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Overview:

Invoices & Documents is an online application
included in Seco My Pages portal. It allows
authorized users to view and download copies
of documents related to their business
transactions with Seco. The application stores
all documents within a 6-month period.

Access:

To access Invoices & Documents, go to
www.secotools.com and click on My Pages.
Once you have entered your username and
password, click on My Pages again to access
the portlet view. Invoices & Documents is listed
under Orders.
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Note: an authorization process was put in place
by Seco to give qualifying users access to
the portlet. If you need to access documents
and do not see the application under your
My Pages profile, please reach out to
Anouck White via email at
anouck.white@secotools.com

Invoices & Documents
Portlet on My Pages

Available Documents:

Documents that can be retrieved from the
application include:

= Quotations

= QOrder confirmations

= Invoices and Credit Memos
= Packing notes

Description of each document is provided via an
info button located at the top of the portlet.
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Explanations for Documents

Quotations: A formal statement setting out the estimated cost for a particular job or service.

o ion: An order a by the vendor that they have received the
buyer's purchase order. By acknowledging the order, the vendor also ean confirm if they accept the order as-
is of request any changes if required.

Packing Note: A packing note is an itemised document that accompanies a shipment of goods to describe
the contents of the package. A packing note might also be referred to as a delivery note, a shipping list, a
packing list or a packing slip.

Proof of Delivery: A proof of delivery is a document that substantiates that a carrier has satisfied its terms of
a contract of carriage for cargo by confirmation of the recipient or consignee.

Invoice: An invoice is an itemized commercial document that records the products or services delivered to
the customer, the total amount due, and the preferred payment method.

Credit Note: Credit note is a document issued by a seller to a buyer to noltify them that creditis being
applied to their account

Functionalities:

Users will be able to not only display but
also download (PDF or ZIP), print or email
all selected documents.

Filters and Search Function:

Documents can be filtered based on the
document type or date range selected. The
number of results displayed can be changed by
the user (10, 25 or 50). For a quick and easy
search option, just type in your PO number in
the search box. You can also use Seco order
number or invoice number if known.
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