Cisco Commerce User Guide '.

SaaS Backlog Reporting in Cisco Commerce

Note: This document is no longer being actively updated as of August 2019. Please contact crc-
training@cisco.com if an update is requested.

Saa$ Backlog Reporting

This User Guide will walk you through how to Generate and Subscribe to the SaaS Backlog Orders report in Cisco
Commerce. With the help of the report, you will be able to take action on orders not in End Complete or Cancelled
status.

Generate a Saa$S Backlog Report

To generate a manual SaaS Backlog Report, containing the list of orders that are associated with your Bill to ID(s), follow
below steps:

1. From CCW homepage, Click on Orders

aleanln '\d . _
CI1SCO 4 Cisco Commerce = v | Search Al v | oo i
n Catalog Estimates Deals & Quotes Orders Services & Subscriptions Software

Cisco Refresh - Strategic, Competitive,
Sustainable

Find Products and Solutions

Cisco Refresh (-RF remanufactured products) offers you

agility, a competitive response to the secondary market and 3 Enter a Product Description or SKU

delivers profitability to Cisco through smart deals. - o

Leverage the way forward using the circular economy by ~ > g Search by Product Family | Search for Solutions
delivering sustainable life cycle solutions. -

Watch Video
LA NN ]

2. Click on Advance Search

L] Catalog Estimates Deals & Quotes m Services & Subscriptions Software
Sales Order No. v < 2672 results Download Reports » Create New Order >
Q
[» Export & Print # Edit View ql»
Advanced Search —
\_l Order Name Sales Order No. Web Order ID Submitted Date « Status
:= All Orders
@ Recent Orders [] = Order-93153223 93153223 05 Mar 2018
o« Shared Orders ] = Order-93153221 93153221 05 Mar 2018
E Saved Searches [] == demo1TierOrder 93153217 05 Mar 2018
W View Tags [] @  demoiTierOrder 93153118 05 Mar 2018
@ Access Shared Order \:\ E | Order-93153205 93153205 05 Mar 2018
[] = demo1TierOrder 93153100 05 Mar 2018
[ = Order-93152828 93152828 05 Mar 2018
[] == test_mar_02 93152811 05 Mar 2018
[ = test_mar_06 93152803 05 Mar 2018
B demo TierOrder 93152705 05 Mar 2018
View = 10 v  Items Per Page Page 1 of 268 Previous 1 Next
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3. Inthe Advanced Search page, enter/select the search criteria based on the list of available options
4. Under Order Status section, Select the SaaS Backlog Report and Click on Search

Note: The backlog report will contain orders for the Bill to IDs that are associated with your profile

[, Catalog Estimates Deals & Quotes Services & Subscriptions Software
Sales Order No. ¥ Advanced Search o Faoet m

Q View By
All Ordinrs -

Advanced Search

= All Orders Order Name Sales Order No.

(O Recent Orders
Web Order ID Deal ID
« Shared Orders

B saved Searches Purchase Order No. Subseription ID

¥ View Tags

@ Access Shared Order End Customer Name Bill to Address ID

End Customer No. Trade In Quote No.

Created By Submitted By
All Records -

Customer No. Ship te Country
Select L4

Last Modified

All Dates -
Submit Date Rangs

All Dates L
Requested Date Range

All Deates: L

Created Date Range
All Dates. -

Customer Smart Account Status Smart Account Required ()
Assigned | | Mandatory

Not Assigned Optional

Order Status

All Status Cancellation in Progress
Unsubmittsd || Cancallad

Submitted Currently on HOLD
Pending Approval

Booked

In Progress

Completed

Orders Shippad or Partially Shippad

Scheduled to ship

Backlog Report
[Cow o] @ o
= ~

5. Cisco Internal Users generating the SaaS Backlog Report on behalf of Customers/Partners are required to enter
at least one of the mandatory search parameters
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Sales Order No. ¥

«} Shared Orders
£7] SMB Orders
F® saved Searches

@ View Tags

[@] Access Shared Order

< Advanced Search

Reset m

Purchase Order No.

End Customer Name

Q View By
Advanced Search All Orders
i= All Orders Order Name Sales Order No.
(® Recent Orders
Web Order ID Deal 1D

Subscription 1D

Bill to Address ID

l

End Customer No.

Enter a proper Bill to Address 1D, Customer ID, BE GEOQ ID, or GUID

| Trade In Quote No.

Created By Submitted By
All Records

BE GEO ID Iium
ustomer No. Ship to Country

Select v

6. The search result will show the list of SaaS Backlog Orders on the screen

Sales Order No. ¥ 1731 results Download Reports » Create New Order >
Q View By All Orders [l | Created By All Records 1 | Last Modified All Dates 1 | Submitted Date All Dates 1l B 0
(Advanced Search Requested Date All Dates 1l Creation Date All Dates I Status SAASBACKLOG 1
-_—
‘= All Orders
[+ Export & Print # Edit View Al
(© Recent Orders - .
[ Order Name Sales Order No. Web Order ID Submitted Date « Status
«§ Shared Orders
E | Order-93153223 93153223 05 Mar 2018
E? saved Searches Ll =
‘ View Tags |:| E | Order-93153221 93153221 05 Mar 2018
[] = demo1TierOrder 93153217 05 Mar 2018
[2] Access Shared Order
|:| =a demo1TierOrder 93153118 05 Mar 2018
[ ] == Order-93153205 93153205 05 Mar 2018
|:| =M demo1TierOrder 93153100 05 Mar 2018
] == Order-93153310 93153310 05 Mar 2018
|:| E | Order-93153302 93153302 05 Mar 2018
[ ] == Order-93153050 93153050 05 Mar 2018
|:| E | Order-93153047 93153047 05 Mar 2018 OR SING
-
View 10 v ltems Per Page Page 10of 174 Previous 1 Next

7. To generate the SaaS Backlog Report, Select the list of orders and Click on Export

8. The export output (excel) will only download the number of items that appear on the screen. To download more

number of items, increase the Items Per Page count from the View drop-down

I
Cisco
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Q View By All Orders | fi | | Created By All Records | fil | Last Modified All Dates fi | | Submitied Date All Dates | fi B @
Advanced Search Requested Date All Dates i | | Creation Date All Dates il | Status SAASBACKLOG it
Bill T AAAAARERSG GRAATG 355590 SATARGR 5444708 50 | @
:= All Orders N
o [+ Export| & Print @ AddTag B Share g Editview Al
R it Orde
© Recent Orders « Order Name Sales Order No. Web Order ID Submitted Date v Status
« Shared Orders
B Saved Searches ¥ @  Order93153223 93153223 05 Mar 2018 [ OROERPROCESSIG ]
® View Tags ¥] @  Order93153221 93153221 05 Mar 2018 [ ORDERPROCESSING ]
@ @  demotTierorder 93153217 05 Mar 2018 [ ORDERPROCESSG ]
[&] Access Shared Order
@ @  demotTierorder 93153118 05 Mar 2018 [ ORDERPROCESSIG ]
] @  Order93153205 93153206 05 Mar 2018 —r e —
v F | demo1TierOrder 93153100 05 Mar 2018
W] @  Order93153310 93153310 05 Mar 2018 [ CROERPROCESSIG ]
] @  Order93153302 93153302 05 Mar 2018 [oRoERPROCESSIG ]
¥ @  Order-93153050 93153050 05 Mar 2018 [
¥ @  Order-93153047 93153047 05 Mar 2018 e
view | 10w | items Per Page Page 10f 174 Previous 1 Next
10
0|.
50
Torms & Condiions | Privy Satement | Gookic | s
200
1000

9. The Export Options modal will appear and indicate the list of Orders that will be exported and also show an
informational message providing additional details to access your report
10. Select the File Type from the drop-down and Click on Export

Note: When Saa$S Backlog Report is selected on Advance search, File Type on the Export Options page will be
defaulted to Entire Order and selecting entire order will only generate the report

Export Options o X

[o You are about to export 10 Orders.

0 Upon click of Export your report will be generated and you will receive an email once it is ready. You can
then click on ‘Download Reports’ to access your report.

File Type
Entire Order v @

Send Report by

7) Email () Download @ Generate Report

)| ?
: e ‘

11. You will receive an email notification confirming the report has been generated and available for download
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-\ _' CISCO COMMERCE
+e Orders ¥z Email Notification

SAAS ORDER PENDING PROVISIONING REPORT

Dear Subscriber,

The report Report_122467 xIs 13-Feb-2018 you have requested on 13-Feb-2018 has been generated on
13-Feb-2018.

Please log back to Cisco Commerce Workspace ( hitps.//cisco-apps cisco.com/cisco/psn/commerce ) to
‘obtain a list of orders that are awaiting provisioning information from partner/customer admin in order to
complete provisioning and start service as of 13-Feb-2018

Report Status: Ready

More Information

To view the most current status information about your orders, please visit Cisco Commerce Workspace at:

cisco com/C

If you have guestions regarding your orders, please contact Cisco Customer Service:
hitps ffwww cisco i

CISCO ACCEPTS THIS PURCHASE ORDER SUBJECT TO AND EXPRESSLY CONDITIONAL UPON EITHER AN APPLICABLE
SIGNED WRITTEN AGREEMENT BETWEEN CUSTOMER AND CISCO, IF ANY, OR UPON CISCO'S STANDARD TERMS AND
CONDITIONS OF SALE AND SOFTWARE LICENSE. A COPY OF CISCO'S STANDARD TERMS AND CONDITIONS OF SALE CAN
BE FOUND AT htip-/fwvew cisco comilegalfindex.html . ACCORDINGLY, NO OTHER TERMS OR CONDITIONS, WHETHER SHOWN
ON, REFERENCED IN OR ATTACHED TO CUSTOMER'S PURCHASE ORDER OR OTHERWISE ARISING SHALL HAVE ANY
FORCE OR EFFECT.

If you would like to unsubscribe and stop receiving this email notification, please go fo this link. This link wil take you to the subscription
preference page where you can unsubscribe il

Thank You,

alualn
CISCO.
Www.CiSCo.com

12. Return to Cisco Commerce Orders page and Click on Download Reports

Sales Order No. ¥ < 1731 resuits 0 Download Reports » Create New Order »
Q View By All Orders fii | Created By All Records 1 | Last Modified All Dates 1 | | Submitted Date All Dates 1 B 0
Advanced Search Requested Date All Dates I | | Creation Date All Dates ' i | | Status SAASBACKLOG 1l
Rill T~ 102nA70 27°7ARQN 24411200 200 i
-_——
:= All Orders
[+ Export &% Print # Edit View 4l
Recent Orders —
o [] Order Name Sales Order No. Web Order ID Submitted Date Status
« Shared Orders
B Order-93153223 93153223 05 Mar 2018
E? Saved Searches L] = reer "
@ View Tags [] =@  Order-93153221 93153221 05 Mar 2018

13. In the Download reports section,
A. Report ID is the unique number assigned to the report
B. Report Name is the file name and will be hyperlinked to download the SaaS Backlog Report when the
file Status is Ready
C. Status - Ready indicates the report is available and can be downloaded and ELIGIBLE indicates the file
generation is in progress
D. Requested On and Completed On will reflect the dates when the file was requested and completed
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Reports

The "Reports" page allows you to download reports when ready.You can delete any generated report; if you do not, the system will automatically remove them after a
month.An email alert will be sent to you when your report is completed and ready to download. To download a report, click on the report name hyperlink for reports in
"READY" status - Reports will remain in this list for 30 days.

Download reports

() Report ID Report Name Status Requested On Completed On
) 122509 Report_122509.xls Ready 2/20M18 2/20/18
) 122516 Report_122516.xls Ready 2122118 2/22/18
) 122536 Report_122536.xls Ready 2/23118 2/23/18
(] 122554 Report_122554 xls Ready 2127118 2/27/18
() 122558 Report_122558 xls Ready 3/1/18 3/2118
) 122562 Report_122562 xls Ready 312118 3/2/18
[ 122565 Report_122565.xls Ready 3/2/18 3/2/18
[ 122567 Report_122567 xls Ready 3/2/18 3/2/18
(] 122568 Report_122568 xls Ready 3/2/18 3/2118
[ 122569 Report_122569.xls Ready 315/18 o 3/5/18
) 122570 ° G Ready ° 315118 3/5/18
[ 122571 Report_122571.xls ELIGIBLE 3/5/18 3/5/18

14. Sample report is shown below

2 [93153050 AWKACTVEUSER 20180305 cowadm Pending Approval  Sub1034 2018.04.23
3 [53153047 AWKACTVE-USER 20180305 cowadm Pending Approval  Sub10%9 20180501

ABCD COMMUNICATIONS INC ABCD COMMUNICATIONS INC  ABCD COMIMUNICATIONS United States United States United States 1234 123412 Resaie

@

% DEF COMMUNICATIONS  United States  United States_Unied States 1234 120412 Resale
4 3153217 AWXEMPCOUNT  2018-0305 adbe ordersimplestAuto Pending Approval  Sub1320 20180305 [] CISCO NORTH AMERICAINC  CISCO NORTH AMERICAINC  CISCO NORTH AMERICA I United States. United States  United States. 123 1234"12 Resaie
5 [93153302 AWXNAMEDUSER 20180305 dfjd Pending Approval  Sub1099 2018.05.01 % ABCD e United States United States  United States. 123 123472 Resale
6 [93153118 AWX-EMP-COUNT  2018-03-05 def jd ordersamp-testAuto Pending Approval Sub132025 2018-03-05 0 DEF NC  DEF DEF United States  Unted States 23 12312 Resale
7 (83153310 AWXACTIVEUSER 2018-03.05 cowadm Pending Approval  Sub1007 20180422 a7 CISCO NORTH AMERICA INC  CISCO NORTH AMERICAINC  CISCO NORTH AMERICA f United States United States  United States. 1234 1234"12 Resale
8 (93153205 AWCACTVEUSER 20180345 adbc orgarsimp-testAuto Awaitng Provsionng { Sub1315 20160305 0 90 ABCD e ABCD Unted States  United States _ Uniied Sates 12 1272 Resale
9 43153100 AHCSSUBUCOP 201840305 det o Electronic Fulfilment £ Sub1320 201803.05 0 90 DEF WC  DEF DEF United States  United States 123 1234712 Ressle.
1083153221 IND-SOFTWAREKS  2018-03-05 adbe Entersd Sub1318 20180305 0 CISCO NORTH AMERICA INC  CISCO NORTH AMERICA INC  CISCO NORTH AMERICA f United States United States  Unted States. 123 124"2 Resale
11143163223 AHCS-SUBUC-OP  2018-0305 def Enteved Subt318 2018-03-05 0 ne ted States United States  United States. 124 124"2 Resai

Subscribe to Saa$S Backlog Report
To subscribe and receive the SaaS Backlog Report of orders pending provisioning, follow steps below:

1. Click on My Profile and Preferences option available under the profile drop-down

CISCO % Cisco Commerce = v | SearchAll Ranjeet Singh v | @®
n Catalog Estimates Deals & Quotes Orders Services & My Profile and Preferences Ilare

Change Language: English
My Cisco

Cisco Refresh - Strategic, Competitive, Find Prod

Sustainable ind Produ Logout

Cisco Refresh (-RF remanufactured products) offers you

agility, a competitive response to the secondary market and ¥ St 3 Enter a Product Description or SKU

delivers profitability to Cisco through smart deals. p .

Leverage the way forward using the circular economy by » g Search by Product Family | Search for Solutions

delivering sustainable life cycle solutions.

Watch Video
L XN

2. Click on My Orders available under Notifications
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My Orders

< Orders Shared With Me

| want to manage my... My Orders Global Settings ¥
4 Frofie Search or Browse Notifications to Subscribe and Manage Recipients.
" Company Details n
L% Preferences v
Contacts > Acknowledgments (7) Add Subscriptions
mm  Notifications -~

> Invoices (0)

> Shipping (3)

© Billing Addresses > RMA (0)
¥ specific Orders

Add Subscriptions

Add Subscriptions

Add Subscriptions

| o In addition to any notification(s) subscribed, Cisco will sendmandatory notificationsto selected order contact(s).

3. Under Acknowledgements section, Click on Add Subscriptions

| want to manage my... My Orders Global Settings ¥
L Profile S

Search or Browse Notfifications to Subscribe and Manage Recipients.
&8 company Details n
L% Preferences v
Contacts > Acknowledgments (1)
m  Notifications A

> Invoices (0)

My Orders
A\ Orders Shared With Me

> Shipping (3)

© Eilling Addresses > RMA (0)
¥ Specific Orders

Add Subscriptions

Add Subscriptions

Add Subscriptions

| o In addition to any notification(s) subscribed, Cisco will sendmandatory notificationsto selected order contact(s). l

4. On the list of available options under Acknowledgements, Click Subscribe associated with SaaS Backlog Report

and Save
» Acknowledgments (1) Add Subscriptions
> Invoiced Acknowledgments
> Shippin| Order Submit Subscribed

> RMA (0

© 'nadditi

pkie Policy | Trad{

Provides a notification at the time an order is submitted

Recipients : You

Change Order Summary Acknowledgment Subscribe
Provides a notification on the changes performed to an order once they are successfully processed/completed.

Recipients :

Sales Order Acknowledgment m e
Provides update when a new sales order is booked.

Recipients :

Scheduling Ack ledg m Subscribe

Provides an update when an order is originally received and scheduled.

Recipients :

Order Backlog Report Subscribe
This report includes all orders not yet shipped at either the BID or SID level. This will list only lines on the order
that have not yet shipped. The total will be the sum of all un-shipped lines on the order.

Recipients :

Saa$S Backlog Report E Subscribe

This report contains orders that have not yet been provisioned and are awaiting provisioning information from
partner/customer admin.

Recipients :

Cancel | m

5. The SaaS Backlog Report will reflect on your list of Acknowledgements subscriptions
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] Catalog Estimates Deals & Quotes Orders Services & Subscriptions Software

| want to manage my... My Orders

Global Settings ¥

‘ Frofile Search or Browse Notifications to Subscribe and Manage Recipients.

“ Company Details n

£x Preferences "

Contacts |° Data Saved Successfully |
¥ Notifications A

v Acknowledgments (2) Add Subscriptions

Subscribed

My Orders

P -

A< Orders Shared With Me Order Submit iy

Provides a notification at the time an order is submitted.

9 Billing Addresses
You | Manage Recipients

“* Specific Orders

Saa$S Backlog Report {ff Subscribed

This report contains orders that have not yet been provisioned and are awaiting provisioning information from
partner/customer admin.

You | Manage Recipients

6. Additional recipients can be added to receive the SaaS Backlog Report by using the Manage Recipients feature

| want to manage my... My Orders Global Settings ¥
4 Frofle Search or Browse Notifications to Subscribe and Manage Recipients.

“ Company Details n

L% Preferences v

Contacts ¥ Acknowledgments (2) Add Subscriptions
Wm  Notifications A Order Submit T T

My Orders
A\ Orders Shared With Me

9 Billing Addresses

Provides a notification at the time an order is submitted.

You | Manage Recipients

Saa$S Backlog Report i

Subscribed

This report contains orders that have not yet been provisioned and are awaiting provisioning information from
partner/customer admin.

You] Manage Recipients

¥ Specific Orders

7. If you would like to receive the SaaS Backlog Report of the orders that are shared with you. Click on Orders
Shared With Me and follow Steps 3 to 5 above

| want to manage my... Orders Shared With Me

Global Settings ¥

4 Profie Search or Browse Notifications to Subscribe and Manage Recipients.

“ Company Details u

L% Preferences v

Contacts > Acknowledgments (2)
mm  Notifications ~

> Invoices (0) Add Subscriptions

My Orders

© Billing Addresses > RMA (0)
“\* Specific Orders

Add Subscriptions

Add Subscriptions

l € 1n addition to any notification(s) subscribed, Cisco will sendmandatory notificationsto selected order contact(s). I

8. To subscribe and receive the SaaS Backlog Report of orders for individual Bill-To-ID/s. Click on Billing Addresses
9. Select Manage Subscriptions available next to the Billing Address
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] Catalog Estimates Deals & Quotes Orders Services & Subscriptions Software
| want to manage my... Billing Addresses Global Settings ¥
Profile
Company Details Add Billing Address from My Profile u

-
PARKWAY PLAZA

Contacts United States

1a%EP

Notifications A BILLING ID: 225 e
My Orders =

N\ Orders Shared With Me BUENOS AIRES, Argentina

I e Billing Addresses I° BILLING ID: 738

“\* Specific Orders

| o In addition to any notification(s) subscribed, Cisco will sendmandatory notificationsto selected order contact(s). I

10. Click on Add Subscriptions available next to Acknowledgements

| want to manage my... Billing Addresses Global Settings ¥
A Profile
e betai Add Billing Address from My Profile [
ompany Details
-
PARKWAY PLAZA
Contacts United States
mm  Notifications A BILLING ID: 225
2] My Orders s
& Orders Shared With Me BUENOS AIRES, Argentina
9 Billing Addresses BILLING ID: 738

“\* Specific Orders

Manage Subscriptions

> Acknowledgments (1)

» Invoices (0)

Add Subscriptions
> Shipping (0) Add Subscriptions
> RMA (0) Add Subscriptions

l o In addition to any notification(s) subscribed, Cisco will sendmandatory notificationsto selected order contact(s).

11. From the list of available options, Click Subscribe associated with SaaS Backlog Report and Save
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> Acknowledgments (1)

Acknowledgments

Order Submit E Subscribe
Provides a nofification at the time an order is submitted.

Recipients :

Change Order Summary Acknowledgment E Subscribe

Provides a notification on the changes performed to an order once they are successfully
processed/completed.

Recipients :

Sales Order Acknowledgment E Subscribe
Provides update when a new sales order is booked

Recipients :

Scheduling Acknowledgment E Subscribe
Provides an update when an order is originally received and scheduled.

Recipients :

Order Backlog Report E Subscribe

This report includes all orders not yet shipped at either the BID or SID level This will list only lines on the
order that have not yet shipped. The total will be the sum of all un-shipped lines on the order.

Recipients :

SaaS Backlog Report E Subscribe

This report contains orders that have not yet been provisioned and are awaiting provisioning information
from pariner/customer admin.

Recipients : You

12. Cisco will generate the SaaS Backlog Report daily at 1 AM PST and notify recipients via email

| Cancel

**\ = # CISCO COMMERCE
o0 Ol'del'S #%« Email Notification

SAAS ORDER PENDING PROVISIONING REPORT

Dear Subscriber,

Please refer to the attached file for a list of orders that are awaiting provisioning information from
partner/customer admin in order to complete provisioning and start service as of 23-Jan-2018.

More Information

To view the most current status information about your orders, please visit Cisco Commerce Workspace at:

https://apps.cisco.com/Commerce/home .

If you have questions regarding your orders, please contact Cisco Customer Service:

https:/iwww cisco.com/cisco/psn/web/workspace .

CISCO ACCEPTS THIS PURCHASE ORDER SUBJECT TO AND EXPRESSLY CONDITIONAL UPON EITHER AN APPLICABLE
SIGNED WRITTEN AGREEMENT BETWEEN CUSTOMER AND CISCO, IF ANY, OR UPON CISCO'S STANDARD TERMS AND
CONDITIONS OF SALE AND SOFTWARE LICENSE. A COPY OF CISCO'S STANDARD TERMS AND CONDITIONS OF SALE CAN
BE FOUND AT http:/www cisco.com/legaliindex htm! . ACCORDINGLY, NO OTHER TERMS OR CONDITIONS, WHETHER SHOWN
ON, REFERENCED IN OR ATTACHED TO CUSTOMER'S PURCHASE ORDER OR OTHERWISE ARISING SHALL HAVE ANY
FORCE OR EFFECT

If you would like to ibe and stop g this email , please go to this link. This link will take you to the subscription
preference page where you can unsubscribe it

Thank you,
CISCO SYSTEMS, INC.

Nmim
cisco.
www cisco.com
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