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Part I – Login / Logout 

 
Use Internet Explorer (IE) 6.0 or higher version, open the below web site for testing:   

 

http://www.truchinaportal.com/poms_test/webLogin.aspx 

 

 

In this user manual, we will use a hypothetical TRU vendors "ABC Toys, INC" whose email address is 

peter.chan@abctoys.com o show you the various functions this Web Portal provides.  

 

 

Below login screen will be shown in your browser: 

 
 

 

 

 

Type in your Login ID (your e-mail address) and personal password in the appropriate fields and then click 

button “Login”. 
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If you have typed in the correct Login ID and password, you will see below screen in your browser: 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Here show the 

welcome message and 

your last login time. 

Here show the main function 

items that are available in 

Phase I. 

At any time, you can click 

this link to logout the system. 

This area contains the 

sub-menu for each main 

function selected. 
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Part II – View & Update Vendor Contact 
 

Through this Web Portal, you can view Vendor's information such as contact information, bank 

information, allowance and payment terms etc. Please note that all information will be updated by APLL. 

 

 

After login, click the “Payment” main function: 

 
  

 
 

 

 
 

 

 

 

 

 
 

 

 

At any time, you can click this 

link to select the “Payment” 

function. 

Click this function. 
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The vendor group for various countries will be shown in below screen: 

 

 
 

 

 

Below is the Detail Page of Vendor Group: 

This part shows the basic 

contact information 

Click this button to 

view your contact 

information for USA 

market 
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The Detail Page contains two parts: 
 

Upper Part – Basic Information of the Vendor Group 

 

 
 

This part shows the basic information of vendor group, such as the Vendor Name, Vendor Codes, Main 

Contact Person, etc. 

 

 

 

Lower Part – A Tab with 3 Tab Pages 

 

 

 

 

 

This part is a Tab data structure. It contains 3 Tab Page, each Tab Page shows the Bank Information, 

Contact Person, Allowance & Payment Terms of this vendor respectively. 

 

 

 

Below are details of each Tab Page: 
 

Tab Page "Bank Info." 

 
 

 

 

 

 

3 Tab Pages showing the 3 

kinds of information for 

this vendor. 

Click this button for bank 

information. 
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Tab Page "Contact Person" 

 

 

 
This tab page shows the information of contact persons (for each departments) in details. 

 

 

 

Tab Page "Allowance and Payment Terms" 

 

 
This tab page shows the dealsheet allowance and payment terms for this vendor group for all countries. 

 

 

Click this tab 

page. 

Click this tab 

page. 
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Part III – View Payment Records 

 
After login, click the “Payment” main function: 

 

 
  

 
 

 

 

 

 

 
Select "Payment Records" from the Left Hand Side Sub-Menu box.  

 

 
 

 

 
Enter some searching criteria in below box. 

 

 
 

 

 

At any time, you can click this 

link to select the “Payment” 

function. 

Click this for the "Payment 

Records" function. 

Step 1. Enter some searching 

criteria here. For example, you 

want to find out all USA 

payments created in August 2012. 

Step 2. Click this button to start 

retrieve the payment records. 
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The column of "Payment Status" indicates the various status of a payment record: 

 

Payment Status Meaning 

HOLD The payment record is right on hold. 

PEND The payment record is in Pending status 

UNPAID The payment record is still being processed by APLL A/P Team; Or it's pending TRU 

Country's payment reply. 

PAID Payment have already been paid to Vendor. 

 

 

If you want to view the payment record in details, you can click the "Detail" button of that record, as shown 

below: 

 

 
 

 
Click this button. 

Payment records 

that meet the 

criteria will be 

shown here. 
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Below is the Details Page of a payment record, after you click this button "Detail" in previous page. 

 

 
 

The Details Page contains two parts: 

 

 

Upper Part – the Payment Details 

 

 
 

This part shows the basic information of this payment record, such as the PO#, Entry Date, Paid Date (if 

any), the Allowance Amount, Actual Paid Amount etc. 

 

 

 

 

Lower Part – A Tab with 5 Tab Pages 
This part is a Tab data structure. It contains 5 Tab Page, each Tab Page shows the "Invoice", "Deduction", 

"Reimbursement", "Deal Sheet" and "Attachment" information of this payment respectively. 

 

 

Below are details of each Tab Page:  

 

Tab Page "Invoice" 

 
 

This tab page shows the invoice information (provided by vendor), such as the invoice#, invoice amount 

and paid amount (i.e. invoice amount – allowance amount). 

 

 

Click this tab. 
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Tab Page "Deduction" 

 

 

 
 

If the payment record has deduction, then all the deduction records will be shown in the Tab Page. 

 

 

 

 

 

 

Tab Page "Reimbursement" 

 

 
 

If the payment record has reimbursement, then all the reimbursement records will be shown in this Tab 

Page. 

 

 

 

 

 

 

Tab Page "Deal Sheet" 

 
 

This tab page shows the allowance amount associated with this payment record. 

 

 

Click this tab. 

Click this tab. 

Click this tab. 
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Tab Page "Attachment" 

 

 
 

 

 

 

 

 

If there is any document (e.g. PDF, Excel, Image, etc) related to this payment, you can find these 

documents in this tab page. At present, there are two kinds of documents associated with a payment record: 

 

You can on-line view this document by clicking the "View" button. Our system supports most popular file 

format. 

 

Below is an example of OB Letter for this payment record. 

 

 

 
 

 

 

 

  
 

Click this tab. 

Click this button to on-line view or download 

this document. 


