Panda Purchasing Supplier User Guide

Panda Purchasing is the WWF-UK purchase to pay online portal. You can register at www.PandaPurchasing.com

The portal can be used to carry out purchase ordering and invoicing activities online, quickly & easily.

Here is a summary of the process:
e Abuyer at WWF-UK raises a requisition to order goods or services from the supplier
When approved internally it becomes a Purchase Order and an email is sent to the supplier
The supplier acknowledges the order online
When the goods or services are complete the buyer receipts the order online and the supplier is emailed a notification
The supplier can then invoice online the amount receipted

The benefits include:
. Reducing paper use
e Suppliers can see the status of their order at all times
e  Approval of orders is carried out before the invoice is received so that as soon as the invoice is submitted it will be included in
the next appropriate payment run
. Paper invoices will not get lost or delayed waiting for approval
e  Suppliers can update their own contact and payment details so that they can be confident these details are kept up to date
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Supplier process

You are required to perform 2 key actions on the system at different stages of the process.
1. The 1%tstageis for you to acknowledge the Purchase Order, including checking that the details are correct.

2. The 2" stage is for you to create and upload (if you want to) your invoice to send to finance for payment (This can only be done
after the WWF-UK Buyer has processed a goods receipt note to confirm receipt of the goods or services).

To Acknowledge an order

When a Purchase Order has been created by a WWF-UK Buyer and it has been approved internally this will then send an email to you with
a copy of the PO attached and a link to the system. You then need to acknowledge the order following the instructions and screenshots
below.

Log into the system using either by clicking on the link in the email or by going to www.PandaPurchasing.com

If you follow the link in the email you will be taken directly to the “Orders Awaiting Acknowledgment” screen. If you log on to your
homepage, you will see an alert that tells you that there is a purchase order to acknowledge. Click this alert or on the Acknowledge Orders
button.

i
.y
WWF
PORTAL

Dashboard

M My Order=

| dhd g Welcome back CIEY0D1 user of T JEYES CONSULTING LTD Today 28 January 2013 . You logged on 2t 16:55.
W My Payments

M My Retums

M My Credit Notes Acknowledge Orders Advanced Invoicing Raise Single Order Invoice
M My Products

M My Account

ﬂ News ﬂ
UsE Category Urgent i
GU
[\ Order Management Alerts (<]
t ‘fou have 8 Purchass O nders To Acknowledge

‘fou have 15 Purchass O rders Ready For Invaidng
Youhave 13 Purchase O rders O vendue Supplier

‘fou have 1 Purchase O nders Amendad In Approval Supplier
You have 31 Purchase O rders Ready For Payment

fou have 2 Credt Notes To Approve

‘fou have 1 Retums To Approve

This takes you to the “Orders Awaiting Acknowledgement” screen.



Click on the “Select” Button on the purchase order that that you want to acknowledge

-
PWTILJ
H Orders Awaiting Acknowledgement
& My Orders
\mendments in 4 Search For: 7l pate: all - @I
Bpprovals \
View Approved
Amenments 0 -1l
bl Viewe Reference Supplier Inv. Date Document Type Status  Buyer Conkact
M My Invoices @ imw CHPOOO1786 10 Jan 2013 Furchass O imwed  Sarah Bates
M My Payments Vimw TRPO001S78 09 Jan 2013 Furchase Order New Mari= o
™ My Retums Select  View TRPO001S77 09 Jan 2013 Furchass Order New Mari= Rom
M My Credit Notes Select  View CHPOOO1733 03 Jan 2013 Furchase Order New 2 Ketteringham
Select  uiew CHPOOD1732 03 Jan 2013 Furchass Order New Kmith Mesew=ll
Select  View CHPOOO1727 21 Dec 2012 Furchase Order Hew Nancy Maim
Salect  View CHPO0O1698 13 Dec 2012 Furchass Order Mew Clair= Szinthouse
Salect  limw CHPO0O01636 13 Dec 2012 Furchase Order Hew Clair= Ssinthouse
1

Review the contents of the Purchase order and only if they are all correct click “Acknowledge Order”

If you want to change prices, quantities or delivery dates on the Order you can change any of these fields as displayed below and then click
on “Send Amendment”.

If the VAT is incorrect you MUST contact the buyer to cancel the order & raise a new one, as the VATfate oh the order must match the
invoice.

If you make any changes the order will go back to the original WWF-UK Buyer to accept the cfanges and thep for further internal approval
before coming back to you to “Acknowledge Order”.

Orders Awaiting Acknowledgement

GBP - Pound sterling ~ [ECL Aol ® |

Vendor Details
WAX DIGITAL LTD

VAT Registration Number: Delivery Address

WWE-UK

GRAFTON HOUSE

Country Tax Number

GRAFTON STREET

GB  Ge77eass7es

Account No. CWAXDO1
Phone No, 0161 367 8375

Order No.
Buyer's Ref

Extarnal Order Raf

Order Date
Order Type
Status
Payment Terms

Ordered By
Contact Name

Hide/Unhide Notes
Dalivary
Date for all
lines
Refarence

CHPODD1971 1
CHPOOD1971 2

CHPODO1S71 3

Lina No._Lina Status

CHPOOD197 1
Req CHROD02096

28 Mar 2012
Normal
Viewed
20DAvS

Richard winter
Richard winter

=

Daze. Catagory UOM

New Orderline1 STOCK  Each

New Orderline2 STOCK Each

New Orderline® STOCK Each

[Use For all

Qty
5.00
a.00

s.00

Panda House
Weyside Park
Godalming
Surrey.

GU7 1XR

Ret. Inv. Notes Del.To

000 0.00

0,00 0.00

0.00 0.00

Delay
wE UK

25/03/2013 |
BV pajoazorz | [
UK ksjozzoz |

10.00

15.00

20.00

Unit Price  Currency

[

cee

Gee

Goods Total Tax

5000 GBP VAT@20%

80.00GBP  VAT@20%

160.00 GBP  VAT@20%

Lina Total

60,00 GBP

72,00 GBP.

152.00 GBP

Net 270,00 GBP
ITVATE20% 5400 GBP
Tax 54.00 GBP

Gross 324.00 GER

When you acknowledged the order, your WWF-UK Buyer will be emailed to inform them of this.

The order is now available for the WWF-UK Buyer to receipt the goods or services when they have been provided.

Raising Invoices

When you receive a Goods Received email notifying you that your WWF-UK Buyer has receipted the purchase order, you are ready to

create your invoice.



Log into the system using your account details at www.pandapurchasing.com

You will have an alert that says you have x number of purchase orders ready for invoicing. Click the alert link in the box or click on the

Advanced Invoicing button.

apptication Supplier Portal ~ Home  Sign Out

P%“ WWE-UK Panda Purchasing

Dashboard

1y Orters.
My Tvie=s
I My Payments
™ My Retums

Welcome back CIEY001 user of T JEYES CONSULTING LTD Today 22 January 2013 . You logged on at 10:43,

Modify Content Save Dashboard Layout [=]

M My Credit Not=s
™ Hy Products

M My Aeeount
— O news a
USER > Categar Urgem -
GUIDES = el
e
[\ Order Management Alerts. [#]

Youhave 8 Purchass 0 rders To Acknaw edge
Youhave 14 Purchass Orders Ready For Invoidng

You have 12 Purchas Orders Overdus Suppliar

Youhave 30 Purchass Orders Ready For Payment
Youhave 2 Credit Nots To Approve

You have 1 Retums To Approve

You have 1 Purchase O sders Amended In Approval

Supplier

Acknowledge Orders Advanced Invaicing Raise Single Order Invoice View Invoice History Approve Credit Requests Company Profile

You will then be presented with available purchase orders for invoice. If you cannot immediately see the PO then you may need to change

some or all of the following:

If the WWF-UK contact is only Part-
receipting a PO then you will need to
change the drop-down menu option below
from Fully Receipted Orders to Partially
Receipted Orders.

\

The date setting shows orders from the last
14 days so change this if they are older to
ALL

If the PO has been part invoiced previously
then you will need to untick the Hide
Invoiced Order box below for the PO to
show for further invoicing.

\

Ahﬂ for Inyoicing, | | Temics Basket (0}

Search For: [Tl pate: &1l

Set Yiew: Fully Receipted Orders

* | Zemsperpage: 20 ¥ | (V] side Trvoiced orters 2 | |G Page 1 of 1 of 13 recorts retumsd.
] view Reference Supplier Inv. Date Document Type Buyer Contact Buyer Company Supplier Company Net Value Gross Value
] ™ 3 07 Jan 2013 Purchase Order Reczived Ros Killick WWF-UK TRADING LTD T IEVES CONSULTING LTD 130,000.00 130,000.00
EF  vew % TRPOOO1552 07 Jan 2043 Purchase Order Reczived Iohn Taylor WWF-UK TRADING LTD T JEYES CONSULTING LTD 130,000.00 130,000.00

The values that you can see at this point are the total purchase order values and so may not be the amount available to invoice. Only the
amounts that have been receipted by the buyer will be available to invoice.

You should raise each of your invoices separ

ately.

Select the Purchase order you would like to invoice. You can select multiple orders when they are available. And click “Add to basket”.

The amounts shown will continue to be the total order value at this stage.

Then click “Checkout”




Enter your own Invoice number in the box as shown below and change the Invoice Date and Tax Point Date to be the same as your invoice

Invoice Checkout

M Aitachments | Confirm & Submit

Enter the header details for the invoice.

Invaice Mow *  Ereer Invoice number here|
Invoice Date: * '22.-'-3.1,"2513 E

Tax Point Dates *  |22/01/20132 E

WWF-UK TRADING LTD
Pands House

Invoice Address:

R
United Kingdom

Comments: -

EoRtmIE | 1nvoice Basket [ Cancel tnvorce [

You can then add an attachment of your own invoice if you want to. Adding an attachment may help with any queries in the future. To do
this click on “Add files for Upload”, browse to find your file and then click on “Upload”.

Click “Continue”

Then you are presented with a summary of your invoice.

Check that the details, including all values are correct, and if you need to amend the invoice (e.g. if you need to raise several of your own
invoices against a single order), click on “Amend Invoice” and you will be shown the screen below

Invoice Checkout

zrfirm Invsice’ 1 the details ar ormest

Review the invaice detsil belew snd seiecied G

VAT Regstraman Mumzer
Counary. Tax tumoer.

USER »
GUIDES Sz
—— RS

voice 5y
Imsiee 33
Iovoks  zavar o

Paymem s
Teme | 04T

paymant
il

Tax T

L s

Retecsncs tinetio Dexc [ r— e imvelcabie  Notss  UniPre fovoke Amaunt oe— GoadaTots  Frelnt Tax Tax Totmi e Totat
= 1 O oremrmel a.GeF C] 1 100.00 VATE :m.mcEr
= 2 O orermez a.mGeR ° ass 60.00 VATER 720G
= 3 R aoeer a e e vargam: aocer
= C— - a e oo vargam. -

met 150,
muaTa20

Tan

Grozs

FsSieate tvsee B Caneel Charges

For a service invoice you will only be able to change the net value (excluding VAT) of each line under the column “Invoice Amount”



For a goods invoice only change the quantity.

|

Invoice Checkout

Imvees  y5is
ey 1213
Ivolce oy
Lnvokcs 28 Har 2013

Payment

PIVMENT ormvs

Payment
Date:

Tax J—
T, mweran

13 1
mm 2
1z 3

View Matching Detatic Besc.
@ gwewel 5
@ owewez 3
= B Qraeriine3 )

e e

Mates  UnkPrice. nvoice Amaunt. Cumsncy GootsTetal  Fraight Tax Tax Tatal Uine Totat
1oon | e .G 0.00GEF  VATBION amas
1500 = soimEr  aoomEs waTpam samar
2000 = solmEs  aoomEs waTpam

Nt
TTNATRI0%

Select “Recalculate Invoice” and then click “Submit”. A warning message will appear to ask you to do a final check before clicking on OK.
This has then generated the invoice and it will be passed to the finance system for payment. (The status will say “Sent for Payment™)

Checking Invoice Status

You can check on your invoice status at any time by looking in “My Invoices” and “Invoice History”. Once the invoice has been paid the
invoice status will be updated to Paid and if you open it up it will also show you the payment run date.

Home

™ 1y Orters
& My Invoices

Advanced Invoicing

View Invoices Ready
For Paymert

M My Payments
M My Retums
M My Credit Notes.
M My Products
M 1My Account

—
USER »
_GUIDES

Invoice History

Q\ Search For: 7] pate: Last12 days

TR o

View Refersnee  Supplier Inv.

Vew TRIONOONZ:  Enter Invaice number here
View TRIONOONIS  Supplierinvaice mumber3é2l
View & Tro000017  wedrwarwe

View TRIOOOOL:  inw7AS47300

1

Date

22 Jan 2013
0§ Jan 2013
08 Jan 2013

08 Jan 2013

- B ESE

Page 1.of 1 ot 4 records retumed.
Skatus Buyer Contact Buyer Company. Supplier Company.

TRADING LTD T JEYES COMSULTING LTD
TRADING LTD T JE¥ES CONSULTING LTD

Sent for Payment

Sent for Peyment

Sent for Payment TRADING LTD T JEYES CONSULTING LTD

Sent for Payment

UK TRADING LTD: T JEYES COMNSULTING LTD




Changing Your Password

You can change the password on your account by doing the following.

Click on the My Account — C?any Profile option from the left hand menu or Company Profile butfn.

WWF-UK Panda Purchasing

Dashboard
M My Orders.

i My Invoices #fne back CTHRO07 user of 360 CREATIVE EVENT SERVICES Today 14 February 2013 . You logged on at 14:44,

Madify Content Save Dashboard Layout [®]

1y Payments

/ Returns A . R
i My Products
P—

Company profiie T News

Category Urgent

—
USER b
GUIDES

Pl

(L. Order Management Alerts

You have 17 Purchase Orders To Acknowledge
You have 41 Purchase Orders Ready For Invoidng
You have 28 Purchase Orders Overdue Supplier
You have 10 Purchase Orders Cancelled Supplier

You have 37 Purchase Orders Ready For Payment

You have 2 Credit Notes To Aggrove

You have 2 Returns To Approve

You have 1 Returs Awaiting Collection

Click on the Users Tab and then click on the Name link as in the example below.

WWEF-UK Panda Purchasing

i Company Profile
My Orders

The sdmin centre allovs you to creste, update and remove entites in the WWF business model.

M My Invoicas

M My Payments.

My Returns.

M My Cradit Notes

M My Products

© (3| 360 CREATIVE EVENT SERVICES
m & CTHROO7 user

& My Account

1 Rassits,

Click on the Edit button.

e WWE-UK Panda Purchasing

T Company Profile

i My Orders
T e e e ot PO o e
My Invoices

My Payments.
M My Returns.

seuds | ETEEEEER i
My ot s Conisecossis

My Products

© 1 360 CREATIVE EVENT SERVICES Title
& My Account . 2 First Hame cruroo7
< . Middle Name
Surname user
— Description
USER » User iame CTHRO07_uzer
GUIDES Emal Addrass anftastingBhransaxions.co.uk
Last Loggad Tn: 14 Fabrusry 2013
Number Of Sign Ins: 125




Enter your new password in the New Password and Confirm Password boxes and then click OK. If you want to you can also change other
user details here.

& WWE-UK Panda Purchasing

e Company Profile
My Ordars

The admin centre 2llor you to craste, update and remove entites in the WWF business model.

© (3 360 CREATIVE EVENT SERVICES Title

My Products
& My Account 5
m 2 |CTHROO7 user

First Name = CTHRO07

Middls Name

—
USER >
GUIDES

i

Username Requirements:

Password Requiramants:
Maximum number of rapeated characterst 2 1 Minimum length: & ¢ History rastriction length: 5

All of the folloving

Minimum number of lstters: 4 ; Minimum number of lowercase lattars: 1 ; Minimum number of uppsrcase latters: 1 ; Minimum numbsr of numbsrs: L

User Name = CTHROO7_user

New Passvord

Confirm password

Email Addrass * wftesting@transaxions.co.uk
Last Logged In: 14 February 2013
Number Of Sign Ins: 125

[ocGY ovee




Amending Company Details

To amend any of the company details select My Account and Company Profile
Select the required tab to amend and click on the edit button
After making the changes select OK

The screen below will appear. Please make sure you click on Send for Approval otherwise the changes will not be submitted.

WWE-UK Panda Purchasingl

ou to create, update and remove entites in the WWF business model.

 bide

= [ 360 CREATIVE EVENT SERVICES e

® I CTHRO07 user

m 3 MawUsar

Company Derailz | Supplisr Seeup WEGLE e Users [ TaxRegistation

Finance Contact Information

Please note that some changes go to WWF-UK Finance team for approval, so may not take affect straight away.



New Supplier Registration Process

As a new supplier you will need to register on the portal

Before you register, you will need the email address of the WWF-UK contact that will be your buyer.

Go to www.pandapurchasing.com and click on the Register button belox\/.

ww WWE-UK Panda Purchasing

WELCOME TO THE WWF-UK PANDA PURCHASING SUPPLIER PORTAL WHICH EXISTING USERS:
ALLOWS YOU TO:

Plegse sign in by entering your
accpunt details above

= & Recelve purchase orders and acknowledge them directly with your key contacts
= & Recelve nofifications as soon as orders are available for invoicing

= 0 Send electronic invoices based on what goods and services have been received by the Organisation NEED HELP?
= © View current status of transactions and track your payments so that you know what is on the next

payment run Conflct the Panda Purchasing

helpdesk by emailing:

= & siore and access all your key documents so that you can find them at any time
= & Maintain your account details directly in the system

HOW DCES THE SUPPLIER USER GUIDES
PORTAL BENEFIT WWF AND OUR 0o urce o PLIER ACCOUNT
SUPPLIERS? eceive Purchase Orders o Y

= O Create and submit electronic invoices CORANY's details with your
-UK contact if you are a

new supplier.

= O Easy-to-Use interface in a self-service

e = Q Track your invoices and payments

= ) How to amend details

= (3 Real-time access to purchase-to-pay 0

information
= O |nformation transparency across the

procure-to-pay cycle, from the moment the

purchase order is available to the final

payment
= O |nvoice approval time reduced - all purchase

orders are authorised in advance

rtal.aspx?Culture= efault jeological impact

This will take you to the following screen. Complete the details remembering to enter the WWF contacts email address in the WWF
Designated Contact Email Address/ield.

/A

Company Name * @
Country -9
-1 °
-2
City *
state e
°

PO Box

Postcads

Time Zone = (UTCYDublin, Edinburgh, Lisbon, Londen e
Phone Number *
Registared Company
VAT Regi
Procurament Categoriss
Delivary Lead Time Days @
Economic Classification *
LegalForm = ~-Flease Select-- ve
~-Please Select— v @
~-Please Select-- e

On the next tab enter in the contact details for the user of the system, note that the email address entered will be the username for the
account.
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WWF
PORTAL

WELCOME TO THE WWF-UK PANDA PURCHASING SUPPLIER PORTAL

Company Details

Please enter your user details using the form below then click the Save & Continue button to move to the next screen to enter your accounting details.

* Mandatory fields that must be completed
Title

First Name

Surname *

Phane Number * Ext. L]

Email Addrass (this vill be your
username) * 2]

Confirm Email Address *
Passvord * 2]

Confirm Password

Once you have clicked on Continue on this tab the system will email you your login details.

You will then move on to the Financial details tab for you to enter in your bank details. Please note that Sort Code field should be entered

in one text string and without any dashes or spaces, for example 123456.

WELCOME TO THE WWF-UK PANDA PURCHASING SUPPLIER PORTAL

A new user account has been created for you and details have been emailed to good@email.com
You can now return to this registration at any time by following the steps provided in the email.

Company Datails | | User Datails Confirm &.Submit
Plasse enter your accounting details using the form below then click the Continue button to move to the next screen to confirm all of the details and to submit the form.

s that must be completed

Finance Contact Information
Country * |United Kingdom =] @
Address Line 1 * 2]

Address Line 2

Town *
County ]
Postcode  * 2]
Phone Number = Ext. 2]

* 2]

Remittance Email Address
Confirm Remittance Email Address =

Bank Account

Enter the details of your bank account below:

Bank Name = 2]
Bank Country * |--Please Select-- [«] @
Account Number = (2]
Sort Code  * 2]
Payes Nzme = 2]

Payment

Payment Terms * 30DAYS @

Once completed click on Continue.

11



This takes you to the final tab to Confirm and Submit your details. Check that all of your details are correct, then you must view our Terms
and Conditions before you tick to confirm acceptance of them

Then enter the Captcha phrase in the box at the bottom and click on Submit.

Environmentzl Avareness Level
Supplier Environmentsl Contact Email

User Details

Title

First Name

Surname

Phone Number

Email Address (this will be your username)

Accounting Details
Finance Contact Information

Country
Address Line 1

Address Line 2

Town

County

Bostcode

Phone Number
Remittance Email Address

Bank Account

Bank Name
Bank Country
Account Number
Sort Code

Payee Name

Payment
Paymant Terms

Form Submitting
I confirm sceeptance of these Terms & Conditions

Form Status
Comments

For security reasons, please complete the captcha below:
ey

Type the two wiords:

Thexe

=)
Pl Ce
(] eadl ook

Siomic

No formal | processes but

bfd,lbdm
nvdkinvis
4546546

good@email.com

United Kingdom
bwhjvw;

bkbjibgi

njoh;
454654666  Ext.

good@email.com

biww

United Kingdom
45485784
123456

vnvno

30DAYS

(please tick to confirm your acceptance)
Pending Confirmation
Hone

ly aware

View our Terms & Conditions here

Your registration will go for approval internally at WWF-UK before being registered on the system ready for PO’s to be raised.

12




Internet Browsers

We are aware that there are some issues for users not using Internet Explorer. We have some fixes for other browsers (see below), but if
possible it’s best to use Internet Explorer

Internet Explorer

This browser is fully supported and is the best browser to use with Panda Purchasing

Google Chrome Users

You may need to change your language settings for Panda Purchasing to work fully in Google Chrome.

To change your language settings please follow the instructions below

Click on the Customise and Control Google Chrome button and select Settings from the menu as below.

A Settings

' Suggested Sites |

Chrome

x

C | [ chrome://settings
| Web Slice Gallery [} Free Hotmail (3 Tmported From [ [} NewTab

Settings I

Sign in
Sign in to Google Chrome with your Google Account to save your personalized browser features to the web and
accessthem from Google Chrome on any computer. You'll slso be automatically signed in to your favorite

Google services. Leam more

Signinto Chrome

On startup
® Openthe New Tab page
Continue where  left off

Open a specific page or set of pages. Set pages

Appearance

Get themes

Show Home button

v

Search

Set which search engine i used when searching from the omnibox.

Google v || Manage search engines...
Enable Instant for faster searching (omnibox input may be logged)
Users

Vou are currently the only Google Chrome user.

Add new user || Delete this user || Import bookmarks and settings.

Default browser

The default browser is currently Google Chrome,

Show advanced seftings..

New tab
New window

New incognito window

Bookmarks »
Edit Cut | Copy Paste
Zoom - 100% | +

Save page as..

Find..

Print...

Tools »
History

Downleads

Signinto Chrome...

Settings.

About Google Chrome

Help

Exit

Click on the Show Advanced Settings link.

Click on the Languages and Spell Checker settings button and this should display as below.

Click on Add and select English (United Kingdom) from the drop down list.

Then click on the Display Google Chrome in this language and then click on OK and close Chrome down completely.

13



Languages

Add languages end drag to order them based on your preference,

Languages English (United States)

English (United States) % | Display Google Chrome in this language

Enaieh This language is used for spell checking
Add

@ Enable spell checking

Open Chrome back up again.

Click on the Customise and Control Google Chrome button and select Settings from the menu as below.
Click on the Show Advanced Settings link.

Click on the Languages and Spell Checker settings button.

Click on the X next to English (United States) and English so that English (United Kingdom) goes to the top of the list.

Languages
Add languages and drag to order them based on your preference.
Languages English (United Kingdom)

English (United Kingdam) w | Display Google Chrome in this language

Use this language for spell checking

English
i English

Add

¥ Enable spell checking

OK

Click on OK.

This will now fix the problem and display correctly for all future sessions.

14



Firefox Users

Firefox users may also need to change their language settings for Panda Purchasing to work fully.
To change your language setting in Firefox

Click on the top left Firefox drop down menu and select Options and then options again from the menu as below.

[ fireox - [T m—— [+
Mew Tab ¥ 1 Bookmarks *
[#¥  Start Private Browsing History 7
Edit v Downloads he non-profit Mozilla Foundatior]
Find... 4 Add-ons
Save Page As... Options L Options
il Li Hel 4
Email Link... elp Mont Bat
== Print... L4 e
v Navigation Toolbar
Web Developer 4 Bookmarks Toolbar
Fiill Scicain Add-on Bar  Ctrl+/
Set Up Sync.. Teolbar Layout..
Exit |
Select the Content tab

a

General Tabs Content  Applications  Privacy  Security Sync Advanced

_._I i—
| L
= | s

Block popup windows
I [¥] Load images automatically

Enable Java5cript

Fonts & Colours

Default font: | Times New Roman v] Size: ’15 vJ [ﬂdvanced...]

Languages

Choose your preferred language for displaying pages

——
E\
1
="}
S
I
m
Iz
m
o

and click on Choose next to Languages

15



" Optians

= =1 - T Al
[— | .—| n iz
General Tabs .COn_tEgt Applications  Privacy  Security Sync Advanced
Languages "
Block
: Web pages are sometimes offered in more than one language.
I Load Choose languages for displaying these web pages, in order of
Enabl preference..
Languages in order of preference:
Eonte & A fl English/United States [en-us] Move Up
; English [en]
Defout
Remove
Language ’ Select a language to add... - I Add
Choose yi/|
I
[ [ QK ] [ Cancel ] [ Help ]
E
| [ ok ] [ i ] [ Help ]

— e

Select a language to add English/United Kingdom [en-gb] and click Add
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Web pages are sometimes offered in more than one language.
Choose languages for displaying these web pages, in order of
preference.
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Click on English/United States [en-us] and click Remove
Click OK then click OK again
Then close Firefox and re-open it

This will now fix the problem and display correctly for all future sessions.
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Safari Users

If you use Safari as your default browser we are aware of some display issues and so suggest that you use Internet Explorer if at all
possible if you have a Windows PC, otherwise use Google Chrome or Firefox using the fixes above.

17



