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1.0 Approving & Rejecting Purchase Orders (For the Vendor)

The Vendor will receive a Trinity Rail Purchase Order Notification Service email notifying him/her that the
PO is ready to be reviewed and accepted/rejected.

Note: Before Accepting or Rejecting a PO, you must review and save or print the Purchase Orders.

Complete the following steps to approve or reject a PO:

Step Action
1 You will receive an email Notification from the Buyer. (See Figure 1.0 below)

= FW: Trinity Rail - Purchase Order Hotification Service - Message (HTML) q

Eile Edit Yiew Insert Format  Tools  Actions  Help I

-

Coreply | uReplytonl | GCFormard S Bz | v Y X 4 - - 8 3

From: Billy Fuller Sent: Mon 71702006 7122 AM
To: Arnetka \Wright
S

Subject: P Triniby Rail - Purchase Order Motification Service

Trinity Rail - Purchase Order Notification Service

This email 18 to inform wou that the following Purchase Order is ready to be rewiewed:
B884758-01

. n
<’§T:1]jck Here To Review Pruchase OD
\

MOTICE: This e-mail message and any attached files are for the sole use of the addressee and may contain
confidential or privileged information exempt from disclosure under law. If you receive this e-mail in errar,
please delete it and any attachments immediataly. Recipient admowledges that opening e-mails and
attachments is at Recipients zole ris.

Figure 1.0 Email Notification Sample

2 To review a Purchase Order, Click the Link (Click Here To Review Purchase Orders) in the
email, which is highlighted in blue. (See Figure 1.0 above)

Note: The Vendor Purchase Order Notification System window will open. (See Figure 1.1
below) To view the User’s Guide, click the Link for the User’s Guide, which is highlighted
in blue. (See Figure 1.1 below)
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3 Click the Purchase Order Number highlighted in blue to review the details. (See Figure 1.1
below)

# Trinity Industries, Inc.

ABSOLUTE CRANE SERVICE INC
Vendor Purchase Order Notification System

User's Guide

e Date
G 11972008 -

&
=

[
a

335970-00 21412008 Reiect
335971.01 2/4/2008 Reject
335998-00 21712008 Bocept | [Reiect
336613.00 5/5/2008 Reiect

Please print or review the purchase orders and their attachments prior to Accepting or Rejecting them.

Purchase Orders are available to review as an Adobe Acrobat PDF file, by clicking the links above.

Click the vellow icon to get Adobe's free Acrobat Reader. Get ﬁtm t/&"l

Figure 1.1 Vendor Purchase Order Notification System

4 Review the PO to ensure that you agree to content. Save or print the PO by using the icons
below. Click the X to close the PO window. (See Figure 1.2 below) N\
€ DataView - Windows Internet Explorer

- 4 htps:ftrinap-dh. dorumentpartal, com/servletfdhzuid=10,206.20.6_50027_1218240897451 action=Forwardgsignes v | 5 | 45 X | [lve search ~

File Edit Wiew Favortes Tools  Help { Links

( ‘ M- B v [hpage - GEToss v
ﬂ@ 1]ts 1@ @ 100w + E o dﬂ Hring 5

i3

DATA SHEETE (MEDS) WHICH MEET OSHA w APPLICABLE ITEMS.
IIEADS! INC. PURCHASE ORDERNO. 335770 -
ORDER DATE: 1/08/08 F‘A
INSTRUCTIONS:
1| 1. involces & al other paperwcrk peitaiing 1o this order 10 be addressed o
ABSOLUTE CRANE SERVICE INC TRINITY HEADE INC
9215 SOLON C-2 MATL STOF 7225
HOUSTON TE 77064 PO BOX 568887
2. Tha By Tedit ppear cn all papecwoiic TX 752568887
{a) Purchiase order merbe (incude Apha laters)
L PFH. 281 870-3131 _ (&) Tag information, a3 shown on PO,

(e} Ship-to information, as shoan on PO,

{d) Ty Part Nurvbee, a5 shoan on FC:
(8) Shippars bil of lading rumber

sHIPTO: | 1 S -

TRINITY HEADS, INC. PLT 56 a Ty‘nsarxjpvmﬁusdihbmﬁerImludmgﬂwsebelwﬂhcnnlmulpomlednevsln shall
Thin. Tonnd SioioE corsitule 65 vl sals of the goods andfor sanvicas spacid
] below. .ﬂny:mngasm” befolwed wmawnmm cnmgamfmtmsoﬁca
11765 HWY 6 SOUTH
NAVASOTA 75-2746889
TX 77868 & b /
L J
EE BELOW = NET 0
% . PPD & AD]™ SHIPPING POINT ]
aT PART HUMEER / DESCRIFTION PRIGE |
=1
Dane [ € Internet H100% v

Figure 1.2 Purchase Order
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5 To view a PO’s documents, Click Documents. A window will open displaying them. Click
on the Document highlighted in blue to view it.
Purchase Order 335770-01 Documents
nt Type
( Cass pdf
ipg
ForFeb2007 CEW
TestConvert doc
Tracker xls
Figure 1.3 Clicking a Document to View.
6 To accept the PO, Click Accept. A confirmation window will open asking you to confirm

your answer. (See Figure 1.4 below) Click Yes if you are sure or No to cancel your selection.
(See Figure 1.4 below)

i

Trinity Industries, Inc.
2] < .

ABSOLUTE CRANE SERVICE INC
Vendor Purchase Order Notification System
User's Guide

PO# Date

335770-01 1/9/2008
335970-00 2/4/2008 e
33597101 2/4/2008
335998.00 2/7/2008 Accept | [Reect
336613-00 5/5/2008 Accept | [Reiect

Please print or review the purchase orders and their attachments prior to Accepting or Rejecting them

Figure 1.4 Accepting the PO

-

VBScript: Vendor Purchase Order Notification System

are yoursure you wank bo Accept PO 335770-017

Please review the PO and all attachments before accepting it.

Figure 1.5 Accepting the PO confirmation Pop-up Box
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7 Enter your Name, Telephone Number, and Click Accept. (See Figure 1.6 below)
Accept Purchase Order 335770-01

First Mame:
Last Mame:

Telephone Number:

Figure 1.6 Entering Your Name and Telephone Number Confirmation Box

8 To reject the PO, Click Reject t. (See Figure 1.7 below) A confirmation window will open
asking you to confirm your answer. (See Figure 1.7 below) Click Yes if you are sure or No to
cancel your selection.

,"“"' Trinity Industries, Inc.

ABSOLUTE CRANE SERVICE INC
Vendor Purchase Order Notification System
User's Guide

BO# Date

33577001 1/9/2008 Accept( | Reject
335970-00 21412008 (Accept |
335971.01 2/412008 Accept | [ Reject
335998.00 212008
336613-00 51512008 Accept Reject

Please print or review the purchase orders and their attachments prior to Accepting or Rejecting them.
Figure 1.7 Rejecting the PO

-

fﬁgcﬁﬁt‘} Vendor Purchase Order Notification System

=}

ot
4

Are wou sure you wank ko Reject PO 335770-017
Please review the PO and all attachments before rejecting it,

Figure 1.8 Rejection Confirmation Pop-up Box
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Enter Your Name. (See Figure 1.9 below)

- Reject Purchase Order 335770-01

Reason for Rejecting: ;u’."’.‘*_é_e-@aﬁéasnn -*_*:_i'\; ;

Comments:

(Reeet) (Cancel)

Figure 1.9 Entering Your Name

10

Select a Reason for Rejecting the PO from the drop down list. (See Figure 1.10)

Reject Purchase Order 335770-01

Your Mame: |

@easun for Rejectiaal" *** Select Reason *** |

** Select Reason ¥
(Frice

.[Pate

Cumments.g ot
[FCuantity
[IDther

Feject Cancel

Figure 1.10 Reason for Rejection

11

Enter Comments and Click Reject. (See Figure 1.11)

Reject Purchase Order 335770-01

Your Mame: |

Reason for Rejecting: |

Comments:

(Foee D Cones)

Figure 1.11 Entering Comments
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2.0 Troubleshooting (For the Buyer and Vendor)

The following section is designed to assist in troubleshooting some common issues that may arise when
approving, rejecting, and viewing the history of purchase orders. If the below solutions do not work, please
call the Trinity Helpdesk at 214-589-8817.

Troubleshooting Steps

Issue: Cannot click on the link in the email.

Solution: | Verify that your email settings are opening the email as HTML or as a web page. If this does not
work, call the Trinity Helpdesk at 214-589-8817.

Issue: Did not receive the email.
Solution: | Try the following steps, if they do not work, call the Trinity Help Desk at 214-589-8817.

1. Check your Spam Filter to make sure the email is not being blocked.

2. Check to see if your company’s email system is down.

Issue: Cannot view the PO once you have accessed the web page.
Solution: | Try the following steps, if they do not work, call the Trinity Help Desk at 214-589-8817.

1. Have you previously Accepted or Rejected the PO? If yes, contact the Buyer and request
that PO be resent.

2. Verify that your Pop-up Blocker is turn off.
3. Clear the Cache.
4. Make sure your Adobe Acrobat version is up to date.
5. Do a Ctrl + Click once using your mouse to see if the PO will open.
Issue: The confirmation and name entry screen does not appear when Accepting or Rejecting.

Solution: | Try the following steps, if they do not work, call the Trinity Help Desk at 214-589-8817.

1. Make sure you are using Internet Explorer as your browser.

Issue: Vendor cannot enter their name when accepting the purchase order.
Solution: | The Vendor’s browser must be set to trust the PONS website.

To resolve this issue, the Vendor must complete the following steps:

Click the Security Tab.
Click “Trusted Sites” and then click the Sites button.

1.  Open the browser.

2. Click Tools.

3. Click Internet Options.
4.

5.
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F\Iﬁter net Options ' b

[ ity | Privac I e | I,
:__General Security | Privacy | Conterk | Connections | Programs || Advanced

Elelect a zone ko view or change seu:uri_lg}f settin_g_s.

@ 9« v 0

Inkernet Local intranet  Trusted sites  Restricted
sikes

Trusted sites : :
| Sites |

-r'j? This zone contains websites that wou

v krust mok bo-damage yaur compuker or
wour Files,
You have websites in this zone,

Security level for this zone
Bllowed levels Far this zone: Al

Medium

- - Prompts before downloading potentially unsafe
| cankent
=l - Unsigned Ackivey contrals will not be downloaded

‘ Custom level... Diafault level

[ Reset-all zones bodefault level ]

[ oK ][ Cancel ] Epphy

The following box should appear. (If not, another box will display. Click the OK button of that

box and it should take you to this screen.)
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=

Trusted sites

A7 You can add and remave websites From this zone, All websites in
gf this zone will use the zone's security setkings.

Add this wehsite ta the zone:

Websites:

=

[#|Require server verification (https:) For &l sites in this zone!

Close

6. Uncheck the “Require server verification (https:) for all sites on this zone” check

box.

7.  Type in http://www.trinityrailcar.com in the “Add this website to the zone:” box. (It

might already be displayed)

-

\Tr usted sites

A7 You can add and remave websites From this zone, All websites in
s,/ this zone will use the zone's security setkings.

Add this wehbsite ta the zone:
| hkkp: e trinibyrailcar ., com

Websites:
=l

[ |Require server verification (htkps:) For all sikes in this zonei

Close

8. Click the Add button.
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