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VEC Trading User Guide

Welcome to VEC Trading

All Virtual Enterprise firms in the VEC network rely on the VEC Trading website to purchase inventory which they can then proceed to sell.  These inventory items may be wholesale items that are resold at a higher price, or supplies needed for manufacture of products that are then sold by the firm.

The procedure presented in this guide must be followed if the site is to be utilized effectively, and accurate invoicing is to be provided to the firm after purchases are made.  This document will provide you with the steps to follow.

Overview

This guide consists of two parts:

· Opening an Account:  How to have your firm registered on the VEC Trading site, and

· Accessing and Using the VEC Trading Website

In Part I, you will find instructions re who to contact for firm registration, and what information is required to accomplish registration.

Part II is devoted to a step-by-step description of the process for

· Entering your inventory items in the database

· Coding and pricing of products

· Invoicing and billing

· Helpful hints and pointers

Registration

You must be registered with VEC Trading before you will be able to access the site.  Registration can be accomplished by sending the Registration Request Form to VEInbox@nycboe.net.  The form can be accessed by clicking on VEC Trading Registration.

Once you have received your Username and Password, you can access the VEC Trading site to 

· Enter your inventory items that you will be purchasing

· Purchase the items of your choice from VEC Trading.

Remember, you cannot sell any items that you have not purchased.  You can, however, take advance orders prior to purchasing, but you are required to purchase sufficient inventory to cover all sales.

A.  How to Use the Inventory Site

1. Open your web browser and go to www.veinternational.org.  Click on E-Business Marketplace 
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2.  Click on VEC Trading or Click here link to enter the inventory site
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3. Log in to the Inventory Site by entering your Username and Password in the window, then click the Login button..    (Remember, passwords are case-sensitive)
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4.  This is the home page of the Inventory site.  All operations will be carried out using the links in the menu bar at the left side of the window.
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B.  Add or Delete Products

1. Click on Add Product or Delete Products
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2.  Enter the information in the Add Product window.  (* items required)

a) Product Name- Use logical format (e.g. Sneaker, Crosstrain, White)
b) Price ($)- Enter wholesale cost (what you pay for the item) DO NOT USE $ SIGN

c) Product Description- This field is not required, but serves to differentiate similar items (size, color, style, etc.)
d) SKU #- This should be your catalog item number if you are a reseller.  If you purchase materials for manufacturing, it should be the item number your supplier uses, or a number you assign to the product.  SKU numbers may not be repeated for multiple items.

e) Click Save to enter item in database.
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Repeat Steps B1 & B2 to enter additional products.

C.  Purchasing Products

1. Click on Buy Products.  The window below will appear.

2. Click on the drop-down next to the quantity box.
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3. Select quantity to be ordered by clicking on the number desired.
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4.  Click the shopping basket on the product line to add the items to your shopping cart.  The text Added to Cart will appear indicating that the item is in your shopping basket.
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Repeat steps C2 thru C4 for each additional item you wish to buy.

D.  Edit Shipping Address

1. Enter the shipping information shown below.  (* indicates required field)

2. Click Save.
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3. Click View My Basket.  The following window will appear.

4. If you wish to return to shopping, click the BACK TO SHOPPING link.  Otherwise, click CHECK OUT.
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5. a.  If the billing address is the same as the shipping address, check the box.  If not, complete the data fields on the form.  For most firms, the box should be checked.

b.  Check the delivery method after calculating shipping cost based on the note at the bottom of the window.

c.  Click CHECK OUT.
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E.  Final Checkout

The next screen that appears is your invoice.  Be sure to print the sheet for your records – it will be unavailable once you log out!  This invoice will also be emailed to the address in your registration data, and will be sent to VEC Trading, as well.

[image: image13.png]Microsoft Intemnet Explorer

Fle Edt View Favoites Took Help

=181

CBack + = - ) 2] G| Qfeach [ijFavaites Cibeda 4] S b o v = D A 2

ebess ) v ecomac 2 comiveang v s

T o [ie”

Semchfor] ] (P sewen 3] D)[2) &) portiocten?)

HELOE

V E INTERNATIONAL

E- Business MarketPlace

TR,
dd or Delete prod £ K
& i)
e 5 w INVOICE
%, &
0 >
e “enano™
VEC Trading™ Inv No. : 000186
122 Amsterdam Avenue Date 7/15/2004
0 New York, NY 10023 :
SoldTo:  Spinner Trading
Address:
Shipping Address: Billing Address :
122 Amsterdam Avenue 122 Amsterdam Avenue
New Vork New Vork
Ny Ny
10023 10023
Email :  espinne@nychos.net

Delivery : Ordinary
The Order Details Are As Follows:

[T oty Product Name brice]  Amount )
[ srnt | 2 | Desi oet, 1824 aroon T 575 18] ]
subtotal $15

[ et




Technical Support

Help with the inventory site is available from Eric Spinner, Assistant Director of Virtual Enterprises, International at espinne@nycboe.net, or by telephone at (212) 769-2710.

 

VEC Trading Registration Form
	Print and retain a completed online form. Click on the submit button to transmit this form, or fax it to Eric Spinner at 212-799-7528. Upon receipt of the completed registration form, you will receive an email notification at the email account entered with your User Name and Password assigned by the Virtual Enterprise, International Central Office.
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