Vendor Portal Training Guide
External User - SMF, MMVA (The Bay & Home Outfitters only),
AP Inquiry & Manage Users

HUDSON'’S BAY CO.

The vendor portal is a 'One-Stop-Shop' for vendors to interact with
HBC for several key processes. This exciting new development will
allow for much better clarity into the HBC - Vendor relationship as well
as speed up many of the functions we participate in today.

https://vendorpartners.hbc.com
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Supplier Maintenance Fof&MF)

Your buyer will initiate the vendor setup and designate a vendor administrator.

The administrator is responsible for completing the setup up form (SMF) and for
creating/modifying user access to HBC Vendor Portal.

Example of notification that includes TEMPORARY login credentials is below. The email
will be sent from VP Admin address so check to ensure that it is not in the spam or junk
mail box. If notice is not received, contact the buyer to check the email address for
accuracy.
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Sorts Tumsdoy, Aped 0, 2007 2004 WM
Tot Sarput. Juywrs
byt L - T

Eells JATANTE] SAMPATH

Fou Rane e ezponaridy added ot Ehbe Viesdr Portal o acow G SMF {Sippber Msswsmes Form
Flens e © o merces prm biow © g = B Vs Poml Svoms md compleer de OOF &
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Thank you

Hbe Vendor Portzl Support Group

https . vendeorparmers hbe.com

NOTE:
Flezse do not reply to this message, which was sent from zn immeonitored e-mail address. Mail sent to this address cannot be answered.

Website: https://vendorpartners.hbc.com

Optimized for browsers: |E 9.0 - 11.0, Mozilla 17+,
Chrome 25+ and Safari 5.1+
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U Enter User Name and Password

Francals

www hbe com Contact Us

Hudson's Bay Company (HBC) Vendor Portal Site (PROD)

Registered Users Login

Announcements
050712015 Saks Canada Vandor Qnboarding Videos — All Videos User Narme |
07/2012014 HBC REID IMPLEMENTATION. GUIDE Password | |
07202014 GUI ) P T, F
Forqol Password? Login |

Manuals and Forms
Domestic

¥ Yandor Tralning Guide

View All W
Download
The Hbc Family + VENDOR TRAINING GUIDE FOR
Sk, . %f _ 5 Revisad Hbe Hanger Policy Juna
(/‘w{ﬁ{f/' HUDSON'S IlAY‘ | }4‘,//,
Yiaw All B
|
| !
System will go directly to the pending Supplier Maintenance Form
Status must read Pending Vendor Clearance for review and edits
Mandatory fields are marked with a red asterisk for easy
completion
E Vendor Portal (TEST) Welcome SAMPATH, JAYANTHI (Vendor Admin) |  ContactUs | Logout

L&T Partners Saks Partner «

Add / Edit SMF
***Reminder: Please send signed Consignment Agreement Form to vendor.control@hbc.com***

submit | | Approve | | Rewark | | Restart Work Flow

DocumentID : 83790

Status : Pending Vendor Clearance

Vendor Category : Canadian/US Vendor Type : Regular * Operating Company | Saks Fifth Avenue v
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Vendor Details
Suppber Legal r—_——. : - P s
Entey Nome oY= COMPANY Buyer 123 DUNS 2
Parent ;\".’,2:: v Consgamaet Type v Principal DMM 45
Names
ARernate Ste Name XvT COMPANY SET Moae!

Department 2 Brond Nome Mg Name
v
v
v
v
v
v
v
v
v
v
Cagbve
- Label
i T AA aDe
* Payment Currency | US Sollar v Brand Type (WS Licansas
Redarerce -
Hational
Private
Paymect Mamod | CHEQUE/CHECK v HST® 5T
Payment Terms | 3% 25 DAYS NET 70 v Language  Englah v
o N Order / Retun Lead |, -
Product Name = 10
me
Order Min Quantty v Order M Valse 5

U Enter GST #: Saks Canada, The Bay & Home Outfitters vendors require a valid GST (Goods
and Service Tax) number. Contact Canada Revenue Agency to register or do not know the
number.
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* Pay T Mandstory
Contact Name : City : Phone :
Title : - State Fax:
Address Zip - Email Address :
Country : Factor:
Invoice Check Remittance
® 810 Invoice ® 820 Check Remittance
ERS Vendor agrees to be paid based on receipts.Paper invoices not allowed. “endor agrees to log into vendor portal to pull check remittance details.
* Order From Mandatary ¢ #| Same as Pay To
Contact Name : COMPANY,XYZ City : NEWYORK Phone: 1234557890
Title : State : NY Fa:
Address: 250 VESEY Zip: 10281 Email Address: name@xyz.com
Country : US
* Ship From Mandatory ¥| Same as Pay To
Contact Name : COMPANY.XYZ City: NEWYORK Phone: 1234567890
Title : Stata: NY Fax:
Address : 250 VESEY Zip: 10281 Email Address: name@hbc.com
Country: US
* Return To Mandstory #| Same as Pay To
Contact Name : COMPANY,XYZ City: NEWYORK Phone: 1234567890
Title : State: NY Fax :
Address: 250 VESEY Zip: 10281 Email Address: name@hbc.com
Country : US
* Principal Contact Mandatory ¥| Same as Pay To
Contact Name : COMPANY.XYZ City: NEWYORK Phone: 1234567890
Title : Stata: NY Fax:
Address: 250 VESEY Zip: 10281 Email Address: name@hbc.com
Country: US

U Review Invoice and Check Remittance selections

0 Enter address information (Pay to, Order From, Ship From and Return To) by clicking red

"PayTo

If applicable, click Same as Pay To and the system will automatically complete each address
section for you

box

i Enter Principal Contact
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U Complete EDI details

EDI Contact (Technical) EDI Capability * All EDI fields are mandatory.
* Contact Name 812 Adjustment 824 Application Advice 856 Advance Ship Notice 180 Return Merchandise
Mandatory
* Title 5 e - \EE Davares 997 Functional
850 PO 852 POS Sales Data 855 Reverse PO Acknowledgement
Mandatory
* Phone 860 PO Change 864 Message Text
Mandatory
* Email Address * EDI Provider Type ¥ | EDIwill be based on UPC /EAN Lead 4
* Fax# ' EDI Provider
Mandaton
EDI Production Date ]
Support VICS Standards versions v
EDI Contact (Provider) EDI Network Details
Contact Mame Production Attributes Test Attributes
Interchange I1SA Receiver ID
Title Mandatory
Qualifier *
Phone Mandatory
Functional Group GS 1D *
Email Address Mandatory

Account (IBM)

Fax# Network ID / User ID (IBM)

Network Name v v
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U Complete Other Section

Other Section
GXS Catalogue Yes No Mendor to provide UPC list to Buying Office
Catalog# 1. 2. 3 4. .
[ 7 8. 9 0
ves Integrated
* RFID/EPC Capable No RFID Date ] RFID Tag Type niegrate
. MNon-Integrated/Companion
Will be soon
Mandaton
“endor will comply to Standards
’ * WICS Standards -
RFID/EPC Company Inlay Model Hanger Compliance Vendor will not comply to Standards
Mot Applicable
Mandatory

es, will UPC ticket to HBC Standard

‘Yes, will ticket using Saks Fifth Avenue's Internal UPCs (Lead 4)

For OFF 5TH Cnly: Yes, will have UFCs but not to OFF 5TH's Standard (requires GMM approval)
Na (requires GMM approval)

Mandatory

* Pre-Ticketing

Avery Dennisan

* Ticket Transmissions FineLine
(UPC/EAN or Lead 4) No Transmission needed
Cther
Mandatory

Social Compliance contact details

First Name Last Name Email Address Phane

Ui Complete Vendor Requirements
q Domestic vendor - #1 and #2 are required
i Overseas vendor - answer #2 only

I Vendor Requirements I

1. If same or all of the products are imported, are you or a related entity the importer of record? If yes, you must provide the following details :

a. Name of Customs Broker ABC ¢ Yes
b. Fish & Wildlife Certificate (if applicable)
2. Will you comply with the vendor standards contained in the Vendor Standards Manuals in effect at the time the order is placed? These standards are
available on the vendor portal dashboard under "Manuals and Forms” and include, but not limited to :
a. PO Terms and Conditions
¥ Yes

b. Business Practice Standards
¢. Packing and Shipping

d. Routing and Transportation
e. Drop Ship Standards
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U Click Submit button

E Vendor Portal {TEST} ‘Welcome Thomas, Amy (Super User) | ContactUs | Profile Settings | Logout

Home  Manage Vendor e-deal MMVA  e-deal VA Manage Content = Manuals & Forms  AF Inquiry  L&T Partners Saks Partner Site Admin
Add | Edit SMF

***Reminder: Please send signed Consignment Agreement Form to vendor.control@hbe.com***

ﬁ Submit § | Approve | | Rework | | Restart Work Flow |

Status : Pending Vendor Clearance Document D @ 8379

“endor Category © Canadian/Us “endor Type . Regular * Operating Company | Saks Fifth Avenue ¥

If all mandatory fields have been completed, you will receive DATA SAVED
SUCCESSFULLY message. If not, the missing information
will be marked in red with the word MANDATORY.

The status will change for the next team in the setup approval workflow.

E Vendor Porial (TEST) eicome Thomas, Amy (Super User ContactUs Profie Sefings | Locout

Marage Content  Manuais& Forms AP Inguiry L&T Parners Saks Par

Add/ Edt SMF

1 signed Consignment Agreement Form o vendor.co

Restart Work Flow

DozumentID ; 83790

Data Saved Successiuly
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E Vendor Portal (TEST) Welcome Thomas, Amy (Super User ContactUs Profile Seftings | Logout
Home Manage Vendor e-deal MMVA e-deal VA  Manage Content  Manuals & Forms AP Inquiry L&TPartners  Saks Partner w Site Admin v
Add | Edit SMF

***Reminder: Please send signed Consignment Agreement Form to vendorcontroi@hbe.com***

@ Back Submit Approve Rework Restart Work Flow
Status : Pending Ops Planning Clearance DocumentID : 83790
Vendor Category : Canadian/US Vendor Type : Regular * Operating Company | Saks Fifth Avenue v

Data Saved Successfully

For inquiries, contact vendor.control@hbc.com. Please reference your Document ID
number.

Permanent login credentials will be sent after HBC Vendor Control feam has generated
a supplier and site number.

You will receive a notification as soon as the setup is complete that includes your site
(vendor) number.



Vendor Portal Training Guide
External User - SMF, MMVA (The Bay & Home Outfitters only),
AP Inquiry & Manage Users

AP Inquiry
Vendors can find out the status of invoices (paid/unpaid) using ‘AP Inquiry’ module.

Click AP Inquiry on the main menu. The following screenshot will be displayed.

m Vendor Portal (PROD) N Thomas, Amy (Su ‘ ContactUy Profile Settogs | Logout
Home Manage Vencor - e-ceal MMVA  e-geal VA Manage Content  Manuais & Forms § AP Inquiry § LAT Pamners Saks Pamer w She Agmin v
AP Inquiry
—
& Search
Supplior # Vencor Name FOs=
Stes Irvoice Date M w ™ endor invoke 8

ype | Select Type v Amoum

3 Chequs/
Coeratng v Payment Date o 0 Clear Search
Company —_—

Enter the required search criteria - Site #, Type (Paid, Trial Balance or Unprocessed Invoices) &
Operating Company then click Search The invoice, PO and payment information will be
displayed on the same screen under the AP Transactions section. You can search by invoice
number, PO number or check remittance.

AP Transaction Header Show 100 v | g | << || < Pagetor | . || - | View Crediy/Debit Notes

Invoice # Invoice Amount (%) | Invoice Date | Department # | Manufacturer # Invoice Description C
DIM-507090.0-280417-165574-20 -42,816.02 | 04/28/2017 VENDCOR REBATES 3Ia
580158 9,0680.38 | 03/21/2017 ga94 116 PC=50354180506 ASN=2207869454 3
580327 11,073.66 | 03/22/2017 ga94 118 PC=50354210596 ASN=2207875752 3
580820 218542 | 03/28/2017 955 126 PC=59415700596 ASN=2207925709 3
580054 402.74 | 03/20/2017 903 95 PC=509415660506 ASN=2207925830 3
580957 44 87213 | 03/29/2017 955 73 PC=509415670596 ASN=2207925860 3
580044 1,887.10 | 03/29/2017 ga94 116 PC=59415710596 ASN=2207925938 3
580042 215830 | 03/29/2017 955 107 PC=509415680506 ASN=2207925907 3
580940 292218 | 03/29/2017 ga94 158 PC=59415760596 ASN=2207926072 Iy

< >

10
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Remittance Detail
To view specific check details, enter Site #, Type (Pald) Operatmg Company & Check #

Vendor PO'IJ](PROO} weltoma Thomas, Amy {Super Uses Coniact Us Profile Samangs 00Ut
Home  Manage Vendor e-geal MMVA  e-deal VA Manage Content  Manuais & Forms AP inquiry  L&T Fartners SalaFamer - Site Aamin -
AP Inquiry
= Search
Supeher ® Vencor Name FO®
"Sles 123:%% Ivoice Date ‘_i‘ o j \Vengor imvoice ®
Type Fad v Amount To Cheque /Check #  |G0GG00
I —
The Bay /Hom ¢ Paymaent Date o R | Cloar Search
E Vendor Portal {F RDD} Welcome Thomas, Amy [Supar User) Contact Us Profile Settings Logout
Home Manage Vendor  e-deal MAWA e-deal WA Manage Content Manuals & Forms AP Inguiry  L&T Partners. Saks Partner Site Admin -
AP Inguiry
&
[ Search
Supplier # ‘endor Mame PO#
Ste# 123456 Imvgice Diate M ™ M Vendor Invaice #
Type | Paid v Armnount To Cheque / Check # | 0000000
9’;:_:2:3 The Bay / Horr ¥ Payment Date D To D Clear Search
C

Up to 24 months of historical data is available

AP Transaction Header Show | 100 ¥ | per Page | <= || < | page 1 of 6@ | = || == | View Credit/Debit Notes

Invoice = Invoice Amount (5} | Invoice Date | Department # | Manufacturer = Invoice Description Che
CNM-507080.0-280417-165574-20 -42.816.02 | 042872017 VEMDOR REBATES 380 A
580158 8,050.38 | 03212017 BRa 18 PCO=50354150505 ASN=2207B50454 3887
£80327 11,073.85 | 03222017 boa 18 PC=60364210605 ASM=220787E7H2 388"
£80820 2,186.42 | D3282017 BES 128 PO=6415700505 ASMN=2207H26708 388"
H80084 40274 | 03202017 BO3 B PO=H0415500505 ASMN=2207H26838 388"
£80857 44 87213 | OD3282017 BES T3 PO=H415370505 ASM=2207H26850 388"
Ha0044 1,887.10 | OD3282017 boa 18 PO=504157 105085 ASMN=2207TH25838 388"
fa0042 2,168.30 | D3282017 BES 107 PO=H0415380505 ASMN=2207H26007 388"
£80040 282218 | D3282017 boa 168 PO=H415750505 ASMN=2207H25072 3BE W

1| i

You have the option to Print or export to Excel by clicking on the red excel icon.

11
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Click the invoice # in the search result. It will display the following details popup screen.
AP Transaction Header

50700

Invoxe =

) 0.280417-165374.2

Shaw | 100 v JL

Der
Page

Trnvosce Amount ($) | Tnvoice Date

4281602 | 0422802017
P08 38 | 03212017 o4
107358 | 02222017 94
218542 | 055
40274 02
4487213 A 955
887 994
2.15830 ass
202218 | 03282017 ag4

Department &  Manufacthurer #

16

Xien Credit/Debit Hotes

Invoice Descnpnon C

| VENDOR REBATES 3a
PO=50354150508 ASN=2207860454 3
| PO=50354210508 ASN=2207875752 3
. PO=50415700568 ASN=220792570% 3
. PO=50415660506 ASN=2207925833 3
. 0=50415670506 ASN=2207925860 3
3
3

v

>

994

994

994

994

994

116
VHG
.116
‘116

116

59354180596
‘59354180596v
.59354180595-
A59354180596-

59354180595

Department | Manufacturer  Store PO = Style | Rec’'d gty | Inv qty | PO cost | Invoice ¢

Trassaction

Dapartmest | Manstactsrer| PO Insoice Line Dascrgtion Cote i Voacher
b E

A 1% 50354 100508 PO~S0358 1004 DGUPC 2540 S04 TISL 3004 DBASN- 200 T DO 454 401 BB N0 1 YO320050 140580 154
L -

L) 16 50354160506 [AS FO=S0358 1505 PP 2560 S04 274 L2 ex03 052812207 B60454 401 7501849226 | CaD 2150984 00N EE'5"4;‘)17'33:"".5]."-')581VNl
! A 20 00300 0000

304 WAL 59154180 £65 FO=10358 180T BUPC2 163004 2T S AL =0 MIASH-2 207 EH3 454 401 245215482261 CAD 21E0394 [ EDB 20170322000 30) 11628

0. 00200 0

e e pazzaronsan 1 | POt B P22 T g0 SOASNET 07RO il reolaeazznl can 21 D09E 003008 ETADIO01TIITR0004)100 108
r r r 8 r 70 00900 0900 272

) 1% 53154100504 |AZ Ban - CHT EReane Jas 1 2000 40%] 1043 J0|sauads| CaD 20 20000 DO003 ELINNI0 170122050 380580 158

12
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PO Detail
Click on the View hyperlink under the PO List column in the search result. It will display the
following PO details popup screen.

AP Transaction Header show 100 v | BeL [ << || < | PARTOT [ || o> | view Credit/Debit Notes
Invoice # voice Receipt Date | Goods Received Date | PO List | Due Date | Discount Date Terms Discount Amoun
DM-507090.0-280417-165574-20 | 04/282017 04/28/2017 View | 04/28/2017 Immediate Y
580158 03/28/2017 03/27/2017 06/05/2017 | 05/20/2017 3% 20 FFNET 70 27
580327 03282017 032772017 06/05/2017 | 0522002017 3% 20 FFNET 70 a3
50820 03/30/2017 03/29/2017 View | 06/07/2017 | 05/20/2017 3% 20 FFNET 70 €
580064 03312017 03/30/2017 View | 08/08/2017 | 05/20/2017 3% 20 FFNET 70 1
580957 03/31/2017 03/30/2017 View | 06/08/2017 | 05/20/2017 3% 20 FFNET 70 1,34
580044 033172017 03/30/2017 View | 08/08/2017 | 05/20/2017 3% 20 FFNET 70 5
580942 03/31/2017 03/30/2017 View | 06/08/2017 | 05/20/2017 3% 20 FFNET 70 €
5800940 03/31/2017 03/30/2017 View | 06/08/2017 | 05/20/2017 3% 20 FFNET 70 Ev
< >
Hudson's Bay & 2010, All rights reserved. Terms of Use

PO Details
Invoice #: DM-30709D.0-280417-165574-20 Discount Date:
Site #: 035684 Payment Terms: Immediate
Invoice Date: 04/28/2017 Discount Amount: $0.00
Invoice Amount: $-42,816.02 Net Amount: $-42,816.02
Invoice Receipt Date: 04/28/2017 Cheque / Check #: 3891683
Goods Receipt Date: 04/23/2017 Payment Date: 05/20/2017
Description: WVENDOR REBATES Payment Amount: $733,546.67
Due Date: 04/28/2017 Reconciliation Status: RECONCILED
PO # PO Amount($)
-42,816.02
[ Close |

For inquiries, contact saks.ap.helpdesk@hbc.com or hbc.ap.helpdesk@hbc.com.

13
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Site Admin/Manage User

To Add up to 10 additional users to HBC vendor portal

¢ Go to the ‘Site Admin’ tab

e Click on the grey square (add new) on the upper left hand side of the screen
 Key all details of the person you are adding

e Select the ‘role’ for your new user

¢ Save and Notify Users

E Vendor Portal {PROD) Welcome endor Admin

ContactUs Profile Seffings | U
Home Manuals & Forms L&T Parners Saks Pasiner » Site Admin
Manage User

ORE & Motify User | | B2
AddEdit Detads

Company Primary Role |Extemal User

I * FrstName Email Address
StanDa= i = nactve Limit
Additional Available Roles Selected Role

Vendor AP Inguiry
Vendor MMVA
Vendor SMF
Vendor Signing Off
Vendor VA

14
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User Activity List

Manage Manuals & — Site

. — Inquiry -
Content Forms o Admin

External Users | SMF MNVA VA Other Activity Id

Primary Role

Fead Add/Edit External users

; )
Vendor Admin Update for their company

External User Fead Read

Additional Role

vendor SMF UF;%";?E
Vendor MMVA niaie
Wendar Wi UF;?;?E
V'TRSSE’*F Read Read  Read Read

“endar Signing | Read Read Read

Officer Update | Update | Update Read Read Read Read

Roles are managed by the vendor administrator and should be kept accurate.

NOTE

Users that are no longer with the vendor that still have access pose a
security risk to your data and confidential information. Proper
| maintenance assists YOU in keeping your information secure

HBC Finance Team is unable to add access for additional external users and must
be done by vendor administrator.

15
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Etangais

AR AbE com S gofaciUs

Hudson's Bay Company (HBC) Vendor Portal Site (PRCD)

Announcements Registered Users Login
5072015 Sake Canada Veagar Onboag User Name
) ¢ RAD IMPLEMENTATION GUIE Fassord
14 GUIDE DIMPLANTATION RFID
Eoraot Passweea? Logn
Manuals and Forms
Domestic
Viaw AlL B
Download
The Hbc Famity
£
Werkes \ A7,
St e
6 e ﬂ [ ’fa‘(
View AL B

Enter User Mame *

Registered Email Address *

| Submit | | Cancel |

For inquiries, please contact APVendorPortal@saksinc.com.

16


mailto:APVendorPortal@saksinc.com

