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1 GETTING STARTED 

1.1 Logging-In/Out to SM Trade Portal 

1.1.1 Log-In 

 

A. Open web browser 

B. In the address bar, key-in “smtradeportal.com” and press the Enter key (See 

Figure 1) 

Figure 1 – Accessing SM Trade Portal in the address bar 

 

C. User will be re-directed to SMTP Login page (See Figure 2) 
 

 
Figure 2 – SM Trade Portal Login Page 

 
D. Enter your User ID and Password then click “Login” button (or you may use 

Enter key) to start using the portal 
 
 

 
 
 
 
 
 
 
 

Figure 3 – User ID and Password Fields 



 
 

 
 
 

 

User Manual – Vendor User     
Alfamart Trading Philippines, Inc. 

 
Version 1.0 

16 October 2016 
 

                    CONFIDENTIAL USER MANUAL (VU):  ATP 5 of 75 

The information in this proposal is intended for disclosure within ATP, MCI and ESI only.  

E. After successful login, user will be re-directed to SMTP Single Sign On Page (See 
Figure 4) 

 
Figure 4 – Single Sign-On Page 

 
In the Single Sign-On Page, Select “Alfamart Trading Philippines, Inc.”. 

 
Figure 5 – Selecting ATP in Single Sign-On Page 
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F. After selecting ATP, VU account will be re-directed to the SMTP ATP default 
home page (See Figure 6). 

 

 
Figure 6 – ATP BDMS Home Page 

 
1.1.2 Log-Out 

 

If you wish to log out of the portal, simply click the “Logut” button located at the 

upper right portion of the portal. (See Figure 7) 

 

 
        Figure 7 – Logout button 

 

1.2 Toolbar and Navigation 

The Toolbar is located at the top portion of the portal.  It will help you navigate to the 

other modules of the portal. (See Figure 8) 

 

 
Figure 8 – Toolbar and Navigation 
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1.2.1 Home Button 

 

The “Home” button will navigate you to the SMTP Default Home Page which is the 

Business Document/Message System (BDMS) Home Page. (See Figure 9) 

 

 
Figure 9 – Home Button 

1.2.1 Bulletins Button 

 

The “Bulletins” button will navigate you to the Vendor Community Management 

- Dynamic Bulletin System (VCM - DBS) where you may view bulletins for ATP. (See 

Figure 10) 

 
Figure 10 – Home Button 

 
Note: To learn more about Dynamic Bulletin System (DBS), you may go to the 
Vendor Community Management (VCM) section. 

1.2.2 My Account Button 

 
The “My Account” button will navigate you to the My Account page where you 
may view or update your account profile. (See Figure 11) 

 

 
Figure 11 – My Account Button 

 
Note: To learn more about using “My Account”, you may go to My Account 
Section 
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1.2.3 BDMS Portal Application Button 

 
The “BDMS” portal application button will navigate you to the BDMS page. By 
clicking on the “BMDS” toolbar button, you will be re-directed to the BDMS page. 
(See Figure 12) 
 

 
Figure 12 – BDMS Portal Applications Button 

 

1.3 Viewing/Exporting Session Logs 

To view session logs, click the “View Logs” link which is located at the upper left portion of 
the page. After clicking the link, a pop-up window will appear displaying the user’s one 
hundred (100) latest activities in the portal. (See Figure 13).  

 

 
Figure 13 – View/Exporting User Session Logs 

 
When the number of entries in your log exceeds 100, only the latest 100 entries will be 
displayed. You may view older log entries by exporting them as PDF, CSV, or text file 
formats. (See Figure 14) 
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Figure 14 –Session Logs Download Options 

 

2 BUSINESS DOCUMENT/MESSAGE SYSTEM (BDMS) 

The Business Document/Message System (BDMS) for ATP composed of five (5) document types 

namely: 

A. Purchase Order (PO) 

B. Return To Vendor (RTV) 

C. Consignor Purchase Order (CPO) 

D. Goods Receipt Notification (GRN) 

E. Remittance Advice (RA) 
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2.1 Navigating BDMS Home Page 

There are two ways to navigate the BDMS home page: 

A. Clicking the SMTP Logo. (See Figure 15) 

 

 
Figure 15 – Navigating BDMS Home Page via SMTP Logo 

 
B. Clicking the “Home Business” button located at the right side of the page beside the 

“Refresh” button. (See Figure 16) 
 

 
Figure 16 – Navigating BDMS Home Page via Back to HomePage icon 

 

 
2.1.1 BDMS Document Types Summary/Archive page sections 

The following are The following are the sections of BDMS’s Document Types 
Summary / Archive Page: (See Figure 17) 

A. System Header Section 
B. View Type Indicator Section 
C. Search Fields Section 
D. Results Summary & Display Count Section 
E. Page Mark Section 

F. Search Result Section (shows data of the present month and the previous six 
months only) 
G. Download Options & Printing Section 
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Figure 17- BDMS Document Types Sections 

2.1.2 View Type Indicator (Live/Archive) 

Business documents/messages are segregated into two types based on the 

vendors’ preferred relevance. Non-archived items may be viewed on the “Live” 

view while archived items may be found on the “Archive” view. 

A. The View Type Indicator located above the Search Field Section indicates which 
View Type you are at.  

 
B. The default view of the Summary Page is “Live” view. To access archived items 

click “View Archive” and will be directed to the Archive Page where you may 
view archived items. (See Figure 18) 
 

 
Figure 18- Accessing Archieve Page from Live Page 
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C. To go back to “Live view” click “View Live” and you will be directed back to the 
Live Page where you may view the non-archived items. (See Figure 19) 

 
Figure 19- Accessing Live from Archive Page 

 
2.1.3 BDMS Document Types details page sections 

The following are the sections of BDMS’s Document Types Details Page: (See Figure 
20) 

A. Header Section 
B. Detail Count Section 
C. Status Message Section (for PO & CPO only) 
D. Detail Body Section 
E. Download Option & Printing Section 
F. Document Statistics 

 
Figure 20- BDMS Details Page Sections 
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2.2 Download Options and Printing 

2.2.1 Batch Download 

You may download a specific document/message or a batch of them in the Search 
Results Section, complete with all details in any of the following formats HyperText 
Markup Language (.html), Portable Document Format (.pdf) or Extensible Markup 
Language (.xml). You may also choose to send a PDF attachment through email. 

A. To download a specific document / message in HTML format: 

 

1. Select a specific document in the Search Results Section by ticking the 
checkbox beside your selection. You may also select batch of documents by 
ticking more than one checkbox. 
 

2. Click the HTML button in the Download Options & Printing Section. Your 
document will now start downloading. (See Figure 21) 

 

 

Figure 21- Downloading a specific document/message in HTML format 
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B. To download a specific document/message in PDF format: 

 

1. Select a specific document in the Search Results Section by ticking the 

checkbox beside your selection. You may also select batch of documents by 

ticking more than one checkbox. 

2. Click the PDF button in the Downloads & Printing Section (See Figure 22) 

 
 Figure 22- Downloading a specific document/message in PDF format 

 

3. After clicking the PDF button, a message box will pop up to confirm your 
selection. When you click “OK” your document will now start downloading. 
(See Figure 23) 

 

 
Figure 23- Message Box for Archiving Selected Document/s 
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C. To download a specific document / message in XML format: 
1. Select a specific document in the Search Results Section by ticking the 

checkbox beside your selection. You may also select a batch of documents 
by ticking more than one checkbox. 

2. Click the XML button on the Download Options & Printing Section. Your 
document will now start downloading. (See Figure  24) 
 

 
   Figure 24- Downloading a specific document / message in XML 

 
D. To send a specific document / message as a PDF attachment through email: 

 
1. Select a specific document in the Search Results Section by ticking the 

checkbox beside your selection. You may also select a batch of documents 
by ticking more than one checkbox. 

2. Click the Email button in the Download Options & Printing Section. (See 
Figure 25) 

 
        Figure 25- Send a specific document / message as a PDF attachment through email 
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3. Upon clicking the Email button, you will see the sending status of the said 
documents under the Archiving and Download Options Section. (See Figure 
26) 

 

 

Figure 26- Email Status Notification 

2.2.2 Summary Download 

You may download the Summary of Search Results in any of the following formats: 
Comma Separated Values (.csv), HyperText Markup Language (.html), Portable 
Document Format (.pdf) or Microsoft Excel (.xls).  (See Figure 27) 

 
Figure 27 - Summary Download Option 
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A. To download the summary table in CSV format, click the CSV button and the table 
will be downloaded. (See Figure 28) 
 

 
Figure 28- CSV Download Option 

 

B. To download the summary table in HTML format, click the HTML button and the 
table will be downloaded. (See Figure 29) 
 

 
Figure 29- HTML Download Option 

 
C. To download the summary table in PDF format, click the PDF button and the table 

will be downloaded. (See Figure 30)  
 

 
Figure 30- PDF Download Option 

 
D. To download the summary table in MS Excel format, click the EXCEL button and 

the table will be downloaded. (See Figure 31)  
 

 
Figure 31- XLS Download Option 
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Note: For CSV and MS Excel format, the maximum number of 
documents/messages for summary download is 65,000 documents. You may use 
the Search fields to lessen the number of summary results. 

2.2.3 Printing 

You may print a specific document / message or a batch of them from the results 
displayed in the Search Results Section. 

A. To print specific document/message (1) select a specific document/message in 
the Search Results Section by ticking the checkbox beside your selection. You 
may also select a batch of documents by ticking more than one checkbox; and, 
(2) click the Print button on the Download Options & Printing Section, and your 
browser’s print preview page will appear. You may also input your preferred 
settings. (See Figure 32) 
 

 
Figure 32- Print Specific / Batch Document / Message 
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2.3 Using the Document Type scroll bar 

You may navigate to the different document types using the scroll bar. 

A. Click and hold the right or left arrow of the scroll bar until you see the button of the 
Document Type you want to view. (See Figure 33)  

 
Figure 33- BDMS Quick Links 

 
B. When you want to navigate to other document type, click the document type icon you wish 

to go to on the BDMS Quick Link located at the upper right side of the portal. (See Figure 34) 
 

Figure 34- BDMS Quick Links 

2.4 Purchase Orders (PO)  

2.4.1 Accessing the PO Summary Page 

1. To access the PO summary page, go back to the BDMS home page and click the 

PO button. (See Figure 35)  

 
Figure 35- PO BDMS Icon 
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2. You are now at the PO Summary page. (See Figure 36)  

 
Figure 36- PO Summary Page 

2.4.2 PO Summary Page & PO Archive Page 

2.4.2.1 PO Search Fields 

You may search PO using any of the following criteria: 

A. PO Number 
B. Company Name 
C. Site 
D. Number of Records to display per page (Reults)  
E. Entry Date, Post Date, Delivery Date 
F. Document Status (All, Posted, Integrated)  
G. Read Status (All, Unread, Read)  

NOTE: To get more accurate result, you may combine the criteria when you 
search. 

A. To search for POs by using a PO Number 
 
1. Key in the PO number in the text box. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 37)  
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Figure 37- Searching PO’s using PO number 

 
NOTE: The maximum number of characters for the PO number is 35. The 
textbox only accepts numeric characters and will search for PO numbers 
containing the entered number. 
 

B. To seach for POs by Company Name 
 
1. Click the drop-down list then select the company name or choose “All” 

to display all of them. 
2. Click the Search button located at the right side 
3. After clicking the Search button, the table will display the results. (See 

Figure 38) 
 

  
Figure 38- Searching PO’s using Company Name 
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C. To search for POs by Site 
 
1. Click the drop-down list then select a Site or choose “All” to display all 

of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 39)  

 
Figure 39- Searching PO’s through Site Location 

D. To filter the Number of Records to Display per page 
 
1. Click the drop-down list labeled “Results” then click the desired 

number of records per page. 
2. Click the Search button located at the right side.  
3. After clicking the Search button, the table will display the results. (See 

Figure 40)  

 
Figure 40- Filtering Number of Records to display per page 
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E. To search POs using their Entry Dates, Post Date or Delivery Date 
 
1. Manually key in the Entry Date, Post Date or Delivery Date using the 

format ‘mm/dd/yyyy’ or select the dates using the calendar. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 41)  
 

 
Figure 41- Searching PO’s using Entry Dates, Post Date or Delivery Date 

 
F. To search for PO’s by Document Status 

 
1. Click the drop-down list then select a PO status or choose “All” to 

display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 42) 
 

 
Figure 42- Searching PO’s using Document Status 
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G. To Search for PO’s by Read Status 
 
1. Choose a PO status then click the radio button of your choice or choose 

“All” to display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 43)  
 

 
Figure 43- Searching PO’s by Read Status 

2.4.2.2 PO Page Mark 

This section shows the current page number out of the total number of pages 
of the Search Results. 
 

To display the other pages of the Search Results (also using the same search 
filters you had entered) (1) key in a specific page number (2) then hit the “Go” 
button; and, (3) the table will display the results. (See Figure 44) 
 

 
Figure 44- PO’s Mark Page 
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Note: This field allows only numeric entries within the page range of the 
results. Empty value is not allowed. 

2.4.2.3 Sorting PO Column Headers 

The Search Results can be arranged in ascending or descending order based on 
each of the column headers. To sort column headers click any of the column 
headers that you want to sort. (See Figure 45) 
 

 
    Figure 45- Sorting through Column Headers 
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2.4.3 PO Details Page 

2.4.3.1 Opening a Specific PO Document 

On the Search Results Section, click the PO number of the specific PO 
document you want to open. (See Figure 46) 

 
Figure 46- Opening a Specific PO Document 

After clicking the PO number, you will be directed to its details page. (See 
Figure 47)  
 

 
Figure 47- PO’s Detailed Page 
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2.4.3.2 Returning to the PO Summary Page 

To return to the summary page after opening a specific PO document click 
“Back to PO Summary” (if you have opened a document in “Live” view) or 
“Back to PO Archive”  (if you have opened a document in “Archive” view) 
located at the Detail Count Section. (See Figure 48)  
 

 
Figure 48- Returning to PO Summary Page 

2.4.3.3 PO Download Options & Printing 

You may download a specific document/message currently shown in the 
Details Page in any of the following formats: HyperText Markup Language 
(.html), Portable Document Format (.pdf) or Extensible Markup Language 
(.xml). You may also choose to send a PDF attachment through email. (See 
Figure 49)  
 

 
Figure 49- Download Options & Printing 
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A. To download a specific document / message in HTML format, click the 
HTML button on the Download Options & Printing Section. (See Figure 50) 
 

 
Figure 50- HTML Download Option 

 
B. To download a specific document/message in PDF format, click the PDF 

button on the Download Options & Printing Section. (See Figure 51) 
 

 
Figure 51- PDF Download Option 

 
C. To download a specific document/message in XML format, click the XML 

button on the Download Options & Printing Section. (See Figure 52) 
 

 
Figure 52- XML Download Option 

 
D. To send a specific document/message as a PDF attachment through email, 

click the Email button on the Download Options & Printing Section. (See 
Figure 53) 
 

 
Figure 53- Email Option 
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You may also print a specific document/message shown in the Details Page 
resembling the official business document/message. 

E. To print a specific document/message click the print button on the 
Download Options & Printing Section, and your browser’s print preview 
page will appear. You may also input your preferred print settings. (See 
Figure 54) 
 

 
Figure 54- Print Option 

2.4.3.4 View PO Document History 

The Document History is located in the Document Statistics Section. In this 
section you may view the following user activities specific to a particular 
document/message: 

A. Total number of times document/message has been viewed 
B. Date and Time document/message was first viewed 
C. Date and Time document/message was last viewed 
D. Total number of times document/message has been downloaded 
E. Date and Time document/message was first downloaded 
F. Date and Time document/message was last downloaded 
G. Comparison between user views and user downloads shown in graphs 
H. A  link to show document activity history details  

 
To view the Document History, click “View Document History”. (See Figure 55) 
 

 
Figure 55- Viewing PO Document History 

 
 

 



 
 

 
 
 

 

User Manual – Vendor User     
Alfamart Trading Philippines, Inc. 

 
Version 1.0 

16 October 2016 
 

                    CONFIDENTIAL USER MANUAL (VU):  ATP 30 of 75 

The information in this proposal is intended for disclosure within ATP, MCI and ESI only.  

2.5 Return to Vendor  (RTV) 

2.5.1 Accessing the RTV Summary Page 

A. To access the RTV summary page, go to BDMS home page then click the RTV button. 

(See Figure 56) 

 
Figure 56 - Accessing the RTV Summary Page from BDMS Home Page 

 

B. You are now at the RTV Summary page. (See Figure 57) 

 
Figure 57 - RTV Summary Page 
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2.5.2 RTV Summary Page & RTV Archive Page 

2.5.2.1 RTV Search Field 

You may search RTV using the following criteria: 

A. Company Name  
B. Type of Site 
C. Site 
D. Number of Records to display per page (Results) 
E. Payment Terms 
F. Document Report Date 
G. Document Status (All, Posted, Downloaded, Cancelled, Integrated) 
H. Read Status (All, Unread, Read) 
 

NOTE: To get more accurate results, you may combine the criteria when you 

search. 

 

A. To search for RTVs by using RTV Number 
1.  Key in the RTV number in the text box. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 58) 

  
Figure 58 - Searching RTV’s using RTV Number 
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B. To search for RTV by Company Name 
1. Click the drop-down list then select a specific company name or 

choose “All” to display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 59) 

 
Figure 59 - Searching RTV’s using Company Name 

 
C. To search for RTV by Type of Site 

1. Click the drop-down list then select a specific company name or 
choose “All” to display all of them. 

2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 60) 

 
   Figure 60 - Searching RTV’s using Site 
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D. To filter the Number of Records to Display on per page 
1. Click the drop-down list labeled “Results” then click the desired 

number of records per page. 
2. Click the Search button located at the right side.  
3. After clicking the Search button, the table will display the results. (See 

Figure 61) 

 
Figure 61- Filtering Number of Records to display per page 

 
E. To search for RTVs by Entry Date and Post Date 

1. Manually key in Entry Date and Post Date using the format 
‘mm/dd/yyyy’ or select the dates using the calendar.Click the Search 
button located at the right side. 

2. After clicking the Search button, the table will display the results. (See 
Figure 62) 

 
Figure 62 - Searching RTV’s using Document Report Date 
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F. To search for RTV’s by Document Status 
1. Click the drop-down list then select a RTV status or choose “All” to 
display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 
Figure 63) 

 
Figure 63 - Searching RTV’s using Document Status 

 
G. To search for RTV’s by Read Status 

1. Choose a RTV status then click the radio button of your choice or 
choose “All” to display all of them.  

2. Click the Search button located at the right. 
3. After clicking the Search button, the table will display the results. (See 

Figure 64) 

 
Figure 64 - Searching RTV’s by Read Status 
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2.5.2.2 RTV Page Mark 

This section shows the current page number out of the total number of pages 

of the Search Results. 

To display the other pages of the Search Results (also using the same search 

filters you had entered), (1) key in a specific page number (2) then hit the “Go” 

button; and, (3) the table will display the results.  (See Figure 65) 

 
Figure 65 - RTV’s Page Mark 

NOTE: This field allow only numeric entries within the page range of the 
results. Empty value is not allowed. 

 
2.5.2.3 Sorting RTV Column Headers 

The Search Results can be arranged in ascending or descending order based on 

each of the column headers. To sort column headers click any of the column 

headers that you want to sort. (See Figure 66) 

 
Figure 66 - Sorting through Column Headers 
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2.5.3 RTV Details Page 

 

2.5.3.1  Opening a Specific RTV Document 

On the Search Results Section click, the RTV number of the specific RTV 

document you want to open. (See Figure 67) 

 
Figure 67 - Opening a specific RTV Document 

After clicking the RTV number, you will be directed to its details page. (See 
Figure 68) 

 
Figure 68 - RTV’s Details Page 
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2.5.3.2 Returning to the RTV Summary Page 

To return to the summary page after opening a specific RTV Document, just click 

“Back to RTV Summary” (if you have opened a document in “Live” view) or “Back 

to RTV Archive” (if you have opened a document in “Archive” view) located at 

the Detail Count Section. (See Figure 69) 

 
Figure 69 - Returning to RTV Summary Page 

 
2.5.3.3 RTV Download Options & Printing 

You may download a specific document/message currently shown in the 

Details Page in any of the following formats: HyperText Markup Language 

(.html), Portable Document Format (.pdf), or Extensible Markup Language 

(.xml). You may also choose to send a PDF attachment through email. (See 

Figure 70) 

 
Figure 70- Download Options & Printing 
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A. To download a specific document/message in HTML format, click the 
HTML button on the Download Options & Printing Section.  (See Figure 71) 

 
Figure 71- HTML Download Option 

 
 

B. To download a specific document/message in PDF format, click the PDF 
button on the Download Options & Printing Section. (See Figure 72) 

  
Figure 72 - PDF Download Option 

C. To download a specific document/message in XML format, click the XML 

button on the Download Options & Printing Section. (See Figure 73) 

    
                  Figure 73 - XML Download Option 

 
D. To send a specific document/message as a PDF attachment through email, 

click the email button on the Download Options & Printing Section (See 
Figure 74) 

      
   Figure 74 - Email Option 
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You may also print a specific document/message shown in the Details Page 
resembling the official business document/message. 

 
E. To print a specific document/message click the print button on the 

Download Options & Printing Section, and your browser’s print preview 
page will appear. You may also input your preferred print settings. (See 
Figure 75) 

 
Figure 75 - Print Option 

 

2.5.3.4 Viewing RTV Document History 

The Document History is located in the Document Statistics Section. In this 
section you may view the following user activities specific to a particular 
document/message 
 

A. Total number of times document/message has been viewed 
B. Date and Time document/message was first viewed 
C. Date and Time document/message was last viewed 
D. Total number of times document/message has been downloaded 
E. Date and Time document/message was first downloaded 
F. Date and Time document/message was last downloaded 
G. Comparison between user views and user downloads shown in graphs 
H. A link to show document activity history details 
 
To view the document history, click “View document history”. (See Figure 76) 
 

 
Figure 76 - View RTV Document History 
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2.6 Consignor Purchase Orders (CPO)  

2.6.1 Acessing the CPO Summary Page 

A. To access the CPO summary page, go to the BDMS home page then click the CPO 

button. (See Figure 77)  

 

 
Figure 77- Accessing the CPO Summary Page from BDMS Home Page 

 

B. You are now at the CPO Summary page. (See Figure 78) 

 
Figure 78- CPO Summary Page 
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2.6.2 CPO Summary Page & CPO Archive Page 

2.6.2.1 CPO Search Field 

You may search CPO using the following criteria: 

A. PO Number 
B. Company Name 
C. Site 
D. Number of Records to display per page (Results) 
E. Entry Date, Post Date, Receipt Date 
F. Document Status (All, Posted, Downloaded, Cancelled, Integrated) 
G. Read Status (All, Unread, Read) 

 

NOTE: To get more accurate results, you may combine the criteria when you 

search. 

 

A. To search for CPO’s by PO Number 
 
1. Key in the PO number in the text box. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 79) 
 

 
Figure 79- Searching using PO Number 
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B. To search for CPOs by Company Name 
 
1. Click the drop-down list then select a specific company name or 

choose “All” to display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 80) 
 

 
Figure 80 - Searching CPO’s using Company Name 

 
C. To search for CPOs with a Certain Site 

 
1. Click the drop-down list then select a Site or choose “All” to display all 

of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 81) 
 

 
Figure 81- Searching CPO’s Through Site Location 
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D. To filter the Number of Records to Display on per page 
 
1. Click the drop-down list labeled “Results” then click the desired 

number of records per page. 
2. Click the Search button located at the right side.  
3. After clicking the Search button, the table will display the results. (See 

Figure 82) 
 

 
Figure 82- Filtering Number of Records to display per page 

 
E. To search for CPOs by their Entry Dates, Post Date or Delivery Date 

 
1. Manually key in Entry Date, Post Date or Delivery Date using the 

format ‘mm/dd/yyyy’ or select the dates using the calendar. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 83) 
 

 
Figure 83 - Searching CPO’s using Entry Date, Post Date, Delivery Date 
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F. To search for CPO’s by Document Status 
 
1. Click the drop-down list then select a CPO status or choose “All” to 

display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 84) 
 

 
Figure 84- Searching CPO’s using Document Status 

 
G. To search for CPO’s by Read Status 

 
1. Choose a CPO status then click the radio button of your choice or 

choose “All” to display all of them. 
2. Click the Search button located at the right. 
3. After clicking the Search button, the table will display the results. (See 

Figure 85) 
 

 
Figure 85- Searching CPO’s by Read Status 
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2.6.2.2 CPO Page Mark 

This section shows the current page number out of the total number of pages 

of the Search Results. 

 

To display the other pages of the Search Results (also using the same search 

filters you had entered), (1) key in a specific page number (2) then hit the “Go” 

button; and, (3) the table will display the results.  (See Figure 86) 

 

 
Figure 86 - CPO’s Page Mark 

2.6.2.3 Sorting CPO Column Headers 

The Search Results can be arranged in ascending or descending order based on 

each of the column headers. To sort column headers click any of the column 

headers that you want to sort. (See Figure 87)  

 

 
Figure 87- Sorting through Column Headers 
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2.6.3 CPO Details Page 

2.6.3.1 Opening a Specific CPO Document 

On the Search Results Section click, the CPO number of the specific CPO 
document you want to open. (See Figure 88) 
 

 
Figure 88 - Opening a specific CPO Document 

 
After clicking the CPO number, you will be directed to its details page. (See 
Figure 89) 
 

 
Figure 89- CPO’s Detailed Page 
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2.6.3.2 Returning to the CPO Summary Page 

To return to the summary page after opening a specific CPO Document, just 
click “Back to CPO Summary” (if you have opened a document in “Live” view) 
or “Back to CPO Archive” (if you have opened a document in “Archive” view) 
located at the Detail Count Section. (See Figure 90) 
 

 
Figure 90- Returning to CPO Summary Page 

2.6.3.3 CPO Download Options & Printing 

You may download a specific document/message currently shown in the 
Details Page in any of the following formats: HyperText Markup Language 
(.html), Portable Document Format (.pdf), or Extensible Markup Language 
(.xml). You may also choose to send a PDF attachment through email. (See 
Figure 91) 

 

 
Figure 91- Download Options & Printing 
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A. To download a specific document/message in HTML format, click the 
HTML button on the Download Options & Printing Section.  (See Figure 92) 

 

 
Figure 92- HTML Download Option 

 
B. To download a specific document/message in PDF format, click the PDF 

button on the Download Options & Printing Section. (See Figure 93) 
 

 
Figure 93 - PDF Download Option 

 
C. To download a specific document/message in XML format, click the XML 

button on the Download Options & Printing Section. (See Figure 94) 
 

 
Figure 94- XML Download Option 

 
D. To send a specific document/message as a PDF attachment through email, 

click the email button on the Download Options & Printing Section (See 
Figure 95) 

 

 
Figure 95- Email Option 
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You may also print a specific document/message shown in the Details Page 
resembling the official business document/message. 

 
E. To print a specific document/message click the print button on the 

Download Options & Printing Section, and your browser’s print preview 
page will appear. You may also input your preferred print settings. (See 
Figure 96) 
 

 
 
 
 
 
 
    

Figure 96- Print Option 

2.6.3.4 Viewing CPO Document History 

The Document History is located in the Document Statistics Section. In this 
section you may view the following user activities specific to a particular 
document/message 

A. Total number of times document/message has been viewed 
B. Date and Time document/message was first viewed 
C. Date and Time document/message was last viewed 
D. Total number of times document/message has been downloaded 
E. Date and Time document/message was first downloaded 
F. Date and Time document/message was last downloaded 
G. Comparison between user views and user downloads shown in graphs 
H. A link to show document activity history details 

To view the document history, click “View document history”. (See Figure 97) 
 

 
Figure 97- View CPO Document History 
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2.7 Goods Receipt Notification (GRN)  

2.7.1 Accessing the GRN Summary Page 

A. To access the Goods Receipt Notification summary page, go to the BDMS home 

page and click the GRN button. (See Figure 98) 

 
Figure 98- Accessing GRN Summary Page from BDMS Home Page 

 

B. You are now on GRN Summary Page. (See Figure 99) 

 

 
Figure 99 - GRN Summary Page 
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2.7.2 GRN Summary Page & GRN Archive Page 

2.7.2.1 GRN Search Field 

You may search GRN using the following criteria: 

A. GRN Number 
B. PO Number 
C. Company Name  
D. Site 
E. Number of Records to display per page (Results) 
F. Receipt Date, Post Date 
G. Document Status (All, Posted, Downloaded, Integrated) 
H. Read Status (All, Unread, Read) 

 
NOTE: To get more accurate results, you may combine the criteria when you 
search. 
 
A. To search for GRN’s by GRN Number 

 
1. Key in the GRN number in the text box. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 100) 
 

 
Figure 100- Searching GRN’s using GRN Number 

 
Note: The maximum number of characters for the GRN number is 10. 
The text box accepts numeric characters only and will search for GRN 
numbers containing the indicated number. 
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B. To search for GRN’s by PO Number 
 
1. Key in the PO number in the text box. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 101) 

 
Figure 101- Searching GRN’s using PO Number 

 
C. To search for GRN’s by Company Name 

 
1. Click the drop-down list then select a specific company name or 

choose “All” to display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 102) 
 

 
Figure 102- Searching GRN’s using Company Name 
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D. To search for GRN’s by Site 
 
1. Click the drop-down list then select a Site or choose “All” to display all 

of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 103) 
 

 
Figure 103- Searching GRN’s using Site Location 

E. To filter the Number of records to Display per page 
 
1. Click the drop-down list labeled “Results” then click the desired 

number of records per page. 
2. Click the Search button located at the right side.  
3. After clicking the Search button, the table will display the results. (See 

Figure 104) 

 
Figure 104- Filtering Number of Records to display per page 
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F. To search for GRN’s by Receipt Date or Post Date 
 

1. Manually key in the Receipt Date or Post Date using the format 
‘mm/dd/yyyy’ or select the dates using the calendar. 

2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 105) 

 
Figure 105 - Searching GRN’s using Receipt Date or Post Date 

 
Note: The date specified in the ‘From’ field must be earlier than the date 
specified in the date ‘To’ field. 

 
G. To search for GRN’s by Document Status 

 
1. Click the drop-down list then select a GRN status or choose “All” to 

display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 106) 

 
Figure 106- Searching GRN’s using Document Status 
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H. To search for GRN’s by Read Status 
 
1. Choose a GRN status then click the radio button of your choice or 

choose “All” to display all of them. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. (See 

Figure 107) 

 
Figure 107- Searching GRN’s using Read Status 

 
2.7.2.2 GRN Page Mark 

This section shows the current page number out of the total number of pages 
of the Search Results. 
 
To display the other pages of the Search Results (also using the same search 
filters you had entered) (1) key in a specific page number (2) then hit the “Go” 
button; and, (3) the table will display the results. (See Figure 108) 

 

 
Figure 108- GRN’s Page Mark 
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2.7.2.3 Sorting GRN Column Headers 

The Search Results can be arranged in ascending or descending order based on 
each of the column headers. To sort column headers click any of the column 
headers that you want to sort. (See Figure 109) 

 

 
Figure 109 - Sorting through Column Headers 

 
2.7.3 GRN Details Page 

2.7.3.1 Opening a Specific GRN Document 

On the Search Results Section, click the GR number of the specific GRN 
document you want to open. (See Figure 110) 

 

 
Figure 110- Opening a Specific GRN Document 
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After clicking the PO number you will be directed to its details page. (See Figure 
111) 
 

 
Figure 111- GRN Details Page 

 
2.7.3.2 Viewing Related PO Document 

On the GRN Summary/Archive page and GRN Details page, you may also view 
the related PO document/message that corresponds to the GRN Document.  

A. To open the related PO document on Summary/Archive page (1) click the 
PO number of the specific GRN document; and, (2) a pop-up window will 
appear showing the corresponding PO Details. (See Figure 112) 
 

 
              Figure 112- Viewing Related PO document on Summary/Archive Page 
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B. To open the related PO document on the Details page (1) click the PO 
number located at the right side of the Header Section; and, (2) a pop-up 
window will appear showing the corresponding PO Details.(See Figure 113) 
 

 
   Figure 113- Viewing Related PO document on Details Page 

 
NOTE: This will only be available if there is a corresponding PO on the portal. 
If there is none, the PO number will not be clickable. 

2.7.3.3 Returning to the GRN Summary Page 

To return to the summary page after opening a specific GRN Document click 
“Back to GRN Summary” located at the Detail Count Section. (See Figure 114) 
 

Figure 114- Returning to GRN Summary Page 
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2.7.3.4 GRN Download Options and Printing 

You may download a specific document /message currently shown in the 
Details Page in any of the following formats: HyperText Markup Language 
(.html), Portable Document Format (.pdf), or Extensible Markup Language 
(.xml). You may also choose to send a PDF attachment through email. (See 
Figure 115) 
 

 
Figure 115- Download Options & Printing 

 
A. To download a specific document/message in HTML format, click the 

HTML button on the Download Options & Printing Section. (See Figure 116) 
 

 
Figure 116- HTML Download Option 

 
B. To download a specific document/message in PDF format, click the PDF 

button on the Download Options & Printing Section. (See Figure 117) 
 

 
Figure 117- PDF Download Option 
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C. To download a specific document/message in XML format, click the XML 
button on the Download Options & Printing Section. (See Figure 118) 
 

 
Figure 118- XML Download Option 

 
D. To send a specific document/message as a PDF attachment through email, 

click the email button on the Download Options & Printing Section. (See 
Figure 119) 
 

 
Figure 119 - Email Option 

 
You may also print specific document/message shown in the Details Page 
resembling the official business document/message. 
 

E. To print a specific document/message, click the print button on the 
Download Options & Printing Section, and your browser’s print preview 
page will appear. You may also input your preferred print settings. (See 
Figure 120) 
 

 
Figure 120- Print Option 
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2.7.3.5 Viewing GRN Document History 

The Document History is located in the Document Statistics Section. In this 
section you may view the following user activities specific to a particular 
document/message: 

1. Total number of times document/message has been viewed 
2. Date and Time document/message was first viewed 
3. Date and Time document/message was last viewed 
4. Total number of times document/message has been downloaded 
5. Date and Time document/message was first downloaded 
6. Date and Time document/message was last downloaded 
7. Comparison between user views and user downloads shown in graphs 
8. A link  to show document activity history details 
 
To view the document history, click the “View document history”. (See Figure 
121) 
 

 
Figure 121- Viewing GRN Document History 
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2.8 Remittance Advice 

2.8.1  Accessing the RA Summary Page 

A. To access the Remittance Advise summary page, go to the BDMS home page and 

click the RA button. (See Figure 122) 

 
Figure 122 Accessing the RA Summary Page from BDMS Home Page 

B. You are now on RA Summary Page. (See Figure 123) 

 
   Figure 123 - RA Summary Page 
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2.8.2   RA Summary Page & RA Archieve Page 

2.8.2.1 RA Search Fields 

You may search RA using the following criteria: 

A. RA Number 

B. Company Name 

C. Site 

D. Number of Records to display per page (Results) 

E. Receiving Date, Post Date 

F. Document Status (All, Posted, Downloaded, Integrated) 

G. Read Status (All, Unread, Read) 

Note: To get more accurate results, you may combine the criteria when you 

search. 

A. To search for RA’s by RA Number 

 

1. Key in the RA number in the text box. 
2. Click the Search button located at the right side. 
3. After clicking the Search button, the table will display the results. 

(See Figure 124) 

 
Figure 124 - Searching RA’s using RA Number 
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2.8.3 RA Detail Page 

 

2.8.3.1 Opening a Specific RA Document 

On the Search Results Section click, the RA number of the specific RA document 

you want to open. (See Figure 125) 

 
Figure 125 - Opening a specific RA Document 

After clicking the RA number, you will be directed to its details page. (See 
Figure 126) 

 
Figure 126 - RA’s Details Page 
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2.8.3.2 Returning to the RA Summary Page 

To return to the summary page after opening a specific RA Document, just click 

“Back to RA Summary” (if you have opened a document in “Live” view) or “Back 

to RA Archive” (if you have opened a document in “Archive” view) located at 

the Detail Count Section. (See Figure 131) 

 
Figure 131 - Returning to RA Summary Page 

 
2.8.3.3 RA Download Options & Printing 

You may download a specific document/message currently shown in the 

Details Page in any of the following formats: HyperText Markup Language 

(.html), Portable Document Format (.pdf), or Extensible Markup Language 

(.xml). You may also choose to send a PDF attachment through email. (See 

Figure 132) 

 
Figure 132 - Download Options & Printing 
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A. To download a specific document/message in HTML format, click the 
HTML button on the Download Options & Printing Section.  (See Figure 
133) 

  
Figure 133- HTML Download Option 

 
B. To download a specific document/message in PDF format, click the PDF 

button on the Download Options & Printing Section. (See Figure 134) 

  
Figure 134- PDF Download Option 

 
C. To download a specific document/message in XML format, click the XML 

button on the Download Options & Printing Section. (See Figure 135) 

 

 
Figure 130- XML Download Option 
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D. To send a specific document/message as a PDF attachment through email, 
click the email button on the Download Options & Printing Section (See 
Figure 131) 

  
Figure 131- Email Option 

 
You may also print a specific document/message shown in the Details Page 
resembling the official business document/message. 

 
E. To print a specific document/message click the print button on the 

Download Options & Printing Section, and your browser’s print preview 
page will appear. You may also input your preferred print settings. (See 
Figure 132) 

  
Figure 132 - Print Option 
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2.8.3.4 Viewing RA Document History 

The Document History is located in the Document Statistics Section. In this 
section you may view the following user activities specific to a particular 
document/message 
 

A. Total number of times document/message has been viewed 
B. Date and Time document/message was first viewed 
C. Date and Time document/message was last viewed 
D. Total number of times document/message has been downloaded 
E. Date and Time document/message was first downloaded 
F. Date and Time document/message was last downloaded 
G. Comparison between user views and user downloads shown in graphs 
H. A link to show document activity history details 

To view the document history, click “View document history”. (See Figure 
133) 

 
Figure 133 - View RA Document History 

 
 

3 MY ACCOUNT 

3.1 Accessing My Account 

1. On the portal’s toolbar, click the “My Account” button. (See Figure 134) 

 
Figure 134 – My Account Toolbar 
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2. After clicking the button, VU will be redirected to the My Account Page (See Figure 

135) 

 
Figure 135 – My Account Page 

3.2 Personal Account Details 

In the Personal Account Details Section, the personal information about the user is listed. 

You may update your personal information by clicking on the corresponding box that you 

want to edit (See Figure 413): 

 
Figure 136 – Personal Account Details Section 
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After editing the details, VU should click the “Update” button to apply the changes made. 
VU can also click the “Restore” button if he/she wants to restore the last information keyed-
in. 

   

 
Figure 137 – Update and Restore Button 

 

3.3 Changing Password 

VU can change his/her password by clicking the “Change Password” text link (See Figure 138). 

 
Figure 138 – Change Password Text Link 
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After clicking the text link, a pop-up page will be displayed for the change password (See Figure 
139). 
 

 
Figure 139 – Change Password Pop-Up page 

 
After keying-in the new passwords, VU should click the “Save” button to apply his/her new 
password. Clicking the “Cancel” button disregards the action made and closes the change 
password pop-up page. 

 
 

3.4 Account Statistics 

VU can view his account statistics by clicking the “Vew Log” text link (See Figure 140). 

 
Figure 140 – View Log Text Link 
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3.5 Viewing Access Rights 

VU can view his/her access rights by clicking the “View Access Rights” text link (See Figure 

141). 

 
Figure 141 – View Access Rights Text Link 

3.6 Company Account Details 

VU can edit the company account details on the right side pane of the page (See Figure 142). 

 
Figure 142 – Company Account Details 
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4 DYNAMIC BULLETIN SYSTEM 

4.1 Accessing the DBS Page 

1. On the portal’s Toolbar, you can either click the “Bulletins” button or the “Portal 

Applications” button. 

2. If you click the “Portal Applications” button, select the “Vendor Community 

Management” from the drop-down list of applications. 

3. After clicking the “Bulletins” button on the toolbar or selecting the DBS via the VCM 

Application Group, VU will be re-directed to the DBS page. 

 

 
Figure 143 – DBS Page 

4.2 DBS Home Page Sections 

 
Figure 144 – DBS Home Page Sections 
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4.3 Viewing Bulletins 

Every time you log in, and if there is a new bulletin that you have not yet read, all functions 

of the portal are disabled until you confirm to have read the bulletin. 

Case 1: If there is one new unread bulletin, click the “Continue” button, to enable all portal 

functionalities. (See Figure 145) 

 
Figure 145 – Viewing Bulletins 

Case 2: If there is more than one new unread bulletin, the button will show the label “Next”. 

(See Figure 146) 

 
Figure 146 – Viewing Bulletins 
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4.4 Downloading Attachments 

If a bulletin has an attachment/s you may download it by clicking on the “Attachment” 

button (See Figure 147 and 148). 

 
Figure 147 – Downloading Attachments 

 
Figure 148 – Downloading Attachments 

 


