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1. Understanding Scan-Based Agreements in Vendor Portal
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Understanding Scan-Based Agreements

This enhancement to the Vendor Portal allows vendors to create, negotiate, and finalize scan-based promotional
agreements electronically with DeCA for:

Manager Special Scandown — A promotional scandown tied to a National Promotional Event

Hot Deal Scandown — Promotions with a shorter scandown period that may or may not be tied to an event

Seasonal Scandown — Markdown of items at the conclusion of a Seasonal Event
(e.g., Christmas, Easter, Suncare, etc.)

In conjunction with this enhancement, BillBack Manager (BBM) will track scandowns at stores and generate monthly
invoices reflecting the amount owed to DeCA based on the vendor agreement.

Invoices will contain a summary invoice listing the total for each store and an item detail for each store.

Invoices will be emailed to vendors’ designated contact(s). Both the current and prior months’ invoices will be posted in
Vendor Portal under the View Generated Reports module.

NOTE: The Scan-Based Agreements enhancement is only available to CONUS vendors at this time (includes Alaska and
Hawaii). OCONUS vendors (located outside the United States) will continue to use their current processes for submitting
scan-based agreements.
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Understanding Scan-Based Agreements

What’s New and Different?

Before this enhancement scandown promotions were submitted as Vendor Item Adjustments
with an Adjustment Code 10. n s
endaor View

Now vendors will use the Agreement module to submit scandown promotions  Vendor Cost/Adjust List

* Manager Special scandown as BillBack Type 2 Agreements to DeCA Category Manager wgjeiy

Item Adjustment

« Seasonal scandown as BillBack Type 3 Agreements to DeCA Promotional Team Vendor Cost Entry
Vendor ltem Adjustments

* Hot Deal scandown as BillBack Type 4 Agreements to DeCA Category Manager

Electronic Imports

Agreement

View Generated Report

Vendor Maintenance

Promotional Agreements are characterized by the following: Yendor storshable

Promotional Agreement | BillBack Event ID ULt ite Submission Requirements
: Promo
Type Type Required? Grid? (before promo start date)
Manager Special Scandown 2 Yes Yes AURIIE AN Ak 2l
Days
Seasonal Scandown 3 No No Minimum of 3 Calendar Days
Hot Deal Scandown 4 No No Minimum of 3 Calendar Days

May 2018 4




Understanding Scan-Based Agreements

The First Step -

Vendor Selection

Crupcean Ohvendor ttem @ Select vender ) Select vendor List

1. Log into Vendor Portal and acknowledge the DoD Notice and Consent Banner. The
Vendor Selection screen displays. Double click on row to select Vendor/Contract.
(NOTE: Refer to the Vendor Portal Reference Guide if needed -

o Select Vendor
Select Vendor

Vendor Number Vendor Name

https://www.commissaries.com/sites/default/files/2017-10/vendor-portal-reference- . 14D 1000 PRODUETS e - 1267ete
gUIde[)dﬂ a055-01 THE HERSHEY COMPANY - 1564504
2. Before you begin using the Vendor Portal el o meny | p
Agreement module, open the Vendor
Maintenance module and enter Agreement Vendor View>Vendor Maintenance
Emails information. IMPORTANT: This il Bsere | X~
information must be completed. Vendor View et _ _ _ _ _ _
5 a “endor Name: |FIVE STAR FODDS... | CAGE Code: |1FsPa | Vendor Number. [N141-01 |
w Vendor Cost/Adjust List e — e — e —
3. In Receivable Email, enter the email LI il Sl S L — L —
. . Address 1- || Address2 | 798 SO HOPPERR... |
address(es) of persons authorized to receive Hem Adustment oy EEERE o I
invoices via email. bt Pomcs  [BBT | wensee I I
Vendor ltem Adjustments
. . . Authorized Negotiator Contacts
4. In Agreement Submission Email, enter the Skt ame T T I
. . Ag[eemeﬂ[ — § — —
email address(es) of person(s) authorized to RS Name : %“"& :7: Priore :7:
. . Name: Title: Phone:
submit scan-based promotional agreements Profles — : S S
and receive email notification. :j:‘w Contact [GRENTRTONTI. | voreprons  [550885718 | paxenone:  [owseszize |
PV ——— Ly SAREZEALLCOLL I
Agreement Emails
Separate multiple email addresses with a Recehatle Emai |
Comma’ for example. Agreement Submission Ema\\:l |
(numberl@company.com,
number2@company.com,
number3@company.com) CAUTION: If you delete or overwrite an existing email
address, that person will no longer receive emails from
the system.
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Understanding Scan-Based Agreements

Viewing Agreements after the Data Conversion...

When accessing the Agreement screen for the first time after the data conversion, you will only see BillBack Type 2
(Manager’s Special) agreements that were migrated. As you add new agreements, the grid will display those agreements.

Existing accepted and staged (pending) agreements for Manager’s Special (formerly Adjustment Code 10) will convert
to scan-based agreements, BillBack Type 2.

» Accepted agreements will show a status of DecaAccept.

+ Staged agreements will show a status of CatMan, meaning the next step is for the DeCA Category Manager to
review and take action.

& Fadinmeny 0 &8 PROCTER AND GAMBLE DIST CO- 1564573 v g VENDORADMIN v  CReload %¥Log
Vendor View=Agreement
BQtiew | FEM O View b Cenerste Report | © View Repert | %~
A4 vendor View v Fiter by [Category War V| [Inchde Ay one o V| Q| Aod .| | Apply || Clear
v Vendor CostiAdjust List Agreement 8 Vendor U Event Category Mgr Start Date Bitflack Typo Accept Status Expotted Date
Cost Book 268 203301 HEALTH CARE NONFOOD-BAIY HEC S2-8A5Y WIP_ 20180305 Smth L 31972018 2 Caran
tiom Adjustment 267 |an45-01 BEAUTY CARE-S0AP 31-E0DY WASH 20180005 smith L /1972018 2 Cattan L
Vendor Cost Entry 266 |a043.01 EEAUTY CARE.SHAVING PRODUCTS 31-SHAVING ., 20180005 Smah L EDT NS 2 Decatccest
Vendor ltem Adjustments 265 #033-01 BEAUTY CARE-SHAVING PROOUCTS 31-SHAVING .. | 20180005 Smih L [3f2912018 f2 Catttan
Electronic Imports 264 |A043-01 EEAUTY CARE-HAIR CARE 31-SHAMPOO 20180005 smith L 3/19/2018 2 Cattian
Agreement 1263 |an49.01 BEAUTY CARE-HAIR CARE 31-CONDITIONER 20180005 Smth L 31902018 2 CatMan
View Generated Report l262 a0%3-01 BEAUTY CARE-FACE CARE 31-CLEANSERS AND M 20150005 Smith L 3/39f2018 2 Cattan
Profiles 261 |an43-01 EEAUTY CARE-DEODORANT 31-50LID 20180005 smith L /192018 2 Cattan
Vendor Matenance 260 |2049.04 BEAUTY CARE DEODORANT 31.GEL 20180005 Smh L /1902018 2 Cattan
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2. View Agreements and Export Data
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View Agreements

To View Agreements...

Select the Agreement module from the Vendor Portal main menu.
To see all Agreements for your contract, click Apply.

You can also use Filter By to narrow the displayed entries (see the Vendor Portal Reference Guide
if you need a refresher on how to use filters).

4. Double click on the row to view the Agreement Details screen.

€ | Findinmenu 0 a THE HERSHEY COMPANY - 15G4604 - a TRAINER » (!Reload ﬁf Logout
_ Vendor View>=Agreement
) 3t ! 3 riew | @l Export | 4 Edit ) View = Generaie Report | () View Report | %
Vendor View Filter By: |-o o ny one of' v |°~|e| Apply || Clear|
— - e Jgo 0
= Vendor Custhdjusl List Agreement] Event l;reement Description Event Category Mgr Start Date End Date BillBack Type Accept 5tatus Exported Date
Agreement #
Cost Book 158 Agleement Desc bril Manager Spacial 20180320 Dial R 4/1/2018 4/30/2018 2 Decahccapt
Item Adjustment 158 Accept Status oo 20180322 Dial R /12018 430/2018 2 New
Vendor Cost Entry 160 Etna anE;TEE Emosgresment 20180006 Bennett B 11/15/2018 12/25/2018 2 CatMan
Vendor ltem Adjustments 161 A055-01 SecondDemo Bennett B 4/13/2018 4/30/2018 3 CatMan
Electronic Imports 162 A055-01 Test HI AK Bennett B 4/1/2018 4/30/2018 3 DecaReject
Agreement 063 AS5-01 TestwTest Dial R 4/23/2018 4/27/2018 4 CHGESTART
View Generated Report 154 A055-01 TestNew Bennett B 4/9/2018 4/30/2018 4 New
Vendor Maintenance 165 ADS5-01 DemoDeal Clary D 5/1/2013 5f15/2018 3 Mew
Vendor Store Table 185 A055-01 DancyDeal 20180025 Bennett B 11/15/2018 12/31/2018 2 CatMan
167 A055-01 ChristmasCandyPromo | 20180096 Leffert D 11/1/2018 12/25/2018 2 CatMan
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View Scan-Based Agreements

Agreement Details Screen - General Tab

Following is an overview of the Agreement Details screen data fields.

11 Agreement Details: A055-01, 147, BetterDeal 3-9-18 RHS @ aE

General ltems

— Dates

Event: | |
— Details
3 Start Dats: | 41212018 |
4' Agreement Description: |EletherDE&I E-1ER.. | End Date: | 4/30/2018 |
Category Maor: |E|E“'“"f’1't B |
l Bill Calendar: 2
) EilBack Typs: |4 | | |
6 Agreement Mumber: |14-" | [ Stores
7. Arcept Status: |Caﬂ"'|ﬂ" | Store List |BBM—ALL—5TDRES
Selected Stores Display:
— Invaicing
8‘ endor Number: |Aﬂ55—01 |
Billing Typs: |Vendnr |
1. Agreement Details — Identifies Vendor Number and 7. Accept Status — Current Accept Status of agreement
Agreement Description 8. Invoicing — Vendor Number and Billing Type
2. Tabs —toggle between General and Item data 9. Event-BillBack Type 2 agreements will have the
3. Agreement Description — Text describing the agreement corresponding Event number in this field; others will not
4. Category Mgr — Category Manager 10. Start/End Date — Beginning and Ending date for agreement
5. BillBack Type —Entry of 2, 3, or 4 11. Bill Calendar— default set to Monthly Billing (Code 2)
6. Agreement Number — System generated 12. Store List — default to BBM All Stores
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View Agreements

Agreement Details Screen - Items Tab

Following is an overview of the Agreement Items screen. Additional information is provided in the Create New
Promotional Agreements section.

Agreement Details: A055-01, 147, BetterDeal 3-9-18 RHS eod

1 Agreement Details: A055-01, 147, BetterDeal 3-9-18 RHS eon
Generd ltems
-~ Datesg— Gensralltems

~ Details
sgrosment Dessrpton: |BeESDEAI 3SR . Start Date: “# Filter By: [URC EAN | [includle "&ny one o vl |
End Date: A UPCEAN Brand Code Item Description Sell Size |UMtUOM  |Adj Amount |Billing Unit
Category Mgr: Bill Calendar:
BilBack Type: o Agreement Details: A055-01, 147, BetterDeal 3-9-18 RHS (CX=) #|
Agreement Mumber: 147 o e
Accept Status: Store List H General tems
Selected Stores Display:
. Invoicing |
To view items included in an agreement... v rtorey: [E T [y V] o] e [
1- SeIeCt the Items tab The Items Screen WI” dlsplay # |UPC EAN Brand Code Item Description Sell Size Unit UOM Adj Amount | Billing Unit
with no visible items. |107|:N)—70216 |GO0DF‘LENTY |CANDY PEG |7.0000 |oz | ‘]0|Unns
2. Click Apply to display the items or use Filter By to
narrow down results displayed.
3.  The items with the unit adjustment amount will —|
display.
In this example, the vendor is offering DeCA:
+ $.10 off (Adj Amount)
+ Each 7 (Sell Size)
* OZ (Unit UOM) < >
o Units (BI"Ing Unlt) K {Fase| 1 ot 1 Total Found: 1 > }
* GoodPlenty (Brand Code)
* Candy Peg (Item Description)
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Export Data from Agreement Grid

€€ | Findinmenu 0O &a THE HERSHEY COMPANY - 15G46
Vendor View=Agreement
0 | | AP Edit ©View = Generate Repart | © view Report | -
Vendor View " Filter By: |Dategur]r Mar Ilnclude "Any one of" | |O.| | Add | | Apply || Clml
w Vendor Cﬂsﬂﬂdjusl List Agreement £ Vendor Number Agreement Description | Event Category Mgr Start Date
Cost Book 180 i R B [es [ [=r 22018
ltem Adjustment 179 ' 2018
+1 PLEASE SELECT FILE FORMAT ;|
Vendor Cost Entry 178 (2018
endor ltem Adjustments 177 ‘@ POF 2018
- e O sV (Comma delimited) ;
Electronic Imports O sV (Comma delimited, Unformatted values)
Agreement ® 174 5/2018
View Generated Report L | 7/2018
— e Generate Report Cancel
LETrerc L [ERVpNEL)
1. Click Export B icon. ) [ [
2. Select File Format. Report is been generated.
3. Click Generate Report. o
4. Click Ok in confirmation box.

hristmasCandyPromo | 20180096 |Le1?at D 11/1/2018
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Export Data from Agreement Grid

. £ | Find in menu aTHE HERSHEY COMPANY - 15G4604 + aTRAINER - c Reload ﬁ"Logoul
5. Select View Generated

Report module. Vendor View=>View Generated Report

3¢ Dalsts U|0| Oview | ¥~

6. Select report to view.

7. Click the View Q icon. I T

“ Filter By: [Creation Date[] [Inciude “Any one of” | B | Add || Apply || clear|
8. Click Open or Save on the e T | —
p ~ Vendor MMIUH List | | Report Name |Creatmn Date | User Name | |
opup. B
popup Cost Book @‘l Vendors 4{22{2018 4:33:34 PM TRAINER
9. The report dlsplays. ftem Adjustment Vendors 4/22{2018 4:31:31 PM TRAINER
Vendor Cost Entry | Vendors 4/22{2018 4:20:16 PM TRAINER
Wendor ltem Adjusiments Vendors 4/20/2015 10:42:32 PM TRAINER
Electronic Imports | Vendors 4/20/2018 10:33:15 PM TRAINER
Agreemeni Vendors 4/16/2018 2:44:33 PM TRAINER
[ — View Generated Report | Vendors 4/16/2015 2:43:25 PM TRAINER
9 Vendor Maintenance Vendors 4/16/2018 2:37:26 PM TRAINER
Vendor Store Tahle | Vendors 4/16/2018 2:35:59 PM TRAINER
Run Date: 04/16/2018 A
Aresment % Reiigtiaber S ducenien HestUD NG B Categony Do you want to open or save BillbackHeader[3443]0+2018-04-22+16-33-34.csv from gtnsbxhg03? X ‘
Exported Date
ADS5-01 ‘Candyman 20180034 Bennett B
9 Open | Save | Vl Cancel |
A0S5-01 BBM-Test_Rob 20180004 Dowlen C Q 100% - A
A0S5-01 BBM-Test_Rob-Discontinued 20180305 Dowlen C 3172018 3/31/2018 2
A0S5-01 BBM-Test-Robb2 20180305 Dowlen C 3172018 3312018 3
r_Mumber Agreement_Description Event Category_Mgr Start_Date  End_Date BillBack_TyAccept_Status
AGSs01 New Agresment Test 20180007 Ry P08 430208 5 L Candyman 20180034 Bennett B 8/1/2018 11/5/2018 2 VndAccept [
1 BEM-Test_Rob 20180004 Dowlen C 2/16/2018 3/15/2018 2 CatMan
A0S5-01 BBM Test - Rob 20180313 Clary D 2018 713112018 7 il BBM-Test_Rob-Discontinued 20180305 Dowlen C 3/1/2018 3/31/2018 2 VndReject
: L BBM-Test-Robb2 20180305 Dowlen C 3/1/2018 3/31/2018 3 DecaAccept
A CohDeebirls 200 Merweatet 12015 01015 2 i New Agreement Test 20180007 Dowlen C a/1/2018 4/30/2018 5 Rescinded
1AUSS-01 BEN Test - Rob 20180313 Clary D 7/1/2018 7/31/2018 7 DecaAccept
8 A055-01 CandyDeal3.7.18 20180034 MerriweatherB 9/1/2018 10/31/2018 2 CatMan
Sam ple P D F 9 A055-01 3.7.18 RHS Deal Merriweather B 6/1/2018 7/31/2018 4 catMan
10 A055-01 3.7.18RHS 2 20180034 Merriweather B 9/15/2018 10/31/2018 2 CatMan
11 A055-01 3.7.18 RHS 3 20180034 Bennett B 9/1/2018 10/31/2018 2 CatMan

Sample CSV




3. Create New Promotional Agreement

Step 1. Enter Agreement Details

Step 2: Add Items and Adjustment Amounts
Step 3: Add Comments (optional)

Step 4: Send Agreement to DeCA
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Create New Scan-Based Promotional Agreement

Quick Reference Guide to creating a new scan-based promotional agreement

Step 1 — Enter Agreement details

Select Agreement module.

Click New icon.

Enter Agreement Description.

Select Category Manager.

Select Billback Type.

If BillBack Type 2 (Manager’s Special), select the

Event ID.

Select Start Date and End Date.

Bill Calendar defaults to 2 (do not modify).

Vendor Number and Billing Type are system

generated.

10. Store List defaults to BBM ALL STORES. Select
alternative from dropdown or select individual stores
if needed.

11. Click Save, then click OK on the confirmation

message. The Accept Status changes to New.

ok wNE

© o N

Do NOT click Next Status icon until you add items.

Step 2 — Add Items and Adjustment amounts

To add a single item...

1. Select Items tab.

2. Enter or select UPC.

3. Enter Adjustment Amount and select Unit as the
Billing Unit.

4. Click plus icon to save entry.

5. Repeat above to add additional items.

6. Click Save when all items added and click OK on the
confirmation message

To add multiple items...

aprwdE

Select Items tab.

Click Add Multiple Items icon.

Enter UPCs with comma separators or cut and paste (CRTL V) UPCs.
Click Validate UPC button, then click OK on the confirmation message.
If the adjustment amount is the same for all items, in common billback
items detail box, enter the adjustment amount and select Units as the
Billing Unit. Click Save and OK on the confirmation message.

If the adjustment amount varies for items, select Units as the billing Unit
(do not enter an adjustment amount). click Save and OK on the
confirmation message. Enter the adjustment amount for each item.
Click Save and OK on the confirmation message.

Step 3 - Add Comments if applicable

1.
2.

3.
4.
5

Click on the Comments icon,

Under Agreement Comments or Invoice Comments, click the down
caret in Message Text box to add a row and click inside row and turn it
blue.

Click inside Message Text Editor box and enter text.

Click the plus icon to save. Text shows in Message Text box.

Click Close to return to General tab.

Step 4 — Send Agreement to DeCA

1.
2.

3.

Click the Next Status icon.

Select CatMan or Promo and click OK, then click OK on the
confirmation message.

The Accept Status will show as CatMan or Promo. DeCA now has the
agreement and you cannot edit it.
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Create New Scan-Based Promotional Agreement

Step 1: Enter Agreement Details

1. Select Agreement module.

2. Agreement Module displays; click New|E] icon.
3. Blank Agreement Details screen displays.
4

Enter Agreement Description.

&€ | Findinmenu 0 | & THE HERSHEY COMPANY - 15G4604 v & TRAINER v (C'Reload X¥Logout
\Y/ View>Agreement
EINew | @Export | P Edit € View g Generate Report | € View Report | 3¢ v
Vendor View 4 Filter By: | Include "Any one of" V” ‘Q‘ Add ‘ Apply ] Clear
v Vendor COSUAdj"'S‘ List [ ‘Agreement # ‘Vendor Number ‘Agreement Description iEvent ‘Categcry Mgr ‘ Start Date }End Date | BillBack Type ivAccept Status lExported Date ‘
Cost Book |
Item Adjustment —
Vendor Cost Entry Agreement Details e m
Vendor ltem Adjustments H Save | | x -
Electronic Imports
Agreement — Details — Dates
ey b
reemant Description’ Event: _
Vendor Maintenance Ag P En
Vendor Store Table Category Mar: Start Date: l:@
— scsercar 2 Jalx
VendorNurber — stores
S— soews:  [EWALSTORES ax

Selected Stores Dizplay: A




Create New Scan-Based Promotional Agreement

Step 1: Enter Agreement details (cont.)

5.  In the mandatory Category Magr field, click the Find [Qlicon to open the Select from DC_CATMGR
screen.

6. Click on the row to select the Category Manager.
Click Apply or double click on the row to insert into the Agreement Details screen.

Agreement Details %)
Eseve || X~
— Details Dates
Agreement Description: | DemoAgresment | |7E1.rent: | |Q| 3¢|
Category Mgr: | | *® | select from DC_CATMGR (4]
BillBack Type: | Qx|
Category Mgr GName |
Invoici L4 v Bennett B
— Invoicing
v/|Clary D
Wendor Mumber: | ADS5-M1 | V|Dial R
| Leffert D
Billing Type: | “endor | + Merriweather B
~ Promo Team
v /Smith L
| Taylor J
K< Pagenf: 1 Total Found: 8 > e
[ o Aoy |[ % Close |
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Create New Scan-Based Promotional Agreement

Step 1: Enter Agreement details (cont.)

8. Agreement Details screen displays showing Agreement Description and Category Manager. Click the Find 'Qlicon in the
mandatory BillBack Type field to open the Select from BillBack Type Master screen.

9. Click on a row to select the BillBack Type from the available options.
10. Click Apply or double click on the row to insert into the Agreement Details screen.

Agreement Details El
Mseve || X~
— Detailz Dates
Agreement Description: | DemoAgresment | Event: | alx|
Categary Mar: |E|El'll'”5'fl B |0.| J'Cl Start Date: | ||:||
BillBack Type: | Qx| End Date: | =
~ voicing Select from BillBack Type Master (]
“  Filter By: | v| | Apply || Clear |
Wender Number: Al53-01 - -
Elilling le'pE: IE Code Description |
v 2 Manager Sperial Scandown
v |3 Seasonal Scandown
v |4 Hot Deal Scandown
| v |7 CDC Shipments
Note: BillBack Type 7 is for OCONUS only
K < Pageof: 1 Total Found: 4 ) )l @ |
Edit || o Apply || ¥ Close |
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Step 1. Enter Agreement details (cont.)

11.

12.

13.
14.

15.

16.

17.

18.

Create New Scan-Based Promotional Agreement

Agreement Details m
[Mseve || X~
BillBack Type 2 requires an Event ID Detaie. dates.
entry — no entry is needed for Types rgresment Dessrpton et T QN
3 and 4. For Type 2, click on the Find Category Mar Stat Date: -
@ icon. BillBack Type: End Date: |
The Select from Events screen fnvoleing. | M S
displays. Vender ot | Select from Events B
Billing Type:
Select the appropriate Event row. 3 v Filter By: | [] | Apey || coar |
Click Apply or double click on the Event~ Fvent Description
row to insert into the Agreement ¥ jaotam0s JFOOTRALL WADNES 2016:56 2013 A
Detalls screen. @ + (20180097 HOLIDAY HAMS :97 :2018
@ ® |+ |20180006 CHRISTMAS CANDY 2018 :96 :2018
The Agreement Details screen S .
displays and now shows the Event <) >
ID. IK {Page| 2 Jof 35 Total Founa: 703 b

@ ooy | % Ciose |

Click on the calendar [ icons to Agreement Details
select Start Date and End Date for Esave || X~
the Agreement — these are Details-

mandato ry_ Agreement Description:

Bill Calendar defaults to 2 (do not ;”;g:;
mod Ify) ' Invoicing -

In the Invoicing section, the Vendor Vendor Number:
Number and Billing type are system Biling Type:

generated (no entry required).

s [a[x]

Start Date:

End Date:

Bill Calendar:

- Stores-

BBM_ALL_STORES

Store List S

Selected Stores Display:
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Create New Scan-Based Promotional Agreement

Step 1: Enter Agreement details (cont.)

Agreement Details m
Esee || X~
19. Store List defaults to BBM ALL — Details -~ Dates
STORES, but can be modified by Agreement Deserpion Event [2or006 Q]
i i i i Category Mar: Bennstt B Start Date:
C|ICkInt?] on the Find[Qicon to S _ - :@:@
CS) F;Ie:Ct ﬁ om — . Bill Calendar: 2 alx
Wendor Number: [ Store
SM RV—B B M—STO R E—L IST Billing Type: Store List: BBM_ALL_STORES Q%
screen . Selected Stores Display: ’—‘
20. Select the appropriate Store List :

and click Apply or double click

. ) Salect from SMRY_BBM STORE LIST B
on the row to insert into the v Fitersy: | <] [emy |[ear]
Ag reement Detal IS screen - @ BBM S5tore List ID Description List Name
+ BEM_ALL_STORES BEM All Stores BBM_ALL_STORES
N OTE If you Want tO Se|eCt a Su bset L BEM_COMUS_STORES_EXC HI_AK BEM CONUS Exc HIRAK BBM_CONUS_STORES_EXC_HI_AK
. . v BEM_HI_AK_ONLY BEM HI&AK only BEM_HI_AK_ONLY
of stores (versus an entire Store List), v I S— Sp——
see the How to make exceptions to ¥ Jeew sk owy B8l A Only BEM_AK_OlLY

Store List instructions provided later
in this section (page 25).

K < Pageof: 1 Total Found: 5 ) )]

[« ey [[| % close ]

BBM ALL STORES — All stores connected to Vendor and Contract

BBM CONUS STORES EXC HI AK — All stores connected to Vendor and
Contract except Hawaii and Alaska

BBM HI AK ONLY — Only Hawaii and Alaska stores connected to Vendor
and Contract

BBM HI ONLY — Only Hawaii stores connected to Vendor and Contract
BBM AK ONLY — Only Alaska stores connected to Vendor and Contract
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Step 1: Enter Agreement details (cont.)

21. When all Agreement Details have been
entered, click the Save["] icon.

22. Click OK on the Inserted successfully
confirmation screen.

23. The Agreement Details screen now
displays with new options, including
Next Status, Generate Report, View
Report, and History. These options
are covered in the following pages.

24. Saving the new agreement gives the
agreement an Accept Status of New.
An email is sent to DeCA advising that a
new agreement has been created.
However, it is not available for DeCA to
review until you click on the Next Status
tab later in the process. The next steps
will be to select stores, add items, and
add comments.

CAUTION: Do not click on
A the Next Status tab until
you add Items and

Adjustment Amounts.

May 2018

Create New Scan-Based Promotional Agreement

Details o
B Save |
- Details - - Dates-
Agreement Description: Event: En
Category hMar: Start Date:
BillBack Type: End Date: E
- Invoicing - Bill Calendar: En
Wendor Number: - Stores-
Billing Type: Store List [BBM_ALL_STORES |alx|
Selected Stores Display:
Inserted successfully.
0
221 - |
ement Details: A055-01, 174, DemoAgreement m
ell = Mext Status | g Generate Report | @ View Report | [l History | 3¢ ~ I
General ltems
Cnmments
- Details - -Dates-
Agreement Description: Ewvent:
Category Magr: mn Start Date: E
BillBack Type: End Date: [12e52018 |0
Agreement Number; 174 Bill Calendar: En
IAcl:ept Status: New - Stores-
Invoicing - Stars List [BBM_ALL_sToRES Q=]
“endor Number: Selected Stores Display:
Billing Typs:




Step 2. Add Items and Adjustments
There are two options for adding items to an Agreement:
1. Add a single item

Agreement Details: A055-01, 152, AdditemDemo03.9.18
[@)save | mp Mext Status | g Generate Report | €@ View Report | [l History | 3¢ ~

2. Add multiple items

General Items

Option 1: Add a Single Item

In the Items tab, an item can be entered
into the agreement by entering the UPC
in the UPC EAN field, or by selecting
from the Vendor Item grid.

1. Click the down caret to open a
new row.

o ] P EAN e e ——T Cane Pach e Dascsiption
2. Click inside the UPC EAN field and v oo ocear [eoo — N
enter the UPC or click on the Find @ v _Hm-mu_q:_ .00 (e P PESPERHINT IcE CueEs
icon. |~" Emmsa 3600 | EANDY HOC COV ALKD _
) ¥ (34000-0%10 12,00 CANY DR CHOC W ALMD UG
3. Allitems connected to the contract R s 2w MY GaET K CrRCTOF,
will display in the Select from ¥ |3w00-tozs .00 CANDY A DRY

Vendor Item screen. Locate the
item and double click on the row to
add the item to the Agreement
Details screen.

4. For that item’ enter the Adjustment A Filter By: [UPC EAN | [include "any ans of" v| |[ add |[ Apply |[ clear |
Amount and select Units as the A |uPC EAN Brand Code ltem Description Sell Size  |UnitUOM | Adj Amount | Billing Unit
Billi ng Unit. E3 | 34000-03250 HERSHEYS CANDY NUGGET MILK CHOC TOFFEE |12.0000  [0Z 0.10|Units v
10700-02281 WHOPPERS CANDY PEANUT BUTTER 40000  |OZ 10| Units
10700-02440 WHOPPERS CANDY BIG BOX 4 50000 |0z 10| Units

“ Filter By: [UPC EAN

A |UPC EAN

Assoc ltems

EAdd Multiple ltems (?Select Stores (o

V| I Include "Any one of" il

|| Add | [ Apply || Clear |

Brand Code ‘Item Description

jSeII Size ‘Unit uoMm ‘Adj Amount | Billing Unit

Units

Qg [ |

Select from Wendor lem

v Fine oy ] [ Aom | o

Agreement Details: A055-01, 153, ChooseStoreDemo

T t =1
comf ,

[@)save | mp Mext Status | = Generate Report | € Visw Report | [l History | %~

General ltems

[y Add Multiple ltems  ¢#? Select Stores ' Assoc ltems

E-_ ¥ Close |
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Create New Scan-Based Promotional Agreement

Step 2: Add Items and Adjustments (cont.)

ent Details: A055-01, 153, Choose StoreDemo @ a9
m=p Next Status | ) Generate Report | @ view Report | [l History | & -

5. Click the Plus @icon to save the
item entry. Repeat steps 2-5 to
add additional items. When all
items are entered, review Adj
Amount and Billing Unit columns

General ltems

[y Add Multiple lisms  ¢# Select Stores ' Assoc ltems

“  Filtser By: [UPC EAN | [includs "any ans o )

| || ada || apply || clear |

f A |UPC EAN Erand Code Item Description Sell Size IUnit oM I.\'—'u:!i Amount IBi[[ing Unit |
Oor accuracy. E3 | 34000-03250 HERSHEYS CANDY NUGEET MILK CHOC TORFEE |12 e E - .dl
6. NOTE: If you attempt to add 10700-02281 WHOPPERS CANDY PEANUT BUTTER g
another item before entering the 10700-02440 WHOPPERS CANDY BIG BOX 4 G e Ai—
adjustment amount and billing unit, e i
an error message will display. PR —
CI k OK d t th Ad t t Saved successfully | Agj Amount
IC an en er e justmen o |
Amount and Billing Unit to
proceed. e
Click the Save icon. I ———
Click OK in the Saved @
H H Agreement Details: A055-01, 153, ChooseStoreDemo e
successfully confirmation box. Er | ey on s | oo et | oo | | ¢
9. The General Tab screen displays e
and the agreement and items are Eommere
nOW Saved' Agreement Description: Event:
Category Mar: [Merriweather 8 QU | Start Date:
BillBack Type End Date:
Agreement Number: Bill Calendar: 2 alx
Accept Status: =
- Invoicing Store List [8BM_ALL_sTORES o=
Wendor Number Selected Stores DISpISY: | 752 o ecn ) ARRISON VILLAGE ]
Billing Type: 9703-HQCNCD-CAPE COD ‘
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Create New Scan-Based Promotional Agreement

Step 2: Add Items and Adjustments (CONt.) [agreement Details: A055.01, 152, AdditemDemo3.9.18 B
[@)save | s hext Status | gz Generate Report | @ view Report | [l History | 3¢ ~
Option 2: Add Multiple Iltems e | yoTs
1. On the Items tab, click the Add 1 e
MUltlple items icon. % Filter By: [UPC EAN | [inctude "any one o w|| || add | [ apply || clear |
2 On the Insert |\/|u|t|p|e B|||back |tems i"A-jUPC EAN |Hrann Code ;Ttem Description _Sell Size Unit UOM !Aderncnunt Billing Unit
screen, enter item UPCs with comma Insert Multiple Billback Items B
separators or copy UPCs from a list [M)save % cancel | % v

(e.g. Excel, Word) and use Control V
to paste into the box.

Enter single or muliiple UPC with comma separator.

3400000185,3400000221,3400000223,3400000283,2400000370

3. Click Validate UPC button. S
Click OK in the UPC Validated o
Successfully confirmation box. " o =s|
5. If the adjustment amount is the same Validats UPC
for all items, enter the adjustment Enter common billback items detail. -
amount and select Units. Amount 015 | Biling Unit (units ]
If the adJUStment amount varies for Record Status: I:I Record Status Date: I:I Change 1D: I:I

items, just select units as the
adjustment amount. Click save[@ and

greement Details: AD55.01, 153, ChooseStoreDemo. <15

OK on the confirmation message. e g Sove | mpies it | {EhConerte Reort | @ View eort | [l oo | K-
Enter the adjustment amount for each e —
item and select Units as the Billing ‘ o " C"
Unit. e == v Zsmioion | TETEITETEE -
. . - — Category e ter Date =
Click the Save J icon. S e
Click OK in the confirmation box. — R — a
The General Tab screen displays and i s S0t e monins |

the items are added to the agreement.
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Create New Scan-Based Promotional Agreement

Agreement Details: A055-01, 133, Choose StoreDemo (€ X5] ﬂ

Step 3: Add Comments (as applicable)  msw suessus | Goeeae oot | ovevresor | Mrsin | % -

Genegral Items

The Comments tab allows you and DeCA to

Cnmments
exchange comments during the negotiation period

(i.e., before the Agreement is finalized). [ - L[ o
Comments B
Agreement Comments = sgreementConmers |
1. Click on the Comments tab in the Agreement e
Detalls Screen ov Message Text 4. Message Text Editor
2. The Comments screen displays. Comments g
. 4 Agreement Comments
3. Click the down caret for Message Text. Dette. o Undeite | ~
4. Click inside the new row to turn it blue. K e L | A Message Tex q- Message Text Editor
5. Move cursor to Message Text Editor and enter @ Ender txt up t 5,000 characterd
text (5,000 character limit). I |
. . ommen - m'
6. Click Plus | icon to move and save text. O —
~
7. Text now shows in Message Text box. These o e
comments can be reviewed by DeCA when you ;o 4 Messoge Text Edtor

submit your promotional offer.

Enter bext up to 5,000 characters
L] ‘Entertext up to 5,000 characters e

K< Pa:e-nf 1 Total Found: 1 >3l

4 [nvoice Comments

Invoice Comments are entered by the Vendor and will - S

appear on the actual invoice. They are entered following bl i “ Message TextEditor
above steps 3-8.

8. Click the Close button to return to the General
tab screen.

I € Pags| 1 |of O Totsl Found: 0 >3

‘:, Close 4
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Create New Scan-Based Promotional Agreement

Step 4: Send New Agreement to DeCA

Agreement Details: A055-01, 160, DemoAgreement (X5 ﬂ

Beene:rate Report | O iew Report | ! History | Xv

ool ltoros

PLEASE SELECT NEXT STATUS

1. Click the Next Status button.

2. Choose either CatMan or Promo
and click OK.

E@ECalMan-Calagury Manager
2 Promo-Promotion Team

If you are submitting a Billback Type sl - o
2 — Manager Special or Billback Type % ?e_m; ) :2&:::87_'3:;
4 — Hot Deal, select CatMan to send - e has e O
———— dk
to the Category Manager. :ZZT;:[::F"M %27 Saved successfully. J

If you are submitting a Billback Type
3 — Seasonal Scandown, select
Promo to send to the Promotional

Invoicing - o ‘

Wender Number: | AD35-0

Team.
3. Click OK in the confirmation box. .
The System W|” Send an emall to € | Findinmenu O & THE HERSHEY COMPANY - 15G4604 + & TRAINER v (¥Reload %¥Logout
DeCA indicating that a new Vendor View>Agreement
Agreement has been submitted. ew | Ewort | £ 50t © view f2)censrts Report | G visw Repor | & =
NOte that a” fields are nOW greyed #  Filter By: ‘Categnry Mar VH\nc\udE"Anyoneor‘ V”ElennenEl |0.| | Apply |
out and you cannot edit the
Agreement#~  Vendor Number | Agresment Description | Event Category Mgr  Start Date End Date BillBack Typs | Accspt Status | Exported Date
ag reeme nt . 158 A0s5-01 april Manager Spacial 20180320 Dial R 4/1/2018 4/30/2018 2 Decahccept N
3. The Acce pt Status will now show as 158 405501 Test0l 20180322 Dial R 2/1/2018 4/30/2018 2 New
- ‘: ’I 160 A055-01 DemoAgreement 20180096 Bennett B 11/15/2018 12/25/2018 2 CatMan
Cat M an or P romo | n th e Ve n d or 161 4055-01 SecondDemo Bennett B 4/13/2018 4f30/2018 3 CatMan
182 405501 Test HI AK Bennett B 4/1/2018 4/30/2013 3 DecaReject
Portal Ag reement module. 163 Ags5-01 TestwTest Dial R f23/2018 4j27/2018 4 CHEBSTART
184 405501 Testhew Bernett B 4/3/2018 4/30/2018 4 New
185 A055-01 DemoDeal dary D 5/1/2018 5f15/2018 3 New

NOTE: Agreements that you have
saved but have not sent to the DeCA will
show as New in the Accept Status.
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Create New Scan-Based Promotional Agreement

How to make Exceptions to Store List

Agreement Defails: A055-01, 153, ChooseStoreDemo oD Exceptions can be made to the Store Lists defined on
Elsmllf‘mlﬂse"mw' OviwReport | Wrsioy | X - the General tab, allowing you to select individual
= stores to participate in the promotion.
Gnmmenls
- ——
Agreement Description: Agreement Details: A055-01, 158, April Manager Special (N5 ] ml

Category Mar: [D)Save | s Next Status | g Generate Report | € View Report | [l History | 3¢ -
BillBack Type:

Agreement Mumber: | 153 General | ltems

i Add Multi Select Stores Assoc ltems
Accep __ :
Vendor Number: “ Filter By: [UPC EAN || Include "any ons of" wl| |[ Add | ] & Clear
Biling Type: Select Stores Link [] 8
A |UPC EAN Brand Code | X~ L LB
n ‘ | 4 Select By Store Select Stores Link ﬂl
30 Delsts o Undelsis | b S
] — ~i| a Select By Store
w [store ID |Descnplmr| e e
‘; store 1D lSeIe‘ct‘Smres Link B
1. Once an agreement has been created, a x>
. . 4 Select By Store
click on the Items tab to display the o+ et |
Item Screen. A [strein Deseripton
Q&

2. Click on the Select Stores ¢ icon to
display the Select Stores Link screen.

3. Click on the down caret to open a
new row.

. . IK € Page| 1 |of:0Totel Founa:
Click in the new row. I

4.
5. Click the Find [Q]icon. ) B

K € Pege| 1 |or0TotsiFound: 0 3 3
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Create New Scan-Based Promotional Agreement

How to make Exceptions to Store List (cont.)

6. The Select from Store Table asHmm Store Table B ]
screen displays. v FilterBy: Appty || Ciear
Select the store. Stora 10 Division Group Store Name
. . v |3 5 0 FORT MECOY N
Click Apply or double click on = |n = = I———
the row to insert into the Select v |z s 0 ‘seLFRIDGE A BAsE
Stores Link screen. G_- ¥ | s o HARRISON VILLAGE
9.  Click on the Plus|E]icon to save i : - ——
the store entry. [ oo : : e <
10. To add another store, click < I >
inside the new row, then click on JLR S el s for 10 Tofonzie 2
the Find |Q] icon to again open Sefet StoresLink B) [ ¥ Ay || % clse |
the Select from Store Table. ’i‘smecmy -
Repeat steps 7, 8, and 9 to add Decle o/ Uncee | -
more stores. ~ [sreid Descton X~
. B2 |ensason viueace + setect By store
When completed, click the Plus e e
& icon again to save the ot [
selections. e p——
11. Click Close to return to the K ¢ rrrl 1 Joromrome o>
Items tab.

| K< ﬁagﬁer 1 |of1Total Found: 1 3 N,u
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Default Values Editor

Create New Scan-Based Promotional Agreement

Agreement details can be entered and saved as a default entry. Once saved, each new agreement opened will open with the

default fields pre-populated.

1. Right click inside a field to open
the Default Values Editor.

2. Enter the values you want to
prepopulate.

3. Click Save [,

4. Click on the Customization
icon and select Save layout as
my default.

5. Click Ok on the Confirmation
popup.

6. Click Ok on the Saved Successfully
popup.

7. These defaults can be deleted by
clicking on the Customization %

icon and selecting Delete my
customizations.

X

Agreement Details £l
(M) save | *®~
- Details- -Dates-
Agreement Description: || ! =ent: | Qx|
[ Default Values EditorL
Category Mgr: o ™ Date: | |I:||
BillBack Type: | |0.| ® | End Date: | |D|
i
"““GDefnull Values Editor gy fendar 2 afx]
Default Values Editor
4 Details
Agreement Description: |Dermﬁ.greement |
Category Mgr: |Bennelt B |Q| x|
BillBack Type: ) x|Q/x/
e_ Save || M Close Ag! I D D ﬂ

[T)5ave | i Next Status | fu) Generate Report | € View Report | [l

General Items

Cumments

| X~

a Save layout as my default |

M Delete my cusiomizations

CONFIRMATION

Are you sure you wish to save the current layout?

O rmea

Saved Successfully

.4

O rem
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4. Negotiations and Changes to Agreements
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Agreement Negotiations

Negotiations Prior to Agreement Acceptance

During negotiations, the agreement moves back and forth within Vendor Portal, with the system
capturing both Vendor and DeCA comments and changes.

The key to identifying who has control of the agreement and is able to edit or take action on it is the
Accept Status, which is determined by either the vendor or DeCA selecting the Next Status. Options

include...
Vendor Controls the Agreement DeCA Controls the Agreement
* New — vendor submits new agreement » CatMan - for Category Manager review
» VndRvw — vendor review * Promo - for Promo Team review
» VndReject — vendor reject » DecaAccept — DeCA accept

» DecaReject — DeCA reject
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Can | edit the agreement?

Agreement Negotiations

Able to Edit Agreement

d";\”e'“'r“;""“’i“: “"ng 1 D"'““‘“l“’;'“""‘ e @9B]  vendors can edit agreements only
Save Mext Status Generate Report ‘View Report History - .
- - - when they are in the Accept Status of
G | It
L= New, VndRvw, or CHGBSTART
Gcmments
How you can tell...
Detail Dat . .
— — 1. Action bar displays.
e Agreement Description: | DemoAgreement Event: 20130096 ax
Category Mar BewetB  |Q[x Start Date: 11502018 | 2. Fields that can be edited are open
BillBack Type: 2 Q/x End Date: 122572018 0 (le, not gl’eyed Out)
Agreement Number: 174 Bill Calendar: 2 Qlx
Accept Status: New Stores
Invoicing Store List: BEM_ALL_STORES Q=
Vender Number: AD55-01 Selected Stores Display:
Billing Type: ‘endor | v L

Agreement Details: A055-01, 160, DemoAgreement

oeBd

Unable to Edit Agreement

If the agreement displays with all fields
greyed-out, the status prohibits editing.

How you can tell...

1. Action bar does NOT display.

2. All fields are greyed out and cannot

be edited.

May 2018

General ltems
Dates
I Event: 20150056
Details
Start Date: 1171542018
Agreement Description: | DEmoAgresment
End Date: 12/25/2018
Category Magr: Bennett B
Bill Calendar: 2
BillBack Type: 2
Stores
Agresment Number: 160
Accept Status: Cathan Store List BEM_ALL_STORES
Selected Stores Display:
Invoicing
Wendor Number: AQS5-MM
Billing Type: “endor




Agreement Negotiations

Negotiation Workflows — Prior to Agreement Acceptance

There are three basic scenarios or workflows:
1. Vendor submits Agreement and DeCA accepts (without negotiation)
2. Vendor submits Agreement and DeCA rejects (without negotiation)

3. Vendor submits Agreement and DeCA opens negotiations
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Agreement Negotiations

DeCA Accepts Vendor Agreement without Negotiation

CatMan .
Submit New Agreement 4 Reviews & Accepts

Promo

Vendor submits new Agreement and changes Next Status to CatMan (Billback Types 2 and 4)
or Promo (Billback Type 3)

DeCA accepts the Agreement without negotiations and changes Next Status to DecaAccept
No vendor action required — Agreement accepted
Acceptance email sent to Vendor




May 2018

Agreement Negotiations

DeCA Rejects Vendor Agreement without Negotiation

Submit New Agreement Reviews & Rejects

* Vendor submits new Agreement and changes Next Status to CatMan (Billback Types 2 and 4)

or Promo (Billback Type 3)

« DeCA rejects the Agreement without negotiations and changes Next Status to DecaReject
* No vendor action required — Agreement rejected
* Rejection email sent to Vendor




Submits Reviews &
new CatMan comments

or requests
changes

Agreement S

VenRvw

Makes
comments

WEUES

CatMan

Promo

CatMan

requested  e———

changes

OR

Rejects

—_—

Agreement

Promo

Agreement Negotiations

Vendor and DeCA Negotiations

Makes Comments

OR

Accepts Agreement DecaAccept

OR

Rejects Agreement

VndReject %‘

1. Vendor creates and submits new Agreement (changes Next Status to CatMan or Promo)

2. DeCA reviews and provides comments or requests changes (changes Next Status to VenRvw)

3. Vendor can...

+ Make comments and return to Category Manager or Promo team (changes Next Status to CatMan or Promo)
+ Make the requested changes and return to Category Manager or Promo team (changes Next Status to CatMan or Promo)
* Reject the agreement without further negotiations (changes Next Status to VndReject); an email is sent to Vendor and DeCA

4. If Vendor makes comments or makes the requested changes, DeCA can ...

+ Make additional comments (changes Next Status to VenRvw) and negotiations continue until the Agreement is accepted or rejected

+ Accept the Agreement (changes Next Status to DecaAccept); an acceptance email is sent to vendor
* Reject the Agreement (changes Next Status to DecaReject); a rejection email is sent to vendor

May 2018

VndRvw

DecaReject




Changes After Accepted Agreement

Changes After Agreement Accepted — Before Agreement Starts

DeCA can make changes to an accepted agreement before the agreement starts. Changes made to items, dates and
adjustment amounts before the agreement Start Date must be approved by the Vendor. DeCA makes the agreement edits
and sets the Next Status as ChgBStart. An email notification is sent to the Vendor. The Vendor has only two options — to
Accept or Reject.

* When the Vendor sets the Next Status as VndAccept, an Acceptance Notification is sent to Vendor and DeCA.

*  When the Vendor sets the Next Status as VndReject an email notice is sent to DeCA.

£ - ©
Changes an Accept VndAccept 1 @
Accepted CHGBSTART > 4

Agreement

OR

VndReject
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4.-:, Changes After Accepted Agreement

Changes After Agreement Accepted — DeCA Ends Before Agreement Starts

DeCA may choose to end the agreement before it starts by changing the Next Status to DELETED.
An email is sent to the Vendor.

Ends Agreement
before Start Date
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Changes After Accepted Agreement

Changes After Agreement Starts

DeCA may make certain changes to an @
agreement after the Start Date, but before the &
invoice is created. DeCA may: - T
Delete an ltem CHANGEASTART { @)
* Delete an Item, set Next Status to w‘
CHGASTART

« End Active Agreement early, set Next Status
to EARLYEND

The Vendor is notified of these changes.

End Active

Agreement Early EARLYEND »T@-L‘
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Agreement Negotiations

View History of Agreement Changes

The negotiation history can
be viewed during the
negotiation process.

1. Click on the History IEI
icon.

2. The History for
Agreement screen will
display.

3. Click on a row to display
change details.

4. If you click on a General
row, the History Text box
will display changes
made in the General tab.

5. If you click on an Item
row, the History Text box
will display changes
made in the Items tab.

6. Click the X to return to
the General tab.

May 2018

Agreement Details: A055-01, 174, DemoAgreement

€X5] %

[M)Save | mp Next Status | gy Generate Report | QVT&wFo

Geneg | -
istory for Agreement £

Durnm

Details

Agree
Catego

!Hislunr| b tad

“  Filter By: | Apply || Clear ~
Trans Table Key Value Siring Change Field

® |General 174 DemoAgreement Accept Status ~
Ttem 10700-02791 CANDY PEANUT BUTTER Amount

History Text

174 Demoigreement - Accept Status was changed from Mew to Promo by TRAINER on 4/18/2015 12:18:05 PM
174 Demoigreement - Accept Stalus was changed from Promo to WndRyw by RS250707 on 401972018 6:39:35 P
174 Demoigreement - Accept Stalus was changed from VWndRvw to Promo by TRAINER on 4M1 92018 6:41:06 PM
174 Demoigreement - Accept Stalus was changed from Promo to WndRyw by RS250707 on 42072018 6:33:48 P

History for Agreement Q %

“  Filter By: | Apply || Clear s
Trans Table Key Value Sfring Change Field
General 174 Demodgreement Accept Status S

® Ttem 10700-02291 CANDY PEANUT BUTTER Amount
Item 10700-02251 CANDY PEAMUT BUTTER Billing Unit

History Text

10700-02291 CANDY PEANUT BUTTER - Amount st as 0.1 by TRAINER on 42072018 6:36:56 PM




Agreement Negotiations

Examples of Email Notifications

The system will send email notifications to both Vendors and DeCA whenever there is a status change
that impacts the vendor. Following are a few example of the email notifications.

From: Vendor.Portal@deca.mil From: Vendor.Portal@deca.mil
[mailto:Vendor.Portal@deca.mil] [mailto:Vendor.Portal@deca.mil]

Sent: Thursday, April 19, 2018 12:25 PM Sent: Thursday, April 19, 2018 12:25 PM

To: Valued Vendor To: Valued Vendor

Subject: Agreement 575 status is changed Subject: Agreement 575 status is changed
Agreement 575 status is changed from New to Agreement 575 status is changed from New to
DecaAccept DecaReject

From: Vendor.Portal@deca.mil
[mailto:Vendor.Portal@deca.mil]

Sent: Thursday, April 19, 2018 12:25 PM
To: Valued Vendor

Subject: Agreement 575 status is changed

Agreement 575 status is changed from CatMan to
VndRvw

May 2018


mailto:Vendor.Portal@ncr.com
mailto:Vendor.Portal@ncr.com
mailto:Vendor.Portal@ncr.com
mailto:Vendor.Portal@ncr.com
mailto:Vendor.Portal@ncr.com
mailto:Vendor.Portal@ncr.com

5. View Final Agreements and Invoices
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View Final Agreements

View Final Agreement

To view the final Vendor View>Agreem9 o
agreement... New | @ Export | Edit @View fghGenerste Report | @ View Report | 3¢ ~
1. Select the ag reement A Filter By: [Gategory Mgr | [Inciude “any one of MESEE [a)| ada || apply || clear|
from the Agreement grid. | e —
[ [ [ [ -
2 . Clle the Gen erate ,: - B Report is been generated ;iu:ly e itir:im iti[:i{fu ?[“Back e tmmpt — Erportea Dete
Re p (0] |"t iCO n. 1 s 0 ceimivieather B 512018 10/31/2018 2 CatMan
. 142 R :: fiweather B 6/1/2018 7/31/2018 4 CatMan
3. C“Ck OK On the 143 8 % En‘iweatharB 6
confirmation screen. 144 : - ‘
. . 145 nett B ' Defsnes Commissary Agency Vendor Agresment
4. Click the VI ew Report 145 £055-01 GreatDeal 3.9.18 RHS Bennett B . F
Icon. 147 AD55-01 BetterDeal 3-8-18 RHS Bennett B | Feiesnamsaiem [ Dssopton |
. ® |145 A0S5-01 BestDeal 3.9.18 RHS Bennett B 1_"
e
5 . The Ag reem e nt d IS p I ays " | 148 A055-01 Today 3.9.18 RHS Bennett B | :czz_.\‘r:::‘ﬁsp\: CRANBERAED iz Anazis 1=
This copy is available Jon e
prior to the invoice e e
Creation. 3938 FAIR RIDGE DRIVE “
Item Details
Page:liz
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View Invoices

Scandown invoices have three parts:
* Invoice
» Store Earnings Summary
* Item Recap By Store

Vendor View . , . . . .
1 The current and prior month’s Invoices will be available on the View
w Vendor Cost/Adjust List Generated Report module.
Cost Book Following are invoice samples.
ltem Adjustment
Vendor Cost Entry

Vendor ltem Adjustments

Electronic Imports

Agreement

View Generated Report

Vendor Maintenance

Vendor Store Table
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Invoice

Invoice
#2208-1

THE DIAL CORPORATION - 14G4361 22081

$1,608.00
Attn: RACHEL LISK
Eer it e | Terms | puc e |
7201 E HENKEL WAY Draft Copy
SCOTTSDALE, AZ 85255 e
PAPER AND LAUNDRY-LAUNDRY DETERGENT 22-

LIQUID

Remit To:

Defense Commissary Agency (DeCA) Standard Invoice
R

3/19/2018 47172018

Fort Lee, VA 23801-1800
Attn: CCRCP

Ttem Details

0002420009432 DET LIQ N1 s0LD 10000 0Z Cases $1.000 86 $1.152.00
OD02420009811 DET LIQ FRESH LINEN 641D 100.00 OF Cases. 34000 114 3456.00
an $1.606.00

Amount Due| $1,608.00

‘Printed: 4672018 0132 PM. Page: 1/1

View Invoices




L£c ) View Invoices

.
Store Earnings Summary
[_mokeonts | tmeies |
Store Earnings Summary Draft Copy 22081
HQCCAL CAMP LEJEUNE MCB 5
HQCCA3 NEW RIVER MCAS 1
HQCCAG SEYMOUR JOHNSON AFB 2
HQCCAT WRIGHT-PATTERSON AFB [
HQCCAC LITTLE ROCK AFB 5
HQCCAG GREAT LAKES NS 1
HQCCAH ROCK ISLAND ARSENAL 0
HQCCAT HARRISON VILLAGE 4]
HQCCAK CRANE NSWC Q
HQCCAM FORT CAMPBELL 9
HQCCAN FORT KNOX &
HQCCAQ FORT MCCOY 1
HQCCAS SELFRIDGE ANG BASE 2
HQUCAV SCOTT AFB 7
HQCCAW FORT LEONARD WOOD 5
HQCCAX 'WHITEMAN AFB 1
HQCCAY FORT BRAGG NORTH 4
HQUCAZ CHERRY POINT MCAS 2
HQCCBB FORT EUSTIS 6
HQCCBC FORT LEE 3
HQCCBF LANGLEY AFB 4
HQCCBG LITTLE CREEK NAVPHIBASE 6
HQCCBH NORFOLK NAVSTA 2
HQCCBI OCEANA NAS 5
HQCCBK PORTSMOUTH NNSY 2
HQCCBT FORT BRAGG SOUTH 7
HQCCRG RICHARDS-GEBAUR 4]
HQCKL1 MCCLELLAN 2
HQCKL2 MOFFETT FIELD 4]
HQCKL6 PORT HUENEME 1
HQCKLE SAN DIEGO NB 6
HOCKLB DAVIS-MONTHAN AFB 3
HQCKLC FORT HUACHUCA 4
HQCKLF LUKE AFE 3
HOCKLH YUMA PG 0
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View Invoices

ltem Recap by Store

VItem

i s0.00 | |[HQCsKR 1 3400 1 5400
0.00| [HQESIQ o $0.00| [HQESKS 9 0.00 z $6.00
30.00 | |HQUSIC 2 $8.00 | |HQCSI9 1 34.00 0] $0.00
5100 | [HQCSTZ 4| st600 | [HGESKM T .00 [ $0.00)
3000 |HQUSTE 1 34.00 | |HQCSIT o 30.00 0] $0.00
50.00| [HQCSIN 3| sz [mQosTs 7 SE00 0 50.00|
5800 [HQCSTH 3| sizoo| [HGEsIT 3 s [
30.00| |HQUSIS 0 30.00 | |HQCMCY o 30.00 0]
58.00| [HQCMCT 0 50.00| [HQCMCE 7 SE00 a
58.00| [HQEMCS [ s100| [HQCMCgQ o 0.00 a
30,00 | |HQCMDH 0 80.00 | |HQUMCZ 0 30.00 0
$0.00| [HQEMDE o $0.00| [HQEMAT 9 0.00 [
30.00| |HQCMCE 0 30.00 | |HQCMCF 0 30.00 0]
50,00 | [HQEMCH o 50,00 | [HQCMCL 9 0.00 o
30,00 | [HQCWGR 1 34,00 | |[HQCWGQ [ 50.00 2
50,00 | [HQCW: B 50.00| [HQCWaU, o) .00 o
$0.00| [HQCEMT o $0.00| [HQCKMU 9 0.00 ol $0.00
30.00 | |HQCELV 0 80.00 | |HQCEMC 0 30.00 2 HIIFI
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References and Resources

Need Help?

Check commissaries.com for updates to the Vendor
Reference Guide and new Notices to Trade (NTT)

Contact the EBS Vendor Portal Help Desk —
call 1-800-531-2222 and enter PIN 7780
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