VENDOR PORTAL INTRODUCTION

GENERAL INTRODUCTION TO THE JETRO/ RESTAURANT DEPOT VENDOR PORTAL

ETRO

CASH & CARRY

https://www.jetrord.com/vendorsportal

Overview

The website is designed to provide vendors access to their payment history and open
invoices with Jetro/Restaurant Depot.

This site will provide the following basic information for all vendors:

« Open Invoices — These are invoices accepted for payment by Jetro/Restaurant Depot that have
not been paid.

* Checks w/Remittance Details — These are check or EFT payments made to your accounts, with
the ability to retrieve the details related to the check. You can review the invoices applied to the
check, as well as any remittance details applied.

Using the site for the first time
The home page on the site is very simple.

There are two basic steps you need to follow to begin using the site:
1 - Register (or login in with Facebook or Google+)

2 - Assign Accounts to your profile page 1




https://www.jetrord.com/vendorsportal

Step 1 - Register directly with an e-mail address

Access to the site will require you register a valid e-mail with Jetro/Restaurant Depot.
If you have not setup an account, you can click “Register” on the menu bar.

The registration process is similar to many commonly used registration procedures.
You'll be prompted for an e-mail address and password:

Register

Craate & new account

Emadl
Pasaward
Confinm passward

Regisier

After entering the information, you will see an e-mail verification screen.

E-Mail Verification Message Sent

Flease check your email and confim your email address

An e-mail has been 5en D you
Flease check your e-mail for a confirmation noftice. Once your e-mai has been confinmed, you will be abie i g info he sibe

Optional - Login with Facebook or Google+
If you prefer, you can use your existing Facebook or Google+ profile to login. To do this, click the
“Log in” link on the menu bar, then select the appropriate service.

Log in
Leg into your account to access your information. Use another service to log in.
Email ;‘Gmu& l'i Fascebel
Paszword

RemeEmber me?

Login page 2
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Optional - Login with Facebook or Google+ (Cont.)

You will be re-directed to the appropriate service provider to authenticate your account. Once
you follow the instructions by the authentication provider, you will be asked to enter in the e-
mail you want to register the account (sample screen shown below).

Register

Associate your Facebook account,
Association Form

You've successfully auhenticaled with Faceboak. Please enler a user name for This sile below and dick the Regisier bution fo finish logging in

Email

Regisier

& 2015 - JelisResiaurant Depol

After you register an e-mail address, you can log in using your desired method.

Step 2 - Assign Accounts to your profile
After you have logged in, you will see an empty profile screen.

My Profile

Jatro/RD Account Numbers

Mo JetreiRD vendor ao0ounts associated with Mis login

You now need to map your e-mail account with our vendor/payee ID information.
To do this, you will need a recent invoice paid for by Jetro/Restaurant Depot.

Click “Accounts” and select the link “Add Jetro/RD Account”.

This will display the “Add an account” screen.

Add an account to your profile

Enter the details of one of your recent invoioes 1o look wp the onmect vendor acoount numiber

IMPORTANT: Many of our langer vendors may hae mone than one JetrodRiD account sefup n our systems. H you ane not seeing all of
your indcernation, try leaking up a vendor using the missing invoice information.

InvoicEs 1235678
Date A0S
Amount 12345678
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Step 2 - Assign Accounts to your profile (Cont.)

On this screen, you need to key in the information from a recently paid invoice.
* Invoice# - This is your invoice number
* Date — This is the date of the invoice

» Amount - This is the original amount of the invoice

After you enter this information, click the “Search” button. The site will look up the Jetro/RD
account information and show you a confirmation screen.

Payee ID Mame
2650 MESTLE U3A A to profile
Seach Again

Click “Add to profile” to add the found account number to your e-mail profile.

Many large or national vendors may have more than one
account assigned to them within Jetro/RD. If after you load this
information you're not seeing all of your information,
try adding another account to your profile
using the missing invoice information.
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Using the site
Basic info on using the site after you've created your profile.

Menu Bar
The menu bar at the top of the page provides the basic navigation functions.

ﬁ Contact Search Invoices Accounts Hello Demo@Jetrord.com! Log off

* The home icon will take you to the home page.

« Contact” will bring you to a contact form, where you can send a note to the Jetro/RD clerks
responsible for your account.

« “Search” provides a basic search function, allowing you to search payments made to you.

* “Invoice” allows you to view all open invoices with Jetro/RD.

+ Accounts” allows you to manipulate the Jetro/RD payee ID’s assigned to your profile.

Home page

After you've setup your profile, the site landing page will change when you log in.
The site retrieve the last 10 payments made to you, as well as the last 10 approved
outstanding invoices available for payment.

The home page will have three areas:

* Notification Area
+ Last 10 payments to you
« Last 10 Open/Unpaid Invoices

Notification Area

If your Jetro/RD account administrator needs to send you a message, they may do so by
sending you a notification on your account. The notification will appear at the top of the
screen, before your account activity information is displayed.

Account Information - NESTLE USA

Summary overview of your account status with Jetro/Restaurant Depot

Account Message - Posted: 4/15/2015 @ 9:57 AM

This is a test.

page 5



Last 10 Payments
The last 10 payments made to your account(s) are shown, with drill downs to the check
information. NOTE: The below sample is omitting the check amounts for privacy purposes.

Last Open/Unpaid Invoices

Introduction to Jetro/RD Vendor Portal

https://www.jetrord.com/vendorsportal

Last 10 Paymeants to you

Payee ID
29659
29659
29659
29659
29654
29659
29659
29659
29659
29659

Name

NESTLE LISA
MESTLE USA
MESTLE USA
NESTLE LISA
MESTLE USA
MESTLE USA
MESTLE USA
MESTLE USA
MESTLE USA
MESTLE USA

Check Date
1773 42002015
61362 A1B2015
61167 ANH2015
B0oa2 4142015
BOTTS A 2015
60573 412015
60366 AH205
BO1ET 48R0
59772 462015
59331 Ar220M5

J CASH & CARRY =

The last 10 open invoices approved for payment received by Jetro/RD will be displayed on the

home page for your reference.

Last 10 Unpaid/Open Invoices

Invoice

9412716399
9412277338
9412526505
9412543328
9412576896
9412652398
9412652404
9412664151
9412664152

9412713868

A sample of a full home page looks

Date

4/18/2015
4/18/2015
4/18/2015
4M18/2015
4/18/2015
4/18/2015
4/18/2015
4/18/2015
4118/2015

4/18/2015

PO

80718152
16338491
16126486
16735515
80640284
17141459
19468337
80345031
87445247

11248596

something like this:
——————— -

Account Information - NESTLE USA

Summary averview of your account status with Jetro/Restaurant Depot

Account Mecsage - Posted: 41152015 @ 57 AM
This |5 atest.

Last 10 Payments fo you

Payes 1D Hame Check
29555 NESTLE USA 61773
29550 MESTLE USA 61362
29658 NESTLE USA B1167
20850 NESTLE USA B0S82
20550 MESTLE USA 607D
20550 MNESTLE USA 60573
29655 NESTLE UsA £0366
20858 NESTLE USA B0167
20858 NESTLE USA 72
29555 NESTLE USA R

Last 10 Unpaid/Open Invoices

Imvalce Duip

412746309 AN8201S
412277338 4820
412526505 418315
12543328 4E2NS
S412578808 4208
9412652305 4182015
9412652404 41820S
12854151 &1azMS
Mi2e84152 4152018
412713865 412015

Date
4202015
ANEIIS
4na01s
4n4nos
413015
4102015
492015
4205
482015
4zRMs

PO

B0T18152
16333881
16125885
16755615
BOB40284
7141259
19488337
B340
BT445247
11248596

page 6



Introduction to Jetro/RD Vendor Portal
https://www.jetrord.com/vendorsportal

Search Function

JET

CASH & CARRY

Once your profile is properly configured, you can search the Jetro/RD payment history. The

search function allows you to search by check number or by your invoice number.

Search Payment History

Search for payments issued to your account(s)

Search method: Search for:

Check Number Search

™

Check Payee ID Name

47T 9neRn MECTI E 1ICA

Amount

4402070 24

Invoice Number Search

To search for the payment history to find the check payment made against one of your invoices.
To do this, change the “Search method” to “Invoice Number”, then enter in your invoice number.

Search Payment History
Search for payments issued to your account(s)
Search method
Invaice Number _v|
Search for
Q40472 TAGE
Search
Check Payee ID Hame Date
GOT 9 29659 MESTLE USA 432015
Fage 1 of 1

To see the details, click the link on the check number. This will direct you to the check details

screen.

Check Number Search

To search for the payment history to find a specific check, set the “Search method” to “Check

Number”, then enter in the check number.
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Check Details
To view a check details, click the check number to view the details. This will direct you to details

of the check.

Check 61773

Vendor 28659 - NESTLE USA
Chesch Dt 47200005 1300 00 AM

@Eoel L CEV

Chack G1773 - Summary of invoices paid by thes check

Inrv oace Date (v ] Remiftance Invoice Amount Discawnts Met Amount Link

The following information is shown for each check:
* Invoice — Your invoice number paid with this check
* Date — The invoice date
* PO - The Purchase Order associated with the Invoice
* Remittance - If a remittance advice was applied against the check, a link to view the
details is shown here.
* Invoice amount — The original amount of the invoice
* Discounts — If a discount is applied to the invoice, it is shown here
* Net Amount - This is the invoice amount minus any discounts
» Link — If there is image information related to the remittance advice, you can click this

link to view the image document.

Remittance Advice
Vendor 29659 - NESTLE USA

Woucher N17B20

@Ewl Aoy
Rermllance Advcia Dilaels
Item Descriptan aty Cost Amsount
-------- ADMINMISTRATIVE SURCHARGE 0 uoo 000
1 25,00 [525.00)

INVENCE ADJUSTMENT FLND
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Invoices
This screen gives you quick access to open/unpaid invoices received for payment.

Open Invoices
Listing of outstanding invoices awaiting payment

@®Excel & cCsV

Listing of Open Invoices for your account

Fayee ID Name Invoice Invoice Date PO Amount

nnnnn AU B Fa¥ B Eaterd Fatal FRE T ATt 1 OOT a0l e B4 c A T

Export Functions
All of the details screens offer the ability to export the displayed results to Excel or a CSV file.

LNECK UAled: 4/£2W2UT0 T2

@ Excel X CSV
A

Export Functions

Simply click “Excel” or “CSV” to download the results in the appropriate format.
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