ICVY

compliance made easy

ADMIN USER GUIDE - RH

Product Compliance and Testing Management Platform — Admin

INTERNATIONAL COMPLIANCE WORKSHOP | RH
ADMIN USER GUIDE_V4



6

1IGYY

compliance made easy

Contents

[0} =4 o F OO OO PP PP RS PPPPPRPPPPON 3

DT a1 oo T TP P PP PPPPR PRI 4

BUYET USEI ACCOUNT IMIAINTENANCE ... .viiiiieiiieeeeeitee et e e ettt e e e e itt e e e sebta e e e sebteeeeeasaee e e saaaeeeaasaaaeeeassaeeeaassaeeesassaaeeeaasaeeeaassaaeeeaasaaaeeeaabaaeeeenabaeeesassaaeesnasanaesnns 5
4.1 BUYEE: USEIS OVEIVIEW ...eeiiieuiiiiieiiieieteeettteseiutteesseutteessaustteeasustessaussteessusaaeesssssteessssseeessassseessssssteessssssteesssseeesesnsseeesesasseeesesssseeesssseeesssnsseeesesnsseessnsseees 5
4.2 BUYEE: CrEate USIS . .ciiiiiiiiieeeiiiittieeeteeteesiaauattetteeeeeesssaaaaussseeeeeeessssssssnsssssssaseeeesssssnssssssnseesesssssessnnssssssssesssssssssssssssssssssesessssssssssssseeseeesssssnssnnnssssnnseeeenns 6
e T U1V ol oV 0T OSSR 7
4.4 BUuyer: Archive and UNGrChiVe USEIS ........oo ettt ettt ettt ettt ettt e e st eea b e e st e e suteesabt e e abeeaasteeas e e e seeeeabee e bt e e eab et e aaeeabeeeeabeesasbeesabeeenteesabeesuseesnnns 9
4.5 BUYEE: EXPOIT USEIS .ceiiiiiiiiieieiiiiiititeeeeeeeeiiituttttteeeeeesssaaasssssseeeeesssasssausssssssessessssssssssssssnsesessssssssssssssssnseessssssssssssssssssssesssssssssssssssneeesessssenssssssssnnseeeennns 10

Supplier and AgenCy USEr ACCOUNT IMAINTENMANCE. .......uiiiiieieiieeeteeeitteeetteesteestreesteeesseesuseessseeasaseeassseassesaasssesssasassessasssesssessnsssssnsesenssesnssessnsessnssessnseesssees 11
5.1 Supplier and Agency: COmMPANi€s aNd USEIS OVEIVIEW. .....cc.ueiiiuitiriitatieeeieeeteeetteeeuteestteesuteesaeesaseeesateesaseeessteeaaseeesseesabeesasseesbeeeanseesseessatesssseesanees 11
5.2 SUPPIIEI: CrEate COMIPANY ...uviiiiuiieiitieeiteeeitteesiteestee sttt esteeaaeeessaeeasseaassesassseesssesanssessasesansesasssesssseesssssessssesssssessesanssssansessnsesesssessnssesssesssnseessssessseesnsees 12
Lo T U] o o LT el <o L1 A0 L= SRR 13
5.4 SUPPlier: Archive @nd UNGIChIVE .......coouiiiiiiiiiiie ettt ettt et e e st e e ettt s bt e e eat e e sabteesuteeeateesaste e aeeeeasae e st e e easeeeabeesabeeeeaseesabbeeeabeessbeensteesaneesanaas 15
5.5 AENCY: CrEate COMPANY ..uuveiiiietiieeeeeeiiiaiurtttteeeesssasaaauussaeeeeeeesssssssiusssssasteeessssssssasssssssssaessssssssssssssssssssessssssssssssssesessesssssessssnssssssneseesssssssnssssssseseeseeses 16
Lo T Y=Y o TVl o [ U LY =T RS 17
5.7  AZENCY: ATChIVE @GN0 UNGICNIVE. ......uiiiiiieiiiee ettt ete e e ettt e eteeeeteeeeteeeeabeesesaeeeabeesasaeeeasaeasseeeasaeeseseesseeeseeeansaeassessabaeeesseesnbaeennseessaesnseeesnteennses 19
5.8  EXPOIrt COMPANIES QN0 USEIS ..uuviiiiieiiiiieiiieeitieeeteeeiteeestteeaaeeestaseassesassesasseeasssesanseeesssesssssessssessssessssssessssesssssesssssasessnssessnsesssssessnseessssesssessnseeesssessnsees 20

Lab USEr ACCOUNT IMTAINTENANCE .....cueiuiiiiiiiiieieite ittt ettt ettt et a e s bt e st et e b e e bt e ae et eas e b e s h e e a e e s e s R e s bt e st e e e s e e s e e bt e st eab e b e eb e e bt et eneshesbesr e enn et e sresbeenns 21



6.1
6.2
6.3
6.4
6.5
6.6
6.7
6.8

Testing PO Number Maintenance

7.1
7.2
7.3
7.4
7.5
7.6
7.7
7.8

Lab:
Lab:
Lab:
Lab:
Lab:
Lab:
Lab:
Lab:

Buyer: Testing PO Number Database
Buyer: Add and Edit Testing PO Number
Buyer: View Testing PO Number Linkage to Suppliers
Buyer: Delete Testing PO Number
Buyer: View Testing PO Number Activity Log
Buyer: Apply Testing PO Number to Supplier
Buyer: Unapply Testing PO Number to Supplier

Buyer: View Supplier Testing PO Number Activity Log

Groups, Locations and Users Overview

Create Lab Group

Manage Lab Group
Archive and Unarchive Lab Group
Create Lab Location
Manage Lab Location
Archive and Unarchive Lab Location

Export Groups, Locations and Users

1IGYY

compliance made easy



IV

compliance made easy

2 Login

Log in to the platform:
https://admin.rh.icw.io/login

You can now start managing users of RH, agents,
vendors, and laboratories.

l\[ I = 3 v 1. Enter the E-mail Address.
; S 2. Enter the Password.
Product compliance and testing management platform f - - 3. Select LOGIN button.

Emall Address *

Password *

Should you require Admin access right, please
send your request to support_rh@icw.io.
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3 Dashboard
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Select Dashboard

« RH Admin

Welcome back, RH

Total Users Buyer Users

804 20

Subscription & Billing

Non-Buyer Users

=

543 " 20 758 1

A Dashboard shows the subscription and account
status summary.

Total users: list Total Active and Total Archived
users, composed of Buyer and Non-Buyer users.
Buyer users: list RH Active and Archived users.
Non-Buyer users: list Active and Archived users
for Supplier, Agency and Lab and lab admin users.

Notes:

-Active user: user who has access to the platform
for current subscription period.

-Archived user: user without access to the
platform in current subscription period.
-Archived Buyer: all the archived RH users.
-Archived Supplier: all the archived Supplier and
Agency users in current subscription period.
-Archived Lab: all the archived Lab location and
admin users in current subscription period.

View Subscription & Billing details. You can apply filter or sorting.

Subscription & Billing

SEARCH Show fiters & Plan «
Plan Credit Subscription Issue Date ]
Exira user subscription pian 100 27un'2023
Exira user subscription pian 100 2210un/2023
Basic subscription pian 1050 15/Aug/2022

(© subscription Issue Date «

(© subscription End Date «

RESET

v

Subscription End Date ] Amoun

141Aug/2023

141Aug/2023

14/Aug/2023

(Q Basic subscription plan

QO Extra user subscription plan
"

« June 2023 -

Subscription & Billing shows the basic
subscription plan and extra user subscription
plan.

Notes:

-Basic subscription plan: list the annual basic
subscription fee by subscription period (covering
50 buyer user accounts and 1000 non-buyer user
accounts. Additional buyer user accounts will
count towards non-buyer user accounts limit).
-Extra user subscription plan: list the
subscription fee in pro-rata by subscription
period, for each additional 100 user accounts.
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4 Buyer User Account Maintenance

4.1 Buyer: Users Overview
An overview of all the active and archived buyer user accounts.

Notes:
e You can search the buyer user by login name or login email address using the search keywords bar.
e You can use table search, filter, and sorting function. You can reset or remove the setting that you have applied.

¢ |You can identify the Admin users. Commented [A1]: 20240930 Adding “Admin” access right

<« RH Admin indicator.

Buy er T

€ Dsshooars

PN @ v @ CoweaDme s Q) AcnesDmes  RESET oz crere [
Usertame: 1 X

D LoginEmsil O Reie T st T CrestedDate]z Archises Data [ Updted Date]3 Vi Date() I Depzrmentz T

O dyudrncem Comphance Actve 182023 NA 1a00u2023 14/Augi2025 a
D deggmem Compranas P 280m2022 N 1asep2s 142008 iy ]
O kmeginnis@en com Comprznce Actve B0z na 245692024 14iAug2025 [~
[= myourgs@h com Comprancs actve 2450202 A sep0ze 1eiasgz0Es o
[m] eegan Moswene ([T mmesneeney@rh com Gompkance Main Actve A 140Augr2025 R — a
D elnda Gerty (Y mgenty@rh.com Comphance Main otz NA 12024 14/Aug2025 -]
o e = JE—— Comprance P a F— - [ o
o oy case [N asro@eom con 4o na o e coome © a
D EELRY sini | sran@rn.com Comphance Actve oaManz023 A 14Aug2025 e — -]
D ‘Susan Kumiawan @ Skurniawan@rh.com ‘Gompkance Main Actve A 19Dec2022 140Auy2025 FLOOR COVERINGS 2 [.]

Note: For any admin user create/removal request, please contact support rh@icw.io for assistance.
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4.2 Buyer: Create Users
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Select Buyer > Create

« RH Admin B
uyer
& Da:

=

searcH

Input User Info and Access Right

Create Buyer
» Y

(@] ’
Access Right
e
Role
Role Description
Compliance
Compliance Main ©
Quality
/';\\

Quality Main @

@ Cresapste » () Achwesome +  RESET

User Info
7 ygnema

User Name

Natificatic

Access Right

Role

Department

+4 SELECT DEPARTMENT

CANGEL

Select Department

Cannot Find The Department?

Notes:

e There are four Access Right for Buyer
user which is Compliance / Compliance
Main / Quality /Quality Main, refer to
Role description for details.

e You will receive email notifications for
your selected departments.

e  Select department is optional, if the
buyer user doesn’t need to handle any
department, please leave it as blank.

e Should you require to add a new
department, please send your request

to support rh@icw.io.

e  After an account is created, a system
notification email with re-set password
link will be sent to the user to activate
the account.
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4.3 Buyer: Edit Users
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Click onto the buyer user profile

<« RH Admin

Buyer

(]

e

@ Creseanme » (D ArenwesDate -

REsET

>

— Logm Emai Q o T stns T Crested Dain | Achived Dste 15 Uptated Date [ v DD 1T Oepariments T

inthoey Yoen syveng@im com Qusity . hi 180802022 iAug2023 A o
- [—— Comptance temarzaz ia - upao R a

X skurniawan@rh.com  Active

User Info
¢ Access Right
Login Emal
Username

Notification Email (D)

User info > Select CHANGE to update Username or Notification Email.

skurniawan@rh.com

Susan Kurniawan

skurniawan@rh.com

B ARCHIVE ACCOUNT

Notes:

e Once a user account is created, you
cannot change the Login Email.

e Notification email is the email for
receiving notifications.
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Access Right > Select CHANGE to update user role. Select + ADD DEPARMENT or remove department.

X skurniawan@rh.com  Aciive

O Userinfo

—

Access Right

Role (O

Department

4000

Role Description

Campliance

Compliance Main

Quality

Guaiity Msin @

Compliance Main @)

FLOOR COVERINGS

HARDWARE

HOME ACCESSORIES

Selact Department

B ARCHIVE ACCOUNT

m

Notes:

Should you require to add a new
department, please send your request

to support rh@icw.io.
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4.4 Buyer: Archive and Unarchive Users
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Archive user

Select Archive Account from Buyer>Users page.

<« RH Admin

Buyer

@ cresmeoone « (D ArbwesDate o REsET

stows T

nihoey ‘een syueih.com Qusity . 200c2022 nia 19Dec2022

Beanie Zneng Eahsag @i com Comptance 1aMazazs iz Veanzez

Alternatively, click onto a specific user profile, select ARCHIVE ACCOUNT.

X skurniawan@rh.com  Active

@ Usorinio Access Right

® Access Right

Unarchive user

Click onto a specific user profile, select UNARCHIVE ACCOUNT.

X skurniawan@rh.com srenived

6 eerio Access Right

@ Access Right

® Compiiance Msin @

QARDEN B ACCE

Archive Buyer Account

Notes:

e The archived users will be
counted as subscription users
within the current subscription
period.

e  You can archive an active user
account. Or you can unarchive an
archived user account.

e No notification email will be sent
to an archived user.
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Select Buyer > Export All or Export Active Users

« RH Admin

Buyer

RESET

Dale]T chived Date [

Dale T

Notes:

Export All: All the buyer users include
active and archived users will be exported.

Export Active users: Archived buyer users
will be excluded from the export.
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5 Supplier and Agency User Account Maintenance

5.1 Supplier and Agency: Companies and Users Overview
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An overview of all the active and archived supplier and agency companies.

<« RH Admin

Supplier

€ Dashboard

18 Users

x [CEUEIN @D Hicefite: (D Created Date - RESET

Supplier (572)

Gompanies 611

ul

Rows per page: 20 Shawing loms 21-40 of 7 < >
Supplier No. / Name = ¥ Agent Q Gompany Tvpe T staws ¥ Greatea Date [ Updated Date [ Active Users [T
DECO TEXTIL FLATWORLD Supplier Company Active 2510012022 2210unr2023
LA EXPORTS IHTERNATIONAL FLATWORLD Supplier Gompary Archived 25/0c12022 21/0uni2023 1
LATWORLD FLATWORLD W Agency Company Active 2610¢12022 2119un12023 9
« RH Admin
Supplier Companies 512 Users 572
€ Dashboard
a0 Users
EZULENN @) e riers Created Date = @ Archived Date + RESET fus)
Buyer (50
Supplier (572)
Lab (202)
Rows per page: 20 ¥ Showing ifems 1-20 of 572 >
- . User User Creates  _  Achwed _  Updated __  Vaid -
Supplier No. / Name ]= Login Email Notification Email Agent Status = = = =
o 15 Y . Q Q Name Q o Q Type Y Y Date k Date I Date 15 Date ®[‘
A Activ 7202 TauiR02 rAug
LBECOLEGAE compliancetesting@libeco com compliancetesting@libeco.com Compliance n Supplier User ve 170012023 A 712023 14rg/2023
Andrea
v v A - 202: 202 Aug/2!
Savema SpA compliancetesting@savema.com compliancetesting@savema.com Lazzarini N Supplier User = 16/ul2023 NIA 16/ul’2023 14/Aug/2023
Notes:

e You can search the supplier/agency by using the search keywords bar.

e You can use table search, filter, and sorting function. You can reset or remove the setting that you have applied.

11



5.2 Supplier: Create company
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Select Supplier > On Companies page, select CREATE, then select Supplier company.

« RH Admin

Supplier

Supplier Company

Agency Company W

Input Supplier Company Info, link it with Agency (if applicable) and CREATE USER.

Company Info

Supplier ID

Supplier Name

sgeots mfpy GaNNOL Find The Agent?

Users

CANCEL

Notes:

Sub Supplier ID should be different from Supplier ID.

One Supplier can be linked to multiple Agency Companies.

Please leave Agency Company blank if Agency linkage is not required.

12



5.3 Supplier: Edit Users
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« RH Admin

Supplier
s Users EX o oomon:

Select Supplier > on Companies page, select the Supplier Company that you would like to edit.

AAKAAR IROW GREATIONS P LTD

REsET
Compny Tize T st T Crested Date [T Upssied Bate [ Aatve Users [
Supgiar Company o 25002022 e
Suppsar Company e E) iz

X Aaron Seltzer  Supplier Company  Aclive

Company Info

U]

Support Documents

Supplier Name

Contact Name

Contact Number

Contact Email

Relationship

Sub Supplier ID

Select Company info to change supplier name, supplier contact information, the linked agency company and sub supplier ID.

'SR
Asran Seltzer CHANGE
3681
49 Humphray rd CHANGE
Asran Seltzer CHANGE
CHANGE
compliancetesting.aseltzer@gmail.com CHANGE

Ageacy Company

[c%

NAA

Note: One Supplier can be linked to multiple Agency Companies.

13
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Select Users > On Active Users page, Select CREATE USER, Archive or Edit to change the users.

X Aaron Seltzer  Supplier Company

Active Users

Create New User

7 Edit user a Archive user

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.

X Test_0703  Supplier Company

By Company Info

Users

) support Documents

* Bulk download ®

Active

Support Documents
D d

rh_admin@icw.io 04/Jul/2023

juct informationxls

rh_admin@icw.io 04/1ulf2023

Delete document

Notes:

When supplier users are listed in the Archived Users list, it is
not possible to create users with the same login email
address. Please unarchive the user directly.

(Continued on next page)

14



5.4  Supplier: Archive and Unarchive
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Select Supplier > On Companies page, select the Supplier to continue.

Archive User:
Select Users > On Active Users page, select Archive.

Active

X Test 0703  Supplier Company

Archived Users

Company Info

Users

[ﬂj Support Documents List of

Active Users

company active users.

User Name Login Ema

4qqaq

Created: 03,

8 Archive user
Unarchive User:
Select Users > On Archived Users page, select Unarchive.

Active

Archived Users

X lamtestes  Supplier Company

B Company Info

Users

@ support Document:

B8 Unarchive user

ation QD

+2 CREATE USER

Unarenive Account

Notes:

e The archived users will be counted as subscription
users within the current subscription period.

e If the supplier has outstanding tasks, the last
supplier user cannot be archived.

e If the supplier does not have any outstanding
task, the supplier company will also be
deactivated once the last supplier user is
archived.

e Create a SKU or Import Monday Feed is workable
when supplier is active with active user.

Some tips when archiving Supplier users:
1. More than one existing Supplier users

Archive Account

Are you sure to archive this user.

‘ GANGEL ‘ ARCHIVE

2.Archive the last Supplier user with outstanding tasks

Archive The Last User

3.Archive the last Supplier user without outstanding task

Archive The Last User

CANCE

15



5.5 Agency: Create Company
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Select Supplier > On Companies page, select CREATE, then select Agency company.

RH Admin .
~ Supplier
- Bo-- o
'
=T T T E L

'

Supplier Company

Agency Cumpany!

Input Agency Company Info, + SELECT SUPPLIER to link it with Suppliers and CREATE
USER.

« RH Admin Create Agency Company
&} Company Info
Suppliers

Select Supplier

Users

\5) cancer

Cannot Find The Supplier?

The supplier may nof
and add the suppiier

e Agency Company first,

Notes:

One Supplier can be linked to multiple Agency Companies.

16



5.6 Agency: Edit Users
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Select Supplier > On Companies page, select the Agency Company that you would like to edit.

« RH Admin

Supplier

€@ Dashboard

o

8 Users
BSUCIIN @ riceriters (D Created Date « RESET -8 CREATE « t
Buyer (50)
Company Type: Agency Company X
)
Lab (202)
Page: 1 Rows perpage 20 v Showing items 1-3 of 3

supplier No./ Name]= ¥ Agent Q company Type ¥ status T Created Date]= Updated Date]=" Active Users =
FLATWORLD NA W Agency Company Active 26/0ct2022 19/0u112023 9
Sheikn Orientals NA W Agency Company Active 25/0ct/2022 19/Ju1/2023 1
VAK ASSOCIATES NA W Agency Company Active 26/0ct/2022 19/Jul/2023 4

Select Company info to change Agency Company Name.

X FLATWORLD W Agency Company  Active

B Ccompany Info

a& Users

Company Info

ﬂl Supplier List

Support Documents Agency Company Name FLATWORLD

17
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Select Users > On Active Users page, select CREATE USER, Archive or Edit to change the users.

X FLATWORLD W Agency Company  Aclive

B Ccompany Info B Archived Users

Active Users

@i SupplierList

Create New User

Edit User

[ support Documents S e - - L . o
°
/ Edit user Archive user >
Select Supplier list > select ADD SUPPLIER or Delete to change the supplier linkage. dd Somtir
Notes:
X FLATWORLD M Age . .
. , Criteria to Add Supplier to an Agency:
B SOl LIe e The supplier is active with an active
= user account.
Otherwise, Disable will be displayed next
’ {3 to the supplier user in the Add Supplier
, window.

% Direct to supplier profile ¥ Delete supplier linkage

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.

X Supplier Company  Active

B3 Company Info Support Documents

2 Users

[ support Documents

03-31a110.38.43

31/Mar/2023

¥ Bulk download Delete document

18



5.7 Agency: Archive and Unarchive
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Select Supplier > On Companies page, select the Agency to continue.

Archive User:
Select Users > On Active Users page, select Archive.

X FLATWORLD W Agency Company Active

Bg Company Info B3 Archived Users

Active Users

i Supplier List Li

) Support Documents
U i User Name

Archive user

Unarchive User:
Select Users > On Archived Users page, select Unarchive.

x WM Agency Company Active

& Active Users

B3 Company Info
Archived Users
gm  Supplier List List of the company archived users.

[ﬂj Support Documents
User Name Login Email

qaxtuzz

B Unarchive user

Email Notification

1ailto.plus

+8 CREATE USER

+[a]

Unarchive Account

Notes:

e The archived users will be counted
as subscription users within the
current subscription period.

e No notification email will be sent
to an archived user.

Some tips when archiving Agency users:
1.More than one existing Agency users
Archive Account

Are you sure to archive this user.

‘ CANCEL ‘ ARCHIVE

2.Archive the last Agency user

Archive The Last User

When the last user is archived, the company profile will also be
deactivated. Are you sure to deactivate this user?

CANCEL ‘ ARCHIVE

19



5.8 Export Companies and Users
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Export Supplier and Agency Company

Select Supplier > On Companies page, select Export All.

« RH Admin s li
upplier
. PP

12 Users
Sromiiies (D CrsesDsm s RESET

Secgher Compan,

Suspher Company

Export Supplier and Agency Users

Select Supplier > On Users page, select Export All or Export Active Users.

« RH Admin %
Supplier
&)

a4 Users
it Gioommionsist || Bnaeronss  masar

a Export

= Export All

Notes:

Supplier and Agency Compan
e Companies > Export All: Both Supplier
and Agency company will be exported.

Supplier and Agency Users

e Users > Export All: Both active and
archive users will be exported.

e Users > Export Active Users: Archived
users will be excluded from the export.

20



6 Lab User Account Maintenance

6.1 Lab: Groups, Locations and Users Overview
An overview of all the active Lab Groups.
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<« RH Admin
Lab

€ Dashboard
2 Users
Lab (202)

Rows per page: 20 =
Lab Group = T

Tuv suD

RESET

Company Type W

Updated Date J5

Groups 42

48 CREATE LAB GROUP M

Greated Date [

Active Users | =
Lab Groun B PRr——
An overview of all the active Lab Locations.
« RH Admin L b . .
a ccrtions (B3 - s (B
€ Dashboard
& Users
SEARI:H showfiters (D) Created Date = RESET t
Buy
Suppl Fage Rows per page: 20 ~ Showing items 1-20 of 83 >
Lab (202) Lab Group= T Lab Location = Q Company Type ¥ Status ¥ Created Date [= Updated Date & Active Users &
AP LA TESTING AP Lag TESTING Lab Location ac 23002022 B s
An overview of all the active and archived Lab Location and Lab Admin users.
« RH Admin L b
Locations 83 roups 12 Users 202
a
¢ Dashboard
2&: Users
Shew filters (© Created Date « (© Archived Date « RESET [I]
Buyer (50)
Suppl Rows per page: 20 ~ Showing items 1-20 of 202 >
Lab (202) Lab Group = Y Lab Locationf= Q User Name Q UserType T status T Created Date [~ Archived Date = Updaed Date [= Valid Date(@) =
TUuV SUD TUV SUD Shenzhen David Zhao Lab Active 130Julr2023 NIA 19/Juli2023 14/Aug/2023
Notes:
e You can search the Lab by using the search keywords bar.
L]

You can use table search, filter, and sorting function. You can reset or remove the setting that you have applied

21



6.2 Lab: Create Lab Group
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Create Lab Group
Select Lab > On Groups page, select CREATE LAB GROUP.

»

Lab

>

ab Group ¥ company Type T Updated Date 15 Createq Date [

Input Company Info and select CREATE USER to create Lab Admin User, then select NEXT.

Create Lab Group

Company Info P

Lab Admin User

+2 CREATE USER

: ’

+8 CREATE USER

—_—

Notes:
You can create multiple Lab Admin Users.

22
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Select + CREATE LAB LOCATION to add Lab Location Profile.

Create Lab Group

Lab Locations

Select CREATE USER to add Lab Location users.

Select + CREATE LAB LOCATION to add more Lab Locations under the same Lab Group.

Lab Location #1  RevovE v
b Locaton

Contact Nurmber

CANCEL  BACK

Select CREATE ACCOUNT to complete the creation.

v

48, CREATE USER

[ 4 CREATE LAB LOCATION ]

Email Notification

-

6.3 Lab: Manage Lab Group

Select Lab > On Groups page, select a specific lab group to manage the profile.

« RH Admin

Lab =
s (@ Created Date ~ RESET
ol T Gompany Type T poeted Date ] 4 Date [ ‘Active Users |

23
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Select Company Info to CHANGE Lab Group name.

X BV W LabGroup

Company Info

2s Users o

y information here. T

@ LabLocations

ﬂJ Support Documents

Lab Group ]

Select Users > On Active Users page, select CREATE USERS to add new Lab Admin user to an existing Lab Group.
Select Users > On Active Users page, select Edit User to change Lab Admin user details.

X BV WM Lab Group Create New User

By Company Info B Archived Users

User Name

—_—

Active Users
Q Lab Locations List of the company active users

Email Notification

) support Documents
User Name Login Ema; Email Not

CANCEL CREATE

h (Global PM)

# Edituser 8 Archiveuser ¥ Bulk download ¥ Delete document

24
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Select Lab Locations > Select CREATE LAB LOCATION to create new Lab Location for existing Lab Group.

Select Lab Locations > Select Delete LAB LOCATION to remove the linkage between existing Lab Location and Lab Group.
Notes:

Please go back to Lab > Locations page to update the Lab Group for that Lab Location, otherwise, it cannot be selected by
Supplier during Acknowledge and Quote flow.

Create Lab Location

Company Info

X BV WM Lab Group

Company Infc o
B2 Company e Lab Locations

[ +2& CREATE LAB LOCATION '—V
s Users Lab location linked with this Lab gr
€ Lab Locations —

U Support Documenis

Users
BV - BV Noida 4]

BV - BV Buffalo B

[ Direct to lab location profile

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.
X W Lab Group

By Company Info

Support Documents 1, UPLOAD

44 Users

Q@ Lab Locations

[@J Support Documents ]

rh_admin@icw.ic 10/Jul/2023 | ]

* Bulk download # Delete document




6.4 Lab: Archive and Unarchive Lab Group

ICVy

compliance made easy

Select Lab > On Groups page, select the Lab Group to continue.

« RH Admin

Lab B

@ s @ comssomse Reser
ani o T bt I At usars |5
Tuv sy Lsb arn - —
S—— o oo pl—
- v pro—

Archive User
Select Users > On Active Users page, select Archive.

X BV W Lab Group

B Company Info B Archived Users

Q  LabLocations

Active Users

pany active users

Support Documents
U suwe User Name

Login Emai

REATE USER

? ingh (Global PM) piyush.singh@bureauver piyush.singh@bureauveritas.com
E . n .
Archive user Unarchive user
Unarchive User
Select Users > On Archived Users page, select Unarchive. )
Unarchive Account
> Testing 001 W Lab Group
By Gompany Info @ Act Are you sure to unarchive this use

Archived Users
© Lab Location List of the o )

@ Support Documents User Name Lo Email Notification (5

CANCEL

UNARCHIVE

I
(=)

Notes:
e The archived users will be counted as
subscription users within the current

subscription period.

Some tips when archiving Lab Admin users:

1.More than one Lab Admin users

Archive Account

Are you sure to archive this user.

‘ CANCEL | ARCHIVE

2.Not allow to archive the last Lab Admin user
Archive The Last User

You can not archive the last user.

CLOSE
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6.5 Lab: Create Lab Location

ICVy

compliance made easy

« RH Admin L b
2a Users
Showfites (D Greated Data = RESET
ows perpage 20 = Showing flems 1-20 of & >
Lab Group= T Lab Location J= Q Company Type T
AF1LAB TESTING AF1LAB TESTING Lab Locaban
Bracn Tastng Ssrvicas Bracni Testng Servicss Lb Locatan
Bv BY Banaglors Lab Locaban

Create Lab Location

Company Info
Leb Adress
Contact Numbe

Users

Select Lab > On Locations page, select CREATE LAB LOCATION > CREATE ACCOUNT

stats T Created Date |~ Updated Date | Active Users [
23002022 1902023 5
Actres 2302022 20002023 1
28002022 2012023

Input Company Info and select CREATE USER to create Lab Location User, then select CREATE ACCOUNT.

Cannot Find Lab Group?

Login Email User Name Email Notification

L]

v

GANGEL

+8 CREATE USER
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6.6 Lab: Manage Lab Location

ICVy

compliance made easy

<« RH Admin

Lab

) Dashix

28 Users

oller Rows per page: 20 = Showing items 1-20

Lab (202)

Lab Group T Lab Location Q

@ croatoc Date ~

Company Type T

Select Lab > On Locations page, select a specific lab location to manage the profile.

AFI LAB TESTING AF| LAB TESTING

Brachi Testing Services Bracni Testng Services

BY BV Banagiore

Lab Location

Lab Location

Lab Location

stans T
2v0uz022 21a0n2023 5

Active 230cti2022 2144uni2023 1

Active 25002022 214auni2023 1

) Support Documents

Lab Location

Lab Group

Contact Number

Company Address

X BV Banaglore Lab Location Active
[Ba Company Info
Company Info
aa Users

You may edit the user's company information here.

Select Company Info to CHANGE the Lab Location, Lab Group or contact details.

BV Banaglore

BV

{l) Pvt. Ltd. AKR Tech Park, Ground floor, C Block,
h Mile Hosur Road, BANGALORE - 560068

Bureau Veritas Consumer Products §
Survey ne 112, Krishna Reddy Ind. Are
Telephone-91-080-40701600

Actve Users |

CHANGE

CHANGE

CHANGE

CHANGE
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Select Users > On Active Users page, select CREATE USER to add new Lab Location user to an existing Lab Location.

Select Users > On Active Users page, select Edit User to change Lab Location user details.

X BV Banaglore LabLocation Active

B Company Info B Archived Users

Active Users
DJ Support Documents List of the company active users.

User Name Login Ema Email Notification

Select Support Documents > Select UPLOAD, Bulk Download or Delete document for document management.

x Lab Location Active

Company Info
B Company In Support Documents

Drag and drop the file to upload
22 Users ] : :

@ Ssupport Documents

Same SKU & Market With Multiple Quts

tanding Tasks updated _
[Bs] rh_admin@icw.io 08/May/2023
not deleted,xlsx

KE

“ Edituser B Archive user * Bulk download ¥ Delete document

Create New User

User Name

e Ernail Notification

CANCEL
Edit User
david.schmidt@bureauveritas.com1
User Name
Email Notification
CANCEL

CREATE
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6.7 |Lab: Archive and Unarchive Lab Location

ICVy

compliance made easy

Archive Lab location

Select Lab > On Locations page, select Company info, select Archive.

« RH Admin

Lab

@ pasnooar

- =l

Buyer (50)

Page ! Rowsperpage 20 =

1 Gow T

h

Sonfies © Cadlate - RESET

>

b Locaton O, congan e ¥ suns T —— Upcats oata [ Acove Usas =
718 TESTING [ LabLocaton - e s
Brac Tsig S e Tstng S i e R - — '
o ov sanagars L Lot ncive - - '

The archived Lab location status will be changed to Inactive.

<« RH Admin

Lab

€ Dashboard

a2 Users

Page:1  Fows par pags

Lab Growp [ T

B Suppon Documents

Company Info

20 - Snowng 1-20ot2r

Lab Location = Q

>

company Type ¥

Lab Location

crange

Creted Date 5 Updsted Date |5

25rSepi2024 28/8aprzoza

Notes:

e The "Archived" lab location will
appear as "Inactive" in Admin.
Vendors will no longer be able to
view or select the lab during the
acknowledge tasks flow.

e  “Archive” a lab location does not
“Archive” the users associated with
that location.

e Users of the "Inactive" lab location
who remain "Active" will still have
access to the platform and can
manage existing tasks as usual.

Commented [A5]: 20240930:Adding “Archive” and

“Unarchive” Lab location function.
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Unarchive Lab location

Select Lab > On Locations page, select Company info, select Unarchive. Note:

X LLB 0925M  LsoLocaton Inactve B UNARCHIV
There are two ways to unarchive a lab
Company Info location:

e  Manually "Unarchive" a lab location
if there are any active users
o associated with it.

e e |If there are no active users, at least
one new user must be created for
the lab location, or an archived user
must be "Unarchived". This will

The unarchived Lab location status will be changed to Active. automatically update the lab

location status to "Active".

« RH Admin L b
€ Dashioars a
s Users
0925 % @D scotien @ CrtsaDate - RESET th
Buyer (11)
==
Lot Groun]= ¥ Lo Location]E O Campany Tyss T Updated Date | Pt

Lab Location 2Wsapzu2d 1
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Archive User

Select Lab > On Locations page, select the lab location to continue.

« RH Admin

Lab
€ Dashbosrs

.

Fowsperpags. 20 - Show

LabGroup ] T Lab Location 1. @ Company Type T
Tosting PO Number

By BV Banagior Lab Locaton

o BV Bl Lat Locaton

Status T Created Date [ Updated DateJ5 Active Ussrs [
Inactiva 250uz022 10Sep2024 1
Active w0z 10Sep2024 3

Select Users > On Active Users page, select Archive.

X BV Banaglore LabLocation Inactive

ive Users B Archived Users

B2 Company Info []

@j Support Documents

Active Users

List of the company active users,

User Name

Pradipta Kumar
Created: 25/0ct/2022

B UNARCHIVE

Login Email Email Notification

pradipta.kumar@bureauveritas.comtestpradipta.kumar@bureauveritas.comtest # E]

Archive user B Unarchive user

Note:

e The archived users will be counted
as subscription users within the
current subscription period.

e No notification email will be sent to
an archived user.

Some tips when archiving Lab Location

users:

1.More than one Lab location users
Archive Account

Are you sure to archive this user.

[(omen | [

[2. Allow to archive the last Lab location user
if it doesn’t involve outstanding tasks.

Error message will pop up if the lab location
that you want to archive involves
outstanding tasks.

Archive The Last User

CANCEL ARCHIVE

3.Active users could associate with Active or
Inactive lab Iocations.\
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compliance made easy

Unarchive User

Select Users > On Archived Users page, select Unarchive.

X BV Banaglore LabLocation Inactive
Ba Company Info @ Active Users

Archived Users

Ej Support Documents List of the compar

User Name ogin Ema

Pradipta Kumar

radipta.kumar@bureauve

Email Notificatio

O UNARCHIVE

Some tips when unarchiving Lab Location
users:

° “Unarchive” users from an Inactive Lab
location will “Active” the lab location
again.
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6.8 Lab: Export Groups, Locations and Users

ICVY

compliance made easy

Export Lab Locations
Select Lab > On Locations page, select Export All.

« RH Admin

Lab

Export Lab Groups
Select Lab > On Groups page, select Export All.

« RH Admin

Lab

RESET

Export Lab users

Select Lab > On Users page, select Export All or Export Active Users.

« RH Admin

Lab

portmn (b st |[ § dmtimttie -

0

Notes:

Lab Company:

e Locations > Export All: All Lab
Location will be exported.

e  Groups > Export All: All Lab
Groups will be exported.

Lab Users:

e Users> Export All: Both active and
archive Lab Location and Lab
Admin users will be exported.

e Users> Export Active Users:
Archived Lab Location and Lab
Admin users will be excluded from
the exported.
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7 Testing PO Number Maintenance

7.1 Buyer: Testing PO Number Database

ICVy

compliance made easy

Overall view of Testing PO Number

Assign Testing PO Number for each department by Concept and Export Market. Same Testing PO number can be applied to different Department, Concept, and Export Market.

<« RH Admin T . P N b
¢ Dashboard
8¢ Users
S
Buyer (10)
wis per - i ns 1-20 of 27
Suppler (533) Rows perpage: 20 Showing items 1-20 of 2
Lab (215) Num]F Department Desc Q
= Option List
2300 BATH FURNITURE
.
1700 BATH TEXTILES
8300 BCT BEDDING TEXTILES
8200 BCT DECOR
2000 BCT FURNITURE
Note:

Baby & Child

Us NIA
EU Test_2
UK okay2
Qc test4

US test]
EU testT
UK NJA
Qc NiA

US wet
EUNA
UK test2
Qc NiA

Us NA
EUN/A
UK N/A
Qc NA

US aaati112
EUaaalili3
UK aaatiti4
Qc NiA

- Testing PO numbers are created to manage and identify invoices covered by RH.
- RH decides on the applicability of Testing PO numbers for selective suppliers.

- The Testing PO number is automatically applied to each TRF when the supplier confirms the quote, provided Testing PO number has been applied to the supplier.
- The Testing PO number is displayed in the TRF and Invoices sections of each task.

- Thelab can include the Testing PO number in their invoice offline for RH payment processing.

Teen

US test

EU 4000_T_EU

UK aha
ac 1111

Us 1700
EU test?

US fagdf
EU NiA
UK NI
QC NIA

US aaalitt
EU NIA
UK NIA
Qc NiA

Core

US test code

EU 123
UK qwe
Qac sss

US testd

US NIA

UK WA
oc NiA

o

Modem

US NJA
EUN/A
UK N/A
Qc NA

US tests
EU 123
UK NJA
ac NiA

US NJA
EUN/A
UK N/A
Qc NA

US NiA
EUN/A
UK N/A
Qc NA

US NIA
EUN/A
UK NJA
Qc NiA
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7.2 Buyer: Add and Edit Testing PO Number

Add Testing PO Number
Add Testing PO Number for each department by Concept and Export Market.

Select Department Desc > select ADD > input New Testing PO Number and Remarks (optional) > SAVE.
X 8200 BCT DECOR

D Log

Add Testing PO Number

8200 BCT DECOR / Baby & Child / US
New Testing PO Number *
Baby & Child

)

CANCEL

~—

Edit Testing PO Number
Edit Testing PO Number for each department by Concept and Export Market.
Select Department Desc > select EDIT NUMBER > input New Testing PO Number and Remarks (mandatory) > SAVE.

X 2300 BATH FURNITURE

D log

Edit Testing PO Number

TH FURNITURE / Baby & Child / US
Current Testing PO Number
Baby & Child

New Testing PO Number *

# EDIT NUMBER

2 ETE # EDIT NUMBER Remarks

= # EDIT NUMBER
1 LETE # EDIT NUMBER

o ‘

Note: An updated Testing PO Number will be applied when the supplier confirms a new quote.




7.3 Buyer: View Testing PO Number Linkage to Suppliers

ICVv

compliance made easy

View Testing PO Number linkage to Suppliers
View the Suppliers with Testing PO Number applied, select the number with hyperlink next to Suppliers.
Input supplier ID or supplier name by searching bar to do searching.

Supplier (4)
X 2300 BATH FURNITURE

§ Tmronm Testing PO Number

Baby B OO

e

614

nmn2

o )

Select specific linked supplier > It will direct to the specific supplier Testing PO Number > Applied Testing PO Number

Supplier (4)

Suppiier Hame ]
AEROSTONE INC

ARTEX DESIGN GROUP INC
ALICIA ADAMS ALPACAINC

VATI OVERSEAS

X AEROSTONE INC  Suppher Company Active

Baby & Child

B3 company Info § Applied Numbe o Log

25 Users
. _ Applied Testing PO Number
@ Support Documents

7814 OSTONE INC

Department
un2 ARTEX DESIGN GROUP INC §  Testing PC Number
2100 BATH FURNITURE
g ALICIA ADAMS ALPACA INC
sm ATIOVERSEAS

DONE

country T

+ ADDCODE
concapt 'V

Baty & Chid ]

Note: If you would like to remove the Testing PO Number linkage to a specific supplier, go to Supplier > Companies to unapply the Testing PO Number.
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7.4 Buyer: Delete Testing PO Number

Delete Testing PO Number

Delete the Testing PO Number for specific Department/Concept/Export Market, select Department Desc > go to the Concept/Export Market > select DELETE >
Input Remarks (mandatory) > DELETE.

X 2300 BATH FURNITURE Delete Testing PO Number
PO Numb .
Testing PO Number
DL e et o Eat R Delete the following testing PO number?
D Log

2300 BATH FURNITURE / Baby & Child / US
Baby & Child Test 1

D

e
CANCEL

ac

Note: Testing PO Number will not be applied to any Suppliers once it is deleted.
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7.5 Buyer: View Testing PO Number Activity Log

Testing PO Number Activity Log (Overall)
View the overall Activity Log for all Departments related to Testing PO Number changes.
Filter Activity Log by Department / Concept / Country / Issue Date.

[ 4200 GARDEN ACCES SORIES

. O BABY CHILD
« RH Admin
Testing PO Nu ber Testing PO Number [ 2300 BATH FURNITURE py—
00 6CT LIGHTING
0 e100 6CT LHTIN —
>
P> [ 4000 HOME ACCESSORIES
O een

how filters | @ Depariment « @ concept + @ country - (© Issue Date - RESET
S [ = : — : J o _
IR

Buyer (10)
O 5300 6CT BEDDING TEXTILES i
Page:1  Rowsperpage. 20 v Showing flems 1-20 of 56
Supplier (583) ows per page: 2 owing ltems 1-2 > -
Lab (215) action T Field Impacted Content Remark Acior Date
O e “« Dssember - 2029 .
Option List Add 2300 - BATH FURNITURE - Baby & Child - EU Added Test_2 support_th@icwio 21iDeci2023 O - T
a
Add 2300 - BATH FURNITURE - Baby & Child - US Added Test_1 support_ih@icw o 21iDeci2023 0w e s
. . avs - . o
Add 6200 - DINING TABLES - Baby & Child - US Added 6200_B&C_1 New supporl_h@icwio 20/Deci2023 J
'
Remove 4200 - GARDEN & ACCESSORIES - Baby & Chid - QC Deleted 4200_BC_oC 1851 f0r I0g in Suppler profile SUppOn_mi@icw io 20Dec/2023 :
Ean 5700 - Fabric Upholstered - CORE - US Change from ta 5700_C_1_updated test for changes code support_i@icwio 20iDeci2023

Testing PO Number Activity Log (Specific Department)
View the Log for specific Departments related to Testing PO Number changes.
Testing PO Number > Department > Log

X 2300 BATH FURNITURE

Log

acion T Field Impacied Content Remark Actor Date

2300 - BATH
Agd FURNITURE - Baby & Added Test_2 suppori_h@icwio  21/Deci2023
caa- EU

2300 - BATH
Aa FURNITURE - Baby & Adged Test_1 suppon_M@icwio  21D4c2023
cnia-us

2300 - BATH
Remave FURNITURE - Baby & Deteted new
Cchig - EU

na longer

upy ew i 20/Deei2023
e suppent_h@icw io ee

2300 - BATH
Remaove FURNITURE - Baby & Detetea test asafasanza m@icwio 20/Dec:2023
chaa-us

2300 - BATH
Ear FURNITURE - Baby &
Chd-US

Change from

et sargastgz micwio 20/Dec:2023
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7.6 Buyer: Apply Testing PO Number to Supplier

Apply Testing PO Number to Suppliers
Select Supplier > Companies > Specific Supplier > Testing PO Number > Applied Number

Supplier 7

<« RH Admin

@ Dashboard

&z Users
| Haiil __ showfiters (9 Created Date v RESET +2 CREATE + t

Buyer (10)

Pagei1  Rowsperpage: 20 v Showing items 1-20 of 517 >
Lab (215) supplier No. / Name$= ¥ Agent Q company Type ¥ status Y Created Date]= Updated Date = Active Users 1=
= Option List NIA Supplier Compan; Active 25/0ct/2022 31/0ct/2023 2
AEROSTONE INC b2 =y
Testing PO Number
NIA Supplier Company Active 25/0c1/2022 28/AUg/2023 1

AIDAN GRAY HOME INC

Select Testing PO Number >+ ADD CODE.

X AEROSTONE INC  Supplier Company Active

Ba  Company Info $ Applied Number £ Log

22 Users

Applied Testing PO Number

[ Support Documents

$  Testing PO Number Department Country Concept

weor s Baby & Child [}
BEDROOM TEXTILES - aby & Child

1200 uk Baby & Child L]
BEDROOM TEXTILES

ceon e Baby & Child -
BEDROOM TEXTILES aby & Child

2300 o : .
BATH FURNITURE - s
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compliance made easy

Select = next to the Department > select Checkmark next to the Concept/Country > ADD

Apply Testing PO Number

Select department.

2300 BATH FURNITURE

1700 BATH TEXTILES

8300 BCT BEDDING TEXTILES

8200 BCT DECOR

8000 BCT FURNITURE

CANCEL

Apply Testing PO Number

Select testing PO number

~ 2300 BATH FURNITURE (0/3)

~ Baby & Child (1/4)
Child
Baby & Child
Baby & Child
Baby & Child
> Teen (0/4
> Core (0/4

Note: Testing PO Number can be added to Supplier only if it exists in the Testing PO Number Database.

Testing PO Number will be applied on TRF and Invoices session of each Task when the supplier confirms a new quote.

Test_1

okay2

BACK

[DDDDDBEE]
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7.7  Buyer: Unapply Testing PO Number to Supplier

Unapplied Testing PO Number to Supplier

Select Supplier > Companies > Specific Supplier > Testing PO Number > Applied Number > select the trash bin icon > UNAPPLY

X AEROSTONEINC  suspiercompary  Acine Unapply Testing PO Number

Applied Testing PO Number |

Department

Temporarily unapply the following testing PO number?

1400_BC_1_NEW

1400
EEDROOM TEXTILES

1400 .
EEDROOM T Exrues a ey ene

o NO, BACK

EATH FUANITURE

Note: After UNAPPLY, the Testing PO Number will not be applied to newly confirmed quote.
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7.8  Buyer: View Supplier Testing PO Number Activity Log

ICVY

compliance made easy

Supplier Testing PO Number Log

Select Supplier > Companies > Specific Supplier > Testing PO Number > Log > View the Applied or Unapplied change log on a specific supplier.

X AEROSTONE INC

B2 Company Info
2 Users

@j Support Documents

S  Testing PO Number

Supplier Company Active

§ Applied Number

Log

Action

Applied

Applied

Applied

Applied

Unapplied

Unapplied

Date |=

21/Dec/2023

18/Dec/2023

18/Dec/2023

18/Dec/2023

18/Dec/2023

18/Dec/2023

Changes

Applied Test_1 for 2300 BATH FURNITURE / Baby &

Child / Us

Applied 1400 _BC_EU for 1400 BEDROOM TEXTILES /
Baby & Child / EU

Author

support_rh@icw.io

support_rh@icw.io

Applied 1400_BC_GBR for 1400 BEDROOM TEXTILES / support_rh@icw.io

Baby & Child / UK

Applied 1400_BC_1_NEW for 1400 BEDROOM
TEXTILES / Baby & Child / US

support_rh@icw.io

Unapplied 4000_M_GBR for 4000 HOME ACCESSORIESrh@icw.io

/ MODERN / UK

Unapplied new for 2300 BATH FURNITURE / Baby &
Child / EU

Bl © Chat with us
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