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About Haworth® Lynx

You can use Haworth® Lynx to batch transmit purchase orders and receive acknowledgments. Haworth

Lynx also includes the ability to accept transmitted quotes. If enabled, the Communications P/Os window
automatically opens from Furniture Order Entry so you can transmit the quote to the vendor. This useful
feature allows reviewing pricing information, which can save time and pricing errors. You can also receive your
qguote and purchase order acknowledgments without leaving Furniture Order Entry.

Setting Up Haworth Lynx

Before you set up parameters for Haworth Lynx, make sure you have PSN set up. If this is your first PSN
vendor and PSN is not already set up, start by following the steps in the handout Setting Up PSN.

Once PSN is set up, setting parameters to communicate with Haworth Lynx involves the following:
1. Receiving authorization.
Contacting Haworth Lynx.
Setting up a shared folder on the network.

2

3

4. Setting up the vendor database.
5. Setting up furniture contracts.

6

Setting up P/O communication defaults.

Receiving Authorization
Contact ECI Support at ddmssupport@ecisolutions.com to request authorization.

Contacting Haworth Lynx

Contact Haworth Lynx to obtain all eligible contract numbers and expiration dates.

Setting Up a Shared Folder on the Network
Define a folder on the DDMS® or DDMSPLUS® server to be used for the Haworth Lynx P/O files.

1. Locate the designated folder using HostedExplorer.
2. Right-click the folder and select Properties.

3. Go to the Sharing tab and select Share this Folder.
4

Share the folder with users to grant read/write permissions.

Setting Up the Vendor Database

Use the following instructions to set up the destination ID for Haworth Lynx and select the features to enable:

1. Setup Haworth Lynx as a vendor.

Ny
1.1  From the Master Menu, double-click ]
1.2  Inthe Vendor Master tab, retrieve your existing Haworth vendor. You can retrieve vendors by ID,
name, or phone number. You can also click #h o query.

3 continue to next page
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1.3  Click the Name box and enter a name for Haworth Lynx.
1.4  Click the drop-down menu in the Comm box and select Haworth Lynx.
1.5  Click .
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2. Set PSN parameters.

2.1  Click 4t . The Supply Options dialog box opens.
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2.2 Inthe Location box, enter a G/L location, or accept the default of 1.
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Note: For information on setting up multiple locations, see the heading Setting Up Multiple
Locations.

2.3 Inthe Destination ID box, type HAWORTHLNX.

2.4 Inthe Sign On ID box, enter your sign on ID for Haworth Lynx.
2.5 Inthe Sign On Pass box, enter your sign on password for Haworth Lynx.
2.6 From the Supported Features list, click Purchase Order.

2.7  Click Exit.

3. Click .

Setting Up Furniture Contracts

If you previously set up your furniture contracts, go to the heading Setting Up P/O Communication Defaults.
If you have not set up your furniture contracts, use the Furniture Contract Maintenance dialog box to create a

furniture contract.

1. From the Master Menu, double-click | *endar

In the Vendor Master tab, click ﬁ to retrieve your Haworth Lynx vendor.

2.

3. Inthe Vendor window, click ﬁ to open the Furniture Contract Maintenance dialog box.

4. Click Jto add a new contract.

5. Inthe Contract ID box, enter the new contract number.

6. If the contract has an expiration date, enter it in the Exp Date box. Enter the date all in one string, such
as 123120.

7. Press Enter and the date displays as 12/31/2020.

8. To add a description for this contract, click the Description box and enter it.

9. Continue adding all eligible contracts for Haworth Lynx. If a contract is specific to a particular customer,
you can enter their ECl account number and/or department. Start typing in the Account box to open
the Customer Query box.

10. When finished, click OK.

11. At the Save Changes prompt, click Yes. The cursor returns to the Vendor window and the contract
information you specified is saved.

Setting Up P/O Communication Defaults

To place an order with Haworth Lynx, you must set up default parameters in the Communicate P/Os window.
These parameters include information such as an account number, contract or bid number, and bill-to
address. These parameters are defaults only and can be overridden when you send the P/O to Haworth Lynx.

5 continue to next page
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Eal A

Purchase
From the Master Menu, double-click BidetEnti The purchase Order Entry Master tab opens.

In the Action Code drop-down menu, click Communicate. The Communicate P/Os window opens.
From the Vendor Type grid, click Haworth Lynx.

Click the View menu and select Default Vendor Options. The Communication Options dialog box
opens. Be sure Haworth Lynx is the vendor selected in the Vendor drop-down menu.

In the Header Information section, the required default options are listed in bold on the left side of
the window. You must enter a value in all of these boxes before any information can be transmitted to
Haworth Lynx. You must also enter a due date.

If you do not set any defaults, each time you build a P/O for Haworth Lynx, you must manually enter
the information. To set defaults, click a box name and enter a value. Box names in bold are required.

Set up the following recommended defaults.

5.1 Inthe Contract box, set the default contract number. To look up a contract number, click the box
and then click :I
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5.2 Inthe Order Type box, enter one of the following codes:
Normal

R Rush/Start it up Rush
NG Normal GSA
RG RUSH GSA
NM Mockup
NA Completion/Warranty
RD Dealer Display Rush
NL Normal International Mockup
RM Rush
RL RUSH International
ND Showroom Order
RP Major Projects rush
C Start it up Normal
NP Major Project

5.3 Inthe S Code box, enter your account number with Haworth Lynx as the sold to company code.

5.4  Inthe S Comp Name box, enter the name of your company as the sold to company name.

5.5 Inall of the S boxes, enter your company’s billto address.

5.6  Inthe ST Code box, your shipto code with Haworth Lynx should default.

5.7 Inall of the ST boxes, enter your company’s warehouse address where the shipment is to be
delivered. If there is an alternate shipto address on the purchase order, the system populates
these boxes with the customer’s ship to address from the ticket.

5.8 Inthe Output Path box, enter the shared folder in your network. This should match the
Outbound Volume/Folder field in the (L6X) PSN Parameter screen. Enter the true network path
as \\ddmsserver name\path. For example, a valid path is \\ddmsserver\ddms\w2.

5.9 Inthe Input Path box, enter the shared folder in your network. This should match the Inbound
Volume/Folder field in the (L6X) screen. Enter the true network path as \\ddmsserver name)\
path. For example, a valid path is \\ddmsserver\ddms\w2.

6. Click .

7. At the Save Vendor Option Changes prompt, click Yes. A message displays that confirms the vendor
options have been updated.

8. Click OK.

Setting Up Multiple Locations (Optional)

If you have multiple locations that need to transmit P/Os electronically to Haworth Lynx, you must set up the
Vendor Supply Options and Default Communication parameters for each specific location. If you do not have
multiple locations or have previously set up multiple locations to transmit to Haworth Lynx, go to the heading
Sending Quotes to Haworth Lynx.

7 continue to next page
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Changing the Location

Before you can set up Vendor Supply Options and Default Communication parameters for multiple locations,
you must change the location in DDMSPLUS.

1.

2.

3.

From the Master Menu, click the current location in the bottom-left corner of the screen. The Change
Master Location dialog box opens.

In the Input Master Location box, enter the number of the new location, 3 for example.

+ Change Master Location -

Iput e Mazier Locatiohn:
| Ok I Cahcel

Click OK.

Setting Vendor Supply Options for Multiple Locations

To set up each new location, set the supply options based on the location:

8.

A
From the Master Menu, double-click | ¥&ndar

Make sure Haworth Lynx is your selected vendor.

Click m' The Supply Options dialog box opens.

Click the Location box and enter the same G/L location you used in Step 2 in the heading Changing the
Location.

In the Destination ID box, type HAWORTHLNX.
From the Supported Features menu, click Purchase Order.

Click Exit.

Click &=

Setting Up P/O Communication Defaults for Multiple Locations

To place an order with Haworth Lynx, you must set up default parameters in the Communicate P/Os window.
These parameters are defaults only and may be overridden when you send the P/O to Haworth Lynx.

1.
2.
3.

Furchaze
From the Master Menu, double-click BrderEnliy. The purchase Order Entry Master tab opens.

In the Action Code drop-down menu, click Communicate. The Communicate P/Os window opens.
From the Vendor Type grid, click Haworth Lynx.

8 continue to next page
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4. Click the View menu and select Default Vendor Options. The Communication Options dialog box
opens.

5. Make sure Haworth Lynx is the vendor selected in the Vendor drop-down menu.

6. Inthe Header Information section, the required default options are listed in bold on the left side of
the window. You must enter a value in all of these boxes before any information can be transmitted to
Haworth Lynx.

If you do not set any defaults, each time you build a P/O for Haworth Lynx, you must manually enter
the information.

7. To set defaults, click a box name and enter a value. Box names in bold are required.

8. Click
9. Atthe Save Vendor Option Changes prompt, click Yes. The updated vendor options are saved.

10. At the Confirmation message, click OK.

Sending Quotes & Receiving Quote Acknowledgments

In addition to transmitting and receiving P/Os, you can transmit quotes to Haworth Lynx. This option allows
reviewing the pricing information before actually building and transmitting the P/O. The Communicate

P/Os window automatically opens from Furniture Order Entry so you can easily transmit and receive quotes
using less keystrokes.

You can return to Furniture Order Entry and change the quote and resend it to Haworth Lynx as often as
needed. Unlike a purchase order, instead of updating acknowledgment dates, you can update costs, list
prices, and selling price information. Once the quote as been accepted, you can build and transmit the P/O, as
well as receive the P/O acknowledgment.

You can send quotes using the following two methods:
e You can begin placing a sales order and send the information to Haworth Lynx as a quote.

e You can begin placing a quote and send the quote information to Haworth Lynx.

Setting Furniture Profile Settings

You can begin placing a sales order but retain the ability to send a quote to Haworth Lynx by setting a default
option in the Furniture Profile Settings dialog box. If you select this option, the system displays the Build PO or
Send Quote box in the Order Totals tab. When the Purchase Order Info dialog box opens, you can click Send

Quote.

1. From the Master Menu, double-click ‘BrderEntiy’ The Order Entry window opens.

2. If the window does not default to Furniture Order Entry, click the Order Style drop-down menu and
click Furniture.

3. Click the Action Code drop-down menu and select Order.

4. Click Furniture Profile Settings. The Furniture Settings dialog box opens.

9 continue to next page
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eci

5. Inthe Default Options section, check the Send Quote at End of Order box. This option gives you the
ability to send a quote when a sales order is ended in the Order Totals tab. If you select this option, the
system displays the Build PO or Send Quote box in the Order Totals tab.
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6. Click OK.

Beginning a Sales Order to Send as a Quote to Haworth Lynx

You can begin placing a sales order but transmit the order as a quote to Haworth Lynx. Once the order
becomes a quote, it can be built and sent as you normally would a P/O in Furniture Order Entry.

7

From the Master Menu, double-click ‘Drder Entry
From the Order Style drop-down menu, click Furniture.
Click the Action Code drop-down menu and select Order.

Continue placing the sales order as you normally would.

vk W e

When all the furniture items have been added to the order, click the Order Totals tab. The Order Totals
tab opens.

10 continue to next page
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6. To send the sales order to Haworth Lynx as a quote, click Build P/O or Send Quote.

10.

11.
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Click Accept Order.

When the Purchase Order Information dialog box opens, make any necessary changes. When finished,

click Send Quote.

Click Accept.

In the Items to Be Purchased dialog box, click the box to the left of the ltem Number box to select all
items shown. To select individual items, click each item to include.

When finished, click Send Quote. The system uses the number shown in the Ticket # box when

transmitting the Quote information to Haworth Lynx.

11
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12. At the Finished Adding Items message, click OK. The Communicate P/Os window opens.

13. When sending quotes, the Vendor Options tab displays different settings. For example, in the
Transaction Type box, you can click the drop-down menu to select Pricing Only, Delivery Group
Simulation, or Pricing & Delivery Group Simulation. Change the vendor options, as necessary.
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Note:

You can also set default vendor options when sending quotes. To do so, click the View menu and
select Default Vendor Options.

14. When finished setting options, click Next. The Complete tab opens.

15. When you are ready to build, click Build. The quote information is sent to Haworth Lynx.

Beginning a Quote to Send to Haworth Lynx
You can create and send quotes to Haworth Lynx in Furniture Order Entry.

Eary

From the Master Menu, double-click ‘Brder Entry

© N o Uk~ W N

9.

From the Order Style drop-down menu, click Furniture.

Click the Action Code drop-down menu and select Order.

Select the customer for this furniture quote.

Click the Pay Code drop-down menu and select Quote.

Continue placing the quote as you normally would.

When all the furniture items have been added to the quote, click the Order Totals tab.

Because you have created a quote and not a sales order, the Build P/O or Send Quote box is replaced
with Send Quote. Click the Send Quote box to send the quote to the Haworth Lynx.
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Click Accept Order.
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10. In the Purchase Order Information dialog box, make any necessary changes.

11.
12.
13.
14.
15.
16.
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When finished, click Accept.

When the Items to Be Purchased dialog box opens, select the items to include and click Send Quote.

At the Finished Adding Items message, click OK. The Communicate P/Os window opens.

In the Vendor Options tab, make any necessary changes.

When you finish, click Next. The Complete tab opens.

When you are ready to build, click Build. The quote information is sent to Haworth Lynx.

Receiving Quote Acknowledgments
You can receive quotes without leaving the Furniture Order Entry window. You can also receive multiple
guotes at once. Unlike receiving purchase orders, when receiving quotes, you don’t update the
acknowledgment dates. However, you have the ability to update the cost, list price, and sell price.

1.
2.

3. Click the Order Entry menu and select Receive Acknowledgments.

7

From the Master Menu, double-click 'Drder Entry

From the Order Style drop-down menu, click Furniture.

14
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4. The Communicate P/Os window automatically opens, displaying the Vendor Info tab. Select the vendor
for whom to receive an acknowledgment.

5. Inthe Acknowledgements section, click Quote. The dialog box changes to display only quotes.

ﬂ Purchase Order Hroawse

Hak [ POS  [Vendor ¥t Wendor Name |Loc | Acknowdedgment | Drdei Date DueDate]  Total] |

F9650  HawDRTHLHA HaWORTH LYNKPSH - 1

FEG FTHLH  HAWDRTH LyHX PSH 1

asel FTHLM | HAWDRTHLYNXPSH | 1

DEZ0 HawDRTHLN | HaWwDRTHLYNEPSH - 1

Pl HawWORTHLH |HawWORTHLYHMAPSH - 1

HawORTHLNES HawWDORTHLYHXPSH - 1

FUNZD  HawWDRTHLML HAWORTH LYNAFSH . 1 LeZ0N T L 143s

Hw7i0  HawDRTHLNE HaWDRTH LYNEFSN - 1 CETAAT 14135

SINED  HawDRTHLHL HaWDRTHLYNXPSN @ 1

SI0ZEH]  HawORTHLUNE | HAWDORTH LvHs PN 1

030 HAWDRTHLHEL  HEWDRTHLYNXPSN | 1
HawWDRTH YN PSN - 1

CETNT 144.78
DEM2A T 14475

OOoooOooOoooOoooo

s ] | ool |iie
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6. Inthe Purchase Order Browse window, you can also limit to view a specific user, such as the individual
who sent the quote. To do so, click the first Sign On ID box and enter the user’s ID. The window
refreshes, displaying quotes for the user ID you specified.

E FPuwchase firder Browse

Tianehd Skon Ol
ELILGER |

ANEAST ETueer
A EQ s
JONESEAN ECIuser
HOEEEL EQurs
HEEES ECiuper

e 0% |  Befeh|  Cowel | Hew

7. Check the first Mark box to select all quotes shown, or click the Mark box beside each quote for which
to receive an acknowledgment. You can select as many quotes as necessary.

8. When finished, click OK.

9. Inthe Vendor Info tab, click Next.

e If you selected to receive one quote, the Download tab opens. Click Download to receive the
quote acknowledgment.

e [f you selected to receive more than one quote, the quotes you selected display in the Multiple
Acks tab. Click Receive.
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"': Commuricate P/Os
| B rods vew pels |
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Ve i (F2) T Muligle scks b5} |

[P0 Hurker Eshse | [Reats To Doverivad ..
W 3T0E0-0
& OTYIUED
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10. Once the download is complete, you can update the cost, list price, and selling price, if necessary. To
do so, click the Acknowledge Summary tab.

11. Check the first Select box to update all line items, or click each individual line item to update.

12. Click @ .

2% Communicate P/0s - 300215 =IC
| Eir Took Wen bHelo |
T — * | Yorddor Typo Havwcath Lyn: e e
i —
Vardor Ik, [F21 I CowrioadFs) | Bcknewiedg Pt ianiicl | Achrowsdos DetakiT)
Warrkrx Croaed B Ercapti
| — E o R
Acknosledoement Pl Order | Dowrload | Downkoad Dinvrkaaded s
fadiect &I Hurabea .I_E"‘“‘“‘|. e || ]| . |____:J
] 237645178 You O5FIE/2007 (05407 1X1268  DaNNY EUHLMAN DAHN
O =2  X0A5 | HawDRTHLNK
% SHE'Y ELIHLMEN
[0 & i |HAWORTHLNK
n EH330ED Yaz OFHEROT 05247017 132728 DaNNY KUHLMAN DANN
[0 & a4 | HAWORTHLNE
n [ Er=eE Yoz OFHER0T 05235017 1323808 DaNNY KUHLMAN DANN
[0 & 50 | HAWORTHLNE
n 6330080 Yoz OFHEROT 05235017 10673 DaNNY KUHLMAN AN
0 = 3004 | HSWORTHLNK
n GH33MED Yoz /23007 (052317 122731 DBNNY KUHLMAN DA
[0 & 3004 | HAWORTHLNE
] [EIRE] Yoz O5#23/2007 0524907 150923 DeNNY KUHLMAN LAk
0 = 30060 |HAWORTHLNX
0 GRII04E s 057237207 (0523507 140867 DaNNY KUHLMAN AN -
= | |

13. In the Update PO dialog box, click OK. The quotes or sales orders you selected are updated. You
can continue to transmit and receive the quote or sales order from Haworth Lynx, updating the
information as many times as necessary.

Note: Acknowledgment files are archived on your DDMSPLUS server in the Inbound folder specified
under Vendor options. We recommend you purge the Inbound and Outbound paths regularly.
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Building, Transmitting, & Receiving P/Os

When you are ready, you can build the P/O. You can then transmit the P/O and receive the P/O
acknowledgment. You can perform the following functions from the Furniture Order Entry window:

* Releasing the quote to an order (if necessary)
e Building the P/O
e Receiving purchase order acknowledgments

If you began by creating a sales order and sending it to Haworth Lynx as a quote, it is not necessary to release
the quote to an order. Go to the Order Entry window and retrieve the sales order as you normally would. Go
to the heading Building the P/O.

Releasing a Furniture Quote to an Order

If you created a quote, before you can build the P/O and transmit it to Haworth Lynx, you must first release

the quote to an order.

1. From the Master Menu, double-click ‘Brder Entry
2. Click the Action Code list box, and click Release.

3. Inthe Order Release dialog box, enter the quote number in the Quote # box. Press Enter. You can also
click B to query.

Order Release -
Create Onder
et v 28] IR e
Shor Buys J o
[ I~ Fap Code il
=
Ciazbe Order fiol Accaunl: Glabal Oidzi | rfammalion
Acct ¥ J Dept. Gilloc | eloe [
Dept. Name| Salesperson 1 |
Nala|
b Saesperzan 2 S|
Bddrezs | St J
Fuichaze Oider H|
|
i | Aertion |
Phana YWha Caled |
e addbiona Huck= dets [iF butlon erabled then & essts on the Quoke]
| Cancel | Help |

4. Make any necessary changes to the quote. For details, see your online documentation. When finished,
click Release.

Note: Once you click Release, information you specified in the Order Release dialog box is used when
creating the order.
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5. If you did not specify to release the entire order, the Release Line Item Selection dialog box opens
listing all the items on the order. To change the ordered or shipped quantities, or the item price, enter

the information and click OK.

6. The cursor returns to the Item Detail tab so you can add more items, if needed.

Building the P/O

7

From the Master Menu, double-click 'Drder Entry
From the Order Style drop-down menu, click Furniture.

Click the Action Code drop-down menu and select Order.

Click the Build P/O or Build P/O or Send Quote box. The Purchase Order Info dialog box opens.

1.

2

3

4. Continue building the P/O as you normally would. Then, click the Order Totals tab.
5

6

Verify the correct vendor is shown in the Vendor box. To change it, enter the vendor’s name or account
number over the existing vendor, or click #h o open the Vendor Query dialog box.

7. Check the PO box to send a purchase order to Haworth Lynx.

¥ Furniture Them :SCT-50-4 141

— Pirchise Diudar [ rfa

Vendor: B |HA/ORTH WatchiHa W ORTH Contact: |
Name: [H20RTH Lol Phone: [~
Addreaz F=mi. Frone: | -
I E— Fa< |

City- I

. . Lzt P/O: |
|
Gt Cupiest PAT: |
Mexl [ B0 Murabed; I 11151 Fi0 I:ummu'llz...l

Ship Date: bk

ip Date: | Sand: Quae [~ Bijfw _ Gk lnie
I Pleese Diop Ship the Folowng Cider T [~ Erdthe Pi0 Arcepl
ShpTa . | [ECi [ s Pick Cos! —
™ Cistomer [SUITE 154 —endor Conlracte—
7 Dede  [LA00ALLIENCE GATEWSY Fw'y - . Eelisl
" Mendn  [FORTWORTH IE 5k
Exiting Puichase Orders

PO Mbr. Due [ata

“erndar Mar.

8. You can also specify information for this purchase order, including the following:

e P/O Number: Enter the purchase order number.

e Ship Date: This is the date sent to Haworth Lynx as Requested Delivery Date.
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e Ship To: Enter the shipping address to which to ship items on the purchase order.

e End the P/O: Check this box to end the P/O before you can transmit it to Haworth Lynx.

9. To add shipping information, do the following:

9.1 Click P/O Comments. The Order Notes dialog box opens.

9.2 Inthe Start of Order box, you can designate notes to appear as Top Level notes when sent to
Haworth Lynx. Use the drop-down menu to select the type of note. You can select P/O, Shipping
Attention, Shipping Instruction, or Shipping Tag.

9.3 Enter the note in the Start of Order box.

10. To view global information, do the following:

10.1 Click Global Info. The system displays information for the vendor (manufacturer). You can use

this dialog box to specify a vendor contract.

10.2 If you don’t know the vendor contract, click fE to open the Furniture Contract dialog box.

10.3 Use this dialog box to enter a P/O description, a category code, and any comments.

10.4 To exclude a P/O from being transmitted to Haworth Lynx, check the Exclude from Transmit P/O

box.

10.5 Click OK. The cursor returns to the Purchase Order Information dialog box.

11. When you finish entering information, click Accept. The ltems to Be Purchased dialog box opens. The
system automatically checks the items that match the vendor alias and displays them in this box.

Select the items to include.

12. You can use this dialog box to limit to a specific SIF file. To do so, click the SIF Limit drop-down menu

and click the SIF file by which to limit this P/O.

13. Click Send P/O.

B 1tems 1o Be Purchased

Wendor |Hfm'2= TH Halch On ¥endor |-I".'nEF'H TicketH
Mame: |Ha ORTH L PR
SRk | ova Limits =l
Compeny | Description
Hw Adagtable. Tad Liaht.54n
THn. Cond, 51l Baiwifg
M s 235 EF Hl “rark 05U.Hinped Doors & 4"
SFECIAL Cubbiaz, 220436"W Lok PlanCu
SFECIAL sl Anchore
SFECIAL ML
SPECIAL oo
SFECIAL Ri-
SFECIAL [U=20)
b LSETA Hah/ Hew' Lock Sl Keped Alke,Lock
SPECIAL Plug deid K, D1 00 1
SFECILL Lie-
SFECILL OEF
b EZT-10001EMT Hi/ Zody Tack, Lea Stesh Bk Mo
SFECIAL Ani Mo Lum BELE SynT kGelAd] 51
SFECIAL B HrdCstr
Send P |

]

=
Lanced

14. At the Finished Adding Items to P/O message, click OK.
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15. The Purchase Order Information dialog box reopens for every vendor alias match on the order. After

you select the vendor, enter the appropriate information. When the Items to Be Purchased dialog box
reopens, select the items to purchase and click Send P/O.

16. When all the items on the order are on a P/O, the Finished Adding Items to P/O # message displays.

Click OK.

Receiving Purchase Order Acknowledgments

You can receive acknowledgments without leaving the Furniture Order Entry window:

1.
2.
3.

7

From the Master Menu, double-click 'Drder Entry
From the Order Style drop-down menu, click Furniture.

Click the Order Entry menu and select Receive Acknowledgments.

fiucy Order Entry =8 -
Eile | Order Entry Databases UWiew Help
Ecti Global * Order Browss “
— Ttem Detail L]
Order Totals p fjurz v P‘rnju:t F'rnjnl:t [Desc ::
B End Order cleE B | Dok |
& Void Crder Ctri+
’7? Drder MNobes... Fl it Luc..|3_
53 Third Party Crl+y
[ % Open Drawer cul+W
i C t:’l_\:l\t rl+ Dept. Hame: |
& Resail Drawer Toale Cerl+ X s
B Deposits crerrz IR 5] 5:"" TID'
riste
W Print Group
%57 Supply Billing Lookup CbFID [T Rows [ | I T
E LCustomer Evaluation Ctr+F11  |Drder Cade: ﬂl
! L BT LI |y [ Discount [ % Conbiacts
I# Madify Tags Cerl - F4
15 Eec»a've Acknowledgments
SaEqmean | Furchaz= Order & |
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The Communicate P/Os window automatically opens, displaying the Vendor Info tab. Select the vendor
for whom to receive an acknowledgment.

In the Purchase Order Browse window, you can limit to view a specific user, such as the individual who
sent the P/O. To do so, click the first Sign On ID box and enter the user’s ID. The window refreshes,
displaying purchase orders for the user ID you specified.

Check the first Mark box to select all purchase orders shown or click the Mark box beside each P/O for
which to receive an acknowledgement. You can select as many purchase orders as necessary.

When finished, click OK.

In the Vendor Info tab, click Next.
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e If you selected one P/O to receive, the Download tab opens. Click Download to receive the ac-
knowledgment.

e If you selected to receive more than one P/O, the purchase orders you selected display. Click
Receive.

=T Commumicate PrOs

| Ee Tooks 4w beb
Action faczive = | Mendoe Type Henvemth Lyroc BT oS Xj.\i-|
| enikorInko. F2) Ii Muliple Acks [FS] 1

Fady To Download . ...

=y

The system displays the status as the purchase orders are received. If there is an error, the system

displays a message in a Microsoft® Windows Notepad window. When finished viewing, close the
window.

B L300 L0 G b < St epad
Al Edi Formal s Hep
P03 300183 -
Lyneld: 2004417 =
MEszaged 1

Error

fcatalog code 1E38 does not enlst J
MesLaged P
Eror

Error in SALES_ITEM_LN COOL100

B [y

10. At this point, you can update the cost, list price, and sell price on the purchase order, if needed. To do
so, click the Acknowledge Summary tab and select the P/O to update.

11. Click the Acknowledge Details tab.
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12. The Update Cost, Original Price and Acknowledgement Price boxes display the cost and pricing
information. If you did not update the cost and prices from Haworth Lynx when receiving the quote,
you can now update the purchase order with the cost and price from Haworth Lynx. Check the first
Select box to update all line items, or click each individual line item to update.

13. Click @ .

14. In the Update PO dialog box, click OK. The system updates the cost and price, as well as the
acknowledgment dates.

Note: Acknowledgment files are archived on your DDMSPLUS server in the Inbound folder specified
under Vendor options. We recommend you purge the Inbound and Outbound paths regularly.

Using the Haworth Lynx Site

You can go to https://lynx.haworth.com/ and log in to view information, including a quote’s status, for
example. You receive your user name and password from Haworth Lynx. For more details on using this site,
see Haworth Lynx’s documentation.

Lynx )

USERNAME:

HAWORTH'
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