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Overview and Usage

This user’s guide is to assist in the process of a KEMET Manufacturing Representative (MFG REP)
connecting and logging into the KEMET SSL VPN and logging into the Virtual Desktop.



Disclaimer:

Warning - You will have the capability to access Corporate systems which include
Business Confidential Information. Unauthorized disclosure or other misuse of this
information could result in disciplinary action, including termination and prosecution.
By proceeding with following these instructions, you agree to these terms.
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1, Manufacturing Representative Login

1.1 Logging into SSL

In order to connect to the KEMET SSL VPN Virtual Desktop, you must first connect to KEMET

SSL and authenticate through the VPN tunnel.

1.1.1 Authenticate to KEMET SSL

Launch Internet Explorer and enter the following URL

http://employee.kemet.com/mfgrep

@ Secure Access S50 WPN - S5L - Microsoft Internet Explarer provided by KEMET Corpe
@u - |@ https:/fernployee kernet.carm,

File  Edit Miew Faworites Tools  Help

W [@ Secure Access SSLYPM - S5L ]
KEMET

Welcome to the

Secure Access SSL VPN

1.1.1 SSL Site Initialization

Once the site initializes, you should see the following on the header of the web page:

KEMIET

<Coading Components...
Please wart. This rmay take several minutes,
® Host Checker

If an error prevents a componant from loading properly, you can click here to continue. Not all functionality may be available,
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If this is the first time that you are accessing this page on your PC, you will be prompted to
download a file named “JuniperSetupClientinstaller.exe.” Click Save File and save the file onto
your desktop or other temporary location.

Note: You may have a prompt to Install instead of save, in this case, click Install.

Opening luniperSetupClientinstaller.exe
You have chosen to open

|| JuniperSetupClientInstaller.exe

which is at Application
fram: https:/femployee kemet.com

Would you like to sawve this file?

[ SaveFlm ’ Cancel

a) Once the file is downloaded, navigate to the location that you saved the
file and double click it to launch the installation. Follow the default
prompts and when it is finished, click the Close button.

ﬁJuniperSetupCIientInstaIIerSetup:Completed =] =

Completed

Show details |

Cancel | Mullsoft Install System < Back | Close I

b) The installer should bring you back to the web page and continue your
login process. Enter your Username and Password.

<eveT I

Welcome to the

Secure Access SSL VPN

Username | | Please sign in to begin your secure session.

Password | |

c) Once the page is re-loaded, you should see the dialog below:
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Please wait...

Launching Network Connect. This may take several minutes.

Instaling appication, please wat...

If an error prevents the Network Connect from loading properly, you can:
* Check browser compatibility
* Continue. Not zll functionality may be availzble.

d) Once you have connected successfully, you should see a little icon in
your System Tray that looks like the one below. Please do not close this
icon because it will terminate your session.

You should see this
icon in your System
Tray. If you close this,
your session will
terminate.

e) Continue with “Logging into the Virtual Desktop Machine (VDM), page 8.
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1.2 Installing and Connecting WITH the VDM Client

Once you have installed and authenticated via the KEMET SSL site, you will be re-
directed to a KEMET web page that will give you further instructions. You will need to
install the VDM client from the web page, then launch the client via a shortcut on your
desktop that looks like the icon below.

1.2.1 Logging Into the VDM Client

1.2.1.1 Accepting the Disclaimer

After you launch the client, you will be presented with a dialog box disclaimer like below:
Whiurare WOM Client =] @ [

] vimware®

Isers accessing this swstem consent to the monitoring, recording -
andfor disclosure of any data on the system at the complete discretion

aof the service provider, Users have no reasonable expectation of
privacy while using this swskem.

IUnautharized modification of any information skared on this syskem
may result in criminal prosecution,

K, | Zancel

Click OK and continue
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1.2.1.2 Authenticating to the VDM Client

When you are prompted with the login dialog below, enter your user ID, password and
make sure that the domain is set to KEMET.

78 Wihtware WOM Client

Enter wour user name and password,

User narne: I

Password: I

Dornain: IKEMET =l

Login Cancel | Help |
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1.2.1.3 VDM Desktop

Please wait for the desktop to load as it may even take a couple of minutes to respond depending on
the load at the time you are logging in. You should see a full screen PC desktop that looks like the one
below.

From this desktop you should be able to access ETBF, Lotus Notes, Internet Explorer or any other
application that is designated for your use.
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1.3 Printing from VDM PC

1.3.1 Local Printers

All of your printers that are installed on your local PC should be re-directed and available for
use from within the Virtual Machine session.

1.3.2 Re-Directed Printers

An example of are-directed printer is depicted below:

—.
\'1 i Micrasoft XPS Docurnent Writer

= (fram LLL3GE174)
E:;;j ]

Locally re-directed printer with host
machine name.

1.4 Copying and Saving Files

1.4.1 Saving to Your Local PC

You are able to save files to your local PC hard drive from within the Virtual Machine session.
In order to do this, you must locate your local C: drive in the Windows Explorer when you are
in the process of saving or copying afile.

1.4.2 Locally Mapped Drives

You should see your locally mapped drives in Explorer. You will know that they are your local
PCs because they will have the name of your local PCs machine (NETBIOS Name) next to the
drive letter.

Hard Disk Drives

Local Disk {C:)

r
Local Virtual Machine
drives.
Devices with Removable Storage
H & =
= e
3% Floppy  CD Drive (D:)
) Re-directed drive will have

Other
==

Con
LLL3GE174

local host machine name
attached to the drive letter.
This machine's name is
LLL3G6174.




1.5 Disconnecting and Logging out of VDM

1.5.1 When you are finished working

When you are finished on the Virtual Machine, Please follow the procedures below to disconnect and
logout.

1.5.1.1 Logout and close any open applications.

1.5.1.2 From the top bar menu on the virtual machine, click the Close
menu and select “Disconnect and logoff” as below:

@ MFG REP LOGIN Des

Disconnect

Disconnect and Log off

1.6 Disconnecting from SSL VPN

a) To disconnect from the SSL VPN, do the following: Locate the SSL VPN session
bar in the upper right hand corner of your browser window and click the brown
door as shown below.

- B s - |k Page - (O Tools -

!\ KEMET 1|m * @_rﬂ
r

Session
23:56:10

When you are ready to
disconnect, click the little
brown door here:

1.7 Finished

At this point, you are finished with connecting and authenticating to the KEMET MFG REP site. The
instructions in section 3 are for connecting to the VDM when you do not have the VDM client installed
on the computer you are accessing the site from.
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2.

2.1

Instructions for accessing and viewing POS and
Direct Sales

Access POS from within Lotus Notes

2.1.1 Select the MFG Rep Portal tab. From there you can access the

POS and Direct Sales Report (DW370).

KEMET Sales Portal

Contacts Reports Sa

Customer Contacts Business Ohjectﬁ Branch

Employee Listing KEWMET Communitations Buyer's Systems
Opportunity Board Call Re
POS Tracking Custom:
Sales Management Reports ~ CVIS Lataiaiehous=s
SFA Sales Reports Deficit (

Business Objects using Infoview
Busziness Objects users should use this link to access the KEME
Warehouse via Infoview

Business Objects uging Full Client via Terminal Server
Businezs Objects usét')shuuld use thiz link to access the KEME
VWarehousge usging Full Client via Terminal Server

1. Terminal Server authentication: You will be prompted to log in using your Windows
login and password as below.

Log On to Windows

. Standard Edition

Copyright & 1885.2003 MicrasoRt Corparation

. User name: I gjmgacl
| Password: I.l...l...l
Logenta:  [KEMET =

| O I Cancel | Stk Duwn...l Options << |

2. You will then be prompted to log on to Business Objects using your Business Objects
password.

User Identification

— Enter pour name and passward ta log in.

User Mame: |g\mgaCW LI 0K

Password: Cancel

il

™ Use in Offine Mode Help

Page 13



3. Click on the “yellow” $$ button — this will open up the POS and Direct Sales Report
(DW370). Once the report opens, make sure that you have the Standard and Report

toolbars available to you. Go to the top menu and select “View”, “Toolbars....”

“.File Edit Yiew Ine

“ = = | & @. | dit | Wiew Insert Format Tu:u:ul
” 1/20pt -] | ﬁ | L page Layout
“ |.-'1'-.r|al l_l—' B4 structure
oo ST
“ rﬁj At Formuldsar

I;} D1 Report Manager

- " Qutline

4. Check the Standard and Report options as shown below

Note: You will only have to do this for the first time. Next time you access the POS

and Direct Sales Portal, your “Toolbars” should be available to you.

@l Toolbars

I O

O I |

Toolbars

[ s trcture
[] Barders
Standard
[] Farmatting

Repart

[ Sarts

[] Charts

[[] Dacument Exchange
[T Aligrirment

[ Farmula

[ Wizual Bagic

T T= TewlenTanl Al

TR Tonlenlanl
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2.1.2 Four Report Tabs — bottom of the page

[
El 1. PO5S by Salez Rep using Map IE
=X

]icL 2. POS by Sales Rep Drill |

] 3. Direct Sales by Sales Rep using Map I-

' r

]@ 4_ Direct Sales by Sales Rep Drill I_

2.1.2.1 “Map/Data” view does not automatically open up with the report,
you’ll need to click on the “Report Manager” in the toolbar to open it

up.

b4 BusinessObjects - DW370_P0OS_Portal - [gjmgac1]

Eile Edit Yiew Insert Format Tools Data Analysis Window Help
DEE R =RXa|s B AREAD| -

DETYN [Repotarager]

2.1.2.2 There are two options each for viewing this data. One is using the
“Map” view which is similar to the view that you currently use in the
SFA Sales Report database and the POS Database in NOTES. The
other view is a “Drill” view. The advantage of the Drill view is that you
can drill to a specific subset of data for exporting to Excel. Using the
Map view, you will have to “filter” on your data first before exporting to
Excel.

[ E9)

N Dat{ & Map |
E|--- POS by Sales Rep using Mag
e 01 - Amenicas

e 02 - Europe

B & 03 -Agia

-JQ POS by Sales Rep Diil

% =] Direct Sales by Sales Rep usi
Direct Sales by Sales Rep D




a. Click on Map Tab.

@Dala @& Map |

@ 01 - Americas 4

@ [2-Europe
= §_03- Asia__)

- @ ANG PAULINE

LIPERS EMTERP

[F . - e JCTALLY TRALD
N

b. Click on the VP Area, then open up to the Rep View by clicking the “+”
sign next to it. This will then open up the Rep View, showing the list of

accountzZs. Drill down further by clicking” “+” sign at various level,
etc.

&8 Data ) Map I

EI 1. POS by Sales Rep using Map

S U1 - Amenicas
& @ [2-Europe

i e 03-hsia
= . —
| [CHANG, KEVIN
Data i 1
Bs) Map [ cueengn [ bapn J | may
POS by Salez Rep using Map = Fcst Ja4z 292 31| 94z 292
G- o 01 - Americas Actual § 1155 19412 | 1 52 176
s 02 -Eurcpe YVariance T 21290181 [ § 299,284,
EI a [03-Aza [Plan % [ 122 5 % 14z.4
- @ ANG, PALILINE Mkt Bskt USD | _ APR MAY
= & CHAMG, KEVIN Fost § 942,792 37 | § 042,292
B e ARROW Actual §1,155,19412 | 1,542 176
T o ARROW ASIA PAC T § 212,901 81| § 390,584,
Fl- & SHAMGHALCHI [Plan % [ 1225 %] 1424




c. In order to export any or all of your own data from this view, you need to
click on rep name in the report — then use the filter icon to show your
data only.

T_l_ql—l

R E
=¥ Insert Filker

=

tea am | g mam amm aa A 4 mam ama ma L A sas ren mm LA s

Apply a Filter On Forecas EI

Walues

CHAMBERLIM, 5. &,

TETET o T =T T T Toere

CHEM, EDhwiaRD
CHER. ALAN
CHONG, EDMUND
r1ARKF PHII

L

§d BusinessObjects - D
JEiIe Edt Wiew Inse

|1 720p o | ©
| cff ot e b [ =~
= == =

@JE} 2
Ctapy ko Excel |—

rFrrree—_—_— - . =

d. You can export your data to Excel by using the Excel button in the
toolbar. This will copy the data to a spreadsheet. Depending on how
your laptop is set up the file will be located either on your C: drive or D:
drive. You can access it by going to the drive, clicking on Business
Objects Reports

; |lii'l Ci\Business Objects Reparts
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e. Using the “drill” feature, you need to click on the selection bar until you
get the up and down arrows, then drag down to see all of the selection.
This is a floating bar so you can move it around. Select your name from
the drop down arrow under “Rep Name” and it will bring up only your
data. You can then use the Excel feature as described above to export

to an Excel spreadsheet.

|E All Fnreca“s_ted Area Mame ﬂ m
|| -
I n
x|

|E &l Forecasted Area Mame | |E Allvp trea Desc -|

|E All Distyparenthiane ﬂ |E All Forecasted District M ame ﬂ

|E All Diztynarme ﬂ |E All Forecasted Rep Mame ﬂ

|E Al Directar Area Mame[POS Cuery) ﬂ |E All End Cust Fest Group ﬂ

|E &l Fst Branch |

I

x|

|E All Forecasted Area Mame ﬂ |E AllVp Area Desc ﬂ
|E All Digtyparentname J |E All Forecazted District Mame ﬂ
|E All Digtyname -
|E &l Director &rea Mame[POS Queny) | |CHAMBERLIN. 5. A, -
|E &l Fgt Branch ﬂ CHEN, ARD

T L I~UCD Al AR

- |E &llvp rea Desc

[+ |E &)l Forecasted District Mame

SYMMETHDN EK < |E CHANG, KEWVIM

iEH EIGI‘;SL.TP | @ Al End Cust Fost Group

TRISTAR

VIT%YSTEM TECHMOLOGY FTE LTD

WESTECH ELECTROMICS PTE LTD

Page 18




3. Connecting WITHOUT the Client Installed

You do not need to follow these instructions if you already have installed the full VDM
client using the instructions above. The instructions below are used to connect to the
VDM client when you do not have a copy of the client or you are not able to install the
client onto the computer you are using.

3.1 Logging Into the Virtual Desktop Machine

a) Once you have connected and authenticated to the KEMET SSL VPN tunnel, you

may now connect and login to the KEMET Virtual Desktop Machine.

b) To login, do the following:

1

2.

IF you see the screen below you should continue by clicking the

“Continue to this website (not recommended).”
IF you do NOT see the screen below, continue with step 3.

& Certificate Error: Mavigation Blocked - Microsoft Internet Explarer provided by KEMET Corporation

==k

\v) L;’ |Qb hittps:/fsasso-vdmlf

v|¢,| b4 | | Live Search

File  Edit ‘iew Fawvorites Tools  Help %

v e IQ& Certificate Error: Mavigation Blocked I— Tll ﬁ Ta - @ = [ih Page = {:Z}TWIS v @' @ Rg B

P

server,

_a 1
‘@ There is a problem with this website's security certificate.

The security certificate presented by this website was not issued by a trusted certificate authaority.
The security certificate presented by this website was issued for a different website's address,

Security certificate problerns may indicate an atternpt to fool you or intercept ary data you send to the

2

We recommend that you close this'webpage and do not continue to this website.

& Click here to doss thisasébpage.

@' Continue to this website (not recommended).

@ tore information

Next, you should be prompted to login to the VDM portal as shown

below:

|1ﬁ’ e I%vmwarevomweb;\ccess

l_l @ hd T @ 'QPBQE‘@TDDISva

Q"—- VDM Web Access

User ID Issued

here

Login
' from KEMET
User name: \ ‘_’_
Password: ¥ | Password
Domain: AAT s -
| Ensure you
select KEMET
When you are done, click ' domain

Page 19



4. The first time you connect, you will be prompted to install the VDM
Client. You will only have to do this once. Perform the following:

5. After you login in step 3 above, you should see the following banner on
Internet Explorer with the following message about downloading and
installing the VMware VDM Client.

Wk [O WMware YDM Web Access I_I

_l-_‘.r

<— VDM Web Access

-,::- Downloading and Installing the YMware VDM Client

This ray take a few minutes, please be patient

6. Once the client finishes downloading, you will be prompted to install an
ActiveX application to your browser. Do the following:

a) Close the information prompt below

Information Bar, ri

- Did you notice the Information Bar?
The Information Bar alerts you to security-related conditions
[for example, if a potentially unsafe file or pop-up wag just

blocked). If a webpage does not dizplay propery. look for the
Information Bar at the top of the page and click it.

] Dan't show thiz message again

Learn about the: [nfarmation Bar

b) Install the ActiveX control as indicated below:

W o [% WMware YOM Web Access l I

vkl
Install Ackivel Contral...
What's the Risk?

= and the add-on and want to install it, click here...

More informnation

Left click your mouse in this area and a menu
will be displayed offering to install ActiveX
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c) Once you allow the ActiveX control to be installed, you should be
prompted to install the client as below:

Internet Explorer - Security Warning

Do you want to install this software?
Mame: YMware YOM Client |
Publisher: ¥™Mware, Inc.

E]More options [ Install ] [ Don't Install ]

@ While files from the Internet can be useful, this file type can potentially harm
vour computer, Only install software From publishers vou trust, What's the risk?

d) When you click the Install above, you should see the following:

Yidware YDM Client

Pleasze wait while Windows configures Yiware VDM Client
Is

Cancel

7. When the client is fully installed, you should see the screen below:
(follow the instructions in blue in the figure below)

v dfe [% Whduare VDM Web Access ]_‘ @ = " @ > ik Page ¥ @TDDB - @V
M-

— VDM Web Access

About Help Logout

aq Connect Preferences...

2
Mame Use for Thin Clients Screen Layout

[T Manufact wing Rep Login Mo Full screen

Click the "Connect” link here
(Please wait up to several minutes before
clicking again - The site may take some time to
open)
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8. Once you click connect, please wait for the desktop to load as it may
even take a couple of minutes to respond depending on the load at the
time you are logging in.

You should see a full screen PC desktop that looks like the one below.
From this desktop you should be able to access ETBF, Lotus Notes,
Internet Explorer or any other application that is designated for your use.

Lotus Mokes 7

e
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