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INTRODUCTION

This document is a basic guide on using the Whalen Integrated Sales Center Software. It contains
information on the architecture of the application as well as the major functions of the eRep software
including the following topics:

¢ Requesting a user account
e Logging on to the site

e User Administration

e Dashboards

e CRM functions

INTEGRATED SALES CENTER

The Integrated Sales Center software (known from here on as eRep) has been created primarily for
hardware manufacturers and allows their sales representatives to select, price, quote, create submittals
and forecast sales of hardware systems.

It enables manufacturers to perform the following:
e Track opportunities
Perform product engineering selections
Quickly create pricing and configuration specifications from simple to complex products
Create quotes, orders and support custom multipliers
Support integrated customer support
Generate sales intelligence
Create reliable and accurate forecasting models
Integrate with existing ERP or CRM systems

All of this adds up to a system that allows manufacturers to dramatically increase sales while
simultaneously making it easier and faster for customers to purchase their products.

The eRep software consists of several modules that may be included to provide support for a number of
software applications. Examples of eRep modules include:

User Administration
Quoting and Ordering
Selection

Pricing

CRM

Help Desk
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MODULAR DESIGN

The eRep application is designed as a modular application, meaning that the different components are
modular in nature. Being modular in nature means that the application may be customized for the
individual manufacturer and provide only the components necessary. For example, some customers may
choose not to purchase the Quoting and Ordering module. Others may choose Quoting and order and the
Parts store modules, but leave out the Selection module.

Being modular allows the manufacturer to tailor the application for their specific needs while saving
money but purchasing only the modules necessary. Additional modules may be added at any time. This
user manual covers all of the modules currently available. Depending upon the manufacturer's
requirements, all of the features shown here may not be available in each user's implementation.
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TIERED DEPLOYMENT

The eRep application is designed as a multi-tiered application architecture. While most web applications
lend themselves to being multi-tiered by nature, a single instance of the eRep application may be
deployed on one, two, three or more servers.

Each tier may be deployed on a single standalone server or on the same server. Currently, in most cases,
the application is deployed only on one server.

The figure below shows an example of an application deployed across multiple servers.

Web
Browser
Web
\ferver
— Application Data
Server Server

: ——Request —m Exatiie 5

-—Result— Request W

Return
Result

The advantage of deploying the application across multiple servers is that a customer may have specific
requirements due to load or security reasons and may wish to keep each layer of the application
separate.

For security purposes, a customer may demand that the presentation or web layer run on a public-facing
server that connects to their network via a firewall where the business logic and database servers reside.
The eRep application supports deployment in this configuration.

For load balancing purposes, it may be necessary to setup multiple presentation servers that connect to
multiple application and database servers or any combination of these.

6|Page



The

Whal g
Co;:anny ..==

ACCOUNT MANAGEMENT

Account management refers to topics associated with managing or creating a user account. It also
includes the topic of recovering account passwords. Please view any of the topics listed below for more
information related to managing user accounts.

Creating a secure password
Requesting a User Account
Forgot your password

My Profile

Logging in
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CREATING A SECURE PASSWORD

Creating and using a strong and secure password helps to keep your personal information safe, protect
your account and the content you have created and prevent someone else from misusing your account. A
strong password is nearly impossible for someone else to guess. Follow these tips from Google to learn
what makes a good password and apply them to your own.

VALID CHARACTERS AND PASSWORD LIMITATIONS

For the eRep system, passwords must be between 8 and 20 characters in length and may contain only
alphanumeric characters. Passwords may not contain spaces. At least 1 character must be a number and
at least 1 character must be a letter.

USE LETTERS, NUMBERS & SYMBOLS
Combine different types of characters and use a mix of alphanumeric characters (letters and numbers)
and symbols:
e Use uppercase (capital) letters. Examples: A, E, R
e Use lowercase (small) letters. Examples: a, e, r
Numbers. Examples: 2, 6, 7
Symbols and special characters. Example: ! @ & *

RECOMMENDATIONS & EXAMPLES
Replace letters with numbers & symbols: Choose a word or phrase and use numbers and symbols
instead of some letters. Example:

e "Spooky Halloween" becomes "sPoOkyH@110w3En"

e '"Later gator" becomes "L8rg@+0r"

Abbreviate a sentence: Come up with a sentence and use the first letter of each word. Example:
e "Uncle Peter always ate chocolate-covered everything" becomes "uP@8cCe!"

Use long password: Long passwords are stronger. You can use memorable phrases or words from your
favorite songs, poetry, or quotes. Example:

e "an_Open_<3_= an_Open_MIND"

e ‘"lt's_a long way 2 the_” if U_wanna_Rock&Roll"

e "From_time_to_time, The_ clouds_give rest To_the moon-beholders"
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AVOID PERSONAL INFORMATION & COMMON WORDS

Don't use personal information

Avoid using information that others might know about you or could easily find out. Examples:
e Your pet's name
e Your nickname
e Your street name

Don't use common words
Avoid simple words, phrases, and patterns that are easy to guess. Examples:
e Obvious words and phrases like "password" or "letmein"
e Sequences like "abcd" or "1234"
o Keyboard patterns like "qwerty" or "gazwsx"
e Any examples in this article, like "sPoOkH@IIOW3En" or "uP@8cCe!"

DON'T REUSE PASSWORDS
Use a different password for each of your important accounts, like your e-mail and on-line banking
account.

Reusing passwords is risky. If someone figures out your password for one account, that person could
sign in to your other accounts and access your e-mail, address, and even your money.

BE PEPARED IF YOU FORGOT YOUR PASSWORD

To make sure you can get back into your eRep account if you ever can't sign in, keep your profile
information up to date. This means ensuring that your e-mail address is current and that you have access
to it. For more information regarding your user profile, view the help topic entitled "My Profile" located
elsewhere in the user manual.

This will help you reset your password if:
e You forget your password
e You think someone else is using your account
e You can't sign in for another reason
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REQUESTING A USER ACCOUNT

If a visitor to the site does not currently have an account in the system, the visitor may sent a request to
the system administrator requesting that an account be created. All accounts must be approved by the
system administrator prior to logging in to the system.

To request a user account, the visitor must provide the following information:
e Company Name

First Name

Last Name

E-mail Address

Address

City

State

Postal/Zip Code

Country

Requesting a user account is simple and quick. To request an account, the visitor must click the "Request
User Account” link at the bottom of the User Login panel as shown in the figure below.

@ User Login
Username:
Password:
) Remember Me
D
Forgot vour password? ﬁwu est User Al:l:l:luntl

Figure 1 - Login dialog

Clicking the link will redirect the visitor to the Request User Account page.
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& Request User Account

User Information

* Required Fields

* Company Name Enter company name ]
* First Name Enter firet name
* Last Name Enter last name
Title Enter job title
* Email Enter email address
* Address 1 Enter street address
Address 2 Enter apt., suite, building
* City Enter city name
* State Enter state
*Zip Enter zip code
* Count .
L United States ~
Phone Enter phone number
Phone Ext Enter extension number
Fax Enter fax numbe
Cell Phone Enter e

Request Account Cancel Reguest

Figure 2 - Requesting a user account

The visitor must fill in the required fields as mentioned above. Once the account information has been
entered, the visitor clicks the Request Account button. If the visitor clicks the Cancel Request button the
confirmation pop up message shown below will be displayed.

11|Page
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Confirm

Do vou want to cancel request user account?
o -
Figure 3 - Canceling the new user account request

If the visitor clicks the Yes button, they will be redirected back to the login page. If the visitor clicks the No
button, the confirmation pop up will close and the visitor will be returned to the underlying page.
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Upon submittal of the account request, the system will prompt the visitor to confirm the user account
request as shown below.

Confirm

Do you want to reguest user account?

Figure 4 - Confirming the creation of an account

In order to continue, the visitor must click the Yes button. If the visitor clicks the No button, the pop up
message will close and the visitor will be returned to the underlying page. If the visitor clicks the Yes
button the system will forward the visitor's request for a new account to the system administrator and
display the following message.

Mew user account request sent successfully

rmal

The requester will also receive an e-mail informing them that their account request has been received and
will be reviewed by the system administrator. See the figure below for an example of the message.

User Account Request Pending nbox

eRep Demo Internal Pending User Account Request

Thank you for registering. You're information is being processed and a confirmation email will be sent to you shortly
This request was made on 11/14/2017 1.50:29 PM

Message was sent using eRep Demo Internal Automated E-Mail System

AR AR R R A AR AR R AR NN AR AR R A AR A AR AR AR AN A AR R AR R R AR AR AR AR R AR

Thank you for using eRep Demo Internal
Please do not reply to this message. Mail sent to this address cannot be answerad

Figure 5 - Example E-mail requesting user account
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After the system administrator reviews the visitor's request for a new account and approves the request,
the visitor will receive a confirmation e-mail message and will be able to login to the system. An example
of the approval message is shown below.

cRep Demo Intermnal account approval - EX ]

0 % 13 AM {1 howr 3g0) -
"1

eRep Demo Internal Account Approved

Usecname
Yout new
paseweed

A eRep Demo Itemal account has been created A temgorary passwond has been provded Once you 109 @ you will be redvected 10 Crange your passwont You can Jog m by chcling on the knk Som the passwond above o by nawganng 1a

Thank you for using eRep Demo internal

Plasne do nat » cannct be anewered

Figure 6 - Account approved e-mail message

If the visitor entered an e-mail address that already exists in the system, the Request User Account form
will display an error message informing the visitor that the email already exists. See below.

Title Business Analyst

* Email keith. brunci@bcatech.com
* Address 1 Winderley Place
Address 2

Figure 7 - Account already exists

In this instance, the user should use a different e-mail address, or attempt to recover their password using
the techniques described in the article "Forgot your password" located elsewhere in the user manual.
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FORGOT YOUR PASSWORD

In the event that a user forgets or loses their password, the system is able to forward a password reset
link to the user's registered e-mail address. This enables the system to assist the user in recovering their
password without any intervention from the manufacturer or system administrator.

In order to use the password recovery feature, the account must have previously been configured with a
valid e-mail address. When the user attempts to recover a lost or forgotten password, the system will
generate a new password and send a password reset message to the user's registered e-mail address.

If the user does not have access to the registered e-mail address, the user will have to contact the
customer service department of the manufacturer for further assistance.

If the user does have access to the registered e-mail address, they will receive a password reset
message which contains a link the user may use to reset their password. To reset a password, click the
"Forgot your password?" link located in the login panel.

@ User Login

U=ername:

Password:

|:| Remember Me
| Forgot vour password? || Request User Account

Figure 8 - Recovering a forgotten password

The system will redirect the user to the Forgot your password page. After entering their registered e-mail
address, the user must click the Submit button to initiate the password reset process.

Forgot your password?

To receive a new password, please enter your email address.

Enterayouriezmail
Clicksto,returnito accountihere

login page

sl Gack to Login
ClicksSubmitito
requestipassword
reset
Figure 9 - Password reset page
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If a valid and correct e-mail address is entered, the user will receive a message similar to the following.

Email Sent

rmal

Within short time period, (usually under 30 seconds), the user should receive a password reset e-malil
that contains a link that the user may click on to reset their password. An example of the password reset

message is shown in the figure below.

eRep Demo Internal Password Reset

Your new YLGFm7cDpk

password:

You recently requested a new password to sign in to your eRep Demo Internal account. Click on the reset password link or navigate to the site and you will be prompted to enter the above temporary

password. L}

This request was made on 11/13/2017 6:22:58 PM

Thank you for using eRep Demo Internal

B T L e S T TP

Please do not reply to this message. Mail sent to this address cannot be answered.

If the message is not delivered within 5 or 10 minutes, the user should check their junk, Spam or clutter

folders.
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ERRORS

If an improperly formatted e-mail address is entered, the system will display an error message as shown
in the figure below.

Forgot your password?

To receive a new password, please enter your email address.

sdfsdfs

FlEESE enter a vald Email T I

Submit

Back to Login

Figure 10 - Invalid e-mail address

If the system cannot locate an e-mail address that is associated with an account the user will receive the
following message.

Forgot your password?

To receive a new password, please enter your email address.

joe@noemail.com

I Mo account found with that email address. If yvou have never registered then vo may Request User Account or contact youn
representative for assistance.
]

Submit

Back to Login

Figure 11 - Invalid e-mail address message

In this case, the user should attempt to use a different e-mail address. As suggested by the prompt, if the
user cannot remember the e-mail address that used during the registration process, the user should
contact the manufacturer's customer service department or factory representative for assistance.
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HOW TO LOGIN
To use the eRep system, each user must have their own individual login account and password.
Requiring an account for each user has several benefits as outlined below.
e Assures that only authorized individuals may access the system.
Keeps projects, order and quotes organized.
Allows users to return to the system and view past projects, quotes and orders.
Enables secure communication between individual users and the manufacturer.

Allows the manufacturer to assign roles to users in order to control actions that a user may
perform.

Whalen allows new users to their system to request a user account. View the help topic "Requesting a
User Account" elsewhere in this user manual.

Logging in to the system requires a verified user account and password. To login to the eRep system,
navigate to the URL provided by the manufacturer. Once connected to the correct URL, a login page
similar to the following will be displayed.

«f Integrated Sales Center

<« c @ & whalenerepprod beatech.com/eRep e @ | Q searck I & B @O =
£¥ Most Visited @ Getting Started @ Amazon.com - Online... @ Projects [J] Web Slice Gallery @ Start here
; = 4
Ng!ntegrated
.=== M The Whalen Company

@ User Login
Username:

2
Password
[0 Remember Me
000k Your passWond? Request User Account it
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TO LOGIN
Enter the username provided by the manufacturer. Usernames must be unique throughout the system
and are generally not an e-mail address. Usernames may be a maximum of 150 characters in length.

Enter the account password. Passwords may consist of any valid alphanumeric character string and may
be a maximum of 20 characters in length. Users are encouraged to create and use secure passwords.
For more information on creating a secure password, please view the help topic "Creating a secure
password" elsewhere in the user manual.

Lost or forgotten passwords may be recovered by clicking on the "Forgot your password?" link located at
the bottom of the User Login panel. For more information regarding recovering passwords, view the help
topic entitled "Forgotten Passwords" located elsewhere in this user manual.

Once the username and password have been entered, the user must click the Login button to proceed.
The system will attempt to confirm that the username and password entered are correct. If the user is
authenticated the system will redirect the user to their dashboard.
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LOGIN ISSUES

There are several issues that may prevent a user from logging in to the system. These issues may range

from an incorrect username or password, non-existent user accounts, or accounts that have been marked
as inactive. In the section that follows are some common login issues and some suggestions on resolving
them.

If a user account is inactive the user will receive an error message when attempting to login even if the
username and password entered are correct. Inactive users will see the following message in the User
Login panel.

@ User Login
Username:

=
Password:

=

|:| Remember Me

We're sorry, but the Username [ Password you supplied are invalid or have expired or your
account has been locked due to too many invalid login attempts. Please contact your
System Administrator for further assistance.

Forgot your password? Reguest User Account

Figure 12 - Invalid user or password message
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MY PROFILE

Each user account has a profile associated with the account. A user profile is a visual display of personal
data associated with a specific user, or a customized desktop environment. A profile refers to the explicit
digital representation of a person's identity. In the eRep system a user profile contains the address and
contact information for a user along with settings that control the user's permission levels and connection
properties.

Depending upon a user's permission level, some profile settings may be modified by the user.

The user's profile settings are accessible from any eRep page by selecting "My Profile" from the user's
popover as shown in the figure below.

« <& D w beatech.com - @ Q n & BoO =
£ Mosi Vaied @ Getting Stated @) Amareecem - Onbme. @ Preecs ] Web Shee Gallery @ Start heve.
ntegrated =licktowi 0 " —
h:iiﬂ:llf';; center “!TheWhalenCOrnpanr Cliciyto ‘J:E-TE—V USEI" mp | (@) micm e, SN
b Y / rofrie

@) wvesosers  § aowmstancs v @) seesr ¥ wetoos v

Figure 13 - Viewing a user's profile

The user will be redirected to the Edit Employee page, where depending upon the user's permission level,
a page with the user's general information will be displayed.

& Edit Employee

Username: bca-tom Date Created: 04/27/2017

Gorereromain > setos 2

* Required Fields

* First Name: Tom B] * Email: tom.nguyen@bcatech.com

* Last Name: Nauyen * Username: bca-tom

S E 101 test st. Frone: 231-281-2222
SRR Tom_Address2 Phone Ext 2222

* City: Orlando = 121232123

* State: FL

* Zip: 23232

* Country: USA

S LA RS Heat Pumps Rizer Fan Coil

The Edit Employee page is divided into two sections; General User Information and Settings.
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GENERAL USER INFORMATION

The General User Information section displays the user's name and contact information. It also controls
the brands and product types to which the user has access.

Each field in the General User Information tab is explained in the table below.

V [ [ 4
A\ \ \

Field Description Required

First Name The first name of the user (Maximum of 150 characters) Yes

Last Name The last name of the user (Maximum of 150 characters) Yes

Address 1 The primary physical address of the user (Maximum of 250 Yes
characters)

Address 2 IAddress information continued from Address 1. May representa  |No
suite or building number (Maximum of 250 characters)

City The physical city location of the user (Maximum of 250 characters) [Yes

State The physical state of the user (Maximum of 150 characters) Yes

Zip The Zip/Postal Code of the user (Maximum of 50 characters) Yes

Country [The Country in which the user resides (Maximum of 250 Yes
characters)

Brands The brands of products to which the user will have access. The Yes (at least one
brands available will depend upon the company. Multiple brands  |orand is required)
are allowed.

Product Types [The product types to which the user will have access. The product [Yes (at least one
types are dependent upon the brands and products available. product type is

required)

Email The user's primary e-mail address. This is the address to which all [Yes (a valid e-mail
system correspondence, such as multiplier and engineering address in the
requests and responses are sent. This e-mail address is also used [format of
as the recovery e-mail address if the requests a password reset.  |account@domainna
(Maximum of 250 characters) me is required)

Username The login username. This is the name that the user uses when Yes
logging in to the eRep system. (Maximum of 150 characters)

Phone The primary phone number of the user account (Maximum of 30  |No
characters)

Phone Ext The extension of the primary phone number used to reach the No
user.

Fax The user's fax (facsimile) phone number. (Maximum of 30 No
characters)

SETTINGS
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& Edit Employee

Username: beca-tom Date Created: 04/27/2017
General User Information m
* Required Fields
* User Permission Level: System Administrator - Reset Password: Re=ct P
User Is Active: User Can Create Child Users:
Disable User Project Creation: User Can See Sibling Users:
Timeout Minutes: 30 - User Is Regional Sales Manager:
Currency: 1S Dollar o Language: English

The settings tab contains several properties that control how the user may interact with the system and
the level of activities that may be performed by the user. Each setting is defined in the table below.

Field Description Required
User Permission [The permission level of the user account. Permission levels Yes
Level control the level to which the user may interact with the system

and the specific functions they may perform. Users should only
be granted the minimum level permission level necessary to
perform the functions necessary. A complete explanation of
permission levels may be found in the help topic entitled
"Permission levels" elsewhere in the user manual.

User Is Active If checked, the user account may login to the eRep system. If not|No
checked, the user may not login to the system

Disable User If checked, this prevents the user account from creating new No
Project Creation  [projects. This may be useful for certain types of users, such as
customer service representatives. This option is not available for
users with the permission level of System Administrator

Timeout Minutes  [Specifies the maximum amount of time (in minutes) that a user |Yes
may be logged into the system without any activity before the
system logs them out. The default time period is 30 minutes.
Longer periods allow the user to be logged in longer between
sessions but may also pose a security risk if the user leaves their
device unattended for long periods of time.

Currency The currency specified controls which currency is displayed to  |Yes
the user when performing pricing functions, such as quoting and
ordering. When the system displays currency amounts, it will
translate between the brand currency and the user's currency
setting. For example, if a manufacturer sets their brand currency
to Canadian dollars and the user's currency preference is set to
US Dollar the system will automatically convert the prices from
Canadian to US any time pricing information is displayed.

User Can Create |If checked, the user is allowed to create new user accounts. All  [No
Child Users user accounts that the user creates will be child user accounts of
their user account. Typically reserved for users that need to
create user accounts. Typically, a rep manager, office manager
or other individual that manages other accounts would be
assigned this ability. Always selected for users with the System
IAdministrator permission level.
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User Can See
Sibling Users

If checked, the user is allowed to view other user accounts that
exist at the same level as their account. Typically assigned to
users that have the ability to create child users. Always selected
for users with the System Administrator permission level.

No

User Is Regional
Sales Manager

If checked, the user is considered a Regional Sales Manager in
addition to the functions allowed by the user's permission level.
Regional Sales Managers typically are the users that receive
multiplier requests from user account. See the help topic entitled
"Multiplier Requests" for more information.

Language

Currently, the eRep application has been translated into English,
Spanish and French. By selecting a language, the system wiill

display all text in the language selected.

Yes

When you are done making changes to your user profile, click the “Save” button to save the changes. If
any required fields are missing the user will be informed of the error and given the chance to correct the

issues.
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MY DASHBOARD
Once logged on to the site the user will be redirected to the main dashboard page as shown in the figure

below.

From the main dashboard page users can view projects and various other items. Depending upon the
user account privileges/level other items may appear on the dashboard that will provide statistical
information regarding the account.

Each dashboard is briefly detailed in the following sections. Depending upon the user’s permission level,
some dashboards may not be visible or accessible.

To view the various dashboards the user must click the DASHBOARDS menu as shown in the following
figure.

A HOME  (T) DASHBOARDS ¥

¥

Engineer

Sales Rep

Rep Manager
Application Engineer
Order Processing
Sales Manager

Administrator

Figure 14 — Dashboards
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ENGINEER DASHBOARD
The Engineer Dashboard is most commonly accessed by customer accounts with an Engineer permission
level. An example of the dashboard is shown below.

(D Engineer Dashboard

Not Select .. (1.16 %)

Not Select .. (1.16 %)

Health Care

@558%) ls
_ Industrial
(4767 %)
nstitutional
(2558 %)
Bidding
(98.84%)

Industrial = Institutional * Health Care W Not Selected
Bidding = Not Selected

My Recent Projects (86) O
B @ B @
AdminPricing_326201813:59:3 This is just for testing. Bidding Tom Nguyen 2612018 312602018 ® EB Q
AdminPricing_326201813:52:9 This s just for testing Bidding Tom Nguyen 31262018 312612018 ® % Q
AdminPricing_326201813:46:23 This is just for testing Bidaing Tom Nguyen 302612018 3282018 ® — Q
AdminPricng_326201813:39:2 This & just for testing Bidding Tom Nguyen 312612018 3282018 ® =] Q
TestProject03262016@9:36:33 This s just for testing Bidding Tom Nauyen 312602018 302602018 @ a Q
TestProject3262018@9:33:35 This i just for testing. Bidding Tom Nouyen 312612018 312612018 ® =] Q

Figure 15 - Engineer dashboard

INFORMATION CONTAINED

The information contained on the Engineer dashboard is helpful to customer engineers and displays
statistical data related to the industry to which projects are created. The charts displayed at the top of the
dashboard also break down the percentage of projects and their status.

Not Select... (1.16 %) | ndUSt r‘y Not Select... (1.16 %)

Health Care _ |
(25.58%) -

v FRroject
(4787 %) =
status
Institutional
(25.58 %)
| Bidding
(98.84 %)
Industrial Institutional Health Care W Mot Selected

Bidding Mot Selected
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A grid of projects is displayed on the bottom half of the dashboard page. This searchable and sortable
grid allows the user to locate a specified project and view certain details of the project.

My Recent Projects (86) O

AdminPricng WEM1E13 S0 Basng  Temlgeyen wINIE M08
Bsdng Tom Hyeyen W 1E M0IE
LI Toum Hiyen WMINE VOB

Biddng Tom Hgeyen VRS WAIB

AdminPricing XEM1813.529

AdenPricmg 10181348 71

0000
EBERERER
poPP

Figure 16 - List of projects

The user may search the list of projects by using the Search features located at the top of the grid. For
more information on searching please view the topic “Searching” located elsewhere in the user manual.

Once a project is located, the user may view the project schedule or project information clicking the
appropriate icon contained in the grid.

©)
Y Click to view
project information

Click to view
project schedule

‘CRERERCR

LOPLOL

©
(O]
(O]
(O]

Figure 17 - Viewing project schedule or information
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SALES REPRESENTATIVE DASHBOARD
The Sales Representative Dashboard is most commonly used by sales reps to view their projects, quotes
and orders. An example of the Sales Representative Dashboard is shown in the figure below.

(D Sales Representative Dashboard

$2000

No Data to Display

Figure 18 - Sales Representative Dashboard

The dashboard is divided into two sections; links to projects, quotes and orders, and statistical information
related to sales.
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LINKS
The links on the left side of the dashboard may be used by the sales rep to quickly navigate between
projects, quotes and orders.

My Recent Projec

My Recent Quote:

Open Orders not yet Submitted (0)

Submitted Crders, Waiting on Approwval {0}

Figure 19 - Quick links

The right side of the sales representative dashboard contains several quick links that allow the user to
quickly navigate to sales related items. Each link is detailed below.

¢ My Recent Projects

¢ My Recent Quotes

e Open Orders not yet submitted

e Submitted Orders, Waiting on Approval
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MY RECENT PROJECTS

This link redirects the user to a page that contains a grid of their most recent projects. Projects on this
page are displayed in chronological order from newest to oldest. From this list, the user may view the
project schedule or project information.

(2 Sales Representative Dashboard

My Recent Projects (86) @

Last Modfed

[oJolo]
[RERER
fefelie}

Figure 20 - My recent projects

MY RECENT QUOTES

Clicking the My Recent Quotes link redirects the user to a page that contains a list of their most recent
quotes sorted from newest to oldest. From the list displayed, the user may click the magnifying glass icon
to view or edit the details of the quote. See the help topic “Quotes” for more information on creating and
managing quotes.

My Recent Quotes (6) (®)

LPLOPOP

Figure 21 - My recent quotes

OPEN ORDERS NOT YET SUBMITTED

When the user clicks the Open Orders Not Yet Submitted link, a page displaying a list of orders that have
been created, but not submitted to the factory will be displayed. This helps the rep determine the orders
that may require further processing or attention before being able to be submitted to the factory for
review.

SUBMITTED ORDERS, WAITING ON APPROVAL

This dashboard displays the orders that have been submitted to the factory by the sales representative
but have not been approved. Before manufacturing or order fulfillment may take place, the order must be
submitted to the factory by the sales rep. Someone at the manufacturing office, must review the order to
ensure that it is correct and once the order is approved, be submitted to the factory for manufacturing.
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REP MANAGER DASHBOARD

This dashboard is most commonly used by Sales Rep Managers to view information related to their sales
reps and their sales and outstanding requests. An example of the Rep Manager Dashboard is displayed
in the figure below.

(® Rep Manager Dashboard

Dewgn ot Seiected
1.15%) (115

0 —n—
Jan Fob Mar Age May Jun Jul Aug Sep Oct Nov Dec

® Orders » Quotes 5770 %

No Data to Display

04 08 08 1

Figure 22 - Sales Rep Manager dashboard

Similar to the Sale Rep dashboard, the Rep Manager dashboard contains several quick links that allow
the user to quickly navigate to sales related items. Each link is detailed below.

e My Recent Projects

¢ My Recent Quotes

e Open Orders not yet submitted

e Submitted Orders, Waiting on Approval
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APPLICATION ENGINEER DASHBOARD

Application Engineers typically work for the manufacturer at the factory or manufacturing plant and they
are the users that most typically review technical requests and product specifications made by a sales
representative prior to the request begin sent to the factory for manufacturing.

Special engineering requests, such as product modifications, typically must be reviewed, approved and
priced before manufacturing or modification of the product may be made. For example, if a sales rep
requests a material or engineering change, it must be reviewed by an application engineer before it can
proceed to manufacturing.

To request a review of the modification, the sales representative will submit a “Special Engineering
Request” to an application engineer. Once submitted, the quote or order will be displayed in the
Application Engineer Dashboard. From here, the application engineer may review it and either approve or
deny the request and send it back to the rep.

(2 Application Engineer Dashboard

Commercial. . (1.1 %} Mot Select . {1.15 %} Design (1.15%) Not Select... (1.15 %)

Healh Cam
529 %)

rustral
{703 %)

Pattutnng

Bang
(57.70 %)

Mot Selected W Health Care = Inctiutionsl ® Indusiial m Commercial
Mot Selecied m Bidding = Design

Cuotes: for . (0.00 %)

Owders for Review
(109,00 %)

Qrders for Review B Cuctes for Review

Figure 23 - Application engineer dashboard
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Like the other dashboards, the Application Engineer Dashboard is divided into two sections; the left panel
contains quick links to projects, quotes and orders, while the right panel displays graphs and charts that
contain data about the type, status and industry of the projects.

Figure 24 - Quick links

Clicking the Assigned Projects button redirects the user to a grid that displays a list of projects assigned
to the user. The grid displays the project name, description and other pertinent information about the
user’s projects.

Assigned Projects (87) .
Click to navigate to SRS S Click to view
project schedule project info

.......

oflofclloflco}c]
BERBRERERE

PRPPLOOL

Badng

Figure 25 - Assigned Projects grid

To view the orders that need to be reviewed by the engineering department, the user must click the
Orders for Review button. This will redirect the user to a page that will display a grid of orders that reps
have submitted for review.

Orders for Review (1) @

Click to review order

Figure 26 - Orders for review

Similarly, application engineers may review quotes that have been submitted by clicking the Quotes for
Review button. A grid of quotes that are awaiting review will be displayed.

Quotes for Review (1) @

Rt Compary ep Contac Last Modified

Figure 27 - Quotes for review
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ORDER ENTRY DASHBOARD

Generally used by manufacturer employees, the Order Entry dashboard displays a list of orders that have
been submitted for processing. The Order Entry dashboard contains four individual panels that display a
grid of submitted orders with specific statuses. Below is a list of each type of order that may be present on
the Order Entry dashboard.

e New Orders Submitted — With Specials

e New Orders Submitted — No Specials

e New Orders Submitted — Pending Financial Approval
Approved Orders

NEW ORDERS SUBMITTED — WITH SPECIALS

Specials refers to orders that have been submitted with special engineering requests. These are
separated from orders without special engineering requests due to the possibility that a special
engineering request may lengthen the time for the manufacturing process due to the nature of the
request.

This section contains a list of all the orders that have been submitted with some sort of special
engineering request. See the figure below for an example.

Click to

view/edit order

Mew Orders Submied - With Speciats {1)

Figure 28 - Submitted orders with Special Engineering Requests

NEW ORDERS SUBMITTED — NO SPECIALS

Orders that have been submitted to the factory without special engineering requests will be displayed in
this grid. Since these orders do not require any modifications from the standard manufacturing process, it
is likely that they will be able to be processed within the normal standard manufacturing time period for
the product specified.

New Orders Submitied - No Specials (2) O

Q
------ s Q

Figure 29 - Submitted orders without Special Engineering Requests
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NEW ORDERS SUBMITTED — AWAITING FINANCIAL APPROVAL

Orders displayed here have been submitted by the customer service, reps or other users to the credit
department for financial review. Employees in the manufacturer’s credit or accounting department may
review the orders and customer documentation in anticipation of approving the credit request. Once an
order has been reviewed it may be either sent back to the rep for additional documentation or it may be
approved and sent to the manufacturing department for fulfillment.

New Orcers Submitted - Pending Financial Approval (1) @

Figure 30 - Orders awaiting financial approval

APPROVED ORDERS

An approved order is an order that has been reviewed by the Order Entry department and has been
approved by the finance department. Approved orders are cleared for the manufacturing process. Orders
displayed in this grid are ready for the manufacturing process.

Apgroved Ohdeds (1) @

Figure 31 - Approved orders
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SALES MANAGER DASHBOARD

The Sales Manager Dashboard contains information relevant to the sales process and is mostly used by
Rep Managers, Regional Sales Managers to view quotes and orders with open special multiplier
requests.

The dashboard is divided into two panels; the left panel displays links to sales manager related pages
while the right panel displays graphs that depict statistical information related to sales performance,
project phases and order and quote statuses.

See the figure below for an example of the Sales Manager Dashboard.

(D Sales Manager Dashboard

Not Salected
115

Showing Data For - All

Open Speci. (8,00 %)

Scbentied Orders, Wa Open Specil Metipt
2 7% .25 %;
187

Figure 32 - Sales Manager Dashboard

Within the left panel are links that allow the user to quickly navigate between Sales Manager related
pages. See below for more information about the links.

e Open Special Multiplier Requests — Orders
e Open Special Multiplier Requests — Quotes
e Open Orders not yet submitted

e Submitted Orders, Waiting on Approval

e Recent Projects

e Recent Quotes

e My Customers
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Open Special Multiplier Requests - Orders (0)

Open Special Multiplier Requests - Quotes (1)

Open Orders not yet Submitted (12)

Submitted Orders, Waiting on Approv

Recent Projec

Recent Quotes (0)

My Customers (8)

Figure 33 - Sales Manager dashboard links

OPEN SPECIAL MULTIPLIER REQUESTS — ORDERS

Clicking this link redirects the user to the Sales Manager dashboard that displays a list of the orders
awaiting review by a regional sales manager. Special Multiplier Requests are requests made by reps for a
multiplier or commission rate different than the standard default multiplier rate. More information regarding
Special Multiplier Requests may be found elsewhere in this user manual.

Open Special Multiplier Requasts - Ovders (1) @

Prosect Name tep Compary g Last Moeifced

Figure 34 - Open special multiplier requests — orders

OPEN SPECIAL MULTIPLIER REQUESTS — QUOTES

To view quotes with special multiplier requests, the sales manager may click the Open Special Multiplier
Requests — Quotes link. This will redirect the user to a page that will display a grid of quotes awaiting
review by a regional sales manager. To review the quote, the user must click the magnifying glass next to
the quote. Once reviewed by the sales manager, the quote may be sent back to the rep for further
processing.

Open Special Multiplier Requests - Quotes (1) (@]

Last Modfied

Figure 35 - Open special multiplier requests — quotes

OPEN ORDERS NOT YET SUBMITTED

This grid displays a list of orders that are open but have not been submitted to the factory for review or
manufacturing. The sales manager may review any of the open orders by clicking the magnifying glass
next to the order.
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Open Orders not yet Submitted (12) ©)

Last Moddied Modified By

PLOLPLOLPLLPLOOLOLL O

Figure 36 - Open orders not yet submitted

SUBMITTED ORDERS, WAITING ON APPROVAL
Contained within this grid are orders that have been submitted by a rep but are awaiting approval by the
order entry or customer service department.

Submitted Orders, Waiting on Approval (3) O

Figure 37 - Submitted orders, waiting on approval

RECENT PROJECTS
The recent projects grid displays the recent projects that are accessible by the user. This grid will display
the same projects visible to the user from several other dashboards including the Sales Rep dashboard.

My Recent Projects (87) (©)

Search Or ® Asvanced Search Quick Search:  A) v ShowRecoras

{ofloXoYoXoXo¥o]
BEREEERERED

LOLOLPLOLO

Figure 38 - Recent Projects

RECENT QUOTES
Viewing the user’s recent quotes may be done by clicking the Recent Quotes link. This will redirect the
user to a grid that displays the most recent quotes created by the user.
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My Recent Quotes (7) O

ex @ n Advanced Search Quick Search: | Al v | ShowRecords: | 20

searchOn: | Searc

test documentation project- 2 test documentation project 81212018 Tom Nguyen 100172018 $ 77817181 Q
Test for Grilles- 1 Test for Griles 43012018 Grace Lyons 62972018 $ 38996522 Q
Shepherd Home- 1 Shepherd Home. 43012018 Grace Lyons 52212018 $10715.30 Q
NOLA Condo- 1 NOLA Condo 472018 Grace Lyons 62612018 $ 1410502 Q
Liberty Condo- 1 Liberty Condo 4102018 6912018 C$32231580.00 Q
Warriott- 4 Warriott 2172018 Danny Sala-Diskanda 412018 C$ 100151 Q
Warriott- 3 Warriott 2H72018 Danny Sala-Diskanda 41212018 $ 100151 Q

an. On
Figure 39 - Recent Quotes

MY CUSTOMERS

By clicking the My Customers link, the user will be redirected to the User Administration page where a list
of the user’s customers will be displayed. From here, the user may view/edit the details of or e-mail the
customer directly from this grid. See the figure below for and example.

My Recent Quotes (7) O
Searc! ‘Advanced Search Quick Search: = Al v Show Records 20

Search On:

@
test documentation project- 2 test documentation project 81212018 Tom Nguyen 100172018 $ 77817181 Q
Test for Grilles- 1 Test for Griles 43012018 Grace Lyons 62972018 $ 38996522 Q
Shepherd Home- 1 Shepherd Home. 4102018 Grace Lyons 52212018 $10715.30 Q
NOLA Condo- 1 NOLA Condo 472018 Grace Lyons 62612018 $ 1410502 Q
Liberty Condo- 1 Liberty Condo 41012018 /912018 C$ 3223154000 Q
Warriott- 4 Warriott 2172018 Danny Sala-Diskanda 412018 C$ 100151 Q
Warriott- 3 Warriott 21018 Danny Sala-Digkanda 4212018 $ 100151 Q

w[<[A] >

Figure 40 - My customers
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ADMINISTRATOR DASHBOARD

The administrator dashboard displays new user requests and is used by system administrators to
approve new user account requests as outlined in the section “Request a User Account”.

3 Administrator Dashboard

New User Default Settings Pending User Account Requests

Parmission Level Language

User is Actve Cumsacy

Usar Can Créate Crid Users

Digabbe Uiaer Project Coeaton

[0 Thewinaien Company Butdy Crans horossGiwhancimpany oo VETUIE

User Gan See Siiing Users

x0

aft]r =
Tirmwcut Mirnbes

.  own soecc |

Figure 41 - Administrator dashboard

QUOTES

SPECIAL MULTIPLIER REQUESTS
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APPROVE USER ACCOUNT REQUESTS

All users of the eRep application must have a user account. User accounts uniquely identify the user to
the system and allow the system owner to control the level of access to the system. One of the ways for a
user to receive an account is for the user to request one. This process is detailed in the topic “Requesting
a User Account”. All account requests must be approved by a system administrator.

To approve an account, the system administrator must login to the eRep application and select
Administrator from the Dashboards menu.

To review the request the user must click the magnifying glass next to the request as shown in the figure
below.

Pending User Account Requests

Search On: Advanced Search  Quick Search: Al v Show Records : 20 v
B Company First Name ‘ Last Name Email Address ‘ Requested Date Actions
® @ ® ® ®
D The Whalen Company Buddy Cross hcross@whalencompany.com 3672018 Q x

« < ‘ 1 ‘ L
Click to review the request

Figure 42 - Pending User Account Requests

The user will be redirected to the User Account Request Approval page. From here, the administrator
may assign the user account to an existing company or create a new company if necessary.
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(D) User Account Request Approval

Please review the user information below. Click on the "Create Account” button below o approve the new user.

OR Click on the "Create New Company"” button if you cannot find a company for this user.

Account Request Details

Company Hame: The Whalen Company
First Name: Buddy
Last Name: Cross

Email Address: hcross@whalencompany.com

Search OR Create a Company

| O Customer @ Engineer |

Search On | Search Tex

Address 1: 8900 Glebe Park Drive
Address 2:
City, State, Zip: Easton, MD, 21601

Country: United States

gintegrated
NN\ sales center

viha

-~
[ 4

PhonelExt: 443-258-2788 12788
Fax:
Cell Phone: 443-239-9166

Company Name Contact Name

The Engineering Firm
Tom_Company22201834720
Tom_Company216201811750
Tom_Company2232018125326
Tom_Company2272018122413
Tom_Company36201895123
Tom_Company3132018155612
Tom_Company3212018102311

ad DOF

0000 C0C®

Tom Nguyen
Tom Nguysn
Tom Nguyen
Tom Nguyen
Tom Nguyen
Tom Nguyen
Tom Nguyen
Tom Nguyen

[

Engineer Create Account Create New Company |

Figure 43 - User Account Request Approval

To complete the approval, the administrator must select the account type (Customer or Engineer), select
the company to which to assign the account, select the permission level and click the Create Account

button.

If a company doesn’t exist to which the user may be assigned a new company will have to be created. To
create a new company, click the “Create New Company” button. Follow the prompts to create a new
company and return to the User Account Request Approval page, select the company and create the
account. For more information related to creating a company, view the help topic “Creating a Company”.
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CREATING A COMPANY

To use the eRep application, users must have an account. When an account is created it is assigned to a
company which represents an entity that orders products from the manufacturer represented by the eRep
application.

Before a user account can be created and assigned to a company, the company must exist. Companies
may be created from either the Administration menu or when approving a user account.

A HOME (D) DASHBOARDS Vv (m) MyPROJECTS & ADMINISTRATION Vv ©

User Administration «

Figure 44 - Navigating to the User Administration menu

From the User Administration page, click the “Add New Engineering Company” button as shown in the
figure below.

X User Administration

@ e— R PE e pe e ———

My Customars

Search On

O
O
[m]
]
[m]
[m]

0]
@
@
®
@
@
@
@

0o

ol ol L. Click to create a new company
My EngineersiContractors.

DOPPOPPPLO
LCHCHCHCNCHCHCHC)

[m]

I m Ac

Figure 45 - Engineering companies

The Add New Engineering Company page will be displayed.

& Add New Engineering Company

Engineering Company Information Address Information m

* Required Fields

Assigned Customer Contact: . * Customer Type: Contractor “
* Company Hame: The Whalen Company D © Market:
* Brands: W * Product Types: Heat Pumps

Assigned To: Tom Nguyen “ * Email: test@noemail. com

Figure 46 - Adding a new engineering company

Fill in all the required fields and click the Address Information tab.
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Engineering Company Information

FOES e m

* Required Fiekls
Address 1: 8900 Glebe Park Drive o
Address 2 -
Address 3: Web Page:
Cityz Easton
State: MD
Zip: 21601
Country: United States

When the address information tab is completed, click the Settings tab to navigate to the third and final
pane.

Engineering Company Information Address Information m

* Required Fiekls

Default User Administration Functions

User Permission Level:

Engineer w
Default Account Settings
User Is Active: D User Can Create Child Users: E
Disable User Project Creation: D User Can See Sibling Users: El
Timeout Minutes: 200 0| Language: English o
Currency: UUS Dollar -

When the desired information has been entered, click the Save button. Click the Yes button in the
Confirm pop up.

*

Confirm

Are you sure?

R [ es

The company will be created and will now appear in the list of companies.
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CREATING CUSTOMER USERS

After creating a company, as outlined in the section above, administrators will typically create Customer
Users. These users are typically employees of the customer company and will be assigned one of the
customer roles or Rep, Rep Admin or Rep Manager.

CREATING A CUSTOMER USER

To create a customer user, navigate to the user administration page from the ADMINISTRATION menu.
Locate the customer in the My Customers panel. Once the customer has been located, click the
magnifying glass icon in the Actions column.

X User Administration

.-:D Tom Nguyen tom nguyengbcatech oom W12 et 2IN) Systern Admiistrator

My Customers

Search O

BCA_Begression
Myhewliser HEIEHITS
Mytewilser_T220881T
MyNawliser_FFIN0NBHAT

MyNawliier_FIPIAE1IS8

Mytewiiner_MIN015248

MyNwliver_J31H018008 fom_Staty AutorataTan!

MyNewliser_JM1I527H0 Tom_Coy Tom_State AutorateTes!

Oooooooo
Fleeceeeeee
POPLOPOOO

When the Customer Information page loads several tabs will be displayed. See the figure below for an
example of the Customer Information page.

& Customer Information

Company BCA_Regression ©

101 Tost Street

e
£
5
£
NOY
DEC »
2 uw
€6 )
we
R
Ay
N
i

45|Page



The Ng!ntegrated™

Whalen NINS sales center
company ..’ by The Whalen Company

Each tab represents a separate function or set of properties related to the customer selected. For a
detailed explanation of each tab click one of the links below.

e Customer Users

e Activities

e Support Requests
e Quotes

e Orders

e Projects

e Engineers

e Multipliers

e Commissions
e Assigned To

CUSTOMER USERS
The Customer Users tab displays a list of all users that are associated with the Customer. This tab allows
the user to view and manage customer users.

tcatec  Rep Manager

4 3Ghcatech | Aep Hanager

CREATE A NEW USER
To create a new user, enter a user name in the New User Name text box and click the “Add New User”
button.

New Uszer Hame: new _user Add New User

On the Add New User page, fill in the required fields on the General User Information, Settings, and
Multipliers tab.

The Multipliers tab is unique to Customer Users.
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CREATING EMPLOYEES

Employees refers to eRep login accounts that belong to the manufacturer company. These users are
typically employed by the manufacturer. To create a new employee account, select User Administration
from the Administration menu.

A HOME (D) DASHBOARDS Vv (m) myPROJECTS & ADMINISTRATION Vv ©

User Administration h

Scroll to the bottom panel of the page and enter a user name in the New User Name text box. User
names must be between 1 and 150 characters and can include alphanumeric characters A-Z and 0-9.
User names are not case-sensitive. For simplicity purposes, user names can be e-mail addresses.

e omepie Enternewjusername
. - Existing|useraccounts ——,

feole)

After entering a new user name, click the “Add New Employee” button. If the user name entered belongs
to an account that already exists, you will receive the following message.

Uzername already exists, please choose a different Username.
[

Select a different user name and try creating the account again.

If the user name is available, the user will be redirected to the Add New Employee page as shown in the
figure below.
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& Add New Employee

Username: kbruno65

o iomaten > st 2

* Required Fields

Date Created: 08/02/2015

* First Name:

* Last Name:

* Address 1:
Address Z:

* City:

* State:

= Zipe

* Country:

* Brands:

* Product Types:

Two tabs are displayed; “General User Information” and “Settings”. Each tab is described in detail in the

following sections

GENERAL USER INFORMATION

This tab contains the basic account settings such as e-mail address, physical address, brands and

product types.

* Username:

V [ [ 4
A\ \ \

* Email:

Kbrunogs

Phone:

Phone Ext:

Fax:

First Name — The user account’s first name. Maximum of 150 characters. (required)

Last Name — The user’s last or family name. Maximum of 150 characters. (required)

Address 1: - The physical or mailing address of the user. Maximum of 250 characters (required)
Address 2: - A continuation of the address 1 field. Usually contains supplemental address
information such as suite or apartment number. Maximum of 250 characters.

City — The city or locale of the user. Maximum of 250 characters. (required)

State — The state or province of the user. Maximum of 150 characters. (required)

Zip — The zip or postal code of the user. Maximum of 50 characters. (required)

Country — The country of the user. Maximum of 250 characters. (required)

Brands — The brands from which the customer can select. Depending upon the company multiple
brands may be able to be selected. (required)

Product Types — Product types that are available to the user. Depending upon the company,
multiple product types may be available. (required)

Email — The e-mail address associated with the user’s account. The account must be a valid e-
mail address and in the proper e-mail format (mailbox@domainname.xxx). Maximum of 250
characters. (required)

Phone — The primary phone number of employee. Maximum of 30 characters.

Phone Ext — The phone number extension of the employee. Maximum of 30 characters.

Fax — The fax (facsimile) number of the employee. Maximum of 30 characters.
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See the figure below for an example of a valid Employee General User Information tab.

& Add New Employee

Username: kbruno65 Date Created: 08/03/2018

General User Information m

* Required Fields

* First Name:

Keith B ClEE test@noemail.com
* Last Name: Bruno * Username: Kbrunogs
* Address 1: 1000 Winderly Place Phone: 4075551212
Address 2 Phone Ext:
= CEiE Mattiand 7= 4075563000
* State: FL
SEE 34734
* Country:

United States

* Product Types: Heat Pumps
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SETTINGS TAB
The settings tab contains miscellaneous user settings that control how the user account interacts with the
system and controls the privileges that that the user may exercise. The user settings are:

User Permission Level — Sets the role of the user and controls the privileges that the user may
exercise. For more information on User Permission Levels view the help topic “Permission
Levels” elsewhere in the user manual.

User Is Active — If selected, the user may login to the eRep system. If not, the account may not be
used to login. NOTE! Even if inactive, the system will retain the user’s quotes, orders, project and
other information.

Disable User Project Creation — If selected, the user will not be able to create new projects. This
option is rarely selected but may be useful if the user should be allowed to view projects but not
create them.

Timeout Minutes — Specifies the number of minutes before the user is logged out after no
interaction with the eRep system. Defaults to 30 minutes. Must be a positive number. Valid range
is: 0 —2,147,483,647 minutes. (required)

Currency — Chooses the default currency symbol for the user’s quotes, orders and line items.
Choices will vary per system. As an optional feature of the eRep system, it is possible to have the
system automatically convert prices between the manufacturer’'s default currency and the user’s
currency. Please check with your system administrator to see if this feature has been enabled.
User Can Create Child Users — If selected, the user will be able to create new user accounts
under their account. Typically, a function of Rep Managers or other users that need to create user
accounts.

User Can See Sibling Users — If selected, the user will be able to view other user accounts with
the same permission level as their account. Typically selected for users that can create child
users.

User Is Regional Sales Manager — If selected, the user will receive special multiplier requests
from reps. Users with this attribute are typically in the position of approving price modifications for
line items and accessories.

Language — Sets the default language of the eRep system for the user. Depending upon your
system settings, the user may choose between several languages.

& Add New Employee

Username: kbruno65 Date Created: 08/03/2013

* Required Fields

* User Permission Level: Pricing Administrator - User Can Create Child Users:
User ls Active: User Can See Sibling Users:
Disable User Project Creation: O User Iz Regional Sales Manager:

Language:

Timeout Minutes: E - English ~

Currency:

US Dollar ~

PERMISSION LEVELS
By default, the eRep system supports several security or permission levels. The available permission
levels depend on the type of user account created.
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NON-EMPLOYEE ROLES

Customer Service — This role allows the user to access quotes and orders submitted by reps
as well as search for rep projects to assist reps during the submittal process. This level of
permission is reserved for employees and not assigned to representatives.

Application Engineer — Users assigned this permission level are employees that usually work
in the engineering department. Application Engineers typically review special engineering
requests submitted by reps that involve unusual modifications to units. They review these
modification requests, assign prices to the requests and send them back to the
representative with either an approved or disapproved status.

Order Entry — This permission level is typically assigned to users that review orders
submitted by reps and enter order data into the company’s manufacturing system.

Pricing Administrator — Usually assigned to employees that are performing the role of
Regional Sales Manager. These users can review quotes and orders as well as approve
special multiplier requests.

System Administrator — Typically assigned to users that need to be able to manage all
aspects of the application. Can perform all the functions of the other levels of users. This
permission level should be used sparingly and only assigned to users that manage the
system.

EMPLOYEE ROLES

SITE MENU

Rep — The most common permission level assigned in the eRep system. Rep level users can
typically create projects, select units and add units to quotes and orders. They can request
special engineering modifications and submit requests for special multipliers. They can also
submit orders for processing.

Rep Administrator - A Rep Administrator is usually a designated user in each office that can
create, modify and delete users for that office.

Rep Manager - A Rep Manager is usually a designated user in each office that can create,
modify and delete users for that office as well as perform rep activities.

The top user menu is driven exclusively by permission which are currently mapped to a role. Below is a
matrix that represents the role and the top menu that each role has access to.

Top Menu

Role Home | Dashboards | My Parts | Administration | Support | Mfg.
Projects Tools

System Yes Yes Yes Yes Yes Yes Yes
Administration
Sales Manager Yes Yes Yes Yes Yes Yes Yes
Application Yes Yes Yes Yes Yes Yes Yes
Engineer
Customer Service | Yes Yes Yes Yes Yes Yes Yes
Rep Manager Yes Yes Yes Yes Yes Yes No
Rep Admin Yes Yes Yes Yes Yes Yes No
Sales Rep Yes Yes Yes Yes Yes Yes No
Engineer Yes Yes Yes No Yes No No

While it is possible to add users to permissions to view this additional links, this would be best
accomplished by adding a new role that contains the desired permissions and then allow the user to
inherit the permissions from one of the given roles.
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Below is a matrix that represents the role and permission that maps to that role.

Role
Permissio | System Pricing Custom | Applicati | Rep Rep Re | Engine
n Administrat | Administrat | er on Manag | Admi |p er
or or Service | Engineer | er n
Create Yes Yes Yes Yes Yes No Ye | Yes
Project S
Delete Yes No No No No No No | No
Project
Restore Yes No No No No No No | No
Project
Create Yes Yes Yes Yes Yes No Ye | No
Quote/Ord s
er
Delete Yes Yes Yes Yes No No No | No
Quote/Ord
er
Manage Yes Yes Yes No Yes Yes Ye | Yes
User S
Requests
Approve Yes Yes No No No No No | No
Multiplier
Request
Regional No No No No No No No | No
Sales
Manager
Create Yes Yes Yes Yes Yes No Ye | Yes
Submittal S
Approve Yes No No Yes No No No | No
Orders
Finalize Yes No Yes No No No No | No
Orders
Can Yes No No No No No No | No
Create
Users
(may be
overridden
)
Can See Yes No No No No No No | No
Sibling
(may be
overridden
)
Can'’t No No No No No No No | No
Create
Project
(may be
overridden
)
User is No No No No No No No | No
Regional
Sales
Manager
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As previously mentioned, the role system can inherit permission, so you can create new roles and then
map them to existing roles to generate the desired permissions. The User is regional sales

manager, Can’t Create project, Can Create user, Can Create Siblings permissions can be assigned to
any user during user administration. You can also provide the Can Create Orders and Can Create Project

Override permissions if you would like to grant permission to a Role that does not currently do so by
default.
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CREATING A PROJECT

The first step in using the Whalen Integrated Sales Center Software is to create a project. To view a list of
your projects, click on the MY PROJECTS menu at the top of the menu bar as shown in the figure below.

integrated
N Eiwles center wTheWhalenComnany @~ . EHEE)

A o (D) DASHBOARDS W (m) mrerosecTs | R ADMINISTRATION ¥ @ suveeort » wrc.ToOLs v

Figure 47 - Creating a project

You will be redirected to the My Projects page where the system will display a list of active projects. To

create a new project, enter a project name in the New Project Name text box and click the Add New
button. See the figure below for an example.

(w) My Projects - Active

Project listing for - ®  osdve @  onactve | Show Al

Create Project New Project Hame: | test-project @® Hew () From Template Add New

SearchOn: | Sea o Advanced Search Quick Search: | Al v| SshowRecords: | 20
AR

Figure 48 - Project creation

When the new project is created, you will be redirected to the Project Information page which allows you
to set properties and basic information about the project.
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Items with a red * are required to be filled out to save the project. See the figure below.

(w) Project Information

General Project Information

* Required Fiekis

Created On:

Created By:

Last Modified:

Modified By:

* Project Name:

status: B Active

Project Status and Type
Template: O ves

Admin Only

Delete Project

N0

* Project Type:
Keith Bruno | Select Project Type
3132018

':J Project Users
Note: Allow others to help you such as your representative

* Owner Type:

Select O T
keith.bruno@bcatech.com | S0ct Dwaar tune

Permission Level

First Name | Last Name

t|| Username

Non-Revocable

* Product Type:

keith.bruno@bcatech.com  Keth Bruno
Administrator

| Select Product Type

I test-project 8]
Description: * Vertical Market
O Agricultural
Display Units: Imperial v
QO Industrial
Expected Bid Due: O Institutional

Location:

Representative:

Sales Person:

Engineering Firm:

Designer:

Contractor:

Other Contacts:

Hotes:

Q) Health Care
O Educational

O Commercial

T
“"I oA oM
* Project Phase

() Design

O Budget

O Bidding

O Award Pending
O Contract Awarded
(O Contract Awarded
Q) Hold

O Closed, Won

QO Ciosed, Lost

() Dead

Note: Contact Information on this screen will appear on the submittal cover page printout

Figure 49 - Updating project details

Click the Save button to save the project information. You will be returned to the Project Schedule page.
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PRICE A UNIT
The next step in the process is to select and price a unit. This refers to the process of picking a product,
selecting attributes related to the product, and adding it to a schedule.

To add a unit from the Project Schedule page, select the Product Family, Product Category, model and
optionally, a quantity from the Project Schedule page as shown in the figure below.

(w) Project Schedule

Project: test project E Project information || () Users Quotes oroers | (5} Submita L}

. T 1 v -
Select a Product Family: Hydronic Unts |~  Select a Product Category: Heat Pumps |~ |l Selecta Model: [ Vertical Stack Heat vI Quantity: I\ -I (]}

Figure 50 — Pricing a unit

Click the Add button.

The product selected will be added to the Project Schedule grid as shown and the user will be redirected
to the Pricing page.
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The information displayed on this page will be specific for the type of product you selected. In this

example a Vertical Stack Heat Pump was selected.
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(W) Pricing
General Information
Toggmg BE

Mot ersens tack et Rump. v

General Cabinet Configuration

Proguct Type Frp— | susm
System Configaration Seiect a1 opton ~| s
it Capacity Select a2 opton ~| s
Revision (isjor) anam | sam
Unit Voltage: Select o opton | susm
Fans Select a9 opton o
Controks:
Fan Ceontrot Seect a9 apton ~| snse
Control Type 4. 5ok sae Contrs | s
Water Temperature A 32F Freaze Protection wih 36°F Low L Temg saing ~| s
sensors
0ac Coatrot Mo DO costotpackage mstaled ~|s0m
Cabinat Options
Sound Atenuatior: PR — | sasm
Cabinet Type /Height: T — | s
Suply A Dischare: Select 9 apion | sum
Gatunct protection prrsyp— | sas
Pawer Termination Seiect o opton | su
Therme A Standard Front < sam
Oram pan Opton: - Srdarc Stankss Sieel Bt Cran Pan | som
" A + foergass rauision ~| s
— x ] | sam
Fitration A MERV 4 Throwamay ~| s
Riser Information
Fover sty A~ Unt mesnied raers i rser cover | s0m
fuser Spacing: .- Standra Soacen L
e — | s0s
Eleclric Heat
Electr Heat Sainct o opton ~| s
Eloctrx Hoat Vomsge Seect a2 opton | e
General Chassis Configuration
Product Famey: Select am opton | 0
Systerm Contiguration - Heat Pumg (heaing defaut) | som
i Capacrey Sekctaaopton < som
Revision (Major 4. am Generaton | s
Uit Voitage: Seinct e opton ~| s
Water Options
Hat wates Coit - Mo st water col istaled M C
Gontrol vanve: o — | s [
Flow Conirot X p— ~| s
Sirainer PR —— | saem
Water Connections: A GHT e BEST C |
Water-sk06 Access Ports: | X.-Hone ] 500
Al P Semsor: X Nove | sase
Chassis Options:
Sound Al Spp— | s
Cot Casing: - Stnderd (Gabvanized) Chassa & Gtasized Col Casng with Ca || 50.08
Chassia P L™ | suse
Coa Height: Prp— | samm

Controls:

Conirol Voltage. | suse
Control Trow <] 0
Refrigeration Options:

Compressor: Select o9 apton | suse
[Tm—— P—— | sass [
Conx Tyve: A Stndard ~| s

Recessoris a

Pricing Summary
HPCabimet  V___4_CAA___ AAAXAAXAAAZ

4 YELARANROOED0AIAGKY

it List Price: 4800

Figure 51 - Pricing a unit
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The options shown will depend on the unit selected. Required options are displayed with a yellow
background

(m] Pricing
Auto updated
= Vertical Fan
General Information: code string Coil
Tagging : m B= 1 o
Pricing S
Model: Vertical Fan Coil it
Vertical Fan Coil: VC
Unit List Price:  $0.00
General Cabinet Configuration: Number of Units: 1
Product Family: VC - Vertical Closet ~ | 50.00 Total List Price:  $0.00
Chassis Design: Select an option | $0.00 W
Coil Rows: Select an option ~ | §0.00

Required selection

Figure 52 - Adjusting pricing options

From here you may enter tagging information, select product options and make changes to the product
specifications. The page will dynamically update the Pricing Summary section when any changes are
made.

The system also updates the Model code dynamically to create the correct order string code that
corresponds to the model with the options selected.

From the pricing page, it may be possible to add accessories to the line item by clicking the Edit button in
the Accessories panel (if available). The system will display a list of accessories that correspond to the
type of item selected.

Select the accessories desired by clicking the plus sign next to the accessory shown. The accessory will
be added to the bottom of the Accessories pop up. If you wish to delete an accessory, click the minus
sign next to the accessory.

Click the Save button to save your changes and return to the Project Schedule page.
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The system will save the unit that you selected and return you to the Project Schedule page. If you need
to change options or reprice the unit click the $ icon next to the item you wish to modify.

(w) Project Schedule

[&) Proiect nformation

Project: test-project

Il Columns W

Select a Product Family: | HydronicUnits ||  SelectaProduct Category: | FanCois  [v| SelectaModek | Selecta Model v @
SelectAction:  Copy [v¥| SelectProject: | test-project v Quantity: |1 >
General Misc.
Select Price Qty Tag Model Model | Unit Size | ListPrice | TotalList | Quote Order Date Created Created By Date Modified
O Number Price Name Name
O 1 Air Handler 50 50 311312018 1:22:23 PN keth.bruno@bcatech.com 3/13/2018 1:22:23 PH
O ] 1 tagi2 Air Handler AHVS01 50 50 311312018 1:25:33 PN keith bruno@bcatech.com 3/13/2018 1:25:33 PM
< >
Current Phase: Design
@Design  (OBudget  (OBidding  (JAward Pending  (JContract Awarded  (JContract Awarded ~ (OHold ~ (OClosed,Won  (OClosed, Lost  (ODead

Figure 53 - Viewing possible selections

A unit must be priced prior to adding it to a quote or order.
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CREATING A QUOTE

Creating a quote is the process of adding priced line items to a quote. Any number of items may be
added to a quote and eventually converted to an order after customer approval.

To add line items to a quote from the Project Schedule page, select the line item from the grid by clicking

the check box next to the line item and select the Quote item from the Select Action drop down list box as
shown in the figure below.

(w) Project Schedule

R - ...

ow All Columns v

Selecta Product Family:  HydronicUnits ||  Selecta Product Category: | FanCols || SelectaModel: | SelectaModel v [0}
oot Astom selectaction @
General
Select Price Qty Tag Model Model Humber Unit Size  List Price Total List Quote Order Date Created c
O Price Name Hame
D S 1 Air Handler AHVS01 S0 so 31372018 1:22:23 PM keith.bru
O 5 1 tag12 Air Handler AHVS01 50 0 31372018 1:25:33 PM keith.bru
1 & 1 Vertical Stack Heat Fump VPAOZ04BSCAAABAHXKAAAXAAKAAAIZ 54013 54013 3/13/2018 1:48:54 P keith.bru

A

>

Current Phase: Design

@Design  (OBudget  (OBidding  (QAward Pending  ()Contract Awarded ~ (OContractAwarded ~ (QHold ~ (OClosed,Won  (JClosed, Lost  (ODead

Figure 54 - Creating a quote

Line items can only be added to quote if they are not associated with another quote or order.
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At this point, a new quote will be created with the line items selected from the Project Schedule. You will
be redirected to the quote. The quote page will look similar to the following figure.

om

integrated
.‘:i S il(—“;Jl i.vn[[_)[ WTheWhalen Company @ veemrn . m

M HOME (D) DASHBOARDS (W) myPROJECTS & ADMINISTRATION @ suerorT 3§ wrG.ToOLS v

[# Quote Worksheet

© ] []

Quote Information

Quote Number: 1145 Status: Open
Quote Date: 3132018 Project Name: test-project
Transaction Type: Buy / Resale v Quote Expiration: Shzrz018

Job Name: test-project- 1

Shipping Information

O)(O)

Rep Information

Rep Company: ASD Designs Rep Phone: 23423423 ext1212
Rep Contact: Rep Manager Fax: 121232123
Regional Sales Manager: Select Regional Manager v Rep Email: tom.nguyanz@beatech.com
Quote Details G)

Line ltem Summary

VPAD204BSCAAABAHXNAAAXAAKAAAIZ $2,026.00 5000 $2,026.00
WVPGO204BTY CLAXAXOOOCOOMANAQXD $1,987.00 $0.00 $1,887.00

Accessories

|« E Y

Net Adds @

Special Engineering Requests G)
Pricing Summary G
Total List Price $ 4,013.00 4,013.00
Weighted Multiplier El 0.441 0.441
Sub-Total Net $ 1789.73 1789.73
Net Adds $ 0.00 0.00
Special Engineering Requests $ 0.00 0.00
Total Net Price $ 176973 176873
Estimated Freight [ Freight Quoted - Quote Number $ 0.00 0.00
Total Price $ 176973 176873
Estimated Commission $ 0.00 0.00
Estimated Commission % 0 0
Multiplier And Commissions. @

All sales subject to terms of sales agreement

Request Engineering Review | Create Order

Figure 55 - New Quote
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The Quote page is divided into several sections and each section is collapsible to allow the quote to fit on
smaller screen devices.

Quote Information L

Figure 56 - Collapsing and expanding quote sections

To collapse a quote section, click the minus sign at the far right of the section header as shown in the
figure above. Each section of the quote allows the user to specify the particulars for the quote and
controls how the quote will be applied or allows the user to configure specific options for the quote.

Once the quote is configured as desired, click the Save button at the bottom of the quote page to save
the quote and return to the Project Schedule page. If you wish to convert the quote to an order which may
be submitted to the factory click the Create Order button. If the quote requires review by the engineering
department, click the Request Engineering Review button. This option is explained in more detail in the
Orders section.

All sales subject to terms of sales agreement

Request Engineering Review Create Order

Figure 57 - Saving a quote

If you click the Create Order button you will be prompted to confirm the creation of a new order as shown
below. Converting a quote to an order is a one-time process and you will not be able to make
modifications to the quote after it has been converted to an order.

Confirm

Are you sure you want to create a new order?

- (3

Figure 58 - Converting a quote to an order

Click the Yes button to convert the quote to an order.
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Once a quote has been converted to an order, you will be redirected to the Order Worksheet page. The
Order Worksheet page is similar to the Quote page and has many features and properties in common.

Orders may be submitted to the factory, whereas Quotes may not.

An Order is usually the last document created in the project process and should be thought of as the final

document in the project creation process.

[ Order Worksheet

Order Information

Order Humber: 1130 Oper
Factory Order Number ® testproject

Date wanote

Transaction Type: Buy /Resale test-project- 1-1

Customer Information

sell To Ship To [ seare |

Customer Account:

Location Name:

Rep Manager

Company:
Company ASD Designs

Address 1
Address 1 01

Address
Address 2 Tom_Address2

city
city Orand

State: Select A State v
Stte: SelectA State

Zip:
zip: 232m
3 Country: United States v
Country: Unted States

O Yes @ Mo

Tox Exempt:
Contact Phone:
Tax Certicate Hone
SpecialOrder hstruclins
Ship Via
ship Via: BestWay - Split Shipments o
accey
Lead Time: Standara [m]

"Please note spit shipments may ncur aadtionsl freight charges™

Rep Information

Order Details

Line ltem Summary

have different scheduled ship dates, wil a spit shipment be

Net Adds
Special Engineering Requests
Pricing Summary

Al Pricing in USD'S

$ 401300

0481

1769.73

@ o v e v B

Multiplier And Commissions
Rep Checklist

Select Fie Fie Name SelectaDocumentaton Type v | [

All sales subject o terms of sales agreement

[ sove | RoquestEngimesrng Review [ subr orcer

Figure 59 - New Quote Page

Current Requested

4013.00

0441

175073

000

000

178973

0.00

176973

000

0®

Orders have more sections than quotes and allow the user to specify additional options that are related to

the customer or location where the order is to be shipped.
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Once the order properties have been set, click the Submit Order button to submit your order to the factory
for processing. You will be asked to confirm the submittal process. Click the Yes button to submit your
order to the factory for processing.

Confirm

Shipping Address could not be verified - Continue?

Mo Yes

N
Figure 60 - Submitting an order

Users may also submit their orders to the factory engineering department for review prior to submitting
the order to the factory for processing. To have the engineering department review your order, click the
Request Engineering Review button at the bottom of the order page. A pop up message will be displayed
which will allow you to enter a message that will be forwarded along with your request for review to the
engineering department.

S G —

Engineering Review Request Enter comments
From: Customer To: Engineering
Comment

Characters Left : 255

Reguest Close

Figure 61 - Sending an order to the factory engineering department for review

Once your request has been reviewed, the engineering department will send the order back to you. An e-
mail message will be sent letting you know the request has been reviewed.
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SUBMITTALS

A submittal is a set of documents that you may print or export that contains documents related to all the
items you specify in your project.

To create a submittal, select all of the items you wish to include in your submittal package from the project
schedule and click the Submittal button from the My Projects page as shown below.

(W) Project Schedule

Select a Product Family: | Hydronic Units |v

FE show alcoumns v

Selecta Product Category: | FanCols || SelectaModel: | Selecta Model v @
SelectAction: | Copy |v| SelectProject: | testproject v | Quantity: |1 Il con
General Misc.
select Price aty Tag Model Model | Unit Size | ListPrice | TotalList | Quote  Order Date Created Created By Date Modified
= Humber Price Name Name
5 1 Air Handler AHVS01 $0 $0 3132018 1:22:23 PN keith_bruno@bcatech.com 3132018 1:22:23 PW
[ 1 tag12 AirHandler  AHVSOT s0 50 31342018 1:25:33 P keilh, bruno@beatech.com 311372018 1.25.33 P
<

>

Figure 62 - Generating a submittal document set

Once you are redirected to the Submittal Generator page, select the product family from the Product
Family drop down list box and select the options you wish to create for the submittal package. Common
options include Unit features & options, Schedule, Unit performance, Unit drawings and others. Select the
options you wish to include in your package and click the Generate Submittal button.

(2 Submittal Generator

Project Name : test-project

Select the
product family

Select a product famly, then select the items that you would like in the submittal. Additonal submit icts Links. All the items must be fully configured for an accurate submittal and only validated line
items will be shown .

Product Family Hydronic Units Product Information
Unit features & options / Notes.

Schedule
Unt performance
Unit drawings.

Downloads

Select the documents to include
in the submittal package

Component spec sheets
Wiring diagram
Warranty

Installation Manual

Note: t may take several minutes to generate the submittal, based upon the number of items selected. Do not click the back button.

Generate Submittal Back to Schedule

Figure 63 - Generating a submittal package

The submittal package will be created.

65|Page



The Ng!ntegrated™

Whalen NINS sales center
company ..’ by The Whalen Company

You may save the package to your local computer by clicking the Export button at the top of the page.

4 4 ofa b Pl ] |:| Find | Next b, ~

The
Whalen
Company

&900 Glebe Park Drive, Easton, MD 21601
Ph: 410-522-9200 Fax: 410-522-5926

Submittal

Project number: 20181140
Project name: test-project
Job Location:

Representative:

Tuesday, March 13, 2018

Approval
Approved By:

Title:

Date:

Note: This submittal is based on equipment and options listed on the attachment(s) and represents our interpretation of your
requirements. It is the representative’s responsibility to review this submittal and verify that it meets the job specifications.

Project Summary
Qty Model Description Model Humber

2 Air Handler - Air Handler AHVS0

Figure 64 - Sample submittal package
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SUMMARY

This document provided basic information on the use of the Whalen Integrated Sales Center software. It
reviewed the project creation, line item pricing, quoting, ordering process and submittal document
creation process.
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