


apd20 Supplier Non-Quoting

» User with the supplier non-quoting role
in ProcureForce will primarily oversee
managing the details of the supplier in
Procurelorce.




%

apo20 ltems Covered in Slides

» Logging Into Procureforce
» Supplier Details

» Commodities/Divisions

» Contacts

» Documents

» Users

» Audit Log
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Pf S UL Once your account is created you will receive an email with a

username and password.

Using that information to access ProcureForce at
https://litens.procure-force.com/Login.aspx

pf

Usemame

smiller@msc.com

Password

Login +») Forgot Password ?

(J Automatically log me into the system in the future


https://litens.procure-force.com/Login.aspx
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)

& Supplier Details

Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log
Supplier Type Both hd Supplier Status Acceptable v
Mame MSC Systems Inc. Active
Short Name Supplier short name Purchasing Lead Tom Johnson hd
Address 1001 Industrial Blvd. Company Website https://www.mscsystems.com/
Address (Line 2) Address (Line 2) Show Inactive Users a
City Detroit Users for this Supplier
. Name
Country United States hd
Miller, S5am
Provinces / States Michigan hd
Postal Code / Zip 48124
Phone Number §10-561-2942

Save

After logging into ProcureForce, you will be shown your
supplier details. Along the top of the top of the screen are the
different tabs that make up a supplier record.
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)
PROCUREFORCE
& User Profile

& Supplier Details & Contact Support

& Excel Addin

First Name Sam

| | Supplier Tutorials
Last Name | Miller |
Email {will be user name) | smiller@msc.com | ® Logout

Edit User Account: Miller, Sam

Notify by Email on New Part O
Notify by Email en Part Sourced o
Business Phone Number | 810-377-2927 |
13138378495 1
R E | If you want to confirm or update or

hint : +1 201-555-0123 or +12015550123 or +1 201 555 0123

confirm your details as a user, go to

Location/Address1 | 1001 Industrial Bhvd. | .

Location/Address2 (Line 2) | | the User PrOfl |e.

City | Detroit |

Country [ United States v|

Sates/provnces | vidien vl When you are done Save your
Postal Code/Zip 48124

Role Supplier Non-Quoting v c h a n ge S .

Company/Companies ‘

S C ] Do get back to the Supplier Details
Confim Pasoword ] screen, click Supplier Details.

Ignore admin-defined cutoff date O

User-defined cutoff date for dashboards and filters

| Save || Close || Save and Close
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)

& Supplier Details

Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log
Supplier Type Both hd Supplier Status Acceptable v
Mame MSC Systems Inc. Active
Short Name Supplier short name Purchasing Lead Tom Johnson hd
Address 1001 Industrial Blvd. Company Website https://www.mscsystems.com/
Address (Line 2) Address (Line 2) Show Inactive Users a
City Detroit Users for this Supplier
. Name
Country United States hd
Miller, S5am
Provinces / States Michigan hd
Postal Code / Zip 48124
Phone Number §10-561-2942

On the Details tab you will find generic
information about your company.

If you make any changes make sure to click Save.
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Advanced Purchasing Dynamics, Inc. (MsC Systems Inc.)
’ PROCUREFORCE

& Supplier Details
Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log
Assigned Divisions % Sample Division X v
Description
Company description Company products
MSC Systems is a global supplier of forgings and castings. COur plants are located in Merth America, Europe, Forgings, Castings
Asia, and South America. Our quality standard is second to none. Our customers are mostly in the automotive
industry. y y
Approved Commodities ey « e s . .
" On the Commodities/Divisions tab you will find a Company
Divisions description, Company products and Approved Commodities
All Assigned Divisions for your company. This tab will be managed by your
Available Commodities customer. No need to make changes here.
Commodity Class Short Name
Packaging Packaging MNo Approved Commodities

Approve Supplier for Commodity

Save
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pf Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)
’ PROCUREFORCE

& Supplier Details
Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log

Name Company Position Location Email Phone Active
Edit Hisey, Drew Plant Manager MSC Systems Inc. dhisey@msc.com Yes
Edit Blackmer, Zach President MSC Systems Inc. zblackmer@msc.com Yes
Edit Smith, JP Sales Manager MSC Systems Inc. smith@msc.com Yes

The contacts tab will be used to hold key contacts at your
company.

These individuals will not have access to ProcureForce. If you
want the individual to have access to ProcureForce use the
Users tab.

of [3] 1< < Page[1]of[1]1 > 2!

You can Add New Contact or Edit current contact.
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)
’ PROCUREFORCE

& Supplier Details

Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log
Location MSC Systems Inc. N Location/Address 1 1001 Industnial Blvd.
First Name Zach Location/Address 2 Address (Line 2)
Last Mame Blackmer City Detroit
Company Position x  President X - Country United States hd
Email zblackmer@msc.com Pravinces / States Michigan hd
Business Phone Number 313-245-2452 Postal Code / Zip 48124
Cell Phone Number 313-892-2426 Active

When adding or editing a contact, the yellow fields are required
before you can Save.

If a contact has left your company, uncheck the Active check box and
Save.

If no changes are needed, click the Back to list button.
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)

& Supplier Details
Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log
Show inactive documents Search @ New Supplier ltem
Action  Description Name Type Status Required Date Completion Date Expiration Date Completed By Visible  Active
Product Liability Insurance Form 10/5/2023 admin@apurchasin... Yes Yes
Quality Guide Quality Guide.docx 3/21/2022 admin@apurchasin.. Yes Yes
Logistics Guide Logistics Guide.docx 3/21,/2022 admin@apurchasin... Yes Yes
MNew Supplier Manual Mew Supplier Manual.do... 3/21/2022 admin@apurchasin... Yes Yes
On the documents tab you will be asked to
* Fill out Forms
« View reference documents
[1] to [4] of [4] [< < Page[l]of[1] > 2l
* Upload documents.
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)
§ PROCUREFORCE

& Supplier Details

Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log
Search + Add New User
Name Email Country State City Phone Active
Edit Miller, Sam smiller@msc.com United States Michigan Detroit 810-377-2927 Yes

The Users tab will be used to manage the individuals at your
company that have access to ProcureForce.

You can Add New User or Edit current contact.

When creating a new user, they will have access to both porm < < Pagermotin >
guoting and supplier details by default.
Save
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)
’ PROCUREFORCE

& Supplier Details

x

Edit Supplier : MSC Systems Inc.

Details

+

First Name

Last Name

Email

[  hitps://demo.procure-force.com/SupplierDetails.aspx?ID=112

Commodities/Divisions

Business Phone Number

Cell Phone Number

Location/Address 1

Location/Address 2

Contacts Documents Supplier Hierarchy Users Audit Log
Sam City Detroit
Miller Country United States N
smiller@msc.com Provinces / States Michigan Z
810-377-2927 Postal Code / Zip 48124
BN - +13138378495 Is Active?

1001 Industrial Blvd.

Address (Line 2)

Password

Confirm Password

Passwords must have atleast 8 characters, 1 uppercase letter, 1 lowercase letter, 1 numbers, 1 special characters. You may not

“useameotuour fiva nrevinushiusasnesswnrds

Password

Confirm Password

=)

If a contact has left your company, uncheck the Active check box and Save.

When adding or editing a user, the yellow fields are required before you can Save.

If you change the user’s Password, you will need to share the new password with the user. The user will then have to create a new
password the next time the log into ProcureForce. The password they create will be used to access ProcureForce going forward.
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Advanced Purchasing Dynamics, Inc. (MSC Systems Inc.)

& Supplier Details

Edit Supplier : MSC Systems Inc.

Details Commodities/Divisions Contacts Documents Supplier Hierarchy Users Audit Log

Date/Time

03/06/2024 10:20 AM

12/05/2023 10:48 AM

12/05/2023 10:48 AM

12/05/2023 10:48 AM

12/05/2023 10:44 AM

User Description
smiller@msc.com SupplierstatusiD field changed from: Applicant to: Acceptable; LastModifiedOnDate field changed from: 12/5/2023 10:48:01 AM to: 3/6/2024 10:20:34 AM;

smiller@msc.com

smiller@ms

smiller@ms

The Audit Log is used to track changes you the details in
ProcureForce. No need to make changes here.

smiller@ms

Page Size 5 4 [1] to [5] of [22] < < Page[1lof[5] > >l

Save
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