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About this Guide 

User Guide –September 2005 
This edition, released September 2005, is designed to help you understand the 
functionality and usage of the ISS Admin Guide - Vendors. 

Conventions Used in this Guide 
 Text describing an illustration always appears after the illustration. 

Notices, Terms, and Conditions 
Copyright 2005 EnfoTrust Networks, Inc. All rights reserved. 

No part of this publication may be reproduced or transmitted in any form or for any purpose 
without the express permission of EnfoTrust Networks, Inc. EnfoTrust Networks, Inc. may 
change the information contained herein without prior notice. 

Copyright law and international treaties protect the computer programs described in this 
publication. Unauthorized use, reproduction, or distribution of this program, or any portion of 
it, may result in severe civil and criminal penalties, and will be prosecuted to the maximum 
extent possible under the law. 

Some software products marketed by EnfoTrust Networks, Inc. contain proprietary software 
components of other software vendors. 

Microsoft, Windows, and Internet Explorer are either registered trademarks or trademarks of 
Microsoft Corporation in the United States and/or other countries. 

EnfoTrust™, EnfoTrust Networks™, PACE™, PACE Admin™, PACE Central™, PACE Mobile™, PACE 
OnSight™, PACE MultiSight™, PACE InStore™, PACE OutSell™, PACE Flex™, and Red Rover™ are 
trademarks of EnfoTrust Networks, Inc. 

Seagate Crystal Reports™ is a trademark of Seagate Software, Inc. 

All other product and service names mentioned are the trademarks of their respective 
companies. Data contained in this document serves informational purposes only. National 
product specifications may vary. These materials are subject to change without notice. 
EnfoTrust Networks, Inc. provides these materials for informational purposes only, without 
representation or warranty of any kind, and EnfoTrust Networks, Inc. shall not be liable for 
errors or omissions with respect to the materials. The only warranties for EnfoTrust Networks, 
Inc. products and services are those that are set forth in the express warranty statements 
accompanying such products and services, if any. Nothing herein should be construed as 
constituting an additional warranty. 
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ISS Admin 
The Admin area is used to manage the internal and external resources. PACE 
Central supports a broad spectrum of administration utility. You can refine and 
expand the resources, assign and alter territory assignments, define 
permissions, create guest accounts, schedule activity and much more. 
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PACE Admin Main Page 
This page displays the name of the company in the title and the functionality of 
the application.  

The words appear: “PACE Administration is your site for managing and 
maintaining the data needed to keep the PACE up-to-date with changes in 
your organization. 

Using the “Actions” directory tree on the left, you can perform command 
functions like adding and deleting reps, or you can manage and change 
specific information such as  rep territory assignments and new vendor 
additions.  

To use the Actions tree, simply click on a category (Underlined words in 
BOLD).  All actions associated with the selected category will appear. When 
you click on an underlined action item, you will be presented with the 
appropriate data entry forms for completing the action. 

Lock for the navigation and action button presented on each form. These 
buttons will help you complete any action. 

We have provided “mouse-over” help text throughout the Admin section 
and have aspired to create intuitive and user-friendly administration tool.  

Please call us any time if you have any questions or if you would like to 
share your ideas for improving the PACE Administration site. We look 
forward to hear from you”.  
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PACE Central 
The Administration section for PACE Central allows Vendors to be added to the 
PACE Central repository. 

Vendors  
Vendors are stored in PACE Central. Before a Vendor can be added to the Rep 
Group, the Vendor must first exist in PACE Central.  A new Vendor Line can be 
established, view and edit the Vendor’s profile and set up the Departments 
associated with the new line. 

It has 3 subsections: Add Vendor Line, Vendor Profile and Vendor Departments. 
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Add Vendor Line 
When Add Vendor Line is clicked, the Add a New vendor screen is loaded. 

Add a New Vendor Screen 
This page allows new Vendors to be added.  

 
 Vendor Name: Is a required field to insert the vendor name. It accepts any 

type of characters. 

 Vendor Number: Is a required field to insert the vendor number. It accepts 
any type of characters. 

 CANCEL: The PACE Central main page is loaded. 

 NEXT:  

o If neither Vendor Name nor a Vendor Number is inserted, a message 
appears: “Please Enter a Vendor Number”. 
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o If a Vendor Number is only inserted, a message appears: “Please Enter a 

Vendor Name”. 

 
o If a Vendor Name is only inserted, a message appears: “Please Enter a 

Vendor Number”. 
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o If the Vendor Number already exists, a message appears: “Vendor 

already exists, please try again”. 

 
o If a character is inserted in the Vendor Number box, a message appears: 

“Invalid Vendor number, please re-enter”. 
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o If all fields are inserted and valid, the Vendor Profile screen is loaded. 
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Vendor Profile 
It allows the modification of the Vendor Profile information at any time. 

When Vendor Profile is clicked, the Vendor Profile screen is loaded. 

Vendor Profile Screen 

 
  If Vendor Profile is accessed from Add Vendor Line: 

o The Vendor Name and the Vendor Number are loaded by default. 

o Contact, Contact Title, Address, City, Zip Code, Telephone, Fax, 
Email Address are optional fields where any type of characters can be 
inserted.  

o State/Province: is a drop down list from which a state can be selected. 

o CANCEL: The PACE Central main page is loaded. 

o NEXT: The Vendor Departments screen is loaded. 

 If this screen is accessed from Vendor Profile, the fields are loaded with the 
saved entries of the last added Vendor. 
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 If Vendor Profile is accessed from the Vendor Profile after logging in without 

adding any new Vendors, all fields function as follows: 

 
o The Vendor Name and the Vendor Number are disabled. 
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o Contact, Contact Title, Address, City, Zip Code, Telephone, Fax, 

Email Address are optional fields where any type of characters can be 
inserted. 

o CANCEL: The PACE Central main page is loaded. 

o SAVE: Is hidden until a Vendor is selected. 

 
o If SELECT VENDOR is clicked, the Select Department screen is loaded. 
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Select Department Screen 

 
o CLOSE: The Select Department screen is closed and no Vendor is 

displayed. 

o Select the Department to which the Store belongs.  

o Searching Criteria:  

 Number: Is selected by default in the drop down list followed by 
the number 1 in the text box.  

 Name: Name can be selected from the drop down list. The Vendor 
Name can be inserted in the empty text box. 

o Order By:  

 Number: The displayed Vendors are ordered by ascending order. 

 Name: The displayed Vendors are ordered alphabetically. 

o RESET: All the selections made are cleared. 

o GO: All Vendors are loaded according to the selection made. 
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o When a Vendor is selected, the Select Department screen is closed; the 

selected Vendor and its Number are loaded in the Vendor Profile screen.  
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 CANCEL: The PACE Central main page is loaded. 

 SAVE: The changes are saved and the Vendor Profile is updated 
successfully. The words “Vendor Profile update successfully” appear in 
title. 
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Vendor Departments 
Each PACE Central Vendor is associated with one or several Departments. 
Because Departments are defined by the Empires, this assignment ties the 
Vendor to an Empire.  

The Vendor can be associated with any number of Departments. The 
Department assignment represents the “primary area” within the Empire where 
the Vendor’s products are merchandised. A “primary area” department should 
not be created for locations within the Store where the Vendor’s products may 
be cross-merchandised.  

This Department assignment is very important for several reasons:  

 Reps servicing within a Department may view all Vendors with the same 
Department association.  

 Work Sheets may be assigned to Vendors for a specific Department.  

When Vendor Departments is clicked, the Vendor Department screen is loaded. 

Vendor Departments Screen 

 
 CANCEL: The PACE Central main page is loaded. 

 SELECT VENDOR: The Select Department screen is loaded. 

 SELECT DEPARTMENTS: 

o If no Vendor is selected, the Select Departments To assign to Vendor 
screen is loaded but no Departments appear. 
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o If a Vendor is selected, the Select Departments To assign to Vendor 

screen is loaded. 

 REMOVE DEPARTMENTS: Highlight the Department to remove then click 
Remove Departments to delete from the list. 

 SAVE: All changes that were made will be saved and the words “Vendor 
Departments update successful. If you selected departments for removal 
that had vendor sheets assigned, they were not removed. You must remove 
any vendor sheet assignments before you can remove the department(s).” 
appear in the title. 
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Select Departments To assign to Vendor Screen 

 
 CLOSE: The Screen will close and no Departments are added. 

 ASSIGN DEPARTMENTS:  

o If no Department is selected, the screen will close and no Departments 
are added. 

o If a department that already exists is selected, the screen will close and 
no departments will be added. 

o If any Department is selected, it will be added to the old Departments. 
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