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My Customer Data | select
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Select My Customer Data @ either from the left tool bar or the tile on the Home Screen.
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My Customer Data | Default List View
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This section provides access to the Customer and Generator data.

“My Information” is the default view. Toggle from one to another selecting the view title.

Customer selection defaults to the one previously selected in the Home Screen.

This selection can be changed using the menu on the left or going back to the Home Screen.

e Jik
jg',___ Home @ Customer Data

TRADEBE

([ MY CUSTOMERS

Exampils Company For Tra...

11000253....

c Aeriden oy
eriden v
ity of Meriden
\ J

N

MY CONTACTS MY GENERATORS

MY INFORMATION

Customer Number
100025376

Customer Name
Exampla Company For Training

Physical Address
14 West Man 31 Menden, T, DE450

BILLING

Address or PO Box (if different than physical
address)

Example Company For Training 14 Wes! Men

51 06450 Meridan CT

Payment Terms
Due in 30 days

EXAMPLE COMPANY FOR TRAINING

Office Phone
203-238-6745

Mobile Fhone

NAICS Code

Email Address for Invoice Delivery
derek dugganfiradabe com

Preferred Invoice Delivery Method
MAIL

Currency
usD

Tax Identification
12-3456789

CER Email

jenniler beardsheyiiras

20
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TRADEBE

“My Information” includes the main customer data and billing information.

Request a Change by selecting the button on the lower-right corner. The message will be submitted
to Master Data for review.

EXAMPLE COMPANY FOR TRAINING

Customer Number Office Phone

Currency
1100025376 203-238-6745 usp
Customer Name Mobile Phone Tax Identification
Example Company For Traming 124-3456/89
Physical Addrass NAICS Code
14 West Main St Menden, CT, 08450
BILLING
Address or PO Box (if diffarent than physical address) Emall Addrass for Invalce Delivery CER Emall
Example Company For Traming 14 Wesl Mam St 08450 derek duggan@tradebe com jennifer beardsley@tradebe com
Menden CT

Preferred Invoice Delivery Method
Payment Terms MAIL




My Customer Data | My Contacts

TRADEBE

“My Contacts” displays the contacts that we have in our systems for the selected customer.

Request a Change by selecting the button on the lower-right corner. The message will be submitted

to Master Data for review.

MY INFORMATION MY CONTACTS MY GENERATORS

Contacts (5)
Name

Derek Duggan
Joe Smith
Kevin Hartel
Daniel Moore

Sydney Matthews

Function

Main Contact

Technical Contact

EXAMPLE COMPANY FOR TRAINING

Phone Email Department

888-276-0887 derek duggan@tradebe com
examplecompany@yahoo.com
kevin@astronomic.com
daniel@astronomic.agency

sydney@astronomic.com

[ |
3
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My Customer Data | My Generators ===

TRADEBE

“My Generators” displays a list of the generators assigned to the selected customer.
Bl Create a New Generator by selecting the “+ New Generator” button on the lower-right corner.

Generator Details can be opened selecting its corresponding row in the list, a window will pop-up.
B} Request a Change in the Generator’s records by selecting the button “+ Request Change”.

EXAMPLE COMPANY FOR TRAINING

B Y & ® Generator #

. EPA ID Number
= = 9100150881 CRW
mmmmmmmmm ity state ip Code EPA 1D Number
Generator Name te Malling Address
2100180723 Blocrnhiens ST - o 05002 CRW Sulcer Flowor Shop 234 Hoban St
100144843 CHARLESTON IL - I 61920 ILROUO03118;
Address
[w— FORSYTH 1L« 62535 LVSaG 234 Hobart St
g oches (TR 03857 NHOOASSHETSS
100150661 Southingion CT - Connec! D548 N
S100150722 50 AK - Alask: 606 123
SI00144673 - Texas
9100150680 fenided CT - Connacticut 054
SI001E068T TS 3 et e CT - Conmectici 05010 o
9100143536 O'S PAINT & AUTOBODY 680 RADIO CITY DRIVE NORTH PEKIN IL - Itincé 45 61554 ILDOSETE3355
2100062513 EXAMPLE COMPANY FOR 14 WEST MAIN 5T MERIDEN CT - Connecticut 05450 CTD2032285745

B ===
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TRADEBE

Export Contacts or Generators List

Export list to Excel by clicking on the download ext search.. Q| BV & 3
button |+ |.
Enter a File Name in the pop-up to save the

document in your computer.

The file will save in your computer in the 3] 8|
‘Downloads’ folder. & \ THEPC 5 Downlosds
It will also appear at the bottom-left of your screen Date mocified
when Comp|eted. b | . v Today (1)
» B3| Example Company.xlsk 10/21/2021 %:46 AM
b

£ Example Company.xlsx ~ I




My Customer Data | Additional Options (2)
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Change Layout
_ Text search... QU L |B|Y & 9|
Select the ‘Change Layout’icon |&].
Layout Management
1 [ 1| ? earch Q
The selected check boxes will show as AR
columns on the list view. i
Name
Function
Reorder columns on the list view, by [l prone
selecting the column header and dragging Emai
left or right. Department
| Apply | [ Cancel
Contacts (3) Text search. .. Q 1 @Y 2 R

Name

Phone

Department




=

My Customer Data | Additional Options (3)

TRADEBE
Filtering
Select the ‘Filtering’icon VY . fext seareh.. QA r alye (9
Select ‘Add [#»«] . Current iters
Select the column that will be filtered from the .
left drop-down list.
[ appy ][ cance
Select specific item(s) to filter from the right _——
drop-down list, then “Apply”. Current fiters
To clear all filters, click on the icon & .
I




My Customer Data | Additional Options (4) TRADEBE

Sorting

Invoices

Invoice Number Purchase Order Amount

Sorting “Option 1”:
a. Click on the ‘Sorting’ button

b. Select “Determine by me” e
c. Select“Add” | e P
- Sorting (_) Defaul lynamic prioritization)

d. Select specific column to sort e oo e © oetermin by me

e. Choose sorting order. Bl [ oeene |
| []] [Fcerang } X
:jr:nc:m Apply } [ Cancel ]

Sorting “Option 2”:

Email

Right click on the header of the column to Department

sort by, and select either ascending or
descending.

A Name Function Phone

Main Contact 8858-276-088

= Sort Descending Technical Contact

Kevin Hartel

Daniel Moore

Sydney Matthews



Still have questions?

Contact your CER or e-mail us at adminportal@tradebe.com
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https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_home_screen_-_final_-_tradebe.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_profiles_-_final_-_tradebe.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_orders_-_final_-_tradebe.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_invoices_-_final_-_tradebe.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_change_request_-_final_-_tradebe.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_reporting_-_final_-_tradebe.pdf
https://www.tradebeusa.com/sites/default/files/imce_images/tradebe_customer_portal_guide_-_notifications_-_final_-_tradebe.pdf
https://www.tradebeusa.com/customer-portal-login
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