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Purpose

The purpose of this guide is to provide instruction on how to submit a purchase order over XYNYTH'’s Online
Order System (or “How to Create an On-line Order”).

Prerequisites

e Inorder to use XYNYTH’s Online Order System, you must have access to the internet and our website;
e You must permit ‘pop-ups’ from XYNYTH (www.xynyth.com) on your web browser;

e You must be the buyer of an active XYNYTH customer, and

e You must have your unique and confidential Log-In User Name and Password. If you do not have a Username
and password, please contact our office and one will be supplied.

0 If you forgot your password — go to Appendix B, page 12.
To CHANGE your password - go to Appendix C, page 12.

Procedure Steps

1. Navigate to XYNYTH’s website (www.xynyth.com) by entering the address into the address bar of your
browser. The following page (Figure 1) will appear:

Figure 1 : XYNYTH Manufacturing Corp’s Website Homepage
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2. Feelfree to explore our Corporate Website for information about our company and products. When you're
ready to get started, click “Order Online” in the left hand menu, or click on “The Shopping Cart” on the
right. You will be redirected to our Online Order Welcome Page. Figure 2 illustrates the two fields to click to
order online.

Figure 2 : XYNYTH’s Online Order System
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XYNYTH Manufacturing Corp., a North American
leader in the ice melting and absorbent industry,
was founded in 1986. With a major focus on the
environment, XYNYTH offers its customers several
lines of high-quality icemelters, deicers, and
absorbents that are organic, "green” and safe to
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3. Figure 3 shows the introductory (or “Start”) page of the Online Order System.

Figure 3 : XYNYTH’s Online Order System

X

Online Order Syst

Start Page  Self-Service Contactus News  Site Map

WELCOME

Welcome to our Online Order Systemn, You can order anling from XYNTTH anytime -
it's fast and sasy.

Simply click on Self-Service, and Log On. You will need to be an KYNYTH customer,
with your own buyer User Name and Password. If you don't have one, you can
request one here.

If you would liks to become & XYNYTH customer, plaase send us an email to
sales@xynyth.com

e appreciate and thank you for your business.
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4. Before continuing, if you have not already done so, you must obtain a User Name and Password. This
password will be unique to you, the buyer, and should not be given out to anyone. This password is also
unigue to the order online process and is NOT the same password used to access the Sales Rep. Resource
area of the XYNYTH website. To obtain your log-in details, simply send an email request to
sales@xynyth.com Please remember to include your full name, company name and contact information in
the body of the email.

5. Once we have assigned you your User Name and Password, you will receive a New Account Notification
Email, as shown in Figure 4. Note: You can change your password, once online, to something more
memorable by accessing your “Company Details”. (see Appendix C — page 12)

Figure 4 : XYNYTH’s New Account Notification Email

™ Customer Creation - Message (Plain Text)
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Fraom: sales

To: Amanda Grondahl
o

Subject:  Customer Creation

Dear Customer,
We hawve created an account for you on our webh shop, which gives you access Lo a set of advanced self-service tools.

Once logged in you will be sble to create orders, wview order history, change your personal details and wview pending orders.

To access your self service tools, click on the link helow:

»» localhost:91/3elf3ervice
User Mame: 50005
Password: yLgTQy

6. Now you're ready to go! Take note of your User Name and Password.

7. Click the “Self-Service” tab, and enter your User Name and Password in the fields provided (see Figure
5). Press Log On. You will be directed to the Online Order System Welcome screen (see Figure 6). If you
are not at the “Log On” page as shown, follow the menu path noted below.

Figure 5 : Self Service - Login Screen

i.lser Name /

H Password

Forgot your password? Click herel
Are you a registered customer but without a web login? Click here!

Request an account. Click here !

Menu Path
To go to the Online Order System, use the following menu path:

) Xynyth Homepage = Order Online = Self Service

Q Remember: Your User Name and Password are case sensitive.
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Figure 6 : Self Service Screen

Start Page

Product Search

Self-Service | Contactus  News

Product Search

Advanced Search

|Se\f—Service

OUR PRODUCTS In this section you are able to:
# Change your details
lcemelter » View your shapping history
Absorbent ® Open invoices

Please use the drop down menu to navigate,

wno@xynyth.com

Site Map

WELCOME ORDER ONLINE TEST ACCOUNT

Mo subscription.

Go to subscribe

We know our customers expect
accurate and timely resolutions to
their problems and concerns, This
Self-Service section gives you the
power and information you need
to immediately address your
concern,

My basket is empty...

8. Once logged-in, there are many elements of this site you will want to explore — for example, you can review
our product lines, view your current orders, review your past invoices, and even read news about our
company. For the purposes of this User Guide, however, we’ll jump right ahead to placing an order. Click on
the arrow to the right of the Self-Service drop-down menu.

9. Click on Order (see Figure 7). Figure 8 shows the screen that will appear, the Order Screen.

Figure 7 : Self Service — Order Selection Screen
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|Self-Zervice
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Orders to be committed
Company details
Balance

View History

Pending Orders

Files
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Figure 8 : Self Service Screen

Online Order System

Start Page Self-Service Contact us News Site Map

ORDER

Item No.

=

Enter Details Wiew Summary

Description

Unit price

Send order

Qty

Add to order

Quickly add iterns to your arder by typing their exact product nurmber here and click "add",
“vou can add several item numbers by separating them with semicolons, commas or and/or linebreaks,

Item No(s):

Total
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10. Now let's get our bearings. There are 4 stages to this process: ORDER, ENTER DETAILS, VIEW
SUMMARY, and SEND ORDER. As you move through the steps, you'll see that the numbered boxes above
each stage turn grey to help you keep track of where you are. When you’re ready to begin shopping, turn
your attention to the left-hand sidebar.(see Figure 9)

Figure 9 : Product Selection Screen

In this section you are able to:
e Change your details

& Yiew your shopping history
® Open invoices

OUR PRODUCTS
Icemelter
Absorbent

Please use the drop down menu to navigate.

wng@=ynyth.com

Mo subscription.

Go to subscribe

11. click on Icemelter (or Absorbents) and then Commercial (or Retail) depending on the type of products you
are looking to purchase from XYNYTH.

Menu Path

To go to the Listing of our products, use the following menu path:

. Order = Our Products = Icemelter = Commercial

You will arrive at the following screen (Figure 10). A listing, in this example, of some of our commercial products.
Note: While the first screen shows only five products, you can view all of our products by clicking “next” in the right-

hand corner of the screen.

Figure 10 : Product Selection Screen

Online Order System
Start Page Self-Service Contact us News Site Map

COMMERCIAL PRODUCTS

Product Search
Froduct Search <h Results 1-5 of 29 Results per page: 5« Pzsesf nest»
Advanced Search
OUR PRODUCTS : 5, i
Iy
Icemelter | % i
Commersial Froducts
Retail Products
Item No.:200-20024 Item No.:200-20041 ITtem No.:200-20043 Item No.:200-20050
Absorbent 25 LB Bag Mountain 40 LB Pail Mountain 44 LB Bag Mountain 50 LB Box Mountain
Organic Organic Organic Organic
Natural Icemelter Natural Icemelter Natural Icemelter Natural Ieemeltsr
$ 10.58 % 28.46 %$17.05 $ 24.30
Bag Fail Bag Baox
Units per pallet::90 Units per pallet::60 Units per pallet::49 Units per pallet::45

- e - i Jeox [

Item No.:z00-20100
100 LB Box Mountain
organis

Natursl Icemelter

$ 46.06

Box

Units per pallet::20
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12. Each of the boxes is called an “Item Folder”. The Item Folder provides a snapshot of the important details
about each product. You can “buy” directly from this screen, or you can click on the Iltem Number (as in
Figure 11) on the Item Folder to view the Item Card (see Figure 12), which provides further product details.

Figure 11 : Item Folder - Iltem Card

Item NoC200-30024
25 LB Bag True No

Icemelter

$6.13
Bag
Units per pallet:; 920

Figure 12 : Item Card

Online Order System

StartPage  Self-Service Contactus News  Site Map
Product Search 200-30024
Product Search | [y

Advanced Search

QUR PRODUCTS

25 L5 Bag True North
Ieemelter

200-30024
25 LB Bag True North
7-77411-30024-0
$6.13

Sales Unit of Measure: Bag

Units per palleti: 90

Order in multiples of 90

price: $6.13 [t |Bag 100

13. This is a good opportunity to review the Item Details. Pay special attention to the “Order in multiples of”
number. At XYNYTH, we only sell in full pallet quantities. As the corresponding unit number changes with
each SKU, we list it here as shown above. That means, that if you want to by 2 pallets of the product shown
above, you enter 180, not 2.

14. You can explore the rest of the product line by clicking on Item Folders and then pressing the back button to
get back to the item shelf. When you've decided what you'd like to order, you can enter in the numbers. You
can do that in the Item Folder or the Item Card.

180 | Bao [N
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15. Click “Buy”. This pop-up window will appear (it will disappear after a few moments):

You will notice that now there has been a change on the screen. A ticker-tape message near the bottom of the
window is now showing a total. This is a running total, and will keep track of what your order is adding up to.

TOEA]l PPICE. e ernncrnnnnsnnneennenaa-F 1846.80 ~]

16. You can continue to shop by selecting different items and “buying” in full pallet quantities. Each time you
add a new item, the “Your order has been updated” pop-up window will appear to confirm your choice has
been recognized. Don’t be too nervous about this “shopping” process. Before you “check-out” for good,
there will be an opportunity to review and modify your selections.

17. When you are finished “shopping”, click “Finish Order” (Figure 13). You will be directed to the Order Review
page (see Figure 14).

Figure 13 : Finish Order Screen

“anufacturing Corp. [Leg aff

Online Order System

Start Page Self-Service Contact us News Site Map
COMMERCIAL PRODUCTS
Results 1-5 of 29 Results per page: |5 | Hz3456 newt»

Product Search
Praduct Search

Advanced search

OUR PRODUCTS NE N |
Icemetter ..-;',. !% L

Commereial Froducts

Retail Products

Item No.:200-20024 Item No.:200-20041 Item No.: 3 Item No.:
Absorbent 25 LB Bag Mountain 40 LB Pail Mountain 44 LB Bag Mountain 50 LB Box Mountain

Organic Grganic organic Organic

Hatural Ieemelter natural Ieemelter Natural eemelter Natural Teemelter

$ 10.58 % 28.46 $17.05 $ 24.30

Bag Pail Bag Box

Units per pallet::90 Units per pallet: ;60 Units per pallet: 143 Units per palleti 45

Item No.:200-20100
100 LB Box Mountain
Organic

Matural Icemelter

$ 46.06

Box

Units per pallet::20

Wy basket is empty...

L0 L 0 . LI I

Figure 14 : Review Your Order Details

X:A\XYN_TEMP\SOP 4 01 11 01 2.0 Creating an Page 7 of 14 Last Updated: 01/24/11
Online Order.doc



Creating an Online Order

XYNYTH Manufacturing Corp.

Version: 02.0

duct Search

duct Search

anced Search

R PRODUCTS

melter

i s _

2etail Products

isorbent

Add to order

StartPage  Self-Service Contactus  News  Site Map
ORDER

[order

Item No.
200-3002.
200-3004
200-3010
200-2005

|

Enter Details View Summary Send order

Description Unit price Oty
4 25 LB Bag True North $2.51
9 50 LB Bag True North $444
0 100 LB Box True North $11.93
0 50 LB Box Mountain Organic §7.66
Amount
Sales Tax

Amount (inc. Tax)

Quickly add items to your arder by typing their exact product number here and click "add".
You can add several item numbers by separating them with semicalons, commas or and/or linebreaks.

Item No(s):

Total
$451.80 Delete
$199.80 Delete
$477.20 Delete
$ 344,70 Delete

§ 1473 50
$0.00
§1473.50

18. Now is your opportunity to review what you've put into your “shopping cart”. Have you ordered the right
products and product sizes? Are the quantities correct? If you've made an error, you can click “Delete” and
your page will refresh automatically.

If you are familiar with our product numbers, you can add to your order from this page simply by entering the
8-digit number, including the hyphen, in the “Add to order” box (see Figure 15). Once you've entered the
number manually, click “Add” — the item will materialize in the Order List above. Note: The “Qty” defaults, in
this case, to (1), so you must remember to change it to a number representing a full pallet quantity.

19. You now have four options. Select one.

der

a) Save Order — Saves your order so you can return to it later, but does not submit it to XYNYTH.

b) Save Order Template — Saves this order so that you can resubmit the exact same order later on.
c) Clear Order — Scrap it and start over.
d) Next — Move on to the next step; Enter Details. Below is the page that will appear.

Figure 15 : Enter Details Page

Name *

Phone No. *
Contact

Address *
Address 2

Zip code *

State f Province

Customer PO # *

& Deliver

Payment method

Customer default payment

Your Details

Delivery Instructions ‘

ISeIect Page ;I
1] 2 a
Order Enter Details ¥iew Summary Send order

E-Mail *
Home Page ]
|122 - 3989 Henning Drive \

[ |

City *
1

Select Shipping Method

Requested Delivery Date (mmsdd/yy)

20. Update all the required fields. Please ensure your email address is correct. We do require your Purchase
Order Number to process the order.
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21. Before proceeding to the next section “Shipping’, it's imperative that you understand XYNYTH’s 4 distinct
Freight options. They are divided into two categories: Deliver and Pick-up.

“Deliver” includes the following:
= Common Carrier Collect
=  Prepaid and Charged
=  Prepaid by XYNYTH

“Pick up” includes only:

= Customer pick up

See Appendix A (page 12) for an explanation of the above terms

22. Update the following required fields in the Shipping Section, as needed:

Field Description/Action
Deliver / Pick up Using the explanation above, select deliver or pick up.
Delivery Instructions This is the field for you to enter any special delivery instructions, such as whether

the delivery location requires, for example, a power tailgate or to indicate any early
closing times or gate codes. (Figure 16) Please be specific and clear in your
instructions.

Important: If you've selected the delivery option ‘Common Carrier Collect’, please
type the name and contact number of your preferred carrier in this field.

Requested Delivery Date This is a required field. Enter the date that you require the product to be delivered
to you. Use the date convention shown on the screen (mm/dd/yy) so that your
entry looks like this: 01/22/08 for January 22™, 2008.

Is this address also your shipping address This is a required field. Select yes or no. If your selection is NO, an additional
Y/N? section will appear that asks you to fill in your shipping address, or choose from
the multiple shipping address that have already been established for you.

Figure 16 : Delivery Instructions Screen

State f Province BC Country Code * Canada |
Customer PO # *

Delivery Instructions Please enter any delivery instructions here.

™~
AN

Requested Pickup / Delivery Date {mm/dd/yy) *

o Pick up
® peliver

23. Click Next. If you have correctly filled in this form, you will be directed to the View Summary Page. Notice
that a pop-up window appears containing XYNYTH’s Sales Terms and Conditions. You cannot continue until
you have read and understand these terms. Note: This Sales Terms and Conditions Pop-up Window will
only appear the first time you use the Online Order System. In future, it’s still recommended that you review
them.

24. Click Yes, to confirm you have reviewed our Sales Terms and Conditions.(see Figure 16)

Figure 16 : XYNYTH Sales Terms & Conditions Agreement
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WYNYTH Manufacturing Corp. is & company built on customer service - it is
our mandate to provide the very best products at the very best price,
along with customer service that exceeds your highest expectations. As
such, we work hard to gst you exactly what you want exactly when you
want it In order for us to do our best we need to make sure we all
understand the guidelines. Please make yourself familiar with our Sales
Terms and Conditions to see when extra charges might be incurred - so
that, when possible, we can avoid them.

SALES TERMS & CONDITIONS

Order Confirmations

HYMNYTH prefers to take orders wvia online, fax or email, as the
margin for error increases when orders are placed over the
phone. Even written Purchase Orders do not, howewver, eliminate
the possibility of human error. As such, we ask that you
review the details of the Order Confirmation you receive
after placing your order to ensure its correctness.

Rush Orders

It takes 5 business hours to process an order from the time

we receive it until it's ready for pick-up at one of our
warehouses, If you need your order sooner than S hours from

the time you place it, special arrangements must be made. In
that case, we must pass on to you a $35 Rush Order Fee
charged by our warehouse to cover those special arrangements.
Likewise, if you arrive before the scheduled time at one of our
warehouses to pick up your order and do not elect to wait, a E

« |_'|—

4l

45,000lbs take 2 days to prepare for shipping; orders greater
than 45,000lbs take 7 days to prepare.

Damages
RY¥YMNYTH strives to have a damage-free record. If damages do

occur, we will accept product damage claims on product
delivered as a result of owr having booked the transport
("Prepaid” or “Prepaid and Charge®). Other delivery methods

result in our losing quality control after our product leaves our
facilities and we, therefore, do not accept damage claims. To
make a claim, you must do so within 24-hours of receiving the
product, and submit pictures and a written report outlining the
damage or discrepancy.

Product Returns
®¥MNYTH does not accept product returns,

Dishonored Payments
Any dishonored payment from your financial institution will result in 2 $30.00

charge

I have read the terms and conditions and fully
understand them.

25. Review your details. If everything looks correct, click “Send Order’

directly into our system.

Start Page Self-Service Contact us News

SEND ORDER

. This process will send your order

Site Map

Order

Enter Details

“four arder is being processed, please wait...

Yiew Summary

4

Send order

26. Wait. The following “Thank You” page, (Figure 17) will appear: Your order has now been submitted..

Figure 17 : Order Details Summary

Start Page Self-Service Contact us

THANK YOU!

Product Search

Product Search

Adwvanced Search

|Se\ect Page

OUR PRODUCTS

Your order
Icemetter

Commercial Products

Retzil Products

Custormer Mo.: 50006

Name:

Absorbent Item No. Description Unit price Qty Total
200-3004%9 50 LB Bag True Morth $ 444 45 $199.60
200-30100 100 LB Box True Marth $11.93 40 $477.20
200-z0050 S0 LB Box Mountain Organic 4 786 45 + 344.70
Amount: $1021.70
Sales Tax: $ 0.00
Amount {inc. Tan): $ 1021.70

Order: 280657

Payrment method:

Order Date: 22-01-08

Company information: ®ynyth Manufacturing Carp.

Emnail: sales@xynyth.com

Your Details

Order Onlineg TEST Arcount

News Site Map

27. This is a final opportunity to see the order you've submitted to XYNYTH.. You can print a copy for your
records from here, by selecting print from the File Drop-Down Menu. You will also receive a recap in an

email you will receive from us.
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28.

Now two things will happen:
1. Our Order Desk Staff will receive a notification that you have placed an order online, and
2. You will receive an automatic email to confirm that Xynyth has received your order (called an

Order Received Email, see Figure 18). Do not confuse the Order Received Email with the Order
Confirmation email which will be sent shortly after placing your Online Order.

|| The “Order Received” Email is not the same as the “Order Confirmation” Email.

Figure 18 : Order Received Email

PoEle  Edt  Wew Insert Format  Took  Actions  Help
§ G ety | Climetytoal | Gyrornard |G B (B | ¥ [ (D5 X [ - % - g @ .

From: william Mg Sent: Tue 1/22/2008 12:07 PM
To: Amanda Grondahl

e

Subject: FW: Order Received

From: ZVNYTH Order Desk
Sent: Tuesday, January 22, 2008 11:57 AN
To: William Hg

Subject: Order Received

We would like to thank you for placing your order online. This email is to confirm that it has been received and is nov being processed.

Tour order will he reviewed by our tesm, to ensure gquality service. Please look for your Qfficial ORDER CONFIRMATION, which will arrive shortly by
emzil, confirming the final details of vour order. Please review it carefully.

Thanks aygain for vour order. Ve appreciate and value your business.

Below is a swavary of your order and details.

Thiz iz for reference only, please refer to your Official ORDER CCNFIRMATICH for the final details of your order. If you have wade an error entering
your order online or have any guestions regarding yvour order, do not hesitate to contact us.

order: 2850687
Payment method:

order Date: 22-01-08

Compsny information: Xynyth Menufacturing Corp.

Email: sales@xynyth.com

Ttem Ho. Description oty Total:
200-30049 50 LB Bag True North 45 $ 199.80

This acknowledgement email reiterates your order and confirms we have received it. Once your order has been
reviewed, you will receive our standard Order Confirmation Email as well. Note: the Order Confirmation email, clearly
states “Order Confirmation” on it, in large BOLD letter.

29. When you're finished using the Online Order System, it is recommended that you Log-out. Do this by
clicking the Log-out button at the top-right.

Result

Congratulations! You have successfully placed an Online Order using Xynyth’s Online Order System.
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Appendix A: FREIGHT OPTTIONS

Deliver:
Making a choice in this category implies that XYNYTH will help to arrange the freight.

e Common Carrier Collect: Order is FOB our warehouse. You ask us to ship your order via your
specific carrier, where you will be paying the freight bill directly, without involvement from us. This
option requires you to already have an account with your specified carrier and to have arranged
with them to pickup the order from our warehouse. Please specify your carrier's name and phone
number in the “Delivery Instructions”, and our warehouse will call your carrier when the order is
ready for pickup.

e Prepaid and Charged: Order is FOB our warehouse. You ask us to arrange the freight and add
the freight charges onto your invoice.

e Prepaid by XYNYTH: Order is FOB destination (ie, your dock). This service is available only on
full truckload orders. For Canadian customers, this means 60,000 LBS or approx.. 26 pallets. For
US customers, a full truckload is 45,000 LBS or approx.. 20 pallets (weight restrictions may

apply).

Pick up:
Choosing Pick up implies that XYNYTH is not involved in arranging freight.

e Customer Pick-up: Order is FOB our warehouse. You arrange your own freight — either by
picking it up yourself, or by organizing some other carrier, without involving us.

Appendix B: FORGOT YOUR PASSWORD

To receive a new password:
e Navigate to the XYNYTH website (www.XYNYTH.com) by entering the address into the address
bar of your browser..
e Begin the “Order Online” process and click “Order Online” in the left menu, or the “Shopping
Cart” on the right.
Click the “Self-Service” Tab.
e Click “Forgot You Password”.

Online Order System

e Enter your “User Name” in the field provided. Your “User Name” is your account number with
XYNYTH Manufacturing. A new password will be generated and emailed to the email address we
have on file for you. *Remember, passwords are case sensitive*
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Appendix C: HOW TO CHANGE YOUR PASSWORD

You can change your password to something easier to remember:

¢ Please follow steps 1 thru 8 in this “Creating an Order Online” SOP.
e In Step 9, click on “Company Details”.

Self-Service i
Select Page

Self-Service

Qrder

Order Templates
Qrders to be committed

Company details

Balance £
Wiew History
Pending Orders

Files
Forum L

Ma subsoription,

o Please ensure all your company details are correct and up to date and make any necessary
changes.

i Campany details

Name*

Phone No.*
Contact
Address*

Zip code™®

State f Province

Balance

M 1 have read and fully v

(e

e Click “Change Password”. A Pop-up screen allowing you to enter your new password will appear.
e Enter a new password.
e Confirm the new password entered.
e Click “OK”
e You have completed the steps required to change your password.
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