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Definitions

DVO – Direct Vendor Ordering system

WFM – Whole Foods Market, Inc.

Audience

Vendor customer service representatives who will be acknowledging orders sent via WFM’s Direct Vendor Ordering (DVO) system.

Overview

This document is provided as a user’s guide for DVO order acknowledgement. The document provides screen snaps and instructions for using the system.

Please note that all users have the ability to acknowledge orders, update customer ids and change contact information. Also, one of the customer reps will have administrator access and will be responsible for adding and removing users for your company.

The web site is accessible via http://dvo.wholefoods.com
Scenario

Following is the general scenario for order acknowledgement.

· A WFM buyer using the DVO system prepares and sends an order via email or fax

· You receive the email or fax and login to the website dvo.wholefoods.com

· You find the order that has just arrived and acknowledge that the order has been received

· You also update shipping and out of stock information

· The WFM buyer sees that the order is acknowledged and views the shipping information you have entered.

Screens

As the system evolves the screen layouts may change and may not exactly match the snaps in this user’s guide.

dvo.wholefoods.com

.
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· On your desktop, launch Microsoft Internet Explorer Version 5.0 or higher. If you are using a different browser, please contact us.

· Enter the address http://dvo.wholefoods.com to access the WFM Vendors site.

· You will see a page similar to the one above

· Enter your userid and password, then click on the “Go” button for the “Direct Vendor Ordering” application. Your userid and password will have been setup for you by a WFM DVO support person or by your manager.

Unacknowledged Orders
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· The first page you see will have all the unacknowledged orders that have been sent to you

· Select a link in the Order No. column to view and acknowledge an order

· OR use the “Acknowledge All Checked” feature to acknowledge orders without viewing them. You can update shipping information for orders even after you have acknowledged them.

Notice: If you see orders on the website and do not have the corresponding order via email/fax then there has probably been a transmission error. The error may be more than temporary, e.g. your fax machine or your email service is down. If this situation occurs you should contact your internal technical support team immediately. They can then correct the situation or contact WFM as necessary. This situation can occur even if your orders from WFM are entered automatically through system integration.

Order Details
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· Enter any shipping information and out of stock notes

· Select the “acknowledge” button to save and acknowledge the order.

· After you acknowledge an order, you can always return to it and update any shipping information. When you view the details after an order has been acknowledged you will notice that the “Acknowledged” field has the date and time of your acknowledgement. Also the “acknowledgement” button will have changed to “Save Changes”. Use the “Save Changes” button to save any updates to the shipping information.

· We do not have a feature that would let you set an acknowledged order to “unacknowledged”. If by chance you need to have an order reset, please contact us.

· This page also includes the order as sent by the buyer. Cost information is from our internal system and may not be up to date.

Acknowledged Orders
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· Select the “acknowledged” link to see all the orders you have acknowledged

· There will be quite a few orders in this list. As part of the rollout, we have already set the previous orders to your company as “acknowledged” so that your “open” list will be meaningful.

Customer Account Numbers
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· Select “preferences” to view and update customer account numbers. 
· Enter customer account numbers and select “Save Changes” to save any updates.

· These customer account numbers will be included in future email/fax orders that are sent to you.

Contact Info
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· Select “preferences” and then “contact info” to view and update your company contact info

· The system will not allow you to update your sales email address if you receive orders via email and the system will not allow you to update your fax number if you receive orders via fax. We will remove these restrictions once the administrator pages are in place. If you need to change the sales email or fax information please contact us.

· Please enter a Customer Service email. This is an email address that we can use to contact your team regarding any problems with orders.

· We request that you acknowledge orders with the time frame denoted by “time to acknowledge orders”. We will send you a reminder email if you have not acknowledged an order within the specified time frame.

User Logins

One user at your site will have the link “users”. The user pages allow an admin to create new user accounts for people at your company. Each of those new users will be able to acknowledge orders. If no one at your site has this access please contact the Regional help desk.
Scheduled Downtime

We typically bring the system down for an hour or two to install upgrades, patches and to perform other system maintenance. The times can be found in the SLA (Service Level Agreement).
Notice: If you see orders on the website and do not have the corresponding order via email/fax then there has probably been a transmission error. The error may be more than temporary, e.g. your fax machine or your email service is down. If this situation occurs you should contact your internal technical support team immediately. They can then correct the situation or contact WFM as necessary. This situation can occur even if your orders from WFM are entered automatically through system integration.

