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General information

This document describes the user operation of the Master Data application, designed for creating and
modifying vendor entries.

Date Version Description Author
22/04/2022 1.0 Compilation TOP
06/07/2022 1.1 Update according to changes in the app GAF
26/07/2022 1.2 Revision, new layout TOP
19/10/2022 1.3 Extension of stands in Chapter 2.4 GAF
26/10/2022 14 Text correction in Chapter 2.4 GAF
05/06/2024 15 Revisions, adding new functionalities CAP
14/06/2024 1.6 Revisions and adjustments according to comments CAP
02/02/2026 20 New Albert version, text revision, new functionality MJ

1. Description of processes and screens

2.1 Description of processes

The application provides functionalities for the user's supervision of the correctness of the data, their
completeness for further processing in the Albert system and the possibility of interaction with the supplier in
case of the need for data correction.

THE APPLICATION ALLOWS YOU TO SUPERVISE THE FOLLOWING:

= Creating new data
= Updating and adding data to existing items

USER PROCESS STEPS:

= Create a new item

= Updating and supplementing data on incomplete items

= Updating and adding data to items that have already been submitted
* Viewing data for complete items

= Deleting an incomplete item

» Sending an item to Albert for processing

Ao
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2.2 Logging in to the app

The application is available from the web browser at: https://masterdata.albert.cz

The user logs in with the account he/she received from the administrator in Albert. When logging in for the first
time, the user is prompted to change their password. After changing the password, the login screen will be
displayed, where you can select the language version (CZ/EN).

C @ Q & o 19216823125

F =
albert

=]

Figure 1- Login screen

[
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https://masterdata.albert.cz/

2.3 Home screen - Supplier items

After logging in to the application, the user is shown the Supplier’s articles screen.

= %4 Master Data

Supplier's articles m

‘ " e . .,, i
> b [ corvici- ]
. 12% ‘:\ a [ complete ]
] 12 [ corpicic ]
% 12 T
% angy [ Corpie- ]
” i o T
-y Com 12% [ Compiete ]
2% [ Corpieic ]
UM DUNAJSKA KLOBASA 4005 Comman 12% [ compler: ]
MPRIKAS 350 Common T
Figure 2 - Supplier's articles
Field name Meaning of the field
GTIN Global Trade ltem Number — a unique and internationally recognized product identifier
Description Item Name
Type Iltem Type - Regular Item/Stand/Packaging
VAT code Item sales tax code

Country of origin Country of origin of the item

Status Draft / Complete

At the top, there is a search filter that we can use to filter GTIN, Item Description, Item Condition, Sales Code,
and Item Type.

At the bottom, there is an overview of existing items of the logged-in supplier, inserted via the Master Data
application.

ltems can have 3 statuses:

In Draft status, the item is ready for further editing and completion.

In Complete status, it is sent to Albert for processing.
In Error status, the item is in case of an error in the connection between the application

and Albert, which may occur, for example, due to an internet connection failure or supplier parameter settings
on the Albert side. In this case, contact an Albert sales representative.
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Description of individual icons and buttons:

The icon allows you to return to the main Supplier Iltems screen from anywhere in the application.

The icon opens the password change form.

Iz
The icon @ allows you to edit items in Draft status.

G
Theicon ° allows you to preview items in Complete status, without the possibility of editing.

The button allows you to create a new item or edit an item in Complete status.

2.4 Work with new data

2.4.1 Create a new common item

Clicking the Add/Edit button opens the window for inserting the item. There is the selection of item types
Common, Stand and Packaging.

i
ltem type

Common

4

Sales code or weight EANT (28x0mx, 29%00)

Figure 3- Create/Edit Item

The type is selected according to the inserted item.

a) Common - Standard ltems

b) Stand — a complex item A complex item containing multiple kinds of items. It is important that the items
that are included in the stand have already been entered into the system.

c) Packaging — returnable packaging

In the Sales code field, enter the sale code of the item.

Then we click on the Continue button. The correct EAN format will then be checked in the background. If the
code entered does not match the format, an error message will be displayed.

[
albert
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; <

ltem type n 1 error has occurred.
Common * |ncorrect length of GTIN

(Sales code or weight EANT (28000, 25000 ‘

96582

Incorrect length of GTIN

Figure 4 - Incorect EAN - Error message
If the format check is correct, a screen with empty fields for entering all the data will open.

If the item already exists in the application, the item with the previously entered data will open and can be
edited.

The data is divided into sections.

= aet Master Data

v Attributes

@ =

GIN TN em iy
8590421000007 08594165540133 Common

*  Basic data

Logistic data

»  Cashiers; price tags

Additional taxes
*  Legal informations
» EKOKOM

» Veterinary data

* E-commerce

Figure 5 - New item

After clicking on the section, we can start entering the required data. Fields marked with a red asterisk * are
mandatory for saving the item to the Complete state.

Each field contains help for the data being entered. Help is opened by clicking on the icon next to the
field.
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aifet Master Data R o

v Attributes

6N TN tem type
8590421000007 08594165540133 Common

¥ Basic data

*Product Name
* VAT code buy / sel v
* Country of origin O]
* Taric code
*Internal number of the supplier 's goods
* Total shelflfe (days)
* Salein pes/ by weight v
* Length / Width (cm)
* Depth (cm)
* Height (cm)
* Gross weight (kg)

* Net weight (kg)

Figure 6 - Detail of Basic information section

= et Master Data

v Attributes
=1 GTN Hemtype
8590421000007 08594165540133 Common
¥ Basic data
* Product Name
* VAT code buy / sell v
* Country of origin v @
* Taric code
*

 oria
* Intemsl number of the supplier s goods Country of origin

Country where the product was processed, Selection field according to 1SO
3166-1 code st

* Totsl shelf e (days)
* Sale in pes / by weight ~
* Length / Width (cm)
* Depth (cm)
* Height (em)
* Gross weight (kg)

* Net weight (k)

Figure 7 - Help field

To save the data in the draft state, click on the button . There is no check of the filled in data.

v
An item in Draft status can be edited using or the button .

Please note that if you use the icon to return to the Supplier Items home screen while working on an
item, the data will not be saved. To keep the item, you must always Save as draft or save as complete.

To save the complete data (Complete), click on the button . After clicking, the mandatory

fields will be checked, and logical checks will be run. If an error is found, an error message is displayed.

pe Master Data App User GuideAlbert master data application — user manual 9
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If an error is found, an error message will be displayed.

alfex Master Data Ot 1

* Please fill out this field -
*  Attributes * Incomect value for attribute {artide>subcarton). I

A . et b for st fatice>eonton).
* Please fill out this field
am e e

an .
8594016340004 08594016342053 Common e

Basic data

Logistic data

Cashiers; price tags

» Additional taxes

Legal informations

> EKOKOM

Veterinary data

*  E-commerce

(.3 D e e

Figure 8 - Missing/incorrect fields report
Clicking on the error line will take you directly to the field for completion or correction.

-
aibert Master Data N ‘

+ Please fill out this field .
v Attributes - Incorrect value for attribute (article> subcarton),
' N value for attribute (article>cartan),
+ Please fll ot this feld

o o fosiand = Please fill out ths fiekd

8594016340004 08594016342053 Commaon . . .

» Basicdata

 Logistic data

Shell-Ready-Pack

Number of pieces insub-carton 6
* Length / width of sub-carten (cm) 10
* Sub-carton deptn (om) 10

* Sub-carton beight (e (10

* Canon heignt (cm) (10

* Number of carions (pieces) in alayer 8
* Mumber of layers per pallet 22
Min. temperatuse (Celsius) 0.0
Max temperature (Celsivs) 0.0
Bound packaging - bottle

Crate 24040075

Figure 9 - Filling/correcting data

After refilling, correcting we can save it again.

If all mandatory fields are filled in and there are no errors in the item, the item status changes to Complete and
the data is sent to Albert for processing.

Add/Edit
Any further editing of an item in Complete status must be done via the button _ .

pe Master Data App User GuideAlbert master data application — user manual 10
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2.4.2 Creating a Stand item

Working with an item of the Stand type is like working with an item of the Regular type, except that you enter
the GTIN14 and an extra section called Birth Certificate of the stand.

Therefore, we do not enter the EAN, but the GTIN14 (14-digit EAN; when creating from EAN13, add 0 from
the left).

Clicking the Add/Edit button opens the window to insert the item. Select ltem Type Stand and enter GTIN14.

4
ltem type

Stand

4
GTIN

08588009189985

Figure 10 - Entering the Stand item
Then click on the Continue button. A check for the correct EAN format will then run in the background.
If the format check is OK, a screen with empty fields for entering all the data will open.

If the item already exists in the application, the item with the previously entered data will open and can be
edited.

The data is divided into sections.

= afex Master Data

¥ Attributes

®

i TN tem typ
8590421000007 08586011521984 Stand

» Basic data
> Logistic data

» Cashiers: price tags
* EKOKOM

» Birth certificate of the Stand

Figure 11 - Details od the Stand field

pe Master Data App User GuideAlbert master data application — user manual 11
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After clicking on the section, we can start entering the required data. Fields marked with a red asterisk * are
mandatory for saving the item to Complete status.

A different area is the Birth Certificate of the Stand section, where we enter the individual components of the
stand:

(3) Birth certificate of the Stand

Number of pieces in the stand GTIN Atticle name

Confirm/New entry

Figure 12 - Composition of the Stand

Confirm/Mew entry
If there is more than one item on the Stand, we will use the button for the next item

Use the button to save each item.

To remove an item, use the icon ] .

* Compesition of items on the Stand

1f you want to delete the stand, contact the Albert Commercial Department mm

Figure 13 - Inserting the composition of the Stand

The next steps are the same as for Common item.

2.4.2 Creating a Packaging ltem

Working with an item of the Packaging type is like working with an item of the Regular type, except that you
enter the GTIN14 and an extra section.

Therefore, we do not enter the EAN, but the GTIN14 (14-digit EAN; when creating from EAN13, add O from
the left).

Clicking the Add/Edit button opens the window to insert the item. Select ltem Type Packaging and enter
GTIN14.

Ao
albert
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L4
Item type

Packaging

L4
GTIN
08586011521984

Figure 14 - Inserting a Packaging item
Then click on the Continue button. A check for the correct EAN format will then run in the background.
If the format check is OK, a screen with empty fields for entering all the data will open.

If the item already exists in the application, the item with the previously entered data will open and can be
edited.

The data is divided into sections.

aber: Master Data

v Attributes

B o

i GTN em type
8590421000007 08586011521984 Packaging

»  Basic data
» Logistic data

* Cashiers; price tags

Figure 15 - Packaging sections detail

The next steps are the same as for Common item.
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2.5 Updating and Viewing Data for Items

2.5.1 Update an incomplete item

Z
By clicking on the icon = in the Detail column of the selected item in the Draft status, we will open the
screen for editing data.

= et Master Data

o i J H Add/Edit
Supplier's articles
*  Filter
et am Pa— - wTcons P—— st
% 06803733084047 TEST_csik 2 stang 21% Brazit " compete ]
KS)_TEST, Stand 1 & a Her P Complete ]
w e e 206 mmen o e
% 0204460000000 HOVEZ ZADNT K¥TA B, A TEST piepodtat cenu 123 Folsnd [ Compiere 3

Figure 16 - Overview of supplier items

Fill in the mandatory data and save it with the "Save as draft" or "Save as complete" button. In the Draft state,
the item is ready for further editing and completion, in the Complete state it is sent to Albert for processing.

2.5.2 Delete an item

You can delete an item by clicking the Delete button at the bottom of the screen.

= afex Master Data

* Attributes

o]

Gin s
8594016340004 0B594061332102 Common

*  Basic data

Logistic data

Cashiers; price tags

Additional taxes

* Legal informations

EKOKOM
> Veterinary data

* E-commerce

e

Figure 17 - Delete an item

pe Master Data App User GuideAlbert master data application — user manual 14
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2.5.3 Visualization a completed item

G
By clicking on the icon © in the Detail column of the selected item in the Complete status, we will open

the screen for viewing the data. ltems in the Complete status cannot be edited in this screen. To edit them,
use the Create/Edit button.

Article detail

BASIC DATA

Product Name

VAT code buy / sell

Internal mumber of the supplier ‘s gaods.
Length / Width fcm)

Depth fcm)

Height {em)

Grass weight (kg)

LOGISTIC DATA

Nurnber of sub-cartons (pieces) in 2 carton
Length / Widsh carton {cm)

Carton degth (cm)

Canton height (cm)

Nurmber of cartons (pieces] in  layer
Number of layers per paiet

Packed LU type

EAN shopping units

‘CASHIERS; PRICE TAGS

Sales codes

Purchase price

Figure 18 - Complete item details
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2.5.4 Updating a Complete Submitted Item

This is done in the same way as creating a new item using the button

Continue by entering the GTIN of an existing complete item — the item will open with the confirmed data and
can be modified.

= e Master Data
A
B

¥ Attributes
an G yoe
8590421000007 08595686302217 Common
* Basic data
*  Logistic data
»  Cashiers; price tags
»  Additional taxes
»  Legal informations
> EKOKOM

> Veterinary data

* E-commerce

(.. e

Figure 19 - Changing of item

Continue as when entering a new item.

2.5.5 Create an item by duplicating a complete item

This functionality can be used to create items with the same data.

Add/Edit

At the bottom of the screen there is a button to duplicate the item;

Use the button to insert the GTIN of the existing item you want to duplicate.

Master Data App User GuideAlbert master data application — user manual 16
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= e Master Data

¥ Attributes

(0]

s Gmn nem type
2590421000007 08595686302217 Commen
»  Basic data

» Logistic data

»  Cashiers; price tags

»  Additional taxes

» Legal informations

» EKOKOM

» Veterinary data

» E-commerce

Figure 20 - Duplication of item

The application will then prompt you to enter a new sales EAN code:

r h

Duplicated item X

If you have changed attributes, SAVE first, otherwise the changes will be lost.

Sales code orweight EANT [28:0000, 29000

Figure 21 - Duplication, EAN entering

Enter the item EAN and confirm with the Enter key. Always enter the item EAN, not the GTIN, otherwise the
item will not be created correctly.

A Draft item is created with most of the data of the original item:

abert Master Data

P . Add/Edit
Supplier's articles
» Filter
e am Desatption . VAT code ooy o -
[C4 08588010444004 Common 2% Crechia
0803733094047 TEST_csli 2 Stand 1% i [ Conpierc ]

Figure 12 - Draft after duplication
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Data that is unique and needs to be added was not copied for the duplicate item. Unique data includes the
EAN, item name, internal supplier number, and EAN purchase unit.

Use the Detail button £ to enter item editing mode:

= %t Master Data

‘

¥ Attributes

=

8593837000005 08590421077542 Common

() Basic data

* Product Name
* VAT code buy /sell 12% -
* Country of origin ~ Czechia v
* Taric code 21041000
* Internal number of the supplier ‘s goods
* Totl shelf life (days) 365
* Sale in pes / by weight  Piece (pes)
* Length/Width cm) 65
* Depth(cm) 35
* Height(cm) 16
* Gross weight (kg 013

* Netweight kg) 0125
»  Logistic data

Figure 22 - Duplicate item detail

Continue as when entering a new item. We fill in the required unique data, update any data already filled in
from the duplicate item, and save it as Complete.

pe Master Data App User GuideAlbert master data application — user manual
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2.6 Changing Your Password

Clicking on the Change Password icon will open the password change form.

Password change

PORTAL

Old password *

2\ eseeee

Mew password *

@

Figure 23 - Password change

Enter your current password in the Old password field. Enter your new password in the New password field
and confirm by clicking Save. Your new password is now set.

[
albert
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