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Document Conventions 

Consistent use of typographic conventions in documentation helps users locate and interpret 
information easily. The following guidelines present some specific typographic conventions. 

Menu names Bold My catalogue menu 

 

Dialog box options Bold Click Forgotten password? 

Graphical user interface 
title elements 

Bold Change password check box 

Country drop-down list box 

 

 

 

 

 

Graphical user interface 
elements 

 

 

 

 

Italic 

check-box:  

  

 

drop-down list box: 

 

 

Text box: 

 

 

 

Buttons Bold Click New order 

 

http://en.wikipedia.org/wiki/Graphical_user_interface
http://en.wikipedia.org/wiki/Graphical_user_interface
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Hyperlink Bold, blue Document Conventions  
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Web page usage 

Click a menu button in the menu bar to open a new tab. 
 

 

Figure 1-Web page. 

The tab opened are visualised sequentially, the current page has the icon  next to the tab 
name. 

Click a tab name to visualise it, click  to close the tab. 
 

 

Figure 2-Tab opened . 

The Navigation tab link appears when there are many tabs opened. The tab name opened and 
visible are in black, the tab name opened and hidden are in blue. 

menu bar 
buttons 
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Figure 3-Tab selection list.  

Click the Filter header to open the document filter. 
 

 

Figure 4-Filter.  

Type the information required then click the button to confirm to filter the list. 

Order line state chart 

The Order line state chart shows the order document life cycle. 
Once saved the order status is Edited, as long as the order status is Edited the order can be 
modified and it is saved locally by the user. 
Once sent the order status is Issued. If there isnôt the scheduler the order status changes from 
Issued to Planned. If there is the scheduler, once scheduled the order status changes from Issued 
to Accepted then to Planned. 
When the order status is Planned, the company supplier complete the order details (order cost, 
start and end date). If there isnôt the scheduler the supplier company type the detail fields 
manually, if there is the scheduler module the detail fields are pre-compiled on the basis of the 
scheduler algorithm results (the values pre-compiled are suggestions, the company supplier can 
modify the value inserted by the scheduler module). Once inserted the order details the company 
supplier confirms the order, the order status changes in Confirmed. 
The order status changes in Execution on the basis of the order calendar (Start date, End date). 
The order execution can be suspended and planned again. If there is the scheduler module the 
order status from Suspended changes in Planned, if there isnôt the scheduler module the order 
status changes from Execution to Planned. 
Both the supplier and the customer can abort the order or create an order exception.  
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Figure 5-Order line state chart .  
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1 Basic communication functions 

1.1 Access to the system 

The initial page presents the user with the services offered by the company selected. 
 

 

Figure 6-Access to the system  

Different user profiles are envisaged:  

1. Casual user; 

2. Customer; 

3. Supplier; 

4. Admin. 

 

In the following we analyse the interface details for each user profile.  
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1.2 Casual user 

In the company main page a casual user can visualize information about the company 
as:  
Á the company location;  
Á the company e-mail for informa tion;  
Á the services offered.  

 

Figure 7-Company main page 

Each service is identified by the service Name, the service Description and the Trade 
name. 
Click a column header to sort the services available in: 
 

    Ascending alphabetical order  
 

    Descending alphabetical order 
 

 A casual user can access to the system by registering to provide the information of his 
organization and define his personal login account. 
Click Not registered yet? to provide the information to become a customer. 
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Figure 8-Log in 

Fill the form about the company information and the account information. 
 

 

Figure 9-Information form  

The text boxes with * are mandatory to complete the registration, type the text boxes 

with the information required, click Register to complete the registration. The message 
User registration correctly done confirms the registration. 
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Figure 10-Registration correctly done.  

Type Username e password, then click Enter. 
 

 

Figure 11-Login 
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1.3 Customer 

Log in 

Type Username e password, then click Enter. 
 

 

Figure 12-Customer log in.  

 
 
The main page of the customer presents the menu index. Click a menu header to open 
a tab. 
 

 

Figure 13-Customer menu index.  
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My documents 

In My documents tab a customer can visualise his documents. Each document is 
described by: 
 
Á A number (The document number starts with: Q if itôs a quotation, O if itôs an 

order); 
Á A document type; 
Á Status; 
Á A supplier; 
Á The date of last change. 
 

 

Figure 14-My documents section.  
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Filter 
Click the Filter header to open the document filter. 
 

 

Figure 15-Filter.  

The documents can be filtered by: 
Á Document type; 
Á Supplier; 
Á Interval dates; 

Type the text boxes then click Apply to filter the documents. 
 

 

Figure 16-Filter documents.  

Click the Filter header or the blu arrow to open or close the Filter panel. 
 

   Filter open; 
 

   Filter closed; 
 

To create a new quotation or a new order, see the New quotation section and the 
New Order section.  
 

 

Figure 17-My documents buttons.  

If the document status is Edited, the document can be modified and deleted. 
Click the document number to modified the document. 
Select the document check-box, then click Delete to cancel the document. 
 

 

Figure 18-Select a document.  
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New quotation 
Click New quotation to create a new service quotation. 
 

 

Figure 19-New quotation button.  

The New Quotation tab will appear next to the other opened tabs. 
 

 

Figure 20-New quotation tab.  

The New quotation page has a: 
Á General information section; 
Á Service configuration section. 

The General information section summarises the Supplier name and the supplier 
Contact person.  
In the Service configuration section the customer can define the service detail. Select 
the service Name from the drop-down list box, type the Address, the City, the Zip 
code and the Country you want the service selected. 
Select the network type from the drop-down list box and the network dimension. The 
network dimension has a range between square brackets, the range indicates a 
suggestion, the customer can type a value out the range interval and indicates in the 
Notes free text box some additional information. 
Type the Expected price in Euro and the Expected duration in days. 

If the supplier uploaded a document, click  to download the attachment. 
 

 

Figure 21-Type a new quotation.  
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Figure 22-Operation done.  

In My documents tab the quotation status is Edited. 
As soon as the quotation status is Edited the service quotation can be modified. To 
modify the quotation edited see My Documents tab. Once saved the quotation name 
starts with ñQò. 
 
Click Send Request to send the service quotation to the supplier. In My documents 
tab the quotation status is Issued (See the Order line state chart). Once sent the 
quotation name starts with ñQò. 
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New order 
Click New order to create a new service order. 
 

 

Figure 23-New Oder  

The new order tab name start with ñOò. The new order sections are: 
Á General information section; 
Á Order lines section; 
Á Attachments section.  

 

 

Figure 24-New order configuration.  

New order line 
To insert a new order line click New order line in the Order lines section. 
 

 

Figure 25-New order line.  

The new order line tab is opened next to the other tabs. 
 

 

Figure 26-New order line tab.  

See Service configuration in the New quotation section to create a new order line. 
The General information section is updated with the service configuration edited. 

Order line Order line/01 
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Figure 27-General information updated.  

To download the attachments upload from the supplier click  in the Attachments 
section. 
Click Save to save the order. When the operation is done the new order line is saved in 
the order tab in the Order lines sections.  
Until the order edited is saved locally the order lines saved can be modified and the 
order lines status are Edited. To modify the order click the order line name in the 
Order lines section. 
When the order is sent to the supplier the order status become Issued (See the Order 
line state chart). Click Send to send the order.  
 
New order line from quotation 
A new order line can be inserted from a quotation. The quotation status must be 
Replied. 
 

 

Figure 28-Quotation replied.  

Click New order in My documents page, then Click New order line from quotation 
in the Order lines section. 
Click the quotation number to select the quotation replied. 
 

 

Figure 29-Select a quotation replied.  

The quotation replied is now inserted as order line. Type the Due date and Notes then 
click Save to insert the order line. 
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Figure 30-New order line from quotation.  

When the Operation is Done in the order page the new order line is correctly inserted. 
The new order line status in Edited, the order line can be modified. 
Click Save to save locally the order. 
Click Send to send the order to the supplier. 

Order line/01 

Order 
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Figure 31-New order line inserted.  

When the order is sent to the supplier in My documents page the order status become 
Issued. 
 

 

Figure 32-Order issued.  



 

 

25 

 

Abort an order line 
In each moment the order sent can be aborted. 
In the order line page click Abort to abort the order line.  
 

 

Figure 33-Abort an order line.  

Click Confirm abort to abort the order line. 
Click Cancel to keep the order line status as Issued. 
 

 

Figure 34-Confirm abo rt, Cancel.  

Attachments 
Click New Attachment to upload a document to attach to the service order. 
Click Return to return to the quotation page.  
To delete the attachment, select the attachment check-box then click Delete. 
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To download the attachment, select the attachment check-box then click . 
 

 

Figure 35-Attachments.  
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1.4 Supplier 

Log in  

Type Username and Password the click Enter. Click Forgotten password? to 
receive a new password (automatically generated by the system). See the Forgotten 
password section. 
 

 

Figure 36-Supplier log in.  

The supplier main page shows the different menu to manage the customer and 
supplier requests. Pass the mouse over a menu button to display the sub-menus. 
 

 

Figure 37-Supplier main page.  
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1.5 My catalogue 

 

 

Figure 38-My catalogue menu.  

Service list 

In My catalogue menu list select Service List. The service list tab shows the available 
services offered to the customers, each service line has a Name, a Trade name, a 
Status and a Depending on attribute. 
The service list section allows the supplier to define the services offered. 
 

 

Figure 39-Service list.  

Click the service name to open a new tab with the service details. 
 

 

Figure 40-Select a service.  

The new tab is displayed next the previous one. The tab name is the service name; the 
selected service has different sections as: 
Á General information section; 
Á Functional parameters section; 
Á Classification section; 
Á Keyword section; 
Á Depending on section; 
Á Attachments section. 

Click   to open a service detail section. 
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Figure 41-Service details.  

General information 
The General information section shows the service Trade name (given by the supplier 
to identify the service), the service Name (more exhaustive term selected from a 
common vocabulary, see Common vocabulary), a service Status and some service 
options as: 
Á Use for contracts: service used for maintenance contracts; 
Á Use for company offer: service used for quotation requests and orders; 
Á Require customer location: request the customer address during the service 

definition; 
Á Allow multiple quantities: for items that required multiples quantities.  

The options are not exclusive, a supplier during the service definition can select more 
than one service option check-boxes. See in the Contract menu the Plants section to 
visualise how to use the Use for contracts check-box. 
Click Save to store the service information, click Unpublish to keep the service locally 
saved and hidden from the customer account. 
 

 

Figure 42-General information section.  

If the service status is Hidden, click Publish to broadcast the service to the customers. 
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Figure 43-Publish a service.  

Common vocabulary 
Click the service name to visualise the common vocabulary. 
 

 

Figure 44-Service name from the vocabulary.  

The service vocabulary has a local section and a lingua franca section. 
The local terms are in the user language, the lingua franca terms are the local 
translations into the English language. Each term has a Label (synthetic description) 
and a Description (Exhaustive description).  
Type the lingua franca terms to modify the service name and description. 
Click Save to store the service name, click Return to maintain the old settings. 
 

 

Figure 45-Service vocabulary.  

To modify the service name a user can type directly the text boxes or search a term 
into the common vocabulary. 

Click  to open the Search vocabulary. 
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Figure 46-Search vocabulary.  

Type a keyword you want to search in the text box, select the language from the drop-
down list box in which the search results will be displayed. Click Search to start 
searching the terms. 
 

 

Figure 47-Type a keyword.  

The terms found are displayed in a list. Each term has the translation in the local 
language and the corresponding translation in the lingua franca. The Local language 
flag shows the user local language. 
 

 

Figure 48-Search results.  

Click the Label(local) name to import the service name. 
 

 

Figure 49-Import a service name from the vocabulary.  

Click Save to store the service name, click Return to maintain the old settings. 
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Functional parameters 
There are three types of functional parameters: 

1. Numeric parameters; 
2. Enumerative parameters; 
3. Text parameters; 

 
Numeric parameter 
Click New numeric parameter to create a new parameter. 
 

 

Figure 50-Functional parameter buttons .  

Type the information required in the text boxes then click Save to store the information, 
or Return to come back the previous page. 
 

 

Figure 51-New numeric parameter.  
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To search an existing term click  in the Search vocabulary header. 
Type a keyword of the parameter you are looking for in the text box, select from the 
drop-down list box Parameter term (if you are searching a term name) or Unit of 
measurement term (if you are looking for a unit of measurement). Select the language 
from the drop-down list box (local language or lingua franca), then click Search. 
 

 

Figure 52-Search results.  

To import a term click the Label (local) name, then click Save to store the parameter, 
then click Return to come back the service tab. 
To unsaved the changes click Return without saving. 
 
Enumerative parameter 
Click New enumerative parameter to create a new parameter. 
 

 

Figure 53-New enumerative parameter button .  

Type the information required then click Save, or click Search vocabulary to import an 
existing term from the vocabulary. 
Once saved an Options section is visible.  
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Figure 54-Options.  

Click New option to add an element to the enumerative parameter. Type the new 

option term (local and lingua franca) in the text boxes, then click  to save. 
 

 

Figure 55-New option.  

Select an option the click Move up or Move down to change the options order. Click 
Delete to cancel an option. 
 

 

Figure 56-Options list.  

To modify an existing option click . Type the changes in the text boxes then 

click . 
 

 

Figure 57-Save an option.  
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New text parameter 
Click New text parameter to create a new text parameter. Type the label and the 
description in the local language and in lingua franca then click Save. 
Use the Search vocabulary section to search an existing term. 
 

 

Figure 58-New text parameter.  

Modify an existing parameter 
Click the parameter label(local) name to open the parameter details. 
 

 

Figure 59-Parameters details.  

To modify the parameter, type the lingua franca translation in the term text boxes, then 
click Save. 
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Figure 60-Modify a parameter.  

To import a term from the vocabulary, click  in the Search vocabulary header. 
 

 

Figure 61-Search vocabulary.  

Type a keyword of the parameter you are looking for in the text box, select from the 
drop-down list box Parameter term (if you are searching a term name) or Unit of 
measurement term (if you are looking for a unit of measurement). Select the language 
from the drop-down list box (local language or lingua franca), then click Search. 
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Figure 62-Search results.  

To import a term click the Label (local) name, then click Save to store the parameter, 
then click Return to come back the service tab. 
To unsaved the changes click Return without saving. 
 
Classification 
The company classification is useful for the partner search. The terms used to classify 
a company can be selected from taxonomy of terms. 
Click New taxonomy reference to search a classification term. 
Select an existing classification then click Delete to cancel the classification. 
 

 

Figure 63-New classification.  

The taxonomy shows the areas available. 
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Figure 64-Taxonomy reference.  

A plus sign next to a folder indicates that it can be expanded to show more folders, a 
minus sign indicates that it can be collapsed.  
Select a classification among the available, more than one classification can be add to 
the company.  
 

 

Figure 65-Select a classification.  

To store the company classification click Save, when the operation is done click 
Return to come back the service tab. 
To come back the service tab click Return without saving. 
























































