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Logging Into eOffice

To login into your ePaperless Office account from your supplier and view all invoices,
payments, statements and even find out your current balance, enter the following URL
within your internet browser: https:/ /eoffice.epartconnection.com and the following
screen will be displayed:

GPaperless
Office

Customer Login

© Copyright 2016 Autologus Computer Systems - All RIS Reserved [

e Enter your suppliers Store ID, your Customer account number and your Password and
then left click on the Login button.

o If a Password was not provided, please follow the following steps to create your own
eOffice Password.

Creating A Password

To be able to use this feature please contact your Vendor to verify your email address is
configured.
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e To create your own password, click on the Reset Password link from the ePaperless

Office home page as shown:
gPaperless
Office
Customer Login
e Click on the Reset Password link.
Login
Customer Documentation 2 July 2023
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e A Reset Password pop up window will now be displayed as shown:

Reset Password

Store ID

Customer No.

Reset Password

e Enter the Store ID and Customer Number provided by your vendor within the
respective fields and then click on the red Reset Password button.
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Reset Password

Store ID

ACSALES3

Customer No.

‘ 249 |

Reset Password
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The login screen will display an Email Sent! message and an email that contains a link
will be automatically sent to the user as shown:

gPaperless
Office

< Administrator

Customer Login
« Email Sent!
Store ID

ACSALES3

Customer
249

Password

Reset Password
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Password Reset Requested nbox x

noreply@epartconnection.com
to me -

Click on the following link: Link to set your password

&, Reply ®» Forward

The user would click on the blue Link within the email and the following Set Password

screen will be displayed:

ePART

connection.com

Reset Password

New Password Very Weak

Confirm Password

X 8 characters X 1 digit or special
X 1 uppercase X passwords match

X 1 lowercase

Customer Documentation 6

July 2023




Paperless
Office

GET IT EASY! GET IT FAST! GET IT NOW!

Customer User’s Guide
Below the New Password and Confirm Password fields are the required password variables.
As each required variable has been met, it will turn green and a check mark will display
to the left as shown:

ePART

connection.com

Reset Password

New Password Weak

Confirm Password

V1 digit or special
v passwords match

Set password

e Enter your new password within the respective fields and then click on the red
Set password button.

Upon a successful password reset, you will then be redirected to the following screen:

Your password has been successfully reset!

ePartConnection

ePaperless Office

eDelivery Tracking
eSalesBl

Setup

The user would then click on the blue ePaperless Office link to get back to the
eOffice login page. They can now log into eOffice using the Store ID, Customer
Number along with the new password you just created.
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The Invoice Recall tab screen will now be displayed when you have successfully logged
into your account as shown:

Using the various screen tabs along the top, you can perform the following functions:

View current and past invoices

Download original, signed, and attached invoice images into a PDF file
View current and past statements (and optionally make a payment online)
View your current balance

View current and past payments

View eDelivery tracking information (if the supplier has eDelivery)

e Setup your email addresses for receiving invoices and statements

e View an online training video

Viewing Your Invoices

The Invoice Recall tab screen is the default screen shown when logging into your eOffice
account. The screen will default to showing your last 10 invoices in descending date
order from the year and month of your last purchase.

Viewing The Invoice Information

e To display the specific invoice information (part numbers, descriptions, quantities,
etc.,) and other information for a specific invoice listed on the screen, left click on the
blue invoice number link.

The screen will now display the invoice data information for the specific invoice number
as shown:

P2 Gage Block Specialties Inc. - Production T phomp
',_G‘ 17577 Industry Way GPapgrl ess
GAGE BLOCK Buena Park, CA 90621 Office
m-:;:-:::; Invoice, Customer and
o Bill/Ship To Information.
&

Invoice Information Customer Information Bill To Ship To

‘Ex=a Invoice Detail Information.

ProductLine  PartNumber Description Origin Gty Ordered  Qty Shipped _ Back Ordered  Type CorePrice ListPrice YourPrice Ext Price

Invoice Total Information. F Sesp
e

Reserved [

The top portion of the screen will display header sections for the Invoice, Customer,
Bill/Ship To information.
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Email Invoice

e To email the current invoice being viewed, simply click on the blue Email Invoice
button.

The drop-down selection list field displayed to the left of the blue Email Invoice button
allows you to select from the various available invoice types (Text Only, Original,
Scanned, Delivery Signature) when emailing.

Viewing The Original Invoice Image

If the original invoice was printed on a laser printer in a PDF format, a View Original
Invoice button will be displayed. Clicking on this button will pop up a window
displaying the original PDF formatted invoice image as shown:

Original Invoice

a

You have the option to download and save the file as a PDF formatted file by clicking on
the blue Download button. The filename would be the invoice number with a .pdf
filename extension (i.e. 891.pdf).

You have the option to print a copy of the file being displayed by clicking on the printer
(=) icon button that is displayed on the top right bar of the pop-up window.

e C(Click on the Close button to return to the invoice data information screen.
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Viewing The Scanned Invoice Image

If the original invoice was printed on a laser printer and a signature was written on it
and scanned/uploaded using the Invoice Uploader program, a View Scanned Invoice
button will be displayed. Clicking on this button will pop up a window displaying the
scanned invoice image as shown:

e
FRA| CAB039
8

)

out

6789

T

You have the option to download and save the file as a .jpg or .tif formatted file by
clicking on the blue Download button. The filename would be the invoice number with a
jpg or .tif filename extension (i.e. 891.jpg).

You have the option to print a copy of the file being displayed by clicking on the blue
Print button that is displayed on the bottom of the pop-up window.

e (Click on the Close button to return to the invoice data information screen.
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Viewing The Signature Image

If the original invoice was signed for by the customer on a mobile device using the
eDelivery mobile application, a View eDelivery Signature button will be displayed.
Clicking on this button will display an eDelivery Signature screen as shown:

2128 Signed: 4/27/2023 11:17 AM Delivery Location:

Roy Betancur 4/27/2023 11:17:17 AM

You have the option to download and save the file as a .png formatted file by clicking on
the blue Download button. The filename would be the invoice number with a .png
filename extension (i.e. 891.png).

You have the option to print a copy of the file being displayed by clicking on the blue
Print button that is displayed below the signature pop-up window.

e (lick on the Close button to return to the invoice data information screen.

Showing Invoice Items And Paging

If there are more than 10 invoices purchased within the year and month being displayed,
the bottom right of the screen will display page number links (2, 3, 4, Next) to allow you
to click on to see the next 10 invoices or to jump to a specific page of invoices.

To show 10, 25, 50 or all invoices for year and month currently being displayed, click
within the Show N items drop down field and click on the desired menu selection (10, 25,
50, All) and the screen will redraw with the selected number of invoice items to display.

Filter

You can enter a value within the Filter: field and the screen will then match the entered
value to any invoice that contains this information within any of the columns listed. The
screen will redraw and display only the matching invoice items.
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Invoice Column Information Displayed

The screen will display the following columns of information for each of the invoices
listed:

e Invoice Date

e Invoice Number

e Invoice Origin (with Multiple Locations)
e Invoice Type

e PO Number

e Reference Number

e Status

e Invoice Total

Column Sorting

The invoice recall screen information can be resorted by simply left clicking on any of
the column headings. The information will be displayed in ascending order based upon
the column clicked on. Clicking again on the same column will then display the
information in descending order.

Search By

The Search By field displayed within the upper middle portion of the screen allows you
to search by the following drop-down field options:

e Invoice Date

e Invoice Number

e Part Number

e Reference Number
e PO Number

e Manufacturer Code
e Description

¢ Selling Price

Search By Invoice Date

e To display invoice information for a specific year and month, left click within the
Search By: drop down field list and left click on the Invoice Date menu selection.

o Left click within the year drop down field list and left click on the desired year.
o Left click within the month drop down field list and left click on the desired month.
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The screen will now display the invoice information (newest to oldest) for the selected
year and month.

Search By Invoice Number

e To display invoice information for a specific invoice number, left click within the
Search By: drop down field list and left click on the Invoice Number menu selection.

o Left click within the blank field now displayed to the right of the menu selection,
enter in the specific invoice number to search by and then left click on the blue Search
button to the right of the entry field.

If the invoice number was found, the screen will now display the matching invoices
information (newest to oldest).
Search By Part Number

e To display invoice information for a specific part number, left click within the Search
By: drop down field list and left click on the Part Number menu selection.

o Left click within the blank field now displayed to the right of the menu selection,
enter in the specific part number (without mfr code) to search by and then left click
on the blue Search button to the right of the entry field.

The screen will now display a listing of all matching invoices (newest to oldest) that
contain the entered part number.
Search By Reference Number

e To display invoices that contain a specific reference number, left click within the
Search By: drop down field list and left click on the Reference Number menu selection.

o Left click within the blank field now displayed to the right of the menu selection,
enter in the specific reference number to search by and then left click on the blue
Search button to the right of the entry field.

The screen will now display a listing of all matching invoices (newest to oldest) that
contain the entered reference number.
Search By PO Number

e To display invoices that contain a specific PO number, left click within the Search By:
drop down field list and left click on the PO Number menu selection.

o Left click within the blank field now displayed to the right of the menu selection,
enter in the specific PO number to search by and then left click on the blue Search
button to the right of the entry field.

The screen will now display a listing of all matching invoices (newest to oldest) that
contain the entered PO number.
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Search By Manufacturer Code

To display invoice information for a manufacturer code, left click within the Search
By: drop down field list and left click on the Manufacturer Code menu selection.

Left click within the blank field now displayed to the right of the menu selection,
enter in the specific manufacturer code to search by and then left click on the blue
Search button to the right of the entry field.

The screen will now display a listing of all matching invoices (newest to oldest) that
contain part numbers with the entered manufacturer code.

Search By Description

To display invoice information for parts numbers with a specific description, left
click within the Search By: drop down field list and left click on the Description menu
selection.

Left click within the blank field now displayed to the right of the menu selection,
enter in the specific description to search by and then left click on the blue Search
button to the right of the entry field.

The screen will now display a listing of all matching invoices (newest to oldest) that
contain part numbers with the entered description.

Search By Selling Price

To display invoice information for parts numbers with a specific selling price, left
click within the Search By: drop down field list and left click on the Selling Price menu
selection.

Left click within the blank field now displayed to the right of the menu selection,
enter in the specific selling price to search by and then left click on the blue Search
button to the right of the entry field.

The screen will now display a listing of all matching invoices (newest to oldest) that
contain part numbers with the entered selling price.

Download Original And Signed Invoice Images

You can download original (PDF), signed (scanned) and/or attached images
(pictures) for a date range of invoices by left clicking on the Download original and
scanned invoice images blue link that is shown below the listing of invoice items of the
Invoice Recall screen.
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The Download images screen will now be displayed as shown:

:“ Gage Block Specialties Inc. - Production
,_G‘,'_ 17577 Industry Way
Buena Park, CA 90621
714.522.3551
714.522.3565

GAGE BLOCK

Downioad Images

Download Images

© Copyright 2016 Aulologue Computer Systems - All Rights Reserved

gPaperless
Office

e Click within the Date From and Date To range fields to change the selected date

ranges of the invoices.

e By default, all the specific types of invoices (Original, Signed, Attached Images) will be
check marked. Check or uncheck the specific types and then click on the blue
Download button to create a consolidated Invoices.pdf formatted file that you can now

save.

Viewing Your Statements

e To view past statements, click on the Statement tab at the top of the screen.

Note: If your supplier is setup to take online payments, the Statement tab will instead

display Statement / Pay Online at the top of the screen.
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The screen will default to showing your last statement from the year and month of your

open balance as shown:

-y Gage Block Specialties Inc.
:Gl 17577 Industry Way
3 Buena Park, CA 0621
GAGE BLOCK

Pay Now
Customer Address
$
Pay
Bank Information
View Statement
= e
er Date Type Location PO
5/52017 9:43.07 AM INVOICE 1
51572017 11:24:54 AM INVOICE 1
712572017 1:23:18 PM INVOICE 1
9772017 INVOICE 1
12/11/2017 9:12:04 AM INVOICE 1

Testing of the oniine statement message on the PIOGUCHONSEIVEE 4-11-2017111

© Copyright 2016 Autologue Computer Systems - All Rights Reserved

Statement Date:  12/19/2017

Pa p% ; less
GET IT EASY! GET IT FAST! GET IT NOW!
o C Logorm
Customer Information
umber: 256
ate: 12/19/2017
1
Save Reconciliation Changes
econcied llems
Reference Check Balance Reconciled Pay
$6.00 600
s7.87 1387
3600 19.67
$46.83 66.70
$87.68 54.38
Statement Balance
CURRENT [ 15430 ]
\YS [ 50561 ]
W Documentation - Priva tion:

The top portion of the screen will display the header sections of information for the

Customer Address and Customer Information.

Selecting A Statement By Date

e To display a specific statement for a specific year and month, left click within the
Statement Date: drop down field selection list and left click on any of the available

statement dates listed.

The screen will now display the statement information for the selected date.
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Statement Column Information Displayed

The screen will display the following columns of information for each of the invoices
listed on the statement being viewed:

e Invoice Number

¢ (Invoice) Date

¢ (Invoice) Type

e Location

e PO (Number)

e Reference (Number)

e Check (Number)

e (Invoice) Total

e Balance

e Reconciled

e Pay (optionally displays when you can pay by invoice with check/credit card)
The bottom right-hand portion of the screen will display the statement totals
information.

Column Sorting

The statement screen information can be resorted by simply left clicking on any of the
column headings. The information will be displayed in ascending order based upon the
column clicked on. Clicking again on the same column will then display the information
in descending order.

Send Email

e To email the current statement being viewed, simply click on the blue Send Email
button that is displayed to the right of the Statement Date: drop down field.
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View Statement Button

If the original statement was printed on a laser printer in a PDF format, a View Statement
button will be displayed. Clicking on this button will pop up a window displaying the
original PDF formatted statement image as shown:

View Statement

aenn >»

You have the option to download and save the file as a PDF formatted file by clicking on
the blue Download button. The filename would be the date of the statement with a .pdf
filename extension (i.e. 3_17_2017.pdf).

You have the option to print a copy of the file being displayed by clicking on the printer
(&) icon button that is displayed on the top right bar of the pop-up window.

e (Click on the Close button to return to the statement data information screen.

Save Reconciliation Changes

¢ You have the option to mark specific invoices as being reconciled by clicking on and
check marking their respective Reconciled check box field and then clicking on the
blue Save Reconciliation Changes button that is displayed below the Customer
Information heading section of the statement. Optionally, you can have the screen
redrawn and hide the invoices that have been check marked and saved by clicking
on the Hide Reconciled Items check box.

Paying The Statement

If your supplier is setup to accept electronic payments, a Pay Now pop-up window will
be displayed in the upper left portion of the Statement / Pay Online screen. An extra
column check box field (Pay) will be displayed for each of the invoices listed on the
statement screen. You have the option to pay specific invoices or a flat dollar amount.
This is based upon the Pay By option slider that is displayed (Amount or Invoice).
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Pay Now Window

The Pay Now pop-up window shows the dollar amount (within the $ field) that will be
paid when specific invoices have been check marked for paying or a flat dollar amount
has been entered. The bottom portion of the Pay Now pop-up window will either display
a blue Add Method button (which means there currently is no payment method setup), or
a blue Bank Information button along with a gold Pay By Amount or Pay By Invoice slider
along with a green Pay button (which means there is a method setup). The very bottom
of the window will display the current payment method symbol (Visa, Master Card,
eCheck, etc.).

Pay Now

$ o000

Pay

Bank Information

Pay Now

$ o000
ﬂ . 5454
Payment Method Not Setup Payment Method Setup

Customer Documentation 19 July 2023



P
"3

less
ice

GET IT EASY! GET IT FAST! GET IT NOW!

Customer User’s Guide

Adding A Payment Method

e Toadd a payment method (Credit Card or eCheck), click on the blue Add Payment
Method button and a Secure Payment Form screen will be displayed that will need to
be filled in to process a payment:

Save Card - Billing Information
Company (optional)
=3
[y
S
Credit Card Form
Save Card - Billing Information
Payment Method Name
=
e
eCheck Form
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By default, the screen will display the Credit Card form which is denoted at the top of the
screen. If you want to fill out an eCheck form, click on the eCheck selection at the top of
the screen and a new form will be displayed.

Fill in the form as completely as possible. Please note that all the required fields are
denoted in red and each must be filled out. Once all the required fields have been
entered, click on the green Submit button and the payment method information will be
saved.

Changing A Payment Method

e To select or add a secondary payment method (Credit Card or eCheck), click on the
blue Banking Information button. The following Payment Methods pop up window will
be displayed:

Payment Methods

Type  Metnod Name Last4Digts  Expiraton

vIsA  Busmess Credit Can X00X2226 0912025

) eusmess Check Account HOOKETEY
e

The Payment Methods window will display a selection list of all the available payment
methods that have been setup. It will display the payment type, method name, last 4
digits of the account/credit card and the expiration month/year.

e To select a different payment method, click on the blue check mark button for the
desired payment method and the screen will return to the statement screen.

e You have the option to delete a specific payment method by clicking on the red trash
can button for the desired payment method and the screen will return to the
statement screen.
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e To add another payment method (Credit Card or eCheck), click on the blue Add
Method button and a Secure Payment Form screen will be displayed that will need to
be filled in as previously described in the Adding A Payment Method section.

Pay By Amount/Invoice

The gold button bar displays whether payments are setup to pay by invoice or dollar
amount.

o To select a different payment type, click on the gold button and slide the button to
either the Pay By Amount or Pay By Invoice selection.

Making A Payment

Payments are made using one of two ways. The first is entering a specific dollar amount
(Pay By Amount) to be paid. The second is paying by invoice, which means you
specifically check mark the individual invoices to be paid and the dollar amount is
automatically calculated and displayed within the $ amount field.

Pay By Amount

e To pay a specific dollar amount, click on the gold button and slide the button to the
Pay By Amount option.

e Click within the $ field and enter in the specific dollar amount (including the
decimal point) to be paid and then click on the green Pay button.

@ Note: The $ amount field can be automatically populated with a specific dollar
amount by clicking on any of the dollar amounts listed under the Statement
Balance section.
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A pop-up message window will now be displayed showing the dollar amount that will
be paid:

Pay Now

Total $740.08

Message

e  With the cursor positioned within the Message field, enter in any message
information that you want sent to your vendor explaining what specific invoices or
balances you are paying.

e C(lick on the green Pay Now button.

If the payment was successfully processed, a green bar a payment confirmation message
will be displayed across the top of the statement screen.

- et . Weicome
e Gage Block Specialties Inc. - Production CERTIFIED APPLIANCE Paperless
'G' “. 17577 Industry Way -
GAGF BlocK Buena Park, CA 90621 Office
: 714.522.3551 f .
714.522.3565 Payment Confirmation message.
Statement / Pay Orline a aymer / o
Pay Now «# Thank you for your payment.This payment i being processed and wil iypicaly be shown on your account n 2-3 business days.
g o summemoae: 520z v
Customer Address Customer Information
Pay
[— CERTIFIED APPLIANCE Customer Number 251
6211 BEACH BLVD stat te: 5122022
BUENA PARK_ CA 50621 Stat
Amount
Hide Reconcied flems
show| 1~ hems Fiter
Invoice Number oate Type Locaton o Reterence check Toran Batance Reconciie Pay
WvoIcE 1 0z $15.00 1500
INVOICE 123 $10.00 10.00
VOICE 1 123 s10000 10000
INVOICE 82n $25.00 2500
vOIE 1 127 s12500 12500
© Copyright 2016 Autologue Computer Systems - All Rights Reserved [

Both you and the vendor will receive a payment confirmation email that shows the
payment amount and message information entered.
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Pay By Invoice

e To pay specific invoices, click on the gold button and slide the button to the Pay By
Invoice option.

e All the unpaid invoices and credits listed can be quickly selected (check marked) by
clicking on the checkbox () besides the Pay heading.

e Alternatively, you can just click on the Pay check box besides only the specific
invoices and credits you want to pay.

Invoices that have been previously paid will not display a check box and will instead

display Paid.

e Once all the desired invoices to be paid have been selected, click on the green Pay
button.

A pop-up message window will now be displayed showing the invoices selected and the
total dollar amount that will be paid:

Pay Now

Invoices 1823, 1837, 1838, 1869, 1875
Total $£275.00

Message

‘ ‘ Close

e With the cursor positioned within the Message field, enter in any message
information that you want sent to your vendor explaining what specific invoices or
balances you are paying.

e Click on the green Pay Now button.

If the payment was successfully processed, a green bar a payment confirmation message
will be displayed across the top of the statement screen.

Both you and the vendor will receive a payment confirmation email that shows the
payment amount and message information entered.
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If there was an existing credit card or eCheck routing number stored that was last used,
the payment will be automatically processed using the last entered payment method
information.

Viewing Your Balance
e To view your current balance, click on the Balance tab at the top of the screen.

The screen will show a breakdown of your current balances as shown:

-y Gage Block Specialties Inc. Welcome
:G‘ 17577 In vay AMERICAN ACRYLIC
{ Paperless
GAGE BLOCK Office
e AlTTE GET IT EASY! GET IT FAST! GET IT NOW!
Balance aymet eDelivery Track ¥ Setu > Logof

Customer Address Customer Information
AMERICAN ACRYLIC Customer Number: 250

1257 ORANGETHORPE Current Balances
FULLERTON, CA 91775-2555

Current Balances

Open Balance [ 577814 ]
Current [ $321.08 ]
30 Day [ $457.06 ]
60 Day
90 Day
Receipts
LAST PAYMENT (03/16/17)
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Most management systems will usually show open balance, current, 30 day, 60 day, 90
day, receipts and last payment date and amount. The top portion of the screen will
display the header sections of information for the Customer Address and Customer
Information.

Viewing Your Payments

e To view your past payments, click on the Payments tab at the top of the screen.
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Py Gage Block Specialties Inc. : Welcome
‘Gl 17577 Industry Way AMERICAN ACRYLIC P
/o aperless
GAGE BLOCK - Office

o GET IT EASY! GET IT FAST! GET IT NOW!

Payments o G

Payments for 2017 Mar
Show ften Filter
Original Invoice Number Check Reference/ Receipt Number Description Payment Amount

8001 214 $3526

8001 214 $19.51

8001 214 PAYMENT RECVD $17.01

8001 214 PAYMENT RECVD $13.00

8001 214 TIAL PAYMENT $64.00

5001 214 PAYMENT RECVD $14.00

8001 214 PAYMENT RECVL $1958

3001 214 $6.00

8001 214 847
8 214 PAYMENT RECVD $4.00
0 of
E
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The screen will default to showing your last 10 paid invoices in descending date order
from the year and month of your last payment.

Showing Paid Invoice Items And Paging

If there are more than 10 paid invoices within the year and month being displayed, the
bottom right of the screen will display page number links (2, 3, 4, Next) to allow you to
click on to see the next 10 paid invoices or to jump to a specific page of paid invoices.

To show 10, 25 or all paid invoices for year and month currently being displayed, click
within the Show N items drop down field and click on the desired menu selection (10, 25,
All) and the screen will redraw with the selected number of paid invoice items to
display.

Filter

You can enter a value within the Filter: field and the screen will then match the entered
value to any paid invoice that contains this information within any of the columns listed.
The screen will redraw and display only the matching invoice items.

Customer Documentation 26 July 2023



Paperless
%ff!ce

GET IT EASY! GET IT FAST! GET IT NOW!

Customer User’s Guide

Payment Column Information Displayed

The screen will display the following columns of information for each of the paid
invoices listed:

Payment Date

Original Invoice Number

Check (Number)

Reference/Receipt Number

Description (Payment Received/Partial Paid)

Payment Amount

Column Sorting

The payment screen information can be resorted by simply left clicking on any of the
column headings. The information will be displayed in ascending order based upon the
column clicked on. Clicking again on the same column will then display the information
in descending order.

Viewing The Paid Invoice Information

To display the specific invoice information (part numbers, descriptions, quantities,
etc.,) and other information for a specific paid invoice listed on the screen, left click
on the blue invoice number link.
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The screen will now display the invoice data information for the specific invoice number

as shown:

GAGE BLOCK

Invoice Information

nvoice # 891

te: 3/16/2017 09:02 AM

ProductLine  Part Number

FRA

FRA

FRA

GAT

REB

View Original Invoice

——

Customer Information

Customer #. 250

Location: DA’
Sales S
Paymer

Method: CHARGE

View Scanned Invoice

Description

AIR CONESHAPED CONICAL
FUEL INLINE GASOLINE FI
OIL FULL FLOW LUBE SPIN
DRIVEALIGN IDLER PULLEYS

REBUILT STARTER

Welcom

AMERICAN ACRYLIC

Invoice, Customer and
Bill/Ship To Information.

Bill To

AMERICAN ACRYL
1257 ORAN(
FULLERTON, CA 9

Origin  Qty Ordered Qty Shipped Back Ordered

1.00 1.00
1.00 1.00

00
1.00 100
1.00 1.00

0

]

0

(1]

Invoice Total Information. F
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Ship To

GET IT EASY! GET IT FAST! GET IT NOW!

AMERICAN ACRYLIC

Paperless
%ff!ce

L Sety (=3

Type CorePrice ListPrice YourPrice Ext Price

SALE

SALE

SALE

SALE

SALE

000 0.40
0.00 2194
000 1

000 5268
2100 150

Total Core:
Total Tax:
Total:

Invoice Detail Information.

2121

1531

1575

2121

$21.00
$0.00
$116.49

W Documentation

The top portion of the screen will display header sections of information for the Invoice,
Customer, Bill To and Ship To information.

Tracking Your Deliveries

e If your supplier uses eDelivery and you want to track your invoices and see whether
they have been printed, assigned to an eDelivery dispatch and/or delivered, click on
the eDelivery Tracking tab at the top of the screen.
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The screen will now display any invoices sent up to eDelivery within the last 7, 30 or 365
days as shown:

ey Gage Block Specialties Inc. Welcome
‘G‘ y DUNCAN'S AUTOMOTIVE
e Paperless
GAGE BLOCK Office
‘ ok GET IT EASY! GET IT FAST! GET IT NOW!
eDelivery Tracking £ e G Log:

Invoice Driver Printed Dispatched Delivered
372312017 12:46 PM

Paul Williams 3/23/2017 12.39 PM 3/23/2017 1243 PM 3/23/2017 12.55 PM
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eDelivery Tracking Column Information Displayed

The screen will display the following columns of information for each of the invoices

listed:

e Invoice (Number)

e Driver (Name)

e Printed (Invoice Date/Time)

e Dispatched (Invoice Date/Time)
e Delivered (Invoice Date/Time)

Column Sorting

The eDelivery Tracking screen information can be resorted by simply left clicking on any
of the column headings. The information will be displayed in ascending order based
upon the column clicked on. Clicking again on the same column will then display the
information in descending order.

Setup

To setup specific email addresses that you want to receive invoices and/or statement
notifications, click on the % Setup tab at the top right-hand side of the screen.
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The following screen will now be displayed as shown:

Gage

P -5
061
Vs
GAGE BLOCK
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Weilcome
AMERICAN ACRYLIC
S Paperless

ffice
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Bsetup  CLog

Statement Email

o Within the Statement Email field, enter the specific email addresses that you want to
notifications sent to when your supplier sends out statements and then click on the

blue Save button.

Invoice Email

o  Within the Invoice Email field, enter the specific email addresses that you want your
finalized invoices sent to whenever you make purchases from your supplier and

then click on the blue Save button.

Note: separate multiple email addresses with commas or semicolons (maximum of 150

characters).

Logging Off Of ePaperless Office

e To log out of the ePaperless Office website, click on the Logoff tab at the top right-hand

side of the screen.
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