ESIS e-Learning

Cessna Instructions for
(HOM) Harmony Order Management System

Getting Started USING HOM.......cooiiii ettt e e e e et et e e e e aab e e e e e anrneeeeaaas Page 1
Understanding the DOCUMENT LiSt SCrEEN.........ooiiiiiiii et Page 2
Understanding the HOM PreferencCe SCrEEN...........uueeiiiii ittt e e e e e e e e e e e e e Page 3
General HOM Actions/Doing Basic FUNCLIONS 0N HOM........coouiiiiiiiiiiic e Page 4
Documents: Purchase Orders & ChangEs............oio ittt e et e e sae e e e e annneeeeeans Page 5
Documents: Planning SCREAUIE...........oooiiiieeeeee ettt e et e e e e et e e e e et eeeaeeeeaeaaaaaans Page 6
Documents: Advanced Ship NOTICE.........oiiiiiiiii e e e e aneee Page 7
(Do Telu ] LY ol (il = 7= i 0o To [T Vo ORI Page 8
Documents: Order Status Inquiry & Order Status Report (RS & RSA)......ouviiiiiiiiiiiiecceeeee e Page 8
Documents: Min/Max INVENtory AAVICE (IA).....coou it Page 10
Document List MaINTENANCE. .......oooiiiiiiee ettt e et e e e e e n bt e e e e e e e e anbe e e e nteeeanbeeeennee Page 11
Customer Support/Instructions and TULOMIAIS. ..........oiiiiiiiiiici e e e e e e e e e e Page 11

Getting Started Using HOM

1. Log onto www.esishom.com N

When connected to the internet, open your -
web browser (use Netscape v4.50 through

Company ID:

4.79, Microsoft Internet Explorer v6.0 or higher, Passwerd:

or Iany version of Moznlal) and log onto www. @ rorii g
esishom6.com. The Login screen should appear £

automatically, if not click on the HOM link. . _r,,f’/

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 iHOM Preferenceso.

The HOM Preferences screen allows you to
limit your display to specific documents. You can
sort by Partner, DocNo, Type, DocDate, Status
and StatDate.
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Column Heading Deynitions

ACK Acknowledged

ASN Advance Ship Notice

CcoO 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

INV Invoice

PO Purchase Order

POA Purchase Order Acknowledgement

PLS Planning Schedule

RA Remittance Advice

RCV Received

RTS Ready to Send

SS Ship Schedule

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 -

HOM Paslerenoss

T T T
Document List Sorting Preferences: E: - EE | | :
Allows you to sort your documents by Partner, LI I _.:'_ = -y
DocNo, Type, DocDate, Status, or StatDate in T T m_
either ascending or descending order and in — T T — = :
any combination. -ﬂm_ o = m

— 1T

Document List Display: v——#mu;:—
Allows you to choose which documents to SN SETTUNIL IR '

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 Cessna that were received within the last 30 days:

Choose a specific division of Cessna for Partner.
Choose ‘PO’ for Document type.

Choose ‘RCV’ for Document Statuses.

Choose ‘within 30 days’ for StatDate.

Click on Save Preferences.

o kDN =

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 fiSave Preferenceso.
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):

Note: You must keep the most current Ship Schedule, Purchase Order and Change Order on your Harmony Order
Management website to successfully create the Advanced Ship Notice, Bar-code and Labels for Cessna shipments.

Cessna 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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Be aware that any changes are subject to review by the buyer and ifiwhen accepted a change order will be sent to you
with the corrections. The box you see in red (price) is required; you cannot send the POA with this field empty. Notice that
there is also an area for ‘Supplier Notes’ so you can include any notes you feel necessary regarding the changes you are
making. To use this, simply click on ‘Supplier Notes’ and a message screen will come up for you to enter your note.

When finished, you can send the POA from here (choose Send from the HOM Toolbar) or save it and go back to the
Document List page - Save and go to the Document List page now. You will see that there is now a new document - the
POA you just created. The status RTS means “ready to send”, when you send the POA, the status will change to SNT
and the PO status will change to ACK for acknowledged. Had you chosen Ack (as is), the acknowledgment goes out
automatically and you will not see the ‘POA’ document.

Planning Schedule (PLS)

To view a planning schedule, document type ‘PLS’, from the Document List page, click on the document number of the
schedule you wish to view. Notice that the document number of the planning schedule is a date/time stamp. This stamp
tells you when the document was loaded onto your HOM site. When the PLS comes up, notice the Forecast # is the
date/time stamp, also notice the ‘Horiz. Start Date’ and the ‘Horiz. End Date’. These are the dates encompassed by the
planning schedule.

Notice that each line item has the Buyer Part Number, Qty (for the quantity being forecasted), and Qty on Hand (for the
quantity Cessna currently has on hand). The buyer e-mail address is also available for you to send a message if you
have any questions regarding the forecast or just need to get in touch with the buyer. Just click on the address and a
message screen will come up in which you can create your message.

Each line item will also show you the Type, Timing, Qty, and Dock Date of the item. The type will tell you if the forecast is
a ‘Plan’ or ‘Firm’ order. The timing tells you how frequently the item will likely be ordered ‘Weekly’, ‘Monthly’, or ‘Annually’.
The quantity lets you know the quantity planned or firm order for that time period.

There is no acknowledgment to be sent back to Cessna for the planning schedule. This is why, as you may notice, the
options are not available (on the screen) within the PLS, and also why you will receive an error message if you try to mark
the document and acknowledge it from the Document List page.

Deynition of Terms

830 Forecast — PLS Forecast generated by Cessna MRP system

Firm Schedule — Requirements that are on a ‘firm’ order (PO or ship trigger). Firm requirement are shown as date specific
schedules/quantities on the forecasts.

Planned Schedules: Planned requirements provided for future requirements, up to 24 months. Requirements beyond the
“Horizon-End-Date” (24months in the future) and requirements for date 999999, will appear in the last “bucket”.

PLS Line Iltem Headers:

—Type: Defines if forecast is Firm or Planned

—Timing: Defines how frequently the item will likely be ordered

—Qty: Defines quantity, planned or firm, for that time period

—Dock Date: Due date at Cessna

Horizontal-Start-Date: Date the data was downloaded from ESIS

Horizontal-End-Date: Up to 24 months in the future, depending on LTA.
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Advance Ship Notice (ASN)

Note: You must keep the most current Ship Schedule, Purchase Order and Change Order on your Harmony Order
Management website to successfully create the Advanced Ship Notice, Bar-code and Labels for Cessna shipments.

On the HOM screen, the Advance Ship Notice is labeled as type ‘ASN’. An ASN can be created from a Purchase Order
(PO), Change Order (CO), Ship Schedule Notice (SS), or a Min/Max (IA) document.

Suppliers that provide services only should not use the ASN. The ASN system is intended only for suppliers receiving PO,
CO, SS, or IA documents where a part number or group of part numbers is specified. Hence, ASNs/bar-codes should not
be created for these documents when a type of work or hourly rate is specified.

General Rules for creating an ASN:

1. An ASN can be created from a Purchase Order (PO), Change Order (CO), Ship Schedule Notice (SS), or a Min/Max
(IA).

2. An ASN created from a Min/Max (IA) will require the supplier to select on the ASN the ship-to facility where the part(s)
will be shipped.

3. For the new ASN design the supplier can create multiple part numbers from multiple documents, at the same time!
Simply select the documents at the Document List Screen from which you want to select part number to ship, select the
specific part numbers in the ASN/Part Number table, and complete the ASN including multiple part numbers.

The ASN/Part Number Table, which is where you select the specific part for which you want to create an ASN, is the
next step after selecting the PO, CO, SS, and/or SS documents from your Document List Screen. You can get here by
either clicking “Create ASN” from within a document included the parts you want to ship or by marking one or multiple
documents from the Document List Screen and clicking “Create ASN”.

Tip: Do not delete POs and COs with outstanding shipments, as you will need these documents for the creation of the
ASN documents.

The next screen that comes up is the ASN screen. It will include all part number selected in the ASN/Part Number Table.
You will see many boxes with red outlines, as well as others with gray outlines. The red boxes are required fields that
must be filled in before sending the ASN. The other editable boxes are not required to populate prior to sending the ASN,
but Cessna do encourage you to include as much information as possible for every ASN. Enter the information into the
empty boxes and check/verify that the information is correct in the pre-filled boxes. If the ASN was generated from an IA
then the facility must be selected to where the part will be shipped. If the shipping destination is to Mexico for any part,
then additional fields for the truck number, truck license number, and expected delivery date will be displayed.

Some common questions about the ASN
How do | change the number of cartons?
The most efficient way to change the number of cartons that you want to use for your shipments is to edit the “# Cartons

Shipped” field for each line, and then click on “Change # Cartons”. With the method, your screen has to refresh only
once, which speeds up the process.
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Why do you round “Qty” and “Units Shipped”?
Cessna’s system does not allow for fractional quantities, hence, we have to round all quantities to the closest whole
number.

Why can’t | edit the “Units Shipped?
This field will automatically calculate the sum of all “Qty” fields for that line item.

How do | mark the ASN for hazardous material?
Click on the box ‘Haz. Mat.’, a check mark will appear.

How do | mark the ASN that | send certificates of compliance documents?
Click on the box ‘Cert. of Compliance’, a check mark will appear.

Why do | sometimes have to select a facility to ship to and sometimes | don’t?

If the ASN is generated from a Min/Max (IA) document, there are up to four possible facilities that the part may be shipped
to, requiring you to select which of the facilities are to receive the shipment. If the ASN is generated from any other
document, the destination has already been determined and automatically loaded into the ship-to destination field.

Bar-coding

Once you have sent your ASN, you are ready to create the bar-code label(s). Either mark the box for the ASN on your
Document List Screen and click on ‘Barcode’ or click ‘Barcode’ from within the ASN. (Make sure you have already
downloaded the bar-code viewer.) A bar-code label will come up with the ‘From’ address; the ‘To’ address; the ‘Notice #
which is made up of your 6-digit supplier number and a 7-character randomly generated sequence; the Box #; the Part
Number, the PO Number, and the country of manufacture.

The labels should be printed on 3 1/3 x 4-inch labels (six to a page — Avery stock number 5164), and must be printed by a
laser printer. One bar-code label will print for each carton, as indicated on the ASN. Labels should be placed in the upper
left-hand corner of each carton, or as size determines. There will also be an ‘extra’ bar-code designated as box ‘0’. This
bar-code is to be attached to your packing slip.

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 Cessna to check on the status of an order, multiple orders, and/or
specific line items 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 inquiry number and sorting options.
The detail information includes the Seq. #, Split Line#, Status Code, Resend Description, Buyer Part Number, PO # - PO
Line #, Need Qty, Need Date, Priority Code, Promise Qty, Promise Date, Buyer ID, and a link to the response (RSA).

A response to the order status inquiry is required. Cessna will transmit the inquiry status files daily and expect a response
back within 1-2 days after receipt. Cessna will pick up your responses hourly from 6:00AM to 6:00PAM, CST. Aresponse
can be created either directly from the RS with “Ack (as is)” (Acknowledge as is) if the Status is “Look-Ahead”, or from

within the response screen (RSA) with “Ack (w/chg)” (Acknowledge with Change). Again, only the schedules with a Priority
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Code of “Look- Ahead” can be responded with “Ack (as is)” while schedules with any code can be responded to with “Ack
(w/chg)”. A schedule can have one of the following three Status Codes: “Look-Ahead”, “Past Due”, and “Short”. The
“Short:” will also have a number (Short/3). This number means the total number of parts short for the specific schedule.
Furthermore, the Need Qty for this schedule might be 25, but Cessna only needs a quantity of three (3) right away.

When acknowledging an RS with “Ack (as is)”, the Need Date and the Need Quantity will automatically populate the
Promise Date and Promise Quantity fields. To do this, mark the schedules you want to acknowledge as is, and click on
“Ack (as is)”. The response will be sent and the Status will change to “ACK”. When a schedule line has been responded
to, the Mark Box will disappear. This is because 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 from the schedule line you used to link to the
e-mail will be displayed in the subject line of the e-mail.

To acknowledge schedules with changes, mark one or more schedules in the RS screen and click ‘Ack (w/chg)’. The RSA
screen will appear. On the RSA screen, notice the header information includes the inquiry number (same number as on
the RS), the response number, and the response date. The items available are the same items you selected on the RS
Screen. The headings on the RSA screen are: Esq. #, Split Line #, Buyer Part Number, PO#-PO Line #, Need Qty, Need
Date, Priority, Promise Qty, Promise Date, Status, Routing, and Notes. Below the headings are areas for you to complete.
If changes need to be made to, for example, the Quantity, Status, name of carrier, or delivery date, you can make those
changes here.

At the RSA screen you can, for example, split a schedule and respond to each Split Line with different dates and
comments. To split a schedule, mark the schedule you want to split in the RSA screen, and click on “Split”. An additional
schedule line will appear where you can enter a new Date, Quantity, Status, Routing, and Note. Certain rules do apply;
for example, the total Promise Quantity must add up to the Need Quantity and a Carrier must be chosen in the Routing
field if the Status equals “Shipped”. Changes to the Promise Quantity or Promise Date must be made manually by
entering the new data, but changes to the Status and Routing must be selected from the available options from the pull-
down screen (click on the upside down triangle to show the status options). In the Notes field, you can enter a free-form
text note to the buyer at Cessna, up to 27 characters.

Note: You will not be able to create an RSA for an inquiry if an unsent RSA already exists for that inquiry. Instead you can
click on the “Link to Response” in the RS Screen or select the existing RSA from the Document List Screen.

After the required data is entered, click “Send Document” and the document (RSA) will be sent to the buyer at Cessna.
Please note that the entire document will be sent. 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. In the RS screen, the schedules selected will have a status of “CHG” and be highlighted
in red. When a schedule line has been responded to, the Mark Box will disappear. This is because there can only be one
response to each schedule line.

After the RSA has been sent, an RSA document will show up on the Document List Screen including only the schedules
you selected 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 Screen. Please note that no additional
RSA is created for a response created from the RS screen with “Ack (as is)” since this data can be found in the same RS
document.
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The status codes for an RS in the Document List Screen are: “RCV” for an RS that has one or more schedules left with no
responses and “SNT” for an RS to which all schedules have been responded to.

The status codes for an RSA in the Document List Screen are: “SNT” for an RSA that has been sent and “MOD” for an
RSA with modifications but not yet sent.

fiMin/Maxo Inventory Advice (I1A)

The Cessna Inventory Advice advises suppliers of part inventory levels held at Cessna in relation to the ‘Min’ and ‘Max’
levels that Cessna requires.

To print a copy of the Inventory Advice (IA), Click the ‘report’ function at the top-left of the HOM Screen in the HOM
Toolbar and click ‘open’ at the Windows file download box that may appear.

To View the IAin MS Excel, click the ‘Excel Report’ function in the HOM Toolbar and click ‘open’ at the Windows file
download box that may appear.

The IA in the Excel Report will show by location the ‘Min’ and ‘Max’ levels and that facilities current ‘On Hand’ quantity.
The first record for a part will show the totals for all of Cessna as well as that facilities information. Subsequent rows for
that part will not show the company totals

To Create Advance Ship Notices (ASN),
Click on ‘Create ASN’ at the top-left of the HOM Screen in the HOM Toolbar. Select the line items to be shipped by
clicking on the appropriated PO#(s) (hold down the ctrl key to select multiple items) that you wish to create the ASN for.

Click on ‘Excel Report’ at the top-left of the HOM Screen, in the HOM Toolbar, to view the IA in a spreadsheet format

For the Inventory Advice, as displayed on the HOM screen, the supplier will find a line with part inventory information for
Cessna overall with the following columns:

A. Sequence #

B. Buyer Part #

C. PO# - PO Line#

C. Total Inv. (inventory on—site at all Cessna facilities)

D. Min. Inv. Level (minimum inventory level that Cessna requires on-site)

E. Max. Inv. Level (maximum inventory level that Cessna will store on-site)

F. Min. Ship Qty. ( the minimum quantity of product that Cessna will accept from the supplier)
G. Rec. Date (the date Cessna last received this part shipment from the supplier)
H. Rec. Qty (the quantity received at last shipment from the supplier)

I. Short Qty (Quantity of the part Cessna requires from the supplier)

J. Buyer (link to buyer’s email account)
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Below the overall part inventory line, there will be a line or lines with inventory information for each facility:
K. Facility (Cessna Facility)

L. Min-Qty (minimum inventory level the facility required on-site)

M. Max-Qty (maximum inventory level the facility will store on-site)

N. Qty-On-Hand (inventory on-site at the facility)

O. HTS (Customs field to identify the type of material being imported into the US)

P. ECCN (Customs field to identify the type of material being exported from the US)

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:
A HOM Learning Center: Watch step by step instructions right from your own desk, anytime you like!
A Frequently Asked Questions: Browse through some of the more common questions addressed by our support staff.
A HOM Demo: View an animated demo of the Harmony Order Management system.
A Speciycations: 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
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