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Quick Guide to navigate in the platform

synertrade
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Customizing your account

To access your account, mouse-over the icon next to your name, in the right top

corner, and then click on My Account

synertrade /Q\ SynerS pace

Search in all applications

04052019 / 10:59 / GMT+02:0(

¥ Diana Maniu (SynerTrade Admin, @ 2 B

Last log 05.2019 / 09:16 / GMT+02:00

l My Account

@ Terms & Conditions

e Language

i & B G i
Fiiters @ Al i X R Q;, I'. u ? E\ Mo B3 Emails
[@ Documents
WAITING FOR YOUR ACTION ONLINE USERS Next tenders sy date
N# Tender = Forum
No pending tasks. 1. New project > Project leader > a month ago Calendar
2. new project » Project leader > amo
3. New project » Project leader > amo
4. Test project » Project leader > a mo
5. Test » Project leader > 2 months ago
Show all
2

You can maintain your
personal and company data

Review the terms conditions
Change language

View the recent portal
E-mails

View our standard
documents

Check your individual portal
forum

Maintain your own calendar

Lenze



Customizing your account

synertrade

Change all necessary data in tabs “Contact information”
A — PERSONAL SETTINGS MY TEAM MEMBERSHIP PROXY USERS E-MAILS FAVOURITES and ”Personal Settings“’ define your Start page (See beIOW)

) » Please keep it updated, at least once a year for the Company
data in ,Detailed Information®

CONTACT INFORMATION

CONTACT DATA

=

Title

synertrade

First name Diana

Please make sure to select the

Contact information

11 H
Last name Maniu (SynerTrade Admin) ! marked Numerlc format”!
CONTACT INFORMATION PERSONAL SETTINGS MY TEAM MEMBERSHIP PROXY USERS E-MAILS FAVOURITES
Login diana.m:
L RS
v (GMT+01:00) Berlin ~
Time zone o
Change security questions
\ / Date/time format  dd.MM.yyyy [=
Numeric format 100 000,36
H 11 J3 :
Click on “Save” to save the changes I 0060056
Decimals | 100,000.36
100000,36
Currency
100000.36 v
. er Receive emails with calendar Assessment events 100 000,36
Important: Please make sure that your time zone 100000.36
is correctly set up, as it impacts the deadlines in

Photo (Thumbnail)
the projects, events etc. you are invited to. st page Syerspce 4 'eDefine your “Start page”!

Disable Pre-List search I

Lenze



Customizing your account

Adjust your portal cockpit: “Manage cards” to decide what
you want to see on first hand !

v Hans Gluck /g
mnze @ Synerspace 0.12.2020 { 08:12 | GMT+01:00 “!" 2 =

Filters @ All Manage Cards Favorite apps =

Choose your content

Hello, for your convenience, we have hidden all the Synerspace cards. Please choose
only the cards you want to see, or later, use the "Manage Cards™ window to show
mare.

Create your favorite
[0 ? Introduction {0} O & valid and expired certificates “Start page”
[J 7 Editable media card O 'i Dynamic cards

O Fg Favourites

CLOSE APPLY
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Customizing your account

Click on the questions mark “Support” for more information

w Hans Gluck

Lenze @ SynerSpace e

Filters @) All Manage Cards Favorite apps +

04122020 / 08:14 / GMT+01:00

GLOBAL CUSTOMER SERVICES HELP ‘GLOBAL CUSTOMER SERVICES ONLINE SUPPORT

Self help tools: select the page you want to display User guides [+]

0 You can download the following documents: ¢

All

NO. NAME =3 APPLICATION -
1 ST6.10 Contract Supplier Guide Contract Management
2 5T6.10 SRM Supplier Guide SRM
. } STE.10 RFx Supplier Guide Tender
4 ST6 7 RFx Quick Supplier Guide Tender

= @ synerspace ‘ [ Project List ‘ & Reports ‘ R Measure actions 412QA i
| Tons

E @ SynerSpace | E Project List | @ Reports &g, VieasUTE il

Lenze



How to navigate

Starting point of the portal is always the
“3 stripes icon” on the left hand corner below!

OB Xhaob ‘@ & 25 https/lenze-testsynertrade.com/ngp412/wui/ss

; Lenze



How to navigate
Starting point of the portal is always the “3 stripes-icon” on the left hand corner below

Starting point of the portal is always the
“3 stripes icon” on the left hand corner below!

Search
< C en
%' Contract list I o

Bookmark here with a click to
get a shortcut at the bottom line.

: Lenze



MORE INFORMATION

E-Mail: Support.Synertrade@Lenze.com



mailto:Support.Synertrade@Lenze.com
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