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QUICK REFERENCE GUIDE

Create a Booking from Order

Learning Curriculum: BOOKING
C In this guide )

Introduction

mylncitecPivot
1. Select products from order for booking

2. Create a booking

C Who is this guide for? )

Roles Channels

e Customer o All

C What is this guide about? )

| will learn to create a booking from an order. Being able to efficiently move an order to a booking
will mean | will save time, having a more streamlined end-to-end experience.

Please note: System look and feel is subject to change and therefore may differ from shown
in this quick reference guide.
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Module 1 — Introduction to Create a Booking from Order

’ WHY | am learning

| am learning how to generate a booking from an order. This will allow me to arrange my
transportation at my preferred time.

@

You will learn how to :
»  Select products for booking from the
1. Order confirmation page
2. Order details page
3. Order listing page
4. Bookings page
*  Create a booking

° WHERE | am on this learning journey

Currently on

b 4

05500

Explore Order/Contract Book Manage

Workstream
Curriculum
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Module 2 — myIncitecPivot

Select products from order for booking

There are 4 places where you can select products for a booking:
1. Order confirmation page

2. Order details page

3. Order listing page

4. Bookings page

You can only book multiple products at once if they are from the same plant.

Option 1: Order confirmation page

Step 1: Select the products you want to book using the checkbox, then click 'Book selected' to
create a booking for your selected items.

(A > Order
Order 23434234324 =)
Q (©) Enter order details (©) Review and finalise order o View order confirmation and book
Order number 23434234324 created
Select products to book now to proceed to the booking screen
View the order
& ,
Hide details N
Products (3) Book selected I
Line  Product Plant Status Qty UOM Collection date  Tonnes Unit price Value (Excl. GST)
10[EPP 21/CB 65028 Bulk GEO1 - 80.000 TO  1210/24 9900989  $130000/0  $13000.00 G
Line item level notification, e.g. Waitiisted
Promotions applied: 1234556
From contract  Line Product Applied tonnes | Contracted price
7890532 30 Granular Urea Bulk 40.000 $ 750.00/T0
4 TOTAL 40.000
Qﬁ 20 spp;;[ég 39152 Bulk GEO1 - 20.000 TO  12110/24 9999.999  $1,300.00/10 $13,000.00 (B i
Qo o . PP é1fCB 85028 26KG DPO1 80.000 25K 12/10/24 9,999.999 $1,300.00/ 10 $13,000.00 G
_JS Total 100.000 TO 9,999.99 $33,000.00

N . . ™
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Option 2: Order details page

Step 1: Select the products you want to book using the checkbox on the left.

[

Standard order

< Order 23434234324 =

Orders > Order 1234567

@ Customer Customer ID
123456789
Details
B Ordered Qtv Customer PO
102.000 TO 2082426
I E Delivered Qty Defarrad terms indicator
0.000 TO 30 days

Qtv to be daliversd Pavment month | No. months

102.000 TO 1

Order value Excl. GST
B $880,000.00
>
& > Order Booking
[ tine | Product Product 1D Plant  Status
>
[ 10 | SPP 21/CB 65028 Bulk soz054a400 Geo1 (D
20 | SPP 21/CB 39152 Bulk s020su4s29  cE01 QD
B O30 | spp21/cB 65028 25KG miszuoz01 oro1 (D

Total

Step

]

Standard order

< Order 23434234324

Orders  Order 1234567

Customer Customer ID
123456789

Details

Ordered Qty Customer PO

102.000 T0 2982426

Delivered Qty Deferred terms indicator

0.000 T 30 days

Qiv to be delivered Payment month | No. months
102.000 T 1

Order value Excl, GST

@@Q?EEQD

$860,000.00
>
Order Bookin

& > &

[tine  product Prosuct 1D Plant | Status
>

[ 10 SPP21/CB 65028 Bulk 020544400 01 (D

[ 20 SPP21/CB 39152 Bulk soz0544420  ceo1 (D
4 [J30  sPP21/cB 65028 25KG wisaney  opol QD

Total

o®
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Ship tofTank Profile

Tasmania, MERSEYLEA

incoterms

Incoterms

Created date

12/05724

Created by

John Doe

Transaction history

Prometion | promotion Ordered Qty
QUITCH  Promation 80.000
QUITCH  Promation 20.000
QUITCH  Promation 80.000
102.000

Ship tofTank Profile

Tasmania, MERSEYLEA

ncoterms
Incoterms
Created date
12/05/24
Created by

John Doe

Transaction history

Promoiion | promotion Ordered Qty
QUITCH  Promotion 80.000
QUITCH  Promotion 20.000
QUITCH Promotion 80.000

102.000

Payer

Grower

ABC Farm
Transnort name
XYZ Transport Go
Carrier name

MNOP Carrier Co,

Deliversd @ty | Remaining o
0.000 80.000
0.000 20.000
0.000 80.000
0.000 102.000

Payer

Grower
ABC Farm
Transpeort name
XYZ Transport Co.
Carrier name

MNOP Carrier Co.

Remaining to

Dolivorod QY | ey
0.000 80.000
0.000 20.000
0.000 80.000
0.000 102.000

Baoked Qty

0.000

0.000

0.000

0.000

Boaked Oty

0.000

0.000

0.000

0.000

N
Cancel order )

2: Click 'Book selected’ to create a booking for your selected items.

/S
Completion
&
21.00%
~
Deliverv notes Invoice notes
Please ring before entering the farm Notes
gate for us to be notified
Book selected Gl
:;:a“k‘i"i““ UOM  Completion Requested date  ContractMo.  Price Excl. GS1
80.000 TO 00% O7/06/24 098765432  §500000m0 | GD
20000 TO 00% 07/06/24 098765432  §5,000.00m0 KB i
80.000 25K 00% O7/06/24  09eTES43z  ssp0000mo |G :
102000 TO 0.0%
Cancel order
Completion
&
21.00%
~
Delivery notes Invoice notes
Please ring before entering the farm Notes
gate for us to be notified
Book selected [
Remaining o yow | complstion Roquosted dato  ContractWo.  Price Excl, 651
80.000 TO 00% 07/06/24 098765432  $5.000.00m0 GB }
20000 TO 00% 07/08/24 098765432  $500000m0 GB
80.000 25K 00% 07/06/24 098765432  $5.000.000 B
102000 TO 0.0%
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Option 3: Order listing page

Step 1: Select the products you want to book using the checkbox. You can choose to select the

whole order or product lines on an order.

(A > Orders
‘Q Created from * Created to IPF order number
20/03/24 ) oso7/24 B
@ a1 () Open () Unscheduled () Waitlisted () Completed () Closed
® [ Frorder 1, product Y Plant | %7 Status 57 Customer
[ 3982421 sgp2ticBesozsBuk  GEo1 (D
sep2iceagiszBuk  ceol (D
B SHP 21/CB 39152 Bulk
O R sion ode Dose ceol @D
3982420 SAP 21/0B 65028 25KG [ST
[n+]
SHP 21/CB 39152 Bulk ceol @D
o [ass2a19 [ sep 2118 65028 25KG orot QD
(@ [ses211s [ sAp 21/c8 39152 Bulk ceor (D
>
3982117 SHP 21/CB 65028 25KG ceor (D
2 > 3982116 SAP 21/C8 39152 Bulk ceor D
@B > SHP 21/CB 39152 Bulk
. w5 Rejection code: Desc. ceoi @D
@ > Subtotal

Product ID

Filter this page

Ordered Qtv

80.000

200.000

200.000

80.000

200.000

80.000

200.000

80.000

200,000

200,000

20,000.000

Delivered Qtv

0.000

20.000

Cuslomise table

ohverea

80.000

200.000

200.000

80.000

200.000

80.000

200.000

80.000

200.000

200.000

18,000.000

25K

TO

TO

25K

TO

25K

TO

25K

TO

Create order

Reset Advanced search " Search
Download
7 UOM  Completion Requested date

15 % 070624 A~
15 % 07/06/24 Gh v
1.5 % 07/06/24 G v
15 %  07/06/24 Ch v
1.5 % 07/06/24 L v
1.5 % 07/06/24 v
15 %  07/06/24 L v
15 % 07/06/24 L~
15 % 07/06/24 Lo wv
1.5 % 07/06/24 G v

TO

Step 2: Click 'Book selected’ to create a booking for your selected items.

(A > Orders
o Created from * Created to IPF order number
20/03/24 B oso7zs B
@ A (O)open () Unscheduled () Waitli () Completed () Closed
@ O mﬁn"h’:’fr TL  Product S Plant V7 Status | 57 Customer
[ 3982421 spp21cB 65028 Buk  GEo1 (D
spp21cB3g152Buk  cE01 (D
8 SPP 21/CB 39152 Bulk
O Rejection code: Desc. ceor QD
3982420 SPP 21/CB 85028 25KG ceor @D
[8x]
SPP 21/CB 39152 Bulk ceor @D
W [Jaesza19  [] sPP21/CB 65028 25KG orol (D
[ [Oasezt18 [ spe2iice 39152 Bulk ceor (D
>
3982117 SPP21/CB 65028 25KG ceot @D

IncitecPivot™

Product ID

itter this page

Ordered Qtv

80.000

200.000

200.000

80.000

200000

80.000

200.000

80.000

Delivered Qty

0.000

0.000

0.000

0.000

0.000

0.000

0.000

0.000

Customise table

to be
delivered

80.000

200.000

200.000

80.000

200.000

80.000

200.000

80.000

57 UOM | Completion

25K

TO

TO

25K

T0

25K

TO

25K

Create order
Reset Advanced search % -
Book selected IR

Download

Requested date
1.5 % 07/06/24 b ~
1.5 % 07/06/24 Gh v
15 % 07/06/24 b v
15 % 07/06/24 L v
15 %  07/06/24 b v
1.5 %  07/06/24 b v
1.5 % 07/06/24 b v
1.5 %  07/06/24 Lh v
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Option 4: Bookings page

Step 1: Click the ‘Bookings’ tile from the navigation bar on the left.

@asﬁ@maa

Incitec Pivot Fertilisers

{2} Dashboard
@ Producis
Offers

[ Contracts

E Orders
G Bookings
Ch Cases
. H ‘ H y
Step 2: Click ‘Create Booking’.
E (] > Bookings
Bookings Greate Bocking
Despatch from * Despatch to Booking number Product ID
@ 22109124 B 220125 B _— : A-.;r-u .
search
23
B
Please adhere o the instructions directed by IPF Truck Marshaller or IPF Control Room Operators.
R
=]
Q All Scheduled Missed collection Collected Filter this page Customise table Download
A Booking number® :‘:Fm"'::"’ 1} Product 7 Plant 7 Status </ Customer ¥ UoM :::::::;"d'" Collection window :::“L'u?'
3 B000001945 3982633 MAP BULK (MAP1050) GE03 - TO 25/09/2024 10AM - 11AM — v
. ‘ )
Step 3: Select a plant from the ‘Plant’ dropdown.
(A]  Bookings - Create booking
Create booking
@ ° Select orders Che
@ Plant
Select plant v
2]
B Select orders Carcel )
b= [ [PFerder 1, proguct 7 Plant %7 Status | 57 Customer Ordered Qtv Delivered Gty Qtvto be delivered %’ UOM  Completion Requested date
(N -]

IncitecPivot™
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Step 4: Select the products you want to book using the checkbox. You can choose to select the
whole order or product lines on an order.

(A  Bookings » Create booking

Create booking

@ o Select Orders Choose booking
@ Plant
GEO1 - Geelong v
TN
@ Select orders \,\ Cancel /I l‘/ Unselect all )
E IPF order 1, | proguct S Plant | 7 Status 7 Customer Ordered Qty Delivered Qty Qtyto be delivered 57 UOM  Completion | Requested date
[ 2082421 SHP 21/CB 65028 Bulk ceor (D 80.000 0.000 80.000 TO 00 % 07/06/24 v
(AN
SHP 21/C8 39152 Bulk ceor (D 20.000 0,000 20000 TO 0.0 % 07/06/24 v
SHP 21/CB 39152 Bulk !
Oz Jaciion code: Dasc. ceor (D 200,000 0.000 200.000 TO 00 % 07/06/24 v
[Jasszate | [ sifp21/c8 65028 25KG ceor (D 80.000 0.000 80.000 25K 00 % 07/06/24 v
[Jaes2118 | [ sdp21/cB 39152 Bulk ceor (D 200,000 0.000 20,000 TO 0.0 % 07/06/24 v
382117 | [Jsdp21/ce 65028 25KG ceor (D 200.000 0.000 200.000 TO 00 % 07/06/24 v
[Jass211e  |[Jspaicessszatoor1t.. ceol (D 200,000 0.000 200.000 TO 0.0 % 07/06/24 v
i=4 [ 3982116 O sdp2uceavszatoor1T.. ceol (D 200,000 0.000 200.000 TO 0.0 % 07/06/24 v
—
. H 1 El . .
Step 5: Click 'Book selected’ to create a booking for your selected items.
(A > Bookings > Create booking
Create booking
@ ° Select Orders Choose booking
@ Plant
GE01 - Geelong ~
—
a Sel ect orders \ Cancel /I ( Unselect all
N _ _
E O ‘,ﬂmﬂ‘," T4 | Product %7 Plant 7 Status 57 Customer Ordered Qtv Delivered Qty Qtv to be delivered 57 UOM  Comoletion | Reauested date
[ 3982421 SPP 21/CB 65028 Bulk ceor D 80.000 0.000 80.000 TO 00 % 07/06/24 ~
[Ax]
SPP 21/CB 39152 Bulk ceor (D 20.000 0.000 20000 TO 0.0 % 07/06/24 v
SPP 21/CB 39152 Bulk .
[ P el ceor (D 200.000 0.000 200.000 TO 0.0 % 07/06/24 ~
[J39s2419 | [J sPp21/cB 65028 25KG ceor (D 80.000 0.000 80.000 25K 0.0 % 07/06/24 ~
[Jass2118 | [ sPp21/cB 39152 Bulk ceor (D 200.000 0.000 20000 TO 0.0 % 07/06/24 ~
[J3982117 | [ spp21/ca 65028 25KG ceor (D 200.000 0.000 200.000 TO 0.0 % 07/06/24 ~
[Jaes211e | [Jspr2iceagisz4tooriT.. Geol (D 200.000 0.000 200,000 TO 0.0 % 07/06/24 ~
p=4 [ 3982118 Oseraicasnszaicorit.. ceol (D 200,000 0.000 200.000 TO 0.0 % 07/08/24 v

IncitecPivot™
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Create a booking

To create a booking, follow these steps:

Step 1: Click and choose a pickup date.

() > Bookings > Create booking
Create booking
@ ©@ Selectoders © Choose booking
@ Product details Booking Details
] PF rdormumber: 1832421 Pant: GEDA - Geelong  Loadous: GE1A - Bulk
Pick
Product [— Resiig obock BookQly  UDH  Tommes action
B
SPP 21/CB 65028 Bulk B0.000 s0000 TO 80.000 @
=
SPP 21/CB 39152 Bulk mow  mom To WO &
o
Total Wm0 0% TO  foamm
) > Bookgs > Create bocking
|l Create booking
@ © Select orders © Choose boo
® Product details Booking details
® PF ordornumber: 3962421 Plan: GEOY -Gealong  Lascout: GEVA- Bulk i
= = e e e .
]
SPP 21/CB 65020 Bulk seoo | 80000 TO  seoos ey e
= 100604 B
SPP 21/CB 39152 Bulk 2000 | 00| 0 2000
@ June 2024
Total 0000 00000 TO 10000
(A1 > Bookings > Croate booking
Create booking
@ @ Select orders €@ Croose bocking
Q@ P . ‘ "
roduct details Booking details
@ 1PF ordor mumbor 962421 Plasks GEN1 - Geslong  Loadaut: GE1A- Bulk
Pickeu
Product Customer Remaining 10 bock  Book Oty VoM Toanes Action .
B Pickap dat Callect
SPP 21/CB 65028 Bulk 50.000 80000 TO a0 O Cep defn Dilection whdbw
B 0804 =) v
SPP 21/CB 39152 Bulk 20,000 20000, TO 200
54
Total 100,000 100000 TO 100,000
Bookings  Croate bosking
Create booking
@ @ Select orders @ Choose booking
@ Product details Booking details
) 19F ordeemamber: 3082421 Piaet; GEO1 - Geslong  Losdoet: GE1A - Bulk
Pickup
Produc [— Remalriog s book Book Oty UOM | Tonnes Acion
E @ Pickup dato
SPP 21/CB 65026 Bulk woo | s000 1O wim @
B 2000 X
. SPP 21/CB 30152 Bulk A0 | 20000 TO 00AM- 1050 A 00 A - 1150 AM
Total woow oo To it
Zo0PM- 350 M an0FN - 43 M
conpH-55 M G00PM- 750 PM 700 P -850 PN

N . . ™
IncitecPivot 8
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Step 5: Fill in any other transport details.

N 8 B

P U

Step 4: Click ‘Book’ to finish creating your booking.

H & B

P U

ﬁ Bookings

Create booking

Create booking

© Select orders

o Choose booking

Booking details

Loadout: GE1A - Bulk

Product details

|IPF order number: 3982421 Plant: GED1 - Geelong
Product Customer
3020544400

SPP 21/CB 65028 Bulk

3020544429
SPP 21/CB 39152 Bulk

ﬁ Bookings

Create booking

Create booking

Remaining to book  Book Qty

80.000 80.000

20.000 20.000

Total 100.000 100.000

uom

@ Pick-up

Tonnes Action

Pickup date
80000 Tehup

12/0724

Collection window

)| 900AM- 10:53AM v

2000 W

100.000

Transport partner (optional)

ABC transport

Truck driver contact number

Delivery notes (optional)

Delivery notes for arder sample

Truck driver (optional)
~ John Doe ~
Add new truck driver

Truck driver email

Cancel | Back »
. A

© Select orders

o Choose booking

Booking details

Loadout: GE1A - Bulk

Product details

|IPF order number: 3982421 Plant: GEO1 - Geelong
Product Customer
3020544400

SPP 21/CB 65028 Bulk

3020544429
SPP 21/CB 39152 Bulk

IncitecPivot™

Remaining to book | Book Qty

80.000 80.000

20.000 20.000

Total 100.000 100.000

uom

@ Pick-up

Tonnes Action

Pickup date
80000 Tehup

12/0724

2000 W

100.000

Transport partner (optional)

ABC transport

Truck driver contact number

Delivery notes {optional)

Delivery notes for arder sample

Collection window

)| 900AM- 10:53AM v

Truck driver (optional)
~ John Doe ~
Add new truck driver

Truck driver email

( Cancel
.
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Step 5: Your booking has been created.

(A)  Bookings - Booking B123456789

Pick up booking

- —_— ¢ A
- Bookina B123456789 === Y ...
@ OO l ng . ) \. i g_/ \ge booking
Details ~
Confirmed despatch date Plant Transport name Truck driver Delivery instructions L0
&
07/06/24 GED1- Geelong ABC Transport & Driver name Delivery notes
Collection window Booking option Transport contact number Truck driver contact number
9:00 AM - 10:59 AM )
P . Pickup 0474731034 0474 751 034
Carrier name Truck driver email
Carrier A -

|@ Booking B123456789 created.

Line L%Fm‘gg:' Customer PO Product Collection point Customer Booked Qtv B?‘I,i""d Grower name Grower contact number

& 4J § T O

Geelong blending and bagging

10 | 3982421 | AAZOBZ25 | SPPZ4ICBE5028 Buk 80.000 0000 GrowerA 0474 731 888
>

20 3982421 | AAZ82427  SPP21/CB 39152 Bulk Geelong blending and bagging 20000 0000 Grower A 0474 731 888
2%
& > Total 100.00 0.000

@
v

g Y
Tracking details ( upcstesas )

(©) Scheduled 2 Despatched 3 Delivered
07/06/24 10:00 AM

Hide ship to address

L] Map Satellite rA Ship to address

QP Ship toftank profile

o Ship toftank profile address

IncitecPivot™
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(Need further assistance?)

Email the myIncitecPivot Customer Experience team at myincitecPivot@incitecpivot.com.au

or call 1800 009 832.

Incitec Pivot Fertilisers
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