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Using This Manual

The following document standards are applied to facilitate ease of use.

Each job aid (task) is identified with a title on the first page. A short overview appears
after the title to describe the task and its appropriate use.

Each step involves an action verb, including but not limited to:

(0}

(0]

(0}

(0]

(0}

Click: Left-click the mouse on the designated button, line, or field.
Select: Choose an item from a menu or listing.

Type: Type an entry using your keyboard.

Press: Press a key on your keyboard.

Enter: Use the designated field to either Select or Type an entry, as appropriate
to your needs or data.

Bold text is used to identify key actions, buttons, fields, and entries.

Italics text is used to denote a note or reference to another job aid.

References to toolbar icons are given by the icon name.
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Access Bid Manager

Bid Manager is a web-based application, programmed in Microsoft Silverlight. Bid Manager can
be accessed from any internet browser that runs the Microsoft Silverlight plug-in.

The Microsoft Silverlight plug-in is required to access Bid Manager. Depending on the computer
settings, a prompt to first install Microsoft Silverlight may appear.

Procedures in this Job Aid:

e Browser Compatibility

e Access Bid Manager

(0]

(0}

Distributors

Eaton Employees

e Install Microsoft Silverlight

Browser Compatibility

Browser/Device

Internet Explorer 11

Google Chrome

Mozilla Firefox

Opera

Iphone/Ipad

Other Phones and Tablets

Version

Version 11 and up. It is recommended to use IE11 and up when
using Bid Manager.

Version 21 and up, however various issues have been documented
while using Bid Manager in Chrome.

Version 14 and up, no issues have been documented using this
version.

Version 12 and up, however this browser has not received extensive
testing.

Bid Manager requires the Microsoft Silverlight plug-in which is not
supported by the Apple mobile operating system at this time.

Bid Manager is currently undergoing testing on a variety of devices.
In general, if the device supports Silverlight, it will supportBid
Manager.
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Step 1: Access Bid Manager

Distributors

1. Open Internet Explorer.

2. Browse to My.Eaton.com and sign into MyEaton using your credentials.

3. Once you have logged into MyEaton, click the Bid Manager link under Quick Links.

EF-T-N

Powering Business Worldwida

3 Pricing & £ Order = = Marketing = Events

Availability Management Resources

Unlock your

Welcome to My.Eaton.com potential

My.Eaton.com

Communication Center
Leam to fully engage key areas of the

site during this one-hour webinar Component Pricing Application (CPA)

SALRILLORE Cooper Customer Center {C3)

Part Number Search

Training
Vistaline On The Web (VOTW)
What's New

sy £, support

4. Bid Manager will automatically load.
E-T-N BIDVANAGER @ £

Powering Basivess Wordeide
Aclions Views Tools
Create Job Create Item Creata Search for Jobs My Jobs My Team's Jobs My Account
Document
Package
, P
o] &
)
Shared Jobs Recent Jobs RFQ Doeument Print
Management Queus
@3":
Bug Reporting
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Step 2: Install Microsoft Silverlight

1. When Microsoft Silverlight has not been installed a web page prompting the install of
Silverlight will appear. Click the Click now to install button to begin the install
process.

Microsoft

To view this cont

Microsofts
. Silverlight'
Click now to install

QUICK DOWNLOAD / 30 SECOND INSTALL y

2. The File Download Security Warning will ask if the file is to be run or saved. Click
Run.

0% of Silverlight_x64.exe from ...ight.dlservice.microsoft... | =

&3

File Download - Security Warning

Do you want to run or save this file?

\EI Name:  Silverlight_x64.exe
Type: Application, 12.4MB

From: silverlight.diservice.microsoft.com

Run ][ save | [ Cancal

i -‘\1 While files from the Intemet can be useful, this file type can
\@#)/  potentialy ham your computer. you do ot rust the source. do ot
.

run or save this software. Whal's the nisk’? r

3.  When the Silverlight installer has finished downloading, an Internet Explorer Security
Warning will prompt you to run the install. Click Run.

[Verifymg Silverlight_x64.exe from ..ightdiservice.micros... | = = l

T = By = S e [

Do you want to run this software?

IEI Name: Microsoft Silverlight Installer
Publisher: Microsoft Corporation

9 \ ) While files from the Internet can be useful, this file type can potentislly harm
®/  your computer, Cnly run software from puhl\shers you trust. What's the risk?

|

SmartScreen Fiker checked this download and did not report any
threats. Report an unsafe dowrnload

4. A Windows Vista or Windows 7 User Account Control prompt displays giving the
option to install. Click Yes.

- 3
) User Account Control ==

Do you want to allow the following program to make

" changes to this computer?

@ Program name:  Microsoft Sitverlight Installer
Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

(%) Show detsils Yes

Change when these notifications appear
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5. The Silverlight Install will launch, Click the Install now button.
3|
Install Silverlight
By dicking Install now you accept the Silverlight
v 4 license agreement.
V

Silverlight updates automatically.

] Microsoft* o
S I | erl Ig ht . View the Silverlight Privacy Statement
Install now

6. When the install has finished and is successful click the Close button.

]
Installation successful

\/
v You may have to refresh (F5) the

Web page for these changes to take
L Microsoft effect.

W Silverlight
u

7. Close Internet Explorer.

8. Re-open Internet Explorer.
9. Re-sign in to My.Eaton.com.

10. Follow prompts from Step 1 to sign in.
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11. When Bid Manager finished loading the Bid Manager Home Page displays.

EF-T-N

Fiswenng Busness Wordwde
Actions
£2
[ o) &
Create Job Create
Document
Package

Views
Search for Jobs My Jobs My Team's Jobs
Shared Jobs Recent Jobs RFG
Management

BIDMANAGER @

Tools

My Account

&
0

Document Print
Queue

Qf’?‘s

Bug Reponing

&2012 Eston Corporston, All Fighls Resaoed

Related Topics:

¢ Navigate and Customize Bid Manager
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Customize Bid Manager Account Settings

Accounts in Bid Manager can be personalized with preferences available in My Account
settings. Personal information, notifications, and job sharing defaults can be customized
in Bid Manager.

1. From the home screen, click My Account.

My Account

2. When the My Account page displays, verify that the Information is correct on the My
Information tab.

E-T-N

Foweving Business Warlawide

My Account

J' My Information || Notifications H Job Defaults |

©

JERRY WARREN
Bid Man ID

Office Location
Address

E-mail

Office Phane

Office Fax

Cell Phone
Region Settings
Curmrency

Language

Default Geography Filter

Ta14
This will come from portal

Address comes from JOE
Portal, JOE 55565

| JemyWarren@Eaton.com

I
L ]
L ]

| US Dollers

v

| English (United Ststes)

| (unspecified)

| Save || Cancel

Note: When the information is incorrect, contact the Helpdesk.
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3. Under the notifications tab, setup notifications of Price Requests, Orders, and Job

Ownership.

E.T-N

Fowering Business Wardwide

My Account B3

Ord

My Information Notifications ” Job Defaulis

e

Use this page to set additional notification options regarding Bid Manager activity affecting your loca

These settings do not affect any activity where you are a participant such as Price Requests, Order

cases you will still be notified regardless of the settings here.

Price Requests

| would like to be notified of Price Requests to these locations by email:

(old) LA RESIDENTIAL (old) LARESIDENTIAL (1453-3-R)
ALTERMATE ENERGY ALTERNATE ENERGY (1453-3-4)
BAKERSFIELD BAKERSFIELD (1453-3-B)

ENGINEERING SERVICES ENGINEERING SERVICES (1453-3-E)
EQEM EQEM (1453-3-Q1

3

| would like to be notified of customer's orders by email for the following locations:

D (old) LA RESIDENTIAL (old) LA RESIDENTIAL (1453-3-R)

D ALTERMATE ENERGY ALTERNATE ENERGY (1453-3-A)

[:J BAKERSFIELD BAKERSFIELD (1453-3-B)

D EMGINEERING SERVICES ENGINEERING SERVICES (1453-3-E)
[ | EOEM EOEM (1453-3-Gi

Job Ownership

| would like to be notified when | am set as the owner of a Job by:

[ E-mail
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4. Under the Job Defaults tab, select the defaults for sharing jobs. (Refer to the Share a

Job job aid for more information)

EF.T-N

Powering Business Worldwide

My Accot

|’ My Information “ Notifications ||’ Job Defaults ]

Set the default properties you would like applied to new jobs you create
Sharing Defaults

You can share the job with other users in your organization.

Use the settings below to chose which users you would like to share the job with
[Z] Sharing Details..._

No access

Read only The job is visible but nothing can be changed.

All aspects of the job can be edited.

Access level for users in my sales District:

O No access O Read only @ Alternate Restricted O Full access

Access level for users in my Team (cannot be more restrictive than the District Access):
No access Read only O Alternate Restricted @ Full access

The job is hidden from the group or individual until another process such as Price Requests forces the job to be visible.

Altemate Restricted The job is Read Only except new Altemates can be added. Edits are restricted to the newly created Altemate only.
Full access

5. Click Save to save any changes made, and to exit account setup. Click Cancel to

discard any changes made, and exit account setup.

F.T-N

Powering Business Warldwide

|’ My Information H Notfications | Job Defautis

My Account

2]

Set the default properties you would like applied to new jobs you create.
Sharing Defaults

You can share the job with other users in your organization.

Use the settings below to chose which users you would like to share the job with.
[5] Sharing Details....

No access The job is hidden from the group or individual until another process such as Price Requests forces the job to be visible.
Read only The job is visible but nothing can be changed.

Alternate Restricted The job is Read Only except new Altemnates can be added. Edits are restricted to the newly created Alternate only.
Full access All aspects of the job can be edited

Access level for users in my sales District:

O No access (_:l Read only @ Alternate Restricted O Full access

Access level for users in my Team (cannot be more restrictive than the District Access)
No access Read only O Alternate Restricted @ Full access
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Navigate Bid Manager and Customize the Homepage

Bid Manager is a web based product configuration application. Bid Manager provides
users the ability to customize their homepage.

Procedures in this Job Aid:

¢ Navigate Bid Manager

e Customize Bid Manager Homepage

e Exit Bid Manager

Navigate Bid Manager

1. After logging into Bid Manager the homepage will load. The diagram below outlines
the different sections of the Bid Manager Homepage.

Note: Navigate within the program only. DO NOT use the browser’s back, forward, or
home, or refresh icons (F5). Doing so will end the Bid Manager session.

E-T-N D BOVAVGER® [ <
Powering Business Woridwide ! {
. A
Actions Views A
J W 3 E
® ©) o
Create Job Create ltem Create My Jobs Search for Jobs Shared Jobs My Account

Document
Package

RFQ
Management
o J

82012 Eaton Corporation, All Rights Reserved Connected to the Eaton Network|

B
Group Description
A Action icons used to create jobs, items, and document packages
B Views icons are used to find and manage jobs.
C Tools icons are for account and Bid Manager customization
D Question mark icon launches Bid Manager Performance Support Site
£ The right navigation pane area is used to switch between jobs, items, and other Bid Manager

pages
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2. Navigate within jobs and alternates. The diagram below outlines the different
components of navigating within a job in Bid Manager.

E:T-N

Powering Business Worldwide

Home SENGEHEIC

ve| Save Reload Duplicate Assign Delete || Document PDAS ||Product Two Two
Job ol S - Horizontal Vertical e E
Documentation
Overview |E 2 ﬂ#‘ T8140514X2K1 Reporting Alternate: 0000 .
‘*' — BC Electrlc GO# Job Owner: T814 (JERRY WARREN) Edl"ng IL_“J
s
“——.._ reated 5/14/2012 2:45 PM
Properties 1
Alternate Owner:T814 usp
rr— 0000 - Base
Created: 5/14/2012 2:46 PM Updated: 5/21/2012 1:40 PM
| Market Data
—— Alternate Owner:T814 usp
(snains 0001 - NewAlternate
—— 1 ||| Created: 5/14/2012 10.51 PM Updated: 5/21/2012 1:40 PM
‘ Documents

{® 2012 Eaton Corporation, All Rights Reserved Connected to the Eaton Network

Group Description

A Ribbon bar

B Left Job Tabs

C Close icon - closes the job

D Question mark icon launches Bid Manager Performance Support Site

E The right navigation pane is used to switch between jobs, items, and other Bid
Manager pages

3. The Ribbon bar is collapsible, and can be hidden until it is needed.

E: TN Capitole 20 Switchboards B
Fowsring Business Warldwide 0
i pesionation - |GGG -2 -

Layout

OCdH3Sv A

MNew Save Save Import Export Walidate Report
Takeoff aBug

]

Material Update
List Price

| System i~ . o
. (w) Design /\I
Constrictinon |

Note: Press F11 to go full screen with Bid Manager, or to return to the browser
window
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Customize Bid Manager Homepage

The Screen Setup tool allows users to customize the look and feel to Bid Manager.
Screen setup also allows users to determine what icons will be available to them onthe
homepage.

1. Under the Tools panel, click the Screen Setup icon.

Screen Setup

2. The Screen Setup page will appear, and the Actions tab opens by default. Select
options on each tab to customize the homepage. The 3 sections available for setup

are:
Screen Setup
JJ Actions || Wigws || Tools | @

Column count: El

E Create Job |

Create ltem
Create Document Package

Move Up | Move Down

Description
Create a new quote for customers.

Restore Defaults Ok || Cancel

Tab Description
Actions  Available icons are Create Document Package, Create Item, and Create job.

Views  Available icons are My Jobs, My Team's Jobs, Recent Jobs, RFQ Management,
Search for Jobs, and Shared Jobs.

Tools Available icons are My Account, Bug Reporting, View Application Log, Document
Print Queue
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3. Click the Up or Down arrows to add or remove columns.

Screen Setup

‘ Column count: [3%] !

|_ Create Job |

Create ltem

Create Document Package

Move Up | Mowve Down
Description

Create a new guote for customers.

Restore Defaults

Ok ” Cancel

4. Add an icon or Remove icons.

e Add an icon by selecting it in the box on the left, and click the directional arrowto

add it to the box on the right.

Remove an icon by selecting it in the box on the right, and click the directional
arrow to add it to the box on the left.

Screen Setup
J Actions || Views || Tools | @

Column count: El

|E Create Job |
B Create Item

Create Document Package

Move Up | Move Down

Description
Create a new quote for customers.

(e o [_conm
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5. Select anicon in the box on the right, and click the Move up or Move Down iconto
change the position of the icon on the homepage.

Screen Setup
J' Actions || Views | | Tools | @
Column count: El
|ﬁ Create Job |
Create ltem
Create Document Package
=
-
( Move Up | Move Down
Description o
Create a new quote for customers.

e o J_coen

6. To reset all icons click Restore Defaults and click OK.

Screen Setup

Jf Actions || Wiews || Tools | 0

Column count: EI

I_ Create Job |
Create Item
Create Document Package

Move Up | Move Down

Description
Create a new quote for customers.

Restore Defaults OK || Cancel
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Create a Job

Jobs contain customer, marketing, documentation, product and pricing information for
orders. Jobs also have one or more bills of material in Bid Manager. Although you can
configure a product/item in Bid Manager without first creating a job, the item/product must
be associated with a job to be saved.

Procedures in this Job Aid:

e Properties Section

e Customers Section

e Market Data Section

e Notes Section

Properties Section

1. Inthe Actions section of Bid Manager Home page, click the Create Job button.

Create Job

2. The Create Job page appears; the Properties section is expanded by default.
Complete the form by entering the:

e Job Name: Include the end user’s project name as part of the Job Name. This
will assist others when they are searching for the job.

e Job Status: Denotes the progress of the job through the order cycle. Bid
Manager will automatically update this field when RFQ (Bid) or Order
Entry(Obtained) are requested, requiring additional information.

Job Status Definition

New Default for new jobs.

Budget Quick job creation, with few required fields.

Bid All information needed to complete a Bid Package for a customer.
Awarded Customer has committed to buying from Eaton.

Obtained Eaton has obtained a formal purchase order.

Lost/Abandoned Self Explanatory
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e Job Type: Describes the pricing levels, approval processes and products
contained in the job. This field will automatically change as job criteriachange.

Job Type Definition

Small Projects Default for new jobs in NA. Pricing approval is managed centrally.
Maximum alternate price of $100,000. Contains at least 1 'Panelboards' or
'Switchboards' item. No products on the “disallowed list".

Conventional Mid-range jobs that do not qualify for SPP or are not large enough for
CHAMPS. Pricing approval is managed directly by the product line/source
site, S0 may require multiple approvals for items in different product lines.

CHAMPS Domestic USA multiple product line project packages, $100K and up,
Pricing approval is managed for the job in its entirety, up to order entry by
the central Champs / Champs International teams. All change pricing post
order entry is managed directly by the product lines.

This job type is for all North American and LAM pricing for IEC

EQIP:
projects/assemblies with ship to destinations outside of North America.

Note: Depending on user profile, not all options will be available.

e Bid & Purchase Date: Bid is the date the job will be submitted to the customer,
and the purchase date is the expected date of purchase.

e Customer Request Number: An optional number provided by the customer to
track the project.

e Job Site Location: Provides information on the geographic location of the job.

Note: Required information is denoted by red asterisks, and the arrows are used to
expand, and minimize each section.

@ Properties ®

[») Customers®

(2) Market Data*

( , | Motes
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Customers Section
1. Click the Customers arrow to expand the customer section.

e To add a recently used customer, select the customer and use the green
arrows to add or subtract the Recently Used customer information into the
Customer/Distributor section. Multiple Customers can be added to a job.

e |If searching for a customer, click the Search tab, type in at least 3 letters of
the customer name, or Vista ID and click the Search button. Jobs contain
customer information and one or more bills of material in Bid Manager. You

can also use the red % next to the customer name to remove it.

e To add a customer that is not in the database, search for and add the
customer “Miscellaneous”. Edit the customer information during the
Documentation Service process.

E ;'[.N Create Job

Poweving Business Worldwide

»on

poon

° E;‘ Froperties™

( v Customers

|' Recently Used H Search ‘

Click %= or * button to remove customer from customer list

Search for Customer, Vista Number, or Postal Code Selected Customer/Distributor
[tur ||$‘ (%] 21ST CENTURY ELECTRIC
— 158117 End Customer
Select a Geography Filter {oplional)
Geography Filter:| {unspecified) v ‘

2089 search results

Click on the customer then click ™ to add to customer list

20TH CENTURY FOX =y =P ~
260334 End Customer| ./

21ST CENTURY ELECTRIC
158117 End Customer

i
L o

21ST CENTURY GRAIN
237679 End Customer

r \ -

| Save H Canoel‘

Note: When the customer should be added to the Vista database, navigate to the Bid
Manager Performance Support site, and click the Add a Customer icon.

Market Data Section

1. Click the Market Data arrow, and the Market Data section expands. Enter the
following:

e Bid Type — Identifies the type of bid on the Bill of Material

e End Use Segment — Identifies the type of market the job is being quoted in.
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Notes Section

1. To add a note, click the Add button.

E.T-N

Powering Business Worldwide

) | Customers
3} Market Data

Lsa tha Notes section to add and view any pertinent information about the job or alternata.
A filter 1s provided to view notes about a specific altemata.

-
Fitter | All Notes M|

No Notes

2. The Add pop-up appears. Click the drop down menu to add a General Note to the
job, or select a specific Alternate.

3. Check the Internal Note box if you want the note to only share with coworkers who
have access to the job within your organization. (External sharing will exclude those
notes without the check mark.)

Add 23

You can add a general note or select a specific Alternate. | General Note =

Select 'Internal Mote' to keep the note private to your company. [ﬂ Internal Mote

Enter note. .

| asd || canca |

Note: The note appears in a table below the Add button.

4. When the job information has been completed, click Save.
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5. After the job is saved, Bid Manager loads the job in Edit Mode.
E;‘[.N Green Building : LA180221F301

>
FPoweying Business Worldwide 6
~

Home QG EE

Save Reload Duplicate Assign Delete || Quick Document PDAS
Job  Job Print™ Service

a
H . x| 4 4 A \_ E

Documentation

-~ i _"‘
| Overview = o MNeg # LA150221F301 Reporting Alternate: 0000 Lo
——— Green Building - Job Gunar. LATS (JASON Editing [

ms
Created 2/20/2013 4:00 PM M
Properties
Alternate Creator JASON uso
:ﬁs 0000 - Base ‘

Created: 2/21/2013 3:04 AM Updated: 2/21/2013 6:47 PM Sales Total Net Price: $801.73

6. Notes can be viewed at any time in the job screen in the Notes left side tab.

E;'[.N Green Building : LA180221F301 g

Fowering Business Wordwide

Home QNGRS A

D = & £
HY - x| & & A
Save Reload Duplicate Assign Delete || Quick Document PDAS
Order

cED

Job Job Print ™ Service

Documentation

Overview Use the Notes section to add and view any pertinent information about the job or alternate.
A filter is provided fo view notes about a specific altemnate.

Filter: | All Notes v
| 401 Notes | ; :
: JASON g Y} 3/8/2013 5:50 AM E E

This is the base ali]

Market Data Order Enfry Motes

JASON 0000 - Base 9 aimr20135:50 am [ (%
1 will be on Vacation Mar T3th - T6th.

Sharing ' o >

=
g
5

Related Topics:
e EditaJob
e Create an Alternate
e Create a Duplicate
e Share a Job

e Create an Item
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Edit a Job

All aspects of a Job can be edited in Bid Manager. When a job is created and saved, the
Job Edit screen appears. The tabs on the left contain all the information provided when
the job was created. They can be accessed anytime to edit the job information.

Note: Edit mode is enabled by default when a job is selected. To leave editmode
click on Leave Edit in the Home top tab.

Procedures in this Job Aid:
e Overview
e ltems
e Properties
e Customers
e Market Data
e Sharing
e Documents

e Notes

Overview

The Overview left side tab lists all Bills of Material/alternates within the job.
E:T-N ABC Electric 8
L @

= -
-~ ¢
3 Q [ 3 a2 % -
Leavel Save Reload Duplicate Assign te || Document PDAS
Edit b ]

Overview L F. ] e
== ABC ElSCHC 558 ™ ot ey

= Croated 51472012 2:45 PM

Properties |
s ordivii il =
' cusoras | 0000 - Base Arrte OurcTe14 0
== —|| | Created: 51412012 2:46 PM Updated: 52172012 1:40 PM
| Markst Data |

| 0001 - NewAlternate Alternats CranerT814 usD
|| | Croated: 514/2012 10:51 PM Updated: 52172012 1:40 PM

Documants: | B

Motes |

& 2012 Eaton Corporation, All Righls Resarved Connacted to the Eaton Network

1. Use the Alternate top tab to create and edit alternates. When an alternate is created
it may be renamed, and all information about the alternate can be edited. Refer to the
Create an Alternate job aid.
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2. Click on a grey bar to open a particular alternate. When an alternate is selected the
Items left side tab will display.

ABC Electric B
o2

S o

Single|  Two Two |

m Horizontal Vertical |
Wi

=

Designaton  Total Markst Price  Custorer Maltiolier  Sebes Mutipler
$0.00 1.0000 1.0000

Connecied to the Eaton Network

© 2012 Eston Corparation, All Rights Reserved

[tems

New items (products) can be added to a Bill of Material in the Items left side tab. Onthe
Home top tab, click on the Create button in the products grouping of the ribbon bar to
begin configuring an item.

E:T-N ABC Electric B
]

Fowering Business Hordwide

&

: _ (A
x| &

- 8]

Document PDAS || € dit  Cul opy Paste Delete || S Two Two
Sarvice 5 Horizontal vertical
View

—_—

| D0C0 - Hase ¥ | Curency: USD “Reparing Altamate

o Ttgarry Mo Chaniity Proguct 1D Catishog Nuimbes Cursigraion Total Markst Price Castomu Mullipion Sagrs Muliplion
|[@ 1 Cagitol 20 Swirchboard @000 1.0000 1.0000
ot
40 _J v

Note: For more information refer to the Create an Item job aid.
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Properties

The Properties left side tab lists the Job Name, Status, Type and other information that
was entered when the job was created. This can be edited at any time prior to

DRFQ/RFQ or Order Entry.

E:1-

Prosering Businwis Wovidasde

ABC Electric

s B
(7
o

| Joit Mama* | ABC Elecric Mg Mambor | T180514002K1 oe!
Moet, | GO Nusiar ]
Job Status® | N b I
[ - b D [TE1
1 Job Typa™ | Small Propects - - I z
= ] k o Crustad Dt [ 142012 245 PM
5 1 B Data® | 5182012 Ext. Purchass Dase® | 5302012 || Ordonr Dt |
| Mackt Ciava i - 4
Closs Dot D Lecason | BM Dev o Rupostory
e S | B Clasi: Crawar
Cust Roguest# |1 '
o Job Cumrency | S Dollars -

Toam Geography | SAKERSFIELD (145338

- —

Constry’ | UNITED STATES =

Powts Coe 37604
StV N Carsing

[coy  moswen
Cemsrtry UNTID STATES

Customers

Click Customers in the left side tabs to add or change customers associated with the

job.
E-T-N

Powering Business Worldwide

BERE L

Save Reload Duplicate Assign
Job

QLILEY Alternate

John Biggins : 11241026 X2K1

Deselect All Edit Paste

x| & £ &

Delete
Job

select All cut ¥ Delete

Quick Document PDAS

Print*  Service Create

Documentation

Copy & Global Changes

| Recentyy Used || Search |

Click #% or  bution o remove customer from customer list

Click on the customer then click ™ to add to customer list

Selected Customen/Distributor

"] »

(€ 2013 Eaton Corporation, All Rights Reserved

Logged in as JOHN BIGGINS (T124)

Note: Multiple customers can be added to a job. This information will be available for

RFQs and Documentation.
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Market Data
Market data can be updated at any time. Click Market Data in the left side tabsto

review or edit market Data.

Overvigw
Please provide information about the type of job
ltems to assist with price authorization and order entry.
Properties Sales Vertical | v |
ETRmE End Use Segment | b |

| Market Data
[ tow
Application | - |

Sub Application | - |

[_] LEED Certification [_| Target Project

End Use Sub Segment | b |

Campaign D Solar Project D 'Wind Project
[]csa
Confidence \I\

Sharing
1. Click Sharing in the left side tabs.

Note: Changing Sharing options at the job level will override the default sharing
options in the account settings for that job. See Customize Bid Manager Account
Settings for more information about default sharing options.

2. Edit the sharing options. Refer to Share a Job for more information about sharing
jobs.

E "_To" ABC Electric

]
Pomering Business Worldwide @
~

Home SENTIRERE

B
LR SRR - EE -

Save Reload Duplicate Assign Delole
Job Jok

| Ovenviow You can shars e job with other users in your organization,
= Usa the sottings below 10 chose which users you would like 10 share the job with,
|

Iams
_ Shawing Details...
| Accass level for users In my sales District
| Customess () Noaccess () Read only () Resticted (&) Full access

f T :
| Market Deta Accass level for users in my eml[mmmﬂwmsmmmnmumm:.
Mo accass Read only Fastricted (8) Full access

|' Spacific USAr ShArs parmissions: | Mow usoe sharn|

£ 7012 Eson Cormoration, All Rights Resaned Connectad to the Eatan Network

Documents

Job specifications, drawings, and other documentation can be attached and shared with
internal job sharing partners. The documents will remain with the job throughout its life.
The max size limit for each document/file is 50MB and 100MB per job.

1. Click Documents in the left side tabs.
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Click on the Upload New button.

Browse to a file to upload, and click Open.

3% Dropbox

o
"2l Recent Places

7 Libraries
@ Documents

Jﬁ Music

] Pictures

B videos

18 Computer
G OSDisk (C:)

. | Computer
i System Folder

AttachDocs

) Metwork
| System Folder

r N
& Open - - g
O@ﬂ. [Eskiop ~ [ 42 ][ search Deskiop 2

Organize Mew folder gZ- 0 @
W Favarites T Libraries Warren, Jerry M
Bl Desktop I System Folder System Folder
1§ Downloads

m

© | GIFimage = GIF image
51.9 KB 61.9 KB
Customers MarketData
| GIFimage | GIFimage
60.9 KB 58.0 KB
Overview ) Properties
~ | GIFimage GIF image
68.4 KB 63.5 KB
% Share
File name: | | [AlFites () -
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4. The file will be uploaded to the job.

5. Use the buttons to Replace, Download, Edit, or Delete the file.

ABC Electric B |y
o

| Owndew | astach Documents | Upiond New.

=
| Propertes File: At EMEA Rollout doc ] E,/

Deseription; el

Note: Anyone with Full Access can modify the job.
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Notes
Add a new note or edit an existing note

1. To add a note select the Notes left side tab.

E-T-N

ing Business Worldwide

Home WAIGIGEIGE

HX L X

Save Reload Duplicate Assign Delete || Document PDAS || Deselect Create Edit Cut Copy P
Job Job Service All

a -

Documentation

Overview Use the Notes section to add and view any pertinent information about the job or alternate.
A filter is provided to view notes about a specific alternate.

ltems

Properties m Filter: | All Notes v

All Notes

Customers No Notes
General Note

Market Daia 0000 - Base

Sharing 0001 - NewAlternate

Documents

RRRRRER

2. Click Add.

3. The Add pop-up appears. Click the drop down menu to add a General Note to the
job, or select a specific Alternate.

4. Check the Internal Note box if you want the note to only be shared with coworkers
who have access to the job within your organization. (External sharing will exclude
those notes without the check mark.)

-4

dd 3

You can add a general note or select a specific Alternate. | General Note =

Select 'Int2mal Mote' to keep the note private to your company. @ Internsl Mote

Enter note...

| s J[ camcer |

Note: The note appears in a table below the Add button.

5. Click Add to save the note.
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Create an Alternate Bill of Material

Within a Job, create an alternate bill of material to compare or quote different material
requests and configurations for the same job. These are called “alternates” and they are
listed in the Overview section of the left side tabs.

1. From the Bid Manager Home page, open an existing job or create a new job.

2. From the job screen, click the Alternate top tab.

E .T.N John Biggins : (1241026 X2K1

» (S]]

Edit Alternate Sharing

| Overview J h B' H Neg #: t1241026X2K1 Reporting Alternate: 0000 Editii
O n Igglns GO# Job Owner. T124 (JOHN BIGGINS) ng [
Created 10/26/2012 8:42 AM

Properties
Altemate Creator JOHN BIGGINS uso
e 0000 - Base ‘

(Created: 10/26/2012 8:43 AM Updated: 10/26/2012 8:43 AM

Rename Cut Copy Paste Delete External W 0 D
Sharing iz vertical

3. Inthe Alternate top tab, click New or Duplicate on the ribbon bar.

E-T-N John Biggins - £1241026X2K1 g

Pawering Business Worfawide

Alternate

© & oL X =
Mew Duplicate)|| Rename Cut Copy Paste Delete || Validate Two Two
Alternate || Sharing nzontal Vertical

Edit Alternate Test
r
[ Overview | 0000 - Base ¥ | Cumency: USD “Reporting Afermsie
|‘ Koy | Status ltem Number  Quaniity Product Code Product 1D Catalog Number Designation Totg
Properties D 001 1 AD10 GEN PURPOSE SOLENQID | 10370H357
Customers : 002 3 4691 Enclosed Breskers SNGHC10156
Market Data

E0ED

4. Name the alternate and click OK.

| Atternate Name @ |

Mew Alternate Name | New Altemnate

&7 characiers remaining, 100 characters maximum
Affernate name cannot be empty.

ok || cance
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5. The new alternate appears in the Overview tab.

i Test-QA010515X2K1 B
E-T-N = @

Fowering Business Warldwide

Alternate

Service

Documentation

Lol ﬁ
o
Copy Paste Delete Rename Document PDAS

o | -
[% Test_QAo 10515X2K ggg:. QAD10515X2K1 .?:hp%mi:'"
Created 5ME/2012 10:34 AM
Properties
cusamers || 10000 - Base R EUR
Created: 5/3/2012 12:38 AM  Updated: 5/17/2012 10:23 AM
Market Data
Sharing 0002 - New Alternate R EUR
Created: Updated:
Drocuments
Notes

Connected to the Eaton Network

& 2012 Eaton Corporation, All Rights Reserved

6. Click on the alternate grey bar to select it. The alternate will open in the Items left
side tab. For more information, refer to the Create an Item job aid.

7. Click on the Home top tab to find the Product grouping in the ribbon bar. Use these
buttons to begin adding and editing products/items on your alternate Bill of Material.

1 John Biggins : H1241026X2K1 B
E-T:N =

’ Deselect All Edit Paste

(] B
L = =/ - o Select Al cut 3 Delete

Save Reload Duplicate Assign Delete Quick Document PDAS :
Job Job Print = Service & Creste Copy Global Changes

Documentation

w[w] )

;
[ Querview | 0000 - Base ¥ | Cumency: USD *Reporfing Affermsie
‘. lems ] Stalus  ltemMNumber  Quanfity  ProductCoge  Product|D Catalog Number  Designation
Properties | || 001 1 AO10 GEN PURPOSE SOLENOID | 10370H357
e D 002 3 2691 Enclosed Breakers SNGHC1015
Market Data
Notes
Documents
Sharing
(e — ] 3

2013 Eston Corporation, All Rights Reserved Logged in as JOHN BIGGINS (T124)
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8. Multiple alternates can be viewed at the same time by clicking on the view optionsin

the Alternate ribbon bar while in the Items left side tab.
John Biggins - 11241026 X2K1

E:°N .

Fowsring Business Worldwide

el ER | = [
Single Two Two
Herzontal| Vertical

Rename Cut Copy Paste Delete || Validate
Alternate

Sharing

Edit Alternate

;
[ Ovenview | 0000 - Base ¥ | Cumency:USD *Reporting Attermate

Quantity Product Code Product 1D Catalog Number Designation Totg

. ditems m] Status Item Number
Propertiss E‘ 001 1 A010 GEN PURPOSE SOLENGID | 10370H357
_— 002 3 4691 Enclosed Breakers SNGHC1015

3

Quote Total Net Price: $3,028.50

[ Documents I 0001 - New Altemate ¥ | Cumency: USD

Quantity Product Code Product ID
GEN PURPOSE SOLENQID | 10370H357

Status Itern Mumber Catalog Number Designation Tote

001 1 AD10
002 3 4691 Enclosed Breakers SNGHC1015

(][]

L3

«c D
Quote Total Net Price: $3,028.50

Related Topics:
e Create an Item
e Manage and Find Jobs

e CreateaJob
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Create or Copy an Item

Items (products) are added to a job to create a bill of material. ltems can be created from
within an existing job or individually from the bid manager home screen. In order to save
an item, it must be placed on a job bill of material (alternate). Throughout Bid Manager
“ltem”, “Products”, and “Takeoffs” are interchangeable.

Procedures in this Job Aid:

e Create an Item from an Existing Job

e Creating an Item from the Home Page

e Copyan ltem

Create an Item from an Existing Job
Login to Bid Manager.
Open an existing job.

Click ltems in the left side tabs.

E A

Click the Create button in the Product grouping.

Note: Double-click on an existing item in the alternate to open it for editing, or
highlight the item and click Edit in Product icon group.

E 11 .N Magnum Swifchgear : T8140201X3K1
m
Powering Business Worldwide @
RLIgY Alternate A
T E N [ ” F ; = [ Deselect All "] Edit paste
‘f J‘ = —/ ;= cut 3§ Delete
Save Reload Duplicate Assign Delete || Quick Document PDAS 3
Job  Job Print~  Service ; Copy Global Changes
Job Documentation Product

‘ Overview ‘ 0000 - Base ¥ | Cumency:USD ‘Reporting Alternate

[ ems J Status ltem Number  Quantity  Product Code Product ID Catalog Number Desi

‘ Properties [:] ‘a 1 B417TM Automatic Transfer Switches = ATVIMGA33200ESU

| Customers 1 BNB1 Ampgard MVC

| Market Data

‘ Notes

‘ Documents

| Sharing

a ) 3
Quote Total Net Price: $33,354.00
1 J

5. The Create New Item page loads. There are several notable features on this page.

a. You can add or remove items to a Favorites page by selecting/deselecting the
yellow star underneath the Green plus sign.

b. Access Frequently Used and Recent items from respective menus at the top of
the categories list.
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6. A specific item can be found in two ways:

7. Click the Green plus sign of the item to launch the takeoff.

e Select an item Category.

e Use the search bar in the top right corner. Enter at least 3 letters of the item
name, and press Enter on the keyboard.

E-T-N

Fowsving Business Worldwide

Create New ltem B

Select Product Configurator

[] Favorites:

[ Frequently used
[J Recent

Circuit Protection

[] Power Distribution and Control Assem
[ Power Quality Products
[ Residential and Light C

O
|

o

Distribution Boards - MCE &
MCCB

cC MUE\E

ESS Site Services - UK

{Install)

[ Standard Products
Test Equipment

| ——

|IEC Products

€ 2012 Eaton Corporation, All Rights Reserved

Connected to the Eaton Network
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9.

The item takeoff page displays. Configure the item by making selections on eachtab
on the left side of the takeoff, and click Save.

Note: To save multiple items without closing and re-opening the takeoff, use save
new. “Save” will save changes over the item previously created and saved. “Save
New” will save changes to an item as an additional item.

E:1'N Capitole 20 Switchboards &
©

Powsving Business Worldwide

)
8

|

Meg# : QAD0E18X2KT
Atz 0000

Material Update
List Price

b

i 1
System — o - Ei
|\— (%) Design I Sie l
Construction
Configuration Standard | |IEC 614391 - Internal Sep
.
System Options
: Delivery | Standard v | Protection [
Device Maods .
Fuses | Excluded b | Barrie
Motes
Ultimate Short Circuit Breaking Capacity (k&) ‘ 35 = | MCCE Operatiol
e
PRI | IS S -
Print Options
' J »

©® 2012 Eaton Corporation, All Rights Reserved Connected fo the Eaton Network

Click the Red X in the upper right corner to close the takeoff and return to the job, or
highlight the icon on the navigation bar and click the red X in the icon to close the
takeoff.

Create an Item from the Home Page

1.
2.

Login to Bid Manager.

Click the Create Item button.

Create ltem

The Create New Item page loads. Select an item Category, and click the green Plus
Sign to launch the takeoff.

Configure the item by making selections on each tab on the left side of the takeoff,
and click Save.

I

Save
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5. Because the item is not yet associated with an Alternate, add the item to an existing
job/alternate using the resulting Save As pop up. Search for the job by typing in the
job name, general order number, negotiation number, and click Search.

Save As

Entar some text in the fiald betow. This text will be used to search General Order numbers, Negoliation numbers, Job
3 name- nSger 10

i ™
E XYZ Electri| lg|

6. When the search results appear, click the + sign next to the job to expand the job’s
list of alternates. Select the base or alternate to associate the item and click Save.

Save As

Entar some text in the field below. This text will be used to search General Order numbers, Negotiation numbers, Job
Names, Customer numbers and the job oaner's name and Bid Mansger ID.

%

H %Yz Etectric

0000 - Base

| p—

( !Cancei |

10. Click the Red X in the upper right corner to close the takeoff and return to the add
item screen.

Copy an Item

1. Open a job containing the item to be copied.

2. Click the ltems left side tab.
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3. Select the item to be copied and click Copy in the Product toolbar.

EF: TN Magnum Switchgear - T8140201X3K 1
Powering Business Worldwide 0

i \ H % Q - ‘g/ l/ _,l}_ =m| || - Deselect Al “ Edit Paste

o Select All ¥ Delete
Save Reload Duplicate Assign Delete || Quick Document PDAS 4
oh  Job Print*  Service = || @ Create Global Changes

Documentation

Product

Overview ‘ 0000 - Base ¥  Currency: USD *Reporting Alternate

o m] Status ltem Number  Quantity Product Code Product ID Catalog Number Designai

S T

Properties - 'l 1 6417M Automatic Transfer Switches  ATVIMGA33200ESU

Customers 1 8NB1 Ampga[dM’VC

4. Open the alternate where the item will be copied.
5. Click Paste from the Product toolbar.

EF:T°N Distribution Center Job : T8141206X2K2

Powering Business Woildwide

Home EEUEIHERES

P
Leave| Save Reload Duplicate Assign Delete
Edit Job Job

)

Reserve Enter
Order Number Order

Deselect Select Create Edit Cut Copy| Paste Pelete Global
All All

Document PDAS
Service

Documentation

Overview | 0000 - Base v | Cumency: USD "Reporting Alternate

[ liems D Status Item Number Quantity Prod

Properties
Customers

6. The item will be copied into the alternate.

LISy Alternate A

m |3 L
~ L+
Leavel Save Reload Duplicate Assign Delete || Document PDAS Reserve Enter ||Product .
Job Job Service Order Number Order -
Documentation
= 2)
[ Overview ‘ 0000-Base ¥ | Cumency-USD *Reporting Alternate
[ Items y .
L Status ltem Number  Quantity Product Code Product ID Catalog Number Desig

Properties ||| 1 3341 PRLC Switchboard

Customers

Market Data

Notes
Documents

© 2012 Eaton Corporation, All Rights Reserved Logged in as JERRY WARREN (T814)

Related Topics:
e Create an Alternate
e Create a Duplicate Job

e Find and Manage Jobs and Views
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Open an Existing Job

The Views section of the homepage is dedicated to finding and managing jobs. Find an
existing job by searching with the options in the Views menu. Save a customizedsearch

on the homepage.
Procedures in this Job Aid:
e FindaJob

e Save a Custom Search

Find a Job

1. From the Views menu on the home screen, select one of the following options listed

in the table below:

i
E-T-N
Fowsring Business Worlawide
Actions Views
Create My Jobs My Team's Jobs Recent Jobs
Document
Package
m
Create Item Search for Jobs Shared Jobs
4 ( ]

2012 Eaton Corporation, All Rights Reserved

BIDMANAGER © [

-
-

Tools

My Account

»
Connected to the Eaton Network

Button Description

My Jobs Jobs the user has created

My Team's Jobs Jobs the user's team has created. NA Plant user's team is their product line.

Shared Jobs My Team'’s jobs and any jobs that were specifically shared with the user.
Note: Plant users have all access to all jobs by default.
Therefore, they only access jobs that were specifically shared with
them in the Shared Jobs window.

Search for Jobs Searches the all jobs available to the user.

Page 38 of 82



F-T-N

2. The My Jobs, Recent Jobs, My Team’s Jobs and Shared Jobs window display the

job list in the same way.

E .1 .N Recent Jobs B

-

FPowering Business Worldwide 0
Recent Jobs view. © Tie @ Grid ESIEM Last Opened Descending | Create Job | ﬁ
Filter job list by typing Job Name/N=gotiation A
Number/Go Number in the box below andfor &
selecting various filters. Click the Filter button to
filter data
= Job st Freemont University Basketball Arena Renovation

D s Dats Location: BM Dev 2nd Repository Modified Date: 10:24/2012 1:42 PM
ndoned Bid D7791018X2K4 Quote Prics:$31,517.80
% Awarded Eid Date: Wednesday, October 31, 2012 L
Bid .
[+/] Buaget Westside Transit Facility |:|
D Lost Dats Location: BM Dev 2nd Repository Modified Date: 10/24/2012 11:62 AM
I n Budgst D7791017X2K2 Quote Pric=:$36,321.10
lew
|+ Cbtained
= 5 Octagonal Mass Gravitron Ijl
B Data Location: BM Dev Znd Repository Meodified Date: 10/22/2012 4:12 PM
[+/] No Quote Price Budget D7791022X2K2 Guote Prics:20.00
[+] Less Than 5000
|+ soo0-25000 -
[+] More Than 25000 General Mills HQ
Dats Location: BM Dev 2nd Repository Modified Date: 10/22/2012 2:28 PM
Bid D7791022X2K1 Quote Price:§7,551.52
Bid Date: Wednesday, October 31, 2012 =

| Fiter Ressirites | W «[rage[t Jart| > ]

© 2012 Eaton Corporation, All Rights Reserved ‘Connected fo the Eaton Network

Copy job information to your clipboard using the small copy icon in the right corner of
each job tile.

Select the Grid style from the View options at the top of the window to view the jobs
list in a condensed format. Click on a column header in the Grid view to sort by that
column.

F:1T-N Recent Jobs B E
Fowsring Business Worldwide g
—
view @ Tie © Grid ﬁ
b i T = —_
Filter job list ing Job Name/Megotiation
Nl.l'mx?r;‘Go :yug:rgi" the box below and/or Status Job Name Neg Number Job Status ‘GO Number Bid Date =
selecting various filters. Click the Filter button to TEST for teaching 01 QAD10426X2K1 | Budgst =
filter data. oy
EMEA Test QAD1 QAD1042EX2K3 | Budget
| qa01 Import XML Test QAD1 QAD10425X2K2 | Budget
[ Job Stat test 01 QAN0418X2K1 | Budget
D Abandoned medium voltage ga010423X2K1 | Budget
Awarded Testing Cumency QADI0420X%2K1  Budget
@ Eid Express Park qal10417X2K2  Budget
/] Buaget New .Job 2 0a010416X2KE  Budgst
% l:sl Test Scripts Jason A QADT041EXZKT | New 41672012 7:0
ew
@ Obtained New.Job 3 gal10416X2KE | Bid 416/2012 11 )
N Test new job gal10416X2K3 | New 41712012 7:0
=l Ls Products Vs. E o 010417X2K1  Bid 41712012 11
00SE Frooul 5. ENgineere: i
[+/] No Quote Price a o i
[¥] Less Than 5000 EMEA Test Job 1 JA QAD10424X2K1 | Bid 4/2412012 10
@ E000-25000 BN20120430 - QAD1 user created job QADT0430X2K1 | Naw 43002012 4.0
@ More Than 25000 Walley School QAD10603X2K1 | Budget 5182012 700
e J >
| Filtar Reset Filtars || H 4 ‘PaQE_uf1| r oM ‘
© 2012 Eaton Corporation, All Rights Reserved Connected to the Eaton Network
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5. Use the Sort By drop down menu to sort the job list.

1 My Jobs B
ET-N Jobs BFY

Powering Business Worldwide

view: € Tie @ Grid (S18:1Y nodified Date Descending * | Create Job | m
Filter job list by typing Job it Job Name A-Z
Number/Go Number in the box below andior Arboretum SRR
selecting various fiters. Click the Filter button to Data Location: BM Dev 2nd Repository 2012 8:15 AM
fitter dats. Mew LA1B0405X2K1 Negotiation Number A-Z
‘ : 5 ‘ Bid Date: Friday, April 06, [2012 Negotistion Number Z-A
Arboretum GO Number A-Z
= M@nﬁeﬂ[‘ Data Location: BM Dev 2Znd Repository GO Number Z-A 2 11:13 AM
Last 7 Days 0404
= i s Bid Date Descending
() Last 30 Days Bid Date: Wednesday, Apfil 11, 2012 i
O Last90 D Bid Date Ascending
W New Job [Modfied Date D
Data Location: BM Dev 2nd Repository = ed12 2:51 PM
El W LR Modified Date Ascending
Bid Date: Tus=sday, Il 10, 2012 Quote Price Descending
Blos — te Price Ascendi
D s \ Quo rice nding _/
|+ Awarded
|v] Bid
|+ Budget
[ Lost
@ New
|+ Obtsined
El Quote Price

[+] Mo Quote Price

[+] Less Than 35,000
@ $5,000-$25,000
[+] More Than $25 000

| Filter | Reset Filters ||

© 2012 Eaton

rporation, All Rights Rese

Connected to the Eaton Network|

6. Use the Filter options on the left to refine the list.

My Jobs B
E-T-N y-Jobs B FY

Powering Business Worldwide

53 Modified Date Descending ¥ l Create Job I ﬂ

Number/Go Mumber in the box below and/or Arboretum
selecting various filters. Click the Filter button to Data Location: BM Dev 2nd Repository Modified Date: 4/6/2012 8:156 AM
filter data. New LA150405X2K1
( - Bid Date: Friday, April 06, 2012
Arboretum
& Modified Date Data Location: BM Dev 2nd Repasitory Modified Date: /42012 11:13 AM
(®) Last7 Days New LA150404X2K1
() Last 30 Days Bid Date: Wednesday, April 11, 2012
8 S New Job
Data Location: BM Dev 2nd Repository Modified Date: 4/3/2012 2:51 PM
New LAI80403X2K1
;El Job Bid Date: Tuesday, April 10, 2012
|| Abandoned
| Awarded
|+ Bid
|| Budgst
[ Lost
@ New
|+ Obtained
= Quote Price

[+] Mo Quote Price

[+/] Less Than $5,000
|1 £5,000-525 000
[+] More Than 325,000

\ Filter | Reset Filers

rporation, All Rights Reses

Connected to the Eaton Network|
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7. Use the Page selection to see more jobs than can be displayed in the window.

F:1-N Recent Jobs B E
Powering Business Worldwide 8
Recent Jobs view © Tie @ Grid RN Bid Date Ascending
Filter job lit by typing Job jati =
Number/Go Number in the box below and/or TEST for teaching 01
selecting various filters. Click the Filter button to Data Location: BM Dev 2nd Repository Modified Date: 5/2/2012 11:53 AM
fiter data. Budget QAD10425X2K1 Quote Price:€1,330 59
|qaul
EMEA Test QAD1
&l Job Status Data Location: BM Dev 2nd Repository Modified Date: 4/26/2012 2:01 AM
[ Abandoned Budgst QADI042EX2K3
| mwarded
% £l Import XML Test QA01
B Data Location: BM Dev 2nd Repository Modified Date: 4/26/2012 4:54 AM
[ Lost Budgst QAD10425X2K2 Quote Price:€3,059,404.32
@ New
|#] Obtained
test 01
El Quote Price Data Location: BM Dev 2nd Repository Modified Date: 4/27/2012 9:48 AM
[¥] No Quote Price Budget QAD10419X2K1 Quote Price:£8,271.00
|#] Less Than 5000
] s000-25000 medium voltage
] More Than 25000 Data Location: BM Dev 2nd Repository Modified Date: 4/23/2012 12:30 AM
Budget QAD10423X2K1
| Filter Reset Filters ”

(I( 4 |Page[1 Jor1|+ )
=] o o |

8. Enter search text (a minimum of three characters) or select search options in the
Search for Jobs window to find a job on the server.

Job Search

Job Search B m
@

Search Text
Enter some text in the field below. This text will be used
to search General Order numbers, Negotiation
numbers, Job Names, Customer numbers and the job
owner's name and Bid Manager ID.

[¥/] search Text

Arboretum
Data Location: BM Dev 2nd Repositor
Mew

viow © Tie @ Gra son by YA V7
_ _

LATS0404X2K1

Bid Date: Wednesday, April 11, 2012

Modified Date: 4/4/2012 11:13 AM

‘ arboretum |

El Date Ranges
[ Order Date

415/2012

I: 4(512012 I:
[ ] sz012 [
[ ] asz012 [

Stimulus Initistive () Either () Yes () No
GsA () Either () Yes () No
LEED Cerfification () Either () ves () No
Target Project (o) Etther () Yes () No
Solar Project () Either () ves () No
Wind Project (o) Either () ¥es () No
E] Location
|| Geography Fiter
LOS ANGELES (14 ) hd

Arboretum

Drata Location: BM Dev 2nd Repositor
MNew

LA130405X2K1
Bid Date: Friday, April 06, 2012

Modified Date: 4/5/2012 8:15 AM

& 2012 Eaton Corporation, All Rights Reserved

Connected fo the Eaton Network
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Save a Custom Search

1. After using the Search for Jobs function, in the lower right corner of the filter panel,
click Save to record the search as a custom search

E-T-N

Powering Bersiness Worldwide

Job Search

view. @ Tie @ Grid

Job Search =

Sor oy, TS

B Search Text
to search General Order numbers, Negotiation

owner's name and Bid Manager |D.
|+ Search Text

Enter some text in the field below. This text will be used

numbers, Job Names, Customer numbers and the job

I qal1

E] Date Ranges
|| Order Date
5/2212012

|| Bid Date

5/22/2012

[ 522012
[ ] 5222012
[ | siz2r012

|| modified Date

512212012

[ Campaign
[# Location

2

Data Location: BM Dev 2Znd Reposi
New

BN20120430 - QA01 user created job

QAD10430X2K1
Bid Date: Sunday, April 29, 2012

Meodified Date: 4/30/2012 10:39 AM
Quote Price:€58,152.04

EMEA Test Job 1 .JA
Data Location: BM Dev 2nd Reposi
Eid

QADT0424X21K1
Bid Date: Tuesday, April 24, 2012

Modified Date: 4/23/2012 11:54 PM
Quote Price:€50,708.62

EMEA Test QAD1
Data Location: BM Dev 2nd Reposi

Modified Date: 4/25/2012 2:01 AM

Budget QAD10425X2K3

Express Park

Data Location: BM Dev 2nd Reposi Modified Date: 4/17/2012 2:57 AM
Budget QAD04ITXZK2 Quote Price:£1,121.82]
Import XML Test QAO1

Data Location: BM Dev 2nd Reposi Modified Date: 4/26/2012 4.54 AM
Budget QADD425X2K2 Quote Price:€3,069,404 32

© 2012 Eaton Corporation, All Rights Reserved

I_L\Dose Products Vs. Engineered

N‘

M 4 |page[1  Jora| »

Connected to the Eafon Network

Type in a name and description for the custom search in the resulting pop up

window, and click Save.

[ Save Search

Please enter a title for this custom search in the field below.

Please enter a description for this custom search in the field below.
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3. A new icon with the custom name will appear in the Views section of the Home Page.

F:1-N BIDMANAGER @ 1.5
Fowering Business Woridiide et 'g and Configuratc 4
Actions Views Tools .
p- ) = IR
Create My Jobs My Team's Jobs Recent Jobs My Account Document Print
Document Queue
Package

Create ltem Search for Jobs Shared Jobs Custom Search

i
Create Job =

4 ) »
© 2012 Eaton Corporation, All Rights Reserved Connected to the Eaton Network

4. To delete a custom search, click on the new custom search icon.

5. In the bottom of the filter panel, click Delete.
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Share a Job

Jobs and alternates can be shared with one or more colleagues in order to gain helpin
configuring a product, approving a price, or sharing data. Users can access jobs that are
shared with them in the “Shared Jobs” view.

Procedures in this Job Aid:

e Default Sharing Options

e Share a Job with Coworkers in your Organization

e External Sharing

Default Sharing Options

Default sharing options set the sharing options for all NEW jobs. Each job can be further
customized after creating it.

1. From the Bid Manager Home page click My Account.

My Account

2. Click the Job Defaults tab and select the default sharing options. The Sharing
Details section explains each category of sharing.
Access Level Description

No Access The job is hidden from the group or individual until another process such as Price Requests
forces the job to be visible.

Read Only The job is visible but nothing can be changed

Restricted The job is Read Only except new Alternates can be added. Edits are only allowed onthe
alternates created by the user.

Full Access All aspects of the job can be edited. Note: Only the job owner can change sharing settings
or delete the job.
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3. Choose a default access level for your group. Depending on your user access, you
may have one or more groups. The default access level for the smallest group

cannot be more restrictive than your largest group.

Note: The screen shown is for a Sales User.

EF-T-N

FPowsying Business Waridwide

My Account B3
@ o]

|' My Infarmation || Notifications || Job Defaults |

Set the default properties you would like applied to new jobs you create.

Sharing Defaults

“You can share the job with other users in your organization.
Use the settings below to chose which users you would like to share the job with.

B Sharing Details...
Read only The job is visible but nothing can be changed.

Full access All sspects of the job can be edited.

Access level for users in my sales District:
£ £y fan £
(®) Mo access () Readonly () Restricted () Full access

Aoc_ess level for users in my Team (_caﬂnot be mo!e_restric’jue than the District Access):
':_;' Mo access 'L: Read only ‘:_: Restricted ':f;' Full access

No access The job is hidden from the group or individual until ancther process such as Price Requests forces the job to be visible, u

Resfricted The job is Read Only except new Alternates can be added. Edits are resfricted to the newly created Altemate only.

U

Cancel

Save
£12012 Eaton Corporation, All Rights Reserved Connected to the Eaton Network
User Type Description
US Sales User May set default sharing options for their District and Team (sales office).

Distributors/Customers ~ May set default sharing options for their Company and Branch.

Plant Users May set default sharing options for their Product Line.

Share a Job with Coworkers in your Organization

1. From the home screen, create a new job, or use a view to find and open an existing

job.
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2. Click Sharing in the left side tabs.

7.

E: TN Test-QA010515X2K1

>
Fowsving Susiness Woridwide 0
~

Alternate

Two Two
Horizontal Vertical

You can share the job with other users in your organization.
Use the setiings below to chose which users you would like to share the job with.

Acx:ess level for users in my sales Dlstnnt
'0 No access (_, Read only u' Resfricted ' ) Full access

Acx:ess level for users in my Team (cannnt be mare | restriciive than the District Access):
) \ 0 No access b Read only u' Restricted ' ) Full accass
=

pecific user share permissions:

© 2012 Eaton Corporation, All Rights Reserved

Connected to the Eaton Network

Default sharing levels are shown and can be changed.

To add a specific person for share permissions, click the New User Share button and
enter the user’s last name or Bid Manager ID to search.

Adﬂ Shar\e

Type the user's name or Bid Manager ID below and then click the search button. A list of possible matches will be
displayed. Please select the comrect user from the list.

[ test | searen |
@ BID MAN RELEASE TEST (220Y) () Noaccess () Reado ogy (®) Restricted () Full access |
|:MEASE TEST (Z207) Noaccess () Readonly (| Restricted () Full access |
|CJ DIST TEST ('rnm‘)\_ Noaccess || Readonly ) Restricted () Full access J|
|CJ EESS APPROV TEST ID ('r5"r1)—-."\ Noaccess () Readonly () Restricted () Full access |
|[:] EESS REQ TEST ID (TST2) No s Read only || Restricted | | Full access |

A list of users matching the search will be displayed. Select the users to share with
and the level of access to share.

Click the Add button.

Note: If a user has a default setting of “Full Access,” for their entire team, butthen
specifies a member of their team as “No Access”, that team member will NOT be
able to see the job in Team view, share view or search view. Individually sharedjobs
take top precedence, followed by team, then district or company.

Save the job. Sharing is not activated until the job is saved.
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External Sharing

Share an alternate with someone outside of your company by using External Sharing.
External Sharing operates at the alternate level. The Customers and Documents left side
tab WILL NOT be shared to external users. Notes are optionally shared.

1. Open an alternate in a Job.
2. Click the Alternate tab.
E-
=
Foveg sy o N\
Home Order BIEGES
VAT
@ X d > |_] | é) .
Mew Duplicate || Rename Cut Copy Paste Delete || Validate || External
Alternate || Sharing
[ Overview | 0000-Base ¥ | Cumency:USD *Reporfing Afsmate
| ltems o Status {tem Number  Guanfity  ProductID Catalog Number [
Properties :l B ® 10 Pow-R-Line1a P1AZ2EBT424H01
customers | ||| @ @ 10 Pow-R-Line4 P4DEO0BT18AHD1T
@ ; = 5 Dry Type Transformer
J = 1 Dry Type Transformer
loies J e 1 Fresdom MCC
Documents
Sharing r|
3. Click the External Sharing button in the ribbon bar.

4. Select an external Bid Manager user from the dropdown menu.
Note: This will vary depending on your user type. The option to search for another

user using the drop down menu and binoculars icon.

| Shares for Alternate 0000 - Base

Select a customer from the dropdown list below, then click the check box for the line representing
the customer or the users you'd like to share this altemate with. Click the search button to the
right of the dropdown list to add customers to the job.

Note: Changing the selection in the dropdown will clear shares for

the previous customer

|

‘ ABC ELECTRIC

v |

[+ aBC ELECTRIC

‘:: Read only @ Full access

-

5. Select the external sharing partner and a level of access to share.
6. Click Close.

Note: An alternate can only be shared with one external partner at a time. To share
with more than one partner, create duplicate alternates.

Related topics:

e Create a Job

¢ Find and Manage Jobs and Views
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Terminology in the Edit Items Screen

Market Multiplier and Market Price

Pricing begins in the takeoff. Plant users (only) may select a Market Price List
(corresponding to where the product is made — UK, USA, or EU) in the takeoff. Sales
users have the Market Price List pre-selected based on their geography. Thisgenerates
a List Price in a corresponding currency seen in thetakeoff.

Bid Manager consolidates Book Price and List Price into a term called Total Market List
Price.

Bid Manager determines if the product price should be adjusted for the market into which
it is being sold, and uses the combination of Market Price List (from the takeoff) and a
Market Multiplier to do this. The Market Multiplier is selected for appropriate products
by the product teams. Product Managers adjust the Market Multiplier from within
BidManager using the new Pricing Management Tool.

Regardless of whether or not the List Price is adjusted by the Market Multiplier, itis
adjusted for the appropriate currency, see the Select a Currency Job Aid, and becomes
the Total Market List Price. The Total Market List Price is the first price in thepricing
process that can be viewed in the Edit Items screen (see Figure 1).

/" Market Price List in \"|
Y Takeoff pesecurrency) /

v

List Price for
Correct Market

./‘\.
AN
F; .,

///' ‘\_\\
e s
" EMEA Product ™._

rd .,

//'/ or USA \'\\
< Panelboards, S—
hs = d
~. Switchboards, -
“ v
N or Busway? -

\'\, /'/ No

\\. .//
Yes

. .

Market Exch
Multiplier HENANgE Total Market
{defautes from Rate(Alt | = it price
job, PM's can Currency)

change)

Figure 1: Bid Manager Pricing
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Multipliers and Total Net Price

In Edit Items, the user (Plant, Sales or Custorﬁer) enters a multiplier to discount the Total
Market List price. The terminology has changed for these multipliers in new Bid
Manager. Plant/Sales/Customer X Book and X List have been combined to
Plant/Sales/Customer Multiplier. The result of the Total Market List Price multiplied
by the Plant/Sales/Customer Multiplier is the Plant/Sales/Customer Total Net Price.

Total Market
List Price

R

Plant Multiplier
Sales Multiplier
Customer Multiplier

Plant Total Net Price
Sales Total Net Price

Customer Total Net Price

Figure 2: Bid Manager Pricing

Quote Multiplier

Users have the option of applying an additional multiplier called the Quote

Multiplier. The Quote Multiplier INCREASES the price (Quote Multipliers mustbe
greater than 1.0). In the US, distributors use this to add and calculate distributor margin.

The result of the Sales/Customer Total Net Price multiplied by the Quote

Multiplier is the Quote Net Price. Plant users cannot apply a quote multiplier multiplier
to the Plant Total Net Price. Only the Sales Total Net Price or the Customer Total Net
Price can be used to calculate the Quote Total Net Price (customer’s final price). Ifa
plant user wants to apply a quote multiplier, they must first copy the plant multiplier into
the sales multiplier column. This is only allowed if the plant user is the owner of the job.
See below for more explanation.

Sales Total Net Price
Plant Total Net Price

Customer Total Net Price

Quote
Multiplier
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Copy Approved Multipliers/Copy Requested Multipliers

During the pricing approval process, plant, sales, and customers negotiate for the correct
multiplier to use to calculate the customers final price (Quote Total Net Price). The hierarchy is
Plant > Sales - Customers, with Plant users being at the top of the hierarchy. If a multiplier
value falls outside of the approved range for a Sales or Customer user (as denoted bythe
Minimum and Target multiplier reference columns), it will turn red. In order to gain approval for
the deviant value, the next higher level (Plant or Sales) in the hierarchy must “approve”the
deviation by entering a value in their own column. This entry serves asapproval.

To gain approval for a deviant/red value, the job owner must request authorized pricing. Once
the approver enters a value into their own column, the job owner can copy that value to theirown
column using the Review Response button, and clicking accept. This will transfer multipliers
DOWN the hierarchy, and turn the requested multiplier blue to denote approval.

Approvers (Plant or Sales users) can use the Copy Requested Multipliers button in the Edit
Items screen to move values UP the hierarchy of multiplier columns. This is used as atime
saver. Rather than manually typing in all requested values, users can transfer all values inall
rows from the lower hierarchical multiplier column to their own at once using the Copy
Requested Multipliers, and then over-type any needed changes.

Approvers editing jobs they do not own may not alter values in columns other than theirown.

Approvers editing their own jobs may use the Copy Approved Multipliers to instantly copy
multiplier values down the hierarchy of multiplier columns.

How does the Math work? | minimum| | Target

Multiplier _i Multiplier

= o Plant T.
Al Multiplier B8 Lo | Net Price
p? 5 L
1] =
Ik A

Total 4 M - Sales T
= ales =l *

Market =i Multiplier |1 ™8 | Not Price

List Price g = R Quote Quote
-F.- - @ - | == | T.Net
@ OR Multiplier s

=== eo) [
Customer - Cust. T x

Multiplie ' Net Price
L
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Price a Job

After adding products/items to an alternate, pricing is confirmed and/or updated in the
Edit Items screen. Newly created items/takeoffs will always have the latest pricing.
Previously saved items require the user to open and re-save the takeoff to update pricing.

The first price shown in Edit Items is the Total Market List Price. They are manually
adjusted (depending on the user type) by the Plant, Sales, and Customer Multiplier to
become the Plant, Sales, and Customer Total Net Price. End user prices arethen
adjusted using the Quote Multiplier.

Procedures in this Job Aid:

e Access the Edit ltems Screen

e Change Views and Columns in Edit Items

e Change Currency in Edit Items

e Assign Item Numbers

e Apply Multipliers (depending on user type)

e Copy Pricing to a Spreadsheet

e Lock in Pricing

e Leave Edit Items

Access the Edit Items Screen
1. Open the desired job. For more information, see Edit a Job.

2. Using the Overview left side tab click on the desired alternate. The Items left side
tab will display.

3. Onthe Home top tab, click the Edit Items button

E-T-N

FPowsring Business Worldwids

Home JEERE
i

eave| Save Reload Duplicate Assign Delete [ Document PDAS || Deselect Create Edit Cut  Copy Paste Dele
[- dit b Job Service All

Item # Qty Product Identifier Catalog # Designation GQuote Price Lead Time in Dz

Dranartise =1 B P . R
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Change Views and Columns in the Edit Items Screen

4.
5,

In Edit Items screen, click the View tab on the top left of the screen.

The ribbon bar displays several choices for changing the view of the edititems
screen.

E;‘[.N Industrial Systems Inc.

Fowsring Business Worldwide

Edit Items Priong RUEW

Product Product Takeoff
Code Line

Secondary Tertiary
View View

Hem Number Product Line Product 10 Product Code: %Nuﬂhﬂr _[

.
> Panelbosrds ~ PowR-linela 3383 P14 AZ25L TA2AHD

Change the Column Setup

The Column setup button allows customization of the Primary View, Secondary View
and Tertiary View buttons. These are defaulted to recommended views for the user
types. Three different column sets can be changed and saved on the edit items screen.

1=

s

et

n

Ci
a. Click the Column setup button. Setup...

b. The Column Setup window opens. Click on the Primary View, Secondary
View, or Tertiary View tab to be changed.

c. Onthe left Available Columns pane select all the columns to appear for the
view selected. A check mark will appear beside the selected items. Select or
deselect all values in a category by clicking on the bolded value.

d. Arrange the order of those columns by moving them up or down in the right
Selected Columns Order pane by clicking the Move Up or Move Down
buttons.

e. Click Restore Default Columns to reset the columns to their default setting.
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f. Click OK to set the column selections for that view.

Column Setup b
| Primary View You can select and unselect the columns that are visible for this view by checking or unchecking them
i - in the fwvailable Columns list below. You can also change their order by selecting them in the Selected
Secondany View | 1 mns order list below and clicking on the Mowe Up or Move Down buttons below the list.
Tertiany View Avszilable Columns: Zelected Columns Order:
— e - -
=] M Product Inf i = Wersion .
[ﬂ Catalog Mumber Catalog Number j
Diesignati
lg LI \_J Cesignation i
[+/] 1tem Number
(/] Lead Time Created Date
(/] Product Code Item Number
[+ Product 1D )
— Lead Time
[+] Product Line
@ Quantity Product Code
= @ Price Preduct 1D
[+] Authorized Date T
[+ Authorized Muttiplier
— * | | Quantity -
Restore Default Columns Move Up Move Down
Description:
| Ok || Cancel |

Note: Once in the edit items screen further adjustments can be made by dragging
and dropping columns to in the desired order from left to right.
Change the way items are grouped inrows

There are also four Product View buttons that change the grouping of item rows. Click
any of these buttons to change the way items/rows are grouped from top to bottom.
When grouped, change multiple line item multipliers at one time.

e All ltems: Displays all line items individually
e Product Code: Groups items by Product Code

e Product Line: Groups Items by Product Line

e Takeoff: Groups Items by Product Takeoff

EF.T-N

Powering Business Worldwide

Edit Items §UEY

C o, & .
i ") KB JESE o 8§
mLi {
Column |Primary| Secondary Tertia Product Product Takeoff
Setup... | View View View Code Line

Group By

Columns

mhl_lnbel Prodﬁ Line Pmd_ﬂg 1D Product —

» EATON Busbar Trunking 16004 58 1M Feeder IP54 4FAC
002 EATON Busbar Trunking  1600A 58 2M Feader IP54 AFAC
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Change the Currency in Edit Items

Change the currency for the selected alternate at any time by using the Alt Currency
drop down menu.

1. Inthe Pricing top tab, choose a currency from the Alt Currency drop down menu.

2. Update the currency exchange rate information to the latest Eaton exchange rates at
any time by clicking the Update Exchange Rates button.

E a'[.N Industrial Systems Inc. : T8140219X3K3 - 0000 - Base g

B & | B i
Emirati Dirham Update Request  Product Respond Set Car’al Request Cancel Request  Review s
Australian Doliar [ j|lhange Rates Authorization Quote To Request Division Location || for Authorization for Product Quote Response Requsg
Brazil Real Request Management

[7]
a
0

Canadian Dollars
S Jm&mmm__m.mm Totsl et Lt P

S = nelboards  Pow-R-Lineda P1.A225L T42AH01 1 28 1,0
P Box 3383 EZB2042R Box 1 0
e knelboards  Trim 3383 EZT20425 Trim 1 0
Danigh Krone snelboards  Pow-Rlineda 3383 P1A226LT42AH01 1 23 1.
Eibies _ snelboards | Box 3383 EZB2042R Box 1 0

Assign Item Numbers
A complete bill of material must have item numbers.
1. To Assign Item Numbers, click the button on the Edit Items top tab.
2. Or, manually type them in.

Note: In the Documentation Service, Tab 2, select to organize your documents by
item number or power flow. Manually assigning items in edit items will allow you to
print them in a specified order.

E a'[.N Industrial Systems Inc. : T8T40219X3K3 : 0000 - Base & E
-
Powering Business Worldwide 6
[0 Pricing  View ~ ﬁ

. | w il il

TiE m ™ j .3 0} 0

bl - Tng %2 %2

Leave | Save Revertto Copy Cop Assign heplode Copy Copy Assign
Edit Items| Last Save || Selected Items  All | Item Numbers Jitems Requested Multipliers Approved Multipliers Multipliers

Alternate Prow et Multipliers n

&%M—M——W—M&M— Jiotod Merket List B

> _ Pancibosrds  Pow-Riinela 3383 P1AZ25LT42AH01 28 51,0
Panelbosrds  Bex EZB2042R Bax 1 0
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3. Click Explode Items when there are product lines will only accept a single quantity
per line item.

E s '[.N Industrial Systems Inc. : T8140219X3K3 : 0000 - Base

Powering Business Worldwide @
~

Edit Items [aaf=T T IRV

-1
in
iy
Save Revert to Copy Copy Assign
Last Save || Selected Ttems  All  Item Numb

.25(2 ."/'32

Assign
ultipliers

Copy Copy
Requested Multipliers Approved Multipliers M

Multipliers

Product Code Catalog Number Designation Cuandity Lead Time  Total Market List P

3383 P1A226] T42AHD1 1 28 81,0

coER

Note: Product configurations and Quantities can still be edited, however Items will
need to be exploded before Order Entry.

Apply Multipliers (depending on user type)

To adjust a Total Net Price, enter a value in the appropriate Multiplier column. Plant,
Sales, and Customer user types each have respective Multiplier columns. Total Market
List Price multiplied by the Plant/Sales/Customer Multiplier equals the
Plant/Sales/Customer Total Net Price column. Users may also have a Minimum and
Target Multiplier columns to use as a reference. In addition, all user types may entera
Quote Multiplier, which increases the Plant/Sales/Customer Total Net Price tocalculate
the Quote Total Net Price. The Quote Total Net Price is printed in the Document
Services Package and is shown to end users.

Minimum Target
Multiplier | | Multiplier |

- o PlantT.
Q - o
= < Net Price
>
g 3
— F
Tota z
2 ; SalesT.
Market = s .
. . = = Net Price
List Price = T x Quote
H S QuOte | g | ey
(/] .
3 OR Multiplier | == .
Price
Customer Cust. T. x
Multiplie Net Price

Edit Item screen numbers follow these rules:

¢ Any number shown in bold may be changed by the user.
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e Multipliers are shown in blue
e Calculated values are shown in black.
e Multipliers will turn red if they fall below the approved Minimum Multiplier.

Depending on the user type, enter a value in the Plant, Sales, or Customer
Multiplier column.

Values less than 1 will reduce the Plant, Sales, or Customer Total Net Price.
Values greater than 1 will raise the price.

When the value in the Plant, Sales, or Customer Multiplier column is less thanthe
value in the minimum Multiplier column, it will turn red. This indicates the price istoo
low and requires approval to quote the customer or place an order. Refer to the
Request Authorized Pricing job aid for more information.

The Plant/Sales/Customer Total Net Price will calculate automatically (Total Market
List Price x Multiplier = Total Net Price).

Optionally, enter a value in the Plant/Sales/Customer Total Net Price column, and
the multiplier will calculate.

Optionally, enter a value greater than 1 in the Quote Multiplier. This calculates the
Quote Total Net Price, which is show to end users in the Document Services
Package.

Copy Pricing to a Spreadsheet

An Item in the Edit Items screen may be selected and copied to a spreadsheet usingthe
Copy and Paste functions of your operating system.

1.

Select the line items to copy by clicking in the far left column. This will highlight the
row in orange.

Alternately, use the shift and/or control keys to select a group of contiguous/non-
contiguous rows.

Click on the Copy or Copy All buttons in the Edit Iltems top tab, or use Ctrl+C on
your keyboard.

Open a spreadsheet application (Excel) on your computer.
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5. Right click on the destination cell in the spreadsheet, and select Paste or use Ctrl+V
on the keyboard.

Alternate TO Multipliers

E 11.N Industrial Systems Inc. - T8140219X3K3 - 0000 - Base & §
-
Powsring Business Worldwide 0
Edit Items gl RN - E
= e ] U7} 74
™) H @ ‘{Lz ‘{Lz
Leave | Save Revertto Copy Copy Assign Explode Assign ﬁ
Last Save |NSelected Items  All em Numbers Items Raquested Multlpllers Approved Mulllpllers Multipliers

_.m_mm_w_w_m.m_m Jotal Merket st

» Panelboards  Pow-Rolinefa 3383 P4A225L TA2AHD1 810
0018 Panelboards  Box 3383 EZB2042R Box 1 0
001T Panelboards  Trim 3383 EZT20425 Trim 1 0

Leave Edit Items

When pricing is complete, click the Leave Edit ltems button in the Edit Items top tabto
save values and return to the job view.

E:T-N Test-QA010515X2K1 @
@

FPowsring Business Worlawide

- w1 M

Assi Lock Alt Currency Update
Item Mumbers Appruved Mukllpllers Quote Date Exchange Rates

Copy Copy
All

fiternate

-
N DE\E

Product ID | Market Muliplier  Sales Multipier  Plant Multiplier  Quote Mulipier  Sales Total NetPrice ot
» 1.0000 1.0000 0.0000 1.0000 €7,303.00 -
Xiria Accessories 1.0000 1.0000 0.0000 1.0000 €91.00 -
1.0000 1.0000 1.0000 1.0000 £70,653.70
1 ) 3

© 2012 Eaton Corporation, All Rights Reserved Connected to the Eaton Network

Related Topics:
e Create a Job
e Create an Alternate
e Create an ltem

e Request Authorized Pricing
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Create a Document Package

The Documentation Service tool is designed to assist with compiling job related
documents from one or more job alternates together into a complete PDF document
package. Any document can be added into this package, and many standard documents
are available for selection. The compiled PDF document can be downloaded from the
documentation service server using a link provided via email. The PDF package can also
be sent directly as an email attachment if the package file size is less than 5MB.

Procedures in this Job Aid:

¢ Navigate to the Documentation Service

e Enter the Job Information

e Select Documents

e Configure the Package

e Submit the Package

e Set Defaults for Displaying Pricing in Document Package

Step 1: Navigate to the Documentation Service
1. Click on Create Document Package from Actions menu in the home screen.

E-T-N BIDMANAGER @ |15

Powering Business Worldwide

-
~

Actions Views Tools

y - 3 :
® J) @
Create Job My Jobs Ny Account Document Print Bug Reporting 2
Queue

BOE

Create ltem My Team's Jobs Shared Jobs

Create Recent Jobs
Document
Package

2. Or, open an existing alternate from within a Job and click on the Document Service
button in the toolbar.

Document
Service
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Step 2: Enter the Job Information

1. When the Document Service is accessed through the job screen, the alternate that
was selected will be listed first. To search for a job, type a General Order (GO)
Number, Negotiation (Neg) Number, Job Name, or Sales ID in the search field and
press the search button. Click on the search button to add other alternate bills of

material to the document package as well. lﬂl
Te Documentation Service B3
E:T-N =

Powering Business Worldwide

Enter Select . Table of Contents Enter
Job Info Documents

Jobs included in document paciage i
Geothermal Facility Yukon1
GO Number MNeg Number Alternate Job Name Report Alt
SHUDDE2569 k5660211X3K1 0000 Geothermal Facility Yukon1| 0000 *

e ) >

Main Documents
Add Additional Job to the package -- No Documents Specified -

Add job \ geothermal | Panelboards

For example, type & negotistion number, GO number, or job name -- No Documents Specified --

Dry Type Transformers
-- No Documents Specified --
Status *
- | Obtained Closing Dnl:uments.
-- No Documents Specified --

Languags ‘Curmrency Format
English (United States) - || 9,999 9300

© 2013 Eaton Corporation, All Rights Reserved Logged in as DANNY ROSS (K566)

Search Results
=~
Agd GO Number Neg Mumber Altemate ™ Description Job Name
‘Geothermal Facility Yukon1, kb660211X3K1, SHUDG2569

Geothermal Facility Yukon, k6560201X3K1

{1 kEBE0201X3K1 Geothermal Facility Yukon
Pretending to be a Distributor Take 2, kB66121222K2

i_‘i KEBE1212X2K2 Pretending to be a Distributor Take 2
Freedom Touchdown Warehouse., k6660206X3K1, SHUDDE2561

SHUD0E2561 kEBE0206X3K1 Freedom Touchdown Warehouse.

Antilles Regional Shopping Environment, K6660130X3K1

|_, KEEB0130X3K1 Antilles Regional Shopping Environment
Yelow Facility Easi-K5660123X3K1-KEE60123X3K2, KE660123X312

|_| KEBE01 2332 Yellow Facility East-K5660123X3K1-KEE6012303K ~
e bR

Expand All | Collapse All |

2. From the search results, check the alternates to include them in the document
package.
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Note: To remove alternates, click on the trashcan icon next to the alternate name.
I

3. Optionally, change the Job Reporting and Regional Settings in this tab as well.

Step 3: Select Documents

In Tab 2 of the documentation service, the document package can be customizedto
include specific documents in the output.

1. Select the Organize Items By menu to choose the order in which the items should

appear.
E IT.N Documentation Service B
-
Powering Business Worldwide 0
Enter Select Configure . Table of Contents Enter
Job Info Documents Package Additional Info
‘Organize ltems By elect a Standard Document Package ‘ IITI port XM L Test QAO 1
Power Flo = -t
L oW | e | QA010425X2K2-0000
|Power Flow !
Item Number ;\ Main Documents
/ -- No Documents Specified --
E—f Proposal Letter | None v |
Switchboards

e Power Flow selection will order the products from highest voltage to lowest
voltage by product type (Switchboard, Panelboard, Safety Switch...)

e Item Number selection will order the products by their item number that was
assigned in the Edit Items screen.

2. If desired, select a Standard Document Package. Standard Document Packages
apply a predefined structure to the document package.

E:1N Documentation Service B
-
Fowsring Business Worldwide 0 |
Enter Select Configure i . Table of Contents Enter
Additional Info

Job Info Documents Package

‘Organize ltems By
| Power Flow A |

Import XML Test QAO1
QA010425X2K2-0000

Mone

!None
= s Budget
Full Quote
s’ Proposal Letter > !

Note: If you select Full Bid or Quick Bid, you will be required to complete the
information in the Enter Additional Information tab on the right side (the tab will
turn red).

Main Documents
-- No Documents Specified -

Switchboards

3. Specific documents can be manually added or removed using the drop down menus
next to each document type.

Note: To show a price in the document package, a Bill of Material must be selected
in the Main Documents.
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% Proposal Letter | Nerth America ¥ |
™ Title Page \ Proposal - |
‘, Table of Contents ‘ Standard A |
‘f ‘Combined Bill of Material For All ltems None -
7 Seliing Policy [Mone

Detailed
™ Comments & Clarifications temediate

Summary

Product Line. Specific

‘, ‘Separate Bills of Material by Product ‘ Detailed A | .}
™ Dravings  Approval - |
P | iterature [ submittal - |

%7 Namment Parlmne Snecifie

Step 4: Configure the Package
In tab 3 of the documentation service, external documents can be added. All documents and product
line groupings by folder can be re-arranged for order and placement in the package. Product folders
can be added and .XPS files can be edited or previewed.

wroposal Lemar |norn america)
Title Page {Proposal)
Table of Contents (Standard)

Panelboards
-- No Documents Specified --

Closing Documents
-- No Documents Specified --

1. Use the buttons in the ribbon bar to configure the document package.

E:-T-N

Powering Business Worldwide

Enter Select
Job Info Documents

Configure
Package

4 ) | @

Cut Paste Rename || Add

+ N

Add Replace Preview

&

LY

Folder || Folder File

Edit

Actions

i
Job Name: | POt XM TESTGAnT

Documentation Service B

@

. Table of Contents Enter
Additional Info

-

Product {Detailed)
QA010423X2K2 <0000>: Approval Drawings (AB Shanks)

ESS Site Services - UK (Install)

QAD10425X2K2 <0000>: Separate Bills of Material by
Product {Detailed)

QAD10425X2K2 <0000>: Approval Drawings (INSTCOST)

dary Switch

4 =[] Switchboards

= LA thame MAYEORM Wr
Button Group

Edit

Actions

Display

Re-Arrange

TEMPLATE.COVERSHEET_EMEAXSLT
T (71 [ Priee Sheet rsummarns Onka

Button Name
Cut
Paste

Rename Folder

Add Folder
Add File
Replace

Preview

Expand
Collapse
Move up/down

Move top/bottom

QAD10425X2K2 <0000>: Separate Bills of Material by
Preduct {Detailed) -
QAD10425X2K2 <0000>: Approval Drawings (MV Panal) WI

XRA

Description
Cut a folder or document
Paste the cut folder

Rename the selected folder

Add a Product Line Folder
Add a file from a local drive
Replace selected item with another

Preview document (documents can be preview éd in XPS format
which can be edited. If the user changes a previewed document and
wants the change to be in the package. They Will first need to save
the changed document to their local PC then reload itinto the
package with the Add File or Replace feature.)

Expand the folder view
Collapse the folder view

Move by one line at a time

Move to the extreme top or bottom of order

Note: Within this tab files can be moved folder to folder by using drag and drop.
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2. Select or unselect items with the check mark box next to the item to show or hide the
document in the final package.

F-T-N

Powsring Business Wordwide
Enter Select
Job Info Documents

Configure
Package

Submit
Package

& 2

Paste Rename
Folder

“b
Cut Add

Folder

O ¥

Add  Replace Preview
File

= =

Expand Collapse

N

Actions

Job Name: ‘ Import XML Test QAD1

i [+f] Main Documents

4[5 [f] Switchboards
(=] |
(=] |

4 [ [ff] Motor Control Centers

Item: MAXFORM Vr

Literature

k.

ZW

TEMPLATE GOVERSHEET_EMEAXSLT

&[] [ Price Sheet (5

TEMPLATE:BIDPRINT_T|

m——)

EMPLATE XSLT

7 (¥ [ Sefing Policy [Std. UK T&C's)

3. External files can be added into the document package by using the Add File button.
Files will be added into the folder that is currently selected.

F-T-N

Powering Business Worldwide

Enter
Job Info

‘Configure
Package

b ._!IE

Cut Paste Rename
Folder

Add
File

(s

Replace Prg

QOrganize ~ Mew folder

0 Favorites
Bl Desktop
& Downloads

'S 4

=] Recent Places

4

ol Naire | Import XML Test %1
/

[ (] Main Dooyhents

4 [ [ff]  Switch
=]

(=4

4 [ [f] Motor Control Centers
=T

=

L ——

s
Item: MAXFORM Vr

Literature

Item: AB Shanks

Literature

© 2012 Eaton Corporation, All Rights Reserved

|

%

EIDPRIN

=) J’ Music

[&] Pictures

B videos

4

M Comnuter

3-12-15PM

7-36-37 AM

-20-2012

-18-2012 4-18-2012

3-12-36 PM
4-19-2012
7-40-03 AM

4-19-2012
4-35-23 PM

4-19-2012
7-21-44 AM

119-2012
8-36-17 AM

-19-2012 4-20-2012

8-36-27 AM

4-23-2012
8-20-12 AM

4-20-2012
10-59-39
AM

Connected to the Eaton Network

4. Select a document and click the Preview button to see a preview of that document.

E-1-N

Pawsing Business Wardide

Enter
Job Info

b _!QQ

Cut Paste Rename Rename
Folder Job

Add
Folder

Configurs
Package

(e

Add  Repl

File

File Download

Table of Con|

=)

Do you

B

=] 7]

xpand  Collaps:

~
ce Preview

Actions Display

Main Documents

Panelboards

R [¥] Proposal Letter (Narth America)
TEMPLATE:COVERSHEET_NAXSLT

want to open or save this file?

Name: ...DARD_TITLE_PAGE_20121001105727-015751.PDF
Type: Adobe Acobat Document, 352KB

From: easohsbmdgd01

I

Open Save ][ Cancel ]

9

While files from the Intemet can be useful, some files can potertially
ham your computer. if you do not trust the sounce, do not open or
save this file. What's the risk?
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Step 5: Submit the Package

In tab 4 of the documentation service, additional information may be required before
submitting the package, that information will be highlighted in red. The document
package will be created in a PDF format that will be available for download via alink
provided in an email response. If the package is less than 5MB it can be requested asa
pdf attachment in the email with the link. The document package will be available for 72
hours using the provided link.

1. Enter the email address to which the document package link will be sent to.

Additional email recipients can be added here, or the email can be forwarded after it
has been received.

E ;'l'. N Documentation Service B
@

FPowering Business Worldwide

Enter
Job Infa

Submit

. Table of Contents Enter
Package

Additional Infa

ﬁ Email Addr&:s'| you@email.com

Addifional Email Addresses: ‘ Current Selections ” Search |

[Please enter the email address(es) where you would like to send your f;) Customer Information * (o ﬁ

Email Address 2 Please enter text in the search field below and click the Search bution
to search for a customer, then select a result from the list below, or

Email Address 3 manually enter the customer information in the fields below.

Email Address 4 Search | Search

The emsil you receive from the Documentstion Service will include & link to the final document Vista ID Company Name City

format. In addition, you can receive the final document as a PDF email attachment.

D = "
.\:‘- Final document as link only.
':_:' Final document as link and as a PDF email attachment.

Filter results by Country: - ‘
Vista ID:
Recipient Company Name *
|

Connected to the Eaton Network

© 2012 Eaton Corporation, All Rights Reserved

If the tab is marked by a red asterisk, fill in the fields highlighted in red under the
Enter Additional Info tab (these sections can be collapsed by clicking on the arrow
button).

E ;T.N Documentation Service B
Q@

Fowering Susiness Worldwide

Submit
Package

. Tabls of Contents Enter
Additional Info

(v) C}lumer Information *

|' Cu;nlSelsdmns || Search ‘

Please enter text in the search field below and click the Search button
to search for a customer, then select a result from the list below, or
manually enter the customer information in the fieids below.

Please enter the email address{es) where you would like to send your

Email Address | you@email.com
Additional Email Addresses:

Email Address 2:

Email Address 3:

Ermail Addrase A Search:| | Search

Click the Submit button.

Note: If the submit button is grey and unavailable; information may be missing from
the previous tabs. If information has been entered in the past, Bid Manager will
attempt to auto populate the fields when text is being entered.
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Table of Contents & Enter Additional Information Tabs

The Table of Contents tab shows the documents that will be
included in the package and the order that they will appear.

The Enter Additional Info @ oo Enter .
) Additional Info

tab is where customer

information, proposal letter

(3) Customer Information *

[} ;u Proposal Letter Recipient *

recipient, and sender First Name = 1 |
information is required to be | " 2= |
entered. The final document S
will be populated using this L:T"
information. Collapse and sadress 1°
expand the information """rz
sections by clicking on the stats =
arrow next to them. . Z':“:B:
4 Dk

In the Customer Information area, Bid Manager imports the
customer information that was selected when the job was
created. To populate the customer information fields with an
imported customer, click on that customer name from the list.
To add new customer information to the document package,
click on the Search tab within that area.

. Table of Contents Enter
Additional Info

Geothermal Facility Yukon1

Main Documents
Proposal Letter (North America)
Title Page (Proposal)
Table of Contents (Standard with Page Numbers)
Selling Palicy (25-000)

Panelboards
Separate Bills of Material by Product (Detailed)
Item 0011 {Approval Dravings): P4D250LTAHOL
Ttam 0021 {Approval Dravings): P1A225LT42AH01

Dry Type Transformers
Separate Bills of Material by Product (Detailed)
Ttem 003 (Approval Drawings): W48M28T7SEE

Closing Documents
-- No Documents Specified --

. Table of Contents Enter
Additional Info

‘ Current Selections " Search |

i) Customer Information = -

Please enter text in the search field below and click |
to search for a customer, then select a result from th
manually enter the customer information in the fields

Search |

VistalD  CompsnyMeme  City

Filter resuits by Geography: | (unfiltered)

Vista ID:
Recipient Company Name *

Address:
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Email Response and PDF Document

The email response from the submitted document request will include a link where the
document is available for download for 72 hours. This link can be forwarded to any

desired recipient.

LA180928X2K2-0000 Bravo Business Park FullBid 20121001-120727.PDF

This is an automated message; please do not reply to it.

I:J ManualMotification@eaton.com

P
i | = 4 # |+ Bid Manager Document Service LA180928X2K2-0000_Bravo_Business_Park_FullBid_20121001-120727 PDF - Message (H... (= [ B ]
File Message Developer Add-Ins & g
@y Ignore x 3 W $ E Meeting (23 Move to: ? %3 [ Rules - kj Mark Unread a% 34 Find [ ﬁ:
— E?IM - fgp To Manager o o _‘;F_l OneMote E Categorize - % Related ~
&Junk ~ Delete Reply Reply Forward y Z i Move Translate Zoom
All <5 More » | |3 Team E-mail T v  [2] Adtions = ¥ Follow Up ~ - L Select ~
Delete Respond Quick Steps x Mave Tags Fl Editing Zoom
bl From: ManualNotification @eaton. com Sent: Mon 10/1/2012 12:08 PM
To: -
il Cc
Subject: Bid Manager Document Service LA130928X2K2-0000_Bravo_Business_Park_FullBid_20121001-120727.PDF
; : £
Your request documentation has been generated. The links are good for 72 hours, please save the files for vour records. ™

R -

Note: The PDF file will contain bookmarks and a table of contents if selected in tab 2.

Quick Print

When a full document package is not needed, a Bill of Material or Product Drawings can

be quickly printed with the Quick Print tool.

1. Select an alternate to quick print.

2. Inthe Home top tab, click the Quick Print button.
4
Qluick
Print =

3. Enter your email address in email field.
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4. Select the type documents to print.

Note: The level of detail for the Bill of Material can be selected in the My Account
settings.

e Huron Landing - LA7T80318X3K1 B P9
E-T-N =

Powering Business Worldwide

Home Lyt =

e ] 2 E
' (= x y /AN
Edit Save Reload Duplicate Assign Delete Document PDAS
Items Job Job Service
=] e Job Email Address
(. i jo ton.com
| Quervisw = W180318X3K1 Created: 3/18/2013 8:23 AM o |
I - H uron La n d n g = ﬁ Options: Reporting Altemate: 0opt  Editing
ms
Job Owner: JASON (1 Bom
Properties r Approval Drawings
Customers 0000 - Base iz & BOM + Approval Drawings ==t
:Marloet — Created: 3/18/2013 8:28 AM Updated: Sales Total Net Price: $1,080.73
Alternate. Creat] A}' uso
:Nm = | (/0001 -Jason ) _
Created: 3/18/2013 9:21 AM Updated: : Sales Total Net Price: 5324 22
Documents (1)
Sharinn

5. Click on the Quick Print button.

6. Check your email for the .doc (Bill of Material) or .pdf (Product Drawings) file.

Set Defaults for Displaying Pricing in Document Package
1. Inthe Home screen, click on My Account.
2. Click on the Document Formats tab.
3. Select the document format defaults in the drop down menus.
4

Click Save.

E;‘[.N My Account

FPoweiing Business Worldwids

| ©@

=[w] s

| My Information || Motifications || Job Defaults || Document Formats |

Document Formats

Quick Print Pricing | Mo Pricing Information |

Quick Print BOM Level | Detail hd |

Document Service Pricing | Mo Pricing Information |

[ sme [ conon |
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Distributor Request For Authorized Price

Users may need to adjust pricing below authorized minimums (shown in the minimum
multiplier column). Use the Request Authorized Pricing process to obtain approved
pricing before placing an order with the lower price.

Procedures in this Job Aid:

e Adjust Multipliers

e Request Authorization

e The Review Process

e Accept Authorized Price

Step 1: Adjust Multipliers

1. Navigate to the job and select an alternate.

L -3
=
Edit
Items

2. Click on the Edit Items button in the Home toolbar.

3. Change multipliers in the Customer Multiplier column.

Step 2: Request Authorization

1. Click on the Request Authorization button from the Pricing top tab of the Edit ltems
toolbar.

| i

Request
Authorization

2. Verify the job information and select Competition, Sales Rep, and End
User/Contractor.

Customer Request For Quote
Shively Regional Hospital DOLB0221X3K1 - 0000

@ Please provide infermation about the job.

My Email* | EAlecrim@ces-us.net | Competition | SquareD hd |
. End User/, [ |
Sales Rep™ | SAM FAYLO hd | Contractor ﬂ| CARTER ELECTRIC v |

— » Please explain why you are requesting lower levels.

Notes | This is a strategic job that could lead to winning more bids,|

Send || Cancsl
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3. If necessary, click on the search button IEI to find an End User/Contractor.
4. Select a recently used customer or search for a new one.
5. Select a customer from the list on the left side and click on the arrow to move itinto

the column on the right.

J' Recently Used || Search |

“Selected Customen/Distributor

Click on the customer then click ™ to add to customer list
[ HD SUPPLY ELECTRICAL CHARLOTTE NC
MISC WESCO () DSTRB PITTSBURGH PA 019534 Purchasing Entity
025045 End Customer
Mizcellaneous Customer
P35164 End Customer
SMITH BROS SUPPLY CO
030021 P ing Entity ( \
SMITH ELECTRIC OF CHARLOTTE
003088 End Customer i
SMITH ELECTRIC SANTA MARIA CA
010136 End Customer ~ J

6. Type an explanation in the notes section to tell the product line why the special
pricing is needed.

7. Verify all the information is correct and then click Send.
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Step 3: The Review Process

An Eaton sales representative will review the authorization request. A customer can
monitor the authorization status with the Price Request Management view or by viewing
the alternate in the job.

Check the Status of the DRFQ

1. Open the alternate and view the status icons next to each item.

E 'T‘N Shively Regional Hospital - DOL60221X3KT &
-|m
Powering Business Worldwide 0
Home QT ETES -~
'_ B| 1] / Deselect All Edit Paste
\] I—»d A Az} I .3 o Select All cut 3¢ Delete
Edit | Leave Save Reload Duplicate Delete Quick Document PDAS
Job |Edit Alt Job Print* Service 3 create Copy Global Changes
Documentation Order
‘GQuantity Product Code Product 1D Catalog Number Designation Total Market List Prig
4 3334 Pow-R-Line4 | P4A250LTAHO1 £3,88
Status Icon Definition
Needs Approval . Multiplier is below the value in the Minimum Multiplier column.
. I, . .
Pending Response '_ﬁ"' Requestor has sent DRFQ and is waiting a response from Approver
Response Waiting = Approver has sent a response and is waiting for Requestor torespond
Closed
Approved ﬁ Approver has approved the requested price.
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2. Or, click on the Price Request Management view on the Bid Manager home screen.

F.T-N

Powering Business Wordwide

Actions

B

Create Job

Create
Document
Package

Create ltem

Tools
Price Request My Account Screen Setup

Management

My Jobs My Team's Jobs
Shared Jobs Recent Jobs

-

4

© 2012 Eaton Corporation, All Rights Reserved

3. Filter the requests using the options on the left side of the window.

:
B

-,

—
L
Connected to the Eaton Network

E-T-N

Powsving Susiness Worldwide
Price Request Management

Narrow results by:
[Z Who sent them
(o) Me
() Company
B Status
v Pending Response
|| Respanse Waiting
[ Closed
|| cancsled
= Date
() Last 24 Hours
O Last 45 Hours

() Last7 Days
O Betwesn
24013 ([ J22

© 2013 Eaton Corporation, All Rights Reserved

Price Request Management & E
view. © Tie @ Grid m
Shively Regional Hospital, DOL60221X3K1, 0000 Detalls...
Customer Request for Authorization Sent: 2/21/2013 10:46 AM
Status: Pending Response Sent By: ED ALECRIM
Location: ORLANDO FL SALES OFFICE
Notification (]
Distributor Request for Authorization 2/21/2013 10:46 AM
Di: Reguest for Authorization has been o iafic
Number DOLE0Z21X3KT

2013

i

Note: A notification will pop up when a request is sent. Select the Grid View atthe

top of the screen to view the requests in a spreadsheet type view.
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Step 4: Accept Authorized Price
Once Eaton responds to a DRFQ, open the job to accept or resubmit therequest.
1. Click on the Price Request Management view.
2. Filter the requests using the options on the left side of the window to find the DDRFQ.
Note: Click on the Details link for more information.

3. Click on the grey job tile to open the DDRFQ. The job will open directly to the Edit
Iltems screen.

3. Click the Review Response button on the Pricing top tab to accept the approval.

g

Review

Response

4. Review the response to your pricing request. Choose to Accept the response or
click Exit to close the window. Once accepted you can then alter the multiplier and
resubmit the DRFQ if needed or submit as an order.

Accept R for Job Shively Regi I H ital : 0000
Item: Pow-R-Line4,
Requested Approved
Customer Total Met Price: $466.12 Customer Total Net Price: $466.12
Quantity: 4 Customer Multiplier: 0.12 Quantity: 4 Customer Multiplier: 0.12 |
Item: Box, Box
Heguested Approved
Customer Total Net Price: £0.00 Customer Total Net Price: £0.00
Quantity: 4 Customer Multiplier: 0 Quantity: 4 Customer Multiplier: 0
| Accept || Bt |
Status Description
Pending Response Requests that have been submitted, and are awaiting a response
Response Waiting Requests that have been responded to, and awaiting your acceptance
Closed (No Icon) Requests that have been accepted.
Cancelled These are requests that have been cancelled
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Enter an Order — Distributor (DOE)

After product configuration is completed, and the final bill of material has beenapproved
for pricing and content, order entry begins. This process will send the order to the
appropriate manufacturing facility to complete and ship the order.

Procedures in this Job Aid:

e Prepare the Alternate for Order Capture

e Enter the Purchase Order Information

e General Order Information

e Ship-to Information

e Special Shipping Requirements

e |tem Information

e Save, Exit, or Send

Prepare the Alternate for Order Capture

1. Navigate to an alternate to be ordered and open the alternate.

Note: When multiple alternates exist, rename the alternate being ordered as
“ORDER” to easily identify it in the future.

2. Confirm multipliers/pricing is correct and item numbers have been assigned in the
Edit Items screen before continuing.

3. Optionally, in the Alternate top tab, click the Validate Alternate button before going
to Order Capture.

Validate
Alternate
Enter the Purchase Order Information - Tab 1
1. Click the Order Entry button in the Home top tab.

g

Enter
Order
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Items highlighted in red are required. When all fields highlighted in red are
completed, the tab will turn green.

| order Entry 5 |
RGIEY Shipping  Item Information ~
H S %

Save Exit Submit Check
Order Order Entry Order Express Order

G . Fi Yard rt MegMumber: KEEE0111X3K1 Order Aternate: 0000 - Base ~
eorglan ower Yardma Go Number: ‘Order is managed by EatonCare 15 x
‘ Purchase Order Distributor's Customer
L Information .
- (®) Searchand Select | (232558) 3 PHASE ELECTRICAL v || “ |
General Order —
information O emervistatomper [
Shipto D End User same as Distributor Customer
Information
Special Shipping (®) Search and Select | (232558) 3 PHASE ELECTRICAL - || L |
|:F“"‘“‘““‘“ents O emervistatomper [ |
e Item Purchase Order Information
l Purchase OrderNumber || Purchase Order Dater [1/92013_|[ |

Purchase Order Amount | 1,994 01 Purchase Crder Currency | US Dollars -
Bid Manager Total Net | $1,994.01

2. Atany time, click the Check Express Order button to verify if the order can be
submitted as an express order. A window will open to show the criteria for express
orders.

Express Status

This order is NOT an Express order based on the critenia listed.
| x Order Management will process before it is sent to the Order Entry system

D Mo order entry notes are added to this order.
Total Variance on this order is not more or less 5.
Mo submittals are required from order management team.
Job type is not Champs.
Order does not require non standard products.

3 | The city, state/province, postal code, and country is not & valid combination.

Price does not exceed the limit of 100000
All products on this order are valid.

3. Complete the required fields and ensure that the Purchase Order Information is
correct before continuing.
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4. Choose the appropriate Distributor’'s Customer and End User.

Note: The default selection is prepopulated from the Customer information entered
previous on the Job. If multiple customers/end users are named there, select the
correct entity from the drop down menu. If the desired entity is not in the list, use the
binoculars icon to search for and add the entity, then select it from drop down menu.

To add a new customer or end user, click on the search button (binoculars) nextto
the drop down menu.

Order Entry

Save Exit

Georgian Flower Yardmart

s

GIME Shipping  Item Information ~

Submit
Order Order Entry Order Express Order

7

Check

MNegMumber: KEGE0111X3K1 Order Alternate: 0000 - Base
Go Number: Order is managed by EatonCare

%*©

Purchase Order
Information

General Order
Information
Ship-to
Information
Special Shipping
Reguirements
Item

Information

Distributor's Customer

@- Search and Select | (232558) 3 PHASE ELECTRICAL - | | L4 |
O enervitanumper [ ]

CJ End User same as Distributor Customer

(®) Search and Select | ({232558) 3 PHASE ELECTRICAL v | | & |
'::' Enter Vista Number I:I

Purchase Order Information

Purch Order Number® : Purchase Order Date® E

Purchase Order Amount | 1,994.01 Purchase Order Currency | US Dollars hd |

wlcecniog

General Order Information - Tab 2

Select the Documentation and Drawing Information that is pertinent to the order.
Submittals, Construction Drawings, and O&M Manuals are ordered here.

Note: This is the most efficient way to communicate with the order entry staffand
ensure that required information is delivered to your customer, so take time to
consider these options.

Order Entry

IOl Shipping

Save Exit

Item Information

H

Submit
Order Order Entry Order Express Order

___________

Georgian Flower Yardmart

>

Lo

Check

MNegMumber: KEEE0111X3K1 Order Alternate: 0000 - Base
Go Number: Order is managed by EatonCare

*©

Furchase Order
Information

General Order
Information

Ship-to
Information

|| submittals reguired from Order Management
CJ Construction Drawings required
D 0&M Manual required from Order Management

Drawing Information
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Ship-to Information - Tab 3

Auto-Populate shipping information using the Distributor or Contractor buttons in the
Shipping top tab, or manually type in the required information. All fields in red are

required.

| order Entry

Home Bt Item Information

Distributor Contractor Validate Clear Search
Address

Shipping Address

3 MegMumber: KEEE0111X3K1 Order Alternate: 0000 - Base
Georgian Flower Yardmart

%O

Go Number: Order i= managed by EatonCare
Purchase Order Job Site Information
Information
Ship-to Address Type Note: Will Advise will set all items an hold.
General Order
Information Company Name*® | 3 PHASE ELECTRICAL |
Ship-to Address® | UNIT 4 |
Information
S —— | MINTO ROAD INDUSTRIAL CENTRE |
Special Shipping
Requirements [ ASHLEY PARADE |
Item .
BRISTOL
Information City” | |
State/Province™ Postal Code® | BS2 8YW

Country* | UNITED STATES

Marks |

Y
v @

Address is NOT valid

Invalid Address Override

Site Contact Name |

| site Phone |

Shipper to call l:l hours in advance of delivery

Ship Method | Shippers Standard

-

1. For Will Advise and Will Call orders, click the Ship-to Address Type drop-down

menu and select an option.

2. Use the Validate button if manually entering an address.
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Special Shipping Requirements - Tab 4

Select or enter any special shipping requirements.

| order Entry

Home ELJER Item Information

Distributor Contractor Validate Clear Search
Address

Shipping Address

- MNegMumber: KBEE0111X3K3 Order Al te: 0000 - B
Georgian Flower Yardmart-K5660 ¢, yumser Sl pagi v 80

Go Number: Order i= managed by EatonCare

Purchase Order

Spedial Truck Regquirements
Information

***NOTE: Selections made hers may result in additional shipping charges

General Order (L] Fiat Bed [ Power Tailgate
Information
D Union Driver
Ship-to ) )
A Do Not Ship Via Carrier | |

i

Preferred Carri
Special Shipping ol = | |

Reguirements Carrier Account Number | |

Item
Information

i
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[tem Information - Tab 5

1. Modify items by selecting them from the list. Selected items will be highlighted in
orange.

Order Entry

(3 (7 R e Ml Ttern Information

N 8§ ¥

N

Set Order Required Do Not Expected Select Unselect
i I All

Selected | Selected Boxes, Hold Location Ship Date Ship Date Release Date

Item Status Order Location Assign Item Level Dates Itemn Selection
s MNegMNumber: k5660211X3K1 Order Alternate: 0000 - Base
GEOthe“ J lal FaC]Ilty YUkon1 Go Number: Order is managed by EatonCare - 0
AAIEEEERET Order Level Dates
Information . - "
Reguired Ship Date Do Mot Ship Gefore Date Expecied Release Date
General Order 3/11/2013  |@ | |m| | |n|
jnko Item Level Information
Shitios tem Product 1D Designation  Item Standard Reguired Do No
Information Number Status Ship Date Ship Date Before
Special Shipping 0011 Pow-R-Line4 Hold
Bequirements 0018 Box Box Release
‘ Item PowR-Lineta Hold
L it 0028 Box Box Release
0021 Trim Trim Hold
003 Dy Type Transformer Release

Note: To select multiple items at once, press CTRL on the keyboard and click on
additional items. Additionally, use the Select All or Unselect All buttons in the Item
Information top tab.

2. Once the desired items are selected, use the options from the Item Information top
tab to change their shipping parameters.

3 T S Tl Ttemn Information

-

J L 0| 5|9 S N (7

Ship Hold Ship Set Order Required Do Mot Expected Select Unselect
Selected Selected Boxes, Hold Location Ship Date Ship Date Release Date All All

Itemn Status Order Location Azzign Item Level Dates Itemn Selection

3. Select an item(s) to change the hold status and use the Item Status buttons in the
Item Information top tab. If choosing to hold items, make a selection from the window
that appears and click OK.

| Reasen For Hold

Please select the Reason For Hold:

EatonCare to provide Submittal b

Cancel || Ok

J v @

- =

Ship Hold Ship
Selected Selected Boxes, Hold

Note: Item status will automatically be assigned a ship date unless there is areason
for holding (e.g. - submittal drawings).
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4. Select a location from the drop-down selection in the window that appears. To
choose a specific location for an item to be ordered from, select the item in the list
and click the Set Order Location button in the Item Information top tab.

| order Location

Flease select the Order Location:
| b
— |:| Check here to clear the order locafion for the selected items

J [ cancet | [ ox

Set Order
Location

5. Assign key dates to an item by selecting it from the list and clicking one of the options
from the Assign Item Level Dates button grouping in the Item Information top tab.
Select a date from the window that appears.

Required Do Mot Expected
Ship Date Ship Date Release Date

) Assign Item Level Dates
Reguired Ship Date

Please select the Required Ship Date:

e im] il

4 October, 2012 »
(] Check heret Su Mo Tu We Th Fr Sa
1= Ere 10|
* w 1 23]+ 5 &
7 8 k] 10 1" 12 13
[ cd
— 14 15 16 17 128 119 20
2 2 B 24 % % ;W
22 29 3 M 1 2 3
4 5 & 7 8 9 10

Save, Exit, or Send

1. Click the Save button from the Home toolbar to save the order information.
Save
Order’

Note: The information will be saved and available next time you click on the Order
Capture button in the alternate.

2. Click the Exit button to exit the order capture process.

.3

Exit
QOrder Entry

Note: The order will not be captured if exiting. A prompt will appear asking to save
the information before exiting.
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3. Click the Submit Order button to place the order; the order will be sent tobe
processed immediately.

After the Order

After clicking Submit, an email will be sent to confirm the order. In addition to an email
notification, a box will appear on the lower right corner of the Bid Manager screen.

The Order Status View will automatically open to show the job status.
E 11." Order Status Viewer B
- @

Powsving Business Worldwide

Order Status Viewer view: @ Tie @ Grig

Filter Results By: || Geothermal Facility Yukon1 Details...
B Search Text GO # SHUDDB2569 Crder Entry Date: 2/11/2013]
Enter some text in the field below. This Neg Number: k566021 1X3K1 Required Ship Date: 3/11/2013
text will be used to search General Crder Status: Waiting PO Amount $9,501 85|
numbers, Negotiation numbers, and Job.
Names.

\ \
E Order Entry Date

(2} Last7 Days

() Last30 Days

() Last0 Days

() Between
[owawrs [z |

Required Ship Date

coooEeR

B Visibility

() Orders | Own

() Orders | Entered

() Both Wotification [
Bl Status ‘Order Processing Finished 2M11/2013 3:08 AM

(o) an Job KSBE0211X3KCT, ordar number SHUOOBIEES, has been acoepied and sent

O Success | axpress fo VISTA

% feied B Order Details

Checked Out =
" | Geothermal Facility Yukon1
Status: Success Neg Number- k586021 1X
Filter GO # SHUDDE2563 Bid Dale: 2/2112013

€ 2013 Eaton Corporation, Al Righis Reserved

When you go back to review the job the alternate that was ordered will now have an
order icon on the alternate bar.

E 41." Goodberry's Frozen Custard : SLAD062683 @
-
Fowsting Gusiness Worldwide 0
Home SR -
> ~ S
=l — E |
& £/ L W g %

Edit Save Reload Duplicate Assign Delete || Quick Document PDAS Assign View || Deselect Select Create Edit Cut Copy Paste Delete Global u

Items Job  Job Print = Service Order Number Order All All Changes
Documentation Order
‘ Overview (] Meg# T8140219X3K1 Reporting Alternate: 0000 N )
T - GOOd berry S Frozen CUStard GO # SLADOG26E3  Job Owner: T314 (JERRY WARREM) Editing | =
ms
Created 2/19/2013 8:53 AM ‘Ordered on 2/25/2013 10:53 AM
operti [
uso
@ 0000 = Base Alternate Creator JERRY WARREN '
Created: 2/19/2013 %:05 AM Updated: 2/19/2013 9:05 AM Sales Total Net Price: £2,464.11 J
Market Data
Alternate Creator CARC "ARSC usD
0002 - Parsons - the best alternate =™ L PARSONS
E (Created: 2/19/2013 11:30 AM Updated: 2/19/2013 11:30 AM Sales Total Net Price: $0.00
Documents
Sharing
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Add Non Eaton Item
(Distributors, Representatives, and Customers)

Non Eaton items can be included on a Bill of Material for quoting purposes. The item
must first be added to the catalog. Once an item has been added to the catalog it canbe
added by selecting to add a Standard Product from the Product Configurator.

Procedures in this Job Aid:

e Create the Non Eaton ltem

e Add Non Eaton Item to Job (Listed by product line)

Create Non Eaton Item
1. Click the Non Eaton Products Tool from the Tools section of the a

Bid Manager home page.

. . . . Non Eaton
Note: If the icon is not on the home page, add it using the Screen Proshict: Teiol

Setup icon.

2. When the Maintain Non-Eaton Catalog Numbers page loads click the Green plus
sign in the upper right corner of the screen.

E ;'[.N Maintain Non-Eafon Catalog Numbers &
Fawering Business Worldwids —— 0

Manufacturer .

Product Line hd

Product ID -

Catalog Number Drescription Unit List Price Book Multiplier
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3. Type in all the required information and click Save.

E n'[." Maintain Non-Eafon Catalog Numbers &3
Plb-w{ng Business Warldwide o |
Manufacturer .l
Product Line -
Product 1D -
Catalog Number Description = Unit List Price Eook Multiplier /.
poss7m [Non Eaton ltem 1200.00 1
B Manufacturer GE [Product Line | L'VA [Product 10 12345
Catalog Number | z0857fh Unit List Price| 1200.00 Book Multiplier | 1
Description Mon Eaton Item|

4. The new item will appear in the Catalog list.

E ‘1 .N Maintain Non-Eaton Catalog Numbers &

[}

Fowering Business Worldwide 0
Manufacturer Ke1= - = J v
Product Line KV -

Product |D k&% -
Catalog Number Description = Unit List Price Book Multiplier
0857 Nen Eaton ltem 1200.00 1.00

Add Non Eaton Item to Job
Non Eaton items can be added to an alternate using the Standard Product takeoff.

1. Click the Create icon in the Product icon group.

E:T°N Magnum Switchgear : T8140201X3K1
Powering Business Worldwide 0

r Deselect All ] Edit Paste

. o Select Al - Cut 3§ Delete
Save Reload Duplicate Assign Delete || Quick Document PDAS :
Job  Job Print*  Service o Copy & Global Changes

Edit Mode Documentation Product

[ Overview ‘ 0000 - Base ¥ | Cumency: USD “Reporting Alfernate

e m Status  ltemNumber  Quantity  ProductCode  Product ID Catalog Number Designai|
| Properties . ) 1 B417M Automatic Transfer Switches ~ ATVIMGA33200ESU
| customers 1 BNB1 Ampgard MVC
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2. Select Standard Products from the item category list, and click the Green Plus Sign
on the Standard Product TakeOff.

E:[.N Creafe New lfem B

Powsring Business Worldwide 0

Select Product Configurator |op VA |

Foa

[] Favorites

[ Frequently used

[ Recent

[ Search Results
Circuit Protection
‘Commercial Distribution
[ IEC Products

[ Logic Control, Operator Interface and |
[ Motor control and protection

[ Mon-Standard Products

[] Power Distribution and Control Assem "
[ Power Quality Products

Standard Froducts

[ Residential and Light Commerci
[ Sensing Solutions

j’ |
' [-] Standard Products

3. Non Standard Items are listed by Product Line. Click the drop down menu to findthe
product line the Non Eaton ltem was added to, then select the item in the Catalog
table and click Add to List.

¥ il

Note: Recently added items will appear at the bottom of the list so they can be found
easily.

4. Once the item has been added the Quantity can be updated. Once the quantity is
correct click Save in the ribbon bar.

E A'[.N Standard Products B8
Plh-wcmg Business Worldwide 0

Home
/|| Neg#: K3BB0122X3K2 || Total Price: 1,200.00
TEEREE
New Save Save Report
New aBug
File Job Price
@' Browse 'Q' Search
‘Product Line [ Lva - | ’
Product 10 [ 12345 v
Catalog Number Description List Price
z0857th Non Eaton [tem 1,200.00

' Add to list : Elect items from list or enter I:l X + Remaove from list
—_—

List Of Catalog Numbers to Add to the Job

Product |D Qy Catalog Number Product Description List Price Ext Price: Designation
12345 1 z0857fh Mon Eaton Item 1,200 .00 1,200.00
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