequeed

City [San Jose “Hequens —
StataProincs CALIFORMLA 'I'xwvw:
PastalZip G515 “Hequend
ol | ;l_l
 Shipping
' L Sihia [ Search Again |
Cancal
F ot
™ A3d o My Saved Addrassns
] I = | E

All contents are Copyright & 1952-2006 Cizco Systems, Inc. All rights reserved.
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Changing Shipping Contact Information

To change shipping contact information:
1. Click the Shipping Address & Method hyperlink on the Header Details page.
If you want to choose a shipping contact for the selected address, click the Change Contact button.
Choose the contact name to use as your contact by clicking the corresponding button.
Click Apply to save your selections and display the Header Details page.

2.
3.
4.

Changing the Shipping Method

To set or change default shipping method information:
1. Click the Shipping Address & Method hyperlink on the Header Details page.

2. Make a selection from the Shipping Preference drop-down list.

3. Make a selection from the Shipping Service drop-down list.

4. On the Early Shipment Accepted? line, click Yes if you accept shipments before the requested ship date specified,
or click No if you do not.

5.  On the Ship All ltems Separately line, click Yes if you accept partial shipments from Cisco, or click No if you want
the entire order to ship at one time.

6. Inthe Shipping and Packaging Notes box, enter any special requirements for shipping or packaging.

7. In the Carton Notes box, enter any notes that should appear on the carton labels on the outside of the product
shipping boxes.

8. Click Save Order to save your selections.

Shipping Address & Method

TOP

Any changes you make here will apply to your whole order,
To specify different mformation at the line level, go to the ShipSet tab

CISCO SYSTEMS MILPITAS CA
771 ALDER DRIVE

MILPITAS Califarnia 95035
United States

Requested Ship Date

Shipping Preference

Shipping Service Level

Help me select Freight Options
02/14/2006 | qmmiDDAYYFY
Cisco Routed v

Cisco Routed Express v

Early Shipment Accepted? (Oves 3 ho
Contact CHRISTENSOM Ship All tems Separately? )ves O No
Phone
Fax Warning: By selecting "yes" ta the Ship All
B Iterns Separately question, you are
Email acknowledging that payment terms are upon
Department shipment of products from Cisco. Cisca
Mail Stop manufactures worldwide. Selecting "MNo” does

not prevent multiple shipments or invaices ifthe
order contains products which are
manufactured at different locations

Select Delivery Options for this order
Select End Customer Routed Carrier for this
arder

Shipping & Packaging
Motes
(Motes to appear on al
packing slips & invoices)

Cartan MNotes
(Motes to appear
on the carton labels)

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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End User

Cisco requires End User information for resale orders, contract customers, and orders containing encryption items.

Changing End User Information

To change the End User address Information:
1. Click the End User hyperlink on the Header Details page.

End User

Note: Required for Resale and Senvice Provision intended Uses Recommended for alf intended Uses

CISCO SYSTEMS MILPITAS CA Contact CHRISTENSOMN
771 ALDER DRIVE Phone
MILPITAS, California 95035 Fax
Urited States .
Email

Department
Mail Stop

End User Market | Education v

2. Click the Change Address button to display the The Address Book page.
3.  Click the address you want to use and click Apply

Note: If you do not find the address you want in the above steps, follow instructions on "widen the search”

and "add a new address" as outlined in "Changing Shipping Address Information" section.

Payment and Taxes

To modify Payment and Taxes Information:
1. Click the Payment & Taxes hyperlink on the Header Details page.

Payment and Taxes

Hote: You oo rot heed to provide credit card information if vau are paying by purchase order.

Warning: Fayment terms cannot be selected because they are contractual, ifthere js a probiem please explain inthe order processing
notes befow.

Intended Use | Lsh v
Credit Card | None Required (for P.O. v
Payment Method | Purchase Order v = ¢ !
Card Humber
Purchase Order #

Expiration
Terms 30 NET Dat

N M |3 [ Y v

Name on Card
Commission Code | Select One

Taxable? Gives QMo
Tax Exemption Status: Customer not claiming a tax exemption

Erate Code
Promotion Code

Order Processing Notes

These notes are reviewed by Clsco. Entries In this fieid
may dalay the processing andior shipment of your
orcer.

Select an Intended Use from the drop-down list.

If the Payment Method is Purchase Order, enter the purchase order number in the Purchase Order # box.

If the Payment Method is Credit Card, select the Credit Card name, enter the credit Card Number, select the
month and year of the Expiration Date, and enter the name that appears on the card.

5. Select a Commission Code from the drop-down list, if applicable.

6. Click Yes or No on the Taxable? line.

PN

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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7. Enter an Erate Code or Promotion Code supplied by Cisco for promotional orders.
8. Enter any Order Processing Notes (not to exceed 300 characters).
9. Click Save Order to save your selections.

Acknowledgments

An acknowledgment contact must be provided for credit card, government, and try-and-buy orders before they can be
submitted.
To change Order Acknowledgments information:

1.  Click the Acknowledgments hyperlink on the All Header Details page.

Order Acknowledgements

HNotes: Yourown default email is ipically the routing recinient
You can separate muitiple email addresses with cormas.
A valicd order contact e-Mail adidress is required for alf Credit Card, DPAS Rated US Government, and Tny and Buy orders,

Mame: First ¥¥ayne Last | Douglass

Ermail: wadouglad@cisco.com

To receive shipping and scheduling acknowledgements, please sign up using the Notification Tool

2. Enter the first and last name of the person who usually tracks or processes your orders.

3. Select Fax, Email, or Neither as the method for sending acknowledgments. Enter a Fax number or Email address in
the box, depending on your selection. If you selected Neither, enter nothing.

4. Click Save Order to save your entries.

Order Contacts

To change Order Contacts information:
1. Click the Order Contacts hyperlink on the Set Defaults page.

Order Contacts

For guestions regarding this order, contact

Marme: First "WWayne Lagt |Douglass
Phone +1 408 526-606B

Fax 0

Ernail: wadouglal@cisco.com

Enter the first and last name of the person who should be contacted about this order.
Enter the contact person’s phone number.

Enter the contact person’s FAX number.

Enter the contact person’s email address.

Click Save Order to save your entries.

oo kLN

Non Standard Shipping Request

This section gives Billing Customer Routed customers the opportunity to enter a carrier and a carrier account number.
To specify non-standard shipping:
1. In the Shipping Address & Method section, select “Billing Customer Routed” in the Shipping Preference drop-down
list.
2.  Select a service level from the Shipping Service Level drop-down list.
3. Click the “Select End Customer Routed Carrier for this order” link located below the Ship All tems Separately?
warning.

Non Standard Shipping Requests Frrd

Warning: Flease note that if the non-standard shipping carer you requested below s not avallablie, Cisco reserves the nahts to use an
appropriate caret and carriar account number frarm your Shipment Rouling Condfigurator profifs fo fIRIIT vour order.

Requested Carrier

Carrier Account Mumber

4.  When the Non Standard Shipping Requests section is displayed, select a carrier in the Requested Carrier field.
5.  Enter the account number in the Carrier Account Number box.
6. Click the Save Order button.

All contents are Copyright © 1992—-2006 Cisco Systems, Inc. All rights reserved. Important Notices and Privacy Statement.
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Delivery Options

All delivery options are not always available for selection on orders.

Cisco will follow delivery option requests if available; however, not all delivery options are supported by all carriers or available
in all ship-to regions. Delivery option requests will be passed on to the customer's selected carriers on Billing Customer Routed
orders.

To specify delivery options:

In the Shipping Address & Method section, select a preference in the Shipping Preference drop-down list.

Select a service level from the Shipping Service Level drop-down list.

Click the “Select Delivery Options for this order” link located below the Ship All Items Separately? warning.

Click Yes for every delivery option you want.

If there is a text box for every option you have selected, enter appropriate information.

ADDING ITEMS TO AN ORDER

From the Main Order Form, you can:

Add configurable products, spares, and service

Configure products

View shipping, billing, PO number, and requested ship date

Submit an order or create order templates

Access saved configurations, shared configurations, and search for terms
Apply or modify the order hardware service level

aORrON=

Adding a New Line Item

To add a new line item:

1. In the Enter, configure, and revise line item section, click New under Line #.

2. In the Enter Product box, either enter the product number exactly as it appears in the price list or search for a
product. (For more details on searching, see Searching for ltems in this manual.)

3. Enter a quantity in the Qty box and a Discount percentage that your company and Cisco have agreed upon.

4. To add options for a configurable item, either use a saved configuration by clicking the Get Saved Config button, or
select the line and click the Configure button.

5. To define service, click the Service/Line Details button.

6. Click Save Order to save changes.

Modifying a Line Item

To modify a line item:
1. In the Enter, configure, and revise line item section, click the Line # of the item you want to modify.
2. Make the required changes.
3. Click Save Order to save changes.

Deleting a Line Item

To delete a line item:
1.  Click the button in the Delete column for the line item.
2. Click Save Order to delete the item.

Adding Service to a Line Item

A service line item can be added to an order and associated with a product configuration in two ways. The first way is to add service to a current order,
and the second way is add service to hardware existing in another order (typically a previously submitted order).

To add service to a current order:

In the Main Order Form, add the line item and quantity

Add the service line item and quantity.

Click the Save Order button to save changes.

Click Check for Errors.

Correct any configuration errors until the configuration passes.

Click the Incomplete link for the service.

In the Service Information section, click the down arrow in the Duration list and select a time period (for example, 3
Years).

Click the radio button next to New Contract or Existing Contract, as appropriate.

Nogohkwhn=

©
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9. In the Covered Product Information section, select from ‘Duration’ drop-down menu the years of service. (See screenshot below)
10. Click Save Order button.

“Heo Orderinig ine Item Detals - Microsolt Intemnet Explorer provided by Chico Systens, Inc.

B Edt Mew Favorites Took Hep >
Qees - D - =) (2] G| Dseven Jorvems &) 07 o W~ Jerld €3
Aress (1) s ook oo com o or e IPCOrder Servietiinns e = 1 195545 1 380w _number = S on =L Detatframesetisesson=1 1% |63 G0 | Links |
XT - 2-[ 0 Fisewchweb -] 2 - @- @ s Mesenger - (MBockmanks - @My Yohoo! - wiahoo! - ®
_ Cisco Ordering Took: Set .| [ 4 Add Tab) a
2l
Covered Product Information =

This service line is linked ts
this preduct : CISCO1801

MPE VP 11541427 (Note: SO=Sabes Order, MPCisco MarketPlaca)
Line# |
Service Information &
Ouratien [EEEER =]
© Mew Contract
L -
Comat {Optional)
Service Site -

Sendce Site Address

IREERRERY <k o to use e order shipping address. Test inc . 111 South R * 33 the sendce st

address =
m Lot wavwd: m
June 24, 2007 1221003 PM POT m
] Cone =0 [ 15 R ecaniranet

To add service to hardware existing in another order:

1. In the Main Order Form, add the service line item and quantity.
2. Click the Save Order button to save changes.
3.  Click the Incomplete link for the service.
4. In the Service Information section, identify the product from drop-down menu under Covered Product Information. Then complete
either “A” or “B”. Then click the down arrow in the Duration list and select a time period.
5.  Click the radio button to new Contract or Existing Contract, as appropriate.
6. Click Save Order button.
i Line [tem Detals - oft Intermeet Explorer provicked by Cisco Systems, Inc.
B Edt Wew Fgvontes Toos Hep &
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-2 Flswthwe |-l - @ @ s - (Bockmas - DMy Yahoo! - wvahesl = B
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Wi have identified] That thes senice e does not match any products on this crder. ¥ you ane ordering the sendce for
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SEARCHING FOR ITEMS

If you don’t know the details of the products you want to order, such as the product name or product number, you can use the Search for
ltems and Saved Configs page to find product information and complete the order.
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The Search for Iltems and Saved Configs page enables you to search the following:

Product Number: Enter as much of the product number as you know.

Configuration Name: Enter as much of the saved configuration name as you know.

Product Description: Enter as much of the product description as you know (for example, router).

Search by Product Family: Select a product family from the drop down list. Searching by product family takes precedence over
other criteria you may have already entered.

Searching for Products

To search for an item (Refer to same screenshot as above):

1.
2.
3.

4.

5.
6.

Click the Item Search button to display the Search for Iltems and Saved Configs page.

Enter your search criteria.

Optionally check Include my saved configuration. Show another user’s saved configuration, or Show all my company’s saved
configuration if you want to include these in your search.

Click the Search button to display the Search for Items and Saved Configs: Results page.

iseo Brdering Toal

Search for ltems and Saved Conﬂas: Results

[ Viarnianip Sawch ]
Toadd beme fam fis st your order, ndicads e quartiy, P Hussiney: (T-EFLIE
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T8 Rl w0  weank D G, ared click B e i WETET11ET
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Select the items you want to add to you order by entering a quantity in the Qty column.
Click the Apply button to display the Main Order Form with your items added to the list.
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Searching for Spares

To search for a spare:
1. Click the Item Search button to display the Search for Items and Saved Configs page.
2. Click the Spares Search tab.
3.  Enter your search criteria.

Cisco Ordering Tool

Search for Spares

[ Spares Search |

PO, Mumber; 123456
Select a spares categary from the drop-down list, or enter specific praduct information, Order D MPTE03971
then click Search.
Click the itermvConiig Searchiah to search for regular products or saved configurations.
Click the My Saved Configstab to view your list of saved configurations.
Click Cancelto dismiss this screen

Line Mumber: New

Search spares categories

Spares Categary

Or search for specific spare products

Product Mumber ‘ |

Product Description ‘ |
Example: Router

Search Cancel

4. Click the Search button to display the Search for Spares: Results page.

Cisco Ordering Tool

Search for Spares: Results

| Spares Search |

To add iterns from thig list to your order, indicate the quantity, P.0. Mumber: 123456
ofthe iterm({s) you want to add, and click Apod. Grder ID: MPTE038T1
Click Search Againto begin a new search Line Mumber: News

Click the My Saved Configs tab to view your list of saved configurations.

Created

Product / Description List Price Updated Status aty.
Zmén;ys Tln (R:21):j cable, Male-120 to Male-120,10 f 120,00 ]
g;eBg-g;;w 51 $;J|2!|D1[2R[Jl:g1: 1 cable, Male-120 to Male-120, 5 1t 11000 I:l
E;ng{:n;fgﬂﬁﬂlg;q cable, Male-120 to Male-120, 5 ft 110,00 l:l
ggggfrw?gmzag;?; cable, Male-180 to Male-120, 10 f 12000 l:l
g;eBg-gl:\'tw 51 ?3211@[]3;1“ ;j cable, Male-160 to Male-120,10 ft 12000 I:l
E;ng{w?gmzagffx) cable, Male-180 to Male-120, 5 ft 110,00 l:l
g;eﬁég;y;?gﬂ1(2ﬂﬂigTXJ cable, Male-180 to Male-120, 5 ft 110,00 l:l
3435-?3 “R?iz Cable, 14 Fest 2500
CABRANNR. 1= —

Search Again

5. Select the items you want to add to your order by entering a quantity in the Qty column.
6. Click the Apply button to display the Main Order Form with your items added to the list.
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CONFIGURATION

Configuration is the process of selecting different options that will be included in the product you are purchasing.

Configuring a Line Item

To configure a line item:
1. On the Main Order Form, locate a line item that currently says Unverified in the Status column.
2. To select what will be configured, either click the Unverified hyperlink or select the Line # and click the Configure

button.
Cisco Srstems Cisco Configuration Tool Cisco Home | mWem_ | | Login | Prafile | |
¥ I d WADOUGLA
. Configure It
Exit Configuration HELP

Select Options W

12816/1280-DC
Cisco 12816 Internet Router, Sixteen-Slot System, 4 DC PSU

View My Selections

To add options, select item category on the left, then select options fram the list
displayed on the right
Use the 0105 Software Si

o Ty : Cho Iptions ¢
[ Route Processor Options

Configuration Guidance OFF
Enable Error Correction

S12KK3712.0.275

© PRPA o USD 13,500.00 A
2
PRP-2 Cisco 12K Series PRP 105 SERWICE PROVIDER/SECURED
Redundant Route Processor Options SHELL 56
105 Soft Options for GER
Line Cirlé\f:félmﬂlﬂﬂﬁ . (i S12KK5212.0.278 UsD 13,500.00

Line Cards Slot 2
Line Cards Slot 3
Line Cards Slat 4

Cizco 12K Series PRP 105 SERYICE PROVIDER/SECURED
SHELL 3DES

Line Cards Slot & oo S12KZ12.0.27S USD 12,500.00
Line Cards Slot & Cisco 12K Series PRP 105 SERVICE PROVIDER
Line Cards Slot 7

Line Cards Slot 8 oz S12KK3Z12.0285 USD 13,500.00
Line Cards Slot 9

Line Cards Slot 10
Line Cards Slat 11

Ciseo 12K Series PRP 105 SERVICE PROVIDER/SECURED
SHELL 56

Line Cards Slot 12
Line Cards Slot 13 Ojo
Line Cards Slot 14
Line Cards Slot 15

S12KK5212.0265 USD 13,500.00

Cisca 12K Series PRP 105 SERVICE PROVIDER/SECURED
SHELL 3DES

oo S12KZ-12.0285 UsD 12,500.00

Cisca 12K Series PRP 105 SERVICE PROVIDER

S12KK57-12.0.305 USD 13,500.00
jo

v

R 4717 G AR IO SEMVACE MOCINEC S SR IDER
w Check Configuration

In the left column, select an item category.
In the right column, select an option and enter a quantity.
If you want to save the configuration, click the Save button and enter a name for the configuration when prompted.

Click the Check Configuration button to verify that the item has all the necessary options to complete the
configuration.

7.  Click the Add to Order button to add the completed configuration to the order.

o0k w

Using Saved Configurations

You can save and reuse major line configurations for new orders. If you frequently reorder the same products, you can click
Get Saved Configurations on the Main Order Form and retrieve the entire configuration instead of configuring the same
product each time you want to order it.

Saved configurations can only be shared by users from the same company and same bill-to addresses.
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To used a saved or shared configuration:
1. On the Main Order Form, click the My Saved Configs button.

Cisco Ordering Tool

My Saved Configs

My Saved Configs |

P2, Mumber: OT-EPI-05
To add saved configuration(s) or conflguration set(sy to your arder, indicate guantity of the Order [0 MPTE11157
configuration(s) andfor configuration set(s) and click Appiy. Line Mumber: New
Click the rtemdConfly Search tab to begin a new search
Click Cancelftoclose this screen and return to your order.

Created

Product / Description List Price Updated Status oty Select
*ou have 3 saved configuration(s) A
éiﬁ:?gﬂzw!]sq;vlt)e‘r:nel Router, Sixteen-Siot System, 4 DC PSU 210000 00 l:l
O anen: \WADOLGLA - ores e [ ] O
jgg;%ﬁqﬁkﬂﬂ}—gf;sywﬁ ISE LC with SC connectar 123000 00 l:l
comgtere - e [ D
!gi-ocn?g? -;g;cn:alms = 488500 l:l 1
= - g wm D

~

2. For each configuration you want to add to the order, enter a quantity in the Qty column.
3. When you are finished entering quantities, click the Apply button to display the Main Order Form with the added
configurations.
If some of the configurations are in an Unverified status, a Verify All Configs button appears at the bottom of the Main Order
Form. Clicking this button will check all the items on the order and reset the line status to Verified if the line passes the
configuration check.

SHIPSETS

A Shipset is a grouping of products in an order that have the following identical elements:

. Shipping destination

. Requested ship date

. Shipping preference

. Shipping service level
An order with only one shipping destination for all products has one ShipSet. To save time, you can save a selected ShipSet to
use as the basis for a new ShipSet.

Cisco Sysrems  Cisco Ordering Tool Cisco Home NPH

WM. ShipSets

H shipsets | [ Is
Select a ShipSet and click Wiew Modiito views and edit the details of thet ShigSet, PO Number
or click Copyto copy the informstion to & new ShipSet,
or click Defeteto delete one or more ShipSets.
Hote: Lines in delsted ShipSets will revert back to the default ShipSet.
Click New SkipSetto create a new ShipSet

Qrcler ID; MPTE03971

ShipSet  Destination Address Requested Ship Date  Shipping Preference

Shipping Service
L

1 CISCO SYSTEMS MILPITAS CA 0241 472006 Cizco Routed Cizco Routed Express O
771 ALDER DRIVE
MILPITAZ, California 85035
United States

2 CISCO SYSTEMS MILPITAS C2 021 4/2008 Cizeo Routed Cizco Routed Express ]
771 ALDER DRIVE
MILPITAS, California 95035
United States

Hev ShipSet Viewe/ Moiify
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You can ship to multiple destinations on one order by splitting the order into multiple ShipSets, then changing the ship-to
address for each destination. Cisco may be required to break apart your ShipSets to accommodate shipments of line items that
are manufactured in different locations around the world.

Creating a New ShipSet

To create a new ShipSet:
1. Click the ShipSets tab to display the ShipSets page.
2. Click the New ShipSet button at the bottom of the page to display the ShipSets: View/Modify page.

Cisco SysTems Cisco Ordering Tool |Cisco Home | NPM | |

WM. ShipSets: View/Modify

Ordering ToolHome

Instructions ShipSet: new
First, select the lines from your order to be assigned to your ShipSet
Second, assign the shipping attributes to your ShipSet.

Step 1: Assign Lines to Your ShipSet
To assign one or more lines from your order t0 your new ShipSet, select a line from the left column and click the Add button.
To remave lines fram your new ShipSet, select a line from the right column and click the Remove button.
Mote: You can Cirl-click andior Shift-click to select multiple lines

Lines in Order Lines in ShipSet
Line ! Hem ! Set Line / Kem i Set

IR-SC= 1
o B Add >
< Remove

AddAll >
< Remove All

Step 2: Assign Shipping Attributes

Selectyour ShipSet's destination address and shipping method below,
‘When you have finished assigning lines and attributes, click the Save button

Shipping Address Shipping Options
CISCO SYSTEMS MILPITAS CA Requested Ship Date | 0271 4/2008
771 ALDER DRIVE A i il WA 2]

MILFITAS, California 95035 Shipping Preference  Cisco Routed

United States Shipping Service Level | Cisco Routed Express  +

Contact: CHRISTEMNSON
Phone:
Fax:

Email:

Departrment:

Mail Stop:
v | [ Corco |

In the Lines in Order window, choose the lines you want to be part of the new ShipSet.

Click either the Add button to add a single line item or the Add All button to add all line items.

Once the lines have been added, choose a Shipping Address and Shipping Options for the new ShipSet.
When you are finished, click Save to display the ShipSets page.

ook w

Using an Existing ShipSet to Create a New ShipSet

To create a new ShipSet from an existing ShipSet:
1. Click the ShipSets tab to display the ShipSets page.
Select the ShipSet you want to use as the basis for a new ShipSet by clicking the button in the Select column.
Click the Copy button at the bottom of the page to display the ShipSets: View/Modify page.
In the Lines in Order window, choose the lines you want to be part of the new ShipSet.
Click either the Add button to add a single line item or the Add All button to add all line items.
Once the lines have been added, choose a Shipping Address and Shipping Options for the new ShipSet.
When you are finished, click Save to display the ShipSets page.

Nookwn
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Viewing and Modifying ShipSets
To view and modify ShipSets:

1. Click the ShipSets tab to display the ShipSets page.

2. Select the ShipSet you want to work on by clicking the button in the Select column.

3.  Click the View/Modify button at the bottom of the page to display the ShipSets: View/Modify page.

4. If you want to add or remove items, in the Lines in Order window, choose the lines you want to add or remove from
ShipSet.
Click either the Add button to add a single line item or the Add All button to add all line items.
Click either the Remove button to remove a single line item or the Remove All button to remove all line items.

5.  Choose a Shipping Address and Shipping Options for the ShipSet.

6. When you are finished, click Save to display the ShipSets page.

Deleting a ShipSet

When a ShipSet is deleted, the items that make up that ShipSet are not deleted from the order but rather are added to another
ShipSet in the order.
To delete ShipSets:

1. Click the ShipSets tab at the top of the Main Order Form to display the ShipSets page.

2. Select the ShipSets you want to delete by clicking the button in the Select column.

3. Click Delete to display the ShipSets page again.

OPEN ORDERS

An open order is one that has been created, but not yet submitted, usually because it not complete.
You can view, modify, and save an order as long as it is still open. Once the order is no longer open, you can change it only by
using the Cisco Change Order Tool.

Accessing Open Orders

To access an open order:
1. On the Ordering Tool Home Page, click the View Open Orders link at the top of the page.

Open Orders -

Instructions: * To open an order, click Order (D link
* To delete an order, select order and click "Delete Order” to delete one or more orders from your list
* To re-use information from an open order, selectthe order and click"Save as Template”

Creation

Daollars

Global Price Listin US
Daollars

~

. MP7E45500 INTERMAL 11/29/2005 N/A My first order

# Order ID Type Date Shipping To Description Price List Select

1. ME7851166 MAINT_ONLY 01/06/2006 NiA SRR AR U IEHEA RS ISR )
arder Dollars

2. P78454p1 [1A0EIN 0170512008 NJA Tradeinorder  /obAl Priee Listin s —
Qrder Dollars

3. MP7844794 STANDARD  01/05(2008 NiA Fed Order plobalPrice LIstn LS 1

4. MP7811167 STANDARD  12/28/2005 NiA plobalPrice LIstn LS 1

CISC0 SYESTEMS Global Price Listin Ug

5. MET03971 STANDARD 1263712005 Sieo 0 BTET anotnerorder ol o

6. MP7845502 INTERNAL  11/20(2005 NiA Wyfrstorger OBl PriceListinUs 4

O

2. Click on the Order ID of the order you want to work on.
3. Make any modifications to the order.
4. Click the Save button.

Deleting Open Orders

To delete an open order:
1. On the Ordering Tool Home Page, click the View Open Orders link at the top of the page.
2. Click the box in the Select column next to the order you want to delete.
3.  Click the Delete Order button.
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ORDER ROUTING

A routed order is an order created by one person and sent to someone else to complete, approve, or submit. If an order has

been routed to you, you will receive an email message from the person who routed the order. The email message contains the
Order ID and the Key to use to access the order in Ordering Tool.

Routing an Order

To route an order:

1. On the Main Order Form for an open order, click the Route Order button at the bottom of the page to display the
Order Routing page.
Cisco COrdering Tool
Order Routing
________________________________________________________________________|
Order Routing | IIEEREIAIEae)
Order ID: MP7303971
P.O#:
Route your Order via email to ane or mare persons -- just enter their email address(es), separated by commas, in the text
field below. You can also add any special instructions or notes in the Routing notes area.
Email address(es): jirousseau@example.com
Routing notes:
Please approve this order.
Narie RLrouet|
[ oo 0o [ Concor
2. Enter the email address of the persons who should receive the routed order.
3.

Enter any notes regarding the routed order in the Routing notes box.
4. Click the Route Order button.

An email message containing the order number, routing key, notes and order details is sent to the specified email address.
The Ordering Tool Home page is displayed.

Acquiring a Routed Order

To acquire a routed order:

1. In the Acquire Routed Order section on the Ordering Tool Home page, enter the MP Number for the order from the
email message in the Order ID box.

Acquire Routed
Order

Note: 'You can also route an order
to another person. Learn
how.

Order
(D]

Key

2. Enter the Key for the order from the email message in the Key box.
3. Click the Acquire Order button.

The Main Order Form for the order is displayed. From here you can review the order, and either submit, change, or route it to
another person.
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Viewing Routing History of an Order

To view the routing history of an order:

1.  On the Main Order Form for an open order, click the Route Order button at the bottom of the page to display the
Order Routing page.
2. Click the Routing History tab.

Cisco Ordering Tool

Routing History

Routing History |

Qrder ID: MP7803971
" P.O#
Rewiew the routing histary below:

Date: 2006-01-10
To: jirousseau@example.com
From: ic-suppord-usi@cisco.com

Notes:
Please approve this order,

Marie Arouet

o

3. When you are done reviewing the information, click the Close button.
The Routing History page is sorted chronologically, with the most recent date at the top of the list.

ERROR CHECKING

When you click Error Checking on the Main Order Form, you can view any errors or alerts that Ordering Tool has detected in
your order.
Ordering Tool generates alerts for possible conflicts related to:

. Discounts

. Credit card information

L] Desired ship date
Orders with alerts may be submitted, but the order may be delayed.
Ordering Tool generates errors for possible conflicts related to:

L] Service availability

. Contract number

. Serial number

. Warranty Enhancement service
Order errors must be corrected before an order can be submitted.
To check your order for errors:

1. At the bottom of Main Order Form, click the Check for Errors button to display the Error Checking page.

Cisco Qrdering Tool

Error Checking

Orcler ID: MPTE1115T

The list below updates each time you check for errars. -~
Fixing one errar may eliminate other related errors.
‘four order must be error free before submission
7 Errors Found

Instructions: Click on the lacation hyperlink to visit the page containing the
error. Correctthe page. Run error checking again.

2 Alerts Found

Instructions: Review the issues below
before submitting your order.

Location Error Description Visited Alerts

One or more items.
Dot configured

One or more of your ftems has not yet been

Ship All tems Separately? : By sslecting
configured.

"Yes" to the Ship Al tems Separately question,

Incomplete:
ServiceSite Address

iz sing Order
Shipping Address

Please complete service site information. From
the Main Order Form, access Set Line Details
fior the Incomplete line(s) and click the Change
Acdress Button or provids Instal Courtry

“ou are missing & Shipping Address for your
order. Please click on the Change Address
buttan and enter 3 Shipping Addrsss for your
Crder

you are scknovledging that payment terms are
upon shipment of products from Cisco. Cisco
manufactures warldwide. Selscting "No" doss
not prevent muttiple shipmerts o invaices if the
order contains products which are
manufactured gt different locations,

Cizco has automatically linked the service item
you have entsred with the product that is most

v

Check Again

o |
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Click the hyperlink for an error to go to the page where you can correct the error.
Once you have corrected the error, click the Save Order button.
Return to the Error Checking page to correct other errors, either by clicking the Check for Errors button within the

To help ensure service order data quality, the Ordering Tool enforces service information validations, which enable orders to
be processed more quickly and accurately, resulting in faster service entitlement.

Service Availability

The Ordering Tool confirms whether the service is available for the selected location, product type, and customer type (see

Table 3).

Table 3 Service Availability Validations

Ordering Tool Error Name
(Displayed as a Hyperlink in
Location Column of Ordering Tool
Check for Errors)

Error Description

Can Order Be Submitted?

Location: The Ordering Tool validates whether the requested service level is available at the install site location. If the
requested service is not available, an alternate service option is recommended based on availability.

Install site not found

Install site not found in Cisco
database.

Yes. Warning: order can be
submitted.

Service level not available at
location

Service level not available at
location. No alternate service level
(ASL) recommended.

No. Order cannot be submitted until
customer provides correct
information.

Zip/postal code required

Zip/postal code information required.

Yes. Warning: order can be
submitted.

Service-product mapping error

Service part number not appropriate
for covered product. Alternate
Service Level (ASL) available.

No. Order cannot be submitted until
customer orders service level that is
available for linked product.

Product type: The Ordering Tool validates whether the requested service is avai

product.

lable and/or applicable for a particular

Service-product mapping error

Service part number not appropriate
for covered product. No Alternate
Service Level (ASL) available.

No. Order cannot be submitted until
customer orders service level that is
available for linked product.

Service part number discrepancy

SKU discrepancy. Service part
number not appropriate for covered
product.

No. Order cannot be submitted until
customer orders service level that is
available for linked product.

Customer type: The Ordering Tool validates whether the requested service is available and/or applicable to the type of
customer (for example, service provider customers and federal customers).

Eligibility error

Customer not eligible for service
level selected on order. Alternate
Service Level (ASL) information
available.

No. Order cannot be submitted until
customer orders service to which
customer is entitled.

Eligibility error

Customer not eligible for service
level selected on order. No Alternate
Service Level (ASL) information
available.

No. Order cannot be submitted until
customer orders service to which
customer is entitled.
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When an existing service number is provided for a new service order, the Ordering Tool validates the contract number against

the Cisco contract database (see Table 4).

Table 4 Contract Number Validations

Ordering Tool Error Name
(Displayed as a Hyperlink in
Location Column of Ordering Tool
Check for Errors)

Error Description

Can Order Be Submitted?

Contract not found

Contract information order provided
by customer does not exist in Cisco
database.

No. Order cannot be submitted until
customer provides correct
information.

Bill-to address/contract address
discrepancy

Bill-to ID on order does not match
bill-to ID on service contract.

No. Order cannot be submitted until
customer provides correct
information.

Contract status error

Contract number has invalid status
(for example, expired).

No. Order cannot be submitted until
customer provides correct
information.

Order service level/contract
service level discrepancy

Service level on order does not
match service level on contract.

No. Order cannot be submitted until
customer provides correct
information.

Serial Number

The Ordering Tool will validate product the serial number for M-type services ordered.

Table 5 Serial Number Validations

Ordering Tool Error Name
(Displayed as a Hyperlink in
Location Column of Ordering Tool
Check for Errors)

Error Description

Can Order Be Submitted?

Serial number not found

Serial number not found in Cisco
database.

No. Order cannot be submitted until
customer provides correct
information (new serial number or
combination of PO number, MP
number, and line number).

Product/serial number
discrepancy

Product and serial number
combination not valid.

No. Order cannot be submitted until
customer provides correct
information.

Multiple matches found: no match
with original product ID

Multiple serial number records found;
no match with original product ID.

No. Order cannot be submitted until
customer provides correct
information.

Product already covered

Product relating to serial number is
currently covered by service contract.

No. Order cannot be submitted until
customer provides correct
information.

Serial number status error

Service cannot be ordered on
product corresponding to serial
number (serial number has invalid
status such as returned to Cisco).

No. Order cannot be submitted until
customer provides correct
information.
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Customers can request a contract start date for M-type service lines. The Ordering Tool validates the contract start date for M-
type maintenance-only lines. A sample error scenario could be a requested contract start date more than 90 days from the date

of order.

The Ordering Tool validates the service coverage period, including the last date of support for service ordered. A sample error
scenario could be a requested service duration that exceeds a product's possible last date of support.

Table 6 Date Validations

Ordering Tool Error Name
(Displayed as a Hyperlink in
Location Column of Ordering Tool
Check for Errors)

Error Description

Can Order Be Submitted?

Contract start date exceeds limit

Requested contract start date more
than 90 days from today.

Warning: order can be submitted.

Lead time check failed for contract
start date

Requested contract start date before
today's date plus service lead time.

Warning: order can be submitted.

Service duration exceeds
product's last date of support

Service duration exceeds product's
last date of support.

No. Order cannot be submitted until
customer provides correct
information.

Last date of support precedes
contract start date

Last date of support precedes
contract start date.

No. Order cannot be submitted until
customer provides correct
information.

Duration length is less than
service level allows

Duration not correct for selected
service level.

Warning: order can be submitted.

Duration length is more than
service level allows

Maximum contract duration has been
exceeded for service level.

Warning: order can be submitted.

Cisco defaulted the service
coverage period

Requested start date not provided.
Used today's date as basis for
service coverage period validations.

Warning: order can be submitted.

Warranty Enhancement Service

The Ordering Tool validates information such as warranty availability and validity when customers request warranty

enhancement service (see Table 7).

Table 7 Warranty Enhancement Service Validations

Ordering Tool Error Name
(Displayed as a Hyperlink in
Location Column of Ordering Tool
Check for Errors)

Error Description

Can Order Be Submitted?

Warranty expired

User trying to order warranty
enhancement service, and warranty
has expired.

No. Order cannot be submitted until
customer provides correct
information.

Warranty will expire during
contract duration

User trying to order warranty
enhancement service, and warranty
will expire during contract duration.

No. Order cannot be submitted until
customer provides correct
information.

Service cannot be validated

Service-level information on order
could not be validated.

No. Order cannot be submitted until
customer provides correct
information.
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ALL ORDER DETAILS

The All Order Details page displays a summary of the entire order for your review. You cannot change the information from
this page. Instead you must use the Main Order Form, Header Details, and ShipSets pages to modify the order. Any
changes made there are reflected in the All Order Details page.

Accessing the All Order Details Page
To access the All Order Details page, click the All Order Details tab.

Cisco SysTems Cisco Ordering Toal |Cisco Home | NPM |

. All Order Details

Header Details &Il Ordler Details |

Description: ancther orcler Order ID: MPTE03971
Price List: Global Price List in US Dollars Type: STANDARD
Commission Code: Creation Date: 12/27/2005

2 Billing | OrderMotes | Order Cantacts | Payment & Taxes | Shipping Information | Delivery Options | ShipSets | Order Total

Billing Information e
Billing Address End User
CISCO SYSTEMS INC FOR US INTERNAL DEMO EVAL OMLY Customer Name: CISCO SYSTEMS MILPITAS CA
PO BOKA41570 Address: 771 ALDER DRIVE
g.l\SI\ICJ%SSgCE:ﬁnmia 651641570 City,State/Province: MILPITAS Califarnia
United States Postal Code: 95035
Countny: United States
Contact: End User Market: Education
Phone:
Fax: Contact: CHRISTENSON
Email: Phone:
Department: Fax:
Mail Stop: Email:
Department:
Mail Stop:

Modifying Order Information

When reviewing the information in the All Order Details page, you may discover that the order requires some modification.
The following table summarizes the sections of the order where you can modify certain types of information.

Table 8 Modifying Order Information

Information Requiring Modification Page To Make Changes

Billing, shipping, contact, end user, payment and tax, Click the Header Details tab.
order acknowledgment for all items in the order.

Shipping address and method for some, but not all, items Click the ShipSets tab.
in the order.

End user for some, but not all, items in the order. Select a line on the Main Order Form and click the
Service/Line Details button.

MANAGING TEMPLATES

To save time, orders that have been saved, but not yet submitted, can be saved as order templates to generate future orders
that will use the same elements (for example, billing address, shipping address, product configurations). All order information is
copied to the template, except for MP#, PO#, and Order Description.

Creating a New Template

To save an order as a template:
Display the Ordering Tool Home page.
1.  Click the View Open Orders link.
2. Select the order you want to save as a template.
3. Click Save as Template.
4. Enter a name and a brief description for the new template.
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Cisco Ordering Tool
Saveasa Temglate

If you want to save this order as a template in its
current state, provide the following information

Template Name | siancardin

Template Description |scandard hw config

[ G|

Click Save as Template again.

Viewing and Modifying Saved Templates

To view or modify the templates you have already created:

1.

On the Ordering Tool Home page, click either the Use Order Templates link or the Order Templates link in the
navigation bar to display the My Saved Templates page.

Gisco SrsTems  Cisco Ordering Tool |Cisco Home | NPM |

WM. My Saved Templates

me

reate Orers from Saved Templates

Select a template fram the list below, then click Create as New Orderto create a new arder from that
ternplate. Click the template name link to preview individual templates.

User I WADOUGLA

Created Description Order Type Price List  Shipping Select
standard0? 1212872005 Standard hw config STAMDARD  Global Price List CISCO SYSTEMS 0
inUg Dollars  MILPITAS CA
milpitas 1202712005 lab STANDARD Global Price List CISCO SYSTEMS o
inUS Dollars  MILPITAS CA
First 1142872005 Firsttemplate INTERMAL  Global Price List 1245 YWALSH AVE o
inUS Daollars

[ ooee oo ]

Click on the template name link in the Name column to view template details If you choose to make changes here,
you will be working on the template, not creating a new order.

Make any changes to the template and click the Save button.

To return to the Ordering Tool Home page, click the Ordering Tool Home link under the Cisco Systems logo in the
upper left hand corner of the page.

Deleting a Template

To delete a template:

1.

akrwN

On the Ordering Tool Home page, click either the Use Order Templates link or the Order Templates link in the
navigation bar to display the My Saved Templates page.

Click the button in the Select column for the templates you want to delete.
Click the Delete button.

When the confirmation message is displayed, click Yes.

To return to the Ordering Tool Home page, click the Ordering Tool Home link under the Cisco Systems logo in the
upper left hand corner of the page.
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Creating an Order from a Template

To creste an order from a template:

Display the Ordering Tool Home page.

On the Navigation Bar, click Use Order Templates. Ordering Too! displays the My Saved Templates page.
Select the target template.

Click Create as New Order to display the Create an Order from a Template page.

bl

Clacnndesing Tonl

Create an Order from a TemBIale

Ertara dascriplion or your new ordar naw, ar yau an modify
1k descripnion laLer from your orders Header Dedails sereen.

Order Descripsion gya10

oK | Camal |

Emter the order description and click OK.
Ordering Tool dizplays the Main Crder Form for the new order.

MANAGING ADDRESSES

The Ordering Tool Address Book is always accessible by clicking the Address Book link in the navigation bar at the fop of both
the Crdering Tool Home page and the Main Order Form. On the Main Order Form, click on the Shipping hyperlink.

n

Cises Suatams Giico Ondering Taol | e | ras | T

Purchass O Srte: [[508
Creke £ LA

Feguested 2w Dot [rrzoon |

aetiweare mesicn Laval [[F3 Sgnatee Only =] & agpirtn new servcs ines i
[Sctenra agr Upgraces  ¥| " pprvio sl service tner
-, Enter, configure, and revise line item
Erter Procuct

Lens Gy Dieors uearen TN

L Product oy List Price  Descount Ut Price  Extonduod Price SAatus Dl
e te Ty
i ot

oy oo

s
A re— T e e -
SET 1 PF SENATURE CALY S8I8 Sty Forlyr e

e
1 r

Grnatudus Minsr Linesy

The Ordering Tool will return the following screenshot:
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Tt Orderng Tom

Shiﬁglng

Search Cuyment CISCO NG

1135 WALSH AVE

DEMO DEPO SANTA CLARA
Califomia

25050

Unitisd Staties

Tigs: To pat fast COountTY | | g Startins » "Regquined
results provide

informmeation as Company | Crco *Raguiad

passii. Address Line 1 *Recammanted

W you anter Adress Line 2

COMESTY DA picocs ) ine 3
and courtry

aloneyour cay L M ol
saarch could

take a long State Province ¥ "Recommanded
[

Postal@ip | 95010

T

Click on Use one of My Saved Address hyperlink

Note: If you do not find the address you want in the above steps, follow instructions on “widen your search” and
“add a new address” as outlined in Changing Shipping Address Information section.

Applying an Address to Multiple Targets

Apply To checkboxes enable you to select an address to apply to more than one target area at a time. For example, you
can apply a shipping address and service site location address with one operation.
To apply an address to more than one target:

1. From the Main Order Form page, click the Header Details tab.
2. Click Change Address in the Shipping Address & Method section.
3.  Click the button in the Select column for the address.
4. Check all of the locations in the Apply To section where you want to use that address.
5. Click Apply.
Cisco Ordening Tool
My Saved Addresses
Back To Search » Saved Add,
o Customar Adress |Gty | SsteProsnce  Country Seert |
CUSTOMER SHIPPING ADDRESS Austrabs |
DEMONSTRATION PERTH , Westem Australia 6000 (s
AL
CUSTOMER CUSTOMER SHIFPING ADDRESS  Netherdands
CEMONSTRATION ML ML s
FCA AMETERDAM , 1101 BA
CUSTOMER SHIPPING ADDRESS MA Moroceo
DEMONSTRATION NL  CASABLANCA , 20100 =)
FCA
CUSTOMER CUSTOMER SHIPPING ADDRESS  United States
DEMONSTRATION US  CA o =

SAN JOSE | Calfornia 95134

REGRESSION DO NOT BURO PETER EISENBACHER Gormanry
SHIP EMEA 1 PASCALSTR 100 -
EMEA TEST ORDERS ONLY wl
4l o 1 !‘_I
g ::;’ﬁ:gr ¥ Service Contract Billing
[ ooty [ P fox Resale Intended Uss) [ Concel |
I Add to My Saved Addresses
] T T |8 s coca ntranet v
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Assigning an Existing or New Contact to an Address

On many orders you may want to assign a contact person to an address (for example, shipping address or billing address).
To apply a contact to an address:

From the Main Order Form page, click the Header Details tab.

Click Change Address in the Shipping Address & Method section.

Click Use one of My Saved Addresses button.

Select the address you want and click Apply.

At this step, you will be presented with either the Select A Contact screen if contacts are associated with the
address or Add New Contact screen if no contact is associated with the address. (see screenshots below)
Select / enter appropriate information as requested and click the Apply button.

apONE

o

0ls.cisco.com - Cisco Ordering Tool: Assign Contact - Microsoft Internet Explore... B[Sl

Cisco Ordering Toaol

Select A Contact
Chonose Contact
The following contacts are available for this address. To override the Selected Address:
current cantact, select one from the table below and click the Agply button
inthe lower left 111 South R
San Jose California 95125
United States
Sort by: |Last Mame* | First Nams Phone | Fax Email Select
Receiving, Attn: E’ e
] [T 8 s Loca nranet v

Cisco Ordering Toal

Add New Contact

Back to Search > Results > Enter Address > Enter Contact

[T Attn: Receiving
-or-

First Name

Last Name *Required

Phone

Fax

Email

gy I Service Contract Billing

Apply (for Resale Intended Use) Cancel

I Install Site
™ Add to My Saved Addresses

il | [ [ [ |8 ¢Jiocdintranet P!
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