HOW TO: UPLOAD TEST DOCUMENTS

+ You have two options for submitting orders: through the portal email or directly on the customer/vendor page within the portal.
This process must be done one trading partner at a time.

« To understand how these methods differ and follow the respective steps, please refer to the instructions below.

Uploading directly in the Portal

For direct uploads within the portal, follow these

steps:

. s «« OPTIONS
1. Go to the customer/vendor detail page. o

2. Navigate to the third section, labeled "Test Request Change

Documents" tab.

BUYER

3. Within this tab, select "...Options" and choose e Upload

"Upload.”

Upload Documents (10f 1)

(@ You have uploaded 53.16 KB of 20 MB,

@ POTEST1.pdf (53.16 KB)

[+

DELETE

Drag and drop or upload your files

CANCEL SUBMIT

4. Apop-up window will appear. You
can either drag and drop your files
from your file browser or click on the
cloud icon to open a browser window.
5. Select the files you intend to
upload.

6. Click "Submit.“

* Your newly uploaded documents will be visible in the test
document tab. If they don't appear immediately, refresh the
page to ensure the new uploads are reflected.

Sending via the Portal Test Email

To send documents via email, follow these steps:

1. Locate the portal email address for test documents on the company page
under “Company Details”.

COMPANY DETAILS

Company Name: Conexiom Standard Offering Street: 144 west Pender
City: Vancouver State/Province: BC

Zip/Postal Code: V6E2R? Country: Canada

URL: Timezone: (UTC -07:00) Pacific Daylight Time #

DST Enabled: Yes Portal Email: ConexiomS0.us@conexiom.net

Test Email: ConexiomS0.us.test@conexiom.net I

Copy and paste this email address into a new email.
Attach the documents you wish to submit for testing.
The sent email and the documents will appear in your test documents

tab. If they don't appear immediately, refresh the page to ensure the new
uploads are reflected.

This method is particularly useful when forwarding

emails with attached documents from your trading

partners, eliminating the need to download them to
your computer.

* Ensure you send the email to the correct address, which
includes ".test" to direct it to the test environment on your end,
rather than your live portal email, especially when the
customer/vendor is in a production status.
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