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TM Procurement

TM Procurement is a cost and time saving purchasing system, tailored to the needs of the maritime
industry. The module, which is fully integrated in TM Master, is easily scalable and streamlines the
entire procurement process from requisition to delivery and payment.

Centralized procurement
TM Procurement is designed to centralise and manage ship-shore purchasing information from an
entire fleet of vessels, and can be scaled to the individual ship owner’s workflow.

TM Procurement helps you to stay in charge of all purchasing activities throughout the fleet.
Overview windows list requisitions and orders along with their current status. The details window
gives you all the information you need, and keeps you in control.

The Fleet Management features allow you to approve requisitions received from a vessel, with the
option to make any amendments necessary. The built-in replication manager guarantees that all
relevant information is readily available on board, as well as to your purchasing department, making
the procurement process an easier task.

On board procurement

The on board procurement features provide full purchasing functionality on the vessels, enabling
them to administer all the purchasing activities. The vessels operate as independent purchasing
departments, while staying connected through one common system. From the office you can
monitor all the activities in the cross-fleet overview.

Customisation
TM Procurement has been designed with the end-user in mind. An intuitively arranged interface with
the ability to create user defined views, gives you control at a glance.

Integration
TM Procurement has a seamless integration towards third party systems such as:

e Accounting systems: ShipNet/ SNACS and Eyeshare/ Visma
e Logistic system: DSV
e E-commerce system: ShipServ

Main functions and features
TM Procurement has adopted the user-friendliness from TM Master, and the users which have
worked with TMPO will recognize the powerful functions and features in TM Procurement, such as:

e Summary screen of order status for the entire e Reminder function
fleet, or for any selected vessel e Connect orders to docking projects
e User defined status overviews e Budget and accounts
e On board purchasing functionality e Effective all-purpose search function of
e Send RFQ’s to various suppliers purchase documents

e Evaluation of several quotations e Powerful drag-and-drop functionality



e Split requisitions into several purchase orders e Dynamic report engine
e Follow up the receiving process e Define user access levels
e Create rest orders and non-conformance reports e Purchase templates
e Electronic filing system for finished orders e Add any files and documents
e Advanced and reliable replication

Basic Purchase

TM Maintenance & Inventory comes with a flexible onboard purchasing solution. Generate orders
and requisitions at the push of a button, and use the replication manager to synchronize information
between ship and shore. The purchasing capability may be used with both the inventory and the
consumables modules.

The drag-and-drop feature allows you to attach documents to a component in the simplest of
manners. The system supports all document formats, including text, pdf, images and various audio
and video formats.

Setup possibilities

Basic Purchase at the vessel - TM Procurement at the office
This is for those using TM Procurement at the office.

At the vessel: The vessels need the license for “TMv2_Spart_P0O”, and in the PO settings “TMPQO” is
to be selected from the dropdown list.

At the office: The office needs the license for “TMv2_P0O”, and in the PO settings “None” is to be
selected from the dropdown list.

Basic Purchase at the vessel - External TMPO at the office

In this situation/arrangement, it is not possible to use TM Master v2 at the office to send out RFQ
and so on, that has to be done in TMPO. Changes in TMPO will be replicated to both TM Master and
TM Master v2, so changes in centralized data only need to be entered once.

At the vessel: The vessels need the license for “TMv2_Spart_PO, and in the PO settings “TMPQO” is to
be selected from the dropdown list.

At the office: If the office wants to see the purchase orders in TM Master v2' then the office needs
the license for “TMv2_Spare_PO”, and in the PO settings “TMPQO” is to be selected from the
dropdown list. TM Master v2 at the office then receives requisitions from the vessels, and
automatically forward them to TMPO. The same goes for changes made in TMPO, these will be
transferred via TM Master v2 at the office, and forwarded to the TM Master v2 at the vessels.

! The office should not be making any changes to the purchase orders in TM Master v2, it should be done in
TMPO.



Basic Purchase at the vessel - Basic Purchase at the office
This is for those companies that do not use a purchase system onshore. The vessels only send direct
purchase orders to the vendors.

At the vessel: The vessels need the license for “TMv2_Spart_PO, and in the PO settings “None” is to
be selected from the dropdown list. In addition, to avoid the users having to approve the
requisitions, you can specify that it is only allowed to send direct purchase orders.?

At the office: If the office wants to see the purchase orders in TM Master v2, then the office needs
the license for “TMv2_Spare_PO”, and the PO settings “None” is to be selected from the dropdown
list

TM Procurement at the vessel - Basic purchase at the office
This is for those companies where there is no purchase department onshore and the vessels send out
request for quotation and handles the purchase order flow themselves.

At the vessel: The vessels need the license for “TMv2_ PO”, and in the PO settings “None” is to be
selected from the dropdown list.

At the office: If the office wants to have “read only” access to the purchase orders in TM Master v2,
then the office needs the license for “TMv2_Spare_PO”, and the PO settings “None” is to be selected
from the dropdown list

Setup TM Procurement

Setup to use TM Procurement
Module averview Functionality of the different purchase setups is

V| TMv2_Invert .
miz:ép“;_%"é controlled by licenses.

Thv2_Budget

g e

Thiv2 PO Integrations -_\\ To see which modules are licensed, log in with a user
[¥] TMv2_Document_Owverview . .. .

Thv2_WorkAndRest pr——————— with administrator rights, and select

$H:§—I:Z$Pemn Gstem. such as ShipNeJ

IM

i@ ThMv? Dh(leanina [System] — [Settings]. In the “General” tab, you will find

the overview of the modules that your license covers

At the vessel, it is also important to setup what kind of purchase system is used onshore, since there
are restrictions in place in connections with what can be done with an order after it has been
approved.

[System] — [Settings]. In the “General” tab, you will find where to setup the PO settings

e None: Select this if the office doesn’t have a purchase system.

e SAP_Subsea7: For those using SAP

e SNAPS: For those using SNAPS

e TMPO: This is to be used if the office uses the external TMPO or the integrated TM
Procurement.

2 [System] — [Settings], select the “Order Settings” tab, and tick “Only allow direct purchase order”



Database changes for TM Procurement

Codes used in TM Procurement

There are several codes that need to be entered before TM Procurement is ready to be used.
Examples marked wih (*) are standard codes that can be imported from files included in the TM
Master v2 installation®. Otherwise they need to be entered manually®. If you need to enter a lot of
codes, it is timesaving to click on the Pencil button in the horizontal toolbar and type directly into the
grid.

e Cost codes Order priority

o 3 Unforeseen expenses o H High
o 6 Mob/demobilization o L Low
e Country (*) e Procurer group
o N Norway o NO Norway
o DK Denmark o AB Abeerdeen
e Currency (*) e ShipServ Approved UOM®
o NOK Norwegian Kroner o KGM KiloGram
o USD US Dollar o LTR Litre
e Order delivery terms e Terms of payment
o CRF  CFR(Cost and freight) o 15D 15days
o DDP DDP (Deliveded duty paid) o 30D 30days
e Order Fwd e UOM (*)
o DHL DHL o pce Piece
o Air Air fright o Kg Kilogram
Currency

e Base currency: The one currency that the exchange rates are based on. This is setup at the
office, once.

e Ship Currency: For each vessel you need to specify which currency to use.

e Supplier currency: This is the default currency the vendor uses.

e Order currency: The currency for each order. By default this is the Ship Currency, but this can
be changed in the vendors currency when you have select supplier for the PO

Exchange rates
If the company uses several different currencies, the exchange rates need to be specified after the
base currency is defined®.’

* File menu: Import — Import codes

*You can contact Tero Marine for suggestions of what to enter in the different codes

> for those communicating with ShipServ. The ordinary UOM list must be equal to the ShipServApproved UOM
6 [Administration]-[Currency]: Click on [New] to enter the new exchange rate against the base currency. Repeat
until all exchange rates has been defined.

7 See example — Currency on how to do this



Order number format
[System]-[Settings]-[Order No Format]

The order number format can be defined with several parameters.

e Ship text (ShipCode: BAM, Ship

name: Tug Theodore, Free text: Select which datafisld will be used as ShipText:

YOU can type What you want Select number of digits in year:
e Year with 2 or 4 digits (11 or Set minimum length of order’s nnring number.: |4 cpecieg.toadng seros il o aded ot e st o
h ber.
201 1) Fiscal year, start month: e number
i Separator - (-} ShipText (\51)
e Running numbers (reset at the e . ShpTet 021 .
S A, Year [\
start of each year)(Ex: 0123) sparster () Yot _
- Running nur_nber {snnnn] Format:
e Account (Ex: 6540) Separator - () \ST-YYAaam
Department (\0)
Separator . (|
e Department (Ex: D — Deck) PRy
e Seperator between the

“ u

parameters (“-“ or “/” og “.”)

BAM-2011/0123-D.6540

Order settings

General i Mail settings l Order No Format l Unit groups l Replication | Job settings | Order settings | PO Integration | Claim No Format l

Mandatory fields Approving
[T Account [ Invoice address [ Procurer group (©) Set to requisition by default
[T Supplier Delivery address  [] Order line description (0) Set to direct purchase order by defautt
[ Cost code: [ 7] Headsr LOM for orderline ©) Orly allow requistion

7] Order type [ Foster Locked ) Only allow direct purchase order

[] Department [] Estimated price  [] Order line price

Blank order lines allowed Default cost code: E
[T Creator can not recsive order Max lzbel count for orderlines:  [15

[C] Approver can not recsive order i Edit
Use approval levels Lock UOM to drop down

Enable custom orderhead flags
Flag 1 FlagMNo 1
Flag2 FAag No 2

Defautt header and footer | Email options | Templates and headers | Approval levels | Budget overspending

Templates Headers

Request for quatation [Q Draft:

Consumables RFQ E] Request for quatation

Purchase E] Purchase

Consumables E] Service order
e Account e Invoice address (*)
e Supplier e Delivery address (*)
e Cost code (*) e Header (*)
e Order type e Footer (*)
e Department e Estimated price

[System]-[Settings]-[Order settings]

Mandatory fields: you can tick which
fields should always be filled out before
the crew is allowed to approve the
order.

Available mandatory fields: (Those
marked with an (*) can be
preselected/set up with default

Procurer group (*)

Order line description
e UOM for order line®
e Order line price

% |f you want to disable the possibility for the user to type in the UOM instead of select the predefined UOM,

you can tick “Lock UOM to drop down”.



Approvin99

Set to requisition by default means that when the draft is approved, the option box where
you select if it should be a requisition or a direct order is pre-selected “Requisition”. This can
be an advantage if the vessel mostly uses requisitions.

Set to direct purchase by default means that when the draft is approved, the option box
where you select if it should be a requisition or a direct order is pre-selected as “Direct
Purchase”. This can be an advantage if the vessel mostly sends orders directly to the
suppliers.

Only allow requisitions: If the vessel is not allowed to send orders directly to the vendors
themselves, “Only allow requisitions” can be selected to prevent them from selecting direct
purchase orders.

Only allow direct purchase order: If the office never handles requisitions, select this to avoid
the vessel selecting “requisitions” by mistake.

Other settings

Blank order lines allowed: It is possible to purchase items that are not already in TM Master
v2. An item order entered as a blank order line will not be entered in to the stock when it is
received. A blank order line item is identified by a | before the item name.

Creator cannot receive order: The user who creates the draft is not allowed to be the one
that receives the order.

Approver cannot receive order: The user who approves the draft is not allowed to be the one
that receives the order

Use approval levels: This can be used if users are allowed to approve different order prices. *°
Enable custom order head flag: It is possible to use two different flags to mark orders
specially. An example can be that flag no 1 is used for the vessel manager to indicate to the
fleet manager that he must take a look at the order before the VM approves it.

A s important that these flags are identical on both the vessels and the office to avoid
conflicts in the use of the flags.

Default cost code: If the vessel uses the same “CostCode” most of the time, it is possible to
have the selection predefined.

Max label count for order lines: To avoid the crew printing out 100 labels by a mistake when
they receive 100 identical items, the maximum number of labels for an item can be defined.
Next running number: Usually TM Master v2 keeps track of the next running number itself,
but in some cases this has to be manually updated. Click on “edit” to enable typing, and click
on “save and close” after.

ABe careful when changing the next running number. A lower number may cause conflict
with existing order numbers.

Lock UOM to dropdown: This is to avoid the user to type in the UOM. This is important if the
company uses ShipServ.

? Regardless of which setting you chose, all orders will be visible on both the office and the vessel
%70 set it up, see “Setup approval level”



Default headers and footers

Default header and footer ‘Email options |Temp\aies and headers |Appmva| levels | Budget overspending

Add header and footer to new orders by default

Header:

eresier § X [ ]

v Flease tender your best prices
Please confim your order to purchase@tmfjord no

Footer:

New footer §, x | Set as default

Proforma Invoice must accompany the consignement.

Please notice that delivery address has changed accending to the guote.

Email options

Click on “New header” to add a new
header.

It is also possible to have the
header/footer to be added automatically
on new orders. Tick “Add header and
footer to new orders by default”. Highlight
the header/footer you want to use as
default, and click on “Set as default”.

When sending out price request and purchase orders by email, TM Procurement can generate the
subject and body of the email with several parameters.

e Name of the logged on user (%U)

o Email (%E), telephone number (%T) and mobile

number (%M) to the logged on user

Default header andlomerl Email options |

e Shipname (%S)
e Purchase number (%P)
e Name of the PO (%N)

Email subject request for quotation

Please tender your best prices on %P (%5)
Email subject purchase order

Furchase order %P

Email body text

Email: purchase @fjordman.no

Phone: %T

Mobile: %M
XLS instructions

Please fill in your prices in the attached excel document and retum it with your offer.

fwriting %5 will insed shipname, wiing %P willinsert PO number, wiing %N nill insed PO name,
witing %LU will insert users name, witing %E will insert users emad’
witing % T willinsert user’s felephone, witing %M wil inser user’s mobile phone)

Templates and headers

It is possible to have different layouts on purchase order formulas on different

vessels' and different order types. First, you must import the new reports™. On
the file menu, select File — Import — Import report. Select the v2reports-file you
want to import (Ex: orderreports.v2reports). As

default all vessels and order types have the
standard order formula “order”.

@ Request for quotation - BAM-2011.0001 ==

| Suppler Rsferance Curency |Twe | Mumberhddress
7

B R

) AB
[[Ter_ =] saes@scanacom
[ee -]
tigh paomy
Subject:  Plesme tender your bestprices on BAM-2011 0001 (Tmubiten Theadare)

Ted st ragards from
Jane Smah

Mabie:! +47 500 75 350
Plaase il n your peces in the aftached excel document and reéum i wih your offer

Stachmanss ELFRFQ_BAMZUT1 0001_ppat EIRFQ_BAMZATT 0001 _fre

(200 ]

| Prevew atachment | Send reques for quetation Cancel

Templates

Request for quotation |Order_spareparts G]
Consumables RFQ

Purchase

Consumab

Imperted reports
Tha Folorwineg reports wene impasisd

Ordesr_consumables
e _spearepans

Order_consumables E]

Order [aas)

les Order E]

1 [Fleet] — [Units], select the “Order settings” tab. Repeat for each unit
2 The reports can be tailor made for you by Tero Marine, or maybe you have just done minor changes on them

yourself.



If you would like to use another header for the purchase form, you Headers

can overrule the default (the example shows the Norwegian words
for drafts, purchase

‘2 Kladd  etc.)
Scania AB BAM-2011/1049
Drammensveien 159 Tug Theodore
0212 OSLO
Astrid Birkeland
[eser
astbirke @hotmail.com
Delivery Address: Invoice Address:

Setup approval level

Dr=ft: Kladd
Request for quotation | Prsforespersel
Purchase Bestiling

Service order Serviceordre|

[Administration] — [User groups]. Open the detail window for the user group you want to allow to

44 Vessel manager

[E=SEcE ==

approve orders. Select the “PO” module, and tick

File

-1

[y Saveand Closs | (=5 | B Gose

General | Users

Name:

Description:

Vessel manager

B, | coumns F Gowp 7 ) Befesh @ [ @ B - a

Name

| Descrption |

Jobs
JobsDone
Medic
NCR

PO

Rights:

Module forjobs

Modue for jobs done

Modue for medic

Moduls for NonCorformance reporting
Modue for Purchase/order

SpareParts Module for spare parts

i

“ApprovalLevel”.

Next, select [System] — [Settings], select the “Order

settings” tab. Tick « ¥ Use approval levels vppiar the
different levels you want, and tick the user group

| Default header and footer | Email options | Templates and headers | Approval levels | Budgst overspending

Check all Uncheck all | Additional explanation

[7] ApproveAtOffice
[¥] EdtOrderPrce
[¥] SelectSupplier
[¥] SendOrder

[¥] ReceiveOrder
[7] DeleteAlDrzfts

[¥] OnHold

[¥] CanAssignOrderNoToDraft E

[Edl ApprovalLovel -

Usergroup can be assigned to approval level

Setup budget overspending

| Defaut header and foster | Email options | Templates and headers | Approval levels | Budget overspending

Enable budget overspending control

Owerspending limit

@ Value

10000,00| NOK

Users with permission

to approve averspent orders

Name ~ | Email
Doe. John john.doe@tmfjord no
__

UpQver ~ | Level - | User groups

[ Assistant
Over 1000 000 [] Chief Engineer
Upto 1000 000 Fleet Manager
Upto 100 000 [ Purchaser
Upto 2500 [0 Vessel manager

that should be able to approve orders at that level. *

[System ] — [Settings], select the “Order
settings” tab™.

First, tick “Enable budget overspending
control”, and type in value or % for when the
budget control should trigger. Next, add the
persons that shall have permission to approve

orders that will overspend a budget.

> When using “Budget overspending” and “Approval levels”, the order can’t the approved before the status of

the order

is “Supplier selected”.

1 you want different limits on different vessels, you can overwrite this in “Fleet — Units” -> Order settings.



Setup budget
[System]-[Settings], select the “General” tab.

In the budget settings, select number of periods of your budget (12 if you have a monthly budget, 4
the yearly budget is separated into quartiles, and 1 if you use a yearly budget.) Tick “Include Cost
code in budget” if you want to separate the budget even more. Tick “Use external economy system”
is you want to send information to your account system such as ShipNet.*

PO settings
Purchase Order System: None |Z|
Budget

Mumber of budget periods: 1

Ak

[ Include cost code in budget
[ Use extemal economy system

PO Integration (Communication with other systems)16

Integration with ShipServ

DSV | ShipServ Tick “Enable ShipServ Export in “General
Enable: ShipServ export settings”. Type in your ShipServ ID and
General settings .
ShipServ ID: 10650 These fig:ds :iSdemst the customer company name, provi d e d to you by
inst Shi . 5 ntact . .
ShipServ company name: TeroMarine Test Buyer glg%ger« fuopl" c:eol;\rfecpt?alﬁecso_l : S h | pse rv (WWW .S h pserv.co m/
Service settings )
Bxport path: C:ATM files\COMM\ShipServ\Export\ ]
Import path: C:\TM files\COMM\Ship Serv\Import [
Temp path: CATM files\COMM\Ship Serv temp', [

Select the different paths to where the

These paths should point to the paths used by ShipServs MTMLINK-FX application. Export
should paint to their OUT4elder, Import should point to their INfolder. Temp path is a temporary . . .
storage for export, it should be located on the same disk as the Export path. Sh | pserVS MTM LI N K'FX a p p ||Cat|0 n co | IeCtS

the replication files.

e Export path must point to the OUT folder in MTMLINK-FX

e Import path must point to the IN folder

e Temp path is a temporary folder for storage before the file is moved to the export path, and
shoud be located on the same disk as the Export path.

TM Master v2 communicates via files with the program MTMLINK-FX*’ provided from ShipServ.

Companies using ShipServ

EEE— e All companies that use ShipServ, must

Eile

New H [ Saveand Cose | | BY Cose

General | Support | Contacts | Trade | Documents | Non-conformance | Orders | Blocked |

have a unique ShipServ ID.

Name: Infotech Test Supplier Courtry Norway =
Our customer ID: Currency Norwegian krone - NOK =
Business reg.no.: City

Business sectar [7] ZesPostalcode:

Defaut cortact Company extemal ID
Tems of payment =l W‘

B you uses external system, the budget fuctions of TM Procurement is disabled, and all information is
received through the external system.

'® This module requires licence

7 For information of setting out MTMLINK, contact ShipServ.


http://www.shipserv.com/
mailto:%20eurosupport%40shipserv.com

ShipServ Unit of Measurement

ShipServ is quite rigid in the use of its UOM codes, so you must import the ShipServ approved UOM
codes to be able to approve orders for ShipServ suppliers.

[File menu] — [Import]-[Import Codes]-[Standard codes]. Select “C:\Program Files\TM Software\TM
Master v2\v2 Data\Codes\TMCodeShipServApprovedUOM.xml”. It is of course possible to enter the
codes manually in [Administration]-[Codes]

These codes have to be identical to the codes in the ordinary UOM table. Otherwise a new code has
to be entered in [Administration]-[Codes], and the non-identical must be “code-washed”. *®

Integration with DSV
Tick “Enable DSV export” and type in the user name and password provided to you by DSV.

Open the company that is to be a DSV forwarder
General | Mail settings | Order Mo Format | Unit groups | Replication | Job settings | Order settings | PO Integration |( .
DSV | ShipServ | and tick “DSV

Company type
[¥] Enable DSV export Forwa rder"
o . [ Maker [ owner [T Invoice
ings
[ Supplier [T Agent Fwd/Delivery
Domain name:
[ Service [ Port DSV forwarder
Group name

User name

Fassword

In daily use, you do not have to do something to
trigger the order to be sent to DSV. Once the

Motification email

FTP settings . .

. ’ order changes status to “OnOrder”, it will be sent
Port tO DSV.

User name

Pasaword Invoice details

Targetpath Paid amount 0.00| EUR

[C] Passive transfer

Sent to DSV

| Pre quetation IN‘ter quotationl On order

If you want to resend an order to DSV, simply remove the tick, and the purchase order will be sent in
the next replication loop.

¥ Tools — Code Cleaning (Please attend to a TM Master v2 Code Cleaning course before doing this)



Example — Codes

You want to enter the codes for Order Forward.

[Administration]-[Codes]. From & New TmCodeFd = =
seacoe owf  [-]  the dropdown list, select “Order Ehum o Cone e
Fwd” ==
Name: Arfnght ]
Click on #2%:and type in the Code and name. Repeat until Code (AR |
all codes are entered. By default, all codes will be presented e Sm,,,,".m |
alphabetically. This can be overruled by setting the sort

order manually.

Example — Currency

The vessels use USD and the vendors use Euro . The exchange rates are from the Norwegian bank
DNBNor, and are in NOK. (Ship Currency = USD, Supplier Currency = Euro, Base Currency = NOK)

General | Documents | Certficates | Settings | Deck | Lifeboats | Hea

On each vessel, the ship currency needs to be specified: [Fleet]-

Name TM Taubdten Theoder . . .

Sesaripton | | [Units]. Double click on the vessel. Click on Lo select the
currency.
Repeat until all vessels have a currency defined.

Cumency United States dolar - USD &

Email: | |

The next step is to setup Base currency at the office: [Administration]-
[Currency].

' TM Master v2 (v.2.638.4056.39670 - 08.02.2011)
fle  Tools Grid | Settings | Help

On the file menu at the top of the window, select “Settings” —

P \” W2 TmMv2 - Edit Base Currency [oie = G
Edlt base Currency Base cumency for exchange rates

The vendor needs to have a currency (Supplier currency)

[Purchasing]-[Contacts]. Double click on the vendor.

If you first select “Country”, the currency of the country is Courtry France =

automatically selected. This can be overwritten by clicking Cumency [Ewo - EUR &
o | |

on [ and selecting another currency. Zp/Postal code: | |

The final step is to set the different exchange rates: [Administration]-
[Currency].

%% Exchange rate for EUR =2 ===

‘;‘uew B soveno o | 5 EY oo [
Click on “New” and enter the exchange rates against the base currency. ?

ange rate:

Repeat until all required exchange rates are defined. [ R Ge




TM Procurement

B PO -All units 9227 Orders

Code |1 @ PR2%Q ¢ | & A & &= B Y ¥ O X astupstes
. Lokomotivet Thomas THO 5 0O g8 0 11 0 1 35 35 8 12 23 0.0 24150 121 .0 166
Redningskayten Elias ELI 49 115 18 1 29 0 11 183 184 :52 53¢ 41 0 .28 1224 : 0 2253 . 2 181
2 Supplybaten Berte: BER 1 o 6 1 12 0 6 43 56 27 13 42 0 15 1619 0 469 10 92
i22 Taubdten Theodore BAM 2 2 0 0 0 00 2 2 5 0 1] 0:0 0 0 ] 0 0 04012011124523
57 117 /32 2 52 0 18 263 277 192 78 106 0 43 5258 1 0 2843 . 2 439

| 3

Message | Order No | Status

| Totalp... = | Curency | Supplier company

e A0 LB

9227 Orders

| Daie sstimated delivery | Local ship | Local office | FlagNo 1| Flag No

[T

(6) GCH-M45206  Completely received
(6) 170139104120 Cancelled

O 1/707124-086543  Complelely received
(@) GB-D-396-06 Finished

(€) 500091-09.1265  Completely received
@) 170045076150  Complstely received
(@) 170173086580 Completely received
@) GB-D-198-02 Completely received
(@ 170192096471 Cancelled

(@) 50-1016-096010  Complstely received
(€) 500262:09.1265  Completely received

]

NOK  “Landed Goods” 21.12.2008

GBP Dybco Importacia Exportaco Lids.  02.06.2010

GEF Cosall Itemational Limied 16.07.2008

NOK  Vest Supply AS 2208.2006 o
EUR  CALPAC TRADERSLTD. 19.11.2009 o
NOK  VESTSUPPLYAS @ ASAP o
NOK mulco enginering 29.07.2008 (]
NOK  Per Leknes Containerservice 21052002 o
NOK  SUISCASL. 08.06.2009 o
NOK  DSVAr&SeaAS 24042009 o
NOK  Landed Goods 27.07.2009

14

o o |
- 0O00O000OOooLioge

.

. ‘@Jﬂ,mms %Gﬂow 7 ) pefesn B 238

- 4 Edit On Order Inset blanks order e .. =] Open Order
Free | Orde... | OnOrder | UOM | kemName | SuppliersRefere... | Description | Unit price | Cumency | Catalogho | CatalogNar
3 PCE  Synthetic Fiber rope Folypropylene & 372100 GEP

If you choose [Fleet]-[PO], in the top pane, you will find all the orders for the entire fleet or a group
of vessels™ or if you want to work on a specific vessel choose [Purchasing]-[Overview].

If you click on the name of the vessel, you get all the orders for the vessel regardless of the status of

the order. In a similar manner, click on “Sum” for all orders regardless of status and vessel.

~ Draft

? Request for quotation
v Approved quotation

a Approved order

7
9 OnOrder

2 Received agent

Q .Partly/CompIeter received

O New requisition

?Quotation sent(but not approved).
m'Supplier selected but order not approved
@ Supplier selected and order is approved
74 '

“ Order Not confirmed

&Will be delivered on next arrival

V Finished

|-_&Direct purchase orders

@Quotation received (from ShipServ)

ﬁ Orders created at the office

2 Reminders due
®On hold /passive/inactive orders

X Cancelled

' This can be defined in [System]-[Settings], select the “Unit group” tab, or your personal group added in [My
place]-[Preferences], PO Settings.



Visual indications in the overview

The order item is a blank order line item
i The order has one or more unread messages

= The order is connected to a claim
. O The order should be delivered ASAP
() Local office order, or Local ship order

The “Order head” tab
£ BAM-2011/1050 On order ==
Crder head ‘Order lines I Messages I Header/Footer | Histcr_vl Documents I Reminders |
Tug Theodore Suppliers |Se|eded 5L.Ipp|iE(| Delivery | Invoice |

Order- BAM-2011/1050 =

Date 27.05.2011 © s local office || | Name | Contact person | Cumency
Status: & On order A ania AH

Subject: Scania

Order type: PurchaseCOrder |z|

Department: Machine |z|

Shipment date: - |z|

Estimated delivery: - - Asap

Approved date: 27.05.2011

On order date: 27.05.2011

Order information
Our ref Astrid Birkeland Flag No 1 a| = [
“our ref Flag No 2
Delvery dats: 1052011 E' B ﬂ":m.‘i:'}"m on Budget |Budget details 4650 | Remarks I Hlstnryl Diocking IOalm |
Deliverytems:  [Delivered Duty Paid ] | et 4650 A engines
Forward by: DHL |z| Cost code: E
Priarity: Cumency: Euro - EUR Rate 7.8500
Project: Period: 2 2011

Shipment ref: Budget amount: 100 000,00 100 000,00 NOK
Supplier quot ref:  |Q-2011-12432 Budget remaining: 5905195 59 051,95 NOK
Order conf el |C-2011-11528 Budget commited:  |1388.13 138813 NOK
Invoice ref: Estimated price: 000

Procurer group: PO dep - Bergen |z| Total price: 1014.00 Paid

When you open the detail window, you find information about the order, such as reference

numbers, delivery dates, and supplier and price details. Be aware that further information is available
in sub tabs in the “Order head tab”.

e OrderNo: Order number is automatically generated when the order is approved. On a draft,
OrderNo will be the same as “Name”?

e Date: Date of when the draft was created

e Type of order
o Requisition: The order is created at the vessel, and sent as a requisition to the office
o @Is Local Office: The order is created at the office
o @Is Local Ship: The order is sent directly from the vessel to the supplier

% See the “How to” section about the possibilities to assign order number to a draft



e Status: Shows the current status of the order
e Name: A free text field used to give a brief descriptive name of the order.
e Order type:

"H'_-:' .
o = Purchase order: Automatically chosen when the vessel orders spare parts

o & Service order: Automatically chosen when the vessel orders service jobs from the
due list.

o) ":,Consumables: Will be automatically chosen when ordering from the Catalogue
module

[+

o Medic: Only available when ordering through the “Medic” module.
o Work order: Available, but functionality will be added later.
o Contract: Available, but functionality will be added later
e Department
e Shipment date
e FEstimated date of delivery/ASAP: If you tick “ASAP”, it will show graphically in the overview
grid with an @ ASAP instead of the delivery date.
e Approved date: Filled in automatically when the order is approved.
e On order date: Filled in automatically when the order changes status to “OnOrder”
e Qur ref: Automatically filled out based on the approver. This can be overwritten
e YourRef: Automatically filled out if there is a default contact on the supplier. This can be
overwritten
e Flag 1 and flag 2 are only available if this is setup in the database
e Delivery date is automatically filled in based on the delivery date of the selected supplier
when the order changes status to “OnOrder”
e Terms of delivery is selected in the dropdown list (Code table)
e Forward by is selected in the dropdown list (Code table)
e  Priority is selected in the dropdown list (Code table)
e Shipment ref can be filled in when available
e Suppliers quotation ref is copied in from the “Order line” tab when status changes to
“Supplier selected”.
e Order conformation ref can be filled in when available
e Invoice ref can be filled in when available
e Procurer group: can be selected if in use
o Suppliers: It is possible to add as many suppliers as you want to send request for quotations
to. A ¥ before the supplier name means that this can either be the supplier that the vessel
suggested, or the supplier that the purchaser selected when he changed the status to
“OnOrder”.
e The “Selected supplier” tab gives contact details of the selected supplier
e The “Delivery” tab gives the delivery address®.
e The “Invoice” tab gives the invoice address®..

2 [System]-[Settings], “Order settings” —tab. Tick “Enable custom order head flag
> This can be preselected: [Fleet]-[Units], “General tab”, “Default Delivery” sub tab.
23 This can be preselected: [Fleet]-[Units, “Generalt tab”, “Invoice”- sub tab



e Account: These accounts are the same as in [Purchasing] — [Account]. Accounts are
centralized data meaning that accounts have to be entered at the Office, and they are then
replicated to all vessels.

e (ost Code: Cost codes can be used to separate the accounts even more. For example
“Operation expenses”, “Breakdown”. **

e  Currency: This reflects the currency of the order. Until the order changes status to
“OnOrder”, the order currency is ship currency, when a supplier is selected and order has
changed status to “OnOrder”, the currency changes to the currency of the supplier.

e Rate: If the order has a currency other than the Ship Currency, the rate will reflect the
exchange rate between the Ship Currency and the Order Currency. If it is the same currency,
the exchange rate is 1,00.

e Budget amount: This shows the value entered in [Purchasing]-[Budget] for the corresponding
account number. Both the budget period and the year’s total budget is shown

e Budget remaining: This shows the value “Rest”” from [Purchasing]-[Budget] for the account
number. Both the budget period and the year’s total budget is shown

e Budget Committed: This is a calculated amount, including orders which is put to “OnOrder”,
but not still paid. Both the budget period and the year’s total budget is shown.??’

e Estimated price: In cases where prices are not available on the item prices, the estimated
total price can be entered to give an estimate to the purchaser.

e Total price reflects the order line sum and the shipment cost given by the selected supplier

when the order changes status to “OnOrder”.

e “Paid” will be ticked once the order has been paid. This is available by selecting & Thisis
activated after the order changes status to “OnOrder”.

e “Budget details” sub tab gives information about the selected account.

e The “Remarks” sub tab is a free text field where any remarks for the order can be typed in.

e The “History” sub tab shows changes made to the order. *®

e The “Docking” sub tab lets you connect the order to a specific docking job. In this way, you
can easily follow up the orders belonging to docking projects.

e The “Claim” sub tab gives you the possibility to connect the Message | Order No. | status

& BAM-2011.0001 & On order

order to a claim. This will be shown in the”Status” column in
the Overview grid

The “Order lines tab”

The “Order lines” tab gives information about what items are to be purchased, and is where you find
the prices that each supplier has offered. There are 3 sub tabs in this window. “Requisition” is where
you can choose which items you want to send RFQ for and to which supplier. “After quotation” is
where you can compare the prices, and “On Order” shows the prices for the supplier who has been
chosen to receive the order.

2 [System]-[Settings], “General” tab. Tick “Include cost code in budget”

> Rest = Budget — sum of finished/paid orders

2 Budget Committed is only available for those having the “Budget” module and uses the integrated TM
Procurement in TM Master v2. It is not available for those running TMPO at the office instead of TM
Procurement

%’ Budget amount and remaining is only available for those have the “Budget” module

?® You find the entire history log on the “History” tab



The “Order lines” tab - “Pre quotation/Requisition” sub tab

Order head | Order ines || Messages | Header/Footer | History | Documerts |

[ X | # Edt & Insert blank orderine | # (=)
AlBIN.~|Gy |UOM |Name | Suppliers ref | Price | Discount | widisc | Total
10 O+ing 27.05 ] 2705 2705

10 O+ing 27.05 [i] 2705 2705
10 O+ing 27.05 ] 2705 2705
0 O+ing 27.05 (1] 2705 2705
10 O+ing 27.05 0] 2705 2705
10 Qg 27.05 [i] 2705 2705
10 O+ing 27.05 ] 2705 2705
10 O+ing 120,00 [i] 120,00 1200
10 Oeing 120,00 ] 120,00 1200
10 O+ing 12000 [} 120.00 1200
10 O+ing 120,00 0] 120.00 1200
10 O+ing 120,00 [i] 120,00 1200

Pre quotation | After quotation | On order |

The pre quotation/requisition sub tab is used to select which suppliers receive RFQ’s for which
orderline items. As default all orderlines is sent to all suppliers. A =Scania AB, B = AA Sparepart from
the “General sparepart” screenshot.

The “Order lines” tab - “After quotation” sub tab

@3 BAM-2011.0001 Supplier selected =3 =R ===
Fle \View Status
St B s oo |3 0 B TR o g 8 P ol [ O 36 s ] cho Y e
-Order head | Order lines | Messages | Header/Footer | History | Documents
| [ X | # Edt E5 nsetbiank orderine | @ (3) | (9 Edt supplier comment Suppler fiter. Al
|> N. ~ | Qty, | UOM | Neme | Suppliers ef | Prce | Discourt % | Total | NOK -
=1 Orng
4 Scania AB usp B 500 500 50,00 27050
L AASparepat | DKK 0,00 6,00 [ 6,00
@2 i Oding
- Seana AB usp i 5,00 500 50,00 27050
AR Sparepat | DKK H 50,00 50,00 500,00 58750
@3 Osing
- Scania AB [153) 500 500 50,00 27050 L
- AASparepat | DKK f 50,00 50,00 500,00 56750 F
SR ] O1ng
- Scania AB uso 5,00 500 50,00 27050
AA Sparepar | DKK 50,00 50,00 500,00 58750
E5 5 PCE Pnhousng
Scania AB usD : 700 7.00 35,00 189.35
- AA Sparepat | DKK i 100,00 100,00 500,00 567,50
@s 1 Orng B
- Scania AB 15 f 500 500 50,00 27050
AASparepar | KK § 168,06 0,00 66,50 11780
=7 1w Osing
Scana AB usD 500 500 50,00 27050
* AASparepat | DKK 10,00 10,00 100,00 11750
e W O1ing
- Scana AB usp H 500 500 50,00 27050
A A Sparepar | BKK 10,00 0,00 106,00 11750
[EE] 10 Osing
‘Scania AB i) B 500 500 50,00 27050
- AASparepat | DKK i 10,00 10,00 100,00 11750 -
| Suppiier | Curency | Quetation reference | Deliverydate | Shipmertcost | Sum | Ship curency sum
A Scana AB usD sC1322011 28012011 2 00 360847
B AASparepat| DKK 1452011285 150 296000 347300
Requistion | Ater quotation [On order

To be able to change Order Quantity for the order lines, you have to click on “yEdit”

When entering prices, it is possible to filter out other supplier’s prices et 4 =, to make it
easier to enter the prices from a specific supplier. The items might have a price when the requisition
is received from the vessel. Those are “Ship prices” that are the prices from the last time the
different item were purchased. These are the prices which appear in the same line as the name of
the item. .

The “Total” column reflects the price in the supplier currency, while the NOK column shows the Ship
Currency (This will of course show GBP if the Ship Currency is GBP)

On the lower pane, you can enter the quotation ref, delivery date and any shipment costs received
from the supplier in the RFQ. When selecting a supplier, all this information will be copied to the
order head tab.



The “Order lines tab” - “On Order” sub tab

& BAM-2011.0001 On order o= =
Ele View Status
e BRI soecmicee )0 B G b g Bl ] O 3 Gren (8] o B e
Order head !Order lines ;| Messages | Header/Footer | History | Documents |
[ X | # Edt B} Insetblank ordetine | # =)
N.. = |Gly, | UOM | Name | Suppliers ref | Price | Discount | widisc | Total | | Recei... | est |
1 10 Oring 500 5,00 50,00
2 0 Oing 500 500 50,00
ER] Oring 500 500 50,00
4 0 Oring 500 500 50,00
5 5 PCE Pinhousing 7.00 7.00 35.00
] Oring 500 500 50.00
70 Oring 500 5.00 50.00
L] Oring 500 5.00 50.00
ERE] O+ing 5.00 5.00 50.00
010 Oring 500 500 50,00
M1 PCE  Themostat 12,00 1200 12,00
21 Oring 500 500 50,00
310 Oing 500 500 50,00
410 Oring 500 500 50,00
Invoice details
Paid amount 0.00/ usD uso NOK
Ordesiine sum 647.00 350027
‘Shipmart cost 20,00 108,20
Total price 667,00 360847
[] Marual sum
Requistion | After quotation | On order |

When the order has changed status to “OnOrder”, the prices received from the supplier on the “After
T Quotation” tab are copied into the “On Order”-sub tab, along with any

Paid amourt DO shipment costs.

7] Sent to DSV If the company communicates with DSV, it will be ticked whether or not
the order has been sent to DSV.

At the bottom of the window, the total price, both in Order currency and Ship Currency is shown.
This can be overwritten by clicking on “Manual sum” and entering the total price manually, if it is
different from the TM Master v2 value. The “Paid amount” will be updated when the order has the
status “Complete” (meaning received and paid)

The “Messages” tab

| Order head | Orderiines | Messages |Header/Foater [ History | Documents | Reminders | : P4 New Message
(e FLE [ coe T 0 e 8 3 e ™ Click on I_ to add a new message.

T
ShipServ 2011.05.10 15:04  Order Terms of payment: Nye payments tums

ShipServ 2011.051015:04  Infotech Test Suppler: Order Purchasing info: Kommentar p? ordrebekrefiels.

The “Messages” tab is used for the vessel to give

ShipServ 2011.05.10 15:04  Order Terms and conditions: Nye suppliers tems and conditions.
astrd 2011.05.10 13:01  Message_Fra_vessel . .
s‘ ? messages to the office, and vice
| Message | Order No.
versa. ShipServ will also send some of the variances into the “Message” tab. Itis |= @ BAM-2011.0001
for internal use only, meaning that information
5 Trmbdessage oloms| . .
B given here, will
G B B oG | e [ B e not be sent to | Order head | Order lines | Messages | Header/Footer [ History | Documerts [ Rem
Ganersl X [ New Message al%ﬁmw ‘E_yﬂﬂefresh m
Userhlama ShpServ the SUpp| er. Read | Userhame | MessageDate | Message
Date 10052 Ship Serv 20110510 15:04  Order Terms of paymert...
Orgnstor ShipServ 20110570 1504 Infotech Test Supplier
H Ship Serv .05, : Order Terms and conditi... ]
o If there Isa astd 2011.05.10 13:01  Message_Fra_vesssl I
Read by Purchaser Office, 24 052011 14.32 message

connected to the order, it is shown in the



Overview grid. If you want to indicate that you have read the message, double click on the message
and click on “Is read. Once all messages are read, the envelope disappears.

The “Header/Footer” tab

“ [ Load default header and footer ] C] )

Click on

than one header.

’ to select the header/footer you want to use. You can use more

It is possible to set up Master v2 to automatically fill in a default header and footer®. Another option

' BAM-2011.0001 Finished

[ |[-=)- |3 [ Order head [ Order ines | Messages | Header/Focter [History [ Documents [ Reminders |

He View Status
L New = SaveandClose | c=h | 2 = & R L. ~ER=T AR
o o =] B b f & -
(U T < [
Order head | Order lines | Messages | Header/Footer | History | Documents
Header Load defaut header and foater
Flease confim order ,
Footer.
Flease supply consignment with EEA declaration and proforma invoice in English ,

is to insert a pre-defined header & Footer. This is
only possible if there is pre-defined “Default header

Header Load defaut header and footer | [ .. |
Please tender your best prces i
W2 Select header ==
Please carfim your orderto purchase @tiard no
Ples tender your best prices
Facter

and footer” in [System]-[Setting], “Order Settings” tab. Otherwise, the header/footer needs to be

typed in manually®°.

The “History” tab

The top pane shows major changes done to the order, who made the change, when the change was

Z BAM-2011.0001 On arder
Hle MView Staius

Ao B e seesnecos | 5| 8 B R G B 0 6 o 8] o B e

[E=8 Fol ===

| Order head | Order lines | Messages | Header/Footer | Histary | Documents |

Astrid Birkeland
Astrid Birkeland
Astrid Birkeland

2011.01.10 13:03
2011.01.10 10:36
2011.01.10 10:36

25 Sent orderto Scania AB, printed and sert to: Drammensveien 159 021205...
") Sent request for quotation to A A Sparepart | printed and sert to: Godviksvi
1) Sent request for quotation to Scania AB printed and sent to: Drammensveie...

Status history

B Eee Do i @86 e .

UserName: | EventDate + | Event -
Astid Bikeland ~ 2011.01.1013.03  Changed status from Supplier selected to On order

Astid Bikeland ~ 2011.01.10 1033 Changed status from Price requested to Supplier selected

Astnd Bikeland  2011.01.06 15:42  Order approved at office

Purchaser Office  2011.01.05 15:20  Changed status from Received and read at office to Price requested

Purchaser Office  2011.01.0515:19 ") Sent request for quotation to Scaria AB printed and sent to: Drammensvee...

Purchaser Office  2011.01.05 15:18  Changed status from Approved on ship to Received and read at office E
Astid Birkeland  2011.01.0514:09  Order approved and set to status Approved on ship - BAM-2011.0001

fstid Bikeland  2011.01.05 1403 Changed status from Draft to Approved on ship

System Administr... 2011.01.0513:49 [ Added file Drawings

System Administr... 2011.01.051243  Order created

Received details

Bl X B, |y coumns B cow 7 ) Reiesh #f # [ B | -'a

Date | Order line no | ttem name | temna | On order | Received | Rest | User

done, and what was done.

This way, you can keep track of the
changes and figure out what’s
happened with an order especially if
something unusual has been done to
the order.

2 [System]-[Settings], select the “Order settings” tab. Tick “Add header and footer to new orders by default
*In later versions of TM Procurement, it will be possible to add and select from personal defined headers and

footers




The “Documents” tab

e ~1=Es - Al attachments, documents and files connected to
dmARRLes AR IR EE s GxesdiBeL ] the order, are available through the “Documents”
i Deoe QXA somQee  0smBessl | tab. This is regardless of whether the attachment is
e “ o added on the vessel or at the vessel, as long as
e cesimee wnmnan @ “Replication details” shows “OK”.
Attachments are automatically replicated as long as
the attachment is below the allowed replication file
size.
It is possible to use “drag-and-drop” of attachments
from Windows Explorer into the “Documents” tab®.
The “Reminders” tab
ik =55 tis possible to get an reminder XX days after delivery
e B oo |32 RS £ g B ol 00 coes ] cho ) G . . 33
e date if not delivered™.
| X (8 T cotms [ G 7 ) B B ) 1 T =
e
You can also add a reminder manually by clicking on .
If you want a popup at a specific time
W2 New Order reminder = =R ) y ] popup P ) !
e tick “Notify” and enter the reminder text
New Save and Close | (=4 Close .
bl S @e-§ and date/time when you want the
General
me.
Reminder text This is the popup tesxt pOpUp tO co e
Reminder date 30.05.2011 11:07:00 [=]
ety | Harge| - Reminder on order: BAM-2011/1087 =] e =]
This is the popup text 3

Click snooze to be reminded again:
30.05.2011 11:07:00 |z|

*! [Fleet]-[Units], select the “Settings” tab. Type in “Max size replicated files”:

* In TMPO you could do “drag-and-drop” of attachmens into the history. In TM Procurement, this is done in
the “Documents” tab, and a link to the attachment will be copied into the history

33 [My place] — [Preferences], the “PO Settings” tab.



Status changes

A typical order flow follows these steps

Step

New draft

Approve draft®
New requisition received

Approve order

Send RFQ to suppliers

. . 35
Receive quotations

Select supplier36

Approve quotation37

Icon

£ New

®

Right click on the supplier, and
select “Select supplier”

&

** Draft added at the vessel can only be approved at the vessel, and vice versa

Where

Vessel

Vessel

Office

Office

Office

Office

Office

Office

Description

At the vessel, a new draft is added, and they add information such as order lines,
Department, account code and other information. The draft will be visible at the office, but
it has to be approved at the vessel before the office can work on it.

The draft is approved, and then replicated to the office

A new requisition is received and the purchaser opens it.

The vessel manager (VM) takes a brief look at the requisition, possibly enters an estimated
price and approves the order

The purchaser selects one or more additional suppliers, adjusts order lines, adds new order
lines, header/footer and when he is finished, sends RFQ to the suppliers

The quotations are typed in, or the received xls is imported into the “Order pane” in
[Purchasing]-[Overview].

The purchaser compares the different offers, and selects the supplier which has given the
best offer.

The quotation might be approved as a “Go!” to indicate that the order can be sent.

** send RFQ and receive quotation can be repeated until an acceptable offer is received

*® This step is only necessary if there is more than one supplier
* This step is not necessary to be able to continue the order flow



Send order

. 38
Confirm order

Receive orders

Set order paid

&>

* This step is not mandatory

Office

Office

Vessel

Office

The purchaser finishes the order by adding a new header/footer, adding additional order
information, and then sends the order, by email, fax or by mail.

The purchaser receives an order confirmation and types in the “order conf ref” in the order
head, before he confirms the order

The vessel receives the items

When the invoice is paid, the purchaser changes the status to “Finished” and updates the
order head with the invoice ref.



Example — From requisition to received order

A new requisition is received from the vessel.

Make a requisition ready for sending a price request

B PO - Tugs and supply 1 Orders
cote |4 © PR 2R AL EE B VO X Lestupised

i SupplyvesselBerte | BER 1 0 6 1 12 0 6 43 56 27 13 42 0 15 1619 0 473 0 %

ﬁTugTheodore BAM 3 n 1] 1] 1] 1] 1] 0 0 2 0 0 0 0 2 0 25 0 0 17.01.2001113:23:13

Sum: 4 1 6 1 12 :0 6 (43 56 :29 :13 :42 0 15 :1621 0O 498 0 92

| Order No. | Status | Account Mo. | Account name

MName
L SP Sca... (©) BAM-2011.0005 Approved on ship

| Date approved | Total price | Cumency | Supplier company |
17.01.2011 3658.51 NOK

A new requisition is received at the office with status “Approved on ship”. The new requisition has
bold font. Double click to open it.

The requisition changes status to “Received and read at office”. The vessel manager takes a look at
the requisition, and the order lines. He then wants to

delete one of the order lines  change quantity of one of the items  add an additional item

m@ HeadFacte: | Hely | Documerts Ordor head  Ordernes | Messages | Header/Poster | History | Documents |
[A[X] ¢ & S metbiakokie 8 3 | Odes | Ocerines | Messages | Header/Footer | ity | Documeis | 0 X | & Bt [ et bk odeive || 8 3

: ‘ N. = |Gy, | UOM | Name | Add fres orderiine fiosf | Price
I, +[Dece seecedardeine | | g [ X [/ 6| sstbkcortedos | @ @ = fom

2 Base valve caver N. o |Gy, |UOM | Name | Supplirs ef [ Py 2 5 O+ing

N 3 2 0

S o .o co

; D::z § Gt 5 5 Orng

;

5 Oy

Oding
Oding

1
2
2
45
5

Since he doesn’t know the exact price of the item, he leaves it
with “0 NOK” and types in an “Estimated price” to indicate an

Budget | Budget details | Remarks | History | Docking [ Claim |

Accourt |No accourt selected

&

\
Cost o ‘
\

Curency: Norwegian krone - NOK | Rate:[1.00 |

approximate price to the purchaser.

Budget amourt:
Budget remaining:
Budget commited:
Estimated price:
Total price:

He also adds a message to the vessel, to explain why he has
changed the requisition

| Order head | Orderlines | Messages | Headsr/Fo

oter [ History | Doguments |
57

BA New Message |F3] (2 R S s Yok =

3 e Tbtesage =]

M= C reate 2 new message for this order

Finally, he approves the order to indicate to the purchaser that he can start working on the order.



The purchaser sees that there is an approved order ready for processing.

coe | 4@ P2 2R /|72 E B OVEOX:
70 ofMo o0 0 1 14 0 0 0 0 2 0 2% 0

BAM IRE

ﬁ Tug Theodore

He opens the order, and look at the order lines and messages. He Supplers | Selecied supper | Devery | Invaice |

decides which suppliers he wants to receive quotations from, and %:MJ;LW
adds them to the suppliers list.

| Contact person | Cumency |

The main supplier of the spare parts is shown
as a suggestion.

He adds that supplier, and wants to select
another supplier. This time he wants to select | gy Koralovngene 153 8 558 EERGEN
from the entire suppliers list, so he selects “All
suppliers” Main supplier Additional suppliers | All suppliers

Next, he selects the account from the “Order

head” tab: ‘
4 L 3
. =

Once selected “Account” (and “cost code” if
appropriate), the budget remaining® and committed*® shows.

Budgst BudgetdaailslﬂmamlH\StorleodﬂnglOaim| Parod: 1 _—

enoa:

oot | [ho ot et ] | gudgetamourt:  [10000000 | 30000000 | nok

& pickan sccount eloks| [ Budget remaining:  |-1915 886,75 | [-1751378.75 | nok

Budgst commitied: 0,00 | [0.00 | nok
comsedrce

4110 Classfication, autorities

4120 Service engineers

4201 Docking cost

4202 General hull and structure - dock
4260 Pairt, docking

2502 Lierefts with equipments

Z5) Hosptal with squipment

2630 Propeller plant, gears and thusters
4710 Lub oil systems

4720 Freshwaterand cther cooling system
4512 Engine consumables

4514 Working gear and personal protection equpiment
4560  Provisions

3 Budget — Total price of finished orders
*© Sum of orders that are “OnOrder” or “Received” but are not yet paid




He then selects the “Header/Footer” tab and either load the default header/footer®’, or types them
in manually.

Send price request to the suppliers

Finally, it is time to send the RFQ** to the suppliers TR
r—l—ry'Histo Send request for quatation b
From the dropdown menu of “Type”, ;
W2 Request for quotation - BAM-2011.0005
he selects how to send the order
Supplier Reference Number/Address

A A Sparepart |
A A Sparepart Il

[;1 astbirke Eonline no

astbirke Eonline.no

e None: The PO changing status,

but it has to be sent manual to
A A Sparepart!

astbirke@online.no
e Email: TM Master v2 sends an

the supplier

email to the supplier with a pdf [E] High prorty
Subject Please tender your best prices on BAM-2011.0005 (Tug Theodore)
attachment of the request Ted:  [Bext reganisim:

Purchaser Office

L

e Fax: TM Master v2 sends a fax
to the supplier

e Print: The PO changes status and is the pdf attatchment is printed out, so it can be sent by
ordinary mail

e XLS: TM Master v2 send an email to the supplier with a pdf document of the request,
together with a Microsoft Excel work sheet where the supplier can fill in the prices, delivery
dates and other information and send it back by email for automatic import.

e ShipServ: The RFQ is sent electronical to the ShipServ database

The order changes status to “Price requested”

Enter/Import prices from the suppliers
After a while, the suppliers return with their prices and delivery dates.

e Automatic import of prices: He receives the filled out Excel work sheet from the suppliers

@ TM Master v2 (v.2.638.4043.39687 - 26.01.2011)
File  Help

S i New ~ All units 7| Tug Theodore 7 :!

B8 Overview - Tug Theodore

o | e 2]
=] Tug Theodore BAM u 0

@ Budast Name | Order No. | Status
! Kontorordre @ Kontorordre Draft

& Transferin.. Trandfeingspaes  Draft

W'm_ {1 Ordrenavn... (&) Ordrenavnetkje... Draft
J——_{]| 1 Provision @) Provision Draft
o Mess Bl medic Draft
L—1n n Draft

L Service Service Draft

< il
| [

tis possible to have the default header/footer automatic filled in on new orders.
2 Request for quotation



W2 Import prices from A A Sparepart I to BAM-2011.0005

PoNo:  BAM-2011.0005

Supplier A A Sparepart II
Sent to supplier
N~ |Gty | Description

1 Base valve cover

2 5 Ong

3 5 Omng

4 2 Oang

5 5  Odng

& 5 Omg

Main supplier ref

1302243
269787
084730
0381083
0372985

Delverydate  13.02.2011
Received from supplier

The prices, comments and delivery
dates are automatically updated.

Sup.ref | Price each | Tot price | Comment
1357565 100, 800
1302243 135 675 - H
becn 2B The prices from the second supplier
Z’;:E:B 13: é;: Crder head| Order lines |Messages I Headen"FootefI Historyl Documents |
s 18 675 | We rly D x | 4 Edit £ Insert blank orderfine | 4 &3 | b4 Edit supplier comment  Supplier fitter: !
N. = | Gty, | UOM | Name | Suppliers ref | Price | Dist Al ourt |
=1 8 Base valve cover I
- AASparepart | NOK 000 0,00 ¢

must be typed :in manually. To avoid

entering prices for one of the other

suppliers, the purchaser uses the

“Supplier filter” to show only one supplier on the item list. He then starts to type in the prices and
suppliers references.

When all prices are ready®, it’s time to compare the prices in more detail, to check whether it is
profitable to split up the order.

Order head | Order lines | Messages | Header/Footer | History | Documents |

O X concel 4/ Closs
Items with a blue font,

m x ‘ j Edit E‘o Insert blank orderdine | S &3 | 4] Edit supplier comment Supplier fiter: A A Sparepart | -

are the lowest prices,

N. ~ |Gty |UOM | Name | Suppliers ref | Price | Discourt % | PriceWithDiscount | Total | NOK .
ER Base V2 W@ Split order BAM-20110005 [ [ ] and those with a red
oA Sparcpat | He Vew .
_ 5 018 | ¥ Suoct Lowes Pres 8.5 Conparepeces | 3 Cose font are the highest
el BAM-2011.0005/1 | | AA Sparepart | .
i 5 Ofing | [N~ Qy. | UOM | Name | AA Sparepart | | A A Sparspart Ii No. ~|Qy, |UOM | Name prlCES. He wants to
- A A Sparepart | 1 B Base valve cover 280000 500.00 L.
2 omg |2 o s look at this in even
<AASpa na parl I i 52, 8::3 25333 . .
5 O1ing | |5 5 01ing s00.00 more deta”, and clicks
T i = e o s - .
) 5 ing 5440.00 377000 on .- Compare prices .
A A Sparepart I
o. ~ |Gy | | Name. o
— He clicks on the
- T2 - Total price evaluation (excluding shipment costs) su ppl 1er Wlth the |OWESt
T T ra— [ price offer, and sees
[ A A Sparepart | 5 440,00 A [F—T— : r|ght away that he
Py — 3 770,00
[ Curment selection 0.00 would save 8,8% by
O Lowest 3 440,00 -8.8% — .
] Highest 5 770,00 53.1% splitting the order. He closes the window,

and selects

|\‘ Select Lowest Prices ’:E Compare prices | Close

to
automatically split the order. He could also

have used “Drag-and-drop” of order lines to

split the order.

When he clicks on “Split order”, the original order is seperated into two new orders, with a new
postfix to the ordernumber (BAM-2011.005/1 and BAM-2011.005/2)

2 Prices, quote ref and delivery dates from ShipServ suppliers will be imported automatically.



@3 BAM-2011.0005/2 Supplier selected ==z ][fs= I-
Ele  View

@ BAM-2011.0005/1 Supplier selected = = | =]
b Hew Ele  VMiew Status
Onderhed 1 New [ [ |y SeveandCiose | b | 2 TR & L & 4 £ [F & | 0 X Cancel <b> B Gose
Order head | Order lines | Messages | Header/Faoter | History | Documents |
Order| .
Date: Taubaten Theodore Suppliers | Selected supplier | Deivery [ Invoice |
OrderNo: BAM-2011.0005/1 53 53
Statuy Date: 17.01 2011 isiti -
e: 7 Requisition || Name | Contact person | Curency

Name Status: [D- Supplier selected ]

Order | e SP Scaria 651

Depatl | rertypes: PurchaseOrder =]

Shipmg Department Machine E

Estima

m Shipment date:
Fporo Estimated |z| O Asap

After a split, TM Master v2 understands which supplier to receive the order, and automatically set
status til “Supplier selected”. Otherwise, the purchaser must do this manually by right clicking on the
selected supplier and clicking “Select as supplier”.

Header:

Please send order confimation to purchase @tmfjord.no

He has to change the “Header/Footer” to fit for an
order instead of a request.

Footer:

We prefer to receive our invoices by e-mail. Fle format: PDF. 1 invoice per PO._|

He then selects the “Order head” tab and types in
“Supplier quote ref” (if not imported) and any delivery dates and terms.

Send the order

EX- SR AR NE
When the order is ready, he clicks on “Send order”  «sse|cscsmens| to activate the different sending

possibilities_ 2 Send Purchase order - BAM-2011.0005/1 [E=m (=R =
Ordertype
@ Purchaseorder () Service order
If he wants to set a reminder in the case that the vessel hasn’t Sopler Yarmmree  Coreney Sendy
A A Sparepart | Q 2011/0023 NOK Email E
received the items within the delivery date, he tick this, and also I A el it e it Er—
Print
selects the way to send the order: s

astbirke@oniine.no

e Email: TM Master v2 sends an email to the supplier with a I = S
pdf attachment of the order with the agreed prices e
e Fax: TM Master v2 sends a fax to the supplier Atachness [LFPO_BANZDT1.00C5 ¢
. .
e Print: The PO changes status and the pdf attatchent is
printed out, so it can be sent by ordinary mail P, ) LS [ G

e ShipServ: TM Master v2 sends the PO directly into the ShipServ database.
He repeats this for both of the orders.

Order confirmation

He received a confirmation of the order after a while and updates the status in the 90 v]@ e X
. . sroved | Td Confirm selected order(s) b
overview pane, or he selects to open the order where he also types in the “Order R
Order rfomation conf ref” for further references to the order.
Ourfisf: Astrid Birkeland [] Flag Mo 1
Yourfef [ Flag No 2
ety e 1202200 lz' = TrmMv2 Confirm delivery dat =]
DeliveryTems: |z| Recelved at the agent ’"Pl;sez:“‘d:m;‘:::d;:w
Fad W code |z| selected orderis)
o 5 After a few days, he gets a phone call from the agent I
Shipmert ref who notifies him that he has received the order, and ¢ memn
Supplier quet ref: |1y 2011,/0023 Lo . X . . “1 urz| (; ; 55 5:
B that it is ready to be delivered the next time the ship is WEEEES
Invoice ref: ;é Zi zi z§ 23 zg z;
7 8 910 11 12 13
[ Today: 31.01.2011




B2 el 50 5 s [
in the port. The purchaser updates the status and confirms the delivery date

The order changes status to “Received agent”

Receive the order items#4

The purchaser gets a phone call from the vessel, telling him that they have had some problems with
the computer, and asks if the purchaser can update TM Master v2. All items received, except the 2 O-
rings that will be delivered the next day.

He clicks on the “Receive” button and a window appears, where the number of [/ [ 1/@ 5 cres @

Setas recewedi
items received can be entered. He types in “0” in the - |§===r =55
rings not received and clicks on “OK” on the other items. O e 409 5655 -
He is then questioned about what he wants to do with S
the items not received
e Set order to partly received is used in the cases
where you expect to receive the rest later
e Set order to received and move rest to new draft
is used in cases where maybe the supplier could 2] [ o

not deliver the items anyway
e Set order to received and cancel rest can be used those times where it is OK that you do not
receive everything.

He knows the items will be received the next day, and therefore selects “Set order to partly received”

The next day, the last items are received, and he repeats the receive procedure. The order changes
to “Completely received”.

After a few weeks, he gets an email from the account department with a

st of all oaid ord 40 ¥ £ «/%

Istof a pal orders. woved | Total price ||Se‘torder paid ialiercompany
1 14 353,00 NOK A A Norway

He selects the order in the overview window and clicks on “Set order 1 0.00 DKK A A Sparepat |
ikl 2950.00 NOK A A Sparepart |

paid”. The order changes status to “Finished”.

o Usually, it is the vessel who receives the orders, but it is possible to do this at the office also



TM Procurement and ShipServ

Send RFQ and Purchase order by using ShipServ
When you have enabled ShipServ, a new icon appears where

Suppliers |Se|ected suppherl Deliveryl Invoice | 2
you select suppliers. If you select suppliers from that list*,

|Cotactpenanl Caco then only those using ShipServ are listed.

Notice that when you send request for @ Requestfr quottion - BAM-20110109 =]

Supplier Reference Curency | Type [Number/Address

guotation to a ShipServ-supplier, the “Type” ifoech Tos Suppler Nok | smsen
is automatically selected as “ShipServ”

Sendines Tramtain ] (LG

ShipServ web integration
Supplier quot ref: | Q1060

Crder conf ref: C O wwwshipserv.com/loginjspjsessionid=NeSwFSDLLINVe83XTgF12LRztqpfvCQ7HGZRyB1h0QTKFLTE
Invoice ref; Web shop © Pages ®
Procurer group: | ST |
ShipServ quotation  ShipServ PO ?ﬂr!!:iFE!
S SHIPSERV
After sending RFQ and purchase orders to TradeNet
ShipServ, the quotation and PO can be viewed on TradeNet Member Login
the webpage of ShipServ. The links to access G |
these will appear on the orderhead for easy ©
access. The user will have to log on to the web
page with their ShipServ password to view these fyou woud ke to spask o yaur oca Custamer Senics
pages. m—

Variances and updates from ShipServ
If the supplier makes changes on the quotes, add comments or similar, a variance or comment will be
made.

The supplier adds an additional order line
TM Master v2 doesn’t import additional orderlines from ShipServ. The variance shows as a comment
from the supplier.

| » | Supplier | Cumency | Quotation reference | De
A B3 Infotech Test Supplier MNOK Q1086

|Supplier added extra orderlines, please contact supplier for details. i

The supplier gives a “Suppliers Ref”
Suppliers Ref is automatically updated in TM Procurement

**You can of course select the contact from the ordinary contact list also.



The supplier changes UOM or quantity
Double click on the envelope to the left of the supplier on each order line to see information about
the variance

Send RFQ with Invalid UOM according to ShipServ

59 infotech Test Supplier

W2 NavnetTilDelen (=2

Comment from Infotech Test Supplier

Orderine UOM variance: CQ - CA.
Orderine quantity varance: 1-> 3.

e Change the UOM by double clicking on the order line and editing in the detail window.
e Change the quantity either by editing directly in the grid or editing it in the detail window.

The supplier changes the Item Description
Variance on the item description is ignored by TM Procurement, but you will of course see this in the
variance report received for ShipServ.

The supplier gives a discount on prices
If there is a discount of total price of the order, this will be converted to order line discount.

Example: If each item has an original discount of 6%, the supplier

. . ] ) E4 TmMessage (=1 E=R(F>
says that you will get an additional 7% off if you order all items Fie
from thlS Vendor. New E H] Save and Close | @ | s read m Close
General
This will show in TM Procurement as 12,58% discount on the
Userhame: ShipServ
Price | Discount | w/disc
. 10000 1258 9742 Date: 26.05.2011
Order ||ne. ' ’ : Criginator.
Message: Total Hiscount of 7% added to all orderines.
You will also receive a message about this in the “Message” tab.
The suppliers add Freight and Packaging costs
@ Qutstion o fcech Tt supple &| Packaging and freight costs will be summarized
Commert from Infotech Test Supplier . . .
Psasngces 10000 in the “Shipment cost” column, and the variance

comment can be found by double clicking on
the envelope to the left of the supplier name on

| Supplier | Curency | Quotationreference | Deliverydate | Shipmentcost | Sum | Ship cure the ”aftel" quotation” tab

A B Infotech Test Supplier  NOK. 200 800,00

The supplier declines to quote on order lines 3: WV remnns [
E2 Infotech Test Supplier | ommen from Infotech Test Supplier

If the supplier declines an order line, this is indicated with  2: 1 & tenw e sceriiy varane 150
Orderine declined

an envelope to the left of the supplier name on the order




line in the “After quotation” tab. Double click on the envelope to see the variance.

The supplier declines to quote an order.
TM Master v2 doesn’t receive information about declined quotes, so the variance is only in the
received e-mail from ShipServ

The supplier declines to receive a purchase order
TM Master v2 doesn’t receive information about declined orders, so the variance is only in the
received e-mail from ShipServ

The supplier changes the order currency
Double click on the envelope to the

. . . “
rlght Of the Suppller name in the After W2 Quotation from Infotech Test Supplier @

q uotation” Su b ta b Comment from Infotech Test Supplier

Supplier changed cumency to EUR

Select the “General” tab and double

H H « | Supplier
click on the currency of the supplier [ -
Suppliers |Se|ected supplierl Deli\reryl Invoice |
Pre quotaﬁonl After guotation |0n ordefl
| | | Name | Contact person | Cumency
b= Imotech lest Change supplier currency 23

Select the correct currency for the quotation,
and click “OK”. When questioned if you want

to recalculate the prices, select “No”. Y |[ Mo

The supplier changes price on order lines for direct purchase orders
If you send a direct purchase order without sending a request for quotation first, the variance of the
order line price will be added as an orderline comment

The supplier sends purchasing information
Purchasing information, such as Terms of payment and terms and conditions will be imported in the
“Messages” tab.

Handle reminders

Automatic reminders
If you want a reminder if the order has not been delivered (The order has not attained the status of
“Received”) within XX days after the agreed delivery date, you can set this up automatically.

[My Place] — [Preferences]

{3 Preferences - Astrid Birkeland Personal settings
General | Grid | Modules| PO

Do not show finished/cancelled orders older than Order reminder settings

@ Morths Ahways add order reminder when sending order.
@ Thisyear Get reminder 3| days after delivery date f not delivered.

() Last year To get reminder before delivery date, enter a negative number.

@) Years 2/



You will notice when sending the order, that “Add a

W2 Send Purchase order - BAM-2011/1059 = e e . . . .
e delivery date reminder for this order” is preselected.
@ Purchass order| ©) Senvos order
Ems Yourrference  Qurency Send by If you do not have a Tmh2 B2
Infotech Test Supplier Q1059 NOK ShipServ |z| .
(91 Add dekveey date rominderfor s order delivery date, you get a \0. Cannot create delivery date reminder without delivery date.
Preview | [ Senderser | [ Cencel | notification that the N
reminder can’t be set:

") Reminder on order: BAM-2011/1060 =N ==

There is 3 days after delivery

Snooze

You then get a popup when the order is overdue. You can dismiss
this reminder, or select to snooze it to a time of your choice.

Click snooze to be reminded again:

24.05.2011 11:32:00 E

Use approval level on a daily basis

When you have an order where the total price is below the ;

Approve order price
approval level, you can approve the order as normal. If you
try to approve an order with a total price more than your . You do not have permission to epprove the order price
level, you are informed that you do not have permission to

approve it.

B8

Personal unit collections
It is possible to have your own collection of vessels, so you can view only “your vessels” in Fleet —

[t [lawes = & PO”

B® PO -All units

Rleet As default you will see all vessels across the fleet, or the unit

N\ =5 Tug Theodore 8 groups defined by the

. &8 My V1 ship \ W2 TM Master v2 (v.2.638.4161.18993 - 24.05.2011)

- & Redningskoyten Elias E system administrators. Be Tuk b
@ Compenents = Tug Berte BI ! New v My vessels - ‘;)
— k% Lokomotivet Thomas Tl — ———— =
o Sum If you select your ==

=) Haol £ Cod

collection of vessels instead, you only see “your vessels” & e = Tug Theodore BAl
. 53 My V1 ship Vi

To set this up, select [My place] — [Preferences]. Select the “PO” @ Coreren

tab. In the “Unit collection”, click on (Add unit collection),
and give a name to the collection. (“My vessels”)
In the left pane, select one of the vessels in the collection and move it to the right pane by clicking on

. Repeat until all your vessels are moved. Remember to save your changes in the top left corner;
otherwise the collection will be empty when you navigate to Fleet - PO.



Budget and accounts
Accounts and budgets are connected. The “Account module” is where you add*, disable and delete
accounts. You organize the accounts into “Account groups”, and the budget will by default be

grouped into these groups. ¥

T Accounts - TM Bounty 5items

Tree
Y
Search... L |[Mo_ ~ | Name | Disabled
[0 Al Accounts 4121 Extemal audits and surveyor costs excl DNV |
: -8 Ungrouped Accounts 4110 Classification, authorities (DnV, 5-Dir} (]
-1 1910 Slop Chest 4102 Extemnal technical consuttants and engineering []
= 4101 Travel expenses, tech. managemert (]
-[71 5000 Provision/Crew Wetfare 4100 Technical management ]
-] 6500 Consumables
h --D 6600 Maintenance Hull/Superstruct./Machinery/ Tech. Instal.
----- i..[7] 7000 Forwarding Expences / Agency Fee

mﬂeport a|a&lm5%&ow ff#)ﬂarreshm..‘y| vTEDalaeau
| Period | AccountName | Accourt... | CostCode | SuggestedBudget | Budget
(3] }\ccountGmup. 1510 Slop Chest (0.00) (0.00)
B AccountGroup: 4000 Management./Authorities/Class ) )
- TM Bourty 1 Bxtemal technical consultants and enginee... 4102 Stock order
- TM Bounty 1 Technical managemert 4100 Stock order
-+ TM Bounty 1 Travel expenses, tech. management 411 Stock order
- TM Bounty 1 Bxtemal audits and surveyor costs excl DNV 4121 Stock order
- TM Bourty 1 Classffication, authorities (DnV, 5-Dir) 4110 Stock order
(=] AccourtGroup: 5000 Provision/Crew Welfare (0.00) (0.00)
- TM Bounty 1 Subscriptions (Sat-TV, newspa., video &su... 5550 Stock order
- TM Bourty 1 Courses and training 5591 Stock order
- TM Bounty 1 Proviant 5592 Stock order
(=] AccountGroup: 6500 Consumables (D.00) (100 000,
- TM Bourty 1 Galley Equipment 6566 Stock order
- TM Bounty 1 Hand Tools 6520 Stock order
- TM Bourty 1 Electro consumables 6568 Stock order
- TM Bounty 1 Hospital incl medical consumables 6577 Stock order
- TM Bounty 1 Laundry and Sanitary Consumable/Deterge... 6564 Stock order
- TM Bounty 1 SubscriptionsAlibranyinautical) 6572 Stock order
- TM Bourty 1 Galley/Accomodation consumables. 6562 Stock order

The orders connected to the different accounts/cost codes will be listed below each account. The
budget has to be entered at the office, but the vessel can suggest the amount on the different

budget posts.

Budget = The budget amount on that account

Used = The sum of the orders that has been paid

Rest = Budget — Used

Committed = The sum of the orders that are in the pipeline with status between OnOrder and
Finished (An order is “Committed” the moment it is “OnOrder” and will be “Used” when it has the
status “Paid/Finished”)

Used

% used = Budget

* 100%

®tis possible to import accounts from Excel. Ask Tero Marine for a template.
ltis only possible to delete accounts that are not connected to active orders. You have the possible to disable

accounts that are on active orders to avoid that anyone uses them.



Budget - TM Boun

| CostCode: | Committed | AccountGroup =~ | % fused)

Bxtemal technical consultants and enginee... 4102

Orderho | Name | Status | Supplier | Delivery date | Price | Paid | Exchange rate info
40k BOL-1003-2011D ' Yearlyinsp... | & Onorder |NOHANoway AS 26102011 1095000 []

Stock order

& TM Bourty 1 142 542,50

10950.00 4000 Manageme...

4% BOU-1002-2011-Eng _ Service ME1 ' " Finished : Wartsila Norway AS . 745750
. . 18 407.50
Unit | Peried | AccountName | Account... | CostCode | SuggestedBudget | Budget | Used | Rest | Committed | AccountGroup = | % fused) |
+ TM Bourty 1 Technical management 4100 Stock order 100 000,00 150 000,00 150 000,00 4000 Manageme
TM Bounty 1 Classification, authorities (DnV, S-Dir) 4110 Stock order 175 000.00 150 000.00 150 000.00 4000 Manageme...
- TM Bourty 1 Travel expenses, tech. management 410 Stock order 125 000,00 150 000,00 150 000,00 4000 Manageme
TM Bourty 1 Extemal audits and surveyor costs excl DNV 4121 Stock order 250 000,00 150 000,00 150 000,00 4000 Manageme...



How to....

.. add a new draft

The easiest way to add a new draft when you want to

Seal- O- Rin Caterpillar 3516 BTASE ... s

Elbow : Cail\ar C-18 DITTA purChase Spare parts and ‘TMMasteer (v.2.638.4046.39672 - 29.01.2011)

= — 3516 BTA-SE ... . o
Qpen : consumables is to work in the e ﬂ*’

Bolt {5/16-18; Delete Cir«D C-18DITTA -’{ New |+|All units . Tug Theodore
Bot éf D O ceoma Component/Spare parts/Catalogs —
Tube Prirt Preview C-18DITTA
Adopter-Damg | g i.ci CuteA seerase.. module and highlight the items you
s | Orders Copy corterttoclipboard [ \want to buy

@ ;"_'i’ Reset Grid Columns ket m .ﬂ ] ‘
e ‘ Get settings | h
o (B AuTo0m . [Inventory]-[Spare parts ]. Select the

room ( . .
Jrom Add dock... « spare parts you want, and right click
3room Withdraw stock... (. . .
3room Pt labelg) .. e in the highlighted area. Select “Add to draft” — New draft”,
Jroom OWEr:

and give a suitable name for the draft

It is also possible to click add an empty new draft by select “** New” in the Purchasing module

.. add extra items to an order
For those not using TM Procurement, it is not possible to add extra order lines*® in TM Master v2
after the draft has been approved. It has to be done in TM Procurement, TMPO, ShipNet or similar

systems.
B8 Overview - Tug Theodore
A\O\?\a\?\ﬂm/\ \ﬁ\.@\e\a\a\lpwm\xLasmpdm
szTugTheudme BAM 7 0 ; 0 27 0 3 020220111222 In TM Ot e [ 505 7| Messages | Feada/Focte [ o
Procurement, 0 X 7 e B roenvinkorienve | 8 @
A |N. = |Gty, |UOM |Name |Add free crderline
adding extra 17 oo Rely 28V OCEHNOC

N — items to a requisition can be done:

] | Desoription [dd a blank order line to selected draft
GB

- '@ i on Onter

tem 2
H/ 1 7 pee Relay 24V DC 2NOC 9000451

[Purchasing]-[Overview], double click on
the order to open the detail window. Select the “Order lines” tab, on the “Requisition” sub-tab. Click
on “insert blank orderline”. It is also possible to do this in the overview window, by clicking on
“Insert blank order line” in the “Order line” pane

.. change quantity of order line items

Onde head | Orderines Hessaes [ Hewtnza | f YOU WaNT to change the quantity of how many items you want to order, it is

e et possible to do so in both

UG

[ X || # Edi |ES Inset blark orderine
B® Overview - Tug Theodore

1 PCE  Themostat

. .

13 8::3 the detail window of the Code | 42@ ‘?‘3 EX A A A =T
o i : 52 Tug Theodore gav 7 o MO 1.0:0:1:1:7:1.3 0 0 2 0 2
10 e order, and in the .

overview window..

5| come (oo 17 £ oo 88 8 i B

|S|a[us = | Order No. | Total price | Cumency | Supplier company
Price requested © BAM-2011.0003 0,00 GBP

-*vﬁ:lﬂwm\@ﬂ O~

| Date estimated deiivery

Select the “Order lines” tab, with the
“Requisition” sub tab active, and click on ‘ 0

&, |Ch colms [ a7 O Beimh B H B B | ¥ EdtOn Onder |ER insert blard
Free | Orde... | OnOrder | UOM | kemName | SuppliersRefere... | Description| Edit On order field |
[ tem 2

o 17 pce Relay 24V DC 2NOC 9000451

“Edit”

It is also possible to do this directly in the
overview window, without having to open the detail window of the requisition

48 .
Free order lines only



.. copy order

[Purchase]-[Overview]. Open the order you want to copy®. On the file menu of

" BAM-2011.0005/1 Finished

He | Vew Status
A New 1@ Copy to new draft ==
Bl save
3 Name: |SF Scania 651 -copied
B saveand New CisS|
Tug Thead
B soveondOose copeg| U [Tus Thesdre =
e Copy orderine quartiies
=l Received [] Copy suppliers
Assign order no Copy supplier prices
] Honconfomance Gpen 1 new window:
Print label
B cose

.. copy orderlines from one order to a new draft

[Purchase]-[Overview]. Open the order you want
to copy from, and select the “Order lines” tab.

Add a new draft (or open an existing draft) and
select the “Order lines” tab. Organize the two
draft-windows side-by-side. Select the items you
want to copy, and use “drag-and-drop” from the
original order to the new draft.

.. print labels for the items

¥ BAM-2011.0005/1 Finished

= we s Original order
e Ik 5 e | b 2 2 o B
Cxoe J EHo=

the order, select “File” — “Copy to new draft” and tick the
information you want to include in the new draft.

. Copy order ines Draft

w w s The new draft
4 tiew | g [k SeveerdCone | =) B R AL 2
CXew | Be=

S B

O hand ] oo |Massages adecFct | ko | Documari
3% 7 £ = etk artie | 8 &

e [0 | Hessages | Hesdcirotes | ity | Gocunarts

[ X | # Eft B3 bset blank crdedne | @ &

N~ UOM _ Nama Scpplem mf

wmmmmg
H

Frce Dscound [ M. - Gy. UM | Name Suppers e Fiice
12000 0 5 Ong 12

12000 0 Dring 12
—
2

Drag and drop

[Purchasing]-[Overview], open the order you want to print the labels from.

' BAM-2011.0001 Finished

File | Miew Status

£ New Cirt+N

.
E Save
Y Saveand New CisShift=N
E!! Save and Close  Ctr+Shift+5

Cir+5

Gring
k.rom skuffe 7-8
|E‘.‘Tltin‘iiiﬁ‘|ﬂ Tﬂm’mmi‘lm ‘ m mlm ‘lm‘l"
Group: Kjglesystem

O-ring

Supp. ref- 0348993 / Mak._ref 0348993

Pos.:T Date: 07-02-2011
Stored: k.rom skuffe 7-8

Copy to new draft

} Received

Assign order no
E} Nor-conformance
[ Pontlabel

m Close

Click on “File” — “Print label....

Choose what kind of label you want, with or
without barcode

B Label print

==Eem

Name. Location Component Lavel Court
oma erom e 78 6510101 Hebemaonr o 1 1
Oy erom s § $51.0101 Hberrtonrto 1 [1
P housrg crom s § 1
Tremostt erom e i
Oy erom e i
Omg lerom sasie & 1
omg e rom e & i
Oy o e 1

o crom daa § T
Qg erom e § '
oy erom st & 1

g kerom saste 7.1 65 1
omg rom e 74 5510191 Hebemaonrto 1 11
o erom e 75 §51.0101 Hebermionr o1 |1

® Duske © Bacade ——

Fotaa: 3 Provew | [Pt ] [ Com

.. add attachments like emails to history

[Purchasing]- [Overview]

If you receive e-mails regarding the PO, it is possible to use “drag-and-drop” to

import it into the “Document” tab. The “History” tab would be updated

automatically.

.. delete a PO

Reg PO BAM-0023
2011.msg

Everyone with access to “Delete” can delete his own drafts. Anyone with access to “DeleteAllDrafts”
can delete drafts regardless of who has created the draft. If the draft has an assigned Order number,
it cannot be deleted, regardless of the status, it needs to be cancelled. Select the PO in the overview

window, and click on X

Pltis possible to copy from other vessels




.. cancel a PO

[Purchasing]-[Overview], select the order, and click on “Cance

|II

. Typein

the reason for why you are cancelling the order, and click “OK”. The

requisition changes status to “Cancelled”.

.. view/group orderlines by the component
[Purchasing]-[Overview]. Double click on the order to open the detail window, and select the “Order

lines” tab.

As default, all items are listed regardless of which

component they belong to:

o

¢ castrol Draft

He [Vew | Status

Group orderines by componert |§ |
et 1 1

| Order head | Orderlines | Messages | Header/Footer |
F

Open the menu and select “View” —“Group orderlines by component”

40 % & alX] |
sroved | Totalprice | C{Cancel selected order |
11 125000 NOK A A Sparet |

N. ~ | Qty, | UOM | Name

(=) 601.01.12: Cylinder deksel, no 1-16

1 ‘Seegening ventisikring

1 Rotocap

1 Q+ing simrit ord1-4 mat 827.
(=) 601.01.13: Cylinder foringer, no 1-16

1 Qingsett syl foring K/L motor
(=) 601.01.22: HT/LT kjglevanns pumpe

1 Pakning for exp belg

1 Ekspansionsbelg

1 O+ing

.. view/group consumables orderlines by the catalog name

Order head| Orderlines |Wessages | Header/Footer | Histo

and select “View” —“Group orderlines by component”.

.. find the last 10 opened POes

[Purchasing] — [Overview].

Click on “File”. The last 10 POs that you have worked with, will be listed

.. assign order number to a draft

[Purchasing]-[Overview]. Double click on the order to open

Axips Beemem 22 the detail window, and select the “Order lines” tab.
=) Enclosed Gear Oils
13 :: iiﬁ:iiﬁ . . . . . Order head | Order nes | Messagss | Headsr/Footer |
o e As default, all items are listed without information about -
bonomes the catalog groups.
S hc“;‘s tr Alpha ZN 150
B0 b e .
If you want to have the order lines grouped by the catalog name, open the menu

W2 T Waster 2 [42536.4046.39672 - 2901 011

ol b
e

o | g

Ewot
[ o e
o B ]
1m0
FECEIT

Some vessels prefer to use one “Open PO” in order to deal with the ship chandler, where items are

added and received during the month, and by the end of the month, the PO is
approved as a local ship order, and received.

The ship chandler would than need a PO number, and to be able to add further
items, the PO number needs to be assigned to a draft.

[Purchasing]-[Overview]. Open the draft, or add a new one.

From the file menu: File — Assign order no

! Service Draft

Fle | View Status

4| New Ctrd+N
Save Cul+S
B Saveand New  Cul«Shit-N
B seveandCose CueShifteS
Copyto new draft

1

=l Received

‘ Aasign order no

$N MNon-conformance

Frint |abel

E Cose




.. change the currency of a supplier for one order only

[Purchasing]-[Overview]. Open the requisition. In the “Suppliers”-sub P =
tab. Double click on the “Currency” field of the o e R
supplier || ame | Cortoct o G
i ania AB
Select the new currency in the new window that appears, and click oo™
oK*

.. import a requisition from a Microsoft Excel Spread sheet51
In cases where you want to order items for a new build

D90 TMPO Order template il - Micrasoft Eucel

where there is not yet a TM Master v2 database with MR ot e o e

Tet

vl e k- =
-y
BIU- c A EEmmEE Gl o

spare parts and components, it is possible to order

items via a Microsoft Excel spread sheet, where you T ————— T
manually type in the necessary information. 1

Open the “rfqgecom.xls” template®.

Fill in the necessary

Specification?

= g long text to describe vh o
pe field to be entered here. This field is fr- [NEFY e _cny_vom e name
SerialNo: d.

information and save

the Excel sheet. H |

WA 4] Shost1 /E3 14 F
Ready | Pageloll | @O e - +

If you move the mouse over the comment label, you will see a description of what information is
expected in the cell.

When you are finished filling out the excel worksheet, save it, and select [Purchasing]-[Overview].
Use “Drag-‘n-drop” of the Excel spread sheet onto the “Order”-pane in the overview window. TM
Master v2 automatically generates a new draft based on the information.

.. import prices via Microsoft Excel Work sheet from a supplier

When you have sent a price request to a supplier with XLS type, you
receive a filled in excel sheet from the supplier which can be
imported into TM Procurement.

A T Master 2 (v2638.4043.39667 - 26.01.2081)
fe Hep

e rT—
e cons | 4@

sav KN 0

L Tug Theodore

Select [Purchasing]-[Overview] [ememiimmimsmin -
Use “Drag-‘n-drop” of the I — S ————

ng 29787 29787 e
o870 w7 s m

g 0381083 281083 B e

ang 037285 72985 135675 We onyhave 101eft onthe warehouse, we can hod 5t omor

Excel sheet onto the “Order”- N

R

- - «  panein the overview window.
TM Master v2 automatically
updates the requisition with the prices in the Excel sheet.

.. change status without opening the detail window
Sometimes, it can be timesaving to change the status of the order

. . 8 10 chang FrY2-rrs
without having to open the detail window of the order. Based on the

>0 Only currencies that have exchange rates, would be listed

>L All items will be imported as “Free orderlines”, and therefore there will not be aby automatic stock update
*2 For those using TMPO earlier, the file can be located in the common file\reports folder, or you can contact
Tero Marine at support@teromarine.no and we will send it to you.



mailto:support@teromarine.no

ST ‘= =lEs|  status it has, different possibilities
Ele  View
\ Select Lowest Pices %% Compare prices | El Close are active.
A A Sparepart | BAM-2011.0005/1
No. =~ |Gy, |UOM |MName | AA Sparepart | | A A Sparepart Il No. =~ |Qty. |UOM | Name
2 5 Qi =
s e ...Print out the order from
Hing
5 5 OHing - -
s s o the overview window.
EE Overview - Tug Theodore
4 M ] 3 - -
AA Sparepatt I BAN-2011.0005/72 ‘Code | | @|?|3|?|?|@|6j|6§|[
Bo. o1y, IWOM Mo % Tug Theodore BAM 6 0 0 0 1 .0 1 0 MWW
4| 1
Order
2 [8, [Tl coumns B Gow 7 0 Befesn f) 8@ & B
g 5 Message | Status « | Order No | Total price | Cumency | Supplier compan
= Order corfimed by su_.. € BAM-2011.0005/2 125000 NOK A A Sparepart ||
Currert selection price 344000 NOK Lowest possible price 3440,000 NOK
[Purchase]-[Overview]. Click on the order you want to print out,
and click on “Report” Order head| Order ines | Messages | Header/Foter | History | Documerts |
[ X | # Edt B Insert blank ordedine | # (3 | |1 Edit supplier comment
. N.. = | Gty, |UOM | Name | Suppliers ref | Price
... Enter comments from a supplier 9z s Ourg
“ A A Sparepart | :NOK 134075
[Purchasing]-[Overview]. B3 5 Ong _
- A A Sparepart | ENOK £134079
= 4 2 QO+ing
Open the order, and select the “Order lines”-tab, and the “After 4 [ — L S e
guotation” sub-tab. - AA Sparepant | INOK 7134085
=24 L] O+ing
/54 A A Sparepat | : NOK : 134026
If you see a Hin front of an orderline, it means that there is a
comment from the supplier. You can read or edit the comment by selecting “= Edit Supplier
comment” from the horizontal toolbar.
12 split order BAM-20110005 =0[E=R ===
= Fle  View
... Split an order /ot oves P2 Corps s | 3 Gose
. . . BAM-2011.0005/1 || A A Sparepart |
Itis pOSSIbIe to Spllt an Order. It can be No. ~|Qly. |UOM | Name | AA Sparepart || A A Sparepart || Mo. ~ |Gy, |UOM | Name
1 8 Base valve cover 280000 800.00
because the items should be on different : o i
. . 4 2 Oin 24000
accounts, or maybe the supplier has high s s g«ns o0
prices on some items, and lower prices on suom 3o . . ,
other items. TCEE
No. »|Qy |UOM | Name
[Purchasing]-[Overview], double click on the
order to open the detail window.
T — '
CIle on. 0 x Cancel 3—) . Closs Current selection price 0.00| NOK Lowest possible price 3440.00) NOK

Use “Drag-and-drop” of order lines to assign the different order lines to the different suppliers.

When you click on “Split order”, the original order is seperated into two new orders, with a new
suffix to the ordernumber (BAM-2011.005/1 and BAM-2011.005/2). Continue with the order

processing as usual.



... Change status to a previous status

Sometimes you need to change the status to an T
£ BAM-2011.0005/2 Received by agent P
S earlier status in the order flow, either because you
S New [ O o J A
e made a mistake, or you have forgotten some
X e "Z information on fields that are locked for editing in a
Date: Change status

later status.

[

[Purchasing]-[Overview]. Double click on the order to open the detail
window, and select “Status” from the File menu. You must type in a reason for why you have
changed the status.

... Toggle the “OnHold” status

“On hold” is a status used for those requisitions where you want to have them inactive/passive until
it is time to buy them. An example can be in situations where the budget for this year is overspent,
and you want to wait until the next budget year to purchase the items in the order.

[Purchasing]-[Overview], select the order, and click on ©. The requisition changes status to “On
hold”, and is moved into the “On Hold” category in the “overview” window.

When you want to reset the “On hold” status and activate the order again, select the “On Hold”
category, and click on © again. The requisition is then activated again with the same status as it was
before it was put “on hold”.

... Change delivery address
[Purchasing]-[Overview], select the order

|Supplier5 ISeIeded supplier| Delivery |Invoice |

If you have a default delivery address™, the Deiveyname:  [DHL
. . . . Delivery address: Kanalveien 147 B "
address is automatically filled in. If you have to 5000 BERGEN

change it, open the order, and select the
“Delivery” sub tab, and click on [-

... Connect a PO to a docking

[Purchasing]-[Overview], select the order and double click on  [Budge: | Budget detais [ Remarcs [Fistory | Docking [Cam|

it to open the details window Docking: [=]
[-]

Docking item:

In the “Order head” tab, select the “Docking” sub tab. Docking comment:

Select “Docking” and “Docking item” from the

7 Docking - Tug Theodore

. = T I —
drop down lists. - -] i =
— L E-WREN =1,
. . . . ) Search (] |[/Genera [ Atachments | Orders | sty | Cost | Pce deais | nquiy | Everts
The PO will now be available in the docking e e T =
Cre) - -@:55F\M::§::§5 ﬂ
module e 1 LARIC F 3]
|2 Tug Theodore BAM 00 0 0

[Docking]-[Docking], select the “Orders” tab in the riéht pane.

> This is setup in [Fleet]-[Units], Select the address in “Default delivery” on the “General” tab.



... Connect a claim to a PO
[Purchasing]-[Overview], select the order and double click
on it to open the details window

In the “Order head” tab, select the “Claim” sub tab.

Click on E] and select the claim you want to connect it

t054

@4 Select Claim
New Caim | €3 [©] | [] Report

BlE

oo =s

mEEs 0 -

| ClaimNa | Description | Status

C//2010-1

| Unit
Tug Theodore

The PO will now be connected to the claim

[Inventory]-[Claims]. Double click on the claim to open the details

window and select the “Orders” tab

| Budget | Budget details | Remarics | History | Docking |{Claim’|

Claim no:
Name:

Status:

[ [

E_E [, Save and Close | b | % toprove o Fiished | [7] Repon H Close

General | Events | Fies | Orders

File

Y |

= Tug Theodore

ARk dF Tedk 41 X ar 4
BaM (110 0!0i0i0i0i0!0

EEEETEE

You can visually see if an order is connected to a claim in the

overview window.

... Add a Non Conformance (NCR) to the order

[Purchase]-[Overview]. Open the order you want to
connect to the NCR. Click on “Create non-conformance”

m x Cancel w .I.- a Close
( Create non-conformance h )

The “New Non Conformance” window opens where you
can handle the NCR further.

... Enter a new budget
[Purchasing]-[Budget]. Click on ”@New”

Select the year you want to add, and tick if you want to include

disabled accounts and cost codes

Click on .ﬂ, and start typing in the amount in the “Budget”

column. *®

54 . . .
You can also add a new claim from this window.

Message | Status -« | Order No |
Finished &) BAM-2011.0002
Finished & BAM-2010/1000
= @4 Finished (€ BAM-2011.0001
Finished € BAM-2010.0034
2 New Non Conformance =N o |
Fie
EB Saveand Ciose | (5 | | cosehc |G &) B Qose
Generel |Hitory [ Fies
Created 07.02.2011 Order no: BAM-2010.0010
Name: A A Sparspart | Consequence
Status: [ Non conformance
Deadine [~]
Type: Supplier
Description
Select budget year
Budget for Unit Tug Theodore
Year: 2011 =
MNumber of perods: 3
[ Include disabled accounts
0K | [ Cancel

> See TM Master v2 user manual for further information about dealing with NCR.
*®f you have used anything from the budget not included in orders from TM Procurement, you can enter the

amount in “Used”




. Mass update the budget
If you have a montly budget, you
then usually have the same amount
for each period, or you may have the
same amount for several budget
enteries. It can then be timesaving to
mass update the budget instead of
having to type in every budget entry.

E Budget Lokomotivet Thomas

XDt 5 o Bee | Duutaanl -a

Delete all

| Period | AccountName | AccountNo | CostCode | SuggestedBudget | Budget | Used
E] mmsmup Deck consumables @00 0.00 @on)
P ————— Working gearan... 4314 % Do o
Lokomotivet Tho... 1 Engine consuma... 4312 i
- Lokomotivet Tho._. 1 Provisions 4360 [, Pint Preview
T ©00) i cocn o
Lokomotivet Tho... 1 General huland .. 4202
- Lokomotivet Tho... 1 Dockingcost 4201 Copy cortert to cipboard
Lokomotivet Tho... 1 Pt docking 4260 Rese Grd Columns
e T —— ©00) B .
- Lokomotivet Tho... 1 Service engineers 4120
Lokomotivet Tha... 1 Classfication, aut... 4110 [ comycelvabe | Edit D
Pastecellvalee [0} @on)

(=) AccountGroup: FO system

Click on the .ﬂ and type in the budget value in the entry you want to copy from..

Select the entries you want to update with the cell value, right click on the high lighted area and

select “Edit” — Paste cell value”

Click “Yes” to confirm that you want to copy the cell value. The values are updated in the budget

L Budgel Lokomotivet Thomas

PR LRy ¥ e

- Tﬁ Delete al

| Period | AccourtMo | CostCode | Sugg | Budget | Used
= Aamumsmup Deck consumables. (©.00) (100 000.00) ©.00)
- Lokomotivet Tho... 1 Working gearan... 4914 100 00D.00
Lokomotivet Tho Engine consuma... 4912

TmUiTools

[
L -

Are you sure you want to copy the value "100 000,00" to column

"Budget” for the selected items?

|-=2

L —— Frovisions
3 AccountGroup: DockingAvard costs (©.00) Delete Cut+D
Lokomotivet Tho 1 Genersl hull snd 4202 &,/ Pt Preview
- Lokomtivet Tho... 1 Docking cost 4201
Lokomotivet Tho... 1 Pairt,docking 426D sl Tt
=) AccouniGroup: Extemal technical consultants .00 Copy content to clipboard
- Lokomotivet Tho... 1 Service engineers 4120 e
Lokomotivet Tho 1 Clsssication, sut 4110
=1 AccountGroup: FO system 000 oo e
- Lokomotivet Tho_ 1 Lub ol systems 4710 Copy cell valus Edt v
Lokomtivet Tho... 1 Freshwaterand ... 4720 5
e LS - -
) AccountGroup Deck consumables 000 (300 000,00}
- Lokomotivet Tha 1 Workdng gearan_ 4914 100 000,00
Lokometivet Tha... 1 Engine consuma... 4912 100 000.00
- Lokometivet Tho... 1 Provisions 4960 100 000.00

... Rectify an order that has been withdrawn from wrong account
Open the order and untick “Paid”. Click “Yes” to confirm that you want to set the order as not paid.

The “Set order paid” function is activated again.

Click on the “Paid” button and select the correct account/sum, and next the correct cost code and

budget period for the order.



... Resend an order to DSV

Invoice details
Paid amount 0.00) EUR

Sent to DSV

| Pre quotation | After quotation| On order |

Open the purchase order and select the “Order lines” tab, and the “On Order” sub tab. Remove the
tick to the left of “Sent to DSV”, and the purchase order will be sent to DSV in the next replication
loop.



