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Purpose

This User Guide is for CompuCom internal users to assist you in navigating the Business User Portal to access
available areas.

Description

The Business User Portal provides a single landing page for accessing multiple areas such as end
user support and shopping for technology and access to analytics and reports.

User Access
http://portal.compucom.com/home

¢ Via The Wire https://thewire.compucom.com/default.aspx
o Associates Services — CSD — Help Desk

o Access the CompuCom Service Desk (CSD) and Knowledgebase

¢ Via MyWIRE https://mywire.compucom.com/Pages/MyWIre.aspx
o My Resources — Service Desk

Landing Page

Business User Portal

£l

The Landing Page is the access point for all services offered through the Business User Portal.

Landing Page Header

Located in the top section of the landing page are the Login button, the section buttons and the left navigation
bar.
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Login

The Login option on the upper right corner allows login access to the portions of the site that have access
limited to the individual user.

Welcome to login page

Forgot ID | Forgot Password

Use your network User ID and password to log into the site.

Top Section Buttons

Business User Portal

Manage Get Use Su pport Replace
Access your configured oolicies Get your technology, senices Access yourtools, resources Access your 3ssisted support & Msnsgs your sssets & refreen
£ sntitiements & solutions & snsiytics self-szrice crannsise nerel yourtechnology

Clicking on the button takes you to the other pages; clicking on the section title (Support) jumps to the
description of that area.
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Side Ribbon

The left navigation bar, along the left side, is available from the landing page and all internal pages. It offers
quick links to the other pages within the Business User Portal.

CompuCom

Product Policies

Landing Page Body

A description for each of the sections of the Business User Portal is provided in the remainder of the Landing
Page

Landing Page Footer

A Help section is located in the bottom right of the landing page, which consist of a site feedback button and a
site tour button
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Site Feedback

The site feedback button opens a window to provide comments and suggestions regarding the Business Users
Portal.

Site Tour
The site tour button moves to a section of the landing page and provides a brief description

Business User Portal

Business User Portal
The Business User Portal provides one
central point of access for support

shopping and analytics

T
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Manage

This area allows you to access your configured policies and entitlements.

Vo
e et
B

These features will be available in a later release.

Manage

Enterprise

Policy &
Entitlements

\=raos Your
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Get ‘

- e
Lowarin s

Shopping Cart button takes the user to the Commerce Landing page, for shopping and managing orders.

Get -
TeChnOlogy, ¥ AR : o \Workfiow Status
D Services, & \
Wi Solutions
A
A New Shopping Experience: Combines the strength of CompuCom’s Business-to-Businass
serpenencefrye =
o
End-to-End Logistics: [rniezrats d delive els, an ervice
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Commerce Landing Page

o

Clicking on the Shopping Cart h_d will open the Commerce site. Here you can shop for the desired
technology, view and edit your cart of chosen items or review orders.

u.‘(‘n
A | | o [ x]
e
Dupayy & Pogectons
Prrvey & Scarreny
Trorage & Memory
£1.836.50
‘retmning
» . rileation -
& Campanenty & Acessane:
arvice b Seppan
Aogizatem
Uty g 3 & Wt = %
Cpartettg Syteti
| - ~
a1 _—
‘ ‘ Servce & Suosun

‘ Padt Alr

Left Navigation Menu
The Left Navigation menu expands to include options available within the Commerce site.

Catalog, Cart, and Orders navigation buttons become available. Details of using these selections are included
below.

Commerce

Caralog

Cart

Orders
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Search Bar

At the top of the Commerce Landing Page is a search bar. Enter the product you wish to search for the search
results will appear with best match for the search.

Cammerce

From the results page products can be sorted by price or best match. Search results can be filtered by
selecting a category, keyword or brand from the right hand side of the page.

Filzer by Keywaords

Category X

Deskrops & Workstations (1)
Notebooks & Accessories (1)
Brand

Hewlet-Packard (2)

Apply filter
Price

$0.00 - $3.000.00+
_
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Featured Products

Featured Products are prominently displayed near the top of the Commerce landing page. Use the page or
arrow buttons to see all featured products.

A A A

$507.12 $850.65 §1,898.30
Lenovo ThinkCentre M58 €235 - Core 2 Lencvo ThinkCentre MS8p 6209 - Core 2 Lenove ThinkStation 520 4157 - Xeon
Duo E7500 2.93 GHz Duo E8500 2.16 GHz W3520 2.66 GHz
Usualy Ships: 2-4 Weeks Usually Ships: 24 Wesks Usually Stypa: 28 'Weeks
SCTRR | Acd to Cant SO RN Add to Cart | SO RN + Add to Cart |
$966.37 $955.09 Senda.s4
Lenovo ThinkCentre M30p 3853 - CoreiS Lenovo ThinkCentre M30p 5432 - Care i5 Lenovo ThinkCentre M58p 7483 - Core 2
660 3.33 GHz 660 3.33 GHz Duo E2400 3 GHz
Usually Ships: 2-4 Weeks Usually Shipre: 2-4 Wesks Usually Ships: 2-2 Wesks
Qy: | 1 B | 1| e Qy:-| 1| [

To see details of a product click on the image or product description; a detailed description and specifications
for that product will be displayed. The product can be added to the cart from either the landing page or the
product detail page.
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Categories
A Product Category and Brand list is displayed on the far right side of the Category
window Systems

By clicking on a product category, that section of the catalog opens. The
catalog lists the products, a general description and the price

Clicking on the name of the product opens a detailed description and other Netws
information regarding the product Components & Accessories

Service & Support

Within the Product Category window searches may be further refined by
using a key word search or choosing a brand.

Applications
Operating Systems

Games

Product Comparisons

Products may be compared by checking boxes in front of the product and Comnuniiason
checking the Compare Product box at the top of the window. Mavigation
Audio & Video
Product Search Cameras & Camcorders
| Meeting & Presentation

Office I ines
d 35 Office Machines

c CompuCom
Compare Selected
Bundles

_ $4586.11 Brand

ﬂ

GATIN ey Hewlet-Packard
Canoe imaged

LAN Lenovo

SKLL 802293

"o - CSucrame
LISCO Systems
Panasonic

Kingston Technology

Cables to Go
APC

Belkin Componenss

Sony
Toshiba

View more__
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A detailed side by side comparison of the products opens in a separate window.

Compare Products

— —_— — ~
= = = 2=
Remove Remaove Remove Remaove
Manufacturer Canon Canon Canon Canen
Product Name Canon imagePROGRAF iPF83005- Canon imagePROGRAF IPF63005S - (Canon imagePROGRAFIPFE10  Canon PIXMA P2702 - printer
arge-format printer - color- ink-  large-format printer - color - ink- - large-format printer - cofor - - color - ink-jet
=t ink-jet
Part Number 2137980028A 41038022
SKU BP2293 AP559%
UNSPSC Code 43212704 43212107 43212104
Price $4586.11 $2.801.3% §2.401.74 $49.66
+Add to Cart + Ard =
Usually Ships  N/A N/A N/A 2-4\Weeks
Dimensions & Weight
Widch 74.4in 465in 389in 176in
Depth 28.4in 343in 393in 98in
Heignt 449in 3%in 39in 52in
Weight 31531bs 145.51bs 1499 Ibs 751bs
E IP. s
Mir Operatng Temperature 53 °F 59 °F 59 °°F
Max Operatng Temperature 26 °F 36 °F 26 °F
Humidity Range Operating 10 - 80% (non-condensing) 10 - 80% (ncn-condensing) 70-80%
Sound Emission (Operating) S0 dBA 47 dBA S2dBA 7

Catalog
From the Left Navigation bar, clicking on Catalog button opens the catalog in the Categories view

When an item is added to the cart, from any of the windows showing the product, a popup window opens with
a confirmation that the product was added to your cart and a recommendation of accessories, if any, that you
may want to add.

Irem Added to Cart

Canon
Canon PIXMA iX7000 - Printer - color - duplex - ink-jet - Super B - 600 dpi x 600 dpi- up 10 10.2 ipm
(mono) / up to 8.1 ipm (color) - capacity: 260 sheets - USB, 10/1008ase-TX with Canon InstantExchange

CompuCom rec ds the following accessories:
- Printek - Printer stand - for FormsPro 4300, 4500, 4503 £295.00 1L | + Add to Cart A
Mfg: Printek Mfg#: 50494
SKU: R72122 i
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Cart

Your Cart is opened by clicking on the Cart button in the Left Navigation Bar or clicking on the Item in Cart
button in the top right-hand corner.

wy t (o 8 - (RIM

gt - et - Wper §- W0 s 1 E0 A - i3 32 102 o imorol uF 19 01 1pm (20is - cageoty 265 stwecy - VBl "0 208ase TX vt

| Uriuse ot |
CoSvoat $3561.98

Carrue Smczpng

From here you can delete your selection, continue shopping, or proceed to checkout.

Proceed to Checkout
The Proceed to Checkout button opens a terms and conditions page

i Charlens Pamplin -~

Order Terms and Conditions
PLEASE READ THESE TERMS OF SALE ("USER AGREEMENT™) VERY CAREFULLY.

BY VISITING, BROWSING, SHOPPING, ACCESSING OR OTHERWISE USING THIS WEE SITE (THE "SITE") OPERATED BY COMPUCOM SYSTEMS, INC. ("COMPUCOM®), YOU AGREE TO BE BOUND BY THESE
TERMS AND CONDITIONS.

Access and use of CompuCom's webportal and all purchases made hereunder are subject to the Webportal Terms and Conditions and the following attachments collectively (the “Agreement”).

+ Terms of Sale - terms covering (&) your purchase of (i) computer hardware products manufactured by third parties, (i) computer software products supplied by third parties, and (jii) third party
computer hardware/software services (collectively, the “Products”), and (b) your purchase of certain CompuCom information technology services (“Services”) from this webportal. The term "Ordered
Items" shall mean both Product and Services.

+ Terms of Use - terms covering your access and use of this webportal.

+ General Return Policy - policy governing all Product returns.

+ Privacy Policy - terms covering CompuCorn’s commitment to protedt your information.

If you are purchasing Ordered ltems in the U.5. you are purchasing from CompuCom Systems, Inc. If you are purchasing Ordered Items from Canada, references to “CompuCom” in the Agreement
means the applicable CompuCom selling company. If you are an individual that is purchasing Ordered ltems on behalf of your company, reference to “you™ or "your” shall refer to the company thatis
placing the order and you acknowledge that you are guthorized to accept these terms and conditions on behalf of your company. If your company and CompuCom have agreed that your company’s
employees can purchase Ordered Items for their personal use, and you are placing an order for your personal use, then references to "you” or “your” shall refer to you as an individual.

This Agreement, constitutes the entire agreement between you and CompuCom with respect to the subject matter thereof, and supersedes all prior, oral, and written proposals and communications,
provided however if you and CompuCom currently have an active product agreement in place for the purchase of Products, and/or an active services agreement in place for the purchase of Services,
then the Terms of 5ale and General Return Folicy are not applicable to you.

1. Terms of Sale

© 2014 CompuCom Systems, Inc. CONFIDENTIAL Page 14 of 29
This document and the information contained herein is proprietary and confidential to CompuCom Systems, Inc. and may not be duplicated,
redistributed, or displayed to any other party without the expressed written permission of CompuCom Systems, Inc.



CompuCom.
rh..,mm.vgm.,,c.ngs.m..st ComMPUCOM BUSINESS USER PORTAL

END-USER PORTAL GUIDE

At the bottom of the Terms and Conditions page is the option to accept or reject the terms

limitation, warranties for merchantability, fitness for a particular purpose, and non-infringement.
Acceptance of Agreement

By placing an order, you acknowledge that you have read, understood, and agree to be bound by this Agreement and all of its terms and conditions herein and such acceptance constitutes a legal
contract between you and CompuCom for all purchases you make under the portal.

[ I o

_______________________________________________________________________________________________________________________|
Complete Transaction

Click the I Accept button to proceed to the payment window

Payment Method
I

1. Payment Method

Account Specific Information

Employee Mumber: *
(Employee Mumber)

Us=er IO *

{user 10

E-mail Addrass:
(E-mail Addresz)

* Required for Checkout

Select Payment Method:

(@) Credit Card
Credit Card Type® Select Card Type

Wame (2= appears on card)*
Card Number*
Card Expires* Select month Selectyear

Credit Card Holder Addrass*®

® Create a Mew Address

Address Line 1*

Addresz Line 2

City®
State* Select 3 State
Canadian Province* Select a Province
Country™
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Orders

The orders selection from the Left Navigation bar shows the orders placed, date of order, shipping address,
and estimated date of delivery.

Order ID ® Order Date Salez Reference # ® CustomerPO# ® E= Delivery Status Actions Creator Email Address

! ‘ Date
- 1“|- [}

Order Tracking
e Click on the order ID number to view details,

e Click on a column header to sort the orders

Order Tracking
(R
Chrder 1D @ Ordder Datn Gates feferorce ¥ @ Sustumes PO # @ Fer Defivery Seatie Acresty Crantar Ervall Addvess
HET 212 82014 CiRJ3858 17.21.2014 Received \: Gayla MEGInnisEcompucom. cormn
0 ke in Can
Mastercard 11-182014 Received
Shpping
Exxmoted Dedvery Doze 11-21.2n4
na TX 75093
G o Gy Qn Es Delive Init Price Price
Orgmeedt & Ord Allo Shipped  Dese
] $5850 ¥
1 ' ) ) mll $21.27 s21.27
Total: $871.92 *
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Use .

U

s

Lvasn

The Use button provides access to the Dashboards.

A dashboard is an easy to read, real-time user interface, showing a graphical presentation of the current

status and historical trends of an organization’s key performance indicators. These reports enable informed
decisions to be made regarding the status of the business.

Using various elements, building blocks, the dashboard can be configured to show the information relevant to
the client or situation.
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Dashboard Landing Page

.
Click on the Use button " | g access Dashboard site.
Create a new Dashboard

1. Click on the New Dashboard button.

2. A pop-up window opens with the options to Copy an existing global dashboard or to create a new
dashboard.

O Copy an existing global dashboard

(O Create a new dashboard
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Copy an existing global dashboard

1. Select the radio button for the option.
2. The following window opens.

i@ Copy an existing glotcal dashbeoard

& Create a new dashboard

Select the global dashboard
Tools & Analytics
Description

Tools and analytics dashboard which should give me

Save Changes Close

Enter a title for your dashboard.

Choose a Global dashboard from the drop-down.

Enter an optional description for the new dashboard if desired.
Click Save Changes.

The newly created dashboard window opens.

Noosrw
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My Custom Dashboard
[ Do |
[ 4 o s | 3 e | @ cimorice JES
Q
[
You can now drag and drop available widgets (dashlets) onto your dashboard.
Tools & Analytics Analytics & Reports
Q
Site Availability Map Reports Down Incidents by Site
®
Down Incidents by Site
Click on the Customize button to change the lay-out of your custom dashboard.
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Create a new dashboard

1. Select the radio button for the option.
2. The following popup window opens.

O Copy an existing global dashboard

i Creste 3 new dashibosrd

Description

Tools and analytics dashboard which should give me

Color

Save Changes Close

Enter a title for the dashboard.

Select the desired layout.

Give an optional description if desired.
Choose a color.

Click Save Changes.

Noo,rw
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Opening Your Dashboards

1. Click on My Dashboards.
2. Choose one of the Dashboards from the popup window.

3. Click the Open Me button.

Global dashboards that are available to your account are listed across the top. In this example, there are 2
global dashboards available to view: Tools & Analytics and Analytics & Reports. Click on the name of the

global dashboard to open.

e

Site Availability Map Reports Down Ticket Matrix

Site Availability Map

© ® Road~ ]
ASIA ASIA
NORTH EUROPE
AMERICA
AFRICA
SOUTH
AUSTRALIA AMERICA AUSTRALIA
bbing © 2514 MiDeon Corparation. ©/2014 NoKia
) @° @
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Tools & Analytics Analytics & Reports
QA
Site Availability Map Reports Down Ticket Matrix
L
Reports
Tide Frequency Date Size
Support ‘
ES )

T s b s W

Selecting Support provides access to end-user support services.

Support
%
Self-Service : ' e
& & Assisted e
Support 1L Jd :
Self-Service & Service Catalog: sif-service e =dz o ;:.'S 5
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Support Landing Page

Click on the Wrench to access Support.

Profile

Your name appears at the far right of the top banner. Click on the drop-down arrow to View your profile, or to
sign out.

Note The profile information cannot be edited from this application.
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Methods to Receive Help

Self-Service

Access the self-service catalog to request software, access to apps, information, and user groups, as well as
other IT services.

Service Catalog

O compuCom - How may | help you?

Self Service Catalog ems that allow users to submit requests for IT Sendces or Report [ssues for IT to act upan

O compuCom - Employee Management

Catslog terms which are CompuCom Manzgers to On Board or Off Board Employees from CompuCom Internsl Senvice Desk

Lat an2 used Oy ompuid

» O compuCom - Portfolio - How May | Help You?

» O compuCom - doud Services
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Self-Ticketing

This opens a window to create a case in ServiceNow for CSD.

Celler: Charlene Pamplin )
0

Business Phone: +1-872-856-3654

Altermate Phone

Location 085 - Corporsts Headquarters )
11

Description

Additional comments

Current open incidents may be viewed in the Current Incidents. The number of Incidents that are open in your
name are listed and may be scrolled through using the arrow buttons, or the Open New ticket will take you to

the above window to open a ticket.

Current Incidents

i

6 > (> Noitemstodi
Open new tickst

-~

o
[See

Call

Agent Numbers are provided to enable you to contact the CSD by phone.
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Self-Help

To find possible steps to resolve your issue without contacting the CSD, use the knowledgebase search. In
the Get Answers box of the Services and Support window, enter the keywords or a phrase that you wish to
research.

Get Answers
password Reset -

The CompuCom knowledgebase application, KnowlIT, will open in a separate window with preliminary results
from your search. The search may be further refined as necessary.

KnoW e

Home | Knowledge Ssarch  ForecasioyProject  Forecssioy Resource | Timecard by Project  Timecarnd by Resource

Traron Tearon Rasus
Szarch: 404 ermor Tite Aurticls Type Sumimary
Search Only Article Types CQ - Test ARmchments  Ermar Aricke
Errar Atticle

Hiow To Articie

sroienge AMici

Pronie Article Hed
TS Blark -
cooF

i Pars Lis

CC Cllent Ovenview

BAH How To

EAH &5 How To

[

Email the Service Desk

The email button opens an email addressed to the service desk.

Chat
Chat with the Service Desk opens a window to initiate the chat session with a CSD agent.

CompucCom.

The Laacing IT Ostranrting Speciab
Press ‘Connect to begin.

Press Connect to begin the session.

The current CompuCom Chat solution is only compatible with the IE browser.

If a user selects the Chat link while using a non IE browser, --- Chrome, Firefox, etc., a warning message
appears and you can answer either “cancel” to exit, or “OK” to attempt the Chat application anyway. If
you select OK, the chat will still fail and you will have to close the window.

© 2014 CompuCom Systems, Inc. CONFIDENTIAL Page 27 of 29
This document and the information contained herein is proprietary and confidential to CompuCom Systems, Inc. and may not be duplicated,
redistributed, or displayed to any other party without the expressed written permission of CompuCom Systems, Inc.



CompuCom.
The Leading ITEnsowclngSpe(tahst COMPUCOM BUSINESS USER PORTAL

END-USER PORTAL GUIDE

Global Alerts, Notifications, and Bulletins
Alerts and notifications appear below the Support options.

Replace .

Replace
WAt e wterags te e

The Replace button opens the Lifecycle Services page which provides information on the services offered by
CompuCom to handle disposition or repurposing of assets.

Lifecycle services include secure, ecologically-friendly disposition, asset management, trade-up, trade-in, and
buy-back programs.

Replace

TEChnO‘Ogy ':.'. v . r g v Manage Assers
G Lifecycle . U Rt '_
Services S 1

e
&
Lease Notification
IT Asset Disposition Services: Includes de-instaliation, secure data wiping and logistics, asset
]
Asset Management: e ecra & contextus! service
© 2014 CompuCom Systems, Inc. CONFIDENTIAL Page 28 of 29

This document and the information contained herein is proprietary and confidential to CompuCom Systems, Inc. and may not be duplicated,
redistributed, or displayed to any other party without the expressed written permission of CompuCom Systems, Inc.



CompuCom.
e Leading .,gm.c.,.,,sm.ﬂ ComMPUCOM BUSINESS USER PORTAL

END-USER PORTAL GUIDE

Lifecycle Homepage

Click on the Replace . button to go to the Lifecycle homepage.

CompuCom’s services for disposition of used assets are described

IT Asset Disposition

CompuCom dynamically manages the disposition of your
assets using the right tools, partners and locaticns for each

job.

Secure, one-stop management
of your assets.
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