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Footprint Customer Portal

The Footprint Customer Portal provides advanced access to information about your
inventory, as well as an interface for submitting orders. The Footprint Customer Portal is
accessible from anywhere with internet access.
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Orders Guide

Sections

e Overview

e Orders hub

» Shipping Order
» Receiving Order

Overview

From the Orders hub, users can create and manage orders and contacts. Shipping
Orders specify which materials are being sent out, where they're being sent, and how
they're getting to their destination. Receiving Orders bring materials into the warehouse
through shipments.

The Orders hub on the Footprint Portal predominantly focuses on the creation,
submission, and monitoring of orders.

Orders Hub

The Orders hub allows you to create and perform limited management of your Shipping
and Receiving orders. All active orders you have access to are listed, defaulting to the
most recent orders at the top.
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Icons along the top of the Order hub allows users to create new Shipping and
Receiving orders. For more details, please jump to our Create an Outbound Order
section below. Users can also Manage Contacts and Import orders from the Orders
hub.

Search and filter options are available to quickly locate orders for review and
management. Users can filter by Owner, Project, Material, Warehouse, Status,
Reference, and Create Date ranges.

Orders hub tabs

The order tabs are divided between Shipping orders and Receiving orders. Each tab
on the Order Hub displays its own set of information and options for managing related
data. Expand the sections below for more details about each tab.

Shipping orders

The Shipping orders tab lists all outbound orders, with the most recent at the top. The
view can be switched between Shipping orders and Tracking numbers.

Shipping orders Receiving orders
Viewing: Shipping orders - 4 itemd

7 Update  C Refresh ® Cancel W Delete = & Bxport :]

(] Oer Vendorreference Qunerreference  Ststus sate Ondercass Proet  Totslims Crstes Requested devery Sippeacate Warchouse carer Tl

8241 VREF-082725 OREF0082725  Created Created so SPatiic 5 8/27/2025, 236 PM  8/27/2025, 12:00 AM ara-Demo Warehouse  Bay Carriers NextDay

8238 VREF-082525 REF00250825  Created Created so SPatiic 25 8/25/2025, 206 PM  8/29/2025, 12:00 PM ra-Demo Warehouse  FedEx FedEx Ground

8017 Processing  Readyto cancel SO SPatric  0of 115 5/29/2025, 209 PM

e Ly g
@

7752 REF000001 POD403250001  Processing  Readyto cancel SO SPatric  0of 15 4/3/2025, 1027 AM

Shipping order information

Order: The lookup number for the order.

Vendor reference: The reference number given to the vendor for the vendor's
reference.

Owner reference: The reference number given to the order for the owner's
reference.

Status: The current status of the order.

State: The current state of the order.

Order class: The order class the order has been assigned to.

Project: The name of the project associated with the order.

Total items: The number of items picked out of the total items expected.

Created: The date and time the order was created.

Requested delivery: The date the delivery was requested by, if specified in the
order's creation.
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Shipped date: The date the order was shipped.
Warehouse: The warehouse where the order was created.
Carrier: The carrier for the order.

Tracking: The tracking ID for the order.

Ship to: The ship to contact for the order.

Notes: Any notes for the order.

Shipping orders tab toolbar

The Orders tab toolbar provides options to manage selected Shipping orders, such as
Cancel, Delete, Add Attachments, and more.

Shipping orders Receiving orders

Viewing: Shipping orders -

¢ Updste (3 Refresh ) Cancel T Delete = 7 @& Export
Update: The Update button opens a window to input the Expected date,
Tracking number, Carrier, and Carrier service of the selected order.
Refresh: The Refresh option refreshes the grid of orders.
Cancel: The Cancel option stops selected order once it's been started.
Delete: The Delete icon removes selected order from the system entirely.
Print: The Print icon opens a drop-down list of all files available for the

selected order that can be opened and printed. If only one relevant
printable exists, it will open automatically when clicking the icon.

Attachments: The Attachments paperclip icon opens the Attachments window for
the selected Order.

Export List: The Export option exports the details of the Order in an Excel file
(where available).

Receiving orders
The Receiving orders tab lists all inbound orders, with the most recent at the top.
Shipping orders  Receiving orders 6 items

O] Onmer encorrsteence  Ouwnerrsference Sstus Ontercsss proet Tt tems Crestes Boectea

77 Update 7 Refresh

8255 Created SPatric 50 8/28/2025, 328 PM ‘Sara-Demo Warehouse

8252 Created Spatric 360 8/28/2025, 3:08 PM Sara-Demo Warehouse

8250 Created Spatric 360 8/28/2025, 3:07 PM Sara-Demo Warehouse

838383

8239 VCREF-082625 CREF-082625  Wait spatric 8/26/2025,5:12PM  8/30/2025,1200 AM  Sara-Demo Warehouse  FedEx
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Receiving order information

Order:

Vendor reference:

Owner reference:

The lookup number for the order.
The reference number given to the vendor for the vendor's
reference.

The reference number given to the order for the owner's
reference.

Status: The current status of the order.

Order class: The order class the order has been assigned to.

Project: The name of the project associated with the order.

Total items: The number of items picked out of the total items expected.

Created: The date and time the order was created.

Expected: The date the delivery is expected by, if specified in the order's
creation.

Warehouse: The warehouse where the order was created.

Carrier: The carrier for the order.

Ship from: The ship to contact for the order.

Notes: Any notes for the order.

Receiving orders tab toolbar

The Orders tab toolbar provides options to manage selected Shipping orders, such as

Cancel, Delete, Add Attachments, and more.

Shipping orders Receiving orders

7 Refrash %) Cancel T Delete Z @1 Export

Update: The Update button opens a window to input the Expected date,
Carrier, and Reference number of the selected order.

Refresh: The Refresh option refreshes the grid of orders.

Cancel: The Cancel option stops the selected order once it's been started.

Delete: The Delete icon removes the selected order from the system entirely.

Attachments: The Attachments paperclip icon opens the Attachments window for
the selected order.

The Export option exports the details of the Order in an Excel file
(where available).

Export List:
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~+ Create shipping order

Orders hub

+ Create receiving order

3 Import orders

£ Manage ship to contacts

Your landing page to view receiving and shipping orders across your projects and assigned

2 Manage ship from contacts

Received orders today

Picked orders today

warehouses.
Filters ~
Ouner Project
SPatric v SPatric X o~
uses s
Sara-Demo Warehouse v Created, Processing, Wait X~
Vendor/Onner reference
Crestea from
®
Shipping orders  Receiving orders
Viewing: Shipping orders - 4items
7 v G e : 5 ¢ pown ET—)
[0  Order Vendor reference  Owner referer Status. Stote Onderciass Project  Tota Requested de Snipped date  Warehouse Track
8241 VREF-082725  OREF0082725 Created Created SO SPatric 5 8/27/2025, 236 PM  8/27/2025, 12:00 AM Sara-Demo Warehouse  Bay Carriers NextDay
8238 WREF-082525  REF00250825  Crested Created so spatric 25 8/25/2025, 206 PM  8/29/2025, 12:00 PM Sara-Demo Warehouse  FedEx FedEx Ground

Shipping order

The Shipping order can be opened for further review and management by clicking the
Order number.
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The shipping order's basic information will be displayed, including the Ordernumber,
Order Class, Project, Warehouse, Order Status, and Order State. The Details
section can be opened for more information about the Order.

Icons along the top of the shipping order provide options to manage the order. For
more details, please visit the Shipping order toolbar section below.

Shipping order details

Orders Hub > Owtbound Order 8238

Appointment () Cancel T Delete £ @ [0 T

Order header

S0 8238 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Created

Ship to contact

loe Smith, 5560 North St., Tampa, FL, 33647, United States

Order The short name of the Order class assigned to the order, the system-

header: generated Order lookup, followed by the Project associated with the order
and the warehouse to order will arrive at.

Order The current status of the order in the outbound handling process.

state:

Ship This is the address associated with the order. Only visible when a Contact

from has been added or selected.
contact:
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Details -~
Owner reference ‘Vendor reference

REFOD250825 VREF-082525
Expected date Container identifier

08/29/2025, 12:00 PM X
Carrier Service

FedEx KW FedEx Ground X oW
MNotes ~

Additional notification needed after leaving warehouse.

Owner The reference number given to the Order for the Owner's

reference: reference.

Vendor The reference number given to the vendor for the Vendor's

reference: reference.

Expected date: The date the delivery is expected by, if specified in the order's
creation.

Container The Container ID specified for the order.

identifier:

Carrier: The Carrier specified for the order. (Can only select those
Carriers assigned to the Owner)

Service: The Service specified for the order.

Notes: Any Notes for the order.

Shipping order toolbar

The Shipping order toolbar provides functions needed to manage the shipping order.
Icons in the toolbar vary depending upon the Status of the order.




Orders Hub > Outbound Order 8262

(*) Submit order Appointment W Delete £ @ (O B

Submit order: The button to Submit an order in Wait status to Footprint WMS for
further processing.

Appointment: The Appointment button opens the Dock Appointment window for

creation.
Cancel: The Cancel button stops the order once it's been started.
Delete: The Delete button deletes the Order.

Attachments: The Attachments paperclip button opens the Attachments window for
the selected order.

Print: The Print icon opens a drop-down list of all files available for the order
that can be opened and printed. If only one relevant printable exists, it
will open automatically when clicking the icon.

Discussions: The speech bubble button will open the Discussions flyout to add and
review comments.

Options... The Shipping order ... dropdown button opens to provides the ability to

Dropdown: review the history of auto-emailed reports and associate a Ship to
address to the order.

Shipping order tabs

The Shipping order's Shipping lines, Contacts, Instructions, Picked, and Activity are
listed in the tabs along the bottom. Each tab on the Shipping order displays its own set
of information and options for managing that information. Expand the sections below
for more details about each tab.

Shipping lines

The Shipping lines tab displays the associated order lines, along with options to Add
and Delete lines depending on the state of the order.

Shipping lines | Contacts Instructions 3 items

a |+ H Status H Material * : Packaging * H Quantity * H Available H Lot H Vendor lot : Licenseplate H Serial number H Line notes
1 Created SPATO3-LOT EA 5 Packaging: 50B...
2 Created SPATO1-LOT EA 25 Packaging: 75 B...

3 Created SPATO3-LOT Box 3 Packaging: 33 B...
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Shipping line information

#:

Status:
Material:
Packaging:
Picked:
Available:
Lot:
Vendor lot:

License plate:
Serial number:

Line notes:

Contacts

The Shipping line number.

The Status of the shipping line.

The material in the shipping line.

The Packaging UOM of the material in the shipping line.
The quantity picked out of the total quantity for the shipping line.
The quantity of material available for the shipping line.

The Lot assigned to the material in the shipping line.

The Vendor Lot assigned to the material in the shipping line.
The License Plate ID for the shipping line.

The serial number of the material in the shipping line.

Any notes for the shipping line.

The Contacts tab displays the Order's Contacts, along with options to Add or Delete

Contacts.

Shipping lines Instructions 1 item

W Delete

0O e

Shipping

@ Addrow

Bob Bobson Bobbit Lane Bob Town T 2034965 United States

Contacts information

Type:

First Name:
Last Name:
Line 1:
Line 2:
City:

State:

Postal Code:

Country:
Attention of:
Phone:
Email:
Notes:

The Type of contact for the order.

The first name of the contact.

The last name of the contact.

The contact's address line 1.

The contact's address line 2.

The city of the contact's address.

The state of the contact's address.

The postal code of the contact's address.
The country of the contact's address.
The 'Attention of' for the contact, when applicable.
The phone number of the contact.

The email address of the contact.

Any notes for the contact.



datex

Instructions

The Instructions tab displays the order's Instructions for the warehouse regarding
certain parts of the process, along with options to Add and Delete Instructions.

Shipping lines  Contacts 1 item
7 Dette
[0 weer  mstuctons*

Pack  Updated promotional paper to be added

spatric
@ Addrow

Instructions Information

Type: The Type of instruction.

Instructions: The instructions themselves.

URL: The instructions URL.

Enabled: Indicates whether or not the instruction is enabled.
Created By: The logged in user who created the instruction.
Created On: The date the instruction was created.

Modified By: The logged in user who modified the instruction.
Modified On: The date the instruction was modified.

Picked

The Picked tab displays information on completed pick tasks for the shipping order.

Shipping lines  Contacts Instructions Activity 1 item

Picked information

Line #: The Order Line Number for the Pick Task.

Material: The material in the Pick Task.

Lot: The lot assigned to the material in the task.

Vendor Lot: The Vendor Lot assigned to the material in the task.
Pallet: The pallet to which the materials are moved for shipping.

Total expected: The expected quantity of the material and UOM to be picked for the
Pick Task.



datex

Actual: The quantity of material and UOM actually picked for the task.

Activity

The Activity tab displays the order's task history in the warehouse, including details
such as material, user, completed date and more.

Shipping lines Contacts Instructions Picked 1 item

Activity Information

ID: A system-generated field containing the system's unique ID for this
particular Activity.

Warehouse: A system-generated field containing the warehouse where the
Activity for the order took place.

Operation The Activity's Operation code identifying what kind of activity this is.

code:

Status: The status of the Activity.

Material: The LookUp Code of the material in the Activity.

Lot: The lot assigned to the material in the Activity.

Serial number: The serial number of the material in the Activity, when applicable.

Actual: The actual amount and UOM of the material for the Activity.

Actual target  The actual pallet inventory ended on for the Activity.

pallet:

Expected: The expected amount and UOM of the material for the Activity.

Created date: The date and time the Activity was created.

Completed The date and time the Activity was completed.

date:

Notes: Any notes added to the Activity when it was performed.




Orders Hub > Outbound Order 8238

1319 @ 08/30/2025, 2:00 PM @ cancel 1] Delete 2 & D

Grder heack ) .
e esesn Total amount Total picked Total gross picked
SO 8238 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Ready to pick (Wave 2560 released) ! 5
Ship to contact

Joe Smith, 5560 North St., Tampa, FL, 33647, United States

X Clear
Details ~
Notes ~

Additional notification needed after leaving warehouse.

Shipping lines  Contacts Instructions  Activity

1item
a |= i status E Material 3 Packaging * H Picked * Available H Lot i | vendoriot i | Lcensepiate i | serial number Line notes
1 Working SPATO1-LOT EA 0/25 Packaging: 75 B...

Receiving order

The Receiving order can be opened for further review and management by clicking the
Order number.



datex

The Receiving order's basic information will be displayed, including the Order number,
Order class, Project, Warehouse, and Order status. The Details section can be
opened for more information about the order.

Icons along the top of the receiving order provide options to manage the order. For
more details, please visit the Receiving order toolbar section below.

Receiving order details

Orders Hub > Receiving Order 8209

Appointment ® cancel T Delete 2 9@~ 0O -

Crder header

PC 8209 for Project SPatric Warehouse Sara-Demo Warehouse
Order state

Created

Ship from contact

Larry Mater, 1256 North Ave., Santa Fe, NM, 55665, United States

Order The short name of the Order Class assigned to the order, the system-

header: generated Order Lookup, followed by the Project associated with the order
and the Warehouse to order will arrive at.

Order The current status of the order dependent on where in the inbound handling

state:  process the order is at.

Ship This is the address associated with the order. Only visible when a Contact

from has been added or selected.

contact:
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Details .
Cwner reference Vendor reference

COREF082225 VREF032925
Expected date Carrier

08/29/2025, 12:00 AM " FedEx Freight X v
Trailer number Seal number

IL034401 900921333
Motes o~

Please verify additional documentation is with shipment paperwork.

Owner The Reference Number given to the Order for the Owner's

reference: Reference.

Vendor The Reference Number given to the Vendor for the Vendor's

reference: Reference.

Expected date: The Date the Delivery is Expected by, if specified in the Order's
creation.

Carrier: The Carrier specified for the Order.

Trailer number: The Trailer Number for the Order.
Seal number: The Seal Number for the Order.
Notes: Any Notes for the Order.

Receiving order toolbar

The receiving order toolbar provides functions needed to manage the receiving order.
Icons in the toolbar vary depending upon the status of the order.

Orders Hub > Receiving Order 8239

{~) Submit order Appointment W Delete £ o~ [0 v

Submit order: The button to Submit the order in Wait status to the warehouse for
further processing.

Appointment: The Appointment button opens the Dock Appointment window for
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creation.
Cancel: The Cancel button stops the order once it's been started.
Delete: The Delete button deletes the order.

Attachments: The Attachments paperclip button opens the Attachments window for
the selected order.

Print: The Print icon opens a drop-down list of all files available for the order
that can be opened and printed. If only one relevant printable exists, it
will open automatically when clicking the icon.

Discussions: The speech bubble button will open the Discussions flyout to add and
review comments.

Options... The Shipping order ... dropdown button opens to provides the ability to

Dropdown: review the history of auto-emailed reports, and associate a Ship to
address to the order.

Receiving orders tabs

The receiving order's Receiving lines, Contacts, Received, and Activity are listed in
the tabs along the bottom. Each tab on the receiving order displays its own set of
information and options for managing that information. Expand the sections below for
more details about each tab.

Receiving lines

The Receiving lines tab displays the order's order lines, along with options to Add and
Delete lines depending on the state of the order.

Receiving lines| Contacts Received Activity 1 item
[ Delete <@ Import g1 Export
D Error * Status Material * Packaging * Expected * Lot Vendor lot Line notes

1 Working SPAT03-LOT Box 50 of 50 04032025 05032025

@ Addrow

Shipping line information

#: The Receiving Line Number.

Status: The Status of the receiving line.

Material: The Material in the receiving line.

Packaging: The Packaging UOM of the material in the receiving line.
Expected: The quantity picked out of the total expected quantity for the

receiving line.



Cancel.htm
Delete.htm
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Lot:
Vendor lot:
Line notes:

Contacts
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The Lot assigned to the material in the shipping line.
The Vendor Lot assigned to the material in the shipping line.
Any notes for the shipping line.

The Contacts tab displays the Order's Contacts, along with options to Add or Delete

Receiving lines |Contacts | Received Activity 1 item
D Type ™ Last name Line1* Line2 City State Postal code Country Attention of Phone Emai Notes
Shipping Larry Mater 1256 North Ave. Santa Fe NM 55665 United States
@ add row

Contacts information

Type:

First Name:
Last Name:
Line 1:

Line 2:
City:

State:

Postal Code:

Country:
Attention of:
Phone:
Email:
Notes:

Received

The Type of contact for the order.

The first name of the contact.

The last name of the contact.

The contact's address line 1.

The contact's address line 2.

The city of the contact's address.

The state of the contact's address.

The postal code of the contact's address.
The country of the contact's address.
The 'Attention of' for the contact, when applicable.
The phone number of the contact.

The email address of the contact.

Any notes for the contact.

The Received tab displays information on completed receiving tasks for the order.

Receiving lines Contacts Activity 1 item

SPATO3-LOT 04032025 05032025

Lot Vendor Lot Pallet Expected Actual

LPSP082825 001 50 Box 50 Box
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Received information

Line #: The Order Line Number for the Receive task.

Material: The Material in the Receive task.

Lot: The lot assigned to the material in the task.

Vendor Lot: The Vendor Lot assigned to the material in the task.

Pallet: The pallet to which the materials are received to.

Expected: The expected quantity of the material and UOM to be expected for
the Receive task.

Actual: The quantity of material and UOM actually received for the task.

Activity

The Activity tab displays the order's task history in the warehouse, including details
such as material, user, completed date and more.

Receiving lines Contacts Received 1 item

Operation code ~ Status Material Lot Serial number  Expected  Actusl  Created date Completed date Actual source palet A

981061  Sara-Deme Warehouse  Receiving Completed  SPAT03-LOT 04032025 50Box 50Box , 915 PM , 915 PM LI 001 |

Activity Information

ID: A system-generated field containing the system's unique ID for this
particular Activity.

Warehouse: A system-generated field containing the warehouse where the
Activity for the order took place.

Operation The Activity's Operation Code identifying what kind of activity this is.

Code:

Status: The status of the Activity.

Material: The LookUp Code of the material in the Activity.

Lot: The lot assigned to the material in the Activity.

Serial number: The serial number of the material in the Activity, when applicable.

Expected: The expected amount and UOM of the material for the Activity.

Actual: The actual amount and UOM of the material for the Activity.

Created date: The date and time the Activity was created.

Completed The date and time the Activity was completed.

date:

Actual source The actual pallet inventory began on for the Activity.
pallet:




Actual target
pallet:
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The actual pallet inventory ended on for the Activity.

Notes: Any notes added to the Activity when it was performed.

Orders Hub > Receiving Order 8209

Appointment ® Cancel ? O~

Order header
PO 8209 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Ready to complete

Ship from contact

Larry Mater, 1256 North Ave., Santa Fe, NM, 55665, United States
X clear
Details

Notes

Please verify additional documentation is with shipment paperwork.

Receiving lines Contacts Received Activity

€3 Import g1 Export

0 e s saus Materii =

1 Working SPATO3-LOT

Total amount Total received Total gross received

5O g 750 g 408

1 item
Expectes Lot Vendor ot Line notes

50 of 50 04032025 05032025
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Create and submit a
Receiving order

Receiving orders, or Purchase orders, are the beginning of the process to get inventory
into the Warehouse. The Receiving Order specifies what, how much, where it's coming
from, and how you are going to get it. Once created, the Order must be submitted for the
Warehouse to see it. Limited management can be handled from the Orders Hub. Orders

can also be imported.

Create a new Receiving order

1. From the Orders Hub, click the option to + Create receiving order.

- create shipping order ) Import orders  £32 Manage ship to contacts  £32 Manage ship from contacts
[B oOrders Dashboard

Orders hub

© Inventory Your landing page to view receiving and shipping orders across your projects and assigned warehouses.

Filters

Invoices

i Materials

% Transactions



Import.htm
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The Owner, Project and Warehouse will populate automatically, however they can be
updated if other options are available. The Order class defaults to a set value and
cannot be changed.

2. (Optional): Input an Owner reference .

3. Click Save to proceed with the selected options and open the new order.

Orders Hub > Create Receiving Order

~
Owner * Project *
SPatric Kow SPatric N
Warehouse * Order class *
Sara-Demo Warehouse X v PO
N 7

Owner reference

OREF082225
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4. (Optional): Enter additional information on shipping, carriers, and vendor under the
Details section that can be opened by clicking the down pointing arrow.

Receiving order details

Orders Hub > Receiving Order 8209

Appointment ® cancel T Delete @~ D .

Order header

PC 8209 for Project SPatric Warehouse Sara-Demo Warehouse
Order state

Created

Ship from contact

Larry Mater, 1256 North Ave., Santa Fe, NM, 55665, United States

Order The short name of the Order Class assigned to the order, the system-
header: generated Order Lookup, followed by the Project associated with the order
and the Warehouse to order will arrive at.

Order The current status of the order dependent on where in the inbound handling
state:  process the order is at.

Ship This is the address associated with the order. Only visible when a Contact
from has been added or selected.

contact:
Details ~
Cwner reference endor reference
OREF082225 VREFD82925
Expected date Carrier
08/29/2025, 12:00 AM . FedEx Freight X v
Trailer number Seal number
IL034401 900921333
Notes -~

Please verify additional documentation is with shipment paperwork.
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Owner The Reference Number given to the Order for the Owner's

reference: Reference.

Vendor The Reference Number given to the Vendor for the Vendor's

reference: Reference.

Expected date: The Date the Delivery is Expected by, if specified in the Order's
creation.

Carrier: The Carrier specified for the Order.

Trailer number: The Trailer Number for the Order.
Seal number: The Seal Number for the Order.
Notes: Any Notes for the Order.

5. Click the green + Add Row option at the bottom of the Receiving lines tab to begin
specifying the incoming inventory.

6. Select a Material from the list available to the Project.
7. Select the correct Packaging and enter the required Quantity.
8. Click the green checkmark at the end of the row.

Repeat steps 5-8 to add more order Lines.

Hub > Receiving Order 8209

Notes

Receiving lines  Contacts  Activity 0 items

& Import &) Export Q)

O eror ¢ Sots  Materal® Packaging * Quanttyt Lot Vendor ot Line notes
.
T T B O | T 3 |
.




9. (Optional): Click the Contacts tab to add one-off address types.

OrdersHub > Receiving Order 8209

© submitorder & Appointment W Delete 2 @~ O

Ordernesa
e e Total amount
PO 8209 for Project SPatric Warehouse Sara-Demo Warehouse

Order state
Wait

Details v

Notes -~

Please verify additional documentation is with shipment paperwork.

Receiving lines  Contacts  Activity 0 items

1 peee
[ Fistrame Lstrame  Lnet*  Une2  Ciy  Sate  Poscode  Coumby  Attentionof Phore  Emal  Nok

-Shlppmg I =N | = = | | B8 B Issses | E=H | | | I |

No results found

10. (Optional): If you have any addresses stored in your contact book, you can select
one by using the Ship from contact book button under the additional options menu.

Orders Hub > Receiving Order 8209

(%) Submit order Appointment T Delete ? o 0O o

8 email requests

Order head
e e E3 Ship from contact book
PO 8209 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Wait

11. (Optional): Use the Order toolbar options to Add a Dock Appointment, Add
attachments, or use the Discussion tool to leave a comment for the warehouse when
the order is submitted.

Orders Hub > Receiving Order 8209

() Submit order Appointment W Delete 72 H=1

Yy I
& ~
E Order header
PC 8209 for Project SPatric Warehouse Sara-Demo Warehouse
D
Order state
b Wait
Details A4

]
L=
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12. Finally, when the order is ready and you want to send it to the warehouse's
Footprint WMS to manage, click the Submit order button.

(Note

The Footprint WMS can't see the order until it is submitted and in
Created status.

Orders Hub » Receiving Order 8209

() submit order Appointment T Delete 2 o~ [0 -

Order header

PO 8209 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Wait

12. In the confirmation pop-up, click Yes.

Submit order

Are you sure you want to submit the following order 8209 to the
warehouse?

e -

Now that you've created and submitted the order it will be visible to the warehouse's
Footprint WMS to begin managing. You can find it in Created status on the Receiving
orders tab of the Orders hub and the Orders Dashboard.
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Create and submit a
shipping order

Shipping orders identify outgoing inventory. Once created, the order can be managed
from the Orders hub. Shipping orders can also be imported.

Create a new Shipping Order

1. From the Orders hub, click the option to + Create shipping order.

— Orders Hub
- Create shipping order | - Create receiving order  £3) Importorders  £5% Manage ship to contacts  £32 Manage ship from contacts
[H orders Dashboard

Orders hub

@ inventory Your landing page to view receiving and shipping orders across your projects and assigned warehouses.

Filters A

Invaices

T Materials

% Transactions
Shipping orders  Receiving orders
Viewing: Shipping orders -
/ Update () Refresh ® Cancel T Delete @ ¢ & Export
D Order Vendor reference  Owner reference  Status State Order class  Project

2056 ref Processing  Pending manual allocations (has 1 manual allocations) SO TemplateOvmer
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The Owner, Project and Warehouse will populate automatically, however they can be
updated if other options are available. The Order class defaults to a set value and
cannot be changed.

2. (Optional): Input a reference number for the Order.

3. Click Save to proceed with the selected options and open the new order.

Orders Hub > Create Shipping Order

Owner * Project *

SPatric X v SPatric K W
Warehouse * Order class =
Sara-Demo Warehouse X~ 50

Owner reference

REF00250825
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4. (Optional): Enter additional information on shipping, carriers, and vendor under the
Details section that can be opened by clicking the down pointing arrow.

Shipping order details

Orders Hub  » Ouwtbound Order 8238

Appointment (*) Cancel T Delete ¢ @ 0O .

Order header

S0 8238 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Created

Ship to contact

Joe Smith, 5560 North 5t., Tampa, FL, 33647, United States

Order The short name of the Order class assigned to the order, the system-

header: generated Order lookup, followed by the Project associated with the order
and the warehouse to order will arrive at.

Order The current status of the order in the outbound handling process.

state:

Ship This is the address associated with the order. Only visible when a Contact

from has been added or selected.

contact:
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Details -~
Owner reference ‘Vendor reference

REFOD250825 VREF-082525
Expected date Container identifier

08/29/2025, 12:00 PM X
Carrier Service

FedEx KW FedEx Ground X oW
MNotes ~

Additional notification needed after leaving warehouse.

Owner The reference number given to the Order for the Owner's

reference: reference.

Vendor The reference number given to the vendor for the Vendor's

reference: reference.

Expected date: The date the delivery is expected by, if specified in the order's
creation.

Container The Container ID specified for the order.

identifier:

Carrier: The Carrier specified for the order. (Can only select those
Carriers assigned to the Owner)

Service: The Service specified for the order.

Notes: Any Notes for the order.

5. Click the green + Add Row option at the bottom of the Lines tab to begin specifying
the inventory to be shipped out.
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6. Select a Material from the list available to the Project.

7. Select the correct Packaging and enter the required Quantity.

(Note

If a Lot is not selected for a Line, the default is the Material 's Allocation
Strategy.

8. Click the checkmark at the end of the row.

Repeat steps 5-8 to add more order Lines.

Shipping lines | Contacts Instructions 0 items

I
2

9. (Optional): Click the Contacts tab to add contacts and/or the Instructions tab to add
Instructions.

Shipping lines  Contacts  Instructions 0 items

W Delete Q

nstructons w
~ [ inciuge updated info ins... J§ @ - [

&=
=)
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10. (Optional): Use the Order toolbar options to Add a Dock Appointment, Add
attachments, or use the Discussion tool to leave a comment for the warehouse when
the order is submitted.

=gl Outbound orders hub > Outbound order 488567
@ [Fc Schedule appcl’ntmeml ® Cancel "j_‘f Delete [ 2 @ @ - ] [ o l

P . Header v
Bob's Aluminum - Bob’s Aluminum in status Created
@
1] . . .
Shipping details v
@ 13
Notes v
g—u »
@ 1]
= Lines Contacts
»
-+ Add lines by inventory >< Cancel W Delete + Assign shipment
»
#  Status IMaterial * Quantity ®* Packaging*  Available Mon allocatable Lot
=
1 Created ACG0025223 25 EA Packaging: 910 Base: 910 Packaging: 100 Base: 100
M

12. Finally, when the order is ready and you want to send it to the Footprint WMS to
manage, click the Submit order button.

(Note

The warehouse can't see the order until it is submitted and in Created
status.

Orders Hub > Outbound Order 8238

(%) Submit order Appointment I Delete ? @ O v

‘E‘ Order header

SO 8238 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

b Wait

Ship to contact
L §
Jn,

Joe Smith, 5560 North 5t., Tampa, FL, 33647, United States

& X Clear
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12. In the confirmation pop-up, click Yes.

Submit order

Are you sure you want to submit the following order 8238 to the
warehouse?

Now that you've created and submitted the order it will be visible to the warehouse's
Footprint WMS to begin managing. You can find it in Created status on the Shipping
orders tab of the Orders hub and the Orders Dashboard.
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Import Orders

Imported orders will appear alongside other orders in Created status for review and
management purposes.

NPlease Note

¢ Forthe most comprehensive import, we recommend downloading the
latest template file with up-to-date features and fields.

e The import process is intended for creating new records. Enter as
many details as possible when importing, as attempting to update
existing records will result in an error.

 All date values must follow the MM/DD/YYYY format. If the
spreadsheet contains dates, please double-check they are formatted
accordingly before proceeding with the import process.

» Imports are limited to 5000 lines. Please break down larger imports
into files with no more than 5000 lines.

1. From the Orders hub, click the Import orders button.

—_ Orders Hub > Receiving Order 8209

—} Create shipping order - Create receiving urder ¢52 Manage ship to contacts €52 Manage ship from contacts
[H orders Dashboard
= Orders O d h b
raers nu

Your landing page to view receiving and shipping orders across your projects and assigned
warehouses.

[ Inventory
Invoices Filters v
i) Materials

£ Transactions
Shipping orders Receiving orders
& Update ) Refresh ® cancel 1] Delete 2 &) Export
[J oOrder vendorreference Ownerreference  Status Orderclass  Froject  Total ftems  Created Expected

8209 VREF082925 OREF082225  Wait PO SPatric 750 8/18/2025, 2:03 PM  8/29/2025, 12:00 AM
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2. In the Portal Order Import window, click the Export button to download the
template.

Portal Order Import X

< ‘mpm

[0 oOrderiD Linenumoer Erors Type® Vendorreference Ownerreference Werehouse Project™ Materisl® Packsging® Quantity™ Lot Vendorlot Licensepiate Seral number Netweight Gr

0 items

No results found
L] >
® Add row

3. Locate the file named 'ExcelOrderimport_excel_portal_order_import_
gridComponent_export' and double click on it to open it.

!@ ExcelOrderlmport_excel_portal_order_import_gridComponent_export

Uimportant

To avoid errors when importing, do not make changes to the name of any
column. This will cause the automated import process to fail.

4. Column A is required. It is the column to indicate if the order is either Shipping for an
outbound Shipping order or Receiving for an incoming Receiving order.

A B € D E F G H I J

1 [Type VendorReference OwnerReference Warehouse ProjectLookupCode MaterialLookupCode Packaging Quantity LotLookupCode VendorLotLookupCode L
2 |Receiving Sara-Demo Warehouse SPatric SPATO3-LOT EA 50

3 |Receiving Sara-Demo Warehouse SPatric SPATO3-LOT EA 25

4 [Receiving Sara-Demo Warehouse SPatric SPATO1-LOT Case 5

5 |Receiving Sara-Demo Warehouse SPatric SPATO1-LOT EA 35

6
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5. Do not change the values populated in columns D, and E, indicating the Warehouse
and ProjectLookupCode. Only copy them to additional rows as needed. Input
MaterialLookupCode(s) in column F. This is the lookup code for the item being either
received or shipped out. Only one should be input per row.

A B 1z D E E G H | J

1 Type VendorReference OwnerReference [ Warehouse ProjectLookupCode MaterialLookupCode Packaging Quantity LotLookupCode VendorlLotLookupCode L
2 Receiving Sara-Demo Warehouse SPatric SPATO3-LOT 50

3 Receiving Sara-Demo Warehouse SPatric SPATO3-LOT A 25

4 |Receiving Sara-Demo Warehouse SPatric SPATO1-LOT ase 5

5 Receiving Sara-Demo Warehouse SPatric SPATO1-LOT A 35

6

7

8

9

Uimportant

When adding data to the import file, all capitalization, spelling, and spacing--
including spaces at the beginning or end that may not be easily seen, must
match exactly with the Warehouse, ProjectLookupCode, and
MaterialLookupCode values as they appear in the application or an error
will occur when importing.

6. Column G is required. Select the specific type of Packaging for each material.

A B Lz D E F G H | J

1 Type VendorReference OwnerReference Warehouse ProjectLookupCode MaterialLookupCod¢ Packaging }Quantity LotLookupCode VendorlLotLookupCode L
2 Receiving Sara-Demo Warehouse SPatric SPATO3-LOT 50

3 Receiving Sara-Demo Warehouse SPatric SPATO3-LOT 25

4 Receiving Sara-Demo Warehouse SPatric SPATO1-LOT 5

5 Receiving Sara-Demo Warehouse SPatric SPATO1-LOT 35

6

7

8

9

Uimportant

To avoid errors when importing, the Packaging data added in column H of
the import file must be an available packaging type as it appears in the
application for the material (MaterialLookupCode) listed in column G.




datex

7. Column H, is required. Here you enter the Quantity of each material listed.

A B © D E F G H I J
Type VendorReference OwnerReference Warehouse ProjectLookupCode MaterialLookupCode Packaging | Quantity JLotLookupCode VendorLotLookupCode L
Receiving Sara-Demo Warehouse SPatric SPATO3-LOT EA
Receiving Sara-Demo Warehouse SPatric SPATO3-LOT EA
Receiving Sara-Demo Warehouse SPatric SPATO1-LOT Case
Receiving Sara-Demo Warehouse SPatric SPATO1-LOT EA

LNV A WN R

8. When applicable, enter the optional details for each order, keeping in mind that the
import process is not intended for future data updates.

A B o D E F G H | J
Type VendorReference OwnerReference |Warehouse ProjectLookupCode MaterialLookupCode Packaging Quantity fLotLookupCode VendorlLotLookupCode
Sara-Demo Warehouse SPatric SPATO3-LOT EA 50,
Sara-Demo Warehouse SPatric SPAT03-LOT EA 25,
Sara-Demo Warehouse SPatric SPATO1-LOT Case 5|
Sara-Demo Warehouse SPatric SPATO01-LOT EA 35

LNV A WN R

9. Save and close the spreadsheet. Click Import button in the Portal Import Order
window to select the file for upload.

Portal Order Import X

0 items

¢g Import | &) Export

D OrderID Line number Errors  Type* Vendorreference Owmerreference Warehouse Project™ Material *  Packaging *  Quantity *

No results found
y ] »

(®) Add row




The order details will display for review and edits.
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Click into a row to make changes to an order, then click the green checkmark on the
right to update the order details.

Portal Order Import

< Import g Export

[0 OrderD Linenumber Errors Type* Vendor reference  Owner reference  Warehouse

Receiving

Sara-Demo Warehouse
Receiving Sara-Demo Warehouse

Receiving Sara-Demo Warehouse

No results found

SPatric

SPatric

‘SPatric

Material *

SPATO3-LOT

SPATO3-LOT

SPATO1-LOT

X

0 items

10. To add rows, click the + Add Row button at the bottom of the order list.

Portal Order Import

Import &) Export

[0 Owerid Unenumber Eros Typer Vendor reterence  Owner e

855 1 Receiving Sara-Demo Warehouse
8257 1 Receiving Sara-Demo Warehouse
8259 1 Receiving Sara-Demo Warehouse:

Project =

SPatric

SPatric

SPatric

No results found
]

X

0 items

SPATOZ-LOT
SPATO3-LOT

SPATO1-LOT

The newly imported orders will display alongside other orders in the Orders hub.
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Discussions

Discussions can be started by adding Comments to Orders, Invoices, and other entities.
These comments are seen not just here on Footprint Portal, but also on the warehouse's
Footprint WMS. This allows for comments left to be reviewed and even responded to in
either application.

¢ The Discussion feature must be enabled in both the WMS and the
Portal

1. In the order, invoice, or other entity, locate the Discussion button - it looks like a
speech bubble and in some places may be under the additional options dropdown (...)
menu.

Orders Hub > Outbound Order 8241
Appointment ® cancel T Delete ®? o .

Order header

SO 8241 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Created

Ship to contact

Ship Ship SA990, 8500 North St, New York, NY, 54666

X Clear
Details ~
Notes v

Any previous Comments will be listed for review and response.
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2. In the Discussion window, add a new comment or respond to an existing one by
typing in the New discussion card, then click the Save button.

Discussions X
2 items
G Ij =y

[

Add a comment. @ to mention a person.

Lot is 081225-001

|:| New discussion

m Cancel
- /

spatric@datexcorp.com commented =
8/12/2025, 2:49:03 PM

Please provide lot prior to processing

Delete



P

| P

whether there are read or unread messages:

3. To mark an existing comment as read, click the Read button in the comment card.
The color and appearance of the Discussions button will change depending on

i,

No comments have been made

There are unread comments

0

There are comments and they have all been read
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Create a Dock Appointment

Dock Appointments allow you to associate an estimated shipment arrival time and carrier
information to an order, allowing the warehouse to reserve a dock door for the anticipated
arrival time. They are created from within an order and are automatically associated with
it.

1. Click the Appointment button in the Order toolbar.

Orders Hub > Outbound Order 8238

Appointment (®) Cancel T Delete 2 O O .

Order header

S0 8238 for Project SPatric Warehouse Sara-Demo Warehouse

Order state

Created

In the Create Dock Appointment window, the Appointment Code, Type, and Status
will be populated.

2. Set a Planned arrival.

3. If necessary or known, select a Carrier, Reference number and Notes.

4. Once all fields have been set to desired values, click the Save button in the top left
corner.

The Dock Appointment will display in the Order toolbar as the Appointment code with
the Planned arrival time, replacing the Appointment button.




Create Dock Appointment

Appointment code *

1819

Planned arrival =

08/30/2025, 2:00 PM

Carrier

FedEx

MNaotes

Will call with trailer numeber.

R

Type *

QOutbound

Status

Open

Reference number

REFOG3025
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Add Attachments

Attachments can be added to many entities in Footprint Portal, allowing them to be
opened and viewed as needed.

* Any entity capable of storing an Attachment

1. Click the Attachments paperclip icon to open the Attachments flyout.

Orders Hub » Qutbound Order 8238

Appointment (%) cancel T Delete 1o O e

Order header

SO 8238 for Project SPatric Warehouse 5ara-Demo Warehouse

Order state

Created

Ship to contact

Joe Smith, 5560 Morth 5t., Tampa, FL, 33647, United States

2. Click the Upload option to locate and select the file to attach.

Attachments X
1 item

{ Download | T Upload W Delete E]
\:| Name Type File size Description  Created on b

Lot Expiration Report - 082825.xlsx XLSX  9.30KB 08/28/2025, 8:42 PM €
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The attachment will be added to the entity and can be viewed, downloaded, or deleted
as needed.
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Exporting grid data

Most grids in Footprint Portal contain data that you can filter and, once it is set to you
liking, export as an Excel file. If there's a grid with data in Footprint Portal, more often than
not it has an Export button. While the data being exported may change, the process
remains consistent regardless of the grid.

1. To configure the data in the grid to your liking, regardless of the hub, click the down
arrow to the right of the Filters header to open the section and review the parameters.
As you make selections the data in the grid will update to reflect your choices.
Additional filter options may be available in the grid depending on the hub.

inventory Transactions Hub

Inventory transactions hub

ourlanding page to view inbound and outbound ordsr transactions and thir related actions

¥ Sara-Demo Warehouse v
® 10082025 e

ntory Inventory .. %

Transactions 10 items

& sgot I
v it Owerreennce 70 a w Vesorit Feovsse Sowe  Toget e

8174 SPATURLOT  receing SPATOSAOT 08/112025  0B/11/2025  Satric 25 owsas 050025 04032025 SowRo1

8174 SPATOSLOT  Recaing SATOSAOT  09/112025  dey1I/a0es  eatic 25 owsaos osoxzs ouo32028 sowR-01

875 SPATOLOT  eceving SPATOTLOT 08/112025  OB/11/2025  Salric 5w onms oy SoWR01

875 SPATOILOT  Receiing SPATOTLOT 09112005 Ge/11/2025  Satric 5 e onms  oymems SowR01

38 saoror Piding SATOLIOT 09ZERS GZERS Searc RERIZSOGS VREFGRSZS 25 oS ONTS Oy FO1 SOWSOL S

2. Click the Export button in the grid toolbar.

Inventory transactions hub

Your landing page to view inbound and outbound arder transactions and their related actions

Filters ~

Transactions

Order  Material Operation code Description Created Completed Project Ovmer reference PO ay |
8174 SPATO3-LOT  Receiving SPATO3-LOT  08/11/2025  08/11/2025  SPatric 25
8174  SPAT03-LOT  Receiving SPATO3-LOT  08/11/2025 08/11/2025  SPatric 25
8175 SPATO1-LOT  Receiving SPATO1-LOT  08/11/2025  08/11/2025  SPatric 25 |
8175  SPATO1-LOT  Receiving SPATO1-LOT  08/11/2025 08/11/2025  SPatric 25§

8238 SPATO1-LOT  Picking SPATO1-LOT  08/28/2025 08/28/2025 SPatric  REFD0250825 VREF-082525 25
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3. For some grids, such as Shipping orders and Receiving orders you'll be offered the
option to export with details or as a summary. In such cases you must select one to
proceed. If no option is presented, it will automatically start the export and generate the
Excelfile.

Choose Export

Export Details or Summary?
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Portal Project guide

Sections

e Overview
* Project records
» Shipping contacts

Overview

Project records are effectively a high-level view of all your products and inventory on one
page along with their activity history. You can also create materials, manage your shipping
contacts and create and update your automated email rules.

Project records

The project record gives you the ability to create new materials, review your existing
inventory, and perform some limited management activities.



#Outbound
#Outbound3
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Buttons along the top of the project record allow you to create a new material and
setup and manage automated email rules.

Inventory can be displayed by Pallet, by Lot, or by Material using the Inventory type
buttons.

Shipping contacts from both customers and suppliers can be managed via the Ship to
contacts and Ship from contacts buttons.

Inventory details and quantities are listed in the Inventory tab, material details and
information can be reviewed on the Materials tab, and inventory activity history
displays in the Activity tab. Each tab on the Inventory hub displays its own set of
information and options, if any, for managing that information. Data displayed can be
exported. Expand the sections below for more details about each tab.

Inventory tab

The Inventory tab lists all current and incoming inventory (any inventory shipped out is
not displayed) associated with your project. The Inventory tab toolbar also provides
the option to export the inventory data displayed in the tab.

Inventory Materials  Activity 26 items

&) Export Qa

SPATO3LOT 04032025  SP040325-001

Inventory tab details - by pallet

Material: The common lookup code for the material or product.

Lot: The Lot ID of the inventory.

Pallet: The lookup code of the pallet that inventory is located on.
Material The alternative identifier for the material or product.

name:

Material The description of the material or product.

description:

Total The total amount of inventory for the material in the warehouse
Amount: regardless of status.

Available The amount of inventory for the material that is available for allocation.
amount:

Packaging: The packaging UOM of the material inventory.

Warehouse: The warehouse in which the inventory is located.

Project: The name of the project associated with the material inventory.
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Gross The total weight of the material, including the packaging weight in the
weight: warehouse.

Weight Unit of measurement for weight. Options include kilogram, gram,
UOM: pound, ounce, ton, troy ounce, and metric ton.

Receiving Incoming order the lot first came in on.

order:

Vendor lot: The vendor lot ID of the inventory.
Expiration = The expiration date of the lot inventory.

Date:

Manufacture The manufacture date of the lot inventory.
Date:

Received The date the lot inventory was received.
Date:

Inventory tab details - by lot

Material: The common lookup code for the material or product.

Lot: The lot ID of the inventory.

Material The alternative identifier for the material or product.

name:

Material The description of the material or product.

description:

Total The total amount of inventory for the material in the warehouse
amount: regardless of status.

Available The amount of inventory for the material that is available for allocation.
amount:

Packaging: The packaging UOM of the material inventory.
Warehouse: The warehouse in which the inventory is located.

Project: The name of the project associated with the material inventory.
Vendor lot: The vendor lot ID of the inventory.

Gross The total weight of the inventory for the lot, including the packaging, in
weight: the warehouse.

Weight Unit of measurement for weight. Options include kilogram, gram,
UOM: pound, ounce, ton, troy ounce, and metric ton.

Receiving Incoming order the lot first came in on.

order:

Expiration  The expiration date of the lot's inventory.

Date:

Manufacture The manufacture date of the lot's inventory.
Date:
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Received The date the lot inventory was received.
Date:

Inventory tab details - by material

Material: The common lookup code for the material or product.

Material The alternative identifier for the material or product.

name:

Material The description of the material or product.

description:

Total The total amount of inventory for the material in the warehouse
amount: regardless of status.

Available = The amount of inventory for the material that is available for allocation.
amount:

Incoming  The amount of inventory that is on order, but not yet received.
amount:

Packaging: The packaging UOM of the material inventory.
Warehouse: The warehouse in which the inventory is located.

Project: The name of the project associated with the material inventory.

Gross The total weight of the material, including the packaging, in the

weight: warehouse.

Weight Unit of measurement for weight. Options include kilogram, gram, pound,
UOM: ounce, ton, troy ounce, and metric ton.

Materials tab

The Materials tab lists all your project's materials, in ascending alpha-numeric order.
Basic information about the materials is displayed. If a material has multiple levels of
packaging, such as "boxes" and "cases" each level will be a separate line in the grid.
Selecting a material record will open it so you can review and manage its details.

Inven tory  Materials  Activity

seator-LoT o o awe 1 1

& o A 1 1

se@Ee@

S@IREQ
S ss@sQ

seato3-toT Bx & 15 awe w2 2 s 18 00 a0

Materials tab details
Material: The name of the material.
UPC: The Universal Product Code, for the level of packaging detailed in




Packaging:

Sub-packaging:
Sub-packaging

quantity:
Status:
Length:
Width:
Height:

Shipping
weight:

Volume:
Shipping
volume:
Pallet high:

Pallet tie:

Group:

Allocation
strategy:

Lot controlled:

Serial
controlled:

Fixed weight:

Fixed volume:

Fixed
dimensions:

Shelf Life:

Description:
Owner:
Project:

datex

the line.

The packaging level for the material inventory displayed in the line.
The sub-packaging of the line's packaging, if any.

The amount of the sub-packaging inside the line's packaging, if any.

The current status of the material.

The length of the material in the line's level of packaging. Only
applicable if the material has Fixed dimensions.

The width of the material in the line's level of packaging. Only
applicable if the material has Fixed dimensions.

The height of the material in the line's level of packaging. Only
applicable if the material has Fixed dimensions.

Weight of the items in line's package, combined with the weight of
the package itself (tare weight). Only applicable if the material is
Fixed weight.

The volume of the line's level of packaging. Only applicable when
the material is Fixed volume.

Volume of the line's packaging if it varies when shipping. Only
applicable when the material is Fixed volume.

The number of this units of this level of packaging that can be
stacked atop each other.

The number of this units of this level of packaging to be placed per
level on a pallet before you begin stacking atop them.

The grouping of similar materials the material is assigned to.

The criteria by which inventory for this material is selected for a
shipping order.

Indicates whether or not the Material is Lot Tracked, or Controlled.

Indicates whether or not the Material is Serial Tracked, or
Controlled.

Indicates whether or not the Material Weight is always fixed.
Indicates whether or not the Material Volume is always fixed.
Indicates whether or not the Material Dimensions are always fixed.

The number of days the Material should be kept in the warehouse
for. For a Lot Controlled Material, the Shelf Life is added to the
Manufacture Date, and an Expiration Date is automatically created.

A short description of what the Material is.
The material's owner.
The project under which this material is classified.
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Materials tab toolbar
Export: Allows users to export data displayed in the grid.

Activity tab

The Activity tab displays the inventory's activity history.

nventory Materials  Activity

Activity tab details
ID: A system-generated field containing the system's unique ID for this
particular activity.

Warehouse: A system-generated field containing the warehouse where the activity
for the inventory took place.

Operation  The activity's operation code identifying what kind of activity this is.

code:

Status: The status of the activity.

Material: The lookup code of the inventory's material in the activity.

Lot: The lot assigned to the material inventory in the activity.

Project: The name of the project associated with the material inventory involved
in the activity.

Serial If applicable, the serial number associated with the inventory involved in

number: the activity.

Expected: The expected amount of inventory and packaging associated with the
activity's task.

Actual: The actual amount of inventory and packaging associated with the
activity's task.

Created The date and time the activity was created, likely, but not always, when

date: it started.

Completed The date and time the activity was finished.

date:

Actual The actual pallet inventory began on for the activity.

source

pallet:

Actual The actual pallet inventory ended on for the activity.

target pallet:
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Notes: Any notes entered for the inventory activity.

Materials Hub > Project SPatric

+ Create material  £4 Email rules

Project SPatric - Status Active Total materials i Total weight

Invertory type.

(‘Bypallet ) ( Bylot) (VAR 1 2 K

% Ship to contacts

& ship from contacts

Inventory Materials  Activity 9items
& opon [EERY
Materil Material rame Materil cescrption Towlamount  Awisbeamount  Incomin g amount Paciaging  Warehouse Project Gross weignt Weignt UOM
SPAT01-LOT SPATO1-LOT SPATO1-LOT 740 420 [ EA Datex Dry spatric 335658354 kg
SPAT01-LOT SPATO1-LOT SPATO1-LOT 5 5 0 Case Datex Cold SPatric 2267962 kg
SPATO1-LOT SPATO1-LOT SPATO1-LOT 9% 70 0 EA Sara-Demo Warehouse SPatric 43544868 kg
SPAT02 SPATO2 SPATO2 250 250 0 EA Datex Dry SPatric 113.398093 kg
SPAT02 SPATO2 SPATO2 500 450 0 EA Datex Cold SPatric 226.796185 kg
SPAT03-LOT SPATO3-LOT SPATO3-LOT 740 470 0 EA Datex Dry SPatric 335658354 kg
SPATO3-10T SPATO3-LOT SPATO3-LOT 200 100 0 £A Sara-Demo Warehouse SPatic 90718474 kg
SPAT03-LOT SPATO3-LOT SPATO3-LOT 98 83 0 B Sara-Demo Warehouse SPatric 80013694 kg
SPKIT SPKIT SPKit 15 0 0 EA Datex Dry SPatric 6.803886 kg

Shipping Contacts

Shipping contacts are stored at the project level and divided between Ship to contacts
(customers) and Ship from contacts (vendors). They can be selected during order creation
instead of needing to enter the address every time. From the Project hub, you can create,
import, export, and manage contacts that will directly associate with your project.

Address window

When opening either the Ship from or the Ship to contacts an Addresses window will open
with same fields and options for creating and editing contacts.
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Address details

Type:
Account:

Account name:

Reference
code:

First name:
Last name:
Line 1:
Line 2:
City:

State:

Postal code:

Country:

Attention of:

Phone:
Email:
Notes:
Errors:

The nature of the contact, for example shipping and billing contacts.

If the contact is part of a larger organization, its lookup code can be
input here

If the contact is part of a larger organization, its name can be input
here

A lookup code for the contact itself.

The contact's first name.

The contact's last name.

The first address line for the contact.

The second additional line for the contact's address.
The city of the contact's address.

The state of the contact's address.

The zip code for the contact's address.

The country of the contact's address.

If there is a specific individual that should be items sent to this
address other than the contact, they'll be identified here.

The contact's phone number.
The contact's email address.
Any notes on the contact.

If the contact is imported any errors that occur during the import will
be visible here.

*Those in red are required fields.

Address toolbar button

Delete:
Import:
Export:

1 Delete <& Import &) Export

O e

Delete the contact if it isn't associated with an order.
Import contacts using the Footprint Portal template.
Download the Footprint Portal contact template.

Commercial  AC3901 V0001 Jane Prentis 900 Spider Lane Milwa Wi 99001 United States
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Create and manage
shipping contacts

Shipping contact addresses can be stored for use in orders in virtual contact books for
repeat use in orders. They are divided between Ship From (Vendors) and Ship To
(Customer) Contacts. On the Projects hub you can create, edit and delete these contacts.

Access your project record

1. From the Materials hub, click the down arrow to the right of the Filters header to
open the section and ensure the Project is set to the project you wish to manage
contacts for. Then click the Manage project button.

4 Newmateral [ 3 Manage project

2]

aaaaaaaaaaaaa

Materials hub

@ o
1

Filters

\\\\\\\ :
L Materils Materials Click to open and check project 7 items

Transactions
& & export Q]

Add Ship from contact
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1. Click the Ship from contacts button.

+ Create material &% Email rules

Project SPatric - Status Active

Inventory type

(“Bypallet ) ( ByLot )

%} Ship to contacts

[ ' Ship from contacts]

Inventory Materials Activity

@) Export

Material Material name Material description Total amount Available amount Incoming amount
SPATO1-LOT SPATO1-LOT SPATO1-LOT 740 420 0

SPATO1-LOT SPATO1-LOT SPATOT-LOT 5 5 0

SPATO1-LOT SPATO1-LOT SPATO1-LOT 9% 70 0

SPAT02 SPATOZ2 SPATO2 250 250 0

SPAT02 SPATO2 SPATO2 500 450 0

2. In the Addresses window, click the + Add row button.

3. Enter the new contact's address details, (Type, First name, Last name, and Line 1
are the only required fields), then click the check mark at the end of the row to save.

Addresses X
Titem
B odee @ et @ opon
O e Acount  Accotrame Refewncecode  Fistrame Lastrames Line 1* ez Gty sse somsicode County Atentonot Prone mal Netes Eror
Commercial ACO301  Vevendor Jane Prentis 900 Spider Lane Miwa Wi 99001 UnitedStates
-smppmg 2050 Psriosrie J[ INurman Neay  Wesoo
y
|

The address will now be associated with your project and can be selected when
creating receiving orders.

Repeat the process to add as many Ship from contacts as needed.
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Add Ship to contact

1. Click the Ship to contacts button in the hub toolbar.

Materials Hub > Project SPatric

—+ Create material &% Email rules

Project SPatric - Status Active

Inventory type

| By Pallet | | By Lot |

[ i Ship to contacts ]

& Ship from contacts

Inventory Materials  Activity

&) Export

Material Material name Material description Total amount Available amount Incoming amount
SPATO1-LOT SPATO1-LOT SPATON-LOT 740 420 0

SPATO1-LOT SPATO1-LOT SPATO1-LOT 5 5 0

SPATO1-LOT SPATO1-LOT SPATO1-LOT 96 70 0

2. In the Addresses window, click the + Add row button.

3. Enter the new contact's address details, (Type, First name, Last name, and Line 1
are the only required fields), then click the check mark at the end of the row to save.

Addresses X
Titem
1 Delete &3 Import &) Export
O e Acount  Accotrame Refewncecode  Fistrame Lastrames Line 1* Une2 Cty  Sate Postalcode Cowtry Atentionof  Prone  Emai Notes  Eror
Commercial AC9%01  V-Vendor Jane Prentis 900 Spider Lane. Miwa Wi 99001 United States
-Shlppmg M =3 BT | INurman Neaiy  Wesoo
y
|

The address will now be associated with your project and can be selected when
creating shipping orders.

Repeat the process to add as many Ship to contacts as needed.

Edit a contact
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1. To edit a contact, open the Addresses window by clicking either the Ship to
contacts or Ship from contacts button in the project record (depending on the contact

to be edited).

2. Locate the contact's row and click the field to be edited. After clicking in the field the
contents of the field should be editable and you can make updates.

Addresses

1 Delete & Import §) Export

me  Reference code

B e

Commercial

(% Cperations

X

2 items (1 selected)

Firstname*  Lastrame®  Line 1% Line2 City State  Postal code  Country Attentionof  Phone |

Jane Prentis 900 Spider Lane Milwa W1 99001 United States

[ses Woregon Jroesiceris [ Wro Wll=ee 0 JEIE

3. Once you have completed all your edits, make sure to confirm the change by
clicking the check mark at the end of the row.

Repeat the process for any additional edits needed in other rows. Once all edits are
done, close the address window by clicking the "X" button.

Delete a contact

1. To remove a contact, open the Addresses window by clicking either the Ship to
contacts or Ship from contacts button in the project record (depending on the contact
to be deleted). It may not be possible to delete the contact if it's been used in an order.

2. Check the box for the contact row, then click the Delete option.

Addresses X

@ § on

28 e

2 items (1 selected)

Account  Accountrame  Reference code  Firstname*  Lastname* Lined* Linez Gity Stste  Postal code  Courtry Attentionof Phone Email Notes E

Commercial ~ AC9901 V0001 Jane Prentis 900 Spider Lane Milwa Wi 99001 United States

Shipping  SAQ90  Ship Ship Nerman  Baily 8500 North 5t New'York NY 54666

4
@ Add row
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3. Verify you want to proceed with deleting the contact by clicking Proceed.
Remember, this is not a reversible action.

Delete the following Addresses

Address Jane - Once deleted, the Address cannot be restored.
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Portal Reports hub guide

Sections

* Overview
* Reports hub
¢ Auto-email rules

Overview

The Reports hub is where you can review reports, manage subscriptions and access

auto-email rules. While auto-email rules can be configured elsewhere on the Footprint
Portal, the Reports hub offers a chance to see all your rules together and review their

history.

Please note, with Footprint Portal there may be additional options available for report
configuration with different levels of management permissions. This guide will only focus
on the baseline functionality without management permissions.

Reports hub

The Reports hub provides a listing of all reports available to you on Footprint Portal. Each
report available to you has its own card. From a report's card you can open a preview of
the report that can be exported or set up a subscription to the report.

There is only one button in the hub toolbar that leads to the Auto-email rules hub. For
more details on the Auto-email rules hub, please see Auto-email rules guide.

Available reports are divided between six different tabs, Inbound, Outbound, Billing,
Inventory, Operations, and Labor. Please note what reports are available to you will vary.



#Outbound
#Outbound3
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B8 Auto-email

Reports

View and manage your reports

Inbound Outbound Billing Inventory Operations Labor

Load Slip Pick Slip Pick Slip
Load Slip report. Pick Slip Report Pick Slip Report

&3 Subscribe 3 subscribe &8 Subscribe
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Create report subscription details

Clicking on the Subscribe button of a report card will open the Create a report
subscription flyout.

Create report subscription X
@ Piscard
@D enabled

Every month on the 1 at 06:00 AM (-05:00) - Eastern Standard Time (EST)

&’ Edit report parameters
Recipients
To *

Demo@datexcorp.com

Content
Subject *

Monthly Inventory Report

Body

Please see attached for this month's inventory report.

Scheduling details

Report subscriptions run on a set schedule that must be selected during creation.
There are three major frequency types - Daily, Weekly, and Monthly.

Daily
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Set the frequency in days a report is sent. For example, a daily report would be set to
repeat every "1" days.

Frequency *
Daily
Repeat every (Days) *

1

Repeat The number of days that will pass before a report subscription will be
every triggered and sent out.
(Days):

Choose between the two daily frequency settings - Occurs at or Occurs every. Occurs
at will allow you to set a specific time on the triggered day cadence to send out the
report (For example every two dates at 0600 AM Eastern Standard Time. Occurs
every allows you to set up a report to potentially send multiple times a day as it
includes additional minute or hour frequencies.

Time frequency: Occurs at settings

Time frequency

® Occursat () Oceurs every
06:00 Y v AM
Time zone * Country *
(-05:00) - Eastern Standard Time... % United States o

Time:  The time the report will be triggered to be sent out.

Time The time zone the selected time will be under.

zone:

Country: The country that contains the time zone. It is recommended to select this
field before setting the time zone to reduce the number of time zone options
to just those in the selected country.

Time frequency: Occur every settings

Time frequency

() Occurs at (®) Occurs every

30 Minutes X v
Time The amount of time before the report will be triggered and sent out.
amount:

Time The time measure, minutes or hours, for the time amount.
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measure.

Weekly

You will need to select the specific day(s) of the week the subscription will be sent out.
Multiple days can be selected.

.
Frequency

Weekly X oowv
Days of week *
(Sunday) (Mnnday) (Tuesday) (Wednesday) (Thursday) +* Friday

Days of The day(s) of the week the report will be triggered and sent out.
week:

Time frequency settings for selected day(s)

Time frequency

06:00 X~ v AM

Time zone * Country *

(-05:00) - Eastern Standard Time... * United States XV

Time:  The time the report will be triggered to be sent out.

Time The time zone the selected time will be under.

zone:

Country: The country that contains the time zone. It is recommended to select this
field before setting the time zone to reduce the number of time zone options
to just those in the selected country.

Monthly

You will need to select the specific date(s) of the month the report will trigger on.
Multiple days can be selected.

Frequency *

Monthly o

Days of month *

1 X v
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Days of The date(s) of the month the report will be triggered and sent out.
month:

Time frequency settings for selected date(s)

Time frequency

Time zone * Country *

(-05:00) - Eastern Standard Time... * ~ United States X

Time:  The time the report will be triggered to be sent out.

Time The time zone the selected time will be under.

zone:

Country: The country that contains the time zone. It is recommended to select this
field before setting the time zone to reduce the number of time zone options
to just those in the selected country.

Parameter details

Report parameters vary from report to report with the exception of the option to select a
file type. Additionally, it should be noted some reports will have required parameters
that can be identified by the presence of a red asterisk.

File The format the report will be emailed in. Current options are Excel, PDF,
type: HTML, and CSV.

Recipients details

For all recipient fields multiple email addresses can be entered. Different addresses
can be divided by a comma, semi-colon, space, or new line.

To: The email address(es) of the primary individual(s) that will receive the report,
this does not have to be the person creating the subscription.
CC: The email address(es) of the individual(s) to be CCed or carbon-copied on

the email containing the report. Any address(es) entered here will be visible
to all recipients.

BCC: The email address(es) of the individual(s) to be BCCed or blind copied on the
email containing the report. Any address(es) entered here will not be visible
to all recipients.
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*Those in red are required fields.

Content details

Subject: A system-generated field containing the system's unique ID for this
particular activity.

Body: A system-generated field containing the warehouse where the activity for
the inventory took place.

*Those in red are required fields.

Related Tutorials

Tutorials related to auto-email rules are:
* How to subscribe to report

» How to preview and export a report

Auto-email rules

While auto-email rules can be set up and managed at the project level, and the request
history at the order level, the Auto-email rules hub provides a single view of both, along
with some additional management options.

Rules can be filtered by Owner, Project, and Context (rule trigger, for example outbound
order completion).

The only button in the Auto-email rules hub is the Execute rules button which runs all
enabled rules at once regardless of their trigger.
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Reports > Auto-em:

o Execute rules

Auto-email rules

Configure and monitor your automated emails.

Filters

Rules Requests 3 items
+ Newrule 7 Edit i peete O > Execute equest hi = Y
O  enabled Ouner Project Context Frequency Last executed on
@ MThompson MThompson Inbound order completed 08/29/2025 12:26 PM
@ ) Spencer Family Logsitics Rockfort Island Labs Outbound order completed 08/29/2025 12:13 PM
[ o) TemplateOwner TemplateOwner Inbound order completed 10/13/2025 02:10 PM

Rules tab

The Rules tab displays all rules available to you, regardless of whether or not they are
active, and a variety of ways to manage them.

Rules Requests 3 items
+ Newrule 7 Edit W Delete O > uest history = Q|
[J  enabled Owner Project Context Frequency Last executed on
() MThompsen MThompson Inbound order completed 08/29/2025 12:26 PM
() Spencer Family Logsitics Rockfort Island Labs Outbound order completed 08/29/2025 12:13 PM
[ o) TemplateOwner TemplateOwner Inbound order completed 10/13/2025 02:10 PM
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Rules tab details

Enabled: This toggle indicates whether or not a rule is currently active and
running.

Owner: The owner the rule applied to.

Project: The project the rule is applied to.

Context: The trigger point for the rule, for example, an outbound order
completing.

Frequency: This field only applies to rules with Schedule triggers and shows

when and how often the rule occurs.

Last executed The lasttime the rule was triggered and an email was sent out.
on:

Rules tab buttons

New rule: Create a new auto-email rule.

Edit: Edit a selected auto-email rule.

Delete: Delete a selected auto-email rule.

Copy: Copy a selected auto-email rule.

Execute: Run a selected auto-email rule outside of a schedule or trigger.
Request Open the request history for an auto-email rule.

history:

Related Tutorials

Tutorials related to auto-email rules are:
» How to create an auto-email rule
* How to manage auto-email rules

» How to resend a previously sent auto-email

Requests tab

The Rules tab displays all rules available to you, regardless of whether or not they are
active, and a variety of ways to manage them.

Rules Requests 326 items

B> Send email W Delete Q]

@ ) Unsentonly  From date: To date:

> Email sent i@datexcorp.com open putaway test tot putaways

> 672384444215296d1d09fe0  Order 491989 Email sent 1@datexcorp.com 491989 is Completed The are the fields on the order: <br /> 491989<br /> N/A «
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Request tab details

Right arrow Click the right arrow button to open the child row to the current row

button and review the attached files in the request.

Rule ID: The system-generated ID for the rule utilized in the request.

Associated If the request's rule had a trigger dependent on another entity's

entity: action, such as an order completing, it will be displayed here.

Status: The status of the request.

To: The email address(es) of the recipients the request email was sent
to.

CC: The email address(es) of the recipients copied on the request email.

BCC.: The email address(es) of the recipients blind copied on the request
email.

Subject: The content of the subject line of the request email.

Body: The content of the body of the request email sent out.

Request tab buttons
Send email: Resend a previously sent auto-email.
Delete: Delete a request.

Related Tutorials

Tutorials related auto-email rule requests are:

» How to resend a previously sent auto-email
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Subscribe to a report

One of the highlights of the Reports hub is the ability to set up a subscription to a report for
yourself. You'll be able to control details such as how often the report is sent and its
format.

1. Open the Reports hub and navigate through the tabs to locate the report you wish to
subscribe to.

2. Click the Subscribe button to open the subscription flyout for the chosen report.

8 Auto-emai |

BB orders Dashboard

W orgers Reports

® Inventory View and manage your reports.

Invoices [Inbound Outbound  Billing Inventory Operations Labor ]

i Material

& Inventory by project re...
Given a mandatory input number

Re

port projectld return inventory by

material

3. (Optional) If you do not want to use this subscription yet, make sure to toggle off the
Enabled button. Report subscriptions will default to Enabled.
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4. Click the Please enter schedule details button to open the frequency flyout.

Report subscription: Inventory by project report X
@ Discard
@D roabled

[ Please enter schedule details ]

f Add report parameters

Recipients
To*

Sara Patric

Content

Subject *

Body
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5. Select the frequency of the subscription - Daily, Weekly, or Monthly - then configure
the specific timing of your choice. For more information on the different frequency
options, please reference the Reports guide or open the relevant drop down below.

Daily

Set the frequency in days a report is sent. For example, a daily report would be set to
repeat every "1" days.

Frequency *
Daily
Repeat every (Days) *

1

Repeat The number of days that will pass before a report subscription will be
every triggered and sent out.
(Days):

Choose between the two daily frequency settings - Occurs at or Occurs every. Occurs
at will allow you to set a specific time on the triggered day cadence to send out the
report (For example every two dates at 0600 AM Eastern Standard Time. Occurs
every allows you to set up a report to potentially send multiple times a day as it
includes additional minute or hour frequencies.

Time frequency: Occurs at settings

Time frequency

® Occursat () Oceurs every
06:00 LRV o AM
Time zone * Country *
(-05:00) - Eastern Standard Time... % United States o

Time:  The time the report will be triggered to be sent out.

Time The time zone the selected time will be under.

zone:

Country: The country that contains the time zone. It is recommended to select this
field before setting the time zone to reduce the number of time zone options
to just those in the selected country.
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Time frequency: Occur every settings

Time frequency

() Occursat  (® Oceurs every

30 Minutes X v
Time The amount of time before the report will be triggered and sent out.
amount:
Time The time measure, minutes or hours, for the time amount.
measure:
Weekly

You will need to select the specific day(s) of the week the subscription will be sent out.
Multiple days can be selected.

Frequency *

Weekly ®w

Days of week *

(Sunday) (Munday) (Tuesday) (Wednesday) (Thursday) + Friday

Days of The day(s) of the week the report will be triggered and sent out.
week:

Time frequency settings for selected day(s)

Time frequency

06:00 X~ v AM

Time zone * Country *

(-05:00) - Eastern Standard Time... * United States X v

Time:  The time the report will be triggered to be sent out.

Time The time zone the selected time will be under.

zone:

Country: The country that contains the time zone. It is recommended to select this

field before setting the time zone to reduce the number of time zone options
to just those in the selected country.
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Monthly

You will need to select the specific date(s) of the month the report will trigger on.
Multiple days can be selected.

Frequency *

Monthly v

Days of month *

1 X\

Days of The date(s) of the month the report will be triggered and sent out.
month:

Time frequency settings for selected date(s)

Time frequency

06:00 X v v AM

Time zone * Country *

(-05:00) - Eastern Standard Time... * United States X v

Time:  The time the report will be triggered to be sent out.

Time The time zone the selected time will be under.

zone:

Country: The country that contains the time zone. It is recommended to select this
field before setting the time zone to reduce the number of time zone options
to just those in the selected country.

6. Once all your frequency settings are configured, click the Confirm button to return to
the subscription flyout.
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7. Click the Add report parameters button to open the parameter flyout.

Report subscription: Inventory by project report x
@ Discard
@D enabled

) Please enter schedule details

[ f Add report parameters ]

Recipients
To*

Sara Patric

Content

Subject *

Body
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8. Depending on the report, parameters will vary, except the File type parameter. Use
the File type field to select the format you want the report to be sent in. Current options
are Excel, PDF, HTML, and CSV.

Please note for some reports, parameters may be required, while for others they will
not. In cases where there are required parameters the Add report parameters button
will update to indicate there are required parameters after you set a subscription
schedule. Additionally, when you open the parameters flyout required fields will be
marked with a red asterisk like anywhere else in Footprint Portal. Examples of
parameters may include a date range for the report or a specific warehouse to report
from.

Preview Inventory by project report X

File type

PDF X

Owner Project *

Bob's Aluminum X v Bob's Aluminum X v

9. Once all your parameters have been set, if any, click Confirm.

10. Enter your, or the recipient's, email address in the To field. While a check will occur
that the email address entered has all the components that make it a valid email
address, it is not checking that it's an accurate email address.

Multiple email addresses can be entered, separated by a comma, space, semi-colon.
or a new line.

11. (Optional) If needed, you may click the CC or BCC buttons to open fields for adding
email addresses to be carbon copied or blind carbon copied.
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12. In the Content section, a Subject much be provided for the email. The Body for the
email is optional.

13. Once you have completed all setup to your satisfaction, click the Save button.

Create report subscription X
@D cnabled

Every month on the 1 at 06:00 AM (-05:00) - Eastern Standard Time (EST)

f Edit report parameters

Recipients
To*

Demo@datexcorp.com

Content
Subject *

Monthly Inventory Report
Body

Please see attached for this month's inventory report.
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Preview and export a report

From the Reports hub you will be able to open reports as a preview before printing or
exporting them.

1. From the Reports hub, locate the report you wish to preview and click the title
hyperlink in the report's card.

9 Auto-email

Reports

View and manage your reports.

Inbound Outbound Billing Inventory Operations Labor

Inventory by project re..

Given a mandatory input number
projectld return inventory by
material

2. In the preview window that opens select any required parameters identified with a
red asterisk.

Preview Inventory by project report

Owner Project *

Bob's Aluminum Koowv Bob's Aluminum X oow

3. Click the Preview report button and the report preview will load and open in a new
window.

From the report preview window you may save or print the report using the buttons
provided there.
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4. If you wish to export the report in one of the supported formats, Excel, PDF, HTML,
and CSV, click the Export button to open the drop down and select the file type to
begin an export and generate the file.
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Create auto-email rules

Emails can be set up to trigger automatically from the actions of many entities in Footprint
Portal, for example, order completion. Once an auto-email rule is active emails from its
request history can be resent if needed.

Access the Auto-email rules hub

1. From the Reports hub, click the Auto-email rule button.

&9 Auto-email

Reports

View and manage your reports.

Inbound Outbound Billing Inventory Operations Labor

Load Slip Pick Slip Pick Slip
Load Slip report. Pick Slip Report Pick Slip Report

9 subscribe 9 subscribe £ subscribe
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2. In the Rules tab toolbar, click + New rule button.

o Execute rules

Auto-email rules

Configure and monitor your automated emails.

Filters v

Rules Requests

O ensbl Ovner Project ontext
@) MThompson MThompson Inbound order completed
(O] Spencer Family Logsitics Rockfort Island Labs Outbound order completed
[ o]} TemplateOwner TemplateOwner Inbound order completed

N Tip

If you already have rules created, to save time, select the Rule and click
Copy, then update the record as needed.
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Materials Hub > Project SPatric » SPatric auto-email rules > Create auto-email rule

Save () Discard [0 Copy

Q Enabled

Trigger *

Recipients

To*

Content

Attached reports

2. In the Email Rules window, the Enabled toggle will default to on. This is the setting
that turns the rule on. If you don't want the rule to be activated, you may toggle the
Enabled button off to be manually turned on later.
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3. Select the Auto-Email Rule Trigger. In most cases this will be the action that sets off
the email, such as the closing of an outbound shipping order. It also determines what
kind of report can be attached to that email. The outbound shipping order, for example,
can have the order's bill of lading sent. Please see below for the different trigger types
and any additional options they may have.

Triggers

» Dock appointment completed - Email with selected report(s) will be sent when a
dock appointment for this project is completed. This can be further refined to only
apply to specific carriers or dock appointment types. You may optionally include
any attachments added to the dock appointment to the email with the selected
report(s).

» Inbound order completed - Email with the selected report(s) will be sent when
an inbound (receiving) order for this project is completed. You may optionally
include any attachments added to the order to the email with the selected report
(s).

 Invoice exported - Email with the selected report(s) will be sent when an invoice
for this project is completed. You may optionally include any attachments added
to the invoice to the email with the selected report.

Lot expiration - Email with selected report(s) will be sent at the set number of
day(s) before the expiration of a lot for this project.

e Minimum inventory threshold - Email with selected report(s) will be sent when
inventory for materials in a selected warehouse drop below the set minimum
amount.

» Outbound order completed - Email with the selected report(s) will be sent when
an outbound (shipping) order for this project is completed. You may optionally
include any attachments added to the order to the email with the selected report
(s).

» Schedule - Email with report(s) will be sent at a set recurring time of your
choosing. Options include daily, weekly, or monthly.

4. Set any trigger specific options. Depending on the selection they may be required,
such as when you're setting the time for a "Schedule" trigger, or optional such as when
you're opting to include attachments for a "Outbound order completed" trigger.
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5. Enter the recipient's email address in the To field. While a check will occur that the
email address entered has all the components that make it a valid email address, it is
not checking that it's an accurate email address.

Multiple email addresses can be entered, separated by a comma, space, semi-colon.
oranew line.

6. (Optional) If needed, you may click the CC or BCC buttons to open fields for adding
email addresses to be carbon copied or blind carbon copied.

7. In the Content section, a Subject must be provided for the email. The Body for the
email is optional. Field parameters may be added to both using the Insert parameters
button. These parameters will add fields based on the associated entity. For example,
the "Lookup" parameter for an Order trigger will use that Order's lookup code.

The Trigger selected in Step 3, above, determines which fields are available to be
inserted into the email.

8. In the Attached reports tab, click the green + Add row option to select the report(s)
to add to the email. The report can be selected from the Name field. The report name
can be updated if you like. Click the checkmark at the end of the row to finalize. Repeat
as needed for additional reports. Remember, the available reports are determined by
the trigger selected in Step 3
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9. Once you are complete, click the Save button to finalize, and then click the "X"
button to close the rule.

The Trigger selected in Step 3, above, determines which reports are available to be
attached to the email.

Materials Hub > Project SPatric » SPatric auto-email rules > Create auto-email rule

Q Enabled

Trigger *

Qutbound order completed S
Q Include order attachments

Recipients
To*

onlinehelp@datexcorp.com

Content
{*} Insert parameter

Subject *
BOL for {LookupCode}

Body
Dear {Addresses.FirstName},

Please see attached for {VendorReference}'s bill of lading and included
documentation.

Attached reports
© Remove
[l Name *

Bill of lading
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Manage auto-email rules

After an auto-email rule has been created, multiple actions can still be performed. These
can be managed either from the project record the rule is assigned to or from the Auto-
email rules hub. Regardless the path you take, the available options remain the same.

Access auto-email rules from project record

1. From the Materials hub, click the down arrow to the right of the Filters header to
open the section and ensure the appropriate Project is set. Then click the Manage
project button.

+ Newmaterial | &5} Manage project

Materials hub
sour

Filters Ve
Materials Click to open and check project I 7 items

& Bport Q

SPaTo1-L0T e ) Active

SPATO1-LOT s EA 50 Active

|a8@ s

1
2 1 FERN FS General  FEFO
spaTO1-LOT Box  Case s Active 4 w0 10 % % 2 4 General  FEFO

SPATO2 e o Active

‘SPAT03-LOT s o Active 1o 75 715 General  FEFO

SPATO3-LOT Box  EA 15 Active 2 s e 080 4080 General  FEFO

1 1 1 General  FEFO =
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2. Once in the project record, click the Email rules button to view and manage all auto-
email rules for the project.

Materials Hub > Project SPatric

+ Create material | &3 Email rules

Project SPatric - Status Active

nventory type

& Ship to contacts

El Ship from contacts

Inventory Materials Activity

o) Export

Material Material name Material description Total amount Available amount ncoming amount
SPATO1-LOT SPATO1-LOT SPATO1-LOT 740 420 0

SPATO1-LOT SPATO1-LOT SPATO1-LOT 5 5 0

SPATO1-LOT SPATO1-LOT SPATO1-LOT 96 70 0

Access auto-email rules from Reports hub
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1. From the Reports hub, click the Auto-email button to open the Auto-email rules
hub. The view will default to the Rules tab where all rules you have access to will be
visible.

8 Auto-email

Reports

View and manage your reports.

Inbound Outbound Billing Inventory Operations Labor

Load Slip Pick Slip Pick Slip
Load Slip report. Pick Slip Report Pick Slip Report
8 Subscribe 9 Subscribe £ Subscribe

Edit a rule

1. Locate the rule you're looking for in the grid and hover your mouse over the row until
the check box is visible, then check it.

Rules Requests 3 items (1 selected) X

+ Newrule W Delete O Copy D> execute O Request history = [ Q|
B enabled Qwner Project Context Frequency Last executed on
@) MThompson MThompson Inbound order completed 08/29/2025 1226 PM
() Spencer Family Logsitics Rockfort Island Labs Qutbound order completed 08/29/2025 12:13 PM
[ o) TemplateOwner TemplateOwner Inbound order completed 10/14/2025 10:20 AM

2. Once the row is checked and highlighted, click the Edit button.

3. The auto-email rule record will open and changes can be made.
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4. Once you've completed your changes click the Save button, then the "X" button to
close the record.

Reports > Auto-email rules > Edit auto-email rule

m ® cancel U pelete O copy O Request history

@ ) enabled
Owner Project *

Spencer Family Logsitics > Rockfort Island Labs X v
Trigger *

Outbound order completed X v

@ inaude order attachments

Recipients
To*

spatric@datexcorp.com

Delete a rule

1. Locate the rule you're looking for in the grid and hover your mouse over the row until
the check box is visible, then check it.

Rules RequeStS 3 items (1 selected) X
+ Newrule 2 Edit O copy D> Execute O Request history = ( Q]
B enabled Owner Project Context Frequency Last executed on
@) MThompson MThompson Inbound order completed 08/29/2025 12:26 PM
@) Spencer Family Logsitics Rockfort Island Labs Outbound order completed 08/29/2025 12:13 PM
[ o) TemplateOwner TemplateOwner Inbound order completed 10/14/2025 10:20 AM

2. Once the row is checked and highlighted, click the Delete button. A confirmation
window will open.
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3. In the confirmation window, click Delete rule button to proceed.

Delete auto-email rule?

Are you sure you want to delete the selected rule?

Delete rule Cancel

The rule will be deleted. This is not a reversible action. If you wish to stop using a rule
for a while, you can always toggle off the Enabled option when editing the rule.

Copy arule

1. Locate the rule you're looking for in the grid and hover your mouse over the row until
the check box is visible, then check it.

Rules Requests 3 items (1 selected) X

+ Newrule £ Edit W Delete | O Copy D execute D Request history =~ ( Q|
B Enabled Owner Project Context Frequency Last executed on

(D) MThompson MThompson Inbound order completed 08/29/2025 12:26 PM
@ ) Spencer Family Logsitics Rockfort Island Labs Outbound order completed 08/29/2025 12:13 PM

[ o] TemplateOwner TemplateOwner Inbound order completed 10/14/2025 1020 AM

2. Once the row is checked and highlighted, click the Copy button. A window with a
form will open.
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3. In the rule copy form, select the target Owner and Project for the copy. This can be
the same as the source if you are using the rule as a base to create a similar rule with
minor adjustments.

Email Rule Copy Form

2 confirm @ Discard

Confirm the owner/project to copy the email rule
Owner * Project *

Bob's Aluminum Bob's Aluminum
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4. Once you've selected your target Owner and Project for the copied rule, click
Confirm.

The new rule will open automatically. You can make any adjustments you may need
before clicking the Save button, then closing the rule using the "X" button.

® Cancel 1] Delete U Copy © Request history

@ ) Enabled
Owner Praject *

Bob's Aluminum X v Bob's Aluminum X v
Trigger *

Outbound order completed X v

e Include order attachments

Recipients
To*

spatric@datexcorp.com

Content
{*} Insert parameter

Subject *

BOL for {LookupCode}
Body

Hello {Project.LookupCode}

Attached reports

fon)
(=) Remove

D Name * File type *

Bill of lading /" PDF Excel HTML csv

Execute a rule
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1. To manually execute a rule outside its usual trigger conditions or schedule, locate
the rule in the grid, hover over the row until the check box is visible, and then select it.

Rules Requests 1 item (1 selected) %

+ Newnle 2 Edit W pelete O Copy D execute | O Request history = template Q
Enabled onte Las
o) [ 1071472025 1020 AM

2. Once the row is checked and highlighted, click the Execute button.

The rule will execute and a notification will display to let you know when it is complete.
The notification will close on its own.
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View and resend auto-
emails

Emails can be set up to send automatically using multiple entities in Footprint Portal as a
trigger, for example, completing a dock appointment. Sent emails can be viewed and
resent from several locations on Footprint Portal following a similar process.

Open request history from the Rules tab of the Auto-email rules hub

1. From the Reports hub, click the Auto-email rule button.

8 Auto-email

Reports

View and manage your reports

Inbound Outbound Billing Inventory Operations Labor

Load Slip Pick Slip Pick Slip
Load Slip report. Pick Slip Report Pick Slip Report

28 subscribe 9 subscribe £ subscribe




2. In the Rules tab, locate the rule in the grid, hover over the row until the checkbox is

visible, then select it.

Reports > Auto-email rules

o Execute rules

Auto-email rules

Configure and monitor your automated emails

Filters v

Rules Requests

+ Newnte 2 et | O oeete O Copy | D brecute | © Requesthistory | = -
@ e Projec
MThompson MThompson

Spencer Family Logsitics RockfortIsland Labs

TemplateOwner TemplateOwner

Inbound order completed

Outbound order completed

Inbound order completed

datex

3items (1 selected)

( aJ
Lt esecuted on
08/29/2025 1226 PM
0872972025 12:13 PM

10/14/2025 06:35 AM

3. Click the Request history button to open the email history for the selected rule.

Email requests for rule 68659¢c9484eff3eeb9c0990d X
39 items
B> Send email W Delete Q]
@ ) Unsentonly  From date: To date:
[ Associated entity Status o  Bcc  subject Body Request initated on Email sent on
v Order 443894 Email sent spatric@datexcorp.com BOL for 443894 Hello Rockfort 08/29/2025 12:13 PM 08/29/2025 12:20 PM

File name

Order 443894 - Bill of lading.pdf

Signature.png

> Order 443893 Email sent spatric@datexcorp.com BOL for 443893 Hello Rockfort 08/29/2025 12:13 PM 08/29/2025 12:20 PM
> Order 442822 Email sent spatric@datexcorp.com BOL for 442822 Hello Rockfort 08/29/2025 12:13 PM 08/29/2025 12:20 PM
> Order 442768 Email sent spatric@datexcorp.com BOL for 442768 Hello Rockfort 08/29/2025 12:13 PM 08/29/2025 12:20 PM

Open Requests tab of Auto-email rules hub
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1. From the Reports hub, click the Auto-email rule button.

&9 Auto-email

Reports

View and manage your reports.

Inbound Outbound Billing Inventory Operations Labor

Load Slip Pick Slip Pick Slip
Load Slip report. Pick Slip Report Pick Slip Report
9 subscribe 9 subscribe £ subscribe

2. Click the Requests tab.

The Requests tab grid will display the history of email requests for all rules you have
access to. If you're looking for a specific email request you may want to utilize the
Owner, Project, and Context filters in the Filters section and the date filters above the
Requests grid itself.

Reports > Auto-email rules

Zo Execute rules

Auto-email rules

Configure and monitor your automated emails.

Filters ~
Ouner Project
Spencer Family Logsitics %X ™ Rockfort Island Labs X~
Context
v

Rules Requests

39 items
B> Send email W Delete Q|
@) unsentonly [ From date: To date: ]
D Rule ID Associated entity Status To CC BCC  Subject Body Request initiated on Email sent on
> 68659048 4eff3eebc0990d  Order 443894 Email sent  spatric@datexcorp.com BOL for 443894 Hello Rockfort  08/29/2025 1213PM  08/20/2025 12:
> 68659C9484¢ff3eebc0990d  Order 443893 Email sent  spatric@datexcorp.com BOL for 442893 Hello Rockfort  08/29/2025 1213PM  08/29/2025 12:;

> 68659c9484eff3eeb9c0990d  Order 442822 Email sent  spatric@datexcorp.com BOL for 442822 Hello Rockfort  08/29/2025 1213 PM  08/29/2025 12:
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Open request history from an order

1. From an order, click the additional options dropdown ( the "..." button), then select
Email Requests.

Orders Hub > Outbound Order 436689

Appointment 2 @ D e

@ Email requests

Order header

. . &3 ship to contact book Total amount
SOSerial 436689 for Project Rockfort

Total picked

Order state

Details

Notes

Shipping lines Contacts Instructions Picked Activity

W Delete
O |+ i status £ | Material i | Packaging i | Picked i | Available | et i | vendorlot i | Licenseplate i sed
1 Completed SPAGTEST24 EA 2/2 Packaging: 2 Ba...

The email request history for the order will open.

Email requests for Order 436689 X
1item
B> send email W Delete RN
@ ) Unsentonly  From date B  Todate:
O rew status T . Bec  Subject Body Request nitated on Emal sent on
> 68659c9434eff3eeb9c0990d Email sent  spatric@datexcorp.com BOL for 436689 Hello Rockfort 08/29/2025 12:13 PM 08/29/2025 12:20 PM
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Regardless of the method you use to get to a grid containing email requests, the steps
the view the content of a sent email and to resend it remain the same.

1. Click the arrow to the left of the row to expand and view any attachment file details.
Depending on the auto-email, there may be none.

2. To resend an email, check the box for the Email, then click the purple Send Email
option.

Email requests for rule 68659c9484eff3eeb9c0990d X

B Todate =
staus © s subjet
Emailsent  spatiic@datexcorp.com BOL for 443894 Hello Rockfort 08/29/2025 12:13 PM 08/29/2025 1220 PM
Order 443894 - Bill of lading.pdf.
Signature.png
> Order 443893 Emailsent  spatiic@datexcorp.com BOL for 443893 Hello Rockfort 08/29/2025 12:13 PM 08/29/2025 1220 PM

> Order 442822 Emailsent  spatiic@datexcorp.com BOL for 442822 Hello Rockfort 08/20/2025 12:13 PM 08/29/2025 1220 PM
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Portal inventory hub guide

Sections

e Overview
¢ |nventory hub
* Inventory views

Overview

From the Inventory hub, you can add new materials as well as view and perform some
limited management of your inventory such as status changes and edits. Only inventory
you have access to, along with associated actions taken will be visible to you.

While inventory details can be drilled down through the hyperlinks in the grid, there are
also more specific views found in the Lots hub and Serials hub that can be accessed form
the Inventory hub.

Inventory hub

The Inventory Hub allows you to create new materials, review your existing inventory, and
perform some limited management activities.



#Outbound
#Outbound3
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Buttons along the top of the Inventory hub allow you to create a new material or open
the Lots hub or Serial hub.

Search and filter options are available to quickly locate inventory for review and
management. Users can filter by Owner, Project, Materials, and Warehouse.

Inventory can be displayed by Pallet, by Lot, or by Material using the Inventory type
buttons under the Filters dropdown.

Inventory details and quantities are listed in the Inventory tab, and inventory activity
history displays in the Activity tab. Each tab on the Inventory hub displays its own set
of information and options, if any, for managing that information. Data displayed can be
exported. Expand the sections below for more details about each tab.

Inventory tab

The Inventory tab lists all current and incoming inventory (any inventory shipped out is
not displayed) associated with the filters set for the hub (Owner, Project, Materials
and Warehouse). The Inventory tab toolbar also provides the option to export the
inventory data displayed in the tab.

Inventory  Activity 12 items

& Export Y|

Inventory tab details - by pallet

Material: The common lookup code for the material or product.

Lot: The Lot ID of the inventory.

Pallet: The lookup code of the pallet that inventory is located on.
Material The alternative identifier for the material or product.

name:

Material The description of the material or product.

description:

Total The total amount of inventory for the material in the warehouse
Amount: regardless of status.

Available The amount of inventory for the material that is available for allocation.
amount:

Packaging: The packaging UOM of the material inventory.

Warehouse: The warehouse in which the inventory is located.

Project: The name of the project associated with the material inventory.
Gross The total weight of the material, including the packaging weight in the
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weight: warehouse.

Weight Unit of measurement for weight. Options include kilogram, gram,
UOM: pound, ounce, ton, troy ounce, and metric ton.

Receiving Incoming order the lot first came in on.

order:

Vendor lot: The vendor lot ID of the inventory.
Expiration = The expiration date of the lot inventory.

Date:

Manufacture The manufacture date of the lot inventory.
Date:

Received The date the lot inventory was received.
Date:

Inventory tab details - by lot

Material: The common lookup code for the material or product.

Lot: The lot ID of the inventory.

Material The alternative identifier for the material or product.

name:

Material The description of the material or product.

description:

Total The total amount of inventory for the material in the warehouse
amount: regardless of status.

Available The amount of inventory for the material that is available for allocation.
amount:

Packaging: The packaging UOM of the material inventory.
Warehouse: The warehouse in which the inventory is located.

Project: The name of the project associated with the material inventory.
Vendor lot: The vendor lot ID of the inventory.

Gross The total weight of the inventory for the lot, including the packaging, in
weight: the warehouse.

Weight Unit of measurement for weight. Options include kilogram, gram,
UOM: pound, ounce, ton, troy ounce, and metric ton.

Receiving Incoming order the lot first came in on.

order:

Expiration  The expiration date of the lot's inventory.

Date:

Manufacture The manufacture date of the lot's inventory.

Date:

Received The date the lot inventory was received.
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Date:

Inventory tab details - by material

Material: The common lookup code for the material or product.

Material The alternative identifier for the material or product.

name:

Material The description of the material or product.

description:

Total The total amount of inventory for the material in the warehouse
amount: regardless of status.

Available = The amount of inventory for the material that is available for allocation.
amount:

Incoming  The amount of inventory that is on order, but not yet received.
amount:

Packaging: The packaging UOM of the material inventory.
Warehouse: The warehouse in which the inventory is located.

Project: The name of the project associated with the material inventory.

Gross The total weight of the material, including the packaging, in the

weight: warehouse.

Weight Unit of measurement for weight. Options include kilogram, gram, pound,
UOM: ounce, ton, troy ounce, and metric ton.

Activity tab

The Activity tab displays the inventory's activity history.

Activity tab details

ID: A system-generated field containing the system's unique ID for this
particular activity.

Warehouse: A system-generated field containing the warehouse where the activity
for the inventory took place.

Operation  The activity's operation code identifying what kind of activity this is.

code:
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Status: The status of the activity.

Material: The lookup code of the inventory's material in the activity.

Lot: The lot assigned to the material inventory in the activity.

Project: The name of the project associated with the material inventory involved
in the activity.

Serial If applicable, the serial number associated with the inventory involved in

number: the activity.

Expected: The expected amount of inventory and packaging associated with the
activity's task.

Actual: The actual amount of inventory and packaging associated with the
activity's task.

Created The date and time the activity was created, likely, but not always, when

date: it started.

Completed The date and time the activity was finished.

date:

Actual The actual pallet inventory began on for the activity.
source

pallet:

Actual The actual pallet inventory ended on for the activity.
target pallet:

Notes: Any notes entered for the inventory activity.

= Inventory Hub

+ Create material ) Lotshub 69 Serials hub
EH orders Dashboard

W Orders Inventory hub Total available
Vour landing page o view inventory across your projects and assigned warehouses,
Filters A
Invoices
o e
il Materials SPatric v SPatric X v
’ enc
& Transactions
v Sara-Demo Wareh X v

ST (eyiot) (ByMmaterial )
Inventory date

09/08/2025 5]

Inventory  Activity 12 items
& pont e 9

O weteral Lot Pallet Materialname  Materal descrption Total amount  Avalabie amount.

Packaging  Wareh Project  Grosswelgnt  Welght UOM  Recelving order
SPATO1LOT 3861 SPLP052925 001  SPATOT-LOT  SPATO1-LOT 25 25 A Sara-Demo Warehouse  SPatric 11339809 kg

SPATO3-LOT 04032025 SP040325-001  SPATO3-LOT  SPATO3-LOT 100 o Y Sara-Demo Warehouse  SPatric 45350237 kg

SPATO3-LOT 04032025 SP040325-001  SPATO3-LOT  SPATO3-LOT 15 4 Box. Sara-Demo Warehouse  SPatric 12246994 kg

SPATO1-LOT 3861 12672 SPATOT-LOT  SPATO1-LOT 25 25 Y Sara-Demo Warehouse  SPatric 11339809 kg 8175
SPATO1LOT 3861 12673 SPATOT-LOT  SPATO1-LOT 25 25 A Sara-Demo Warehouse  SPatric 11339809 kg 8175
SPATO3-LOT 04032025 12670 SPATO3-LOT  SPATO3-LOT 25 25 Y Sara-Demo Warehouse  SPatric 11339809 kg 8174
SPATO3-LOT 04032025 12671 SPATO3-LOT  SPATO3-LOT 25 25 A Sara-Demo Warehouse  SPatric 11339809 kg 8174
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Inventory sub-hubs and views

As previously mentioned, inventory can be reviewed and managed from several different
perspectives, in addition to the Inventory hub view. Click to expand each section below to
learn more about these inventory sub-hubs and views and the options they offer.

Lots hub

The Lots hub displays all inventory by lot that is associated with the filters set on the hub
(Owner, Project, Materials and Status). When a material is lot controlled, unique lots and
vendor lots will be created for inventory of that material. In addition to the filters mentioned
before, lot data can also be filtered by date using the filters in the Lots grid.
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Vendor Lots

Vendor Lots represent the vendor-assigned identification of a particular group of
inventory for a lot controlled material, all sharing the same manufacturing and
expiration dates.

Lots

Lots are sub-divisions of vendor lots, which share the same information as provided by
their parent vendor lot, but can have an additional description and notes. Each vendor
lot must have at least one lot.

In summary, inventory for lot controlled materials is grouped together under vendor
lots and lots. For example, inventory for Swiss cheese could be part of the 031525
vendor lot, and the 032251 lot. This allows you to tell apart the batch of Swiss cheese
manufactured on 03/15/25 from the rest of the Swiss cheese in the Warehouse, as well
as the specific part of that batch that was received on 03/21/25.

GlLots

Inventory that is not Lot Controlled is assigned a generic lot, or GLot. All inventory for
those types of materials will automatically be assigned this as their lot and vendor lot,
eliminating the need to enter any information in these fields.

Lots hub details

Material: The lookup code for the lot's material.
Lot/Vendor Lot: The lot and vendor lot lookup codes.
Status: The status of the lot.

Receive Date: The date and time the lot was first received into the warehouse.

Last Receive  The date and time the lost was most recently received into the
Date: warehouse.

Manufactured The date and time the lot was manufactured.
Date:

Expiration Date: The date and time the lot will expire.

Created Date: The date and time the lot was created.

Modified Date: The date and time the lot was last modified.

Notes: Any notes added to the lot's record.

Owner/Project: The owner and project of the material the lot is associated with.



datex

Related Tutorials

Tutorials related to lots and vendor lots are:

» How to update a lot's status

Inventory Hub > Lots Hub

Lots hub

Your landing page to view your lots.

Filters, v

5 items

®  Datet ®  Datetype v

O weters Lot/ vender ot Status Receive date Last receve cate Manufacture date Expiraton date Created aste Modified date Netes  Ouner / Project
SPKIT 041725 / 041726 Active  04/17/2025,11:09 AM  04/17/2025, 2:24 PM 04/17/2025, 3:08 PM 04/17/2026, 3:08 PM 04/17/2025, 11:09 AM  04/17/2025, 2:24 PM SPatric / SPatric
SPATO1-LOT  3861/041725 Active  04/17/2025, 11:04 AM  08/11/2025, 5:10 PM 05/31/2025,1200 AM  05/31/2025, 1200 AM  04/17/2025, 11:04 AM  08/11/2025, 5:10 PM SPatric / SPatric
SPATO3-LOT 04032025 /05032025  Active  04/03/2025,10:23 AM  09/04/2025, 3:36 PM 04/03/2025,10:22 AM ~ 05/01/2025, 1200 AM  04/03/2025, 10:22 AM  09/04/2025, 3:36 PM SPatric / SPatric
SPATO1-LOT 3822 Active  03/20/2025,10:24 AM  03/20/2025, 1251 PM  03/20/2025, 1200 AM ~ 03/20/2026, 1200 AM  03/20/2025, 10:02 AM  03/20/2025, 12:51 PM SPatric / SPatric

Lot record

When opening individual lots, they will have their own dedicated page view for the record
with a listing of all the current in warehouse inventory and the activity history for actions
taken against the lot. From the record you can update the lot's status, add a discussion
comment or edit some lot details such as the expiration date.
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Inventory tab

The inventory tab lists all current inventory, meaning inventory that hasn't been
shipped out, for the selected lot. Displayed inventory can be searched using the filter
field (if using the filter field to search either click outside the field after entering the
search value or tab out of the field). Data displayed in the inventory tab gird can be
exported.

Inventory  Activity 3 items

& Bport Ee—1

Inventory tab detail

Material: The common lookup code for the material or product.

Lot: The lot ID of the inventory.

Material The alternative identifier for the material or product.

name:

Material The description of the material or product.

description:

Total The total amount of inventory for the material in the warehouse
amount: regardless of status.

Available The amount of inventory for the material that is available for allocation.
amount:

Packaging: The packaging UOM of the material inventory.
Warehouse: The warehouse in which the inventory is located.

Project: The name of the project associated with the material inventory.
Vendor lot: The vendor lot ID of the inventory.

Gross The total weight of the inventory for the lot, including the packaging, in
weight: the warehouse.

Weight The physical Location of the Inventory in the Warehouse.
UOM:

Receiving Incoming order the lot first came in on.

order:

Expiration = The expiration date of the lot inventory.

Date:

Manufacture The manufacture date of the lot inventory.

Date:

Received The date the lot inventory was received.
Date:




Activity tab

The Activity tab displays the lot's activity history.

nventory  Activity 9 items

\\\\\

Activity tab details
ID: A system-generated field containing the system's unique ID for this
particular activity.

Warehouse: A system-generated field containing the warehouse where the activity
for the inventory took place.

Operation  The activity's operation code identifying what kind of activity this is.

code:

Status: The status of the activity.

Material: The lookup code of the inventory's material in the activity.

Lot: The lot assigned to the material inventory in the activity.

Project: The name of the project associated with the material inventory involved
in the activity.

Serial If applicable, the serial number associated with the inventory involved in

number: the activity.

Expected: The expected amount of inventory and packaging associated with the
activity's task.

Actual: The actual amount of inventory and packaging associated with the
activity's task.

Created The date and time the activity was created, likely, but not always, when

date: it started.

Completed The date and time the activity was finished.

date:

Actual The actual pallet inventory began on for the activity.

source

pallet:

Actual The actual pallet inventory ended on for the activity.

target pallet:

Notes: Any notes entered for the inventory activity.

Related Tutorials

Tutorials related to lots and vendor lots are:




e How to update a lot's status

+ How to edit lot details

nventory Hub > Lots Hub > Lot3861

& Editlot @ Change status. O

38 6 1 Total available Total weight

Vendor lot 041725

1 Project

e 265 J 2676

Manufactured on Eireson

05/31/2025 05/31/2025

St

Active

Inventory  Activity 2 items
& zgor =9
Matera Lot Materisiname  Materialdescrpion Total ameunt  Avaable amount  Packaging  Warehouse Project  Vendorlot  Grossweight  Weight UOM  Receing order  Expiraion cate  Manufacture
SPATO1-LOT 3861 SPATOI-LOT  SPATO1-LOT 430 190 EA Datex Dry SPatric 041725 222260261 kg 8175 05/31/2025  05/31/2025
SPATO1-LOT 3861  SPATOI-LOT  SPATO1-LOT 100 73 EA Sara-Demo Warchouse ~ SPatric 041725 45350237 kg 8175 05/31/2025  05/31/2025

Serial numbers hub

The Serial numbers hub displays inventory by serial numbers and can be filtered by
Owner, Project, Materials, Warehouses, and Archived (whether or not the serialized
inventory is still in the warehouse or has been shipped out) status.

Serial numbers are a way of identifying each individual item of Inventory, rather than
remaining anonymous within the quantity of that type. When a material is serial controlled,
the unique serial numbers for each unit of the inventory of that material is tracked.
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A unique history of the serial's activity history (detailing where the inventory has been
at what time, its past Statuses, and so on) is also kept with the serial number.

Serial numbers are also used to track variable weights and variable lengths materials,
so the precise measurement for each is recorded. For any item that is not serial
controlled but uses variable weights or dimensions, the system will automatically
create and assign the item a serial number to track it by.

Serial numbers details

ID: The system-generated ID for the serial number.

Serial number: The serial number's lookup.

Packaging: The packaging type used by the material for the serial number.

Status: The status of the serial number.

Material: The lookup code for the material of the serial number.

Lot: The lookup code of the lot the serial number is part of, this may be a
generic Glot if the material isn't lot controlled.

Vendor lot: The lookup code of the vendor lot the serial number is part of, this
may be a generic Glot if the material isn't ot controlled.

Pallet: The pallet on which the serial number is located.

Project: The project under which the serial number's material is classified.

Warehouse: The warehouse in which the serial number is located.

Net Weight: The weight of the inventory the serial number represents, not

including its packaging.

Gross Weight: The weight of the inventory the serial number represents, including
its packaging.

Weight UOM:  The unit by which the serial number's material's weight is measured.

Length: The length of the inventory the serial number represents.

Width: The width of the inventory the serial number represents.

Height: The height of the inventory the serial number represents.
Dimension The unit by which the Serial Number's Material's dimensions are
UOM: measured.

Net Volume: The volume of the inventory the serial number represents, not

including its packaging.

Gross Volume: The volume of the inventory the serial number represents, including
its packaging.

Volume UOM: The unit by which the serial number's material's volume is
measured.

Created Date: The date the serial number was created.

Created User: The logged in user that created the serial number or performed the
action that generated it.
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Notes: Any notes added to the serial number's record.

Inventory Hub > Serial Numbers Hub

Serial numbers hub Total available

Your landing page to view serial numbers and all related actions across projects and or
warehouses.

. 1.5K

Total amount

3.2K

Serial numbers 3249 items

R

[ sinumber  pacesging Vateria Lt vedorot  palet Project Warchowse  Netweignt  Grossweight  UOM UOM Netvolume  Grosswolume  UOK
202558 51078251 Vials Active 417 a7 127741LP Datex Pharma  Datex Cold 1 2 g 1 1 1 in 1 1 cu.
202557 51078181 Vials Active 417 a7 127741LP Datex Pharma  Datex Cold 1 2 g 1 1 1 in 1 1 cu.
202556 510780SI Vials Active 417 a7 127741LP Datex Pharma  Datex Cold 1 2 ] 1 1 1 1 1 cu.
202555 510779SI Vials Active 417 a7 127741LP Datex Pharma  Datex Cold 1 2 g 1 1 1 in 1 1 cu.
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Provided you have access through Footprint Portal, you can make multiple changes to

information in the lot record that will reflect the changes right away.

1. Open a lot record from any grid where its lookup code appears as a hyperlink.

Inventory Hub > Lots Hub

Lots hub

Your landing page to view your lots.

Filters

Lots

Y2 Update status

Date from:

] material

O sekiT
SPATO1-LOT
SPATO3-LOT

SPATO1-LOT

Date to:
Lat / Veendor ot

041725 / 041726

3861/041725

04032025 / 05032025

3822

Status

Date type:

Receive date

04/17/2025, 11:09 AM

04/17/2025, 11:04 AM

04/03/2025, 10:23 AM

03/20/2025, 10:24 AM

2. Click the Edit lot button to open the Edit lot flyout.

Inventory Hub > Lot 04032025
@ Change status O

04032025

Vendor lot 05032025

Material

SPAT03-LOT

Manufactured on

04/03/2025

Status

Active

Inventory  Activity

o Warehouse

981559 Sara-Demo Warehouse Receiving

981555 Sara-Dema Warehouse Receiving

Crperation cod

Project

SPatric

Expires on

05/01/2025

e

Completed

Completed

Status Mater

SPATO03-LOT

SPATO03-LOT

Last receive date

04/17/2025, 2:24 PM

08/11/2025, 5:10 PM

08/04/2025, 3:36 PM

03/20/2025, 12:51 PM

Lot Project
04032025 SPatric
04032025 SPatric
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3. In the Edit lot flyout, make your desired changes. Changes can be made to any of
the fields including the Expiration date and Lot code.

3. Click the Confirm button to save the changes.

Edit Lot X

Lot code

04032025

Status

Active W

Description

SPATO3-LOT

Vendor lot

05032025

Expiration date

5/3/2025 :

Motes .
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Change lot status

The status of a lot is one of the ways to determine whether or not inventory for that lot is
available. Any status other than Active will generally make inventory unavailable for
selection to be shipped out. You have access from the Footprint Portal to update the
statuses of your lots through a couple of approaches.

Update the status of the lot(s) from the Lot hub

1. In the Inventory hub, click the Lots hub button.

Inventory Hub
-+ Create material | [ Lotshub | 9 Serials hub

Inventory hub

Your landing page to view inventory across your projects and assigned warehouses.
Filters )
inventory type

(o) (o)

inventory date

09/11/2025 x

Inventory  Activity

&) Export

Material Material name Material deseription Total amount Avaliable amourt
B001 Blankets for Export Blankets for Export 501 378

B0O1 Blankets for Export Blankets for Export 3 3

1. On the Lots hub in the Lots tab, locate the row(s) containing the lot(s) to have their
statuses updated, and click the Update status button.

Multiple lots can be selected and updated.

Inventory Hub > Lots Hub

Lots hub

Your landing page to view your lots.

Filters v

Lots
Date from: Date to: Date type: v
B Materal Lot/ Vendor lot Status Receive date Last receive date Manufacture date

SPKIT 041725 / 041726 Active 04/17/2025, 11:09 AM 04/17/2025, 2:24 PM 04/17/2025, 3:08 PM

SPAT01-LOT 3861/041725 Active 04/17/2025, 11:04 AM 08/11/2025, 5:10 PM 05/31/2025, 12:00 AM
SPAT03-LOT 04032025 / 05032025 Active 04/03/2025, 10:23 AM 09/04/2025, 3:36 PM 04/03/2025, 10:22 AM

SPAT01-LOT 3822 Active 03/20/2025, 10:24 AM 03/20/2025, 1251 PM 03/20/2025, 12:00 AM
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2. Select the status the lot(s) will be updated to (you can only choose one, if you want
the lots to be different status you will need to update them individually). You can
provide optional Reason codes to further inform why the status is changing by
checking the boxes in the Reason codes dropdown multi-selector, then click the
Confirm button.

Lot status update

Lot status update

bessage

Lot(s) 3861, 04032025 will be updated.

Status * Reason codes

QC HOLD X v [ | v

[] Aging 120 Days
[] Allergen Hold
] AL

[] Blast Hold

[] Bond
M customer
B customs Hold

[] Damaged

3. After the status update processes, click the OK button to close the confirmation
window.

The changed status of the lot(s) will be reflected in the grid.

Update the status of a lot from the lot record
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1. Open a lot record from any grid where its lookup code appears as a hyperlink.

Inventory Hub > Lots Hub

Lots hub

Your landing page to view your lots.

Filters ~

Lots

Date from: Date to: Date type: e

O  Msterial Lat / Vendor ot Status ceive date Last receive date

0 sekiT 041725 /041726 Active 04/17/2025, 11:09 AM 04/17/2025, 2:24 PM
SPATO1-LOT 3861/041725 Active 04/17/2025, 11:04 AM 08/11/2025, 5:10 PM
SPAT03-LOT Active 04/03/2025, 10:23 AM 09/04/2025, 3:36 PM
SPATO1-LOT 3822 Active 03/20/2025, 10:24 AM 03/20/2025, 12:51 PM

2. In the lot record, click the Change status button in the red toolbar along the top.

Inventory Hub > Lot 04032025

04032025

vendor lot 05032025

Material Project
SPATO3-LOT SPatric
Manuf; d on ]
04/03/2025 05/01/2025

Status

Active

Inventory  Activity

D Warehouse Operation code Status Material Lot Project
981559 Sara-Demo Warehouse Receiving Completed SPATO3-LOT 04032025 SPatric
981256 Sara-Demo Warehouse Receiving Completed SPATO3-LOT 04032025 SPatric

981061 Sara-Demo Warehouse Receiving Completed SPATO03-LOT 04032025 SPatric
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3. Set the New status.

Change status for lot 040320257

Change status Cancel

All imventory for the lot will be put on hold. MNew status

Active

3. After the status has been selected, you'll have the option to add reason code(s) to
document why the status change is being made by checking boxes in the Reason for
status change multi-selector dropdown.

Change status for lot 040320257

Change status Cancel

All inventory for the |ot will be put on held. Mew status

Active

Reason for status change

[] Blast Hold

[] customs Hold

[] Damaged

[] Freeze Hold
[] Fumigation

0 of 22 matches s

The status update will process and be reflected in the record.
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Edit serial information

Provided you have access in Footprint Portal, you can make multiple changes to
information in the serial record that will reflect the changes right away.

1. Open a serial record from any grid where the Serial number appears as a hyperlink.

Inventory Hub > Serial Numbers Hub > Serialnumber 52186251

Serial numbers hub

Your landing page to view serial numbers and all related actions across projects and or warehouses.

Filters h

Serial numbers

O o Serial number Packaging Status Materia Lot vendor ot Pallet Project Warenouse Net weight

] 213638 InnerPack Active Asprin 4222 4222 12787ILP Datex Pharma Datex Pharma 4
213637 5218615l InnerPack Active Asprin 4222 4222 12787ILP Datex Pharma Datex Pharma 4
213636 5218605l InnerPack Active Asprin 4222 4222 12787ILP Datex Pharma Datex Pharma 4
213635 52185951 InnerPack Active Asprin 4222 4222 12787ILP Datex Pharma Datex Pharma 4
213634 5218585l InnerPack Active Asprin 4222 4222 12787ILP Datex Pharma Datex Pharma 4
212A32 R21R57S1 InnerPack. Active. Asnrin 4222 4222 127871 P Datex Pharma Datex Pharma a

2. Click the Edit button to open the Edit lot flyout.

Inventory Hub > Serial Numbers Hub > Serialnumber 5218625I

5218625I

Status Active Archived false

Activity

3. In the Edit serial number flyout, make your desired changes. Changes can be made
to the Status, Details, and Notes.
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3. Click the Confirm button to save the changes.




Edit Serialnumber

Serial number

5218625l

Status

Active

Archived

Details
Length
5.00
Width
4,00
Height
6.00
Dimension UOM
in
Met weight

4,00

Gross weight

10.00

Net volume

120.00

Gross volume

120.00

datex
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Portal Materials hub guide

Sections

¢ Overview
+ Materials Hub
+ Material Record

Materials are the most basic part of your Warehouse, and the reason you have a
Warehouse in the first place - Materials are how you define your inventory.

Overview

Everything you store in your Warehouse, every item you ship out or receive, each piece of
inventory is defined by a material. Inventory you work with requires a material in the
system to represent it, and the information about those items can be managed in the
Materials hub. Materials can be created, edited, and reviewed from the hub. Options in
material configuration include different ways to group together like materials for storage
and billing purposes as well as defining packaging levels.

Materials hub

The Materials hub allows you to create and manage your materials from Footprint Portal.
Materials are listed in their respective tab, in ascending alpha-numeric order. Filters for
Owner, Project, and Materials can be applied.
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Icons along the top of the Materials Hub allows users to create a new material, and
manage project .

In addition to the Filters, you can also search by entering a material's name, UPC, or
description in the Search field in the top right corner of the Materials tab toolbar.

Materials tab

The Materials tab lists all materials matching the filter and search criteria, in ascending
alpha-numeric order. Basic information about the materials is displayed. If a material
has multiple levels of packaging, such as eaches and cases each level will be a
separate line in the grid. Selecting a material record will open it so you can review and
manage its details.

Materials tab details

Material: The name of the material.

UPC: The Universal Product Code, for the level of packaging detailed in
the line.

Packaging: The packaging level for the material inventory displayed in the line.

Sub-packaging: The sub-packaging of the line's packaging, if any.
Sub-packaging The amount of the sub-packaging inside the line's packaging, if any.
quantity:

Status: The current status of the material.

Length: The length of the material in the line's level of packaging. Only
applicable if the material has Fixed dimensions.

Width: The width of the material in the line's level of packaging. Only
applicable if the material has Fixed dimensions.

Height: The height of the material in the line's level of packaging. Only
applicable if the material has Fixed dimensions.

Shipping Weight of the items in line's package, combined with the weight of

weight: the package itself (tare weight). Only applicable if the material is
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Fixed weight.

Volume: The volume of the line's level of packaging. Only applicable when
the material is Fixed volume.

Shipping Volume of the line's packaging if it varies when shipping. Only

volume: applicable when the material is Fixed volume.

Pallet high: The number of this units of this level of packaging that can be
stacked atop each other.

Pallet tie: The number of this units of this level of packaging to be placed per
level on a pallet before you begin stacking atop them.

Group: The grouping of similar materials the material is assigned to.

Allocation The criteria by which inventory for this material is selected for a

strategy: shipping order.

Lot controlled:

Indicates whether or not the Material is Lot Tracked, or Controlled.

Serial Indicates whether or not the Material is Serial Tracked, or
controlled: Controlled.
Fixed weight:  Indicates whether or not the Material Weight is always fixed.

Fixed volume:

Indicates whether or not the Material Volume is always fixed.

Fixed Indicates whether or not the Material Dimensions are always fixed.

dimensions:

Shelf Life: The number of days the Material should be kept in the warehouse
for. For a Lot Controlled Material, the Shelf Life is added to the
Manufacture Date, and an Expiration Date is automatically created.

Description: A short description of what the Material is.

Owner: The material's owner.

Project: The project under which this material is classified.

Materials tab toolbar

Export:

Allows users to export data displayed in the grid.

Material Record

The material record can be opened for further review and management by clicking the
material name hyperlink. The material's basic information will be displayed, including the
name, status, and description. The default inventory view is "By Material. Users can also
view the material's Inventory "By Pallet" or "By Lot".
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Icons along the top of the Material record allows users to edit material details, add
and manage attachments, or view and add comments to a discussion.

Material record details

In addition to the material's name, status, and description displayed at the top of the
page, there is more information entered when creating a new Material.

Material creation details

Details that can be entered when creating a new material are described in the table
below.

Basic Information

Material code: A short code to identify the material by, unique to the Project. If using
barcodes, the material's barcode would go here.

Name: The name of the material.

Description: A short description of what the material is.

Owner: The material's associated owner.

Project: The project under which this material is assigned.

Packaging: The packaging for the material being created. If there are multiple

packaging levels for the material, start with the base level of
packaging. More can be added later.

UPC code: Universal Product Code, unique to each level of packaging. Multiple
UPC codes can be entered here, each separated by a comma.
Group: The material's assigned material group. Commonly used to

associate materials that share common storage and/or billing rules.
If you're not planning to use material groups, the out-of-the-box "No
Group" option can be used.

*Those in red are required fields.

Configuration

Allocation The Allocation Strategy takes into account related material

strategy: information when determining what inventory to select for a shipping
order. This allows Inventory to be selected to Ship based on set
preferences. For example, First Expired, First Out (FEFO) and First
In, First Out (FIFO).


Create.htm
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Out-of-the-box options include Allocation Strategies with the
following configurations:

e FEFO - First Expired, First Out. Lot controlled inventory
whose expiration dates are nearest are assigned to orders.

e FIFO - First In, First Out. The inventory that was received to
the warehouse first is selected for orders before newer

inventory.
* FMFO - First Manufactured, First Out. The inventory that were

originally manufactured first is assigned to orders before

newer materials.
» LEFO - Last Expired, First Out. The inventory whose
expiration dates are furthest away are assigned to orders.

Lot controlled: Checking this box will indicate whether or not the material will track
inventory utilizing individual lots to store expiration and
manufacturing dates. If left unchecked the material will not utilize
individual lots and will instead use a G-lot (generic lot) for all of the
material's inventory. This option can be used in combination with the
Serial controlled option and cannot be changed once there is
inventory for the material in the warehouse.

Serial Checking this box will indicate inventory for the material will utilize

controlled: serial numbers for tracking. This option can be used in combination
with the Lot controlled option and cannot be changed once there is
inventory for the material in the warehouse.

*Those in red are required fields.

Measurements

Fixed weight:  Indicates whether or not the material weight is always the same. If
unchecked individual pieces of inventory will require their unique
weight to be documented on receipt or input and will be assigned a
unique serial number.

Fixed volume: Indicates whether or not the material volume is always the same. If
unchecked individual pieces of inventory will require their unique
volume to be documented on receipt or input and will be assigned a
unique serial number.

Fixed Indicates whether or not the material dimensions are always the

dimensions: same. If unchecked individual pieces of inventory will require their
unique dimensions to be documented on receipt or input and will be
assigned a unique serial number.

Decimal Allows the Package to be split into fractions. the 0 decimal places

precision: does not allow splitting, requiring each package to be whole; each
subsequent setting (1 decimal place, 2 decimal places, etc.), allow
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division up to the specified decimal place. For example, the package
"Gallon" with the setting of 3 decimal places could have an
inventory of 3.672 Gallons.

Weight: Weight of the items in the selected package. Only required when the
material is Fixed weight.

Shipping Weight of the items in the selected package, combined with the

weight: weight of the package itself (Tare Weight). Only required when the
Fixed Weight toggle is in use. Only required when the material is
Fixed weight.

Weight Unit of measurement for weight. Options include kilogram, gram,

measure: pound, ounce, ton, troy ounce, and metric ton. Only required when
the material is Fixed weight.

Volume: The volume of the package. Footprint automatically computes a

volume based on the length width and height, which is displayed
underneath those measurements. Only required when the material
is Fixed volume.

Shipping Volume of the package considering any other factors that may

volume: impact the package before shipping. Only required when the
material is Fixed volume.

Volume Unit of measurement for volume. Options include cubic meter, cubic

measure: centimeter, cubic foot, and cubic inch. Only required when the
material is Fixed volume.

Length: Length of the selected material package. Only required when the
material is Fixed dimensions.

Width: Width of the selected material package. Only required when the
material is Fixed dimensions.

Height: Height of the selected material package. Only required when the
material is Fixed dimensions.

LxWxH Unit of measurement for dimensions. Options include meter,

measure: centimeter, foot, and inch. Only required when the material is Fixed
dimensions.

*Those in red are required fields.

Storage rules

Pallet high: How many units high the selected material packaging can be
stacked atop itself.

Pallet tie: How many units to set down per level on a pallet before stacking.

Shelf life (in The number of days the material should be kept in the warehouse

days): before it expires. For a lot controlled material, the shelf life is added

to the manufacture date, and an expiration date is automatically
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created when creating a new lot.

Storage When used in with storage categories on locations, this can be set to
category rule: determine where a material can and cannot be stored.

Material record toolbar options

Edit material details

Once created materials can be edited. Details that can be entered during material
creation are described in the table above. However, when editing a material the flyout
will look different. Details regarding packaging and measurements will not be included.
They can instead be found on the material record Packagings tab to be edited.

(INote

Much of the information and rules set here cannot be changed while any
units of this Material exist in the Warehouse. Once all of a Material's
Inventory has been removed, then edits can once again be made. Those
fields will be marked red.

Basic Information

Edit material X

m can[e'

Material code Mame

SPATO1-LOT SPATO1-LOT
Description

SPATO1-LOT
Material group Status

General X v Active X v
Lot controlled [] serial controlled

Fixed weight Fixed dimension

Storage category rule




datex

Material code: A short code to identify the material by, unique to the Project. If using
barcodes, the material's barcode would go here.

Name: The name of the material.
Description: A short description of what the material is.

Material group: The material's assigned material group. Commonly used to
associate materials that share common storage and/or billing rules.
If you're not planning to use material groups, the out-of-the-box "No
Group" option can be used.

Status: There are several pre-defined Statuses to choose from, as well as
any custom Statuses added by the warehouse's Footprint WMS.
When a material is created, the default status is "Active". In the
future, if something has changed with the material, you may want to
change its status. Other status examples include "Inactive",
"Discontinued", and "Damaged". Any status other than "Active" will
make the material inactive and thus unable to be allocated in most
scenarios regardless of what the status is called.

Lot Controlled: Indicates whether or not the Material is Lot Tracked, or Controlled.

Serial Indicates whether or not the Material is Serial Number Tracked, or
Controlled: Controlled.

Fixed Weight: Indicates whether or not the Material Weight is always fixed.

Fixed Indicates whether or not the Material Dimensions are always fixed.
Dimension:

Storage Specifies the Storage Category to which the Material belongs.
Category Rule:

*Those in red cannot be edited when there is inventory in the warehouse.

Attachments

The Material attachments flyout allows users to view and upload files, including
images, to associate with a material or one of its packagings. Image files added at the
packaging level are used throughout the rest of Footprint to assist users in visually
identifying the inventory in the warehouse. For example, pack verification.
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Material attachments X

Packaging

(o)

Material Packagings 1item
| Download T Upload W Delete E]

O Name Type  Filesize  Desoiption  Created on Modified on

Box Cartpng PNG  8.62 KB 09/24/2025, 7:33 PM 09/24/2025, 7:33 PM

Click the Attachments button (paperclip) in the toolbar to open the record's
attachments flyout to view and manage files, including images. Basic information
about the file is displayed here along with a thumbnail of any image already uploaded.

Depending on the record type, there may be more than one tab to which images can
be added. For example, an inbound order record offers an Order tab and a Shipment
tab, whereas a material record offers a Material tab and a Packaging tab. Be sure to
click the desired tab before clicking the Upload option.

Attachment Details

Name: The name of the attachment.

Type: The attachment file Type.

File size: The attachment file size in pixels.
Description: The description of the attachment.

Created on: The date the attachment file was uploaded.
Modified on: The date the attachment file was modified.

Clicking the Upload button opens a window to locate and select a file to be added. For
step-by-step instructions, please visit our Add Attachments tutorial.

Selecting an existing file and clicking the Download option will open a confirmation
window and then if confirmed, the file will be downloaded. Selecting an existing file and
clicking Delete will open a confirmation window and if confirmed, the file will be
deleted.

Before uploading a file to the Packaging tab, first select the Packaging Type of the
Material to which the new file will be added.
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While each package level can have its own image, the use of this feature is left open to
your particular operation. Some warehouses prefer to put an image of the product itself
(commonly referred to as an "each"). Other warehouses, particularly those with a
robust hierarchy of package levels, will take pictures of each actual packaged unit and
match it to the package level in Footprint. This assists in picking and packing when it
may be confusing to a user whether an item is an each, case, pack, bundle, etc.

Material record tabs

Each material record allows the user to review the material's Inventory, Activity, and
Packagings. Expand the sections below for more details about each tab.

Inventory

The material Inventory tab lists all available instances of the selected material.

The Inventory tab is grouped "By Material" by default. Material inventory can also be
grouped "By Pallet" and "By Lot". The information displayed in the Inventory tab will
change depending upon the selected grouping.

Selecting a row or multiple rows allows users to Export the selected details to an Excel
spreadsheet.

Material Inventory tab details

By Material
Inventory Activity Packagings
8 oo Ce—
Material: The material lookup code.
Material name: The name of the material.
Material The material's description.
description:
Status: The status of the Material.
Total amount: The total amount of inventory in each warehouse listed.
Available The amount of inventory available for use in orders.

amount:




Incoming
amount:

Packaging:
Warehouse:
Project:
Gross weight:

Weight UOM:

By Pallet
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The amount of inventory on incoming purchase orders that has not
yet been received.

The packaging level of the inventory in the line.

The warehouse in which the material is located.

The project the material is assigned to.

The total weight of inventory for the material of the line's packaging
level, including the packaging.

The unit of measurement being used for the weight of the material.

Material )

D (o) (o

Inventory Activity Packagings 10 items

& eport

O aters

Material:

Lot:

Pallet:

Material name:

Material
description:

Total amount:

Available
amount:

Packaging:
Warehouse:
Project:
Gross weight:

Weight UOM:

Receiving
order:

Vendor lot:
Expiration date:

Manufacture
date:

Receive date:

The lookup code of the material.

The Lot the Material is part of.

The License Plate number the Material is assigned to.
The name of the material.

The material's description.

The total amount of inventory in each warehouse listed.
The amount of inventory available for use in orders.

The packaging level of the inventory in the line.

The warehouse in which the material is located.

The project the material is assigned to.

The total weight of inventory for the material of the line's packaging
level, including the packaging.

The unit of measurement being used for the weight of the material.
The inbound receiving order the license plate can in on.

The vendor lot the material inventory belongs to.

The date the lot controlled inventory on the pallet expires.

The date the lot controlled inventory on the pallet was
manufactured.

The date the lot controlled inventory on the pallet was received in
the warehouse.
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By Lot
Inventory  Activty Packagings .
5 oo ==
Material: The lookup code of the material.
Lot: The Lot the Material is part of.
Material name: The name of the material.
Material The material's description.
description:
Total amount: The total amount of inventory in each warehouse listed.
Available The amount of inventory available for use in orders.
amount:
Packaging: The packaging level of the inventory in the line.
Warehouse: The warehouse in which the material is located.
Project: The project the material is assigned to.
Vendor lot: The vendor lot the material inventory belongs to.

Gross weight:  The total weight of inventory for the material of the line's packaging
level, including the packaging.
Weight UOM: The unit of measurement being used for the weight of the material.

Receiving The inbound receiving order the license plate can in on.
order:

Expiration date: The date the lot controlled inventory on the pallet expires.

Manufacture The date the lot controlled inventory on the pallet was
date: manufactured.

Receive date: The date the lot controlled inventory on the pallet was received in
the warehouse.

Activity
The material Activity tab lists the history of actions taken associated with the material.

Inventory Packagings 18 items
=)

Completed  SPATOTLOT 3861  SPatric TEA 1A 0spepoxs
Completed  SPATOTAOT 3861  SPatric 256A  25EA 08282025

Completed  SPATO1AOT 3861 SPatric 25eA  25eA 08117025
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Material Activity tab details

ID:
Warehouse:

Operation code:

Status:
Material:

Lot:

Project:

Serial number:

Expected:

Actual:
Created date:

Completed
date:

Actual source
pallet:

Actual target
pallet:

Notes:

Packagings

The system generated ID for the material activity.

The warehouse in which the material activity took place.

The operation code for the material activity.

The Status of the material activity.

The lookup code of the material.

The lot of the material inventory associated with the activity.
The material's project.

If applicable, the serial number of the inventory involved in the
activity.

The expected amount of the material inventory involved in the
activity.

The actual amount of the material inventory involved in the activity.
The date the activity was created and started.

The date the activity was completed.

The pallet inventory starts on for the activity.
The pallet inventory ends on for the activity.

Any notes documented during the activity.

The Material Packagings tab allows for the Material's Packagings to be setup and
edited. Any existing Packagings are listed for review and management.

You can add as many levels of Packaging as are needed.

(INote

A Material must have at least one package level - the base package.

If more levels of packaging are needed, add a new row, and then in the Sub-
packaging field, select the packaging that would go inside the new packaging. In the
Sub-packaging quantity field, enter the amount of smaller packages that fit inside the
new packaging level. Continue this way for as many levels as are needed.



Inventory Activity | Packagings 2 items

a
a

EA 0 ]

@ Addrow

Material Packagings Tab Details

Packaging: The packaging detailed in the row.

Sub-packaging: If there is a level of packaging level directly below, select that here.
For example, there may be multiple "Eaches" (an individual unit)
inside a "Box", several of which go inside a "Case".

Sub-packaging The amount of the sub-packaging contained within the row's

quantity: packaging.

Default: When enabled, this package level will be the default level for the
material. May be tied to billing or order entry.

Decimal Allows the Package to be split into fractions. The 0 decimal places

precision: does not allow splitting, requiring each package to be whole; each

subsequent setting (1 decimal place, 2 decimal places, etc.),
allows division up to the specified decimal place. For example, the
package "Gallon" with the setting of 3 decimal places could have an
inventory of 3.672 Gallons.

UPC: Universal Product Code, unique to each level of packaging. Multiple
UPC codes can be entered here, each separated by a comma.

Length: Length of the package.

Width: Width of the package.

Height: Height of the package.

UOM: Unit of measurement for dimensions. Options include meter,
centimeter, foot, and inch.

Weight: Weight of the items in this level of packaging

Shipping Weight of the items in this packaging, combined with the weight of

weight: the packaging itself (Tare Weight).

UOM: Unit of measurement for weight. Options include kilogram, gram,
pound, ounce, ton, troy ounce, and metric ton.

Volume: The Volume of the packaging without any packaging.

Shipping Volume of the packaging considering any other factors that may

volume: impact the packaging for shipping.

UOM: Unit of measurement for volume. Options include cubic meter, cubic
centimeter, cubic foot, and cubic inch.

Pallet high: How many units high the selected material packaging can be
stacked atop itself.

Pallet tie: How many units to set down per level on a pallet before stacking.

Shippable When enabled, this packaging can be used as an actual shipping
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container: container, and does not need to be packed further.

Autogenerate When enabled, serial numbers will be automatically generated with
serials: a sequential serial number when prompted for this packaging level.

*Those in red are required fields.

Materials Hub > Material SPAT01-LOT
£ it ) O

Material SPATO1-LOT Status Active Total available Total base available Total weight

SPATO1-LOT

s
.

Inventory Activity Packagings 3items
& pont | CERCY)
Material Material name Material description Total amount Available amount Incoming amount Packaging Warehouse Project Gross weight Weight UOM
SPAT01-LOT SPATO1-LOT SPATO1-LOT 740 420 0 EA Datex Dry spatric 335658354 kg
SPATO1-LOT SPATO1-LOT SPAT01-LOT 5 5 o Case. Datex Cold SPatric 2267962 kg
SPATO1-LOT SPATO1-LOT SPATO1-LOT 100 74 o EA Sara-Demo Warehouse SPatric 45.359237 kg
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Create a Material

Materials are created at the Owner and Project level and describe the specific details of
your inventory or product.

Create a new material

1. Click the + Create material button. Please note you must have an Owner and
Project selected under the Filters section (this should happen by default when you
open the page).

Inventory hub Total available Total quantity

Your landing page to view inventory across your projects and assigned warehouses.

Filters v

Inventory type

(52 (o)

Inventory Gt

09/08/2025 8

Inventory  Activity 47 items

EEER-Y|

Operaton coce Stats Matera ot Project  Senairumber Epected Adual  Crestedcate  Compieted date  Actual source pa

981550 Sara-Demo Warehouse  Receiving Completed  SPATO3-LOT 04032025 SPatric 25EA  25EA  09/042025 09/04/2025  SPLPO90A25.

981556 Sara-Demo Warehouse  Receiving Completed  SPATO3-LOT 04032025 SPatric SOEA  25EA  00/042025 09/04/2025  SPLPO90425.

981061  Sara-Demo Warehouse  Receiving Completed  SPATO3-LOT 04032025 SPatric S0Box S0BOx 08/282025 08/28/2025  LPSP082825.

981054 Sara-Demo Warehouse _Picking Completed _ SPATO1-LOT 3861 SPatric 25EA  2SEA 08282025 08/28/2025  SPLP0S2925.

The New material window will open with a form to create a new material. The selected
Owner and Project will auto-populate with the values from the Filters section.

2. In the first section of the form, enter a required short Material code that will be used
to reference the material, along with a Description of the material. You may add an
optional Name that could also be used as an additional identifier.

(INote

The required details are indicated with a red asterisk - all other details
are optional and can be filled out, but are not necessary. See the
Materials Guide for more information.
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3. Select the Packaging the material will be in from the drop down. Please note if you
have multiple types of packaging - for example, eaches and cases - you should select
the lowest packaging level. You will be able to add additional packaging levels after
creating the material. Additionally, you also have the option to add a UPC code that
will be specific to the selected packaging level.

4. Select a Group used to identify groupings of similar materials. "No group" is an out-
of-the-box option if you don't plan to utilize the feature.

MNew material

Material code = Mame

DEMO-M Demao Material
Description * Owner *

Material used for demos SPatric ®oow
Project * Packaging *

SPatric oo EA Hoow
UPC code Group *

0015560 Mo Group X oW

Allocation strategy *

FEFO X v
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5. Select an Allocation Strategy. The Allocation Strategy takes into account related
material information when determining what inventory to select for a shipping order.

This allows Inventory to be selected to Ship based on set preferences. For example,
First Expired, First Out (FEFO) and First In, First Out (FIFO).

Allocation Strategies

» FEFO - First Expired, First Out. Lot controlled inventory whose expiration dates
are nearest are assigned to orders.

* FIFO - First In, First Out. The inventory that was received to the warehouse first
is selected for orders before newer inventory.

* FMFO - First Manufactured, First Out. The Inventory that were originally
manufactured first is assigned to orders before newer materials.

» LEFO - Last Expired, First Out. The inventory whose expiration dates are
furthest away are assigned to orders.

By selecting which option you would prefer here, the system automatically utilizes the
information selected here when determining inventory to pick and ship for orders.

N Tip

Expiration driven strategies will only work when the inventory is lot
controlled.
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Mew material

Material code * Mame

DEMO-M Demo Material
Description * Owner *

Matenal used for demos SPatric Hoow
Project * Packaging *

SPatric Koo EA Moo
UPC code Group *

0015560 Mo Group Xoow

Allocation strategy *

FEFO X v

6. To track inventory for this material by individual lots, check the Lot controlled option.

7. If the inventory for the material is to be serial controlled or utilize serial numbers for
tracking check the Serial controlled option.

If tracking of lots/serial numbers is not required, leave both toggles off. In such cases
inventory for the lot will be assigned a Generic Lot, or GLot and not utilize serial
numbers.

If tracking both lots and serial numbers/custom fields, toggle on both options.
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8. Select the appropriate "Fixed" box if the product weight, volume, and/or dimension
will remain the same. Optionally, set the Decimal precision of these measurements.

UWarning

Once you have inventory for this material in the system you will not be
able to change these values, so be certain of the whether or not the
material will be lot and/or serial controlled and will have a fixed weight or
volume.

Configuration

Lot controlled Serial controlled

[

Fixed weight * Fixed volume *

Fixed dimension = Decimal precision

v

9. If the material has a Fixed weight, specify the Weight (weight before additional
shipping packaging) and Shipping weight (total weight), then select the Weight
measure.

10. If the material has a Fixed volume, specify the Volume (weight before additional
shipping packaging) and Shipping volume (total volume), then select the Volume
measure.
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11. If the material has a Fixed dimensions, specify the material's Length, Width, and
Height, then select the L x W x H Measure.

Weight * Shipping weight *
1.00 1.00
Weight measure * Volume *
Ib oo 1.00
Shipping volume * Volume measure *
1.00 cu. in, oo
Length * Width =
1.00 1.00
Height * L% W« H measure *
1.00 in X o™

12. (Optional)Enter the Pallet High and Pallet Tie.

Pallet High is how many units high the package can be stacked atop itself, while the
Pallet Tie is how many units to set down per level before stacking.

13. (Optional) If the material is lot controlled, you may set the material's Shelf Life (how
many days before the lot controlled material expires).

14. (Optional) Select a Storage Category Rule which can be used to determine where
in a warehouse inventory for this material can and cannot be stored.

Pallet high Pallet tie
Shelf life (in days) Storage category rule
0 o

15. Once all fields are set, return to the top of the window and click the Confirm button.
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Once a Material has been created edits can still be made, however once inventory has
been added for the material, Lot controlled, Serial controlled, Fixed weight, Fixed
volume, and Fixed dimensions cannot be changed.
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Edit a material

If you possess the needed permissions for Footprint Portal, you can make some limited
edits to an existing material. Certain options, such as whether or not it was lot controlled or
fixed weight, can't be changed if there is any inventory for the material in or coming into
the warehouse. Packaging levels can also be added to a material record if there are
multiple, and their dimensions updated.

Access a material record

Option A, Step 1: Open the Materials hub. If the material you're looking for is not
immediately visible in the grid, input the material's lookup code in the search field on
the top right corner of the Materials grid then either click the Tab key or click outside of
the field. The material will be

Materials

7 it

Subpacaghguantly Siatis  Length Widh Heght Weight  Snipoingwelght \oume  Snippingvolume  Palethgh  Palettle Group

| s

Adive 11 1 1

Aive 4 6 4 100 100

2

S
gesgge §

a

adive 3

Option A, Step 2. If you have access to more than one owner and/or project, ensure
the Owner and Project set are the combination the material is assigned to. If not you
may need to clear the fields and set to the required owner and project.

Option A, Step 3. If the material you're looking for is not immediately visible in the grid,
input the material's lookup code in the search field on the top right corner of the
Materials grid then either click the Tab key on your keyboard or click outside of the
field. The grid will be filtered to contain all records matching the value you entered.
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Option B: Click on the material's lookup code in any grid where it appears as a
hyperlink. This isn't just limited to the Materials hub. You may find such hyperlinks in
orders and the Inventory hub.

Inventory Hub

- Create material lotshub (9 Serials hub

Inventory hub Total available Total quantity

Your landing page to view inventory across your projects and assigned warehouses.
Filters ~ 3 9 4
ertory e

(i) ()

inventory cate

10/08/2025 &

Inventory  Activity 3 items
& epon
Mtera Materl name Maters cescrption Totalamourt Avaabie amourt ncoming amaunt Pacaging  Warehouse Project Gross weight Weight UOM

S o = : = e
SPATO03-LOT SPATO3-LOT SPAT03-LOT 200 100 0 EA SPatric 90.718474 kg
SPAT03-LOT SPATO3-LOT SPATO3-LOT 9% 83 o Box Sara-Demo Warehouse SPatric 80013694 kg

Edit a material

1. In the material record, click the Edit button to open the Edit material flyout.

Materials Hub > Project SPatric  » Material SPAT01-LOT

Material SPATO1-LOT Status Active

SPATO1-LOT

nventory type

| By Pallet | | By Lot |

Inventory Activity Packagings

o) Export
Material Material name Material description Total amount Available amount Incoming amount
SPATO1-LOT SPATO1-LOT SPATO1-LOT 740 420 ]

SPATO1-LOT SPATO1-LOT SPATO1-LOT 5 5 0
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2. Edits can be made to most of the fields with the exception of the Lot controlled,
Serial controlled, Fixed weight, and Fixed dimension. If there is inventory for the
material in the warehouse or expecting in the warehouse on an incoming receiving
order these fields cannot be updated until there is no inventory. If changes have to be
made you may need to work with the warehouse to perform an inventory
transformation on the existing inventory.

3. Once you've completed all the edits required, click the Confirm button.

Edit material X
Material code Mame

SPATO1-LOT SPATO1-LOT
Description

SPATO1-LOT
Material group Status

General X v Active Koo
Lot controlled [ ] serial controlled
Fixed weight Fixed dimension

Storage categeory rule

Add a packaging level




1. In the material record, click the Packagings tab.

Materiaks Hub > Project SPatric > Material SPATO1-LOT

2t ) o)
Material SPATO1-LOT Status Active Total available Total base available Total weight
SPATO1-LOT
495 | 740 ff 3815
Inventory Activity | Packagings 2 items
Packagig  Subpackaging Sub-paciagingauentty Dt Decmalprecison UPC lenghh Width Hegnt UOM Weght Shopnguwecht UOM Vome Shppngvoume UOM  Palethigh Fslette Shippasicontaner Autopencrate
EA [ 1 1 1 in 1 1 b 1 1 cu.in. (] (w]
Case EA 50 2 3 2 ft 1 1 b 12 12 cu. ft. O O
@ Add row

2. Click the +Add row button.

3. Select the Packaging name from the drop down. These are pre-populated values. If

the one you are looking for is not available you may need to contact the warehouse to
have it added.

4. After selecting the packaging identify the packaging level for the material that is
directly below the new level from the Sub-packaging drop down, and indicate the
amount of that packaging that would be inside in the Sub-packaging quantity.

Inventory Activity Packagings

Packaging Sub-packaging Sub-packaging quantity Default Decimal precision UPC
EA 0
Case EA 50

C =3 e ) (| 1

5. (Optional): Set Decimal precision for values of this packaging level and the UPC
(Universal Product Code) for this specific packaging level of the material.
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6. If the material has set measurement values (weight, volume, and dimensions)
provide the values for each as applicable.

1 1 1 in 1 1 b 1 1

3 2 Ib 12 12 wft

2 it 1 1
l ~ l l4.oo lemlmw In X~ IIUO..‘IIOU‘W l\n ~ lss‘avlsem l(u.ﬁ‘ X v l

7. (Optional): Enter a Pallet high (how high this material packaging level can be
stacked) and Pallet tie (how many packages of this level can fit on a pallet before
stacking).

8. (Optional): Select if this is a Shippable container (it can be shipped without being
packed), or if the material was serial controlled if this packaging level should
Autogenerate serials.

9. Click the check mark at the end of the row to save the new packaging.

Pallet high  Pallet tie  Shippable container  Autogenerate serials

L] [

[ L]
[T D

Edit a packaging level




1. In the material record, click the Packagings tab.

Materiaks Hub > Project SPatric > Material SPATO1-LOT

2t ) o)
Total available Total base available Total weight

MaFeriaI SPATO1-LOT Status Active
(o) (572 495 § 740 g 3815

2 items

Inventory Activity | Packagings
Palthioh Palettic  Shippabie container  Autogencrate

Shipping volume  UOM

Packaging  Sub-packaging  Sub-packaging quantty  Defa alpredsion UPC Length Width Height UOM Weight Shippingweight UOM  Volume
EA o 1 1 1 1 1 b 1 1 cu.in. (w] (w]
Case EA 50 2 3 2 ft 1 1 b 12 12 cu. ft. O O
@ Add row

2. Click on the row for the packaging you wish to edit. The row will become editable
and you can make your changes with the exception of the Packaging, Sub-packaging,

and Sub-packaging quantity fields.

3items

Ge 9

3. Once you've completed all your changes, click the check mark at the end of the row.

Inventory Activity Packagings

Sub-packaging Sub-packaging quantity Default  Decimal preciis UPC Length Width Height UOM

Packaging
0 1 1 1 in
T LT -
4 6 4 ft 100

EA
Case EA £ |
Box Case 8
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Invoices guide

Sections

o Overview
* |nvoice hub
* |nvoice record

Overview

The Invoices hub is generally used for reference and communication on invoices from
Footprint Portal to the warehouse's Footprint WMS.

While there is little in the way of management to be handled from the portal-side, the
Invoices hub is useful to view invoices and communicate on specific invoices from within
the application.

Invoices hub

Invoices are itemized lists of services with their prices and terms. Invoices in Footprint
Portal are made up of billing records that were generated when certain activities occurred
based on an active contract.




datex

The Invoices hub lists all Completed and Exported invoices for review, discussion,
and print. Invoices can be filtered by Owner, Project, and Status.

The Invoices tab displays invoices in descending order, starting with the most recently
created. This can also be filtered by using the Created from: and Created to: settings
at the top of the gird. The Invoices tab toolbar provides the option to print a selected
invoice.

Invoices tab details

Invoice: The invoice number (code).

Status: The status of the invoice.

Owner: The name of the owner the invoice is for.

Project: The name of the project the invoice is for.

Created: The date and time when the invoice was created.

Due date: The date and time when the invoice payments are due.

Reference: Any reference number independent of the invoice code.

Attention of: If there is a specific individual in an organization that should be
viewing the invoice they'll be identified here.

Notes: Any notes added to the invoice.

Invoices

The Invoice can be opened for further review and communication by clicking the
invoice hyperlink.

Icons in the top toolbar provide options to print the invoice or add a comment to the
invoice's discussion.

Invoice header and details

The invoice's basic information will be displayed in the header. The Details section can
be opened for more information about the invoice.

Invoice code: The Invoice number (code).

Type: The type of the invoice.

Owner: The name of the owner the invoice is for.

Project: The name of the project the invoice is for.

Status: The status of the invoice.

Invoice terms: The terms of the invoice.

Due: The date and time when the invoice payments are due.
Created: The date and time when the invoice was created.

Reference: Any reference number beyond the invoice code for the invoice.
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Attention Of: If there is a specific individual in an organization that should be
viewing the invoice they'll be identified here.
Notes: Any notes to be added to the invoice.

Invoice Lines tab details

In the Invoice Lines tab, the invoice line details are displayed. The associated billing
record(s) for a given invoice line can be viewed by clicking the arrow icon at the start of
the row to expand it.

Billing code Amount Rate  Total Biling recoras Note:
~ 1 Return Monitoring (15° to 25° Celsius) 001504629 408 4083 1 Generated from Billing Record [515392] Minimum Charge is in effect.
Amount UoM Rate  Minimum ct harge  Tota Details Created Notes

001504629 cuf. 408 408 408  Warehouse Datex Pharma Pallet 02032502 Material BVTESTO1 Lot 00000MG.1BR 02/09/2025, 3:30 PM

Invoice Lines tab details

(INote

Invoice Lines are rounded according to the standard for financial
applications, commonly referred to as "Bankers Rounding."

#: The invoice line number.

Billing Code: The name of the billing code the invoice line is using.

Amount: The number of units of work performed for the invoice line.

Rate: The rate at which the units of work are charged for the invoice line.
Total: The total charge for the invoice line.

Billing Records: The number of billing records comprising the invoice line.

Notes: Any notes in the system about the invoice line.

Description: A description of the billing code used.

Billing record details

Amount: The number of units of work performed for the billing record.

UOM: The unit of measure by which this billing record is charging.

Rate: The rate at which the units of work are charged for the billing
record.

Minimum charge: If a minimum charge has been set in the contract line

associated with this billing record, it is displayed here.
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Total: The total charge for the invoice line.

Details: The warehouse, material, and order number associated with
the billing record, when applicable.

Created: The date and time when the billing record was created.
Notes: Any notes in the system about the invoice line.

Invoices Hub

Invoices hub

Your landing page to view invoices across your projects and assigned warehouses.

Filters ~
Invoices 2 items
Created from: B Createdto:
D Invoice  Status Owner Project Created Due date Reference Attention of Notes
733  Completed DatexPharma DatexPharma  04/24/2025 929PM  05/25/2025, 12:00 AM Invoice Completed on 04/24/25 9:34 PM by jhogue Inveice €
716 Completed DatexPharma DatexPharma  02/09/2025, 3:30PM  03/11/2025, 1200 AM  Datex Pharma-4 Invoice Completed on 03/05/25 4:38 PM by mirampton null

s Hub > Invoice 716

& o
Invoice code * Type *
716 Invoice
Owner * Project *
Datex Pharma Datex Pharma
status invoice terms *
Completed 30 day inveice
Details ~
Due date Created date
03/11/2025, 12:00 AM 02/09/2025, 3:30 PM
Reference Attention of

Datex Pharma-4
Notes -~

Invoice Completed on 03/05/25 4:38 PM by mframpton null

Invoice Lines

#  siing code Amount Rate  Total illing records
> 1 Return Monitoring (15 to 25° Celsius) 001504629 408 4083 1
> 2 Return Monitoring (15° to 25° Celsius) 001446759 408 4083 1
> 3 Return Monitoring (15° to 25° Gelsius) 002951388 408 4083 1
> 4 Return Monitoring (15° to 25° Celsius) 002951388 408 4083 1
> 5 Return Monitoring (15° o 25° Celsius) 002951388 408 4083 1
> &  Return Monitoring (15° ta 25° Celsius) 005902777 408 4083 1
> 7 Retumn Monitoring (15° to 25° Celsius) 002051388 408 4083 1

> 8 Return Monitoring (15° to 25° Celsius) 0.02051388 408 4083 1

Total units Total billed

12K B s1448«

1524 items

Netes Desaription

Generated from Billing Record [515392] Minimum Charge is in effect.
Generated from Billing Record [515393] Minimum Charge is in effect.
Generated from Billing Record [515394] Minimun Charge is in effect.
Generated from Billing Record [515395] Minimun Charge is in effect.
Generated from Billing Record [515396] Minimum Charge is in effect
Generated from Billing Record [515397] Minimum Charge is in effect
Generated from Billing Record [515398] Minimum Charge is in effect

Generated from Billing Record [515399] Minimum Charge is in effect,
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Portal Transaction hub
guide

Sections

¢ Overview
* Transactions hub

Overview

From the Transactions hub, you can review the history of inventory transactions for your
goods. You will only be able to view transactions for inventory you have access to.

If the transaction in the grid is a type involving an order, its record can be opened by
clicking it's lookup code hyperlink in the table

Transactions hub

The Transaction hub is where you can review actions taken that result in the change of
inventory levels in the warehouse.
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Filter options are available to specify the transactions you'd like to see. You may filter
by Owner, Project, Materials, Warehouse, Created from, Created to, and
Operations codes.

A note on operation codes - these are the types of transactions you maybe view.
These include creating inventory, adjusting inventory, receiving inventory, and picking
inventory.

Data displayed can be exported. Expand the sections below for more details.

Transactions tab

The Transactions tab lists all transactions associated with the filters set for the hub
(Owner, Project, Materials, Warehouse, Created from, Created to, and Operations
codes). The Transactions tab toolbar also provides the option to export the
transaction data displayed in the tab.

s sworior  picing soronion  oza02s

Transaction tab details
Order: The order lookup code, if any, associated with the transaction
Material: The lookup code of the material involved in the transaction.

Operation  The transaction's operation code identifying what kind of activity this is.
code:

Description The description of the material involved in the transaction.

Created: The date and time the transaction was created, likely, but not always,
when it started.

Completed: The date and time the transaction was finished.

Project: The name of the project associated with the material inventory involved
in the transaction.

Owner The reference number given to the order for the owner's reference.

reference:

PO: The reference number given to the vendor for the vendor's reference.

Qty: The amount of inventory involved in the transaction. This may be a
negative number in the case of adjustments.

Lot: The lot of the inventory involved in the transaction.

Vendor lot: The vendor lot of the inventory involved in the transaction.
Recv Date: The date the inventory involved was first received into the warehouse.



Source:
Target:

Warehouse:

Destination
name:

Destination
line 1:

Destination
line 2:

Destination
city:
Destination

postal code:

Destination
country:

datex

The location in the warehouse the transaction started from.

The location in the warehouse the transaction ended at.

The warehouse where the transaction activity took place.

If the transaction was part of an order with a contact, this is the contact's
first and last name.

If the transaction was part of an order with a contact, this is the contact's
first address line.

If the transaction was part of an order with a contact, this is the contact's
additional address line.

If the transaction was part of an order with a contact, this is the contact's
address city.

If the transaction was part of an order with a contact, this is the contact's
address zip code.

If the transaction was part of an order with a contact, this is the contact's
address country.

Transaction tab toolbar buttons
Export: Export data displayed in the grid.

e —

inventory Transactions Hub

Inventory transactions hub

v sPatic v -
~ 08/01/2025 Gl 10/06/2025 x 8

Transactions

& Bport

Toge

8174 SPATOSLOT Rece SPATO3-LOT

04032025 05032025

081172025 08/11/2025  SPatric 04/03/2025

8174 SPATOS-LOT Receiving SPATOI-LOT  08/11/2025  08/11/2025  SPatric 25 0032025 05032025 040372025

8175 SPATOI-LOT Receiving SPATOI-OT  08/11/2025  08/11/2025  SPatric 25 361 onms  oynzjees

8175 SPATOT-LOT  Receiving SPATOI-LOT  08/11/2025  08/11/2025  SPatic 25 3861 onms o722

8238 SPATOT-LOT  Picking SPATOI-LOT  0/28/2025 08282025 SPatric REFOO250825 VREF-082525 25 3861 onms oy 21

SPATOI-OT  0828/2025 08282025 SPatric OREFOR2225  VREFOG292S 5O 04032025 05032025 SOWR-01

8200 SPATO3-LOT  Receiving 04/03/2025

8255 SPATOS-LOT Receiving SPATOI-LOT  09/04/2025  09/04/2025  SPatric

04032025 05032025 040372025 SoWR-01



	Table of Contents
	Footprint Customer Portal
	Orders Guide
	Create and submit a Receiving order
	Create and submit a shipping order
	Import Orders
	Discussions
	Create a Dock Appointment
	Add Attachments
	Exporting grid data
	Portal Project guide
	Create and manage shipping contacts
	Portal Reports hub guide
	Subscribe to a report
	Preview and export a report
	Create auto-email rules
	Manage auto-email rules
	View and resend auto-emails
	Portal inventory hub guide
	Edit lot information
	Change lot status
	Edit serial information
	Portal Materials hub guide
	Create a Material
	Edit a material
	Invoices guide
	Portal Transaction hub guide

