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A. Overview

The Customer Service Centre allows you to manage your orders through a convenient on line process. It

replaces the paper process. From 14™ October 2013 client requests will only be accepted via the online Service
Centre portal.

B. Logging On

In the site www.emeraldgrain.com enter the customer Service Centre

If you don’t have a login select [Register] for instructions on how to obtain one

Your user name is your NGR Payee ID Number. Clients are allocated a login user Name by Business Services.

0 - 20 X[ & emeratd Grain | Grai

% -~ B - (= # - Page~ Safety~ Tools~ @

Please login to our SEN\C‘ entre  LOGIN Not ;\emberye(? REGISTER
{ E era | d Latest News > Search

3 million t Sumitomo
GRAIN

grain exported in 12/13 Our Reach

THE EMERALD NETWORK  GROWER SERVICES  INDUSTRY —STORE AND MOVE GRAIN  BUY GRAINFROM US  LATEST NEWS CONTACT US

C. Managing Orders

1. Once you have accessed the Service Centre, select [Manage Orders] from the main menu

W Reports - Repor...
Home

W GrainTransact W Grainflow W ezigrain | AWB W CBH Group W BulkAlliance W Intranat ‘@ Gnnnla

> Emerald Grain Skytrust B New Tab

Welcome wil
Title Transfer Orders Client Charges
Manage Title Transfers Manage Orders

As aseller, transfer your grain to another Client (buyer) ifyou have a contract

View Statements & Invoices
Wwith them. As a buyer, approve transfers sent by sellers.

Inputyour new Orders, view progress of previously placed Orders, or Search all View and download your Statements and Tax Invoices raised for service
existing Orders. charges. Supporting Transactions CSV files are also available should you wish
to use them.

Help Help

Help

Cash/Pool Prices & Accumulations

Stock Information

Manage Gash/Pool Prices & View Accumulations View Stock Holding.
Upload your Gash/Pool price files, View, Increase, Withdraw or Resubmit your View and download your stock holdings with Emerald Grain
prices. View your Accumulations.

Help
Help

View Transaction Information

View your moverments (Orders and Transactions) into and out of the Emerald
Grain network as well as tifle transfers and ragrades.

Help
View Acquisition and Movement Files
View and download your Acquisition and Movements files
Help
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2. You are given a number of options
a. [Order Summary] — Orders submitted for approval
b. [Pending Approval] — A list of the orders you have submitted
c. [Search] filter to find your orders

This procedure looks at adding and submitting a new order.

D. Creating a Draft Order
An order is initially created with a status of “draft” so you have the opportunity to review, and change if
required, before submitting.

1. Select [Orders Summary]
2. Select [New Order]

Vel come wihompsag [Log Ou
. ending Approval  Search

This gives you three order options:-

a. [Outturn] — move grain out of the Emerald Network
[Site to Site] — move grain out of one site into another, eg EImore to Port Melbourne
c. [Client Receival] move grain from another storage provider to an Emerald Grain site eg Grainflow
Birchup to Port Melbourne
3. Select [Outturn]

Home = Manage Orders

Order Type Outturn Start Date 24/09/2013 f

order Number EXEAEIIS 24/09/2013 e

Order Status Draft Contracted Carrier

Owner SOUTHAG E| ﬁarmril;e;'r(:cmact

Owner Contact ] e —

Owner Reference

Erom Site El Type Tonnes El
Tonnes

To External ]

Location Percentage

Transport Mode ]

Season 13 = Comments

Commodity [~ “

Grade El

Ordered Tonnes [ gop
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The order will automatically start off as a Draft.

4. [Owner] is the code allocated to you for your company upon registration. You will need to log in under
that company code to set up the order.
5. Select the [Owner Contact]
6. In[Owner Reference] enter your company order number
7. Select via drop down boxes:
a. [From Site]

b. [To External Location]
c. [Transport Mode]

d. Grain [Season]

e. [Commodity]

f. [Grade]

g.

[Ordered Tonnes] Note that a system validation will ensure that you can only enter up to your

stock entitlement

start Date

" A

Expiry Date

Contracted Carrier

From site
To External
Location

Transgort Mode

h. [Start Date] will be allocated automatically 2 days in advance

i. [Expiry Date] is set at 7 days

j- [Contracted Carrier] is selected from a drop down list

k. [Carrier Contact Number]this information is required by site managers to follow through
delivery

8. In[Tolerance] ensure the measurement is tonnes.

9. [Comments] — please add your contact details here so that the Logistics team can contact you if they
have any questions about the order. If you have any notes you want Emerald Grain Logistics to view
prior to processing the order, you may also add them to this section.

10. Select [Submit]

wihompsag 1Log Gu

Order Detail Order Summary
oraer Type Outturn Start Date 25082013 = STOSUEOMLIC 23730 «  Submit )

T tion: [
Order Number 23738 Expiry Date 2102013 = Jransactions 0 -

Order Status Draft Contracted Carmier HARBERGERS Applied Tonnes  0.000

Owner SOUTHAG Carrier Contact 929559115 HAIE u
Number Remaining

Owner Contact Contact Name  William Thompson

Wilkam Thempson

K

Tolerance
Owner Reference s Contact Phone
61

Type Tonnes - '_
From Site CODLAMON Contact Email  wthompsong@emeraldgrain.com
Tonnes 10000
To External Lach Fat
Location

Contact Mabile
Percentage

Contact Fax
Transport Mode  Roag ontactFs

B & El E

Cemments

season 1z ContactAddress 2017 Gurwood St

Commedity Wheat

4

Current Avallable 73815
Tonnes.

Grade e =

Ordered Tonnes 75 oy
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11. This creates your draft order. (see example below of order number 23738) An order number is
generated and a summary will appear on the left hand side of the page.

Order Detail

Order Type Outturn Start Date 25092013 [
Transactions
Order Number 23738 Expiry Date 202013 = Atached
Order Status Draft Contracted Carrier HARBERGERS Appded Tonass:; 4.0

Balance 70.000

Owner SOUTHAG Carrier Contact gz
Number — Remaining
- = ContactName  William Thompson
OWner Contact [Wikam Thompson Bl e
Owner Reference g5 Contact Phone
6161 __
Type Toanes =] §
From Site SOOLANG = Contact Email  wthompson@emeraldgrain.com
= ! | Tonnes 0,000
To External Loch Far 1 Gontact Mobile
Location Percentage =
Contact Fax
Transport Mode  Road =l
Season Tz = Comments Contact Address 217 Gurwood St
Nrent Available 73815
Commodrty Wil 2 t
Grade AP =

Ordered Tonnes 75000

E. Submitting your Order

This option allows you to check an order and submit it for processing.

After completing section D and receiving your order number / order summary, you have the option of
submitting your order immediately by selecting the [Submit] option ...

Order Detail
Order Type start Bate =
Order Humber 23738 Sy Bate = Amscnea
Order Status Contracted Carrier 1y Applied Tonnes 0.
Cwnar SOUTHAG Carrier Contact Bala:
Numser ”
Cweer Comtaet = [ e Vidliam Thompcn
[
Tree -
From Sae = wihcmpsongeme aldgrain coe
Tensas
To External -
oeaticn Fereanuge
Traripon Mode poaq -
Cemmants
Seasen T =
Commodity et =
Grade AP =

Ordered Tonnes 75 00

...or holding the order and submitting it at a later date.
To submit the order at a later date;

1. Inthe [Home Screen] select [Manage Orders]

Home

Title Transfer

Manage Title Transfers
As a seller, fransfer your grain to another Client (buyer) if you have a contract

with them. As 3 buyer, approve transfers sent by sellers.
Help.

Cash/Pool Prices & Accumulations

Manage Cash/Pool Prices & View Acct ions
Upload your GashiPool price files, View, Increa iraw or Resubmit your
prices. View your Accumulations.

Help.

Manage Orders

Input your new Orders, view progress of previously placed Orders, or Search al
existing Orders.

Stock Information

View Stock Holding.
View and download your stock holdings with Emerald Grain.

View Transaction Information
View your move ments (Orders and Transactions) into and out ofthe Emerald
Grain network as well as tile transfers and regrades

Help
View Acquisition and Movement Files
View and download your Acquisition and Movements files.

Help

Client Charges

View Statements & Invoices

ownload your Statements and Tax Invoices raised for service
upporting Transactions CSV files are also available should you wish

Help
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2. Select [Search]

Home Welcome wthompsag [Log Ou]
Type Outturn =] Expiry Date )

Owner SOUTHAG Commodity = Export To File

3. From the dropdown box select [Type] as [Outturn]
4. From the dropdown box select [Status] as [Draft]
5. Select [Search]

e weicorne wunompsay ILug v

Orders Summary [ZSCTERN Sec

Hombes Start Date @ Last Search Date/Time: 23/09/2013 12:07:54
4 Search

Transport Mode = Season = Clear

Owner SOUTHAG Gommedity =] Export To File

Owner Reference Grade n

From site = status O

To Site EI

3. The screen will display all draft orders. Select the hyperlink for the order you wish to submit

raIn ransac Graintlow
dors Sumenory el m

lumber S1an Date B Last Search DatedTime: 2308201,
ypa Oustum =l Expiry Date = n
ranspon Mode -l Season - m
rwner SOUTHAG Commaodity '-‘_ m
rwner Reference Grace -

‘rom Site -l Status -

‘o Site =

4. Select [Submit]

This will change the status to pending approval.

F. View Pending Approval Orders

Orders pending approval are viewed and edited via the [Manage Orders] function on the Home Page.

Select [Pending Approval]

Home s— weicome wtnompsag [Log Out

oo o uose A e T S TS T T T = S T [T S ETr—

No records found
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G. Approved Orders

Approved orders can be viewed by selecting:

1. [Manage Orders]
2. [Search]

In the search fields select

3. [Type] as [Outturn]
4. Select [Status] as [Approved]

S

Nomben Start Date ] Last Search Date/Time: 23/09/2013 12:22:31
— =
Owner Reference Grade El
From site = Status =
To Site E|

5. Select [Search]

Orders Summary  Pending Approval

Number Start Date 5 Last Search Date/Time: 23/09Q043.42:92:31
Search

Type Outturn = Expiry Date o] )

Transport Mode = season Clear

[=]

Owner SOUTHAG Commodity El
Owner Reference Grade E|
From Site = Status Approved =
To Site El

fuumbor —T1ype lrransporihode —Jowner ————————_Jowmcrciercrce__lFiom Site__[To oSt baie__|Expny Date | Season | Commodiy __[Grade __Ordered Tonnos___Avpled Tomes omaning

23738 Outtum | Road Southern Ag Grain as Agents for Emerald Group Aust Pty Ltd 6461 COOLAMON  Lach Fert |25/09/2013  02/10/2013 2011/2012 | Wheat APW1 70.000 0.000 70.000 Approved

6. To view an order select its hyperlink

Orders Summary  Pending Approval

ot Start Date e Last Search Date/Time: 23/09/2013 12:22:31
Type Outtum ] Expiry Date " m
Transport Mode =] Season = m
Owner SOUTHAG Commodity El
Owner Reference Grade E|

From site 53] Status Approved =]

To Site El

e, [Type | TransportMode _Jowner __ _________________________|OwncrReference [FromSic _[ToSite |StartDate lEwpiyDate ]Season ]Commodity [Grade |OrdercdTonnes |AppliedTomnes |

w Putturn | Road Southemn Ag Grain as Agents for Emerald Group Aust Pty Ltd 6461 COOLAMON |Lach Fert |25/09/2013 02/10/2013 2011/2012 | Wheat APWA1 70.000 0.000 70.000 | Approved

H. Changing your Order after Processing
If you wish to change your order after submitting, please contact customer service.

Customer Service: 03 9680 6247

Email: Customer Service customerservice@emeraldgrain.com

Monique Samuel msamuel@emeraldgrain.com
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