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2 Getting Started

2.1 Welcome

@ LexisNexis  vitaichek Product suite

Welcome to the VitalChek Product Suite (VPS) Web
Business to Business (B2B) Application!

This application was created to allow businesses to easily and securely place certificate orders.

Once the Agency Signoff and User Setup form (Section 2.2) has been processed, users will be able to login and
use the B2B application.

New users can review the following help pages to learn how to use the system:
Accessing VPS Web B2B (Section 2.3)

How to Login to VitalChek Product Suite - B2B (Section 2.4)

How to Log out of VitalChek Product Suite (Section 2.5)

How to Enter a Death Certificate Request (Section 3.1)

How to Search for Orders (Section 4.2)

How to Request Reports (Section 5.2)

How to View Reports (Section 5.3)

A printable user guide can be found here: User Guides (on-line documentation)

2.2 Agency Sign Off and User Set Up

Agency Sign Off Businesses will complete the Agency Sign Off and User Set up form
and User Set Up and return to schambless@vitalchek.com to access the VitalChek
LexisNexis Business to Business application

VitalCheki-
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2.3 Accessing VitalChek Product Suite B2B User Interface

@ LexisNexis®  vitaichek Product Suite

PC's must have internet access to use VPS.

Users must have a valid email address for Log-in and Account Registration.

VPS 2.0 is accessed through the URL: http://agency.vitalchek.com/vpsweb2

Open up firewall to agency.vitalchek.com - ports 80 and 443 (as needed)

PC configuration:

e Recommended CPU - Dual-Core or higher

e Recommended Memory - 2GB or higher
Required screen resolution — 1024x768 or higher
Operating System - Windows 7 or higher

Supported Browsers:

The following browsers are supported:

Chrome: Latest version recommended
Firefox: Latest version recommended

Internet Explorer: IE8 and higher (see below for Internet Explorer Compatibility Mode alert)

Note: When using Internet Explorer:

Pop-up blocker must be turned off

- or-

the VPS URL must be added to the list of trusted sites:
Pop-up blocker:

Delete Browsing Histary, .. Ckrl+Shift+Del Turn fo Pnp-up
InPrivate Browsing Ckrl+Shift+P

Reopen Last Browsing Session BIDCker frum :
Tools Menu
InPrivate Filkering Ckrl+Shift+F
InPrivate Filkering Settings *
I

Pop-up Blocker Turm OFf Pop-up Blocker How to Use the VPS Web B2B Porta
SmartScreen Filker K Pop-up Blocker Setkings
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To add the VPS URL to trusted sites:
1. From the IE tools menu, select Internet Options
2. Select the Security tab
3. Click Trusted Sites
4. Click the Sites button
5. Click ""Add" to add the VPS web site to the list of trusted sites
6. Click "Close"
7. Click "OK"

Browser Errors

If the following error is displayed:

+ Unsupported Browser. VPSWeb 2.0 supports Internet Explorer 8 and
higher, Firefox 4 and higher, Safari 5 and higher and any version of Chrome

Complete the following:
A. Use a supported browser (see Supported Browsers section above)

B. If using Internet Explorer, change the Internet Explorer Compatibility view setting with the following
steps:
1. Click the "Tools" menu option

2. Click "Compatibility View Setting" to display the Compatibility View Settings box. If you have
vitalchek.com or agency.vitalchek.com listed in the "Websites you've added to Compatibility
View", click the Remove button to remove them. You may leave other websites that requires this
mode.

3. If checked, uncheck "Display all websites in Compatibility View"

4. Click Close button

JAVASCRIPT must be enabled

Adobe Acrobat Reader must be installed to create/print shipping labels and receipts, and to
view/download reports.

Internet Explorer Versions/Compatibility Mode Alert

* VPS Web will not display correctly using some versions of Internet Explorer in Compatibility Mode.
The following Javascript alert will display when attempting to access VPS using unsupported Internet
Explorer versions/compatibility modes. Use the chart below to determine the required actions to use
VPS Web in Internet Explorer. When using an alternative browser such as Chrome or Firefox this is not
an issue.

Message from webpage I&

You are using Internet Explorer in Compatibility Mode, You MUST

l % change your Document Mode setting to IE8 Standards or higher for the
YP5 application te function correctly. Click OK, and then press F12 to
switch your Document Mode,

5 How to Use the VPS Web B2B Portal
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Internet Explorer (IE)

Version Alert

IE7 not supported
IE8 with IE7 Doc Standards

VPS does not supported IE7
Compatibility Alert is displayed
IE9 with IE7 Doc Standards Compatibility Alert is displayed

IE10 Compatibility Mode with
IE7 Doc Standards

Compatibility Alert is displayed

To change Document Mode settings:

1. Click OK to close out the alert message

Solution

Upgrade to latest version of IE

Change Document Mode setting
to IE8 or higher*

Change Document Mode setting
to IE8 or higher*

Change Document Mode setting
to IE8 or higher*

e

Message from webpage

===

You are using Internet Explorer in Compatibility Mode, You MUST
change your Document Mode setting to [EE Standards or higher for the
YP5 application te function correctly. Click OK, and then press F12 to
switch your Document Mode,

e Y

2. Press F12 button on keyboard to display options menus

Certificats Holder Advanced Critedia

Order Status  |All bl

Ship To
Applicant Payment Status  |All b w
| Fritilament Statim | All (v
L ¥
Fie Find Dmable View Images Cache Tocls Velidete | Browser Mode [0 Document Mode TET standards - M x
HTML (55 Corsole Script  Profiler Mebwork ~ |
b 4 5 [style  TraceStyles  Layout  Atsributes
8l €f I i ;"ul:':p. { S 3 G s 13RS Rhiml e e
3. Change document mode to IE 8 or higher
| <
File Find Disable View Images Cache Tools Validete | Browser Mode 1E0 IIRERGELRELEEY SR SUEETEE
HTML 55 Console Seript  Profiler  Metwork Standards Alts5
I uirks Alt+
md*®» = Q Q
<!-- DOCTYPE htmlL --» r Intemnet Explorer ¥ standards (Page default) Alt-9
- Lhtml ¥mlns="htLp: s/ www. w3, 0rg 1999,/ xhtml™» Intemet Explorer 8 standards Le Alt=8
v Intemet Explorer T standards AlteT
Intemet Explorer 5 quarks Alt+U
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2.4 How to Login to VitalChek Product Suite

0

How to Login to Upon entering VitalChek Product Suite, the User will be presented with
VPS a Enter Security Credentials login page

Enter Security Credentials
User ID (emall address)

Password |(case-sensitive)

Login
FOrge t Your Password ?
VPS Version 2.0
Step 1 Enter User ID
User ID (email
address)
Step 2 Enter Password (case-sensitive)

Password (case-sensitive)

Step 3 Click the Login box. If the User attempts to login unsuccessfully 5 times, user will
be locked out and will need to reset password

Login

Step 4 After Login, VPS displays

2.5 How to Log out of VitalChek Product Suite

How to Log Out of Users can log out from any page in VPS by selecting Logout
VitalChek Product

7 How to Use the VPS Web B2B Portal
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Suite

akirki@vitalchek.com -

Logout

Change Password

Step 1 Select Logout from the User Name menu

akirki@vitalchek.com «

Logout

Change Pazsword

Step 2 User will be logged out of VitalChek Product Suite and will be returned to the login
screen.

Enter Security Credentials
User ID (emall address)
Password |(case-sensitive)

Login

Forgol Your Password @
WPS Wersion 2.0

Inactivity After 30 minutes of inactivity, the session expiration timer will display. Click Yes,
Timeouts Keep working to continue using VPS, if not clicked, the user will be
automatically logged out of VPS.

8 How to Use the VPS Web B2B Portal
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Your session is about to expire!

A You will be logged off in 13 seconds.
Do you want to continue your session?

Yes, Keep working No, Log off

2.6 How to Change a Password in VitalChek Product Suite

How to Change a Password in Users are able to change their VPS password at any
VitalChek Product Suite time

akirk@vitalchek.com =

= [ogout

Change Password

Step 1 From the Home Menu, select Change Password

akirk@vitalchek.com

= | pgout

Change Password

Step 2 User will be directed to the Change Password dialog box

Change Password

Ul Password
New Password

Confirm Password

Change Password Cancel

9 How to Use the VPS Web B2B Portal
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Step 3 Enter Old Password

Step 4 Enter New Password using Password Rules
Step 5 Confirm Password

Step 6 Click Change Password button

Step 7 Password changed successfully message appears

Password sucorssfully changed. Please log back in using your new password

Enter Security Credentials

Usar ID jemail addrass)
Paseword [case sensitive)

Lgin

Forgot Your Password ?

VPS Version 2.0

Step 8 Enter User ID, (new) Password and click Login button to login to VPS

2.7 Menu ltems

Main Menu - Menu items for Business to Business customers

Requests = Repors = Windham Professionals (43511) = 0

2.8 (Home) Change Password

Change Password -User can change their password from any screen in VPS by selecting
Change Password from the User Name menu

akirk@vitalchek.com =

19 Logout How to Use the VPS Web B2B Porta
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2.9 How to Reset a Forgotten Password

How to Reset a Upon entering VitalChek Product Suite, the User will be
Forgotten Password presented with a Enter Security Credentials login page

Enter Security Credentials
User ID (emall address)
Password |case-sensitive)

Login

For got Your Password?

VWPS Version 2.0

Step To reset a forgotten password, Enter User ID (email address)
1

Step Click the Forgot Your Password? link
2

Step Request Password Reset screen will be displayed
3

Request Password Reset

or secunty reasons the link can only be used for 2 days. if you do not recene yaur email within fiteen minutas check

your spam loldar

User ID (email address) :

Request Cancel

Step Enter User ID (email address) if not prepopulated from login page.
4

Step Click Request button
5

Step Email confirmation message appears
6

An email will be sent to this address with password reset instructions.

Step VPS Password Reset Instructions email is sent to User

VPES Wab Client Password Reset Instructions et
DaoMotRaples el hak com (o = Oct 28 4 dayys aga] | R
¥ Rl requadtad 150 yoor padiwrd B4 cekel 08 Ihe BT ek Chare T yoo dad sof =aioh S requedt e plipags NS B e

Plidis chik o8 1hi S 05 el -
Sl Uah e sl ComnEieah At il
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Step Click link in the email to display the Password Reset page.
8

Password Reset

User Name: |ypsweb2 0@amail.comnr

MName: |training vps

New Password: | |

Confirm Password.

Change Password

Step Enter a New Password

Note: Password Strength indicator displays weak-good-strong based on password
selection. See How to Create a New Password (on-line documentation) for
Password Rules

Step Confirm New Password
10

Step Click Change Password button
11

Step Success message appears confirming Password Reset Complete

')y Password successfully changed. Please log back in using your new password.

=

Step Enter User ID and new Password to login
13

Password successfully changed. Please kog back in using your new password.

Enter Security Credentials

Usar 1D {emiail addrass) |
Password [case senaiive)

Lagin

Forgot Your Password?

WPE Version 2.0

2.10 How to Change an Expired Password

12 How to Use the VPS Web B2B Portal



How to Use the VPS Web B2B Portal -

How to Change an Passwords expire every 90 days. If the password expiration date
. has passed, user will be prompted to enter the User ID, Old
Expired Password Password and New Password on the Change Password screen.

@ LexisNexis'  vitichek Product suite

B3 Your password is expired.

Change Password

Old Password

New Password

Confirm Password

Change Password Cancel

Step 1 Enter Old Password

Step 2 Enter a New Password

Step 3 Enter new password again in Confirm Password
Step 4 Click Change Password button

Step 6 User is returned to login screen; Password successfully changed message displayed

Password successfully changed. Please bog back in using your new password

Enter Security Credentials

User ID jemail sddrass) I
Paseword [case sensitive)

Lagin

Forgot Your Passeord ?

13 VPS5 Version 2.0 How to Use the VPS Web B2B Porta
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3 Orders
3.1 How to Enter Death Certificate Request

How to Enter a Death Information about the certificate(s) is entered into the Death
Certificate Request Certificate Request section. Required fields are shaded in

yellow.
Dieaih Certificais Requesi -
Clisndt Haliaeco Mamibsar
L st Hema Fael Mami Whd®s Mama
mihcaie Holde
Do of Death
Ly D ] Sfale
Placs of Diath
L 5H
nides
[RIN]E]
Lirit W ormis ¥ Mams Middle Hams
Ll M s F it Mains Mididle Mains
Siibimit $ it
Step 1 Enter a Client Reference Number, if applicable (this is any Funeral

Home specific identifying number)

Client Reference Number

Step 2 Enter the Certificate Holder Last Name
Last Name
Step 3 Enter Certificate Holder First Name

First Name

Step 4 Enter Middle Name

15 Middle Name How to Use the VPS Web B2B Porta
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Step 5

Step 6

Step 7

Step 8

Step 9

Step 10

Step 11

Step 11

Step 12

Step 13

16

Enter Date of Death in mm/dd/yyyy format. This is the date that the event listed
on the certificate occurred.

Event Date (mm/ddiyyyy)

Enter the Place of Death - City. This is the city where the death occurred.
City
Place of Death

Enter the County where the death occurred

County

Enter the State where the death occurred

State
L]

Enter the SSN for the decedent listed on the certificate

SSN

Select a Gender of the decedent from the drop down list

Gender |Select One v

Enter the DOB for decedent the in mm/dd/yyyy format

DOB

Enter the Parent 1 Last Name (if required) of the decedent listed on the
certificate

Last Name

Parent 1

Enter the Parent 1 First Name (if required) of the decedent listed on
the certificate

First Name

Enter the Parent 1 Middle Name (if required) of the decedent listed on the
certificate

Middle Name

How to Use the VPS Web B2B Porta
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Step 14 Enter the Parent 2 Last Name (if required) of the decedent listed on the
certificate

Last Name
Parent 2

Step 15 Enter the Parent 2 First Name (if required) of the decedent listed on
the certificate

First Name

Step 16 Enter the Parent 2 Last Name (if required) of the decedent listed on the
certificate

Last Name
Parent 2

Step 17 Click Submit to continue order to Clear to cancel

Submit

Request was successfully submitted message displays

Requests ~ Reports = Windham Professio

Request was successfully submitted.

Death Certificate Request

| Thoant Raforanrcoa B

3.2 How to Cancel a Request

How to Cancel a Certificate requests can be cancelled at any time until they have been
Request submitted (10pm each business day.)

Step Locate the order using the Search function and view it in the Death
1 Certificate Request screen

Do Cormificate R ogpeasy -

L hant Hefsmmncs Kumber

17 T T— Fhoet Hamn How to Use,the.VPS Web B2B Porta
Ciatificate Hobdsr | fesd [[-]

Ly Ty
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3

Step Click the Cancel Request button
2

@ Cancel Request

B2B request has been cancelled.

Death Certificate Request

Client Reference Number

Last Name

Step B2B request has been cancelled message displays

First Mame

3.3 How to Reinstate a Cancelled Order

How to Reinstate a
Cancelled Order

Orders that have been cancelled can be reinstated

18

Step 1

Locate the order using the Search function and view it in the Death

Certificate Request screen

Digath Ceatilicate Fagiies

Clieed Haferemc e Mpmbbr

Lmai M prmas
Cardicome Holdes
Linta nf Lisath
ity

S5H

Step 2 Click the Reinstate Order button

Reinstate Order

e Mames

Fasi Mame

st Mame

& Hrwsinie Koot

Minda himma

Middle Mame

Middle Mame

How to Use the VPS Web B2B Porta
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Step 3 Order is reinstated and B2B request has been reinstated message displays

B2B request has been reinstated.

kirk

3.4 How to Edit an Order

How to Edit an Certificate requests can be edited at any time until they have been
Order submitted (10pm each business day.)

Step 1 Locate the order using the Search function and view it in the Death Certificate
Request screen

Dhaavnlhy iz b e 520 =

L hsnt Kefsrance K ombes
Ak Mame Fisi Rame Micd-dls Nama
Coatilicaie Hoblar | les
Fale od [lanis
¥ LT, i}
Imce At E
QEM |ESESESESE
Lromadaar |
3
A3 Mami Hirst Hamae Middle Hame
Pareni 1
a5 Mame it Wpme Middle Mame

Paianl #

AW B Lancs Heges]

Step Edit fields as needed, click Save button
2

i Save

19 How to Use the VPS Web B2B Portal
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4 Search

4.1 Order Search Overview

Order Search Opens from the Request-Search menu item

Siarch Risjpaisns -
Coimelc ot nlomation Rgise1 Iiboimatin

sifficais Holde Fiml Hems REep
il Molder Lasi Hama Siart Ui -
A ata Holder Widkdia hams Exme Dt i

wani Lpns I e Keberenoe B bt

Fe Suar ch ~ s Enpail

Search Reports - Certificate Information

Certificate Holder First The First Name of the person whose name is listed on the

Name certificate

Certificate Holder The Last Name of the person whose name is listed on the
certificate

Last Name

Certificate Holder Middle The Middle Name of the person the order is being shipped to
Name

Event Date Date of the death listed on the certificate

Search Reports - Request Information

Rep ID Drop down list of available Representatives who entered the
order

Start Date First date which to search for order

End Date Last date which to search for orders

Client Reference Funeral Home specific reference number

Number

B2B Status Drop down list of order Status':
Agency fulfilled
Awaiting data verification

20 How to Use the VPS Web B2B Portal
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Awaiting order verification
Cancelled

Create error

Data verified

Duplicate

Need more info

On hold - Awaiting Docs
On hold - Recent event
Order data verified

Sent to agency for processing
Sent to customer

Unable to process

Search Search for orders based on selected criteria
Clear Remove selection criteria
Export Export search results to an excel spreadsheet

4.2 How to Search for Orders

How to Search for Orders can be searched using the Search Order screen
Orders

Siarch Risjpaisns -

Camilcme Inlomiation Reguest Indeimation

Cariicefe Holder Firsl Nema Rep

Carilicae Holder Lesi Hame St Ui -
Camificate Holde Widdia Kams Exme Dt i

vani Dste iy Clier Heberenos Wumsber

Fe Suarch ~ s } Enpail

Step 1 From the Requests menu, select Search

21 How to Use the VPS Web B2B Portal
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Step 2 Search Order screen is displayed

Soaich Fispeistd

Cariic e |nlomation

Lardficefe Holder Firsl Hama

Carmifcpe Holdor Lest Hama

Carificnta Holder Middia Nama
i Diphe T

e Sudnch Clad

Step 3 Orders may be searched by:

first name and first 3 letters of last name)

Event Date Date of the death

State Date/End Date date span

Step 4 Click Search button to search

e Search

Step 5
to export search results

£ Saaich Clizdn [E il
Page [1 &l 1) 1
Ulrgles Chrrlsr Frymerni L arithcais
Mumber | 0O DNE g 'Stl:l.hrlu Firoduct Holder
13088143 | S9rIAMT3 | Open | Unsubmited | S Cartificata (City of aut Trnt
T
13046135 | S9Me2e3 i
Page [14l1) 1

R g1 Iivbodn alian

Eep Il
St g T

End Mt i

Clerni Keberence W mmber

BiH Stahis

Enpail

Certificate Holder First/Last/Middle Name (Minimum of first 3 letters of the

Rep ID The representative who requested the order

Client Reference Number Funeral Home specific identifying number

Search results are displayed in the search grid. Export button is enabled allowing user

Excipss lnesd, L ancelsd snd Decnesd Urdsre

1% % | (Towml Reconds #)

Shiipaparg

Mothod | Sheeead

LIPS A&

Eswaiil Data Hgepl il

nFI::-.-nm
W AT ~pupnn asf B1%EET 2

i

rEad | LIPS Ak

18w | [Totsl Recons 2)

Step 6 Click on underlined Order Number to view order in Order Details screen

22
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5 Reports

5.1 View Report

View Report

Search Reports

Report Al -

Show Reports Created On or After

Contains information field to search available Reports

01032013 f+] Seanch

Report

Drop down field with available reports to search

Report | Al

generateB2BOrderAuditReport

d

Create Date
Search

Field to enter dates to search
Button to begin search based on selected data

5.2 How to Requests Reports

How to Request Reports

@ LexisNexis:

VitalChek Product Suite

Users are able to request reports

shirk@vitak hek c om =

Regeests ~ Repots =  Windham Professsonals (43511) -

Select Report | 525 Chrder Al Kepod

Request Repon

Stant Dain G205

Submil Reguest

resquast completad

End Dhate D21/ 2018

Clear

Step From the Reports menu, select Request Reports. Request Reports screen is displayed

23
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Step
2

Step

Step

5

24

@ LexisNexis®  vitichek product suite gttt com
Requesis = Reporis =  Wingham Professsonals (43511) ~ 0
Select Report | 525 Crder Al Kepod v
Request Repoen -
B Mobfy wia email when request completad
ile Raport &5 ablachment
Stant Dvie 21206 End Draie 211G

Select Report drop down selection defaults to B2B Order Audit Report

Select Report | B2B Order Audit Report

Choose to Notify via email when request is completed and/or Include Report as

attachment

Request Report

Enter the Start Date on which to begin the report but typing the date in the field or clicking

to display the calendar

Submil R eguesl Clead

B KNotify via email when request completed

P Include Report as attac hment

Start Date 05/26/2016

(4] May 2016 [+

L M T w T F 5
1 2 3 4 5 i 7
a 9 10 M 12 13 14

15 16 17 18 19 20 2

22 23 24 Y 21 28

29 30 M

Step Enter the End Date on which to begin the report by typing the date in the field or clicking to display

the calendar

End Date | 05/26/201
(4] May 2016 0
Clear §s M T W T F § How to Use the VPS Web B2B Porta
1. 2 3 4 5 6 1
g8 9 10 11 12 13 14
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Step Click Submit Request to request the report
6

Submit Request

Step Request is created and send to user's email with either notification of report completion or
7 with report attached (if requested) and Request was successfully submitted message
displays

Request was successfully submitted.

5.3 How to View Reports

How to View Reports Users are able to view requested reports
. Search Reports
Report  All - Show Reports Created On or After | 01032013 o Seanch

Step From the Reports menu, select View Reports. Search Reports screen is displayed

1
Saarch Raports

Report | All = Show Reports Created On or After | 07032013 o Search

Step Select type of report from the Report drop down selection
2

Report |All v
‘ generateB2B OrderAuditReport

Step Enter the Show Reports Created On or After date by entering date or clicking in the
3

Show Reports Created On or After 'I:-? 2372018 2 Search

4] May 2016 0

] | 10 11 12 13 14
15 16 1T 18 19 20 21

P 24 s M 2T 28

29 W 31

Curresnl Dale Clase
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Step Click Search button
4

0 Search

Step Available Reports are displayed

Search Regposin =
Regeat | & v Show Repoats Crmated O cn dfiee | 050172016 ] Samch
Fope (1ofl) T T3 = [lofal Records &
Creaie Dain Diescription oy Schedule Cooke Decumend Type
B | EALHE 01046 FM COT (jeneral el 78 Ovdarudi R o OnDamandRequast_18353171_I0160590 POF
B DR 00225 P GOT eneralef 28 Crderiudi R eport OnDemandRequest_18253171_36E0810 PDF
Fage  {10f1) T 15 % [Tofal Reconds &)

Step Click highlighted Create Date to view and print reports in .pdf
6

W Vitalhek Product = [ Onlemandiegue x I
c fileu s ersykirkawy Downlboad s/ OnDemandRequest_18293171_200605 100 30445769 49511092 (42} pdf
B Apps W ViaChekoom A W Amendments D [N Demo VPS5 RCP @ Dema YPS Web @ VPS Web 2.0 QA

‘WindFam Profeasionaie Order S Rapoed

Dl Ewngec BACGGTAS i DESEET

Crmabec 02| B & 01 04 Pl COT

st Aetesencs Dartvkenis Holed Uad doadp ok
i Tl B3 Gmia =] S5k O Caanry Siwis O of' Daih
e i i Lami Hama Fimi s -
Lo T Aernry s e riem s i i iy A et ey ™ mE
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6 User Guide

To access the user guide in PDF format, select a link below:

VPS Web 2.0 B2B Ordering

27 How to Use the VPS Web B2B Portal
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