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1.0 PURPOSE

To identify, establish, and document the current procedures to upload shipping documents into
TMS.

2.0 SCOPE

This procedure encompasses all Jabil Suppliers involved in the Inbound shipping process.

3.0 RESPONSIBILITY
The Senior Solutions Manager shall be responsible for Implementation and adherence of
processes or work instructions as they pertain to the Jabil TMS System.

The TMS Business Owner or their designee shall be responsible for approval and maintenance
of TMS processes and/or procedures.

The TMS Business Owner or their designee shall be responsible for ensuring that all employees
involved with this procedure receive proper training towards this documented procedure.
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4.0 PRE-REQUISITE
4.1 TMS-40U-Supplier Instruction is a prerequisite for this document.

5.0 PROCEDURE

5.1 Login into MG

Purchase order portlet is a window in Mercury Gate TMS that allows users- typically representing
suppliers with their own logins- to route shipments that fulfill purchase orders created in the system by
TMS clients.

External users representing suppliers have restricted visibility in the TMS system and can view only the
orders that are owned by their own company and related family companies.

STG environment -
https://qga-jabil.mercurygate.net/MercuryGate/login/spLogin.jsp?Timeout=True

PRD environment -
https://jabil.mercurygate.net/MercuryGate/login/spLogin.jsp?Timeout=True

Login ID and Password will be provided by Global Logistic Team or Jabil IT

JABIL

Login ID: [

Password: [ ]

D Remember Me

[ Sign In ]

Forgot Password?

Navigate to the specific supplier level by selecting the Company option and scrolling
down to the appropriate Jabil site level. Below is an example of site location codes
(HUO7 and TNO1). Each Jabil site will have a location code alongside the city the site
is located in. Make sure you navigate to the correct Jabil site when creating the
inbound shipment for that site.
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Jabil Supplier TNO1

Next, select the dashboard option on the toolbar and that will take you to the PO portlet
where you can view your purchase orders.

File Edit View Tools p

-E
Cumpany Das ard ﬁl L

Jabil Suppller HUO7/

5.2 Instructions for Uploading Shipping Documents

1. User will be located at Supplier level where all Purchase Orders will be visible

2. Select the drop-down menu and select “In Process”. This will show you all POs that
are in process.

File Edit View Tools Help

Jabil Supplier HU07

Dashboard

PO PORTLET

‘E”E”E”@| Filter: Create Date From Month -100; Status = In Process
D Qwner

Next Activity Type | Next Activity Planni Order Number Status

Create Date Ref: Shipment [D | Ref: Load ID
B & Jabil Supplier .. Request Routing  04/27/2021 07:... 427211

In Process 4{27]2021 7118 ..

3. Select the plus sign on the line that corresponds to the PO you would like to upload the
shipping documents to. The PO number will be under the “Order Number” column
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File Edit View Tools Help

Dashboard
PO PORTLET
In Process ¥ |—i=i ) E”@| Filter: Create Date From Month -100; Status = In Process
@ Cwner Next Activity Type | Meat Activity Planni Order Number Status Create Date Ref: Shipment ID | Ref: Load ID
m [ Jabil Supplier H.. RequestRouting  04/27/202107:.. 427211 In Process 4(27/2021 7:18...

4. After expanding that order’s information, select details.

File Edit View Tools Help

Dashboard
PO PORTLET
In Process ¥ |—6=i“€!||EH@| Filter: Create Date From Month -100; Status = In Process
al Owiner Next Activity Type  Next Activity Plann¢ Order Number Status (Create Date Ref: Shipment ID | Ref: Load ID
B 17 Jabil Supplier H.. RequestRouting  04/27/2021 07:.. 42721-1 In Process 4/27/2021 7:18...

%/ 42721-1: To-Do List

TP etas | Acivity | Hore Actons..»

Show Al |

Request Routing @
Planned Date: 04/27/2021 07-18 AM

#| Ttems: qty 1000

Line # Item ID Discription Class Deelivery D
1 602-009153... 10 X 12 ESD BAG E4987-39A 70

Available Dates E| Update ‘

% Related Transports

5. After selecting the details screen you will see the following screen:
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Purchase Order Details

I =]ES
Order Number 427214
Status In Process
Need to Investigate no
\o Order Type
\w/ Payment Terms Prepaid
\ Required Services No Required Services.
SHIPPERICONSIGNOR (FROM) CONSIGNEE (TO) BILLTO
Jabil Supplier Jabil Circuit Hungary Ltd Jabil Circuit Hungary Ltd
123 Test 5t Huszar Andor ut. 1 Huszar Andor ut. 1
Tampa FL 336290 US Tiszaujvaros BU 3580 HU Tiszaujvaros BU 3580 HU
Contact : Shipping Contact : Shipping Team Contact : Shipping Team
Contact Type: Contact Type: Contact Type
Phone : 123-456-7890 Phone : +3649543659 Phone : +3649548659
Fax: Fax: Fax:
Email : Email : tis_traffic@jabil. com Email : tis_traffici@jabil. com
Requested Shipping Dates  04/27/2021 8:00 AM - 05/03/2021 5:00 PM Requested Delivery Dates  04/28/2021 8:00 AM - 05/03/2021 5:00 PM
Shipments
¥) Status | Loads | Total Qty |Total Wat Origin D Pickup Delivery ||
9| | snesss F‘endi1g| 10000 | 0b Jabil Supplier, Tampa. FL """"Tz"zg;'.‘ :;';9;'5 U oup7p021 - 0smarz021 jpamarozt -usmmnm"

6. Select the underlined shipment that starts with “SN”.

Purchase Order Details

F1 M=) B
Order Number 427214
Status In Process
Need to Investigate no
\s Order Type
i Payment Terms Prepaid
\w Required Services No Reguired Services.

SHIPPERICONSIGNOR (FROM)
Jabil Supplier

123 Test St

Tampa FL 33629 US

Contact : Shipping

Contact Type:

Phone : 123-456-7890

Fax:

Email :

Requested Shipping Dates  04/27/2021 8:00 AM - 05/03/2021 5:00 PM

CONSIGNEE (TO)
Jabil Circuit Hungary Ltd
Huszar Andor ut. 1
Tiszaujvaros BU 3580 HU
Contact - Shipping Team

Contact Type:

Phone : +3649543659
Fax:

Email : tis_traffic@jabil.com

BILL TO
Jabil Circuit Hungary Ltd
Huszar Andor ut. 1
Tiszaujvaros BU 3580 HU
Contact : Shipping Team
Contact Type
Phone : +3649548659
Fax:
Email : tis_traffic@jabil.com

Requested Delivery Dates  04/28/2021 8:00 AM - 05/03/2021 5:00 PM

Shipments
ipmet s | Loads igin ion ickup jvery
! Shipment | Status | Loads | Total Qty | Total Wat] Origil Destinati Picki Deli
E R I A Jabil Circuit Hungary Ltd, "
) 9| | sn2osss Pemmg| 10000 | 0B Jabil Supplier, Tampa, FL T 0427/2021 - 050312021 |04/268/2021 - 05/03/2021

7. Hover over shipment at the top of the screen. Then hover over attachments and select

documents.
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Detail
Quote Detail
Blue Print

Related Contacts...

Shipmen References ails
| Activities 3
Reference: SH Matching » \ws Status: Pending
e Owmer: Jz Duplicate
i Payment 1 Send Email Reason:
o Extract 3 —
uipmen ervices:
& Eauip Attachments 3 Documents o
Investigate: Create Template Links Late Reason:
& SHIPPER Audit History Motes 72 | © CONSIGNEE (10)
Jabil Supplier Jabil Circuit Hungary Ltd
123 Test St Huszar Andor ut. 1
Tampa FL 33620 US Tiszaujvaros BU 3580 HU
Contact : Shipping Contact : Shipping Team
Contact Type: Contact Type:
Phone : 123-456-7890 Fhone : +3549548659
Fax: Fax :
Email - Email - tis_traffic@jabil com
Location Comments : Location Comments :
‘o Linear Feet: 0.0, Pallet: 0.0
Loads
| Owner | Load | Status | First Pick
No Loads.
1
References
(¥ Owner Reference
SN29443
o 42721-1
427211 427211
Ship Units
[+1.} | Ship Unit ID | Seq |""3g:{"9| Contained In | Owner | Description | Class |NI||FC | sTCC | Ordered Pieces Ordered UOM Pl:

8. Select the plus sign next to filename.

File Edit View Shipment Documents Tools Help

Jabil Supplier HUO7

Shipment SN29443: Documents

IF Filename | Updated On Upd
No Affached Documents.
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9. Hit the “Choose File” button to select your file. After you find your file,
click save. Disregard the “Type:” dropdown.

Fle Edit View gh‘e Add Associated Documents - Google Chrome O X

B ga-jabilmercurygate.net/MercuryGate/common/addDocument jsp?sidObject=(19570244020,3700,0)&sReturnURL=%2FMercury...

(| Add Document
Filename: Choose File | No file chosen

Shipment § Max 201iles and 20 M8 mittotal
1Y)

No Atached Comments:

Type: | v

10. Once your documents are uploaded, you will be able to see them on the next
screen.

File Edit View Shipment Documents Tools Help

CA':::W DasEnqnam ﬁ Lngim
Jabil Supplier HU07

Shipment SN29443: Documents

[¥] Filename Updated On Updated By Created On Created By T
9 pl pdi 03/23/2022 11:29 AM EDT SUPPLIERTEMP 03/23/2022 11:29 A EOT SUFPLIERTEMP
9 Sample Packing List pdf 031232022 11:30 AM EDT SUPPLIERTEM? 03/23/2022 11:30 AM ECT SUFPLIERTEMP

11. The next step would be to add the words “Uploading commercial invoice
and packing list” to the special instructions. To do this, you will need to navigate
back to the shipment’s main screen. Click Dashboard at the top of the screen.

File hvmw Rate Shop Shipment Documents Administration Tools Help

T . 7 "
] S o b - 1 3 [l o g | 3 ﬁ.
Conpany Das;;wam Route Board c.,‘...’m cm@}m Rat:‘!mp Puchied Orers| Ak Prche Onter| Shipments | Add sﬁmm pddBucte Tral&nﬂs CuslwngLudds Events Trackmgﬁessag&e Caribfvoie | Custortarnvoice CL Cusiomar invoice| Achvties Users| Ros | Spi Logbmn

Jabil Supplier HUO7 —
Shipment SN29443: Documents
[¥] Filename: Updated On Updated By Created On
(%] ‘Sample Commercial Invoice.pdf 03/23/2022 11:29 AM EDT SUPPLIERTEMP 03/23/2022 11:29 AM EDT
Q& Sample Packing List pdf 03/23/2022 11:30 AM EDT SUPPLIERTEMP 0312372022 11:30 AM EDT

Select the drop-down menu to select “In Process”. Next, click the plus sign to
expand the shipment’s details and click on the Details tab. Then, click the SN
number at the bottom of the screen that appears. Scroll down to the next screen

that appears and select the I:l icon to add the special instructions “Uploading
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commercial invoice and packing list” on the dialog box that appears. Once you
have typed in the special instructions, click save. You should now see the special
instructions that you just added.

File Edit View RateShop Administration Tools Help

- ﬁ o : -
‘Mgm Ca%s Contracs Hate%’m P mpm%eom Sros ws“znm Mugma m.ﬁm Dmkrghmds Events| Trackn

Jabil Supplier HUO7

Dashboard
PO PORTLET
| Report Format H |v'ﬂ-[:i“‘f!,”@”'@| Filter: Create Date From Month -100; Status = In Process
[ Qviner Al b Next Activity Plann¢ Order Number Status Create Date Ref: ShipmentID  Ref: Load ID
[ @ iy BaseReport 04272021 07:.. 427214 In Process 4272021 7:18...
Fuffilled
In Process
Pending

File Edit View RateShop Administration Tools Help

&
Coﬁm‘ Rate%m‘ Purchasé Orders

id
AddP meom‘snm‘mg’m‘mgm

Cairr,ials Tml!

AR
Company | Dashboard | Route Board

Jabil Supplier HUO7

Dashboard

PO PORTLET

| Report Format ” In Process |v ||E E E”E| Filter: Create Date From Month -100; Status = In Process

H Qwner Next Activity Type | Next Activity Plann¢ Order Number  Status Create Date Ref: Shipment ID
/E Jabil Supplier .. Request Routing  04/27/2021 07:.. 427211 In Process 4272021 T:18...
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File Edit View Rate Shop Administration Tools Help

s s e s s e St 5 o8 s s e b el
Jabil Supplier HUO7

Dashboard

PO PORTLET

| Report Format ‘ In Process v ‘—h”\”“ﬂ“@‘ Filter: Create Date From Month -100; Status = In Process

& Owner Next Activity Type | Next Activity Planni Order Number Status Create Date Ref: Shipment D Ref: Load ID
B I Jabil Supplier .. RequestRouting  04/27/202107:.. 427211 In Process 4/27/2021 7:18...

# 42721-1: To-Do List

[<2% Detais || aciviy | showall |

Request Routing 7}
Planned Date: 04/27/2021 07-18 AM

4 Ttems: gty 1000
Line # Item ID Description Class Delivery Date
1 602-009153... 10X 12 ESD BAG E4987-594 7
Availzble Dates E ‘ Update |

# Related Transports

Page 9



JABIL

Business Training Document

Jabil Transportation Management System
Create Date From Month - Purchase Order Details 2l-alx
«r Number Status Qrder Number 2714
1-1 In Process || Status In Process
Need to Investigate no
i Order Type
\ Payment Terms Frepaid
\ Required Services No Required Services
\s SHIPPERICONSIGNOR (FROM) \s CONSIGNEE (TQ) \w BILLTO
Jabil Supplier Jabil Circuit Hungary Lid Jabil Circuit Hungary Ltd
123 Test St Huszar Andor ut. 1 Huszar Andor ut. 1
Tampa FL 33629 US Tiszaujvaros BU 3580 HU Tiszaujvaros BU 3580 HU
Contact : Shipping Contact - Shipping Team Contact : Shipping Team
Contact Type: Contact Type: Contact Type:
Phone : 123-456-7800 Phone : +3640548650 Phone - +3640542650 Ha
Fax: Fax: Fay:
Email - Email: tis_traffic@jabil.com Email : tis_traffic@jabil.com fi
Location Comments : Location Comments : Location Comments -
i Requested Shipping Dates  04127/2021 8:00 AM - 050372021 5:00 PM | (j Requested Delivery Dates  04/28/2021 &:00 AW - 05/03/2021 5:00 PM
References
T Owner Reference Type 1s Primary
42711 Order Number frue -
Items  giy 1000.0
[¥] Line#| ItemID Description Clase | Availabl date:| \ Planned | Variance | Statug
O@E | 1 [602-0091531A] 10X 12 ESDBAG E4987-504 700 | oo | date:| [{ 10000 00 | Active
|
Shipments
) | | Shipment | Status | Loads | Total Gty Total et Origin Destination Pickup Delivery ||
L .E.| SI2943  [Pending 10000 | O | Jabil Supolier Tampa, FL Ja”"rg'z“;ﬂ!' :‘:;%m DARTIN - DSI32021 042872021 - 050372021
” v| | submit
‘ VU REes.
COD Invoices
\J | Mode | Type |Mu|l|||nvux:nDnle| Ilnmlv:elumberl Queue | SI"AEl coo | Bill Total | Nom. Total | Payment Terms |BiIIngm| Settle Total | Settle Reason | GL Code | Complete Date | Check b
Na Invaices.
Customer Invoices
o | Mode | Type |Mn|li |I|woioeDate| Invoice Humhel| Queue | SCAC | Bill Total | Norm. Total | Payment Terms |BiI\WEigl|t| Settle Total | Settle Reason | GL Code | Complete Date | Check Number | C
No Invoices.
Vendor Invoices
o | e | Vendor [VendorType] Multi | Invoice Date | Invoice Number | Queue Bill Total Norm.Total | PaymentTerms | Bill Weight | Settle Total Settle Reason GLCode | CompleteDate | Chec
‘ No Invoices.

Special Instructions
! Special Instructions
E— I
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Edit Special Instructicns - Google Chrome

i ga-jabil.mercurygate.net

Edit Special Instructions

Uploading commercial invoice and packing list to
shipment.

| Save || Close |

Customer Invoices

1) | Mode | Type |Mu|t\|lmoioeDaie| In‘mice"umhel| Queue |SCAC| Bill Total | Norm, Total |Paymenl'lerm:|BiHWeight| Settle Tofal | Settle Reason | GL Code | Complete
No Invoices.

Vendor Invoices
7 | Type | Vendor
No Invoices.

! | Ml | Invoice Date | Invoice Number | Queve | BilTotal | Norm.Totsl | PaymentTerms | BilWeignt | SetfieTotal | SetfeResson | GLCox

Special Instructions

Owner | Special Instructions
| Uploating commercil invaice and packing fst to shipmen
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