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About This Guide

The Ordering Tool User Guide describes the basic process of creating an order using the Ordering
Tool. Topicsare presented in asequential manner so you can reference the information you need
when using the tool. Advanced features, timesaving techniques, and ways to customize your orders
are dso described in detail. Thesetopicsinclude: Setting defaults, using ship sets, getting saved
configurations, line item details, and item searching.

Benefits of Using the Ordering Tool

A central home page from which you can create orders, access saved orders, and use
featuresthat savetimein creeting orders.

The ahility to assign different shipping destinations and contact people to items on the
same order.

Time saving features such as default order information, order templates, and saved
configurations.

Using the Ordering Tool

The Home Page provides convenient access to the following ordering functions:

Createan Order Creste anew order.

Open/Delete Saved Orders  View and manage existing orders.

Get Routed Order View orders routed to you for approval.

Use Order Templates Build an order from atemplate or to modify atemplate.
Set Defaults Set defaults or standard settings for al orders you creste.

Prerequisites

Y ou must be aregistered user of the Ordering Tool to accessthe toal.

Y our company must have asigned ICA (Internet Commerce Agreement) with Cisco. (The
ICA isacontract that sets forth information about doing business with Cisco online
through the Ordering Tool)

Y ou must have logged into the Ordering Tool to access the functiondity outlined in this
user guide.

Logging into the Ordering Tool

1—Type http://www.cisco.com/en/US/partner/ordering/index.shtml in your browser
website address field. Ensure that you log in prior to trying to access the Ordering Tool.
The ordering pageis displayed.

2 —Click the Ordering Tool Link. The Ordering Tool Home pageis displayed.
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Recommended for Best Performance

For the best performance when using the Ordering Tooal, please follow these suggestions:

Hardware Requirements
= Pentium 166 MHz (minimum), Pentium 200 MHz or higher (recommended)

= 128MB RAM

= TCP/IP protocol installed and configured

= Monitor and display adapter capable of 256 colors at 800x600 resolution
= Hardware - Optimal Performance Recommendations

= Pentium 200 MHz

= Display adapter capable of 1024x768 resolution

Software Requirements
= Windows 95, 98, 2000 or NT

= Unix (Solaris)

= Linux

= HTML Browser
- Netscape 4.5 or higher
- Netscape 7.0 is supported
- Internet Explorer 6

Software - Optimal Perfor mance Recommendations
= HTML Browser
- Internet Explorer 6.0

- Netscape 7.0

Network Requirements
= 56K Modem connection or higher (sustained bandwidth)

= Network - Optima Performance Recommendations
= 512K LAN connection
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A Quick Overview of the Ordering Tool

Figure A.1: Figurea 4: All order Details page
Main
Order

Cisco SysTems —deco Ordering Tool tisco Home NPM |
Form

. Main Order Form

Figure A.2: Ordeting ToolHome
Header details

e Ll Header Delsils 21| Order Detailz

e P o

Pag Shipping: REGRESSION DO HOT 5 Biline: DATA PROCESSING SCIENCES ... P.O. Mumber:
123 MAIN ST 10810 KEMWOOD ROAD Order [0 GA3ZET4095
FITTSEURGH, Pennz... United =... CIMCIMNATI, Chio .. United =...

Requested Ship Date:
Figure A3:
ShipSets Tab Hardware | Select One d|

Service Level

[ Apply to newe service lines only

& Apply to all service lines

Enter, configure, and revise line item
Lire # Erter Product Gty Dizcount  Unit Price
|1

Clear

& INer || IU I Itetm ch vice/Line D
Product Oty List Price Contract Discount Unit Price  Extended Price Status
1 Hew Line -

The Ordering Tool improves the workflow and ease of creating orders. It is separated into four main
sections:

= Main Order Form (FigureA.1)— the central location for accessing most of the tool
functionality; products, discounts, and quantities are entered on thisform.

= Header Details (Figure A.2) — One location to manage details that apply to every line on the
order.

= ShipSets (Figure A.3) — used to specify multiple destinations for items on an order.
= All Order Details (FigureA.4)— used to view asummary of the order.
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Chapter One —

Ordering Tool Home Page
The centra home pageisthe entry point for creating orders, opening previoudy saved orders, and
acquiring routed orders.

Chapter Objective
= Toacquaint you with the features of the Ordering Tool Home page.

Eogen Evappwg  Cizon Oedansg Toal | oo Bome | WEM |
WO Ordering Tool Home

FigureB

B.1

Ordering
Tool Yo are logged in o CERBIATR
L e ———————————
‘Widooma ta the Orderng Taol
Flagge Mote Sn BSA A reerment rmust Do compkdesd
for customars wishing ta submit an order using the
Qrckering Tool
Tocomplets an [TA Agreamant and leam mora, click
here.
B.2 — . What would you like to do? _
What i
would you .
liketo do? [ crase e oo [ e Crze orcers [ et v e IR o s renpvins. (T == Do [
section

Choices on the Ordering Tool Navigation Bar (see Figure B.1)
= |C Agreement —A contract between the customer’s company and Cisco Systems, Inc.
that gives you (our customer) access to the ordering tool. The ICA agreement link isgreen
if it has not been filled out. Thelink isgrayed out if the ICA has been filled out but you do
not have permission to submit an order.

= Order Templates— An un-submitted order that has been named and saved for future use.
If you regularly submit orders with the same product selections, you can creste an order
and save it as atemplate before submitting. The next time the order needs to be placed, the
template can be accessed, modified dightly if necessary, and then submitted. The template
remainsfor future use.

= Defaults—Preferred settings that you can pre-determine. The settings will automatically
populate in every order created. This saves you time by automatically entering information
that remains the same on &l orders.

= Training—Linksyou to the Training, Events, and Seminars section of Cisco.com.
= AddressBook — Tool used for managing addresses.
= HELP-Linksyou to detailed online help.
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What would you like to do? Section (seeFigureB.1)
The Home Page provides convenient access to ordering functions. To get more information about
using these functions see the associated chapter.

Createan Order —To build anew order. (See Chapter Four for details)
View Open Orders— To view and manage existing orders.

Get Routed Order — To view orders routed to you for approval. (See Chapter Fourteen
for details)

Use Order Templates—To build an order from atemplate or to modify atemplate. (See
Chapter 3 for details)

Set Defaults— To set defaults or standard settings for al ordersyou create. (See Chapter
Two for details)
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Chapter Two —
Setting Order Defaults

Chapter Objective
= Toacquaint you with setting up order defaults; the standard information that is used on
most of your orders.

Definitions
Carton Notes— Enter any notes you want to appear on carton labels, packing dip, and invoices
(commercia and remittance) for al future orders.

Change Address— Displays the My Billing Addresses or My Saved Addresses page, where you can
change the addresses.

Change Contact — Displays the Select a Contact page within the Address Book, where you can
change default contact information. The contact is the person with whom Cisco should communicate
regarding billing or shipping questions. Click Change Contact in the Billing Information section for a
billing contact, and Change Contact in the Shipping Address & Method section for a shipping contact.

Defaults— Preferred settings that you can predetermine. The settings will automatically populatein
every order crested.

Early Shipment Accepted? —Click Yesif you will alow Cisco to ship apartial order or al of your
order prior to the requested ship date.

Shipping Preference/Shipping Service L evel — Indicates the sdler and buyer’ s responsibilities
during transportation of purchased product from the manufacturing location, to Title Transfer, to the
customer.

Ship All Items Separ ately — This sdection informs Cisco if you would like dl line items shipped as
if they areindividua orders. No should be selected if you would like Cisco to ship products together
whenever possible (thiswill extend ShipSet lead times). Y es should be selected if you would like
Cisco to ship each lineitem asindividual shipments.

Note: Cisco manufactures worldwide, so multiple line orderstypically arrive in separate deliveries.
Selecting Ship All Items Separately — No — reduces the number of deliveries.

Shipping & Packaging Notes— Enter any default shipping and packaging notes that you want to
appear on packing dipsand invoicesfor al future orders. Y ou can change thisinformation if
necessary on the Header Details page when you are creating an order.

Service Options— There are now two pull down menus one for Software Service Level and one
for Hardware Service Level. These pull down menus will make it easier to order Software
Service by providing a separate software service level drop down in the Set Defaults section of
the Ordering Tool aswell as on the Create an Order Page. If you have set the Hardware and
Software Service Level dropdown in the “ Set Defaults’ section as we mentioned earlier, your
selections will auto populate on the “ Create an Order” Page.
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Frequently Used Default Fields
Setting defaults saves you time with every order by pre-populating frequently used fieldsin the
following sections of the order:

Billing

Shipping Address and Method
Pricing Info

Payment & Taxes

Service Options
Acknowledgements

Order Contacts

When these fields are defined on the Set Defaults page, they automatically populate each new
order created. Y ou have the option to edit the fields within an order when necessary. For instance,
when you need to make a change to the billing address on one order, do not change the default
address; instead change the address within the applicable order. This maintains the defaults that
are used for most orders, and alows you to customize each individual order as necessary.
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How to Set the Order Defaults

Figure C

Ciseo Systems Cisco Ordering Tool Cisco Home NPM

. Ordering Tool Home

Ordering Tool Hom e IC Agreement Defaults

Order Templates Training Address Book

@ Orlering Tol

Ordering Tool Notice

Welcome to the New Ordering Tooll Streamlined and
redesigned based on your feedback Click here to access
new training matetials and wseful information from our
Ordeting Tool Kiosk.

You are logged in as: ACSTHREE

Use Order Templates Set Defaults

Cl1l
Click Set Defaults to add or change information that
will be commonly used on most of your orders

Accessing the Default Settings
Step What You Do

Click the Set Defaults button on the Ordering Tool Home page console. (Figure C.1)

The Set Defaults page appears displaying hyperlinks to update Billing, Shipping
Address & Method, Pricing Info, Payment & Taxes, Service Options,
Acknowledgements, Order Contacts (Figure D)
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Figure D
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Setting Ordering Tool Preference Defaults
Under the Ordering Tool Preferences (Figure D.1) Section you can save changes to the following items:

Step To Do This What You Do
Update reminder s— Usethisfeature to receive a
1 Set Preference— reminder aert to save your order after you have
Update Reminders completed entering the specified number of lineitems.

Select your preference from the pull down menu.

Alert pop-ups— Thetool automatically displayswarning

5 Set Preference — message pop-ups Wherever appropriate. Alert pop-ups
Alert Pop-Ups can be disabled in this section if you prefer not to view
warning messages.
Once you have made dll of your choices, click the Save
3 Set Preference Defaults button in the bottom Ieft corner of the page.
Save Defaults

Y our selected entries are saved.

Setting the Default Billing Address
The following steps provide details about setting and changing your default billing address.

Step What You Do

Click the Billing hyperlink on the Set Defaults page.
1
Set Defaults Billing Information section is displayed. (Figure D.2)
Click the Change Address button.
2
A list of eligible addressesis displayed on the My Addressestab of the Address Book.
3 Choose the address you would like to use as your default by clicking the button under the
Sdlect column.
If you would like to choose abilling contact, click on the Assign Contact tab.
4
Thelist of available billing contactsis displayed.
5 Choose the_ contact name you would like to use as your default contact by clicking the
corresponding button.
Click the Apply button in the bottom left corner of the page.
6
Y our saved entries are displayed on the Set Defaults page.
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Setting Default Billing Contact Information
Thefollowing steps provide details about setting and changing your default billing contact person.

Step What You Do

If you would like to choose a billing contact for the selected address, click on the Change
Contact button. (FigureD.3)

Thelist of available hilling contactsis displayed.

5 Choose the Billing Contact name you would like to use as your defaullt billing contact by
clicking on the corresponding button.

Click the Apply button in the bottom left corner of the page.

Y our saved entries are displayed on the Set Defaults page.

Setting Default Shipping Address Information
Thefaollowing steps provide details about setting and changing your default shipping address.

Step What You Do
Click the Shipping Address & Method hyperlink from the St Defaults page.

Set Defaults Shipping Address & Method section is displayed. (FigureD.4)
Click the Change Addr ess button.

The My Saved Addresses page of the Address Book is displayed.

Choose the address you would like to use as your default by clicking on the button under
3 | the Sdect column or by searching for an address by selecting the Sear ch/Enter Addresses
tab. You can dso select None, so that no default shipping address is specified.

Click the Apply button in the bottom left corner of the page, then click OK if youwishto
make the change.

Y our saved entries are displayed on the Set Defaults page.
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Setting or Changing the Default Shipping Contact
Thefallowing steps provide you with details about setting or changing your default shipping contact

person.

Step What You Do

If you would like to choose a shipping contact for the selected address, click on the
Change Contact button under the Shipping Address & Method section.

Thelist of available Shipping Contacts is displayed.

Choose the Contact Name you would like to use as your default shipping contact by
clicking on the corresponding button.

Click the Apply button in the bottom left hand corner of the page.

Y our saved entries are displayed on the Set Defaults page.

Setting or Changing the Default Shipping Method
Under the Shipping Address & Method (Figure D.4) Section you can save changes to the following items.

Step To Do This What You Do
Thismenu will allow you to select a shipping preference of
1 Set Default — either “Cisco Routed” or “Billing Customer Routed”
Shipping Preference Please note that the “ Customer Routed” option has been
renamed “Billing Customer Routed”
9 Set Default — This menu will allow you to select the shipping service
Shipping Service Level level of your choice: Standard, Express, or Premium
g | St Pt pror o the ecuested shpping e eciid on
Early Shipment Acceptance theporder. P = Ppng Pea
Set Default — Ship All .Items Separate_ly —Cl i.ck Yes.if you will accept
4 ) partial shipmentsfrom Cisco. Click Noif you want the
Ship All Items Separately | enire order to ship a one time:
Set Default — Shipping & Packaging Notes— Additional notes that can
5 o . be added to an order to specify specia requirements for
Shipping & Packaging Notes | 4 pping or packaging.
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Set Default —

6 | Notesto Appear on
Packaging

Carton Notes— These are notes that need to appear on the
carton labels that go on the outside of the product boxes

being shipped.

7 Save Defaults

Click the Save Defaults button in the bottom |ft corner of
the pageto save al of theinformation you have entered.

This saves your entries and takes you back to the Set
Defaults page.

Setting or Changing the Default Pricing Information
The following steps provide details about setting or changing your defaults for Pricing Information

(Figure D.6).
Step To Do This

What You Do

Click the Pricing I nfo hyperlink. (FigureD.6)
1 Display the Pricing
Information Section
The Pricing Information section is displayed.
Sdlect aPriceLigt from the pull-down menu.
, | SatDefault- Thislist indudesall the price lists availableto you,
Price List based on your entitlement information in your
Cisco.com User ID profile.
3 Set Default — Enter the Product Discount percentage that your company
Product Discount Percentage | and Cisco Systems have agreed upon.
4 Set Default — Enter the Service Discount percentage that your company
Service Discount Percentage | ahd Cisco Systems have agreed upon.
Once you have made dll of your choices, click the Save
Defaults button in the bottom left hand corner of the page.
5 Save Defaults
This saves your entries and takes you back to the Set
Defaults page.

18 Ordering Tool User Guide-October 2003 Revision



Gisco SysTems

. Ordering Tool User Guide

Internet Commerce

Figure E
E1 » Payment & Taxes fon
M Odify HNote: You do not need to pravide credit card Infarmation ifvouw are paying by purchase order.
payment and
tax Purchase Type | Resale j Credit Card |N0ne Required (for P.0O) j

!nfor_matlon Payment Method | Purchase Order LR

in this section Expiration Date [tM =] ;[vrrv =]
Name on Card
Credit Card Zip

Taxable? & yes  No

Service Options -
4

E.2 . .

. Hote: ¥ou may change youwr senice Jevels in one of o ways:
MOdlfy 1) By changing them here prior to placing an order, OR
service 2) After starting an arder, you may change them atthe line level for individual line items
opti pns inthis Hardware Service Level | Mone j
section ) -

Software Service Level I Software Application Support Plus Upgrades j
Order Acknowledgements -
Hotes: Your own default email s hrpically the rowting recipient.
You can separate muibiole ernall aodresses with commas.
Send shippi nd scheduling |TEST USER
acknowledgements to this person.  pgcons name
© Fax & Emai |Mser@cisco.com

E3 e © Neither Yoy must provide fax number o emall address i voy select ether fax or email,

M Odlfy the W yau selected neither, leave blank.

type of )

Have Cisco send It @

acknowl edge order confirmation email | 2= HISED.COM

ment yOU' Il tothis email address:  THs mav be the person Ible fortracking or ing Your orders.

receive for

ordersin this Send order progress reports

section tothis ernail address’  micam wse this email address for worktiow routing.

Order Contacts -
/ Note: For questions regarding order, contact
E4 Name:  ppst[TEST Last [USER
Modify your
Phone IEDD-EES-ESB?
contact name

and Fax: IU
information in Email: Iluser@clscu.cum

this section
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Setting or Changing the Payment & Taxes Information
Thefollowing steps show you how to change your defaults for the Payments & Taxes section. (Figure

E1)

Step To Do This

What You Do

1 Display the Payment & Click the Payment & Taxes hyperlink.
Taxes Information The Set Defaults Payment & Taxes section is displayed.
9 Set Default — Pur chase Type — Choose the type of purchase you are
Purchase Type making from this pull down menui.
3 Set Default — Payment M ethod — Choose your payment method, either
Payment Method Purchase Order or Credit Card.
Set Default — Credit Card — Choose the name of the credit card from the
4 i list. Thisselection is not required if your payment method
Credit Card isby purchase order.
Set Default — i
5 _ Card Number — Enter the credit card number here.
Credit Card Number
6 Set Default — Expiration Date— Choose the month (MM) and year
Credit Card Expiration Date | (YY YY) when the credit card expires.
- ame on Card — Enter the full namethat appears on the
. Set Default N Card —Enter the full h h
Name on Credit Card credit card.
Set Default — . . . .
8 ) i Credit Card Zip — Enter the zip code for the credit card
leCode for Credit Card bl”lng address.
Billing Address
9 Set Default — Taxable — Choose whether or not your order istaxable.
Taxable Not applicable for Australiaand Canada.
Click on Save Defaultsin the bottom left corner of the
page when you have completed making changes.
10 | SaveDefaults

This saves your entries and takes you back to the Set
Defaults page.
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Setting or Changing the Service Options Information
Thefallowing steps show you how to change your defaults for the Service Options section. (Figure E.2)

Step To Do This What You Do

Click the Service Options hyperlink.
1 Display the Service Options
Information
The Set Defaults Service Options section is displayed.
5 Set Default — Choose the appropriate service level from the Har dware
Hardware Service Level Service Level drop down list.
3 Set Default — Choose the appropriate service level from the Software
Software Service Leve Service Level drop down list.
Once you have made all of your choices, click the Save
Defaults button in the bottom left corner of the page.
4 Save Defaults
This saves your entries and takes you back to the Set
Defaults page.

Setting or Changing the Order Acknowledgements Information
Thefallowing steps show you how to change your defaults for the Order Acknowledgements section.

(FigureE.3)
Step To Do This What You Do
Click the Acknowledgements hyperlink.
Display the Order
1 | Acknowledgements
Information The Set Defaults Order Acknowledgementsare
displayed.
Set Default — Send shipping and scheduling acknowledgements to this
2 Shipping and Scheduling person — Typethefirst and last name of the person who
Acknowledgements usually tracks or processes your orders.
Send acknowledgment via— Choose Fax, Email, or
3 Set Default — Neither, and enter the fax number or email addressto the
Sending Acknowledgements | right, if you selected Fax or Email. If you picked Neither,
do not enter anything in the field to the right of the choices.
Set Default — Have Cisco send order confirmation email to thisemail
i ) . address— Type the email address of the person who tracks
Sending Order Confirmation | o yocesses your orders. If you have multiple email
4 | Emals addresses for these peopl e separate them with commas.
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Send order progressreportsto thisemail address—
Enter the email address of the person(s) who needs to know

Set Default — about the progress of the order. If you have multiple email
5 Sending Order Progress addresses separate each with acomma.
Reports The order progress reports email addressis the default
address you see when you choose Route Order. (See
Chapter Fourteen for Order Routing Details)
Once you have made all of your choices, click the Save
Defaults button in the bottom left hand corner of the page.
6 | SaveDefallts

This saves your entries and takes you back to the Set
Defaults page.

Setting or Changing the Order Contacts Information
Thefallowing steps show you how to change your defaults for the Order Contacts section. (Figure E.4)

Step To Do This What You Do

) Click the Order Contacts hyperlink.
1 Display the Order Contacts
Information Lo
The Set Defaults Order Contacts section is displayed.
Set Default — Name — This default isthefirst and last namein your
2 Cisco.com User ID. 1t can be changed uponinitial loginto
Name the Ordering Tool.
Set Default — Phone — This default is the phone number in your
3 Cisco.com User ID. It can be changed uponinitial loginto
Phone Number the Ordering Tool.
Set Default — Fax — Thisdefault isthe FAX number in your Cisco.com
4 User ID. It can be changed upon initia login to the
Fax Number Ordering Tool.
Email — Thisdefault isthe email addressin your
Set Default — Cisco.com User ID. 1t can be changed upon initial loginto
5 Email Address the Ordering Tool.
Click the Save Defaults button in the bottom left hand
corner of the page to save dl of the changes you made.
6 | SaveDefallts ) _
This saves your entries and takes you back to the Set
Defaults page.
- | Returning to the Ordering Click on the Back button.
Tool Home page The Ordering Tool Home page is displayed.
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Chapter Three —

Creating and Using Order Templates

Y ou can save time by creating order templates for those orders that you frequently submit. Y ou can
then access your templates through the Order Templates link on the Home page, or by clicking the
Use Order Templates button in the “What would you like to do?”’ section.

Chapter Objective
= Learn how to create and access order templates.

Definition

Order Templates— A un submitted order that has been named and saved for future use. An order that
is frequently submitted can be made into an order template, thus saving time when placing the same
order in the future. The next time the order needs to be placed, the template can be accessed, modified
dightly if necessary, and then submitted. The template remains for future use.

How to Use Order Templates

Saving an Order as a Template
The following steps show you how to save an order asatemplate.

Step What You Do

Onthe Ordering Tool Home pagefill out the required fields to create an order (See
Chapter 4) or choose an order under the Open Order s section.

1
TheMain Order Form of the Ordering Tool is displayed.
After you have completed al the areas of the order that you want to be part of the order
template (address information, contacts, adding products) you will click the Save as
Template button (Figure F.1) at the bottom of the Main Order Form (Figure F).
2

The Save as a Template pageis displayed. (Figure G)
Note: Steps continue after the figures on the following page.
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Figure F
Cisco Svstems  Cisco Ordering Tool Lisco Home NP
. Main Order Form
Main Order Form | Sl All Order
Shipping: Biline: CUSTOMER DEMONSTRATION HL... PO Mumber:
CUSTOMER BILLING ADDRESS Order ID¢ QAIES2335
AMSTERDAM 1101 B... Metherla... Recuested Shin Date:
Requested Ship Date:
[ Apply to new service ines only
Hardware
Service Level I SelectOne j
[ Apply to all service lines
Enter, configure, and revise line item
Lire # Entet Procuct Q. Discourt  Unit Price
% [New ] | EN CO
Line Product Oty List Price  Discount Unit Price  Extended Price Status
1 Mew Line r
F1
Save as
Template
button
Save Order Template ) r g ;T;g:l:'g_gg
(Includes Minor Lines)
rder: Save as a Template - Netscape
Figure G Cisco Ordering Tool
Save as a Template
If you want to save this order as a ternplate in its
current state, provide the following information:
G.l_ » Template Name
Typeina
name for
the template Template Description =
G2 > _|LI
Typea 1 s
template
description
G3
Click to
save the
template
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In thiswindow enter the Template Name (Figure G.1) you will use to reference the template.
3 Enter the Template Description (Figure G.2) to add details about how the template is going
to be used.

Once you have entered thisinformation, click the Save as Template button. (Figure G.3) All
order information is copied to the template except MarketPlace (MP) Number, Purchase
Order Number, and Order Description.

Y ou are taken to the Order Template page (Figure H). 1t looks very smilar to the Main
Order Form.

Additional changes can be made to the template. Click Save Templateto save dl of the
final changesjust made.

5 Y ou can now click Create as New Order to create an order from thistemplate. You do
not have to immediately use the new template. Click the Ordering Tool Home link
under the Cisco Systems logo in the upper Ieft corner of the Order Template pageto
return to the Ordering Tool Home page.

FigureH -
Crsen Svsrems Cisco Ordering Tool lisco Home | SPM |

. Order Template

-

TSTEMS INC FOR US ... Temrplote Mame: Examgle Te. .
G570 Creation Date: 0402002
SAN JOSE, Calfor.. Unied 5

! ‘ ! n Descrpbor Exsmgle Te. .

& pppey to new servace lnes anty

Hardware
Service Level

[2Hr0nsrhe Fremium X
™ Appey to al zervice ines

hﬂ! Enter, configure, and revise line item

Flner | eter prouc Gy Dot Unterice (N (T NI
| % INE\\' ﬂ ﬂ |1 |BE [ Servicelline Delaits
Product Oty ListPrice Discount  Unit Price  Extended Price Status
=1 COS0CIE 1 245500 B5 1095 7425 IT425 Wejified
SET 1 Duwal Efemet Modular fowter v Cizco A0 Complsts
P Softwam
3 a r

el Linetotal: 0.00
Save Template Create as Mew Order Sibtotal: 97425

(Includes Minor Lines)
H.1 Click to save
your order asa
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Figure |

Cisco SvsTems

Cisco Ordering Toal Cisco Home NPM

. Ordering Tool Home

eting Tool Hom e

Crder Templates Training A Book

@ Ordering Tool

Ordering Tool Notice

Welcome to the New Ordering Tooll Streamlined and
redesigned based on your feedback. Click here to access
new training matetials and useful information from our
Ordering Tool Kiosk.

You are logged in as: ACSTHREE

Figure J
Gisco Svsvems  Cisco Ordering Tool Lisco Home NPM
. My Saved Templates
Create Orders from Saved Templates User ID: ACSTHREE
Select a template from the list below, then click Create a5 Wew Crderto create a new order from that
template. Click the template name link to preview individual templates
J1
Click to ; Created Description Order Type  Price List  Shipping Select
preview or - — g aring T 0782001 UsedfarS.. STANDARD  AUSTRALIA REGRESSION TEST - DO NOT
modify the Price Listin  LSE
template AUDs Ex-Tax
Kkatie 054222001 new templa... STANDARD  AUSTRALIA  MNiA
Price Listin r
J2
T AUDs Ex-Tax
Click in the select box 4
to choose a specific
template
J3
Click to delete
o B T
Click to create
anew order
froma
template
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Managing Order Templates
The following steps show you how to manage your order templates.

Preview a Template

Step | What You Do
On the Ordering Tool Home page click the Use Order Templates button in the What
1 would you like to do? section. (Figure1.1)

My Saved Templates page is displayed. (FigureJ)
Click on the template name link in the Name column. (Figure J.1)
The Order Template page appears where you can view the template details. At this

2
point you will not actualy be creating an order, you will be modifying only the
template.

3 Return to the Ordering Tool Home page by clicking the link under the Cisco Systemslogo

in the upper left hand corner of the templates page.

Modify a Template

Step | What You Do
Click the template name in the Name column. (Figure 3.1)

1 The Order Template pageis displayed.
At this point you are not creating an order, but modifying the template only.
2 Make any necessary changes to the template, and then save.

Return to the Ordering Tool Home page by clicking the link under the Cisco Systemslogo
in the upper left hand corner of the templates page.

Create an Order from a Template

Step | What You Do
1 Choose the template in the Select columnfor the order you want to create. (Figure J2)

Click the Createas New Order button (Figure J4).

A smdll screentitled Create an Order froma Template is displayed. (FigureK).
3 Enter the Order Description (Figurek.1) and click OK (Figurek .2).
4 | TheMain Order Form for the newly created order is displayed on your screen.

Y ou can now click the Ordering Tool Home link under the Cisco Systemslogoin the
upper left hand corner of the page to return to the Ordering Tool Home page.

2
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Delete a Template
Step | What You Do

1 Click the box in the Select column for the template(s) you want to delete. (Figure J2)
Click the Delete button (Figure J.3).
A message asks you to confirm the deletion. Click Yes, Please Delete to complete the
deletion.
3 Y ou can now click Back, or the Ordering Tool Home link under the Cisco Systemslogo
in the upper left corner of the page to return to the Ordering Tool Home page.
Figure K
rder: Create an Order from a Template - Netscape
Cisco Crdering Tool
Create an Order from a Template
Enter a description ar your new arder naw, or you can madify
the description later from your order's Header Details screen.
K.1 » Order Description -
Order B
Description
=
ok [~ Concel |
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Chapter Four —

Create an Order

This chapter provides you with information about creating an order. Y ou have dready set defaults; so
some of the fields will be pre-populated (filled in). When you completefilling out the information on
this page, then go to the Main Order Form to complete the remaining order information.

Any information you enter in the Creating Orders section of the Home page will belost if you
click Use Order Templatesor Set Defaults buttons on the Ordering Tool navigation bar.

Chapter Objective
= Learn how to begin to create an order.

How to Create an Order

Figure L
Cisco Srsrems  Cisco Ordering Tool Cisco Home NPM
. Ordering Tool Home
Crdering Tool Home 12 Agreement Defaults Ordder Templates Training
@ Ordering Tool
Ordering Tool Notice
Welcome to the New Ordeting Tooll Streamlined and
tedesigned based on your feedback. Click here to access
new training materials and weeful information from our
Ordeting Tool Kiosk.
What would you like to do?
L1
Create an Order Create an Order Wiew Open Orders et Routed Order Use Order Templates Set Defaults
button
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Begin to Create a New Order

Thefollowing stepswill show you how to start creating an order. Order type and pricelist entries
must be made on this form; they are required fields. The remaining fields can befilled out or selected
on thisform or you can fill them out later.

Step What You Do
Click Createan Order. (Figure L.1) on the Ordering Tool Home page.

Create an Order isdisplayed on your screen. (Figure M).
Select one of the following Order Types; thisisarequired field. (Figurem.1):
Standard — The basic order type used by Cisco customersto order Cisco products.

2 Service Only — Service Only orders contain only service items. Since products will not
be shipped as aresult of this order, shipping information is unnecessary.

Trade-In/Promotional — Used to place orders for Cisco Technology Migration Plan
(CTMP), Custom Trade-In (Non-CTMP programs), and other Promotiona Programs.

PriceList (FigureM.2) — Select the type of pricelist that your company and Cisco have

3 agreed upon.
Order Description (Figure M.3) — Enter text that uniquely describes your order.
An order description can be abrief narrative, an order reference number, or acustomer
4 number. This description will not beincluded with the order when it is submitted. For

information you want included with the submitted order, use the notes fields on other
pages of the Ordering Tool. For asummary of the notesfields and their locations, see
All Order Detalls.

Product Discount (FigureM.4) — Enter the product discount percentage your company and
5 | Cisco Systems have agreed upon.

This can dso be entered at the line level on the Line Item Details page.

Service Discount (Figure M.5) — Enter the service discount percentage your company and
6 Cisco Systems have agreed upon.

This can dso be entered at the line level on the Line Item Details page.
Purchase Type (FigureM.6) — Choose from the following PO Types. Resale, Leasing,

! Internal Business Use/Infrastructure, Service Provision Use, and Demo/Eval.
8 PO # (FigureM.7) — Enter your purchase order number.
Thisfield isrequired if you entered a PO Type.
Requested Ship Date (Figure M.8) — Enter the date on which you want Cisco to ship your
9 order in MM/DD/YYYY format.

The date must be later than today but no later than 90 days from today. Thisfield can be
left blank for now, but must befilled in prior to submitting the order.
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10

Quote Number QN (FigureM.9)— Enter QN if applicable (provided by the Account
Manager)

11

Commission Code (rigureM.10) — Choose the appropriate commission code.

Har dware Service Leve (FigureM.11) — Choose the appropriate service Level

13

Softwar e Service L evel — Choose the appropriate service level

14

End User Information (FigureM.12)

Thesefields are required in the following circumstances if the order isacontract order,
if the Purchase Typefor the order isResde, or if items on the order contain encryption.

Select End User — Choose the name of the organization that will be the ultimate
recipient of the equipment on this order, if not your organization.

Add new End User — Enter the end-user company nameif itisnot in thelist for
Sdlect End User.

Country — Choose the country where the end-user company is located.
End User Market — Choose the end-user company’ s vertical market.

15

Click Continue when you have completed dl of the required information.
(Figure M.13)

Y ou are taken to the Main Order Form.
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Chapter Five —

Main Order Form
The Main Order Formisthe central location from which most of your order information is supplied.
The following list describeswhat can be done on the form:

Add configurable products, spares and service.

Link to the Configurator to configure products.

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

Submit your order or creste order templates.

Access saved configurations, shared configurations and search for items.
Apply/modify the order hardware servicelevel.

Chapter Objectives

Learn how to enter new products, quantities, and discounts.
Learn how to edit, delete and save order information.
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Figure N
N1 Cisco SvsTems  Cisco Ordering Tool Cisco Home NPM
Get saved. . Niamn Orter Form
N.2 configurations
CI'EG_IE angN Wain Order Form | IR CAETE 5 All Orler Details
configuration N. 3 Clear Entry Shipping; REGRESSION DO NOT SHIP BC... Biling: DATA PROCESSING SCIENCES ... P.0. Humber
Button 1 sl STEEET 10510 KEROOD BOUAD Order ID] QA3630295
FITTSEURGH, Perins... United S CINCINMATI, Ot .. Urited S|.. )
N.4 Eeauested Ship Date;
Hardware Service Level NEE— & sonll o new service linesonly
N.5 - Apply to New Service Lines we“e' ISEIED{OHE ;j
: : g P applto sl service lines
N.6 - Applv to all Service Lines
= Enter, configure, and revise line item
L Line # Enter Procuct L= Discourt  Unit Price:
N.7 — Expand 4 y
All Button l__l
Mew »| | |1 1] I Enter
N.8 — Collapse A
All Buttonap Line Product Oty List Price Contract Discount | Unii Price Extendid Price Status Delete
1 CISCO261 1 249300  400%  40.0% 1497.00 Unverified
_ SET1 Dwal Ethemet Modwlar Router wi Complete
N.9 Expand /‘ Gisen J05 17 Software
Button 2 e Line i
- A
N.10 - Collapse =
Button -
N.11 - Enter
Informagion
N.12 —Item Search
N.13 - Service
Line details
N.14 — Deleteitem
Linetotal: 0.00
[ save Ot | Ul
Amnliidar Mime | i A

N.16 — Save your order f

N.17 — Save
order asa
template

N.18 — Route the order to
other people

N.15 — Check for errors before submitting

N.19 — Submit your order
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Buttons on the Main Order Form
Get Saved Config (FigureN.1) — Click this button to search for your saved configurations.

Configure (FigureN.2) — Click this button to select software, cables, memory, and other options
associated with a product.

Clear (rigureN.3) — Click this button to remove information from the editing console.

Hardwar e Service Dropdown (FigureN.4) - This option will alow you to select or modify your
Hardware Service Level while you are creating your order. (Please note that if you would like to
change your Software Service Level while creating your order, this must be done on a line by
line basis)

Apply to New Service Line Only (FigureN.5) - If you would like to add Hardware Service to
every NEW Hardwar e product line that is being entered, select your preferred Hardware Service
Level from the Hardware Service Dropdown and then select the radio button titled “ Apply to
new service line only”.

Apply to all Service Lines (FigureN.6) - If you would like to add Hardware Serviceto ALL
products that are visible on the Main Order Form including any new products that are added,
select your preferred Hardware Service Level from the Hardware Service Dropdown and then
select the radio button titled “Apply to al servicelines’.

Expand All (rigureN.7) — Click this button to expand al mgjor linesthat contain minor line options
Collapse All (FigureN.8) — Click on this button to collapse al mgor linesthat contain minor line options
Expand (FigureN.9) — Click on this button to expand only that major line

Collapse (FigureN.10) — Click on this button to collapse only that major line

Enter (FigureN.11) — Located on the editing console, the enter button applies the new or changed line
item information to the order.

Item Sear ch (FigureN.12) — Thisis useful when you are unsure of a product’s name. Y ou can search by
product number, product description, or product family.

Service Line Details (Figure 13) — Click on this button to choose service, provide end user, and ship set
details at thelineitem level. Y ou can dso edit configuration details for aready configured items.

Delete (FigureN.14) - Deleteline item.

Check for Errors(FigureN.15) — Click this button to have the tool check your lineitem details and
configurations for correctness and completeness. It displays a message if you need to make a
correction.

Save Order (FigureN.16) — Click this button to save al new or revised information on the order form.
Save as Template (Figure N.17) — Click this button to save your order as atemplate.

Route Order (FigureN.18) — Enables you to route the order to another person for approval. A routed
order is created by one user and sent to another user. The second user retrieves the order by typing in
the Order ID and akey on the Ordering Tool Home page.

Submit Order (rigureN.19) — Click this button to submit your order to Cisco. The order is
automatically checked for errors.

35 Ordering Tool User Guide-October 2003 Revision



Gisco SysTems

Ordering Tool User Guide

Internet Commerce

Verify All Configs— Selecting this button is equivalent to selecting each previoudly configured
product line-by-line and running the configuration check. This button verifies any configurations
currently loaded in the order that are till valid, and setstheir status to verified. Any invalid
configurations remains as unverified status.
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Fields for Entering Line Items

Figure O

0.1 Cisco Srsrews Cisco Drdering Toal Gisco Home | NPM

Enter the unit price . Main Urder Form

0.2
Fnter the discatnt

Main Order Form | [T A ol

)i DATA PROCEBSING SCIENCES ... PO, Mumber

123 MAIN STREET 10810 KEMADPD ROAD Order ID: QAG00235
PITTSBURGH, Penns... Unted 5. CINCINNATI, Otfa . United §
Requested Ship Date:
03 S ® Apply to new service ines only
Enter the quantity you serice Lewet | 22007 d
want to pUrChaSe o] Apply to all service ines
Enter, configure, and revise line igem
0.4 — | Tler  Eterpict EAANR, ST
Select the line number to be & [New v T
associated with the p"OdUCt Line Product Oty ListPrice Contract Discount  UnitPrice Extended Price Status

Delete

1 CSCO26H 1 249500 400%  40.0% 1497.00 99700 Unverifisd [l
SET{ Oual Ethemet Horular Aouter Complete
Giseo 105 P Spftware
2 Hew Line n

05
Enter the product name

Unit Price (Figure0.1) — The price of the product calculated by taking the list price and applying any
customer discounts.

Discount (Figure 0.2) — The percentage of discount off the list price of products or services, as agreed
upon by the customer’ s organization and Cisco.

Qty. (Figure0.3) — The number of chassis you are ordering.

Line# (Figure 0.4) — The line number of the product on your order. A vaue of new remains until you
completetheline and click Enter or press Enter on your keyboard.

Enter Product (Figure 0.5) — Enter the unique part number identifying aproduct in thisfield.
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Additional Fields for Viewing and Modifying Line Iltems

Figure P
Gisco Systems Cisco Ordering Tool | Cisco Home | NPM
. Main Order Form
ing Tool Home 2ddress Book
e A Ll Header Delails 1 Oreer Details
Shipping: REGRESSION DO NOT SHIP BC...  Billing; DATA PROCESSING SCIENCES ... PO Murber:
123 MAIN STREET 10810 KENWOOD ROAD Order [D: QA3E80295
PITTSBURGH, Pennsg... United 5. CIMCIMMATI, Shio . United 5. .
P1 Reguested Ship Date;
: @
Enter the Hardware I P = Apply to new service lines only
discount Service Level
o} Apply to all service lings
Enter, configure, and revise line iteny
Line # Erter Product Oy, Discount  Linit Price Canfigure
% INEWj I‘ |1 0 I Item Search e
Product Oty List Price Contract Discount  Unit Price Extended Price Status
1 ciscoEi 1 243500 40.0% 40.0% 1497 .00 1487.00 Unverified (|
P3 SET 4 Dual Ethemet Wodular Aouter w A Commplete
. Cisen 105 1P Sofwam
S"_IOWSthE“i! 2 A Hew Line g O 4
price of theline =
item
Save Order ubmit Orcer ||
P.2 Unit
priceis -
displayd here
P.4 The quantity multiplied by the list price.
Includes discount %.
P.5 Show’sthe
status

P.6

Click in the box
to select theline
to be deleted

Discount (FigureP.1) — The percentage of discount off the list price of products or services, as agreed
upon by the customer’ s organization and Cisco.

Unit Price (Figure P.2)— The price of the product calculated by taking the list price and applying any
customer discounts.

List Price (FigureP.3) — The price of aproduct asit appears on the base pricelist, in US dollars, prior to
the application of any loca currency exchange rates, country uplifts or wholesale discounts.

Extended Price (FigureP4) — Thetotd pricefor alineitem.
Status (Figure P5)

- Complete: Lineitem details, such as site or shipping information, are complete.
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- Incomplete: Lineitems details are missing or incomplete. Clicking thislink displaysLine
Item Details.

- Unverified: The configuration status of a product indicating that its configuration has not
been completed and verified as correct.

- Verified: The configuration status of a product indicating that its configuration has been
completed and verified as correct.

Delete (Figure P6) — Click to check the box for deletion of the item upon saving the order.

Managing Lines on the Main Order Form

Add New Line Items
The following steps show you how to enter new lineitems on an order. Some of theinformationis
described in detail in other chapters.

Step | What You Do

1 | Seect New for theLine#.
Enter the product number exactly asit appearsin the pricelist.
2 If you don’t know the product number, click Item Sear ch (See Chapter 11). To order a
spare part, type an equd sign (=) at the end of the product number, for example CAB-
AC=.
Enter the Qty (Quantity) and the Discount percentage your company and Cisco have
agreed upon.
3
The Unit Priceisautomatically calculated.
To add options (minor lines) for aconfigurable item, either use a saved configuration by
4 | sdlecting Get Saved Config (See Chapter 12) or choose the line and click the Configure
button. (See Chapter 10).
5 To define service, end user, and ShipSet details at the lineitem leve, click Service/Line
Details (see Chapter 13).

Modifying an Existing Line ltem
The following steps show you how to modify an existing line item on an order.

Step | What You Do

Choose the line number in the Line# pull down menu for the item you want to modify.
1
Line item datais displayed.
2 Modify information as needed.
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Deleting Line Items
Thefallowing steps show you how to delete alineitem on an order.

Step | What You Do
1 Check the box in the Delete column for the lineitem.

Click Save Order.

Thelineitem isdeeted.

Saving an Order
The following step shows you how to save an order.

Step | What You Do
Click the Save Order button in the lower |eft corner of the page.

The Save button turns blue.
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Chapter Six —

Header Details
Header Details provides one location to manage details that apply to every linein your order. It
contains many of the same fields as Set Defaullts.

Chapter Objective
= How to change al the sections within the All Header Details section of the Ordering Toal.

Definitions
Carton Notes— Enter any notes you want to appear on carton labels, packing dip, and invoices
(commercia and remittance) for al future orders.

Change Address— Displaysthe My Billing Addresses or My Saved Addresses page, where you can
change the addresses.

Change Contact — Displays the Select a Contact page within the Address Book, where you can
change default contact information. The contact is the person with whom Cisco should communicate
regarding billing or shipping questions. Click Change Contact in the Billing Information section for a
billing contact, and Change Contact in the Shipping Address & Method section for a shipping contact.

Company Grouping: Thiswill be displayed if there are at least two company groupings availablein
the profile for that user.

Cisco Prod. Number/Competitor Prod. Description — If you are returning a Cisco product, enter
the Cisco Part Number or use the Search Products button to find valid Cisco Part Numbers. If you are
returning a Competitive product enter the Competitive product description

Mergein transit — Lets you choose whether or not to merge dl itemsinto one shipment. If you
choose Merge Order, you override multiple ShipSets.

Early Shipment Accepted? —Click Yesif you will alow Cisco to ship apartia order or al of your
order prior to the requested ship date.

Shipping Prefer ences— Indicates whether Cisco (Cisco Routed) or the customer (Billing Customer
Routed) will be responsible for shipping the products.
Shipping Service L eve — Indicates the shipping service level.

Ship All Items Separ ately — This sdection informs Cisco if you would like dl line items shipped as
if they areindividua orders. No should be selected if you would like Cisco to ship products together
whenever possible (this extends ShipSet lead times). Y es should be selected if you would like Cisco to
ship each lineitem asindividua shipments.

Note: Cisco manufactures worldwide, so multiple line orderstypically arrive in separate deliveries.
Selecting Ship All Items Separately - No- reduces the number of deliveries.
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Shipping & Packaging Notes— Enter any default shipping and packaging notes that you want to
appear on packing dipsand invoices for al future orders. Y ou can change thisinformation if
necessary on the Header Details page when you are creating an order.

Entering Order Details

Figure Q
Cisco SvsTems  Cisco Ordering Tool Cisco Home NPM
. Main Order Form
Wain Order Form | der Details E 2| Oreler Details
Shipping: REGRESSION DOAOT SHIP BC... Biling: DATA PROCESSING SCIENCES ... P.0. humber:
123 Ml STREET 10810 KEMAOOD ROAD Order I QAIEI0295
PITTSBEURGH, Penng... United ... CIMCIMRATI, Ohia . United S Requested Ship Date:
Q1 @ a -
. pply to new service lines only
Hardware
Header Service Lover | 571261 One 5l
Daal'STd) ] Apply to all service lines
Enter, configure, and revise line item
Line # Enter Praciuct Dizcount  Unit Price

0 I .

Product Qty  ListPrice Contract Discount  Unit Price Status

1 CISCO26T 1 245500  400%  400% 1457 00 1437.00 Urvetitied O
SET1 Dual Ethemet fdodular Router wi Complete
Cisea 103 £ Software
2 New Line -

Display the All Header Details Page
Thefallowing step shows you how to display the All Header Details page.

Step | What You Do

From within an order, click the Header Detailstab (FigureQ.1) at the top of the Main Order
Form page (Figure Q).

The All Header Details page (FigureR) is displayed
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FigureR
Cisco Systems Cisco Ordering Tool Cisco Home | NP
Header Details
off e
 ricin Orcer Forn QECETTIEERNN  ShipSets ] Al Order Delaiis | .
Apply changes to your entire order PO Mumber, JESSEC - GCC DEMO 050803
Order [ MP3632706
Moddfications to your Order Header Details will be applied to your entire gl hyale e
order
To save your changes, click the Save button in the lower frame
Sections: Billing | Shipping Address & Method | End User | Payment & Taxes | Acknowledgements | Order Contacts
Hon Standard Shipping Reques! | Delivery Opions E—
Billing Information -~
UNISYS
UNISYS NEDERLAND N.V.
FAD ACCOUNTS PAYABLE
PO BOX 22532
AMSTERDAM ZUID-00ST
1100 DA
Netherlands
R1 Change Address JESSEC - GCC DEMO 050803 =]
" Order Description
Click to enter (Wotes for your company's internsl use. Wl not be
address changes reviewad Ly Clsco)
k|
R.2
Click to enter
contact chanaes

Changing the Billing Address
Thefallowing steps show you how to change the billing address.

Step | What You Do
From the Billing Information section click the Change Addr ess button. (FigureR.1).

The My Addresses page is displayed.
2 | Choosethe new hilling address by clicking the button in the Select column.
Click Apply.

The All Header Details pageis displayed with the new billing address.
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Adding or Changing the Billing Contact Person
Thefallowing steps show you how to add or change the Billing Contact Person.

Step | What You Do

From the Billing Information section click Change Contact. (FigureR.2).
1
The Sdlect a Contact pageis displayed.
5 Choose anew contact by checking the bl,!tton inthe Selegt column, or click the New
Contact button to enter a contact person if they are not listed on the Select a Contact page
Click on Apply.
3
The All Header Details pageis displayed.
Figure S

S.1 — Requested Ship Date

S.2 — Shipping Preference

Help me select Freight Options

S.3 — Shipping Service Level Regyested Ship Date | (MMIDDA YY)
Shipping Preference I Select One 'l
S.4 - Chanoe Address >
Shipping Service Level | Select One j

S.5- Meraein Transit » Merge In Transit INDne 'l

Warning: Selecting Merge Order overrides
shipment group settings (shipsets) for
individual lines.

S6- Earlv Shibment Accented? _____,, Earty Shipment Accepted? % vag Mo

S.7—Ship All Items Separately? ——— > Ship All temns Separately?  vas % pg

Warning: [terms on your order may be fulfilled
from different distribution centers which would
prohibit a single shipment. Consolidated
shipment is possible only for items fulfilled from
the same distribution center.

Select Delivery Options for this order
Select End Custormer Routed Carrier for this
order

Shipping & Packaging ;l

(AT
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Adding or Changing the Shipping Address
Thefallowing steps show you how to add or change the Shipping Address.

Step | What You Do
In the Shipping Address & Method section click on Change Address. (Figure S4).

1
The My Saved Addresses pageis displayed.
Choose a saved address from My Addresses, or search from existing addresses by clicking
the Sear ch button.
2
The Search screen is displayed.
Enter search criteria or type anew address, and then click Continue.
3

The Search Resultsthat met your criteriaare displayed.
4 | Choosethe address by checking the button in the Select column.
Click on Apply.

The All Header Details pageis displayed.

Adding or Changing the Shipping Contact Person

Thefallowing steps show you how to add or change the shipping contact person.
Step | What You Do

From the Shipping Address & Method section click on Change Contact.

The Sdlect a Contact pageis displayed.

Choose anew contact by clicking the button in the Select column, or click the New

2 | Contact button to enter a contact person if they are not listed on the Select a Contact
page.

Click the Apply button in the bottom Ieft corner.

The All Header Details pageis displayed.
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Adding or Changing the Shipping Method Information
In the Shipping Address & Method section you can save changes to the following items.

Step To Do This What You Do

Requested Ship Date (Figure s.1) — Enter the date on which you
. want Cisco to ship your order in MM/DD/YYY'Y format.
1 Requested Ship Date
The date must be later than today but no later than 90 days
from today.
2 | Shipping Preference Shipping Preference (Figure S.2) — choose freight routing
3 Shipping Service Shipping Service L evd (Figure s3) — choose the preferred service
Level level
4 Mergein transit Mergein Transt (Figure S5 — Choose if you want to merge your
order.
5 Early Shipment Early Shipment Accepted (Figures6) — Click “Yes’ to accept
Acceptance shipments prior to the requested ship date specified.
Ship All ltems Ship All Items Separ atéely (Figures.7) —Click “Yes’ if you will
6 P d accept partial shipments from Cisco. Click “No” if you want the
Separately entire order to ship a onetime.
9 Shipping and Shipping & Packaging Notes— Additional notes that specify
Packaging Notes specia requirements for Shipping or Packaging.
NOtES 10 A on Carton Notes— These are notes that need to appear on the carton
10 Packagin Ppear labels that go on the outside of the boxes your product will be
aing shipped in.
Click Saveto save dl changes made on Header Details.
11 | Saving Header Details
The Save button turns blue.
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TOP

Mote: Required for Resale and Service Provision purchase lypes. Recommended for ail purchase types.

CUSTOMER DEMONSTRATION NL Contact DUTCH COMTACT
CUSTOMER SHIPPING ADDRESS ML Phone

AMSTERDAM 1101 BA
Metherlands

Fax

Email
Department
Mail Stop

T.1-Change Address

T.2—-End User Market

—  End User Market | Select One

Adding or Changing End User Information
The following steps show you how to add or change the End User I nfor mation (rigure T). End User
information isrequired for al resale orders and contract orders. Itisaso required for dl items

containing encryption.
Step To Do This
1 | Accessthe Address Book

What You Do

Change Addr ess (Figure 7.1) — Click the Change Address
button to access the Address Book.

2 Sdlect an End User

Choose an end user and address from your list of Saved
Addresses or search for anew one.

“STOCK” and “END USER UNKNOWN" are now
displayed at the bottom of thelit.

3 Apply End User to the Order

Apply the end user and address to your order.

4 Choose Market

End User Market (Figure T.2) — Choose the end user
company’s primary market in which they do business.

5 Saving the Order

Click Save Order to save dl changes made on Header
Details.

The Save Order button turns blue to indicate that
changes are saved.
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U.7 Commission Code >

U.1 Credit Card

Ordering Tool User Guide

Internet Commerce

Information

Payment and Taxes -

Mote: ‘You donot need lo provide crecit card Information if vow are paving by purchase order.

————» Purchase Type |Resa|e d

) Payment Method IPurchase Order =

U.4 Purchase Order —» Purchase Order # IEIEEEME'I E154
U.5 Terms

Credit Card |None Fequired (for P.O) j

Card Mumber

>
" Terms [30MET =l
I Expiration Date | hAbd ‘Ij Rasas 'I
— >  Dedlld I Name on Card
Enter the Deal 10 for this Credit Card Zip

order as provided by your Account Manager.

Comtnission Code | Select One j

U.8 Taxable >
Taxable? = ves  no

U.9 Order
Processing Notes

—» OrderProcessing Notes

These notes are reviewed by Cisco. Entries n this fisid

may delay the processing andor shiprment of your

order

=

=

Adding or Changing Payment and Taxes Information
In the Payment and T axes section (Figure U) you can modify the following.

Step To Do This What You Do

1 Choosing the Purchase Type Purchase Type (FigureU.2) — Select the type of purchase
for the order.
2 Choosing the Payment Payment Method (Figure U.3) — Select “Purchase Order” or
Method “Credit Card”.
The following fields are required for a Purchase Order
payment method:
. Choosing Purchase Order Er(gelr\lglrjnrr?l;r (FigureU.4) — Provide your internal purchase
Payment Method Options ’
Terms (Figure U.5) — Select your payment terms. |
anything other than 30 net, your order will go on hold for
review.
Thefallowing fields are required for a credit card
4 | Choosing the Credit Card payment method (Figureu.1)
Payment Method Options Credit Card — Select the name of the credit card.
Card Number — Enter the credit card number.
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Expiration Date— Sdlect the month (MM) and year
(YYYY).

Name on Card — Enter the exact name that appearson
the credit card.

Credit Card Zip — Enter the zip code for the credit card
billing address.

5 EnteringaDed 1D

Deal ID (Figureu.6)— Enter your Dedl ID, The Ordering
Tool now validatesthe Dedl ID. (Remember, the Dedl ID
is provided by your Account Manager.) If the Ordering
Tool states your ID is unverified, you may still submit the
order, but be subject to some processing delays.

6 Enter aCommission Code

Commission Code (Figure U.7) — Choose the appropriate
name from the pull down.

Choosing if the Order is
Taxable

Taxable (Figure u.8) — Choose whether or not your order is
taxable. Usersfrom Australia and Canada will see
different options.

Entering the Order Processing
Notes

Order Processing Notes (Figure U.9) — Enter notes (up to
300 characters) related to the processing of your order.

Thisinformation cannot exceed 300 characters. Please
note, these notes are reviewed by Cisco, and may
delay the shipment of your order.

9 Saving the Order

Click Save Order to save dl changes made on Header
Details.

The Save Order button turns blue to indicate that
changes are saved.
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Order Acknowledgements -
Hotes: Your own default email is typicaliy the roubing reciplent.
Yol can separate mitinie emall adiresses with commas,
V.1

’ Send shipping and scheduling |Jane iy

Acknowledgements acknowledgements to this persan: First name last name

Contact Person

V.2 » " Far & Emal |iwu@regression.com
Send Acknowledgement Via 0 foithr 10U must provide fax number or email address it you select efther fax or email
If you selected neither, leave blank.

Adding or Changing Order Acknowledgments Information
Inthe Order Acknowledgments section (rigurev) you can modify the following.

Step To Do This What You Do

_ . Send shipping and scheduling acknowledgementsto
Shipping and Scheduling this person (Figurev.1) — Type the first and last name of the
person who tracks or processes your orders.

1 Acknowledgements

Send acknowledgement via (Figure v.2) — Click Fax, Email,
or Neither. Typein the fax number or email address based
on your selection.

Click Save Order to save dl changes made on Header
Details.

How to Send
Acknowledgements

3 Saving the Order

The Save Order button turns blue to indicate the
changes have been saved.
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Figure W

Order Contacts -

For questions regarding this order, contact
1- _— > -
W.1 - Name Name: ot frne

Last AU

—_— .
W.2 - Phone Phone:  [123-4567

>

W.3 - Fax ¥ R |

4

W.4 - Email "~ Enmal: [im@regression com

Adding or Changing Order Contact Information
Inthe Order Contacts section (Figurew) you can modify the following.

Step To Do This What You Do

Name (Figure W.1) — Provide the first and last name of the

1 Enter Name person who should be contacted if there are questions
about the order.

> Enter Phone Number Phone (Figurew.2) — Provide the contact person’s phone
number.

3 Enter Fax Number Fax (Figure W.3) — Provide the contact person’sfax number.

4 Enter Email Address Email (Figurew.4) — Provide the contact person’ s emall
address.
Click Save Order to save dl changes made on Header
Details.

5 Saving the Order

The Save Order button turns blue to indicate that
changes have been saved.
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a
Top

Flgase note: Cisco will faliow deliveny aphion requests if avaliabie, however not aif deilvery options are suppored by alf cariars or
avaliabie in all ship-to regions. Delivany option requests will be passed an to the customer's sefected cariars on Biling Customer Routed

orders.

Attention Biling Custorner Routed customers: Deliveny Oplions selected an this page will over-ride Delivens Ophions sefecled via the

Shipment Rowting Configuratar Tool.

Authorized Receiving Party

Use this option if you have a preferred person you would like to sign
for the shipment. Provide contact name and phone number

Consularization/L egalization

Selection ofthis option requires shipper ta farward shipping
docurnentation to destination country embassy or designated agent
for validation

Certificate of Origin

Consignee requests shipper or shipper's freight forwarder to

provide certificate of origin

Contact prior to delivery

Please provide a primary and backup narme and phone number of

the persan you would [ke to be contacted priot to delivery

Carrier will call

Shipperwill confirm carrier assignment with delivery party at time of

shipment. Please pravide contact name and phone number

Specific delivery time

Please provide the time window you would like to request the

delivery to take place. Carrier will make reasonahle effort to deliver

during this time period

Inside delivery required

Da not deliver shipment to receiving dock, instead deliver to a

location, name, and phone nurmber you provide that is tpically

inside the office

Preshipment Inspection Required

When Selecting this aption, your forwarder will make appointment

with the Pre-Inspection Agency ta examine Goads and Shipping

Daocuments atfarewarder's Iocation. Inspection Agency's fees to be

absorhed by consignee

Remove packaging

Selectthis option ifyou would like the carrier to remowe packaging

after delivery

Special transport required

Provide type of specialized transportation you would like to request
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Entering Delivery Options
Inthe Delivery Options section you can request delivery options.
Step | What You Do

1 In the Shipping Address & Method section, make a sdection in the Shipping Preference
and Shipping Service Leve fidd

Click the“ Select Delivery Optionsfor thisorder” link located below the Ship All Items
Separately? warning in the Shipping Address & Method section.

2
The Délivery Options section is displayed.
Click the“Yes’ button for the ddlivery option you would like to request.
3
Please note that al delivery options are not availablein all scenarios. Delivery option
availability vary depending on your freight profile, shipping preference and location.
If thereisatext box for the delivery option that you have sdlected “ Yes’, enter appropriate
information in the text box.
4

Text boxes are required when you select “Yes’ for the delivery option and you will
need enter information in the text box before leaving the page or change the request to
“NQ".

5 | Click the Save Order button.

NOTE: Cisco will make every attempt to follow these ddlivery option instructions. However, al
delivery options are not available for al scenarios. For Billing customer-routed orders, the ddlivery
option requests will be passed on to the customer's selected carrier.

Non Standard Shipping Requests

s
TOF

Warning: Please hote that if the non-standard shipping carrier you requesied below is not avaliable, Tlaco reserves the rights to wse an
appropriate carrler and carrier account number from your Shipment Rowting Configurator profile to fulfill yvour order.

Requested Cartier |59|ect0me j

Carrier Account Mumber
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Non Standard Shipping Requests

This section will give Billing Customer Routed Customers the opportunity to enter acarrier and a
carrier account number, which will override what has been set up in their Shipment Routing
Configurator Profile. (Please note that Cisco Routed Customerswill not be able to override carrier
information here)

Step | What You Do

In the Shipping Address & Method section, choose “Billing Customer Routed” in the

1| shipping Service L ev field,
2 | Chooseaservicelevel from the Shipping Service Levd field.

Click the“ Select End Customer Routed Carrier for this order” link located below the Ship
3 All Items Separ ately? warning in the Shipping Address & Method section.

The Non Sandard Shipping Requests section is displayed.

4 | Chooseacarierinthe Requested Carrier field.
5 Enter the account number in the Carrier Account Number field.
6 Click the Save Order button.
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Chapter Seven —

ShipSets

ShipSets are used to specify multiple destinations for items on an order. A ShipSet is agrouping of
itemswithin an order that have the same shipping destination, requested ship date, Shipping
Preference, and Shipping Service Level. An order with one shipping destination has one ShipSet, the
default ShipSet. To savetime, you can copy a selected ShipSet as the basis for creating anew ShipSet.

Y ou can ship to multiple destinations on one order submission by bresking your order into multiple
ShipSets, then changing the ship-to addresses as necessary. Please be advised that Cisco may be
required to break agpart your ShipSetsin order to accommodate shipments of line itemsthat are
produced in different locations worldwide.

Chapter Objectives
Learn how to create a new ShipSet.

= Learn how to use an existing ShipSet to creste anew ShipSet.
= Learn how to view and modify ShipSet.
= Learn how to delete ShipSet.

How to Create ShipSets for Your Order

Figure X
Cisco Svsrems  Cisco Ordering Tonl Ciscn Home | NP | |
COrdering Tool Home
Main Crder Form | el ShipSets A Order Detailz
Shigfing Biliry: CISCO SYSTERA INC FOR LIS PO Muger 1234567
s ) Order [ Q3959317
X.1 i i R Requested Ship Dale: 10012003
. T
ShipSetstab ® pppy to new service ines only

Hardweare:

Seruice L owet | 2 Onsite Pramium |

" mpply to 8l ervice Ines

% Errter configure, and mriso line item

Ertter Fraduct . Discount it Price
|I\E'-\'J || I_

Limiz  Product Oty ListPrice  Discourt  UnitPrice  Extendad Price Status Dizlete
1 H
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Creating a New ShipSet
Thefaollowing steps show you how to create anew ShipSet.

Step | What You Do
OntheMain Order Form (Figurex) click the ShipSetstab (Figurex.1) at the top of the page.

The ShipSets pageis displayed (Figure v).
Click on the New ShipSet button (Figure Y .5).

The ShipSts: View/Modify page (Figure z) appears.

3 IntheLinesin Order window choose the lines you want to be part of the new ShipSet.
(FigureZ.2)

Click the Add button (Figure z.3) for alineitem or the Add All button (Figure z.5) if you want

4 | al lineitemsto be added.

5 Once the lines have been added you must choose the Shipping Addr ess (Figure z.8) and
Shipping Options (Figure z.7) for the new ShipSet.
When you are finished click Save (Figurez.9).

6

The ShipSets pageis displayed after you save.
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FigureY

Cigeo Svsvems  Ciseo Ordering Toal | tisco Home | mPM |

WM. ShipSets

Iain Orcer Form | Header Dets E=CHR ) Orcer Datails

Select & ShipSed and click iew, Modifiyto view and edit the detsils of that ShipSst, PO, Mhanber JESSEC - GO0 DEMO DS080%
of chik Copyta copy the information to & new ShipSet,

or chck Dejeteto delete one or more ShipSets.

Hote: Lines in delsted ShipSets wil revert back to the defaut ShipSet

Order [0 MPIEZ2T06

vi Clcic Msw ShipSelo cresle a new Shipset,
column Destination Address Requested Ship Date  Shipping Preference f:;mgsam“ Select
1 UNIEYS [5/31 2003 Cisca Roued Clsco Roued Standard [~
AMSTERDAMSEWES 2656
AMSTEL VEEN 1182 HN
Metherlands
Y.2
Delete button
Y.3
Copy button
Y.4
View/Modify button
Y.5
New
Shipset v
button

v v
P oy | comy— oo
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| tisco Home: NPM

Cisco Sysrems Cisco Ordering Tool

. ShipSets: View/Modify

Instructions
First, gelect the lings from your order to be assigned to your ShipSet.

ShipSet: 1

Second, sssign the shipping sttributes to your ShipSet.

Step 1: Assign Lines to Your ShipSet

72 To assign one or more lines from your order to your new ShinSet, select & line from the left column afd click the Addbutton
Lines In Order I To remove lines from your news ShipSet, select a line from the right column and click the Remove butthn

Window

Z3

Hote: You can Ctrl-click anciior Shift-click to select multiple lines.
Lines in QOrder Lines in ShipSet

Line /| Hem /i Set Line / Hem | Set

Add Button
Z4
Remove Button
z5

TTECOZE0T =1 v 3 CIZcozsol e

—> Add >
[ oo |

Add All Button

Z6
Remove All Button

z.7
Shipping Options

Z8
Shipping Address

Z9
Save Button

v

AddAll >
j < Remove All ﬂ

Step 2: Assign Shipping Attributes

Select your ShipSet's destinstion aggress and shipping method below:
Wihen you have finished assigning Nes and attributes, click the Save button

Shipping Address Shipping Optiens

REGRESSION TEST - DO

NOT USE Shipment via IUPS INTL: Express Plus 36 days j
10 SUNBURST 7 E

IRVINE, Galiforria 92612 Freight Term0B  [3rd Party Gollect / Origin |

United States

Requested Ship

e 07/31/2001  (umoDivvvy)

Account humberiShipping Instructions

|re12121

Contact:

Phone:
Fax:

Email:

Department:
Mail Stop:
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Using an Existing ShipSet to Create a New ShipSet
Thefallowing steps show you how to use an existing ShipSet to create anew ShipSet.

Step | What You Do

On the ShipSets page choose the ShipSet to use as a basis for the new ShipSet you want to
create, then click Copy (Figure Y .3).

1
The ShipSets: View/Modify page appears.
2 IntheLinesin Order window choose the lines you want to be part of the new ShipSet.
3 Click the Add button or the Add All button if you have multiple lines to be added.
4 Once the lines have been added you must choose the Shipping Address and Shipping
Optionsfor the new ShipSet.
When you are finished click Save.
5

The ShipSet pageis displayed after you save.

Viewing and Modifying ShipSets
Thefallowing steps show you how to view and modify ShipSets.

Step | What You Do

On the ShipSets pagein the Select column (Figure Y.1) choose the ShipSet to modify and

L | dlick the View/Modify button (Figre 4)

5 IntheLinesin Order and Linesin ShipSet (Figurez.1) fields you can choose the lines you
want to add or remove from the ShipSet.
Then click the Add button or the Add All button if you have multiple lines to be added.

3 Click the Remove button (Figure z.4) or the Remove All button (Figure z.6) if you have
multiple lines to be removed.

4 Once the lines have been added or removed you can also make changes to the Shipping
Address and Shipping Optionsfor the ShipSet.
When you are finished click the Save button.

5

The ShipSet pageis displayed after you save.
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Deleting a ShipSet
Thefollowing step shows you how to delete ShipSets.

Step | What You Do
Choose the ShipSet to be deleted by clicking the box in the Select column, then click

Delete.

The page s refreshed and redisplays the ShipSets page.
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Chapter Eight —

All Order Details

All Order Details page summarizes the entire order. 'Y ou are unable to change the information on this
page; it isfor review purposesonly. Required changes are made on the Main Order Form, Header
Details, and ShipSets. The changes are reflected on the All Order Details page.

Chapter Objective
= LearntouseAll Order Detailsto review your order before submission to Cisco.

Definitions
= Back to Order Form — Displaysthe Main Order Form.

= Check for Errors—Checksyour lineitem details and configurations for correctness and
completeness, and displays amessageif you need to make a correction.

= Submit Order —Runsacheck on the order for errors and submits complete ordersto
Cisco.

How to Use the All Order Details Page

Figure AA

Citeo Svsrems  Cisco Ordering Tonl Cisco Home | WPM__ | ]

_ Main Order Form

Main Crder Form | T T S ] & Creer Detnils
Shipping Bilng CISCO SYSTEMS INC FORUS PO Muber 1234557
Ovder D QA3059317
Recuested Ship Dale. 100012003

AA.l
All Order Hesideiare = Apphy to nesw service ines onty

Details tab Sarvica Lewel |2'—|r0ns-1e Fremium j

" mpply to 8l ervice Ines

i EN Errter configure, and mriso line item

Enter Prochuct ) Discount  Linit Price Confgre | Gol Saved Conly
3 | F [ seh—Jfseveeine Do
Limiz  Product oty List Price  Discount Unit Price  Extenided Price Status Dizlete
] y r
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Accessing the All Order Details Page
Thefallowing step shows you how to access the All Order Details page.

Step What You Do

From within an order click the All Order Detailstab (FigureAA.1) at the top of the M ain
Order Form page (Figure AA).

The All Order Details page (FigureBB) is displayed.

Figure BB

Cisco Srevems  Cisco Ordenng Tonl |Cisco Homa | MPM

All Order Details

Al Croler Detaitz |

Order I0: MPIGE2T0E
Type: STANDARD
Creation Date: 05042003

Price List: Globgl Price List US Avalabdty
Coamimil g&bon Coda:

Instructions: The f§llowing is 3 summdry of vour entire order. To modify any part of your arder, return o the Main Order Form

Secthorns: Billiga | Qrdas Motes || Qrder Contacts | Payment & Tades | Shipplndg information | Delivary Oplions
ShipSets | Order Totals

Billing Information e
Billing Address End User

UNISYS Customer Name: UNISYS

UMISYS NEDERLARD N W

Address: 1220 WIEN OESTERREICH

FAD ACCOUNTS PAYABLE PO BOX 53129

POBOX 22532

AMSTERDAM ZUID-0O0ST 1100 DA Ay, RTOMNCE: AMETERDAM
Metherlands Postal Code: 1040
Country: MNetherlands
Comtact: End Liser Market: Education
Phone:
Fax: Contact:

Email: Phyone:

n Fas.
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Modifying Order Information
There may be times when you are viewing All Order Details and discover that achange on the order is
needed. The following steps show you how to access pages where those changes can be made.

Step To Do This What You Do

Change billing, shipping,
contact, end user, payment

1 and tax, or order
acknowledgment information
for dl items on the order

Click the Header Detailstab (Figure BB.2). See Chapter Six
for more details on this section.

Assign adifferent shipping
2 address and method to some,
but not all itemsin the order

Click the ShipSetstab (Figure BB.3). See Chapter Seven for
more details on this section.

Click the Main Order Form tab (Figure BB.1), choose aline,
and then click the Service/L ine Details button.

To modify end user
3 information for some, but not
dl items on the order. Thistakesyou to the Line Item Details page. See
Chapter Thirteen for more details on the Line Item
Details section.
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Chapter Nine —

Address Book

There are two ways to access the Address Book from within the Ordering Tool. An Address Book
button islocated on the top navigation bar throughout the Ordering Tool. In addition, you can click
any of the Change Address buttons within the Ordering Tool to access the Address book.

My Addressesisalist of up to 50 addresses that you manage. Y ou can add, delete and assign contacts
to each address. My Addresses saves you time by allowing you to quickly select from your most
frequently used addresses rather than performing a search for each address. Each time you accessthe
Address Book, the My Addresses pageis displayed first.

Apply To checkboxes dlow you to select an address for multiple target areas a the sametime. For
example, you can select a shipping address and service site location addresses with one action. You
simply choose an address, click to check all the locations you want to use that address and then click
Apply. The addressis populated into al the appropriate target aress.

Chapter Objectives
= Learn how to add anew address that you can use for future orders for your company.

= Acquaint you with the Address Search Results page.
= Learn how to assign adefault contact person for an address.
= Learn how to add a contact person for an address.

Definitions

= AddtoMy Addresses— Thisadds afrequently used addressto My Addresseslist.
= Exigting Customer — Choose the customer for whom you want to add a new address.

=  New Customer Name — If you want to enter anew customer enter their namein this
fied.

= Pogal/Zip — Enter the posta or zip code.
= Search Again — Returns you to the Search Addresses page for another search.

= State/Province— Choosethe U.S. gtate or Canadian, Chinese, Indian or Korean province
if appropriate.
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How to Use the Address Book

Figure CC
Ciseo Systems Cisco Ordering Tool Cisco Home NPM
. Ordering Tool Home
Ordering Tool H IC Agreement Defaults Crder Templates Training Address Book HELP
*fou are loded in as: ACSTHREE

CC1
Click to @ i
display the L
address Ordering Tool Notice
book

Welcome to the New Ordering Tooll Streamlined and
redesigned based on your feedback. Click here to access
new training matetials and wseful information from our
Ordeting Tool Kiosk.

What would you like to do?

‘ Cregte an Crder Y ! Get Routed Croder Use Order Templates Set Defaults

Maintaining Addresses

The steps below show you how to add an address, sort addresses and assign contacts to your address
book.

Step What You Do

From the Ordering Tool Home page click the Address Book link on the top Navigation
Bar. (FigureCc.1)

The Address Book |aunches the Manage My Addresses page (Figure DD).
Click Add Address. (FigureDD.1)

The Search Addressespage is displayed. (Figure EE)
Provide search criteriathen click Continue. (FigureEE.2)

The number of addresses that matched your search is displayed in the upper |€eft corner.
3 A scroll bar is provided on the right to view al the matching addresses.

The Address Search Results page (Figure FF) is popul ated.

65 Ordering Tool User Guide-October 2003 Revision



Gisco SysTems

Ordering Tool User Guide

Internet Commerce

Select an address to add to My Addresses by clicking the check box on the far right of the
addresslinein the Select column (Figure FF.1).
4
The Add to My Addresses button (Figure FF.2) turns blue.
Click Add to My Addresses.
5
The Manage My Addresses page (Figure GG) is displayed with the new record added to
thelist.
On the Sort By line, click the blue underlined City label.
6
The addresses are sorted aphabeticadly by city.
Select an address by clicking the addresses check box at the far right end of theline.
7
The Assign Contact tab is enabled.
Click the Assign Contact tab (Figure GG.1).
8
The Assign Contact pageis displayed. (Figure HH)
Select a contact and click the Apply button (Figure HH.1).
9
The Manage My Addresses page is displayed. Click the Close button to return to the
Ordering Tool Home page.
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DD.1
Click Add
Addressto

add entries —

tothe
address
book

Ordering Tool User Guide
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co Ordering Took: Address Book - Netscape - |EI|1|
Cisco Ordering Tool: Address Book
My Addresses 1
0 of 1 addresses added Wiy Addresses
1 ofthe addresses already existed inyour Address Book. 4 of 50 {max)
Sort by: (Cusiomer Address | City | SatesProvince Country Cefault Coniact Select
REGRESSION TEST- DO 10 SUNBURST United States
NOT USE IRVINE. California 82612
REGRESSION TEST- DO 1000 TEST STREET United States
NOT USE SAM JOSE, California 05134
REGRESSION TEST- DO 1234 Main Strest United States
NOT USE ANAHEIM, Califomia 92804
REGRESSION TEST - DO 1235 fest strret United States
NOT USE SUNNYWALE, California 84088
ElRE Document: Done
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Figure EE
=101x]

/3 Cisco Ordering Tool: Search Addresses -
Cisto Ordering Tool: Address Book

Search Addresses

Seatch/Enter Addresses

Usge the fields below o conduct a search.

EE.1
Make Customer IC\SCO SYSTEMS INC FOR US INTERMAL DEMO EVAL ONLY j

selections Street Address [

thenclick —» _
Continue City
State/Prowince | Califomia -

Cougttry [United States =l

PostallZip

o | o |
&) bore ’_‘é | mmtermet 4
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isco Ordering Tool: Search Addresses - Netscape

FF.1

Check the box to
select the address
to be added

FF.2

Click to add
the address to
your address

Cisco Ordering Tool: Address Book

SearchiErter Addresses |
Search Results: 2 matches found

your address book.

Address Search Results
L

Selectthe addresses that you would like to add to

Search Criteria:
REGRESESION TEST- DO NOT USE
San Jose, CAO5134
United States

Sort by: | Customer

Address | Citv | State/Province Country Select |
REGRESSION TEST- DO NOT 1000 TEST STREET United States I
USE $AN JOSE, California 05134
REGRESSION TEST-DONOT  REGRESSION TEST DOMT USE United States fL
USE a1

SAN JOSE, Califarnia 05134

book

N g Add to My Addresses

& 0| |
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GG.1
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Click the
Assign
Contact tab
toassigna
contact to an
address

co Ordering Took Address Book - Netscape - |EI|1|
Cisco Ordering Tool: Address Boak
Ente i My Addresses 1
0 of 1 addresses added Wiy Addresses
1 ofthe addresses already existed inyour Address Bpok. 4 of 50 {max)
Sort by: (Cusiomer Address | City | SatesProvince Country Cefault Coniact Select
REGRESSION TEST- DO 10 SUNBURST United States
NOT USE IRVINE. California 82612
REGRESSION TEST- DO 1000 TEST STREET United States
NOT USE SAM JOSE, California 05134
REGRESSION TEST- DO 1234 Main Strest United States
NOT USE ANAHEIM, Califomia 92804
REGRESSION TEST - DO 1235 fest strret United States

NOT USE SUHNYWALE, California 84089

=S

T

|Document: Done
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HH.1
Assigna
contact by
clicking the
radio button
to the right of
the name to
be added,
then click
apply

. Ordering Tool User Guide
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0 Ordering Tool: Assign Contact - Netscape

Cisco Ordeting Toal

Assign Contact

Aszzign Contact \|

The following contacts are available for this Selected Address:

address. To override the current cantact, select REGRESSION TEST - DO NOT USE
one from the table below and click the Assign 10 SUNBURST

Contgct button in the lowar lef. IRVINE, Calitamia 92512

United States

Sort bz |LastName- | Eirst Mame Fhone | Fax Email Dept. Foom | Mail Stop Select
NO CONTACT REQUIRELD, : &
JONES, ELIZABETH ? r

S AP BB 2 | 4

[y == |Document: Done
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Figure Il
Cisco Srsvems Gisco Ordering Tool Cisco Home
. Header Details
) Header Details |
Apply changes to your entire order P.O.lunper. 98584516154
Ordler D MP4184707
Madifications to your Order Header Details will be applied to your entire order Beauested Ship Date,  10/25/2003
To save your changes, click the Save button in the lower frame
Sections: Billing | Shipping Address & Method | Referral info | Payment & Taxes | Ackr | Crder Contacts
Mon Standard Shipping Request | Delivery Options
Billing Information o
SPRINT CORPORATION
PO BOX 7977
MAILETOP KSOPHWI318
COVERLAMD PARK Kansas
BB207
United Sta
E
Order Description
(Notes for your company’'s Internal use. Will not be
Contact reviewed by Cisco,)
Phone j
Fax
Email
Department
Mail Stop
1.1 >
Change
Contact .
Shipping Address & Method o
Hel me select Freight Options
Requested ShipDate [10/25/2003  qummDivrvr)y
Shipping Preference | Cisco Routsd 52
.2 - £
Shipping Service Level [Cisco Raouted Standard
Change
Merge In Transit | MNone |
Address Contact Warning: Selecting Marge Order overrides
Phone shipment group settinas (shipsets) for
Fax individual lines
Email Early Shipment Accepted? " ves & ng
Department B o e
Wiail Stop Ship All tems Separately? " ves & g

Shipping & Packaging
MNotes
(Motes to appear on 2l

packing slips & invoices)

Carton Notes
(Notes to appesr
onthe carton labels)

2

Warning: Items on your arder may be fulfilled
from different distribution centers which would
prohibit a single shipment. Consolidated
shipmentis possible only foritems fulfilled from
the same distribution center.

Select Delivery Optians far this order

Select End Customer Routed Carrier for this
order

|
=

——
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Searching for a Shipping Address
Thefollowing steps show you how to search for ashipping address for your order.

To create new addresses, type the address information for the new site and complete all
applicable fields on the Search/Enter Addresses tab.

Step | What You Do

From the Header Details page, click the Change Address button (rigure11.2) under the
Shipping Address & Method section.
1
The My Saved Addresses page (Figure ) is displayed with the My Addresses tab (Figure
2.1) highlighted. If an address was dready specified for the order the Current Address
(Figure J1.2) appears at the top of the window.
Click the Search Again button (Figure 11.3).
2
The Search/Enter Addresses page (FigureKK) is displayed
Enter search criteriainto required fields by selecting an existing customer, providing the
state/province (for U.S., Canada, China, India, and Korea) and country. City and Zip can
3 be used to narrow your search. Click Continue (FigureKK.1).
Search results are returned sorted by address on the Address Search Results page (Figure
LL).
Select an address and click Apply (FigureLL.2).
4
The Header Details page is displayed with the new address.
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Figure JJ

o Didening Teal My G

Cle Drdaring Tao

Mz Saved Addresses

Sabectan addeess 1o apply b paur ander from Cunr et Addices: Grder bk WL ENEES
WOAIT et O S A dness e D k. Yo ey PO Burnbar:
e updo A addresmes, Targen Seobdve-ha Hewder Shapians)
Torthr |Gt pahee) Ok geaPrioon Saxtp ==
O%CD SVRTENS WC PO T1THE CRERT O CITLE Ui Swlnx LATHA | LATHA
LFS MTEFTLR). DEWO E'WAL  RESTOM | iegeras 2in9d w
LY
B ANl #1775 147H AVEMUE v E -

HARKHAM | CrisroL 20575

F Hy=dst Shigping
T N O Scorch Agsin [ Hew Contect I Concel |

m ™ Header End Ligsr I 1 Caniacd Eilisg Fleste nome B, Shipyengy Smiress Condaci B

meparcd 1o o Subrmandd
I A 1o by B Adddras s

S [ [ g e =
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+J Cisco Ordering Tool: Search/Enter Addiesses - Microsoft Internet Explorer

Cisco Ordering Tool

Search/Enter Addresses

Internet Commerce

SearchiEnter Addresses |

Use the fields belowto conduct an address
search or create a new address by using the
Mew Customer Mame field and praviding complete address infarmation.

Order ID: MP2737955
P.0. Humber:
Target Address: Header Shipping

Current Customer:

Existing Customer I CISCO SYSTEMS INC FOR US INTERMNAL DEMO EVAL ONLY

[

Current Address: Company hame nhot listed above
add new company hame
Attnto |
First Name Last Name
Address |
|
|
ity |

State/Province

Country I United States

PostaliZip |

ncel

’_ E | Intemet é

/

KK.1

Fill inthe
information on
the page then
click Continue
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Figure LL

LL.1
Make your
selection
then click

Apply

- Cisco Ordering Tool: My Saved Addresses - Netscape

Cigto Ordering Toal

Address Search Results

Search Results: 3 matches found

Selectthe address that most closely
matches your search criteria. You may
selectthe original address fram the list.

SearchiEnter Addresses | dresses gn Contact

Ordering Tool User Guide

Internet Commerce

Current Address: Order ID: MP2162502
REGRESSION TEST - 1O NOT USE P.0. Numnber: 1112
10 SUNBURST ) ’
|RVINE California 02612 Target Address: Header Shipping

United States

Sort by |Cus10mer Address- | City | StatefProvince Country Select ‘
REGRESSION TEST- DO 1000 TEST STREET United States I
NOT USE SAN JOSE, California 85134
REGRESSION TEST- DO REGRESSION TEST DONT USE United States
NOT USE a1 (@]
SAN JOSE, Calitarnia 95134
REGRESSION TEST- DO RICKIM STREET 101 United States ~
NOT USE SAN JOSE, Calitornia 85121

¥ Header Shipping

™| Add to My Saved Addresses

I™ Al Shipping Sites T All Service Sites

|3 == |

EE A

Applying an Address to Multiple Locations at Once
Thefallowing stepswill show you how to apply an address to multiple locations at once.

Step | What You Do
From the Header Details page, click Change Addr ess under the Shipping Address &
Method section.
1
The My Saved Addresses page (Figure ) is displayed with the My Addresses tab as the
active page.
2 From the My Addresses page, salect an address for the order and service sites.
3 From the Apply To checkboxes (Figure 114), check the All Service Sites check box. (Figure 05)
Click Apply.
4
A diaogue box appears asking you to confirm your selection.
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Click OK.

The Header Details page is displayed with the new address.

Creating a New Contact
The following steps show you how to create a new contact name for an address.
Step | What You Do

From the Header Details page, click Change Contact button under either Billing
Information or Shipping Address & Method. (Figurel1.1)

The SHect a Contact page (Figure MMm) is displayed with the Assign Contact tab (Figure
mm.1) foremost and the selected address for the order shown.

Click New Contact. (FigureMM.2)

The Add New Contact page (FigureNN) is displayed.
Enter the new contact information and click the Apply button. (Figure NN.1)

The Header Details page is displayed with the new contact assigned to the address.

77 Ordering Tool User Guide-October 2003 Revision



Gisco SysTems

. Ordering Tool User Guide

Internet Commerce

Figure MM

ng Took Hy Y ——

Cisco Crdaning Tood

Select A Contact

SaachiTnter Aok JETTENTH | fseign Conincl |
The ilowing conlacks are svalable orthlz  Selscied Addness; v [l W= TAVEES
address. To ovarride fhe current conkacd, CER00 TV ETERE WG FOM LI RTERTAL DERG P00, Baember
select one fromi the lable below and click e EVAL ONLY Targed Adidreaas: Hesder Shipzng
Ayl Bl in e ower e 11746 GREAT OWL CRILE
wiaring Lack of 8 contact name coukd cause FESTON, Vegeia 0104
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Figure NN
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Chapter Ten —

Configure
Some products must be configured with cables and other pieces during the ordering process. This
chapter introduces you to the configuration process.

Chapter Objective
= Learn how to access the Configurator.

Definition
= Configuration — The process of choosing different options (cables, memory, cards) that
will beincluded with the product you are purchasing.

How to Use the Configurator to Configure Products for Your Order

Configuring a Line Item
The following steps show you how to configure alineitem.

Step | What You Do
OntheMain Order Formlocate alineitem that currently says Unverified in the Satus

1 column (Figure 00.1).
You must first select what isto be configured. To make your selection, either click the
Unverified hyperlink (rigure 00.4), or choose the linein the Line# pull down menu (rigure
) 00.3). Click the Configur e button. (Figure 00.2)

Y ou are taken to the Configurator to configure the product.
(Figure PP)
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Figure OO
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The Configurator Screen
The Configurator’ s functionality is described below.

Figure Functionality

Enable the Help functionality:
Product Info: Displaysthe product’s Cisco Web page, with detailed information.
Product Diagram: Displays adrawing of the product.
Configuration Help: Guides you through the configuration process.

PP.2 | Item Category: Contains the categories from which you may select options.

PP.3 | Options Menu: Displaysitems belonging to selected category.

PP4 | Fina Check button. Performsfina check for configuration errors.

PP.5 | Save Configuration Information. Allowsyou to name the configuration, if desired.

PP.6 | Exit Configuration button. Returns you to the Main Order Form.
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Chapter Eleven —

Item Search
There may be times when you do not have dl the information needed to order a product, such asthe
product name or its number. For timeswhen thisistrue, search the Cisco Product Database to find the

missing

information needed for the order.

Chapter Objective

Learn how to search the Cisco product database.

Definitions

Configuration Name — Thetitle of your saved configuration.

Product Description — The brief description associated with the product number.
Product Number — The part number of the product by, example: CISCO2501.
Product Family — Thisisagroup of related products and product numbers.

How to Search for Products for Your Order

FigureRR
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Searching for a Product
Thefaollowing steps show you how to search for a product.

Step What You Do

1

On the Main Order Form (FigureRR) click |tem Sear ch. (Figure RR.1)

Thistakes you to the Search for Items and Saved Configs page. (Figure SS)

On this page you can search by the following:

Product Number (Figure s5:3) — Enter as much of the product number as you know, for
example: CISC0O2501, or CISCO025.

Configuration Name (rigure Ss4) — Enter as much of the saved configuration name as you
know.

Product Description (rigure ss.5) — Enter as much of the product description as you know,
for example: router.

Sear ch by Product Family (Figure ss.6) — Choose a product family by which to search. If
you enter aproduct family, it takes precedence over other criteriayou may have aready
entered.

Y ou are not required to enter avaluein each field.

After you have entered your search criteria click on Sear ch. (Figure ss.7)

The Search for Items and Saved Configs: Results pageis displayed (Figure TT)

On this page choose the products you want to order by entering the appropriate quantity in
the Qty (Quantity) column (Figure TT.1).

Click Apply when you have entered al pertinent information. (Figure TT.3)

If you did not find the product you were looking for, click the Sear ch Again button to

return to the Search for Items and Saved Configs page to change your search criteria.
(FigureTT.2)

The Main Order Formis displayed and the product(s) are added as additiona ling(s) in
your order.
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Figure SS
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Searching for a Spare
Thefallowing steps show you how to search for a spare product.

Step | What You Do

1

On the Main Order Formclick the [tem Sear ch button.

Thistakes you to the Search for Items and Saved Configs page.

Click the Spares Sear ch tab (Figure ss.2).

Y ou are taken to the Search for Spares page (Figure UU).

On this page you can search by the following:
Spar es Category (Figure UU.1) — Choose a spares category from the list.

Product Number (Figureuu.2) — Enter as much of the spare number as you know, for
example: CAB-AC=.

Product Description (rigure Uu.3) — Enter as much of the product description for the spare
asyou know, for example: cable.

After you have entered your search criteriayou are taken to the Search for Spares:
Results page. (Figure VVv)

On this page you will choose the spares you want to order by entering the appropriate
quantity inthefield of the Qty. (Quantity) column (Figurevv.1).

Once you havefinished click Apply. (Figurevv.3)

The Main Order Formis displayed and the product(s) are added as additional ling(s) in
your order.

If you did not find the product you were looking for, click the Sear ch Again button to

return to the Sear ch for Spar es page so that you can change your search criteria. (Figure
VV.2)
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Figure UU
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Searching My Saved Configs
Thefollowing steps show you how to search for your saved configurations.

Step | What You Do

1

On the Main Order Formclick the [tem Sear ch button.

The Search for Items and Saved Configs pageis displayed.

Click the My Saved Configstab. (Figure SS.1)

Y ou are taken to the My Saved Configs page. (Figure Ww)

Review theligt until you find the item you need.

If you cannot find theitem, click on the Item/Config Search (Figureww.1) or Spar estab
(Figureww.2) to enter information and perform a search. Other users may have saved
configurations for which you can access.

For each configuration, enter the quantity in the Qty. column (Figureww.3).

When you finish entering the quantities for the configuration(s), click Apply.
(Figure WW.4)

The Main Order Form is displayed, and the product(s) are shown as additional line(s)
on your order.
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Chapter Twelve —

My Saved Configs

Using saved configurations can save you time. Y ou can access all of the configurations you have
saved. In addition, you can also access saved configurations that others within your organization have
saved provided they give you access and you have the same billing information as the other user.

Chapter Objective
= Learn how to use saved configurations when submitting future orders with the same
products.

Definition
Saved Configuration —A configuration that was created and saved for future use. It enablesyou to
reuse the same mgjor line configurations for new orders, thus saving time.

Shared Config— A configuration that was shared with you by another user.

How to Use Saved and Shared Configurations

Using Your Saved and Shared Configurations
Thefollowing steps show you how to use your saved and shared configurations.

Step | What You Do

On the Main Order Formclick Get Saved Configs. (FigureXx.1)

The My Saved Configs pageis displayed. (Figure YY)

A ligt of al the saved and shared configurations that you can access is displayed.
Review thelist until you find the configuration you need. If you cannot find the
configuration use the ItemyYConfig Search (Figureww.1) or the Sparestab
(Figureww.2) to search for it. (See Chapter Eleven)

2 For each configuration, enter the quantity in the Qty. (Quantity) column.

(Figure WW.3)

3 When you finish entering the quantities for the configuration(s), click the Apply button
(Figure WW.4).

4 The Main Order Formisdisplayed, and the product(s) are shown as additiond line(s) on
your order.
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Figure XX
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Example of How to Configure a CISCO776M and Save the Configuration
Thefallowing steps show you an example of how to configure a product in the Configurator, and save
the configuration. In this caseit isa CISCO776M.

Step | What You Do

Under CISCO700 SOFTWARE OPTIONS (Figure PP.1) choose 700 US SW 700 US

1 SOFTWARE OPTIONS.
5 Under 700 USDEFAULT SOFTWARE (Figure PP.2) choose SF760-1R-US-4.3 IR 760-770 —
30 users, P Routing.
3 Under POWER CABLES (Figure PP.3) choose CAB-AC Power Cord, 110V.
4 Under Cisco700 Software Configuration Option (Figure PP.4) choose
SW-CONFI G-700-0001.
Click Check Configuration button. (Figure PP5)
5
The Configuration Complete page (Figure QQ) is displayed when the configuration is
validated.
On the Configuration Complete page enter anamein the Configur ation Name field (Figure
QQ.1) then click Add to Order. (Figure QQ.2)
6

The Main Order Formisdisplayed.
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Chapter Thirteen —

Service/Line Details
The Service/Line Details page alows you to set detail s that are specific to aparticular lineitem.
Theseinclude service options, end user information, service site information, ShipSets, and notes. Use

this section in the following cases:
= Service must be added to a product.
= ShipSet information for aparticular lineitem needs to be reviewed.

When you are setting line item specific details, the changes only affect the specific lineitem.

Chapter Objective
= Learn how to st line item specific detailsfor hardware and service line items.

Definitions
= Major Lineltem —Thisisusually the main product that you are ordering, for instance - a
chassis.

= Minor Lineltem —Thisisusually an option associated with the main product that you
are ordering, for instance - cable, memory, or an interface card.
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Figure AAA
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Viewing Line Item Details for a Hardware Line Item
Thefallowing steps show you how to view details on hardware line items on the Line Item Details

page.

If theline you chooseis not configurable you will not see the Service Options section on the Line Item
Details page.

Step | What You Do

Choose aconfigurable lineitem in the Line # pull down menu (Figure Yy .1). Click
Sarvice/lLline Details (Figurexx.2) on the Main Order Form.

The Line Item Details page is displayed. (Figure AAA)

On the Line Item Details page you can make changes to any of thefollowing sections:

2a

Service Options (Figure AAA.2)
Service L evel — Choose the service level that appliesto the product.
L ength — Choose one, two, or three yearsfor the length of the service agreement.
Service Discount — Enter the service discount for the lineitem.

2b

End User (Figure AAA.3)

Change Address— Allows you to add an end user to the line item or modify the current
end user information.

End User Mar ket — Choose the end user’ s vertical market.

2c

Ship Set (FigureAAA.4)
The ShipSetsinformation for the line item appears here. To changeit, click the M odify
ShipSet button to take you too the ShipSets page to make modifications. (See Chapter
Seven)

2d

Line Note (Figure AAA 5)

Y ou can enter anote specific to the line item. The notes box accepts up to 2,000
characters.

98 Ordering Tool User Guide-October 2003 Revision



Gisco SysTems

Ordering Tool User Guide

Internet Commerce

Viewing Line Item Details for a Service Line Item
Thefallowing steps show you how to view service lineitems on the Line Item Details page.

Step | What You Do

Choose aserviceline item in the Line # pull-down menu (rigure YY.1) on your order, then
click Service/Line Details (Figure xx.2) on the Main Order Form.

The Line Item Details page is displayed. (Figure BBB)

On the Line Item Details page you can make changes in the following sections:

2a

Service Site (Figure BBB.1)
Service Site Address— Click the Change Addr ess button to select or enter anew
address that the product will be installed.
Maintenance Type — Select the appropriate mai ntenance type.

Equipment Information — Enter the Serial Number, Sdes Order or MP Number, and
Existing Contract # depending on your sdection in the Maintenance Type pull down
menu.

2b

Line Note (Figure BBB.2)

Y ou can enter a note specific to the line item. The notes box accepts up to 2,000
characters.
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Figure BBB

Cisto Svs1eMs Cisco Ordering Tool Cisco Home | NBM

Line Item Details

[ Line Item Details |

Modify details of a line item Lne 4

‘ou can select another line to editvia the Line # pull-down below, and you can modify your
configuration via the configuration status link. When you are finished, click the Save buion o save
changes you make to any section of this page.

Note: Changes made here are line-specific.

You are worl on this line:

CON-SNTP-2501
Cisco 2501 SMARTnet Premium Maintenance Complete

11 837.0 250 70275

Sections: Sewice Site | Add Note to this Line |

BBB.1 —» Service Site
Service Site
section

-~
Top

Service Site Address

REGRESSION TEST - DO NOT USE
10 SUNBURST

IRVINE California, 92612,
United States

Click here to use the order shipping address "REGRESSION TEST - DO NOT USE, 10 SUNBURST' as the senice
site address

Click here to use the ShipSetaddress as the

samice site address IREGRESS\ON TEST - DO NOT USE, 10 SUNBURST j

Click here to select a new address as the senice site address

HEnsne Equipment Pending Shipment _~)
Type

Equipment Information

Serial I
Serial #1s required if Maintenance Type is
“Equipment On Site" or"Renewal’

© 808 & MPy |MP2162502

Mote: Sales Order=80, Cisco MarketPlace=MP

Existing Contract # |

BBB.2 —— Line Note -
Line Note
section

Instructions: Attach a note to this line item.

Al catents are Copyright @ 1992-2007 Cista Systems, Inc. All ights resened. Important Matices and Privacy Staternent.
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Viewing Configuration Details
Thefollowing steps show you how to view Configuration Details. Thisisonly for hardwareline

items, not service line items.

Step | What You Do
Choose a configurable hardware line item on your order and click the Service/Line Details
button on the Main Order Form.

1
The Line Item Details pageis displayed.
On the Line Item Details page (Figure AAA), click the Configuration Detailstab
(Figure AAA.1) at the top of the page.
2

The Configuration Details page is displayed. (Figure cco). This page lets you review
configuration details for the line item and gives you access to the Configurator.

Under the Status column (rigure ccc.1) you will see one of the following statuses:
Verified — Thelineitemis configured. Clicking thistakes you to the Configurator.

Unverified — Thelineitem is not configured, or its configuration needs to be checked.
3 Clicking thislink takes you to the Configurator.

Complete— Details such as site or shipping information are complete.

Incomplete — Information is missing or incomplete. Clicking thislink saves your order
and then takes you to Line Item Details.

From the Configuration Details page you can also choose ancther Line# (FigureBBB.2) Of
4 | theitem whose configuration details you want to view, or get asaved configuration by
clicking the Get Saved Config button (Figureccc.3). (See Chapter 12)

Y ou can aso modify the following pricing fields on the Configuration Details page:

Discount (Figure ccc.4) — The discount percentage that your company and Cisco Systems
have agreed upon. Though you cannot change your pricelist once you have begun an
order, you can modify your discounts onceinside an order. Thisis validated with your
agreement with Cisco if you change the discount percentage.

Unit Price (Figureccc.5) — The unit price for theline item.
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Figure CCC
Cisco Svstems Cisco Ordering Toal |Cisco Home | NPM |
WP, Configuration Details
G ToaolHo
Canfiguration Details ‘|
Review line configuration and minor line item details e 3
‘fou can select another line to edit via the Line # pull-down below, and you can modify your
configuration via the configuration status link. When you are finished, click the Save button to save
CCCi1 TITATES YO T Re (0 any Sectom of s T=gE.
Status column
Note: Changes made here are line-specific.
You are working on this line:
List
Ccc.2 —r [ p[REEEE 11 [o.00 [zeve.0 2679.00 i
Line# pull- £ Cigcn 2601 EthernetDual Serial Router erited
down menu
CCC.3
Get Saved Sub-Line Product/Component and Description Qty List Price

Discount Unit Price Extended Price

Config button CAB-AC
U Power corg 110 11 0o fooo % i 0.00
525AL-12105T
ccca 22 isco 2500 Series 103 ENTERPRISE PLUG IPSEC 56 | 2000 10 % [72700 T
T MEM-1X8F
D'Iscount 33 optional 8 MB Flash S 11188500 [0.00 % [1885.0 20735.00
column
MEM-1%16D (Included)
24 Dptional 18 MB of DRAM Memory i ey | LI L 0.00
All contents are Copyright @ 1982-2001 Cisco Systems, Inc. All rights reserved. Important Matices and|Privacy Statement.
CCC5
Unit Price
column

W Last saved: = 0
GRGRSUC 1ty 19, 2001 3:34:52 PM PDT PST = 2

rler Farm
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Chapter Fourteen —

Order Routing

A routed order isan order that is 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 provides the Order ID and the Key needed to access the order in the
Ordering Tool.

Chapter Objectives
= How to route an order.

= How to acquire arouted order.
= How to usetherouting history.

Definitions
= Acquire Order —Displaysthe Main Order Form for the order identified by the Order ID
and Key fields.

= Key—A combination of letters and numbers used to access arouted order.
= Order ID —The MarketPlace (MP) number assigned to each order.

How to Use Order Routing

Routing an Order
The following steps show you how to route an order.

Step | What You Do

On the Main Order Formfor an open order, click the Route Order button
(FigureDDD.1).

The Order Routing page (Figure EEE) appears.
2 Enter the email addr ess/es (Figure EEE.2) Of the user(s) who should receive the routed order.
Enter any notes to be routed with the order in the Routing notes section.

3
(Figure EEE.3)
Click the Route Order button (Figure EEE.4).
An email message containing the order number, routing key, notes, and order detailsis
4 sent to the specified email addresses.

The Ordering Tool Home page is displayed.
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Figure DDD
Cisto Sranems Cisen Urderny lool USCo oM | rier |
P00 Mustbe:
st 0 NPEBIERST
P, Ship Date:
o Apply to new senace Inos ondy
Hardwears
Servien L ewet | 2HT Onsite Premiurm =l
T Appiy to al service ines
Enter, configure, and revise line item
Lees  Ente Frodat Y T LT e |
3 -| CISCO7TEMS| I 10 E
v ListPrice  Discount  Unit Price  Extended Price Status Delete
CECO0EN 1 308500 006 AEW M9 Mmsiied r
SET{ el 04200 Sihemed Fowder mith 3 IWC Complate
Shoda, 1MW Sid
2 CABAC= 1 5000 00 000 5000 HotCantguat
SET 1 AC Power G, LS Conplits
3 CELOTTEN= 1 00 ol Sived r
SET 1 Aalid Frofos]
4 Lot ] r
DDD.1
Route
Order Last sk = Linebetsl- 000 : "
button Save Order Wisrch 25, 2002 731 51 20 Save a5 Tenplale 196,00 | Skl der
FST (reziudes Mine Lines)
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Figure EEE
Order Routing - Netscape
EEE.1 Cisco Ordering Tool :
Routing Order Routing
History
tab Order Routing |
COrder ID: MP2162502
EEE.2 1 PO#F 1112
Email Route youlr arder via email to one ar mare persans -- just enter their email addressies), separated by commas, in the text feld
addram(es) helow. Yo can also add any special instructions ar notes in the Routing notes area.
field

Email address(es): Ijsmith@test.com

Routing notes:
EEE.3 e

Routing Please approve and submit this order. d

notes

EEE4 [ Coren |

Route

Order

button 5 == | Sl % 2P @ 2| 4

Figure FFF
Ciseo Systems Cisco Ordering Tool Cisco Home NPM
WM. Ordering Tool Home
ring Tool Hor =ment e Crder Templates Training
*fou are logged in as: ACSTHREE

@ Ordering Tool
Ordering Tool Notice
Welcome to the New Ordering Tooll Streamlined and
redesigned based on your feedback. Click here to access
new training matetials and wseful information from our
Ordeting Tool Kiosk.

FFF.1

Get Routed

Order button
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Acquiring a Routed Order
Thefallowing steps show you how to acquire arouted order.

Step | What You Do

On the Ordering Tool Home page, click on the Get Routed Order button
(Figure FFF.1) under the What would you like to do? toolbar at the top of the page.
1
The page scrollsto the Acquire a Routed Order section. (Figure GGG)
5 Go to the routed order email you received to get the MP Number. Enter the M P number
into the Order 1D field (Figure GGG.1) under the Acquire a Routed Order section.
3 Go to the routed order email you received to get the key. Enter the key into the Key fidd
(Figure GGG.2) under the Acquire a Routed Order section.
Click onthe Acquire Order button. (Figure GGG.3)
4
The Main Order Formfor the routed order is displayed. From here, you can review the
order and either submit, change, or route it to another person.
Figure GGG
Acquire a Routed Order -

Instructions: 1. Pravide the order's MarketPlace ID number 2, Pravide your secret Key number from your routed order email
3. Click"Acquire Order”
Mote: ‘ou can also route an order to another persan. Learn how.

GGG.1- Order ID Field —— o uarip [

GGG.2- Key Fidld ———— gy |

GGG.3 - Acquire Order
Button

All contents are Copyright © 1892-2001 Cisco Systems, Inc. All rights reserved. |mportant Notices and Privacy Staternent.
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Viewing Routing History for an Order
Thefallowing steps show you how to view the routing history for an order.

Step What You Do
On the Main Order Formfor an open order, click the Route Order button.

1
The Order Routing page appears. (Figure EEE)
Click onthe Routing History tab (Figure EEE.1) at the top of the page. When you are done
reviewing the information click the Close button (Figure HHH.7).
The Routing History page is displayed (Figure HHH).
2

The Order |D# (Figure HHH.1) and P.O.# (Figure HHH.2) appear in the upper right hand
corner, and the Routing History appearsin the scrolling portion of the page. Date (Figure
HHH.3), TO (Figure HHH.4), From (Figure HHH.5), and Notes (Figure HHH.6) associated with the
routing history for each order that is routed is shown on the page. The Routing History
is sorted chronologically with the most recent date &t the top of thelist.
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Figure HHH
HHH.1
Order ID #2 order Routing: Routing History - Netscape
Zisco Ordering Tool
Routing History
Roting Histary |
On:IF{ID MP2162502
HHH.2 - P.O# | Review the routing history ofthis order below: » PO
HHH.3 - Date |
v
Date: 2001-07-19 Notes:
HHH.4 - To To: jsmithi@test. com Plgase approve and submit this arder.
From: ic-support-us@cisco.com
HHH.5 - From
HHH.6 - Notes
el g oo |
Close button
|8y (== Document: Done S = = | oz
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Chapter Fifteen —

Error Checking
When you click Error Checking on the Main Order Form, you can view any errors or aertsthat the
tool has detected in the order. Only orders without errors can be submitted.

Alert user messages are displayed, but do not stop the order from being submitted.

Chapter Objective
= Understand how the Error Checking functiondity is used.

Definitions
= Alert — A warning message that something on your order may cause the order to be put on
hold onceit is submitted. However, it will not prevent you from submitting the order.

= Check Again — Checksyour line item details and configurations to seeiif they are vaid
and complete, and displays a message if you need to make a correction.

= Error Checking— Scansentire order for any errorsthat need to be adjusted and also
advises you of any holds that will be placed on the order.

How to Use Error Checking

Checking Your Order for Errors
Thefollowing steps show you how to check your order for errors.

Step | What You Do
At the bottom of the Main Order Formclick Check for Errors. (Figurelil.1)

1 The Error Checking pageis displayed. (Figure 120).

Any errors are shown on the left hand side of the window. The error nameis displayed
asahyperlink.

Click the hyperlink for an error to go to the appropriate page within the Ordering Tool to

2 correct the error. Otherwise you can navigate to the appropriate section of your order.

3 O_noe you have correcteq t_he error, click Save Order, and return to the Error Checking
window to correct remaining errors.
There are two waysto return to the Error Checking window:

4 1. Click the Check for Errorsbutton within your order.

2. Click the Check Again button (Figure 10.1) to reload the Error Checking page.
Continue this process until you have resolved al errorsfor your order.
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On the right hand side of the window you may see different alertsfor your order. These

dertswill not prevent you from submitting your order, but they are issuesthat you may
want to resolve before submitting your order.

Figure 11

Cisco Systems Cisco Ordering Taol Cisco Home NPM

. Main Order Form

e L Header Details

5 5 Al Orik ails
Shipping: REGRESSION DO NOT SHIP BC... Biling: DATA PROCESSING SCIENCES ...

PO Mumber:
123 WAIN STREET 10810 KEMAOOD ROAD Oreler D! Q43680295
FITTEBURGH, Penns... United CINCINMATI, Ohio ... United 5. Renuested Shin Date:
Requested Ship Date:
o Apply to new service lines only
Hardware I SelectOne

Service Level

-

& Apply to all service ines

Enter, configure, and revise line item
£

Line # Enter Product Aty Discount  Unit Price -
2 s ) (| O — - -
Product Oty  ListPrice Contract Discount  Unit Price Extended Price Status Delete
1 CISCOENM 1 248500  400%  40.0% 1457 00 1457 00 Urwveritier O
SET4  Dual Ethemet Modular Router w Complete
Cison 405 P Software
B New Line m
y Linetotal: 0.00
Save Order Subtotal: 374.25 Sl QD
Aralisd i dinne | inas
J3J.1 Check for Errors button T
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Figure KKK
Cisco Ordering Tool

Error Checking

Order ID: MP2162502
The list helow updates each time you check for errors.
Fixing one errar may eliminate other related errors
‘four arder must he error free befare submission

3 Errors Found 0 Alerts Found

Instructions: Click on the location hyperlink to visit the page containing the Instructions: Review the issues below
errar. Correct the page. Run error checking again. before submitting your order.

Location Error Description Visited Alerts

One or more iterms not Cne ar more of your items hag not yet

configured heen configured

Invalid Shipping The shipping Customer is missing or

Customer incomplete.

Incamplete ShipSet The shipping address is missing or

Walidation incornplete. Please ensure a street

address, city and country are specified.

KKK.1 g Check Again
Check -

Again

button

Trade Agreements Act

Certain customerswill now be alowed to flag orders as requiring TAA handling. Work with your Account Manager(s) or
Customer Service Specidist if you believe you should be placing orders with TAA compliance.

-Only for Fed or 2-Tier orders
-Fed or 2-Tier orders will seethe DPASfield in the OT
- Federal DPAS Rating field will now also display TAA, TAA-DO, and TAA-DX
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Federal DPAS : .
Rating i dd applies to selected Federal

orders only.

Taxable? (% yvaos Tk

Order Processing $ﬁ:gg

These notes are revEmwan Q. Entries In this fiafo
may delal the processing anddor shiprment of wouwy

Qrdar.
=

[ |
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Chapter Sixteen —

Creating Shared Support Orders

The process of creating Shared Support ordersis similar to regular orders except that the customer’s
agreement with Cisco requires that service be purchased for al products ordered from EMEA, APAC,
and Japan. For orders placed in the US or Canada, if service isnot purchased, aservicereferra is
required.

If you are a Cisco Partner and would like more information on the Shared Support program, please
visit thefollowing website;
http:/Avww.cisco.com/en/U S/partner/products/sves/ps3844/ps3849/ps3850/serv_home.htm

Chapter Objective
= Learn how to create orders with Shared Support service

= Learn how to create orders with service referrals (US and Canada Only)

Creating an Order with Shared Support Service

Creating a Shared Support Order
Thefallowing steps show you how to create a Shared Support order.

Step | What You Do
1 On the Ordering Tool home page, click the Create an Order button.
2 | Choose“Standard Order: inthe Order Typefield.
3 Enter a Product Discount and a Service Discount.
Choose a Purchase Type of “Resd€e’ or “Interna Business Use/Infrastructure’.

Shared Support orders require that the Pur chase Type be “Resd€’ or “Internal
Business Use/Infrastructure” in EMEA, APAC and Japan. Shared Support orders are
restricted to a Purchase Type of “Resde” in the US and Canada.

5 Enter aRequested Ship Date that iswithin the next 90 days.
Choose a hardware service level for the order in the Hardware Service Leve field.

6 Shared Support orders require that service be purchased for every product. An order
will not be created until aservice level is selected for orders originating in EMEA,
APAC and Japan. For ordersoriginating in the US and Canada, if serviceisnot
purchased, aservice referra isrequired..
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Choose a software service level for the order in the Softwar e Service Leve field.

7 Shared Support orders require that service be purchased for every product. An order
will not be created until aservice level is selected for orders originating in EMEA,
APAC and Japan. For orders originating in the US and Canada, if serviceisnot
purchased, aservicereferrd isrequired.

Enter End User information:
Select End User — Choose the end user from thelist.
Country — Choose the end user’s country.
End User Market — Choose the end user’ s vertical market.
Click the Continue button.

The Main Order Formisdisplayed.

Entering Header Detail Information
For information on entering Header Detail information, refer to Chapter Six.

Figure LLL

Cisco Systems Cisco Ordering Tool Cisco Home NPM

Maln Order Form

Main Order Form |

ails [ e

Shippincy Biling: SPRINT CORPORATION PO, Mumbet: Test Defect
PO BOX 7A77MAILSTOR KSOPH 42337
OWERLAMD PARK, Ka... United =... Order ID: MP4181790

Reauested Ship Date; 10/30/2003
@ apply to new service lines only

Hardware
Service Level

[SMARTnet 24x7x4 Service =l

" apply to all servics lines

& Enter, configure, and rewse Ilne item
Line # Erter Procuct Discourt  Unit Price

iz — l_l_l_

Product List Price Contract Dlscoum Unit Price  Extended Price Status

F1  Csco1TH 1 1195.00 420% 42.0% B93.10 £93.10 Unverified [m]

SETH 101008258 T Modular Router wi2
WAN slots, 3208 FlashiGans DRAM
CON-ENTP-1721 1 24300 0.0% 0.0% 243.00 243.00 Mot Configurahle [m]

SET1 2479 Suo, 10v1008ase T Modular Site Info. Incomplete
Aouter w2 WAN slots

Complete

5 15454-048E-1-46.1= 1 1970000 420%  42.0% 1142600 1142600 Mot Configurable [m]
SET2 OCISTAMG, ELR, 1546.12, 100 Complete
GHiz, 1Ck., SO
B CON-SNTP-434045E 1 1635.00 0.0% 0.0% 1635.00 1635.00 Mot Configurahle [m]

SET2 2479 AR Sw, 1596%

Site Info. Incomplete:
OGS TMEELR, 150

7 Hew Line O

Save Order

Linetotal: 0.00
Subkotal: 1399710
(Includes Minor Lines)

rs Submit Order
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Entering Service Site Information
Thefaollowing steps show you how to enter service site information.

Step | What You Do
Add and configure products on the order.

1 - Enter the product number in the editing console — Chapter Five
- Item Search — Chapter Eleven
- Get Saved Configs— Chapter Twelve

Click the“ Site Info. Incomplete”’ link on one of the service lines

TheLineltem Details page is displayed.
Choose asarvice site by clicking the Change Addr ess button (FigureMMM. 1)

See Chapter Nine for more information on using the Address Book.

In the Equipment Information section, enter the service contract number the product will be
covered under in the Existing Contract #field.

Enter resdleinformation in the Resae Information section:

- Service Contact (Figure MMM .2)— Enter the contact’ s name

- Service Contract Billing Address (FigureMMM.3) — Enter afree form addressin
5 the box, use the billing address or the service site address

If thereisa contact associated with the billing address or the service Site address, it will
automatically be entered in the Service Contact field when the respective button is
clicked.

6 | Click the Save Order button to save the changes made on the page.
Click the Back to Order Form button to return to the Main Order Form.

The Main Order Formisdisplayed.
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Flgure M M M Cisco Srsrems Dis_cn Ordering Tool i Cisco Home NPM
. Line Item Details

f Line Item Detalls |

I;|Modify details of a line item e 4 ‘

‘fou ean select another line o edit via the Line # pull-down helow, and you can modify your
configuration via the configuration status link. When yau are finished, click the Sawe button to save
changes you make to any section of this page

Note: Changes made here are line-specific

You are working on this line:

721_(ncomplste) 1 24300 00 24300
24x7x4 Sve, 10100BaseT Modular Router wi2 WA slots Incormplate

Sections: PO Line Numbers | Service Site | Resale | Add/Edit Motes tothis Line |

There are errors in the page. Please scroll down to see them.

PO Lihe Numbers i
Line# PO Line# Hem | Part#Description (L | T | AT Extended . eraet
Price (s) Price Price
CON-SNTP-1721 24274 Svc, 10 00BaseT Modular
4.0 . 24300 1 0% 24300 24300 0%
Service Site e

Service Site Address
FigueMMM.1 ——
Change Address .

Maintenance Type Eguipment Pending Shipment

Equipment Information

Click here to select a new address as the service site address.

Serial #
Serial # is requirsd! if Maintenance Type is "Equipment On Site" or "Renewal®

C 808 @ MPH [MP4181790

Note: Sales Order=50, Cisco MarketPlace=MP

Existing Contract #

Resale Information *

Instructions:  Edityour Service Contract Billing address by entering a diflerent address directly in the text area, below. Click Save to
record your changes.
ERROR: Address required for resale type orders
ERROR: Contactrequired for resale type orders,

Figure MMM.2 > Service Contact Contract Type
Service Contact # Pariner Managed

Service Contract Billing Address
H © Pass Through

Figure MMM.3 E—— Partner Email
Service Contract
i Provide Partner Email address only if you
Billi ng Address = selected Pass Through, sbove.
Replace with another address

To use your Biling or Service Ste address far your Service Contract address, cick sither
of the bultons below. The address you sslect wil replace the address displayed

Use Billing
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Creating an Order When Service is Referred

Creating an Order with Service Referrals
Thefollowing steps show you how to create an order with service referras. Thisfunctionislimited to
the US and Canada.

Step | What You Do

1 On the Ordering Tool home page, click the Create an Order button.
2 Choose “ Standard Order: inthe Order Typefield.
3 Enter a Product Discount and a Service Discount.
Choose a Purchase Type of “Resale”.
4
Shared Support orders require that the Purchase Type be “Resd€” inthe USand
Canada.
5 Enter aRequested Ship Date that iswithin the next 90 days.
Choose “Referrd” inthe Har dwar e Service Levd field.
6
When “Referra” is chosen in the Hardwar e Service L evel field, the Softwar e Service
L evel field becomes read-only.
Choose the reason serviceis being referred in the Referral Reason field.
7
A referra reason isrequired when “Referra” is chosen in the Hardwar e Service L evel
field. The order will not be created until one is chosen.
Enter End User information:
8 Sdlect End User — Choose the end user from thelist.
Country — Choose the end user’s country.
End User Market — Choose the end user’ s vertical market.
Click the Continue button.
9

The Main Order Formisdisplayed.

NOTE: A servicelinewith aproduct number of “CON-REF-xxxx" will be added for each product
ontheorder. You aretill required to enter site and end user information on those service lines before
the order can be submitted. Pleaserefer to the “Entering Service Site Information” section in this
chapter for more details on entering service site information.
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Glossary

Acquire Order — Displaysthe Main Order Form for the order identified by the Order
ID and Key fidds.

Add to My Addresses— Us thisfeature to add frequently used addresses to your My
Addressesligt.

Address Book — Tool used for managing your addresses.

Alert — A warning message that something on your order may causeit to be put on hold
onceit is submitted. However, it will not prevent you from submitting the order.

All Order Details Page— This section summarizes the entire order. Information on this
pageis static and for review purposesonly.

Apply to New Service LinesOnly - If you would like to add Hardware Serviceto every
NEW Har dwar e product line that is being entered, select your preferred Hardware
Service Level from the Hardware Service Dropdown and then select the radio button titled
“Apply to new serviceline only.

Apply toall serviceLines- If youwould like to add Hardware Serviceto al hardware
products that are visible on the Main Order Form including any new products that are
added, select your preferred Hardware Service Level from the Hardware Service
Dropdown and then select the radio button titled “Apply to al servicelines,

Back to Order Form — Displaysthe Main Order Form.
Billing — The address where the invoice will be sent.

Carton Notes— Enter any notes you want to appear on carton labels, packing dip, and
invoices (commercia and remittance) for al future orders.

Change Address— Displays the My Billing Addresses or My Saved Addresses page,
where you can change the addresses.

Change Contact — Displays the Sdlect a Contact page within the Address Book, where
you can change default contact information. The contact is the person with whom Cisco
should communicate regarding billing and/or shipping questions. Click Change Contact in
the Billing Information section for a Billing Contact, and Change Contact in the Shipping
Address & Method section for a shipping contact.

Check Again — Checks your lineitem details and configurationsto seeif they arevaid
and complete, and displays a message if you need to make a correction.

Check for Errors— Checksyour lineitem details and configurations for correctness and
completeness, and displays amessageif you need to make a correction.

Cisco Prod. Number/Competitor Prod. Description —If you are returning a Cisco
product, enter the Cisco Part Number or use Search Products button to find valid Cisco
Part Numbers. If you are returning a Competitive product, enter the Competitive product
description

Clear — Clearsal information from the editing console without applying it to the order.
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= Collapse (FigureN.7) — Click on this button to collapse only that mgjor line

= Collapse All (FigureN.5) — Click on this button to collapse al major lines that contain minor
line options

= Complete—Lineitem details, such as site or shipping information, are complete.

= Configurator — Thetool used to sdect software, cables, memory, and other options
associated with a product.

= Configuration — The process of choosing different options (cables, memory, cards) that
will beincluded in the product you are purchasing.

= Configuration Details Page— Displays the minor lines of configured products and allows
the user to edit the discounts of the minor linesin aproduct.

= Configuration Name — Thetitle of your saved configuration.

= Configure—To sdect software, cables, memory, and other options associated with a
product.

= Defaults—Preferred settings that you can pre-determine. The settings will automatically
populate in every order created. This saves you time from entering information that
remainsthe sameon al orders.

= Deete—Removing an item from the order upon saving the order.

= Mergein transt — Lets you choose whether or not to merge al items into one shipment.
If you choose Merge Order, you override multiple ShipSets.

= Discount — The percentage of discount off the list price of products or services, as agreed
upon by your organization and Cisco.

= Early Shipment Accepted? —Click Yesif you will alow Cisco to ship apartia or al of
your order prior to the requested ship date.

= Email Acknowledgement — The email you receive that summarizes the placed order.

= End User — The ultimate recipient of the equipment on an order.

= Enter Product —The field where you enter the unique part number identifying a product.
= Equipment Manufacturer — Cisco Systems or another company who makes the product.

= Error Checking— Scans entire order for any errorsthat need to adjusted and also advises
user of any holdsthat will be placed on the order.

= Existing Customer — Choose the customer for whom you want to add a new address.
= Expand (FigureN.6) — Click on this button to expand only that mgjor line

= Expand All (FigureN.4) — Click this button to expand al mgjor lines that contain minor line
options
= Extended Price— Thetotd pricefor alineitem.

= Shipping Preference/Shipping Service Level — Indicatesthe seller’ sand buyer’s
responsibilities during transportation of purchased product from the manufacturing
location, to Title Transfer, to the customer.
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= Get Saved Config—To search for acustomer’s saved configurations.

= Hardware ServiceLeve - Thisdropdown menu will alow you to select your preferred
hardware service level. Y ou can set this dropdown in the Set Defaullts section of the
Ordering Tool or on the Create an Order Page.

= Header Detail Page — This section is used to manage the details that apply to every line
of an order.

= |C Agreement —A contract between the customer’s company and Cisco Systems, Inc.
that givesthe customer access to the Ordering Tool. The ICA agreement link isgreen if it
has not been filled out. Thelink isgrayed out if it has been filled out but you do not have
permission to submit an order.

= Incomplete—Lineitemsdetails are missing or incomplete. Clicking thislink displays
Line ltem Detalls.

= |tem Search — Thisisuseful when you are unsure of aproduct’s name but would like to
place an order. Search by product number, product description, or product family.

=  Key—A combination of letters and numbers used to access arouted order.

= LineltemsDetails Page— This page alows you to modify additiona detailsfor amajor
lineincluding service site addresses, maintenance type, contract number, or equipment
serid numbers.

= Line#—Theline number of the product on your order. A vaue of New for the line will
remain until you complete the line and click Enter or press Enter on your keyboard.

= List Price—Thepriceof aproduct asit appears on the base pricelist, in USdallars, prior
to the application of any local currency exchange rates, country uplifts or wholesale
discounts.

= Main Order Form —This section isthe central location of the Ordering Tool where
products, quantities, and discounts are entered.

= Major Lineltem —Thisisusualy the main product that you are ordering, for instance—a
chassis.

=  MarketPlace Number (also known as MP Number or Order ID) — Theidentifying
number for an order.

= Mergeln Transt —A ddivery program for customers who wish to receive dl itemson a
purchase order at the same time, with asingle remittance invoice. Thisoptiona programis
offered at an additional cost and is designed to simplify the receiving and remittance
processes by eliminating multiple shipments and invoices, making it even easier to do
business with Cisco.

= Minor Lineltem —Thisisusually an option associated with the main product that you
are ordering, for instance - a cable, memory, or an interface card.

= New Customer Name — Enter anew customer namein thisfield as needed.
=  Open Order —An order created but not yet submitted.
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= Order ID —The MarketPlace (MP) number assigned to each order.

= Order Templates— An unsubmitted order that has been named and saved for future use.
If acustomer regularly submits an order with the same product selections, the customer
can create the order and save it as atemplate before submitting it. The next time the order
needs to be placed, the template can be accessed, modified dightly if necessary, and then
submitted. The template remains for future use.

= Order Type—Thetypeof order to be placed: interna, evaluation, standard, service-only,
multinational, or tradein.

= Ordering Tool Home Page— This page is where you begin to create a new order, view
an open order, access arouted order, or access the Set Defaullts page.

= PO (Purchase Order) Number — The purchase order reference number used to identify
the order within your organization.

= Pogtal/Zip — Enter the posta or zip code.

= PriceLigt — Thelist from which you may order products.

= Product Description — The brief description associated with the product number.
= Product Family — Thisisagroup of related products and product numbers.

= Product Number — The part number that is used to order the product. For example:
CISCO2501.

= Purchase Type - Indicates the purpose of the order.
= Quantity (Qty.) — The number of chassisyou are ordering.

= Routed Order —An order created by one user and sent to another user, to be retrieved by
that user with the Order ID and akey.

= Saveas Template— Savesyour order as atemplate that can then be used for future
orders.

=  SaveOrder — Savesdl new or revised information on the order form.

= Search Again — Returns you to the Search Addresses page for another search.

= ServiceOnly Order —An order that contains only service/maintenance items.

= Service Options— Y ou can choose the service level, service length, and service discount.
= Service Site— Thelocation where the product resides.

= Service/lLline Details— Enables you to choose service, provide end user, and ShipSet
details at thelineitem level. Also enables you to edit configuration details for aready
configured items.

= Set Defaults— This section is used to set pre-determined fields that automatically popul ate
each time the ordering tool is used.

= Shared Config—A configuration that was shared with you by another user.
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= Ship All Items Separ ately — Select Yesif you would liketo receive each lineitem asan
individual shipment. Select No when you want al products shipped together whenever
possible (thiswill extend ShipSet lead times).

As Cisco manufactures worldwide, multiple line orderswill typicaly still arrivein separate
deliveries, though selecting Ship All Items Separately No will reduce the number of deliveries.

= Ship Early — Thissdlection informs Cisco if it is permissible to ship product prior to the
Requested Ship Date. No should be sdlected if you want Cisco to ship as close as possible
to the Requested Ship Date.

= Shipping— The address where the order will be shipped.

= Shipping & Packaging Notes— Enter any default shipping and packaging notes that you
want to appear on packing dips and invoicesfor al future orders. Y ou can change this
information if necessary on the Header Details page when you are creating an order.

= ShipSets— A grouping of itemswithin an order that have the same shipping information.

= Software Service L evel — This dropdown menu will dlow you to sdect your preferred
Software Service Level. Y ou can st this dropdown in the Set Defaults section of the
Ordering Tool or on the Create an Order Page.

=  Standard Order — A traditional order placed for Cisco products or a combination of
Cisco products and services.

= State/Province— Choosethe U.S. state or Canadian provinceif appropriate.

= Submit Order —Runsacheck on the order for errors and submits complete ordersto
Cisco.

= Tradeln Order — The order type used to place Cisco Technology Migration Plan

(CTMP), Custom Trade-In (Non-CTMP programs), or other Promotiona Programs
orders.

= Unit Price—The price of the product calculated by taking the list price and applying any
customer discounts.

= Unverified — The configuration status of a product indicating that its configuration has not
been completed and verified as correct.

= Verified — The configuration status of a product indicating that its configuration has been
completed and verified as correct.

= Verify All Configs— Selecting this button is equivalent to selecting each previoudy
configured product line by line and running the configuration check. This button will
verify any configurations currently loaded in the order that are still valid and set their
satusto verified; any invalid configurations will remain in the Unverified status.

Additional materialsto learn more about the Ordering Tool can be found at:
http://mww.cisco.com/go/ordering-tool
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Appendix
Product Bundles

Bundle Display in the Main Order Form
Once abundleisentered into the Main Order Form, it isdisplayed asfollows:
FgureLLL

Ciseo Svsrems Cisco Ordering Tool |tisco Home | NPt |
. Main Order Form
ring Toal Hom e
Wain Order Form Header Datails ShipSats Al Order. Diatails
Shipping: CS CAPITAL CORPORATION Billing: CS CAPITAL CORPORATION PO Myumber CALHERNA101A
1045 WHITLEY AVENUE 170 WEST TASMAN DRIVE .
CORCORAN, Ca... United States SAN JOSE, Ca.. United States Order|D: DV2407875

Req. Ship Date: 12/09/2001

Enter, configure, and revise line item

Line # Enter Product Qty.  Digcount UnitPrice Configure
I Mews ﬂ I |1 |U | Item Search
Product oty  ListPrice  Discount Unit Price  Extended Price Status Delete
TEST1 0.000 0.00 0.00 Verified
FEST BUNDLE FOR CRPE Complete
4 CISCO2610 1 1985.00 0.0% 1995.00 1885.00 Verified I
SET1 Etremet Moduwlar Router e Cleoo 105 1° Complete
Soflwam
§ TEST! 1 0.00 0.0% 0.00 0.00 Werified r
SET1 FEST BUNVOLE FOR GRPE Lomglete
B CISCO1605-R 1 1495.00 0.0% 1495.00 1485.00 Werified
SET1 Giaco 16057 Dual EthemetWAN hledace Lomplete
Cand slot Rowter
] Hew Line r

Save Onder Last saved: Save as Template ;E;;_:Fs‘gg? a0 Check for Errors Submit D rdar
I?_ef:embe_'_i_u_' . (lreshudes Mines Lines)
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Viewing Service Options for Bundle Products
Service added at order level will cascade down to the bundles and their lines. However, service cannot
be added at the bundle level, it must be added at the mgjor linelevdl.

Figure MMM

Gisco Systems  Cisco Ordering Tool tiseo Home New | |

. Main Order Form

hiain Ovder Form Header Details ShipSels Al Order Details
Shipping: C5 CAPITAL CORPORATION Billing; €S CAPITAL CORPORATION P.O. Mumber, CALHERMA 1014
1045 WHITLEY AVENUE ITDI' il Tf‘wsl‘d-‘-‘\!l DRIVE Order 10; DV2407875

CORCORAN, Ca... United States

Ca.. United States

Eeg. Ship Oate: 1200972001

|Enter, configure, and revise line item

\Line# _ Enter Proguct Gly.  Discount UnilPrice [ Contgue |
Mew =] | | 1 |u [ llemSearch
Line  Product Qty  ListPrice’  Discount  UnitPrice  Extended Price Status:
1 TEST 1 0.00 0.0% 0.00 0.00 Unyerified [m}
SET 1 TESTEUNILE FOR CRPS Complete
11 CON-OSE-26: 4 706,00 15.0% 600.10 240040 Het Configurable Il
SET 1 Cisvo26Xx SAARTRet Onsite Enhanced Complete
Mziniaranes
12  COM-OSE-WS-C352¢ 2 €43.00 15.0% 546.55 1093.10 Mot Configurable
SET 1 SxGed Oasite S, WS-CE52M-FPIR-XL-EN Site Info. Incomplete
4 CIBC0o2610 i 1695.00 0.0%  1995.00 1995.00 Veritied r
SET 1 Ethermet Modwlar Sowter w' Graea 105 P Lomplete
Softnwam
5 TESTY 1 0.00 0.0% 0.00 0.00 Urewaiifie d -
SET 1 TEATBULWALE FOR CRPE Camplete
8 CISCOM605-R 1 1495.00 0.0% 1495.00 1495.00 Verified I
SET 1 Giaro 1605 Dual Ethemel VAN flerfsoe Complate
Gan slod Rouber
13 New Line r

Save Order '61"2‘;:;:?: Save as Template. | || Rouite Order :ml_f;‘g‘ﬂ Werify 28 Conigs | || Check for Errors Submit Crder

11 70m (nehudes bnor Lines)
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Viewing Bundle Line Item Details
The lineitem details functiondity behaves differently for the product bundles, as detailed below.
Figure NNN

Cisco Srstems Cisco Ordering Taol Gisco Home | NPM | |

| Line Item Details

("Line tem Details | ([CONTGUrANGA DEIAIS]
Modify detads of a lne ttem Line 1

Tou can select another ling to edit via the Line # pull-down below, and you can modify
your configuration via the configuration status link When you are finished, click the Save
button to save changes you make to any section of this page.

NNN1 Note: Changes made here are line-specific

Bunde Line You are yorking on this ne;

Line # / Froduct / Status Qty List Discount UnitPrice

{1 TEST) (Complete) E Verified
1 y (Complete) Loy B 09 Complete
1.1 CISCOZBI0 (Complete
NNN2 & &——»>
Major 4 CISCOZAI0 (Complete)
5 TESTI {Complete) ions | End User | Ship Set | Add Note to this Line |
Line 51 CISCO2610 (Complete)
52 WS-CI524-PWR-KLEN  (Complete)
8 CISCO1605-R_(Complet:
(Comg avﬁ)ﬁm T CTanges in this page will affect all the bundle components.
Service Options 3
Note: After modifing the options below, elick Save to save your changes.
Effti?\fdm ARAT 115800 ALEHET | Check for Ervors [ Back Lo Order Form

Figure Display

Reference
NNN.1 Bundle line - Changes made to the mgjor bundle line cascade to other lines.

NNN.2 Major line - Changes made to mgjor lines do not impact other lines.
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Viewing Bundle Configuration Details
The bundle configuration details form displays the discount structure.

Figure OO0
Cisea Srarems Giseo Ordering Tool | tisco Home | WPM | |
P Configuration Detals
000.1 &
Total Discount : £ Dl
Review line configuration and minor line item details tie 1]
ou can gelacl another ling 1o edilvia the Ling # pull-dowm below, snd vou ¢an modify your
configuration ¥ia the configueation S1aus link. Yehenyou are fnishad, click the Save bultan 1o gaw
changes you make 1o any seclion of his pane.
000.2
. Hote: Chanoes made here e ing-specific,
Promotional
Discount
You are working on this line:
Line & 7 Produsti Status by .
1 TEST (Veriied) | [t 0000 [o.od .00 Horle
TEST EUNDLE FOR CRPB
\d v
g Prod 3 [a plio Price D Iul . Price anded Price
—_—
14 Ethemet Modular Router v Cizco 108 1P 1885000 2200% |)22.00 % |1556.1D Mk
Software
VAC-1DSU-56K4
111 1-port ¢WIRE SB64 KEPSWANINTERFACE |2 7o000) 22005 [[2200 g [S4600 109200
CARD
CAB-AC
SRR o oooof zzoos |famn 000 000
826C.12.0.40 fincluded)
e e 2 oo 2zoes (fEen g 000 000
WS.C3624 FWRHLEN
1 e PR Ertepriegton | 209500 15008 [[1S00 " [539575 3515
2 BCAEAC Inciuley) 1 o0 500 000 000
Save Omer %:::;:T:E}:ﬂ B001 11-50-53 AN BET PET Check for Errors | | Black bo Crder Form
Figure .
Displa
Reference piay
Total discount. (Total discount is defined as customer discount plus promotional
discount)

000.1 i . . . i
Please note, changesto the total discount field will override al other discounts
on the order.

000.2 Promationa discount, as given to abundle
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Viewing Bundle Information in Order Details Section
The bundle information is displayed in the order details section in accordance to the bundle
numbering sequence.

Figure PPP
ma
) O o O B e et Gt | | e e
Py
1 IR oo ot W oMt oams oM W
Bundle Line (7.0) B2 SYIRI-TO Y G SR Sees DS P [T T |1 11 [T
B3 IR TP 218 e o o o R0 [ ORI
PPP2 7 HETACRS0HA IETACE BERELE | [ IR RT S I
o — 7 P Do M e Al F=T BT S i B
Major Line (7.1.0) 711 CAS-A o o R S
113 A0 1T O 2 e N ¢ O0n W IE
PPP.3 130 14 30t 2614 bt Breerel el v | SN ] R LR R
Minor Line (7.1.1) 121, CABHT P AT LIRS T
133 TEELT oIS S S 1N 1 doR ThE K
,”vﬁm:«:-wm.mwmlmmmmmmm T el s
P31 AT R R [T, ST R
WECIEBY 12 Fort| B Sl 2| WEmieTy o,
L fppetekesli FE= T BT, S
T e b Tl B o 1 s oM M
" e Y R e LB by v EM T (e e The sy s e Srmeaw e T
Order Totals A
PoeniTagl T3S0
Least saaved; Jensary 15, 2002 113 35 AMFET
e s
Figure .
Display
Reference

PPP.1 Bundle Line (7.0)
PPP.2 Major Lines (7.1.0)
PPP.3 Minor Lines(7.1.1)
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