SPEND
MANAGEMENT

WELCOME GUIDE

with Invoice Processin ing



@ Welcome

Welcome to the RealPage Spend Management (OpsTechnology) platform!

OpsTechnology offers you ways to increase discounts, manage spending,
connect with Online Suppliers, and streamline the order/invoice process that
saves time and helps to ensure the accuracy of entries.

This guide provides setup instructions, best practices, and frequently asked
gquestions so you can easily get started and navigate through the world of online
procurement.

Contact us with any questions:
OpsTechnology Support Team

Email: servicerequests@opstechnology.com

Phone: 800-704-0154, option 7

Catalog questions need to be sent to catalogs@opstechnology.com

Please feel free to direct your vendors to their dedicated support team at

1-844-RPVENDOR or servicerequests@opstechnology.com

Learn more about Vendor Marketplace here!
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CONTACTING OPSTECHNOLOGY SUPPORT ﬂ

OpsTechnology will provide support via phone or email to users during the deployment process.
Support includes:

4+ ‘How to’ questions from site users: Logging in, linking invoices to WTNs, placing orders,
approving orders/invoices and cleaning up the dashboard.

4 Workflow Process Questions: Why did an order/invoice route through workflow a
specific way?

4 Vendor questions: orders not received, paper
invoices sent for online orders, account requests or

general vendor questions.

4 Ops Invoice:

Invoice Processing Exception Que questions:
Addressing exceptions, export failed, entering user

notes, viewing history.

o Opslnvoice data entry questions: Missing invoices or delay in data entry

4  Application Errors
4  Browser related issues: Missing buttons, Flash, etc...
4+ Invoices voided in error: Re-importing invoices
4  User permission questions with support. Changes would be for an AM
4+ Integration questions
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Client Portal

® Registered users can log in to submit Support Requests
o Click here to access the Client Portal Website

=== Phone Support

* 1-800-704-0154 Option 7

¢ ServiceRequests@opstechnology.com
» Catalogs@Opstechnology.com

s Realpage Support Request Form

¢ Available on the Realpage Support Page
e http://www.realpage.com/support/request/
¢ When submitting tickets to Support, please include the following information:
¢ PMC / Company Name:
¢ Contact: Name, email, phone (include anyone to receive communications)
« Order / Invoice #: (if applicable)
* Property(s) Impacted: (if applicable)
e Details / Additional Information:

SERVICE LEVEL SCALE (SLS) FOR SUPPORT CASES

Priority Definition SLS Hours

Client site is not operational and no
P1 - Critical wquaround is available. These are also 12 business hours
issues that cause crashes or severe
hindrance of use for the product.
Issues where the site is operational but a
major function is down.

Issues where there is a workaround that
P3 - Medium allows the client to circumvent the issue
until a fix can be applied.

Client is requesting a change of
functionality for the product. Has been
replaced by the "Idea Exchange" on the
RealPage Client Portal

P2 - High 36 business hours

6 - 8 business weeks
(450 business hours)

Determined by the
Product Manager of the
impacted product.

P4 - Enhancement

&............................................................................................
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https://docs.opstechnology.com/docserver/data/_repository/opsx/20151028/client_portal_intro.o5v10uwgk8s9.pdf

Q ACCOUNT MANAGEMENT

S

New User training calls on specific topics such as: Shopping Lists, Parts List, Online
Ordering, etc.

New Deployment Weekly Scorecard reports

Assistance with setting up reports & metrics

= + #

Discuss Goals

# Reinforce Training

# Established Accounts Ongoing Maintenance — MPA and Account Manager
< Workflow set up related questions

= User type set up related questions

“ Report training

< Communicate release updates/system enhancements

+ Establish conference call schedule between client and OpsTechnology

= Marketplace Administrator training (MPA)

< Opslnvoice rule changes/additions (requires email documentation from MPA)
“ Quarterly Reports that would include:

o Executive Summary (Spend per Unit, ROG Cycle time, Top Performers, etc.)
o Return on Investments

o Opportunities for improving Ops usage
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HELPFUL LINKS

Live Training

New User Training

Link to Document

Refresher Training

Link to Document

Corporate Level Training

Link to Document

How Tos

Spend Management Top Ten Q&A’s

Link to Dashboard

OpsTechnology Training Guide

Link to Document

Ordering Online in OpsBuyer

Link to Document

Creating Offline Orders & Recurring Orders

Link to Document

How to Approve Orders and Invoices

Link to Document

How to Create a Shopping List

Link to Document

How to Credit an Offline Credit Memo

Link to Document

How to Import Budgets from OSA

Link to Document

How to Navigate the Ops Menu Bar

Link to Document

How to Onboard Vendors

Link to Document

How to Manage and Send Account Requests

Link to Document

How to Order Appliances *Vendor specific*

Link to Document

How to Order Custom Blinds

Link to Document

Order Flooring with Product Configurator

Link to Document

How to Print Invoice Batches

Link to Document

How to ROG Approve and Approve Invoices

Link to Document

How to Research Invoices and Vendors

Link to Document

How to Search in Invoice/Order Summary

Link to Document

How to Shop Online or place a special order
with HD Supply Punchout

Link to Document

How to Shop with Home Depot Punchout

Link to Document

How to Shop Online with Home Depot Pro
Punchout

RN N N N AN AN NN N NN AN AN AN EN AN ENENEN AN

Link to Document

How to use the Office Depot Punchout

Catalog 4 Link to Document
How to use the Sherwin Williams Punchout v Link to Document
How to use the Staples Punchout Catalog v Link to Document

v Link to Document

How to use the MSHQ Punchout Catalog
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https://docs.opstechnology.com/docserver/data/_repository/opsx/20220310/opstechnology_new_user_training_2022.4fhudbtnoddp.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20220310/opstechnology_refresher_training_2022.a4r6yarg0e0r.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20220310/opstechnology_corporate_advanced_training_2022.vngx33pbulyp.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180524/opsbuyer_top_10_questions.dafb8pn3z6mh.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180617/opsbuyer_training_manual_2018.vyit2bmdgrze.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/online_ordering_2019.r2w5bmfr0xc4.mp4
https://docs.opstechnology.com/docserver/data/_repository/opsx/20200128/how_to_create_offline_orders_and_recurring_orders.umym94b4lrlg.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180117/how_to_approve_orders_and_invoices.hetpqzujk3lr.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_create_a_shopping_list_pdf.s44bqwdg8c00.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180117/how_to_credit_memo_offline.ght5mjgspzm7.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180117/how_to_import_budgets_from_osa.vvopodtdio1k.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180118/ops_dashboard_navigation.vyrvodtedrhc.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180118/how_to_onboard_suppliers.wo70brh8xk5a.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/sending_account_requests_in_ops.mo2ne4rq27k8.docx
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_use_product_configurator_for_appliances.w9s0grkijak1.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_order_custom_blinds.pvxi6n10omuh.docx
https://docs.opstechnology.com/docserver/data/_repository/opsx/20200115/how_to_use_product_configurator_with_flooring.p46ovl57ff9a.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20141009/how_to_print_invoice_batches_to_pdfrevised.ofhosthdcct3.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170808/how_to_rog_approve_and_approve_invoices.e5lzmypbt8t9.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170705/how_to_research_manual_invoices_and_vendors.re79p1ikm1w0.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_search_for_vedors_in_invoice_summary.lmqjnytg3ovc.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170804/how_to_shop_online_with_hd_supply_punchout.omojth8ybpwa.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20210409/how_to_order_punchout__hd_supply.7psjh9ng0v05.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_shop_with_home_depot_pro_punchout.fiscntja1c0e.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_shop_with_home_depot_pro_punchout.7jdwwq4copkc.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170802/how_to_use_the_sherwin_williams_punchout.n5j54abll4f4.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_use_the_staples_punchout.15m3snmah0qk.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_use_punchout_user_guidemshqconverted.nydkr87rfyqp.pdf

Flexible Portfolio: Asset Group, Users, Assets

Link to Document

Promotional Codes

Link to Document

Unit Loading Instructions

Link to Document

Unit Batch Upload(s)

Link to Document

ROG Workflow

Link to Document

Workflow Training

Link to Document

Working with the Invoice Batch Control

Link to Document

How to use Opslinsight Reporting

Link to Document

How to use Mandatory Parts List

Link to Document

How to use the Mobile App

Link to Document

Adding New Properties and Users to Ops

Link to Document

How to deal with Rejected Orders/Invoices

Link to Document

Disputed Invoices & Credit Memos

NINENENENENENEN AN ENENEN AN

Link to Document

Opsinvoice Billing Process

OPSTECHNOLOGY WITH OPSINVOICING

Link to Document

Opslnvoice FAQ Flyer

Link to Document

Opsinvoice Processing & External Comments

Link to Documents

Opslinvoice Property Deactivation

Link to Documents

Opslnvoice Quick Steps

Link to Document

OpsTechnology Invoice Processing

Link to Documents

OPSTECHNOLOGY WITH REALPAGE ACCOUNTING

Link to Document

How to Import Budgets from RPA
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https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/flexible_portfolio_setup_updated_2019.505484cgwugc.pdf
https://drive.google.com/file/d/11BJUDBCyKYGcx1fYxhNNQUfZ-fuSMi0A/view?usp=sharing
https://docs.opstechnology.com/docserver/data/_repository/opsx/20150319/unit_loading_revised_031915.ak9kj6jd3cy3.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180707/using_batch_upload.v13mxqs0nr9x.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20200128/order_to_invoice_workflow.p63ytmc4ve00.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20150828/workflowclient_facing.ipww1eue3rg1.pptx
https://drive.google.com/open?id=19zH3-4YUH4ZbyPYL7aTImguMzNGgMzU7
https://docs.opstechnology.com/docserver/data/_repository/opsx/20220713/opsinsight_guide_2022.f9xutl9wje2y.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_use_mandatory_parts_list_for_offline_vendors.j1d6lg05wma0.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/how_to_use_the_ops_buyer_mobile_app.kj6whxyv4zkz.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/adding_a_new_proeprty_and_user_to_ops.9uvb1xsq9fpw.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/rejected_order_or_invoice_how_to.d4yqu54c7y6z.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/disputed_invoices_and_credit_memo_how_to.dggpc3f2gfn4.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170315/opsinvoice_billing_process.volwj9jx38um.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170313/simplify_opsinvoice_flyer.yg0ok6ufpc7f.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170405/ops_invoice_comments_training_doc__kab_032417.cimt2czvvuj9.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170314/opsinvoice_property_deactivation.8zyu7dzr33wm.pdf
https://realpagehub.com/department/Opstechnology/DocCenter/AcctMgmtDocs/_Look%20Here%20for%20Ops%20Docs/HOW%20TO's%20.pdf%20(welcome%20doc%20files)/OpsInvoice%20Quick%20Steps.pdf?Web=1
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170313/opstechnology_invoice_processing_service_summary_of_instructions.jzbz2ou055o8.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20160208/how_to_import_budgets_from_osa.wa9v4yx1n9io.pdf

BEST PRACTICES

Best Practices Site & Regional Link to Document

Creating Offline Orders & Recurring Orders Link to Document

Online Ordering in OpsBuyer Link to Document

Painting Ordering-PPG Link to Document

Painting Ordering-SW
Using Batch Upload(s)
Clearing Cache and Cookies Doc (IE)

Link to Document

Link to Document

Link to Document

DN NIER N AR NI N NI I NS BN

Clearing Cache and Cookies Videos Link to Document

GETTING STARTED

Client Portal Access v Link to Document
OpsBuyer QuickSteps 4 Link to Document
Opslinsight Report Definitions 4 Link to Document
PC Checklist for OpsTechnology v Link to Document
Setting OpsTechnology Out of Office 4 Link to Document
Online Ordering Benefits One Sheet v Link to Document
Clearing Cache and Cookies Doc (IE) v Link to Document
Clearing Cache and Cookies Videos 4 Link to Document
ONBOARDING
OpsTechnology Administrator Guide v Link to Document
OpsTechnology User Guide 4 Link to Document
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https://docs.opstechnology.com/docserver/data/_repository/opsx/20170420/best_practices__site_and_regional.0pbmcbvohypm.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20171214/how_to_create_offline_orders__one_time_and_recurring.29sqyg7d8vqm.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/opsbuyer_quick_steps_guides_7.2.19.tb552ypizsqt.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20140813/how_to_painting_ordering_guide_ppgexternal.fkfyd0qyh7if.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20140813/how_to_painting_ordering_guide_swexternal.89xp34h9llpj.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170707/using_batch_upload.kwutpo2dgqa9.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/clearing_cache.f48m691ykmg6.pdf
https://drive.google.com/drive/folders/1gIaRHDwPK0wjqjl-_2cmt893EOpC4k9R?usp=sharing
https://docs.opstechnology.com/docserver/data/_repository/opsx/20151202/client_portal_intro.clydok217kfw.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20200115/quick_steps_guide_121719.7q2t030yhitc.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/opsinsight_report_definitions.unrbrho57mde.docx
https://docs.opstechnology.com/docserver/data/_repository/opsx/20140902/pc_checklist_for_opstechnology.6gfysyl26cn5.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20150527/setting_opstechnology_out_of_office.7cpn96hxr626.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20191209/ordering_online_benefits_one_sheet.sqni3d2djgbe.pdf
https://drive.google.com/open?id=1bZnWwvRI55om7n1BHXSDe8cPEHz2gbw7
https://drive.google.com/open?id=1gIaRHDwPK0wjqjl-_2cmt893EOpC4k9R
https://docs.opstechnology.com/docserver/data/_repository/opsx/20140813/opsbuyer__admin_training_script_2014_3_14.5f6ygul3go1z.6j6rt20msb8a.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20141008/opsbuyer_14.3_processing_uguide_080814.kgswnwl491wu.pdf

VENDOR DOCUMENTS

Become an elnvoice Vendor Flyer Link to Document

Become a Managed Catalog Vendor Link to Document

Benefits to Managed Catalog Vendor Link to Document

Benefits to Electronic Invoice Vendor Link to Document

Supplier Flyer Link to Document

Vendor Network Testimonial Link to Document

Vendor Welcome Kit Link to Document

N RENENENENENENEN

How to use Vendor Marketplace Link to Document

OPSMERCHANT

Activate Customer Accounts — English View Video Now
Create Invoice with Offline Order — English View Video Now
Create Invoice with Online Order — English View Video Now
Managed Catalogs — English View Video Now
OpsMerchant Overview — English View Video Now
Run Reports — English View Video Now
RealPage Supplier Onboarding Guide Link to Document

Descripcién general de OpsMerchant Mirar Video Aqui
Activar cuentas de clientes

Mirar Video Aqui

Crear facturas con pedidos fuera de linea Mirar Video Aqui

Activar cuentas de clientes para proveedores
del catalogo gestionado Mirar Video Aqui

.c.ooo.c..oo.o..ooo.c.ooo.o...o.oo.ooooo..oooo..ooooc.ooooo..ooo.o.ooo.c..oo.o..ooo.c.ooo.oot.
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https://docs.opstechnology.com/docserver/data/_repository/opsx/20220310/einvoice_flyer.v8wvdcpvyrp3.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170808/flyermcv_032916.97k4d4xgl9hh.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20151012/discover_the_benefits_of_becoming_a_catalog_vendor_9_16_15.x6n8g7ewdkmo.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20151012/discover_the_benefits_of_being_einvoice_9_16_15.6q8wv6m9y9c7.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20140813/opssupplierflyer.jczgn65l0kb9.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20151130/realpage_vendor_network_testimonial.8tfulxstw0y7.ypkn8m5yfou6.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20171213/2017_vendor_welcome_kit.d5dwpc8lfv1o.pdf
https://drive.google.com/file/d/1-zu02Y_TPYNkVE7x1NPNhLdDLc6dp44c/view
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM13_ActCsm/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM15_OffInv/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM25_OnInv/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM21_AddCat/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM11_InvOvw/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM17_Rep/index.html
https://realpagehub.com/department/Opstechnology/DocCenter/AcctMgmtDocs/_Look%20Here%20for%20Ops%20Docs/HOW%20TO's%20.pdf%20(welcome%20doc%20files)/Vendor%20Welcome%20Guide.pdf?Web=1
https://learning.realpage.com/downloads/OpsMerchant2016/Sp/OT16_OM11s_InvOvw/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/Sp/OT16_OM13S_ActCsm/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM15_OffInv/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM23_ActCsm/index.html

Gestionar catalogos

Mirar Video Aqui

Gestionar pedidos en linea

Mirar Video Aqui

MARKETPLACE ADMIN (MPA) PROCEDURES

Auto ROG Setup Procedure v Link to Document
Billing Inquiry Process v Link to Document
Budget Upload Procedure v Link to Document
Client Revamp Guide v Link to Document
Facilities OpsBuyer Restocking Feature v Link to Document
Finding GL Mapping of an Item_and Changing v Link to Document
the Category Mapping
OpsBuyer Cancellation Checklist v Link to Document
Property Activation Procedure v Link to Document
ROG Workflow v Link to Document
Year End Checklist v Link to Document

MOBILE APP

You can download our application in the Apple Store or Playstore application for Android. Just

search for OpsBuyer!

Mobile Application Demonstration: https://www.youtube.com/watch?v=XhQA3 -5ZQc

OpsTechnology Website: https://market.opstechnology.com

On-Demand Training: http://www.realpage.com/training/on-demand-learning/

.‘. R E A L PA G E 1-87REALPAGE | Opstechnology Welcome Guide with Invoice Processing
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https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM21_AddCat/index.html
https://learning.realpage.com/downloads/OpsMerchant2016/OT16_OM25_OnInv/index.html
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170110/auto_rog_approve_2017.2bqs1ytawc9d.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20170111/process_for_billing_issues_2017.091jaie7mmsj.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20150122/budget_upload_procedure.hn7019gec3ho.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20150723/client_revamp_guide_7_2015.vfxv0ufjm9zb.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20180511/facilities_ops_buyer_restocking_request_may_2018.wl0dh58yi1k3.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20171115/finding__gl_mapping_of_an_item_and_changing_the_category_mapping.uiagn23y0xdc.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20210112/updated_cancellation_process_2020.ppbec3ceov00.pdf
https://drive.google.com/open?id=1QQDhzQvnWJ7Ylb9c_4FJVpeYx_rqbFHk
https://docs.opstechnology.com/docserver/data/_repository/opsx/20200128/order_to_invoice_workflow.p63ytmc4ve00.pdf
https://docs.opstechnology.com/docserver/data/_repository/opsx/20210112/year_end_checklist_2020.sskj760wst8g.pdf
https://www.youtube.com/watch?v=XhQA3_-5ZQc
https://market.opstechnology.com/
http://www.realpage.com/training/on-demand-learning/

Android Application in Play Store

. Google Play opstechnology
Search  Android Apps v Allprices v Allratings v
My apps
Shop Apps
OpsBuyer - RealPage Inc
Games P RealPage Incarporated
M i e
spending info and Ab
Editors’ Choice \ J
FREE
oo ATAT 7 4114 PM 103 3T
( Search m
OpsBuyer Mobile by RealP... =
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