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Getting Started Using HOM

1. Log onto www.esishom6.com
When connected to the internet, open your 
web browser (use Netscape v4.50 through 
4.79, Microsoft Internet Explorer v6.0 or higher, 
or any version of Mozilla) and log onto www.
esishom6.com. The Login screen should appear 
automatically, if not click on the HOM link.

Note: If you get an alert message indicating 
“You are entering a secured environment...” click 
on the Continue button. If you wish to bypass 
this step in the future, unmark the box next to 
“show this alert next time” and then click on the 
Continue button.

2. Enter your Company ID and Password and click on Login.
Please call ESIS at (858) 625-0060 or click on “Forgot your password?” for your login information.

3. You should now be viewing the Document List screen.
The Document List screen lists your documents by customer.
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Understanding the Document 
List Screen

The Document List Preferences Table:
This displays how your current sort is set. 
These settings can be changed from the HOM 
Preferences screen (see below).

The Number of Documents Listed:
Our system shows how many documents 
you currently have selected to be displayed. 
It says, “Document List Shows [N] of [X] total 
Documents”. This means that of the total 
documents available [X] in your mailbox, 
there are [N] displayed with the current 
‘show settings’.

The Document List Table:
This table displays the partners, documents, 
types, dates, and statuses you currently 
have listed.

Note: Use the HOM commands to move 
through the system; DO NOT select ‘Back’ on 
your browser’s toolbar. Also, DO NOT close by 
clicking on the X button at the top right corner 
of the screen; instead, you must click on EXIT 
HOM at the top-right of the screen.

4. To change your sort settings, 
click on ñHOM Preferencesò.
The HOM Preferences screen allows you to 
limit your display to specific documents. You can 
sort by Partner, DocNo, Type, DocDate, Status 
and StatDate.

Column Heading Deýnitions 
ACK Acknowledged 
CO Change Order
COA Change Order Acknowledgement 
DocDate The date the original document was created 
DocNo The document number (e.g. PO#, CO#, etc.) 
INC Incomplete 
PO Purchase Order
POA Purchase Order Acknowledgement 
RCV Received
RTS Ready to Send
SNT Sent 
StatDate The last date of action on the document 
Status RCV=Received RTS=Ready to Send 
Type PO=Purchase Order CO=Change Order 
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Understanding the HOM 
Preferences Screen

Document List Sorting Preferences:
Allows you to sort your documents by Partner, 
DocNo, Type, DocDate, Status, or StatDate in 
either ascending or descending order and in 
any combination.

Document List Display:
Allows you to choose which documents to 
display. Display options are Partner, Document 
Types, Stat Dates and Document Status. To 
make multiple selections, hold down the Control 
key on your keyboard.

Example: To show only PO’s from Bell Helicopter that were received within the last 30 days: 

1.   Choose a specific division of Bell Helicopter for Partner.
2.   Choose ‘PO’ for Document type. 
3.   Choose ‘RCV’ for Document Statuses. 
4.   Choose ‘within 30 days’ for StatDate. 
5.   Click on Save Preferences. 

Report Preferences:
Allows you to either view your reports from within your browser OR download your reports to your hard drive.  
Downloading your reports to your hard drive allows for page breaks and printing multiple pages. These instructions are 
located in the ‘To Print the Document to Your Hard Drive’ section of this document.

Barcode Preferences:
Allows you to either view barcodes with Acrobat Reader or download as a delimited file.

HOM Password:
Allows you to change your HOM password. All password must have a minimum of 6 alpha-numeric characters and is 
case-sensitive. Passwords cannot be reused for a period of 365 days and cannot be the same as your previous 
4 passwords.

HOM Accounts:
Allows the Administrator to set up and maintain multiple accounts for users they wish to give access.
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5. Once your preferences are set, click on ñSave Preferencesò.
Your changes will be saved and you will be returned to the Document List screen. If you do not click the “Save 
Preferences” command in HOM Preferences, your changes will not be saved.

General HOM Actions

To Select Documents: 

1. Mark the boxes to the left of the document(s) you want selected. 

To Print Documents From Your Browser: 

1. Click on HOM Preferences from the top of screen. 
2. In the ‘Report Preferences’ field choose “view reports within your browser”. 
3. Click Save Preferences. 
4. Select the document(s) you want printed. 
5. Select the Report command. 
6. Click the “Print” command. 

To Save Documents to Your Hard Drive (Netscape): 

1. Click on HOM Preferences from the top of the screen. 
2. In the ‘Report Preferences’ field choose “download reports to your hard drive”. 
3. Click Save Preferences. 
4. Select the document(s) you want saved. 
5. Select the Report command. 
6. A popup window will appear with choices of More Info, Pick App, Save File and Cancel. 
7. Select Save File. 
8. Click the OK button. 

To Save Documents to Your Hard Drive (Internet Explorer):

1. Click on HOM Preferences from the top of the screen. 
2. In the ‘Report Preferences’ field choose “download reports to your hard drive”. 
3. Click Save Preferences. 
4. Select the document(s) you want saved. 
5. Select the Report command. 
6. A popup window will appear with choices of More Info, Pick App, Save File and Cancel. 
7. Select Save File. 
8. Click the OK button. 
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Note: If you would like to view, print, or save your documents in a word processing or text file, such as Word, Wordpad, 
or Word Perfect, rather than in MSIE, simply follow the instructions outlined below.

Before you log on to HOM with your Company ID and Password: 

1. At the browser’s tool bar along the top of the screen, click on Tools. 
2. Click on Internet Options. 
3. Click on the Security tab, and make sure the ‘Internet’ icon (globe) is selected. 
4. Click on Custom Level (the ‘Security Settings’ window appears). 
5. Scroll down until you find ‘Download/Files Download’, and click on Enable. 
6. Click the OK button, then click OK again (at the ‘Internet Options’ window) to return to the browser screen. 

Note: There are slight variances to these instructions if you are using an earlier version of MSIE; please call ESIS 
for assistance.

Purchase Order & Change Order Acknowledgements (POA & COA):

Bell Helicopter Textron Inc. requires that an Acknowledgement be sent back for ALL Purchase Orders and Change Orders.   
An Acknowledgement can be sent to accept the order as it is written Ack (as is), or to highlight exceptions to a PO or CO 
before it is accepted Ack (w/chg). The Acknowledgement can be created either from within the order or directly from the 
‘Document List’ screen.

To Create an Acknowledgement As Is: 

1. Select the document(s) to be acknowledged. 
2. Click on Ack (as is) from the top of the screen. 
3. The acknowledgement will be sent automatically. You will also see the PO status change from ‘RCV’ to ‘ACK’. 

To Create an Acknowledgement with Changes: 

1.   Select the document to be acknowledged. 
2.   Click on Ack (w/chg) in the HOM navigation bar at top-left of the screen. The acknowledgement will appear on the 

main screen for you to edit. 
3.   Any fields in red are mandatory and must be filled in. Note: The line quantity breakdown must be equal to the total 

quantity for the line item. 
4.   When finished you can click on either Save or Send. The Send command allows you to send the acknowledgement at 

that time. The Save command allows you to save the changes you have made and send the acknowledgement later 
Note: If more work needs to be done to the document, a popup window will appear with an indication of what needs to 
be entered or corrected. 

5.   When you return to the ‘Document List’ screen, if you chose Send the PO status should be ‘ACK’ and the POA status 
should be ‘SNT’. If the PO status is ‘RCV’ and the POA status is ‘RTS’, the POA has not been sent. 
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Order Status Inquiry (Request for Status) & Order Status Report (Request for 
Status Acknowledgement) (RS & RSA)

The order status inquiry (RS) is used as a way for Bell Helicopter to check on the status of specific schedules from 
specific orders.

There are two different screens; the initial Inquiry Screen (RS) and the Response Screen (RSA):

When you view the inquiry (RS), you will notice the header information includes the ESIS inquiry number and sorting 
options. The detail information includes the Sequence #, Split Seq#, Status Code, Buyer Part#, Supplier Part#, PO #, 
CO#, P.O. Sched. Date, P.O. Sched. Qty., MRP Date, Priority, On-Dock Date, On-Dock Qty., Reason, Comment, Routing, 
Tracking ID, Buyer, Link to Response (RSA).  

A response to the order status inquiry is required:

Bell Helicopter will send status inquiry files according to a schedule established by your buyer and expect a response 
back within 3 days of receipt. A response can be created either directly from the RS with “Ack (as is)” (Acknowledge as 
is) if the Status is “Routine”, or from within the response screen (RSA) with “Ack (w/chg)” (Acknowledge with Change). 
The schedules with Priority Codes of “Routine” and “Expedite” with future due dates, can be responded with “Ack (as is)” 
while schedules with any code can be responded to with “Ack (w/chg)”. The “Need Qty” displays the number of parts for 
which Bell Helicopter is requesting a status. A schedule can have one of the following three Status Codes:  “Routine”, 
“Delinquent”, or “Expedite”. 

Routine status: Reflects part(s) that are due sometime in the future and Bell Helicopter wants to ensure that the 
parts will be delivered as scheduled.  
Delinquent status: Reflects part(s) that are past due.  
Expedite status: Reflects parts that may be routine, however Bell Helicopter has an urgent need to verify the status 
of these parts. All “Expedite” orders are displayed in red on the RS.  

To Acknowledging an RS with Ack (as is):

1.   The Need Date and the Need Quantity will automatically populate the Promise Date and Promise Quantity fields.  
2.   Check the Mark Box of the schedules you want to acknowledge as is, and click on “Ack (as is)”. Note: Only schedules 

with a priority of Routine and Expedite, with a Need Date in the future can be responded with “Ack (as is)” 
3.   The response will be sent and the Status will change to “ACK”.
4.   When a schedule line has been responded to, the Mark Box will disappear due to the fact that there can only be one 

response to each schedule line.

From within the RS screen, you can also create an e-mail to the buyer:

Simply click on the abbreviated buyer name, which will link you to the e-mail software of your choice.  The part number 
and PO number from the schedule line you used to link to the e-mail will be displayed in the subject line.
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To Acknowledge a Schedule with Changes:

1.   Mark one or more schedules in the RS screen and click ‘Ack (w/chg)’. The RSA screen will appear.  
2.   On the RSA screen, notice the header information includes the ESIS inquiry number (same number as on the RS), 

the ESIS response number, and the response date. The items available are the same items you selected on the RS 
Screen.  

3.   The headings on the RSA screen are: Seq#, Split Seq., Buyer Part#, Supplier Part#, PO Line#, PO Sched. Date, PO 
Sched. Qty, MRP Date, On-Dock Date at Bell, On-Dock Qty, Reason, Comments & Notes, Routing, Tracking ID.  

4.   Changes to the Promise Quantity or Promise Date must be made manually by entering the new data. Note: The total 
Promise Quantity must add up to the original Need Quantity and a Carrier must be chosen in the Routing field if the 
Status equals “Shipped”. 

5.   Status and Routing information must be selected from the available options from the pull-down screen (click on the 
upside down triangle to show the status options).  

6.   In the Notes field, you can enter a free-form text note to the buyer at Bell Helicopter.  
7.   After the required data is entered, you can ‘Send and Return to RS’ which brings you back to the Inquiry screen you 

came from, or ‘Send and Return to Document List’ will bring you to the main documents screen.  
8.   The document (RSA) will be sent to Bell Helicopter. Note: The entire document will be sent.  
9.   If there are schedules on the RSA screen, which you no longer want to create a response to at this time, use the 

‘Delete Line’ function and the marked schedules will be deleted from the RSA and appear on the RS screen again.  
10. In the RS screen, the schedules responded to will have a status of “CHG” and you will be able to view the response 

that was created against that schedule.  
11. When a schedule line has been responded to, the Mark Box will disappear due to the fact that there can only be one 

response to each schedule line.

To Split a Scheduled Quantity and Respond to Each Split Line with Different Dates and Comments:  

1.   Mark the schedule you want to split in the RSA screen, and click on the menu item “Split”.  
2.   An additional schedule line will appear where you can enter a new Promise Qty, Status, Promise Date, Reason, 

Routing, Notes, and Tracking ID. 

After the RSA has been Sent:

An RSA document will show up on the View Doc Screen but will include only the schedules you selected from the RS to 
acknowledge with change. Hence, if you use the same RS to pick other remaining schedules to respond to with a change, 
another RSA will be created and displayed on the Document List. Please note that no RSA is created for an “Ack (as is)” 
response since this data can be found in the same RS document.

The status codes for an RS in the View Doc Screen are: 

RCV: For an RS that has no responses created.
MOD: One or more schedules that have been responded to but have unanswered schedules still remaining.
INC: One or more schedules has been edited and saved without completion of all the necessary information.
SNT: An RS to which all schedules have been responded.
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The status codes for an RSA in the View Doc Screen are: 
     SNT: for an RSA that has been sent.
     RTS: for an RSA that is ready to send.

**Note: If you are using MS Internet Explorer the system works better with 1024X768 resolution

Maintaining Documents on Your Site:

1. Any documents you receive or create will remain on your site until you delete them. 
2. To Delete: Select document(s) and click on Delete from the top of the screen. 

ESIS Offers Front-Line Customer Support:

At ESIS we are fully committed to fulfilling all of your support needs by providing experienced technical staff, timely 
incident resolution, detailed technical specifications, and web based training.

ESIS offers a variety of support resources, including:

Å  HOM Learning Center: Watch step by step instructions right from your own desk, anytime you like! 

Å  Frequently Asked Questions: Browse through some of the more common questions addressed by our support staff. 

Å  HOM Demo: View an animated demo of the Harmony Order Management system. 

Å  Speciýcations: Detailed documentation and specifications organized by company. 

Our knowledgeable and friendly staff are available by phone or e-mail to address your needs Monday througn Friday 
5am-5pm PST. All phones are answered immediately by live customer support representatives. 

858-625-0060
customerservice@esisinc.com
www.esisinc.com/support


