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Basic ecPortal Guidelines

www.ecutopia.com

Welcome to ecUtopial

Please use this document as a reference for navigating and operating our user-friendly ecPortal. Our
goal is to make your management of orders an easy and simple part of your day.

The Guideline’s main purpose is to advise on how to locate a Purchase Order and how to create the three
essential Return Documents as required by retailers for every Purchase Order:

1. PO Acknowledgement (855/POACK): confirms product, cost, quantity and ship date

2. Advanced Ship Notice (856/ASN): created when product is ready to ship with a tracking number
available

3. Invoice (810/INV): created after ASN has already been sent

Each retailer has specific requirements for return documents. Please make sure you are aware of the
requirements for each.

ecUtopia’s Help and Training

If you would like to obtain hands on training or if you experience any issues while using ecUtopia.com,
you are more than welcome to contact our Support team at Support@ecutopia.com or call directly at
(858) 634-5055.

ecUtopia offers a variety of different options for training. Over the phone training and visual aids can be
provided upon request. Our most commonly used tool for Hands On Training is GoToMeeting.com.
Online meetings can be set up by appointment or on the go and allow for personalized training and
communication directly on your computer. Our team will simply send you a link and conference number
to dial in to and the training can commence.

Our Normal Business Hours:
Monday - Friday
5:00 am PST - 4:00 pm PST
6:00 am MT - 5:00 pm MT
7:00 am CT - 6:00 pm CT
8:00 am EST - 7:00 pm EST

After Hours Emergency Support
If in the event of a business stopping emergency that occurs outside of ecUtopia’s business hours, we do

offer an alternate communication source to alert our team:
alerts@ecutopia.pagerduty.com

Please note this communication source should ONLY be used in the event of a business preventing
emergency outside of our business hours.
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New Documents

togged n 2« S
[ oot | o bocmmnis ) | rotins | oot smpumen | st | b7 | i i | 1

< - Utopia l weicore [ RECETH
= e

The ‘New Documents’ tab will contain all new Purchase Orders and Purchase Order Changes that have
been submitted by your Retailer’s Buyer.

Purchase Orders are also commonly referred to as 850 documents, and Purchase Order Changes are
commonly referred to as 860 documents.

The ‘New Documents’ tab will highlight how many new orders are waiting for review. By selecting ‘New
Documents’, all documents will be available for the Seller/Vendor to open and review.
Purchase Order Changes will be highlighted in red as ‘Purchase Order (Changed)’ under ‘Document

Type’.

You have the opportunity to Print and View the documents in ‘New Documents’ by selecting the check
box of the specific purchase orders needed. Individual and/or multiple can be selected.

specific Purchase Order
Order Type: | ALL * 4] Order Sub Type: | ALL D Document Type: | ALL $)
e e [ s
- Retailer Name Document Number | Document Type Purchase Order Date Date Received Purchase Order Type Order SubType
122070025RF Purchase Order 12/20/2017 12/21/17 3:46:11 AM MERCH DOMESTIC
12127MIUFL Purchase Order 127182017 12/18/17 11:12:55 AM MERCH CONTAINER
0277MILIC Purchase Order 1072772017 10/27/17 6:12:35 PM MERCH CONTAINER
ASHYC09277038 Purchase Order 097272017 09/27/17 2:42:11 PM MERCH CONTAINER
ASHYCD9277028 Purchase Order 0972772017 09/27/17 2:42:11 PM MERCH CONTAINER
ASHYCD9277024 Purchase Order 0972772017 09/27/17 2:42:11 PM MERCH CONTAINER
ASHYC09277018 Purchase Order 0972772017 09/27/17 2:42:11 PM MERCH CONTAINER
ASHYC0927701A Purchase Order 0972772017 09/27/17 2:42:11 PM MERCH CONTAINER
ASHYCD9277008 Purchase Order 0972772017 09/27/17 2:42:11 PM MERCH CONTAINER
Buyers ASHYCD927700A Purchase Order 097272017 MERCH CONTAINER
0Q3216WEDNNR Purchase Order (Changed) 032172016 MERCH STOCK
Q3146WEYARY Purchase Order 03/14/2016 115! MERCH STOCK
Q3146WEXXT Purchase Order 03/14/2016 03/14/16 1:15:57 PM MERCH STOCK
955234 Purchase Order 11/12/2015 11/12/15 6:45:26 PM MERCH DOMESTIC
Q045ASHIC Purchase Order 09/04/2015 09/04/15 5:41:07 PM MERCH CONTAINER
Q818SMILIC Purchase Order 08/17/2015 08/17/15 1:12:06 PM MERCH CONTAINER
06195052608 Purchase Order 06/19/2015 06/22/15 2:07:05 PM MERCH DOMESTIC
ASHYC06165004 Purchase Order 06/16/2015 06/16/15 2:08:24 PM MERCH DOMESTIC
Purchase Order 01/07/2014 01/08/14 4:04:37 AM MERCH SHIP DIREC
I; o [1]2 3.4 + « page: 1 of4 (B regesiue: 100 [ENERY ntem 1 t0 100 of 301

To open the purchase orders, select the hyperlinked document number.

Once a new document has been selected, it will progress out of ‘New Documents’ and into ‘Document
Management’, where return documents can be built. This action will change the document’s receipt
status from ‘Initial’ to ‘Received’ on the ecPortal, alerting your Buyer that the new document has been
received successfully.

A document in ‘Document Management’' can be moved back in to ‘New Documents’ if needed. Search for
the document in ‘Document Management’, select the document line and select ‘Keep As New’ at the
bottom of the Portal webpage.

This document will then move from Document Management to New Documents.
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Document Management

Finding your Purchase Order once it has progressed from ‘New Documents’

P} ccUtopia gl ame
Doc Number: Trading Partner: | ALL 4 Document Type: | Purchase Order &
OrderType: ALL 4| OrderSub Type:| ALL &) From Date: | |E@ mm:‘ |&@ ExistsforPO: POACK 1INV ASN PO Exception
Ship To: Receipt Status: [ AL &| Merchandiser: | ALL D Does not exist for PO:  POACK  INV  ASN
Qs tnores Y ST Y g

09/21/2017 Purchase Order

9/21/2017 4:31:23 PM

| 7282017 122841 P 07/28/2017 Purchase Order 72672
|

| N nBIE page: 1 oft [BY paesae: 2 | nem 110202
ot | s | oo ror0r| s toco |t tnon | o et | nrv i | i

Document Management contains all of Purchase Orders that are in production, the Trading Partner
associated to the Purchase Orders, the Receipt Status of the Purchase Order, and the Return Documents
that have been transmitted.

Similar to ‘New Documents’, there is a Search Engine with a variety of different filters that can be
utilized to search for a specific document. Key filters include ‘Doc Number’, ‘Trading Partner’ and
‘Document Type’, all of which will narrow your search when looking for a particular PO or PO Change
and its return documents.

To open a Purchase Order, simply select the hyperlinked number under the ‘DocNum’ column.

Viewing the Receipt Status of a Purchase Order

Log in to ecUtopia.com and select the ‘Document Management’ tab. Every Purchase Order has a ‘Receipt
Status’ column that will show either Late, Initial, Rcv’'d or Final.

A Vendor can create PO Acknowledgements (855’s), Invoices (810’s) and ASN’s (856’s) as long as the
Receipt Status of the document is not in Final Status.

2, curopia ! e —
Ty pr— e p—— gy
P} ecUtopia o
Do Number: Trading Partner: | ALL K| Document Type: | purenzss orcer K |
Order Type: | ALL B Fomoate: | @) oome| | ExistsforPO:  POACK INV  ASN PO Excoption
Ship To: Receipt Status: | ALL -] Does not exist for PO:  POACK NV ASN
I :0 s Am w7207 Purchase Oroer Q101664158010 A MERCH sTocK 030 ¥ N N
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How do Documents on the Web Portal obtain a status of Final?
1. The Retailer sends ecUtopia multiple files via EDI throughout the day indicating what
Documents have achieved a Final Status. Those files are then used to update the status on the
Web Portal.
2. Once the Document has a Receipt Status of FINAL, the Vendor can no long make any additional
changes to the Document.
3. Only the Retailer can change the status of a Purchase Order on the ecPortal.

Return Documents in Document Management

Every Purchase Order has three columns specific to the PO ACK, INV, and ASN. The three columns will
containa Y oran N.

Buyer

The Y and the N represent whether that particular return document has been submitted for a PO.

An N represents No, for no return document and Y represents Yes for return documents.

The Y will either be a Red Y or Blue Y. The Blue Y indicates that no exceptions are included in the ACK,
and the Red Y indicates that there are exceptions.

An exception represents any change that has been made to price, qty, or dates in the ACK.

If the Y is a bolded Red color or bolded Blue color, this indicates that multiple acknowledgments have
been submitted for the Purchase Order.

By hovering over the Y, detail information about the document, such as when the return document was
sent, will populate.

To open a Return Document, select the Y directly or the hyperlinked document number that is displayed
once you hover over the Y.

Doc Number: (0728725590 | Trading Partner: | ALL D Document Type: | Purchase Order :
Order Type: | ALL 8 Order Sub Type: | ALL D From Date: | = To Date: @ ExistsforPO: POACK INV  ASN PO Exception
Ship To: | Recaipt Status: | ALL 3 Merchandiser: | ALL B Does notexist for PO:  POACK  INV  ASN

7/28/2017 12:28:41 PM o801 Purchase Orcer DRB7SIDC 3 MERCH CONTAINER 55 Bovd Y \ i N

PO#: 072872559L0C

Total PO Ackmowtedgements: 1

L Adchum | Date Sent | Excestion]

w3 IBUNITIIEISAM NO

t

Once opened, any return document, Purchase Order or Purchase Order Change can be printed, saved to a
PDF or Saved to a CSV.
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How to Generate Return Documents for Purchase Orders

Purchase Order Acknowledgement

A PO ACK, or an 855 as it is commonly referred to, is a return document sent to the Buyer
acknowledging that the Purchase Order has been received and the details of the order have been
processed by the Seller. Many Buyers require an acknowledgement for every Purchase Order to be
submitted within 48 hours of the Purchase Order being sent.

The PO ACK acknowledges the product, the estimated Ship Date, the quantity and the cost of the items
that have been ordered. Any cancellations or back orders are expected to be communicated in the PO
ACK.

Acknowledging a Purchase Order: How to Create a PO ACK

1. In Document Management, you will see Live/Production Purchase Orders listed below the Green
Search Tool Box under the “Doc Num’ column.

2. Open the purchase order you need to create an Acknowledgment for by selecting the Blue
Hyperlinked Purchase Order number under the ‘Doc Num’ column.

3. Once opened, select ‘Create Ack’ to create a PO Acknowledgement.

vl

ecUtopia

e [ e
(@) HIDE ACKNOWLEDGEMENT DETAILS
e R g—" — —
m sl *ACK DATE: 12/26/2017 = custoner: [
PODATE: 1311372017 CONTACT: 415
] o
Gendale AZ. Verehouse
B o S50LNOSTH AVE SHIP TO 801 K 33TH AVE
GLENDALE, A2, 85305 o GLENDALE, AZ, 55305
_ NuMBER OF
=il “req suw ae: g unes:
ol “REQ ARRIVAL I ey NomBEROr
OATE:  wlow Same Day Al PIECES:
eANCEL DATE: TOTAL AMOUNT: 525632 00 U
PICK UP DATE:
PAYMENT TERMS:
(@ HIDE ACKNOWLEDGEMENT COMMENTS
P VA8
. 140 CONATAINER SHEF ASKP
COMMENTS: | 1o EACH MASTER CARTON W/FG#, [TEM#, QTY INSICE
New Notes: | acowore
(@) HIDE ACKNOWLEDGEMENT LINE TTEMS
¢ | ume [ @ SHIP DATE ARRIVAL DATE vom ] MODEL SRR ey | B0 | Semume
5 w e & & " — ouoor o e ——
e Dese: blck ron fao lamp
SKQ: 102-0L1000F
20 Comments
- w s @ @ " 2w o w00 o ——
o Desc: daning lighis ik e imp
S 102-0L762F
o ety
2 o 0 8 @ " 10501022 owz 2960 stxmo0
S ———— J
SKL 000

There are four red asterisk fields that are required in order to send a PO Acknowledgment.
The *“ACK NUMBER’: an internal Ack Number can be entered . However, if using an internal
number, please ensure this value is unique to each Acknowledgement sent. ecPortal will
generate a unique Ack Number by selecting ‘Generate Ack Number’ button.
The *“ACK DATE’ is the date the PO Acknowledgment date is being created (this date is already
populated for you).
The *“REQ SHIP DATE’ is the confirmed or estimated date the product will ship
a. The purchase order contains the desired ship date communicated by the Buyer. This
may be entered as the same date or next day as the PO indicating for you to Ship ASAP.
You must update the date with the correct information.
After entering the Ship Date, select ‘Update All Lines’ and the Ship Date will also populate for
each Product Line at the Line Level below.
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9. The *REQ ARRIVAL DATE’ is the estimated Arrival date the product will arrive

10. Enter your estimated Arrival Date and select ‘Update All Lines’ and the Arrival date will also
populate for each product line at the line level below.

11. Quantity and Price can be updated on each line item at the product line level as needed. Any
adjustments will be alerted in Red as an exception for the Retailer/Buyer’s review.

12. If a line item has been discontinued, the quantity must be set to zero.

@HIDE ACKNOWLEDGEMENT LINE ITEMS

UNIT PRICE EXT PRICE
T e e ||| e i | g | e

- o 12/28/204%< (i) 12302098 [if] A 102-DL1000F DLLOOOF $49.90 4224550 - |

Ttem Desc: biack iron HRBPETY
SKL: 102-DLI00OF

Add Comments

13. If aline item is on Back Order and shipping at a later date, the quantity remains the same, and
the ship date must be changed to the estimated date the product will be available to ship. Select
the B/O Check Box that indicates the line item is Back Ordered

@HlDE ACKNOWLEDGEMENT LINE ITEMS

UNIT PRICE ExTeRIcE | J
m SHIP DATE ARRIVAL DATE uoM SKU MODEL (usD) (usD) L Spiit Line
. 8 o s s (@) u - ouone w30 e ——

Item Desz: biack i fioar lamp
SKU: 102-DL1000F
Add Commens

14. Once all of the information has been entered and is accurate, select the ‘Send Ack’ button located
on the left hand side of the screen.

. Lt L

Cancel All Items

- -

3 O |

Once a PO Acknowledgment has been sent, a Blue or Red Y will appear under the PO ACK Column in
‘Document Management’ for the Purchase Order. The Blue Y indicates that no exceptions are included in
the ACK, and the Red Y indicates that there are exceptions to price, quantity, or dates in the ACK.

Please Note: the ‘Cancel All Items’ and ‘Backorder All Items’ option below the ‘Send Ack’ button are to
only be used if an entire order is Back Ordered or Cancelled. Do not use for partial Cancellations or
partial Back orders.

An (855) Acknowledgment is expected to be sent for a Purchase Order that has been completely
cancelled.

To Cancel a Whole Purchase Order: Create a PO ACK and select ‘Cancel All Items’
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Cancel All ltems

Are you sure you want to cancel zll ikems containad in
the PO?

By selecting ‘Yes’, a Cancellation Reason prompt will appear next

REASOM: | Cancelled at Merchant's Request A

Priessing Continue will pre-populzte the PO Adenowledgemant form
with 2l necessary datz indicating that the entire order will not be
fulfilled. vou must submit the PO Acknowledoement after
wntinuing.

| Cantinue |

After choosing a Cancellation Reason, clicking ‘Continue’ will autofill the cancellation information in the
Acknowledgement. The Ack Number will have CANCEL_ appended, Ship Dates will be set to
12/31/2049, a date and Reason will be sent in the Comment section and all Quantities at the line item
level will be set to zero. Select ‘Send Ack’ for an official (855) PO ACK document to be sent to the
Retailer.

To Back Order All Items, follow the same steps of procedure by selecting ‘Backorder All Items’. A
Confirmation and a Backorder Reason Prompt will follow. By selecting ‘Continue’, the last step will be to
fill in the *Requested Ship Date and *Requested Arrival Date, which identifies the Estimated Date the
product will be available to ship. “Update All Lines” and select “Send Ack”.
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Advanced Ship Notice

How to Create an Advanced Ship Notice (ASN): Build Shipment

An Advanced Ship Notice, also commonly known as the ASN or 856 document, is created when the
product is ready to ship with tracking information available.

1.

2.
3.

10.

11.

ecUtopia

Open the purchase order you need to create an ASN for by selecting the blue hyperlinked
Purchase Order number under the ‘Doc Num’ column.

Select ‘Build Shipment.

There are five red asterisk fields that are required when Building a Shipment.

P} Utopia mﬂ
leflee el e e 2o

SHIP NOTICE

() HIDE SHIPMENT DETAILS
— B cwsro
BEEm e = ol |

sl * ASN DATE: 11262017 il — + CARRIER NAME:  Sciect e
Salect 1o Acd 3
vesoor: | New Carrir

Glendale AZ Waretouse

5891 M 9TH v

GlENoaLE 3 Bs:05

mmmmm

(#)HIDE SHIPMENT COMMENTS

COMMENTS:

new woES: ==

The *ASN NUMBER’ can contain an internal Advance Ship Notice number. Please ensure this
value is unique to each ASN. Or by selecting ‘Generate ASN Number’, ecPortal will generate one
for you.

The *ASN DATE’ is the Date the ASN is being created, which will already be populated for you
The *SHIP DATE’ is the confirmed date the Product will be shipping.

The *TRACKING NUMBER/BOL’ for the shipment must be entered prior to sending the ASN.
BOL is short for Bill of Lading.

The *“CARRIER NAME' is the confirmed Carrier shipping the product and their official SCAC
code. Once a Carrier has been entered, their information can be chosen for future ASN’s.

a. To enter a Carrier name, you will need to obtain the Carriers SCAC code. The SCAC code
is similar to a Carrier’s Vendor Code. For example: For UPS, the SCAC is UPSN. SCAC
codes are required to ship to the USA.

b. Select the green ‘+’ sign.

c. Enter the Carrier name and the SCAC code in to the fields indicated by the red asterisk.

d. Save the Carrier by selecting the Blue and Green File/Floppy disc icon.

Once all of the red asterisk information has been fulfilled, select the ‘Add PO(s)’ button at the top
left of the ecPortal screen.

The Purchase Order you are creating the ASN for will already be included under ‘Selected PO(s)’.
Additional PO’s with the same Ship From Address can be included in the Advance Ship Notice by
selecting them as listed in Retailer POs.

The Total Pieces that are included in the Purchase Order is displayed and the items can viewed
by selecting ‘Edit Line’.
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Please note: The number of pieces in the ASN need to reflect the items that are actually shipping
under this specific ASN/Tracking Number combination. To edit the quantities being shipped by
line, click the hyperlinked ‘Edit’ button to make any necessary adjustments.

12. You can save the ASN for later or if ready to send, please select ‘Send Now’.

e
AN b armerate s D etaer snemaetety

Comcat
s il o ary Changes you have frade.

Once an ASN has been sent, a Blue Y will appear under the ASN Column in ‘Document Management’ for
the Purchase Order.

ecUtopia
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How to Create an Invoice

1. Open the Purchase Order you need to create an Invoice for by selecting the blue hyperlinked
Purchase Order number under the ‘Doc Num'’ column in ‘Document Management’

2. Select ‘Create Invoice’

3. Select the document to base the invoice on (ASN is recommended) and select ‘Create

Invoice’

BASED ON DATA: ~ %
acx

CREATE INVOICE:

4. There are 4 red asterisk fields that are required when creating an Invoice

-:ﬂ/ (D acisomms
g INVOICE WUMBER:
N

PO DATE: 10042017

venoon: N

I
-
J—

-— -_—

You will need 1o enter a
Remit 10 Address for

* TRACKING
NUMBER:

I}

« SHP OATE:
ARRIVALDATE: 01/02/2018
caceL oaTE:
P1CK UP DATE:
PAYMENT TERMS: 0%
CHARGES:
AowaANCES:
Taxes:
(@) HIDE INVOICE COMMENTS
SHIP VIA40H

New Notes:
(®) HIDE INVOICE LINE ITEMS

Ada New Lines

INVOICE

L
FACTOR:

ENTS:  1+40M CONTAINER TO SHIP ASAD
s " LABEL EAQH MASTER CARTON W/PO#, ITEM#, QTY INSIDE

PO NUMDER: 655625

customen: |

CONTACT: A5

Gendsle AZ Warehouse
5801 N 95TH AVE

SHIP TO:

apows & 5305

CARRIER NAME:

rom s, i o [T

womae oF ines: 12

Aoxwomnen: wa
counmay or =
v, 4

UNIT PRICE (USD)

EXTPRICE(USD) |\ owances

o n

“*INVOICE NUMBER’ is the internal invoice number you will manually enter
“*INVOICE DATE’ is the current date the Invoice is being created

7. “*TRACKING NUMBER’ is the Tracking Number for the Product Shipment. Please enter if not
already populated from the ASN Document

©

“*SHIP DATE’ is the date the Product has shipped. It will be pre-populated if based on ASN.

9. If Charges and Allowances need to be submitted on an Invoice, please use the “Charges” field at

the header level under Payment Terms.
a. Click the ‘+’ sign to the far right and select the correct criteria from the drop down’s. If

this charge or allowance should be on every single invoice, select the hyperlink ‘Default

Setting’.
CHARGES: *
ALLOWANCES: q
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J J Charges And Allowances J ‘
Select Type:  Select 4 Description: Select 4 | Amount s
SELECT Type Description Amount (USD) Percentage Default

There are no Charges or Allowances for this Purchase Order.

- —

10. Canadian Taxes are populated based on the Province of the Ship to address and are
automatically calculated to be included on the “TAXES’ line of the Invoice. Please make sure to
select the check box ‘We need to include Canadian Taxes for this Invoice’

11. Once all of the information is correct, select ‘Send Invoice’

Once an Invoice has been sent, a Blue Y will appear under the INV Column in ‘Document Management’
for the Purchase Order.
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Archiving

Archiving Completed Purchase Orders

Once a Purchase Order has been fulfilled and completed, Purchase Orders can be filed in to the Archive
database and removed from Document Management.

Archiving a completed Purchase Order will allow for users to organize and separate Orders that are still
in Process from Orders that have been fulfilled.

Select the Purchase Order you wish to archive by checking the box to the left of the PO and select

‘Archive Selected’ at the bottom of the Document Management Page.

Doc Number: | ] Trading Partner: [ ALL ¢]
OrderType: AL 3] Order Sub Type: | ALL 0 FomDate: | |G Tooae @
Ship To: | ] Receipt Status: | ALL $ Merchandiseri( AL 3]

oo YR T Ty pp— Ty

7/28/2017 12:28:41 PM 07/28/2017 Purchase Order 072872559LDC i MERCH
uyer

N[ page: 1 o1 [ Pacese: 1 |

e e R e T I e

The Archive Database can be accessed by hovering your cursor over ‘Document Management’, and
selecting ‘Archive’

Purchase Orders that have been moved in to the Archive can also be moved back in to Document

T I e Ty
?Mhlve i .

wIypess| Purchase Order ¢]

v
J
To Date: : Exists for PO: | POACK ~ |INV |ASN | | PO Exception

Management by selecting ‘Move to Active’ at the bottom of the Archive page.

Purchase Orders are never deleted or removed from ecPortal, they will always be accessible in New
Documents, Document Management or the Archive.

ecUtopia

9089 Clairemont Mesa Blvd. Ste 210 San Diego, CA 92123 T 858-634-5055 www.ecutopia.com
Page 13

01/01/18


http://www.ecutopia.com/

«—= ccUtopia
— B

Beyond EDI
User Management

User Management is a feature on the ecPortal that allows for an Administrative User to add, edit or
delete users. User Management is only available to user’s that are classified as ‘Administrators’ and they
have access to every users’ account.

Users that are classified as ‘Manager’ or ‘Staff’, have access to their own User Profiles only. Each user can
edit their own profiles by using the same steps as indicated below and selecting ‘User Profile’.

Accessing User Management as an Administrator

Hover over ‘Administration’ and select ‘User Management'.

P § Hocl.)ltopka “u"f‘;;ﬁm

= T ==l =] E==1
[—

User Management

This will take you directly to the ‘Manage Users’ tab, where all of all of your current users are listed.
The ‘Manage Users’ tab gives a higher level view of the email addresses, usernames and user types that
are currently associated to each User.

User's Last Name

veers Emst darns |

To add a New User, select ‘Add User’ and this will take you to the ‘User Personal Information’ Page

Fill in as much Personal Information as needed. The required fields to create a successful user are
indicated by a Red Exclamation Point.

User Personal Information O Required Fiekds

First Name...
User Name..

Country Code..

User Configuration

Select User Type

Select Language
Exclude from All Emails Exclude New Order Emails
Active Days Until Inactive

Select Position($

Available Retailers

Buyer 1

|
—

Last Name...

L Password...

Phone Number.

o 3 Authorized To:

o 3 Enforce User Location:

Exclude from Alert/Rejection Emails

Assigned Retallers

>>
<<

Email Address... o
o Retype Password.. o

Phone Ext...

Parts Only () Merchandise Only ) Both

Enable (comma separated multiple locations)

Exclude from Administrative Emails

ecUtopia
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The Email Address is the current address that the user expects to receive email notifications and alerts.
The User Name will populate the email address automatically, however the username can be
personalized by the User as well.
The Password must be entered twice for compatibility. The password must be 6 characters minimum,
contain atleast one lower case letter, one upper case letter, one number and one special character. Valid
special characters are: @#%"&+=
The User Type determines the level of access and privilegs for the new user:
= Staff - Staff users have the ability to view and print documents as needed. They do not
have access to creating return documents or changes on the Web Portal. This is a View
Access Only User Type.
= Manager - Managers have the ability to create and manage Return Documents for
Purchase Orders. They have the ability to make adjustments to their own User Accounts.
They do not have overall visibility of other users.
=  Administrator - has full access to the Portals full capabilities, access to all users,
management of orders, Application Configuration, and Billing.
Select Language gives the opportunity for the User to view the Portal in the Language of their choice.
The User has the option to be excluded from Specific Emails by selecting the Check Box that pertains to
their preference.
Select Position indicates the User’s Role
Assign the Available Retailers this User will need access to by moving the Retailer of Choice out of the
‘Available Retailer’s’ Box to the ‘Assigned Retailer’s Box
Select Save

To Edit a Current User, select the hyperlinked ‘Edit’ option in the Edit column associated to the User in
the ‘Manage Users’ tab.

Usar's First Name User's Last Nama User's Email Address |. User's Log in Usar Name } Admin Active — m\

This option will bring you to the User’s Personal Information page, where details of their account can be
altered, updated or changed.

To Delete a Current User, select the hyperlinked ‘Delete’ option in the Delete column associated to the
User in the ‘Manage Users’ Tab.

) e [l

User's First Name User's Last Name Usors s ddress | User's Log in User Name } Hemin fave D’f‘m. o

Deleting a User will remove the User Account entirely
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Beyond EDI
User Audits

User's First Name

The User Audit tab is available to Administrative Users only in User Management. This tab provides
insight to each users’ log in activity with how many days since their last log in and the exact date and

time the user logged on last.
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Beyond EDI

Retailer Portal

[ oot | twtscmant | ot | oottt ¥ | mat e | ddsn | b |

Upload Instructions
Available Buyers: | ALL z] I Upload
- Instrudtions
Vendor Coce: | 0 - Ele Lovout
[[cronserie notecrosen | R Catalog Upload
« File Lavout

The Retailer Portal provides an opportunity for Vendors to communicate available inventory
information to the Retailer. This feature is available if it is a requirement of the Retailer and must be
implemented and tested prior to production.

If the 846 Inventory Upload has already been approved and implemented with an ecUtopia Project
Manager, available Upload Instructions are located in the “Retailer Portal” tab under “Item Uploads”.
Added training requests or Support opportunities can be communicated to Support@ecutopia.com.

If your company is interested in enhancing the ecPortal with the 846 Inventory Upload, please reach out
to Support@ecutopia.com for information on whether this Feature is approved by the Retailers
currently trading with you.
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