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Audience

Preface

The Agile Product Lifecycle Management for Process Supplier Portal User Guide explains
how Supplier Portal (SP) provides a central location for your company’s supply chain
partners to access specification data, review catalogs of procedural and standards
documents, and manage contact information. It also describes how administrators use
the Supplier Portal Administration (SPA) application to manage Supplier Portal
registrations.

This preface contains these topics:
= Audience

= Variability of Installations

= Documentation Accessibility
= Related Documents

s Conventions

This guide is intended for end users who are responsible for creating and managing
information in Agile PLM for Process. Information about administering the system
resides in the Agile Product Lifecycle Management for Process Administrator User Guide.

Variability of Installations

Descriptions and illustrations of the Agile PLM for Process user interface included in
this manual may not match your installation. The user interface of Agile PLM for
Process applications and the features included can vary greatly depending on such
variables as:

= Which applications your organization has purchased and installed
= Configuration settings that may turn features off or on
= Customization specific to your organization

= Security settings as they apply to the system and your user account

Documentation Accessibility

For information about Oracle's commitment to accessibility, visit the Oracle
Accessibility Program website at
http:/ /www.oracle.com/pls/topic/lookup?ctx=acc&id=docacc.



Access to Oracle Support

Oracle customers have access to electronic support through My Oracle Support. For
information, visit http:/ /www.oracle.com/pls/topic/lookup?ctx=acc&id=info or visit
http:/ /www.oracle.com/pls/topic/lookup?ctx=acc&id=trs if you are hearing
impaired.

Related Documents

vi

For more information, see the following documents in the Agile PLM for Process
Release 6.1.0.2 documentation set:

»  Agile Product Lifecycle Management for Process Administrator User Guide

»  Agile Product Lifecycle Management for Process Global Specification Management User
Guide

»  Agile Product Lifecycle Management for Process eQuestionnaire User Guide
»  Agile Product Lifecycle Management for Process Document Reference Library User Guide

»  Agile Product Lifecycle Management for Process Supply Chain Relationship Management
User Guide

»  Agile Product Lifecycle Management for Process Release Notes. Up-to-date Release
Notes and other documentation are posted on Oracle Technology Network (OTN)
at this location:

http:/ /www.oracle.com/technetwork /documentation/agile-085940.html#plmpro
cess


http://www.oracle.com/technology/documentation
http://www.oracle.com/technology/documentation
http://www.oracle.com/technology/documentation

Conventions

The following text conventions are used in this document:

Convention Meaning

boldface Boldface type indicates graphical user interface elements associated
with an action, or terms defined in text or the glossary.

italic Italic type indicates book titles, emphasis, or placeholder variables for
which you supply particular values.

monospace Monospace type indicates commands within a paragraph, URLs, code
in examples, text that appears on the screen, or text that you enter.

vii
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Introducing Supplier Portal

This chapter presents an overview of Supplier Portal and Supplier Portal
Administration. Topics in this chapter include:

=  Supplier Portal Overview
= Supplier Portal Administration Overview

s Touch Points with Other Applications

Supplier Portal Overview

Supplier Portal (SP) provides a central location for your company’s supply chain
partners to access specification data, review catalogs of procedural and standards
documents, and manage contact information.

Refer to Chapter 2, "Using Supplier Portal" for more information on a supplier’s use of
Supplier Portal.

Supplier Portal Administration Overview

Administrators use the Supplier Portal Administration (SPA) application to manage
Supplier Portal registrations.

Refer to Chapter 3, "Using Supplier Portal Administration" for more information on an
administrator’s use of Supplier Portal Administration.

For general information on using Agile PLM for Process software, see the Agile Product
Lifecycle Management for Process Getting Started Guide.

Touch Points with Other Applications

Supplier Portal and Supplier Portal Administration interface with several other Agile
PLM for Process applications.

Global Specification Management

Suppliers can view specifications created in the Global Specification Management
(GSM) application using Supplier Portal. Refer to "Viewing Specifications" on

page 2-10 and "Supplier Actions" on page 2-14, or for more information, see the Agile
Product Lifecycle Management for Process Global Specification Management User Guide.
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Touch Points with Other Applications

Supply Chain Relationship Management

Suppliers can view sourcing approvals, documents, and contacts for select companies
and facilities using Supplier Portal. Sourcing approvals and contacts for companies
and facilities are set up and maintained using the Supply Chain Relationship
Management (SCRM) application. Refer to "Viewing Supplier and Facility Documents"
on page 2-18 for more information, or see the Agile Product Lifecycle Management for
Process Supply Chain Relationship Management User Guide.

Administrators control what information registrants see in Supplier Portal by
assigning companies and facilities, which are set up in SCRM. Refer to "Assigning
Companies or Facilities to a Supplier Portal User" on page 3-3 for more information.

Document Reference Library

Using Supplier Portal, suppliers can view documents and catalogs of documents
stored in the Document Reference Library (DRL) application for their associated
companies and facilities. Refer to "Viewing Document Reference Library" on page 2-19
for more information, or see the Agile Product Lifecycle Management for Process Document
Reference Library User Guide.

eQuestionnaire

Suppliers can initiate questionnaires from Supplier Portal. Refer to the Agile Product
Lifecycle Management for Process eQuestionnaire User Guide for more information on the
eQuestionnaire (eQ) application.

1-2 Agile Product Lifecycle Management for Process Supplier Portal User Guide



2

Using Supplier Portal

This chapter describes how a company and its suppliers use Supplier Portal. It
includes the following topics:

Overview of Supplier Portal

Accessing Supplier Portal—Registrants

Viewing Specifications

Publishing Specifications

Access Control and Visibility

Supplier Actions

Viewing Supplier and Facility Documents

Viewing Document Reference Library

Displaying Your Company and Facility Contacts to a Supplier

Managing Supplier Contact Information

Overview of Supplier Portal

Supplier Portal provides a central location for your company’s supply chain partners
to access specification data, review catalogs of procedural and standards documents,
and manage contact information. It gives supply chain partners (such as vendors,
suppliers, brokers, and distributors) the ability to:

Obtain information regarding specifications that they have a sourcing relationship
with

Obtain guidance surrounding expectations of deliverables in the form of catalogs
of documents from a managed library

Manage contact data for personnel at their facilities

View selected documentation related to suppliers’ facilities, compliance, contracts,
and specifications

Approve or reject a specification

Initiate questionnaires for specifications

Using Global Specification Management (GSM) and Supply Chain Relationship
Management (SCRM), you can set restrictions that control the information that is
visible to your suppliers.

Using Supplier Portal 2-1



Overview of Supplier Portal

This guide explains the use of:

= Supplier Portal (SP) from a supplier perspective in terms of functionality and
information available. These topics are covered in this chapter, as well as a
supplier requesting and receiving access to the Supplier Portal Web site.

= Supplier Portal Administrator (SPA) from a company perspective (granting access
to Supplier Portal to a supplier). See Chapter 3, "Using Supplier Portal
Administration" for this information.

Supported Specification Types

Supplier Portal supports the following specification types:
= Material

= Product

= Printed packaging

= Packaging material

s Trade

= Equipment

2-2 Agile Product Lifecycle Management for Process Supplier Portal User Guide



Accessing Supplier Portal—Registrants

Accessing Supplier Portal—Registrants

This chapter is written for a company’s suppliers who register

Note:
for and use Supplier Portal.

When the supplier accesses the Supplier Portal site, the Welcome page is displayed, as

shown in Figure 2-1.

Figure 2-1 Welcome page

Welcome

English francais espanol Portugués italiane Deatsch Nederlands polski

A28 o (fil$k) Bahasa Indonesia ‘lug pycokmii PO (SER)

The supplier clicks on the language of preference. If the supplier selects English, the

Login page will be displayed, as shown in Figure 2-2.
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Accessing Supplier Portal—Registrants

Figure 2-2 Login page

By entering this network, you agree to the following terms and conditions:

This network contains confidential, proprietary information of CPI and its subsidiaries {TCPI"). The unauthorized disclosure of this information
could reasonably be expected to cause serious economic damage to CPIL Unauthorized access, disdosure, use (induding improper or ilegal
duplication) or modification of the network may be subject to civil and criminal penalties under applicable federal, state or local law.

Access to the netwaork is limited to authorized individuals. This network is to be used only for the legitimate business purpose of CPI
personnel and vendars, If you are not authorized to have access, do not enter this network, By entering the network, you agree to
maintain its confidentiality and not to disclose or misuse the information contained in the network and you further agree to CPI monitoring
your use of this network.

(1) Notification
User logged out successfully, Please login again to access Supplier Portal

User Hame: | |

Password: | |

1 Agree to these Terms and Conditions

Click HERE if you have not registered with this site

Forgot Your Password?

The supplier logs in using a user name and password. Or, if the supplier has not yet
registered, the supplier clicks the Click HERE if you have not registered with this site
link.

Note: The user name is defined by the system based on the
supplier’s first and last name provided during the registration
process. It is emailed to the user once approval has been granted. The
user name can be changed by the Supplier Portal Administrator.

Clicking the Click HERE if you have not registered with this site displays the first
step in the registration process, the Company Information page, shown in Figure 2-3.
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Accessing Supplier Portal—Registrants

Figure 2-3 Company Information page

Company Name:
Company Web Site:

Street Address 1:

Street Address 2:

City:

State/Province;
Postal Code:

Country:

Phone:

Fax:

fields are required:

The supplier fills in the company information and clicks the next page icon ( ﬂ )-

Company Name
Company Web Site
Street Address 1
City
State/Province
Postal Code
Country

Phone

Fax

=

This is the first page where a supplier fills out company information. The following

The Contact Information page is displayed, as Figure 2—4 shows:

Using Supplier Portal
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Accessing Supplier Portal—Registrants

Figure 2-4 Contact Information page

First Name:

Last Name:

Email:

Street Address 1:

use company address

Street Address 2;

State/Province:

Postal Code:

Country:

Phone:

Fax:

|
|
|
|
|
City: |
|
|
|
|
|

This is the second registration page where a supplier provides contact information.

The following fields are required:
= First Name

s Last Name

s Email
s Street Address 1
[ ] Clty

= State/Province
= Postal Code

= Country

= Phone

s Fax

The supplier fills in the fields and clicks the next page icon (ﬁ,> ) to go forward, or

clicks the previous page icon (

) to update information on prior pages. The

supplier can click the use company address link and the system will populate the
address fields from the previous page. Clicking the next page icon ( ﬁ‘> ) displays the
Username & Password page, shown in Figure 2-5.
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Accessing Supplier Portal—Registrants

Figure 2-5 Username & Password page

User Name: adams
Password: | |

Confirm Password: | |

= =)

This is the third page of the registration process. The User Name field displays the
system defined user name. The supplier enters a password in the Password field, and
confirms it by typing it again in the Confirm Password field.

If the passwords do not match, an error message is displayed as shown in Figure 2-6.

Once a valid user name and password is entered, the supplier can click the previous
page icon (<;= ) to update information on prior pages, or move forward by clicking

the next page icon ( => )-

Figure 2-6 Error message

User Mame: adams

Password: |.““ |

Confirm Password: |...,",". | "

= =)

The input passwords do not match.

The Registration Summary page, shown in Figure 2-7, is the final place for the
supplier to review the information provided before submitting the registration request.
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Accessing Supplier Portal—Registrants

Figure 2-7 Registration Summary page

Please review the information below. Ifitis correct, dick the submit button to submit your application for inclusion in the CPI Vendor Quality Program website,

First Name: S5arzh

Company Name: Global Foods Last Name: Adams
Company Web Site: www.alobalfoods, com Email: sarahadams@globalfoods.com
Street Address 1: 100 Main Street Street Address 1: 100 Main Street
Street Address 2: Suite 100 Street Address 2: Suite 100
City: Dallas City: Dallas
State/Province: TX State/Province: TX
Postal Code: 55555 Postal Code: 55555
Country: LUSA Country: USA
Phone: 555-111-2222 Phone: 555-111-2222
Fax: 555-222-3333 Fax: 555-222-3333

=

When the supplier clicks Submit, the request is sent to the Supplier Portal
Administration (SPA) application. The Thank You confirmation page, shown in
Figure 2-8, is displayed. The Thank You page confirms that the request has been
successfully sent. The supplier now waits for approval from the Supplier Portal
administrator.

Figure 2-8 Thank You page

Thank you for registering with the CPI Vendor Portal Quality Program website, Your application will be reviewed for inclusion, If
accepted, you will be notified electronically.

The administrator accesses Supplier Portal Administration (SPA) and views the
registration request. The administrator can either grant or deny the request from the
supplier. When the administrator approves the request from the supplier, the supplier
will receive an email confirming that the request has been granted. The administrator
will also associate the appropriate companies and facilities to the supplier, as this will
determine the specification and contact information the supplier will see in Supplier
Portal. Refer to Chapter 3, "Using Supplier Portal Administration" for more
information.

When the administrator grants the request from the supplier, the supplier will be sent
an email confirming that the request has been granted.

Once logged into Supplier Portal, the supplier will be able to view those specifications
for which they have sourcing approvals. Several criteria are used to decide which
specifications will be visible to the supplier. These are described in more detail later in
this chapter.

On logging in, the supplier will see the page shown in Figure 2-9. This is the Home
page of Supplier Portal.

2-8 Agile Product Lifecycle Management for Process Supplier Portal User Guide



Accessing Supplier Portal—Registrants

Figure 2-9 Home page

ORACI_E 5 el e - ARC Company

Home: Specifications & Documents Reference Library Cantacts Administration Log Out

bl

Introducing the CPI Vendor Portal
Through the CPI Vendor Portal, you now have direct sccess to CPI Specifications and the CPI Reference Library.

Specifications & Documents
= The Global Specification Management platform within CPI is used to centrally manage all raw material
o and packaging spedfications used within the CPI Yendor Management Program. The specifications
G s M found in this platform have been spedifically designated for your company based on the products and
o P

services you provide,

-
| Sy
DRL
I
|
Contacts

The CPI Contacts page is designed to give you direct access to CPI quality, procurement, and R&D
personnel responsible for the Vendaor Management Program. Contacts found within this site are
arranged regionally, by function.

Administration
The Administration page allows you to add and update your company and facility contacts.

| £

The supplier can perform the following tasks using Supplier Portal:

= View raw material specifications such as material, product, printed packaging,
packaging material, trade, and equipment specifications

= View public documents attached to these specifications

= View related specifications

= View sourcing approvals

= View public documents attached to the sourcing approvals
= Approve specifications by sending an electronic signature

= Submit changes to specifications by creating and sending a supplier-initiated
questionnaire

= View selected documents in the Document Reference Library (DRL)

= View selected documents attached to the supplier

Using Supplier Portal 2-9



Viewing Specifications

m View selected documents attached to facilities

= Manage contact information for companies and facilities that the supplier has been
associated with

You can log out of Supplier Portal by clicking Log Out in the navigation bar. Supplier
Portal displays the login page with a message verifying a successful logout.

Viewing Specifications

The supplier can view specification-related information by clicking Specifications &
Documents from the Home page. The Action Items page only displays if the supplier
has action items. This page contains specifications awaiting approval from the
supplier, as Figure 2-10 shows. The Action Item page only displays specifications
where the sourcing approvals related to the specifications contain the "Supplier
Review’ tag in their WFA template’s step.

Figure 2-10 Action Items tab

Action Items Specification(s) Documents

Group By: | Receiving Faciites % | Order By: | Spec Name A4

Europe Quality Center Results Per Page (20 (W
Spec Hame Source Company  Source Facility = Receiving Facilities | Sourcing Status Supplier Item # | Sourcing Documentation
My Burger ABC Company ABC Facility Europe Quality Center | Pending Supplier Review z

(5079815-002 - Draft)
1

The listing displays the name of the specification in addition to sourcing approval
information.

The Action Items and Specifications tabs include two drop-down lists used to
categorize the specification listing. By default, specifications are sorted by receiving
facility and then ordered by specification name inside each facility grid.

1.  Group By — Select a choice to group the specifications by:
= Source Company
= Source Facility
= Receiving Facilities
= Status

» - No grouping (The supplier would select this to only use the Order By
option)

2. Order By — Select a choice to order the specifications by:
= Spec Name
= Source Company
= Source Facility
= Status

= Supplier Item #

2-10 Agile Product Lifecycle Management for Process Supplier Portal User Guide



Viewing Specifications

The supplier clicks the Refresh button after making selections from the drop-down
lists. Each group is paged. Select the Results Per Page drop-down to control how
many specifications are listed in each grid. The default value is 20.

Select the numbers in the footer of the grid to see the next page of specifications. See

Figure 2-11.

Figure 2-11 Specification(s) tab

Action Ttems | Specification(s) Documents

Group By: | Receiving Fadiites | % | Order By: | Spec Name v

ABC Foods - Atlanta

Select the number of specifications to
view per grid. The default is 20.

T~

Results Per Page | 20 (&

Spec Name

Can - 300 mL - Aluminum
(5083196-001 - Draft Review)

Source Company Source Facility

Pello Grocery Products Co Angus Facility

Angus Facility

Receiving Facilities | Sourcing Status
ABC Foods - Atlanta Draft

Supplier Item #  Sourcing Documentation

Results Per Page | 20 (@

Spec Name Source Company Source Facility

Tomato Paste - Grade A Fancy
(5077420-001 - Approved)

©)]

Pello Grocery Products Co Angus Facility

Empty group data (Receiving Facilities)

Receiving Facilities = Sourcing Status Supplier Item # Sourcing Documentation
Angus Facility Draft 123

Results Per Page |20 |v

Spec Name

014218 - CU (co-pack
(5103582-003 - Draft)
BBQ Beef and Veqetable Dinner - 11 oz | ABC Company
(5077539-004 - Approved)
My Burger

(5079816-002 - Draft)
Salt for Brining
(5077503-001 - Approved)

Swing Door Cooler - LSR-510RDB-CK
{5080152-001 - Requested for Certification)

Source Company Source Facility

ABC Company ABC Company
ABC Company
Pello Grocery Products Co Angus Fadlity
Pello Grocery Products Co Fort Worth Facility

ABC Company ABC Fadility

Receiving Facilities =Sourcing Status = Supplier Item #  Sourcing Documentation
Draft 123

Draft
Draft
Draft

Draft

Each specification is listed with the following key information:

= Spec Name — The specification name

= Source Company — The company sourcing this specification

= Source Facility — The facility sourcing this specification

= Receiving Facilities — The facilities that receive this specification

= Sourcing Status — The status of the sourcing approval (draft, approved, etc.)

= Supplier Item # — The unique material ID assigned by the supplier. The Supplier
Item # is found on the sourcing approval.

= Sourcing Documentation — The field displays attachments associated with a
sourcing approval. It does not include sourcing approval supplier documents.

Using Supplier Portal 2-11



Publishing Specifications

Publishing Specifications

Printing and Viewing a Specification

The supplier can print a specification. From the Action Items tab or the Specifications
tab, the supplier clicks on the Spec Name link to view details about the specification in
the Print dialog box, as Figure 2-12 shows.

Figure 2—12 Print dialog box

Print || Cancel

Select a checkbox to print the
corresponding section

Print Format: ;-Ug. Sletter v |

The specification you have selected includes ong’or more sections. Please indicate the section{s) you wish to print using the checkbox
provided in the "Sections” column, then clic e "Print” option in the upper right-hand corner of this screen. PLEASE NOTE THAT EACH
SECTION MAY CONTAIN ONE OR MORE SUPPQRTING DOCUMENTS AS INDICATED IN THE "Attachments” COLUMN. YOU MAY OPEN/DOWNLOAD
THESE ATTACHMENTS INDIVIDUALLY BY (ATCKING ON EACH FILE NAME.

Specification Type Sec Attachments
Current Specification [[] Temato Paste - Grade A Fancy (5077420-001)
[J 5013711 - Angus Fadlity / Angus Fadility
|:| Mutrient Compaosition
Master Specifications [[] Supporting Documentation picture - 2006+logow.ipg

[[] Rich Text - please read

Information printed from this dialog box reflects the data as it currently exists in GSM.
The supplier can decide to print the details of the specification or details about related
specifications. In the figure above, the primary specification has several related
specifications.

The supplier can also print the shared documents and the associated sourcing
approval attached to the specification. Only the sourcing approval that is tied to the
supplier registrant will be accessible. The sourcing approval print includes:

= Company Name = Sourcing Facility Name w»  Receiving Facilities grid

= Sourcing Type = Supplier Item # = Supplier Signed Info

= Protocol ID s Class = Notes

m  Cross References grid ~ a  All Custom Data = Sourcing Approval
(Extended Attributes Status

and Custom Sections)

Note: Attachments and SDM will not be included in the print out.

The supplier selects one of the following options from the Print Format drop-down
list:

US - letter —Standard U.S. 8x11 inch paper (default)
Europe - A4 — Standard international A4 sized paper

Once the supplier has made selections, clicking Print generates a document with the
selected information from the Print dialog box. The supplier can then print the file as
needed.
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Access Control and Visibility

Access Control and Visibility

The visibility and access control of information in the Supplier Portal is managed at
several levels.

Controlling Access

As described earlier in this chapter, a registrant must have an approved user name and
a password to access Supplier Portal. In addition, the registrant can only see
information about companies or facilities that he or she has been associated with by
the Supplier Portal administrator. The registrant can not access information related to
other partners and suppliers.

Controlling Visibility

Users working in Global Specification Management (GSM) and Supply Chain
Relationship Management (SCRM) have the ability to control the information that the
approved registrant can view in Supplier Portal. For GSM specifications to be visible
to the supplier, the following criteria have to be met:

»  The GSM specification must be in a workflow step on which the Tag is set to
"Publish to Supplier Portal" and

s The sourcing approval for that specification must be in a workflow step on which
the Tag is set to “Publish to Supplier Portal”

If either of the two conditions is not true, the specification will not be visible on the
Supplier Portal.

For more information on workflow steps, refer to the Agile Product Lifecycle
Management for Process Administrator User Guide.

The following objects’ visibility can be controlled through tags set in GSM:
= Attachments

= %Breakdowns

»  Shelf Life

»  Custom Sections

»  Extended Attributes

See the Agile Product Lifecycle Management for Process Global Specification Management
User Guide for more details.

Note: The material specification’s substitutes grid is not available to
the supplier.

Supplier company contacts and facility contacts will be visible in Supplier Portal only
if the Publish to Supplier Portal field is selected in SCRM. Documents attached to
supplier company and facility will be visible in Supplier Portal only if the Publish to
Supplier Portal field is selected in SCRM. See the Agile Product Lifecycle Management for
Process Supply Chain Relationship Management User Guide for more details.
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Notifying the Supplier
The supplier can be notified when the specification is published to the Supplier Portal.
When the tag of "Send Notification to Sourcing Supplier” is added to the sourcing
approval’s WFA step, an email will be sent to the supplier when the sourcing approval
transitions. See the WFA chapter of the Agile Product Lifecycle Management for Process
Administrator User Guide for more information.

Supplier Actions

Suppliers can use Supplier Portal to approve specifications and initiate changes to a
specification.

Approving Specifications
Suppliers can view the specification by clicking the hyperlinked Spec Name field, as
described in "Printing and Viewing a Specification" on page 2-12. Suppliers can take
action on a specification, providing an electronic signature, by clicking the supplier
actions icon ( [4] ). The Suppliers Action dialog box displays, as Figure 2-13 shows.

Figure 2-13 Supplier Actions dialog box

Supplier Actions Cancel

Submit Changes
Provide your changes to the specification.

Approve/Reject
Approve or reject the specification,

Suppliers can approve or reject a specification by selecting the Approve/Reject link.
When the Approve/Reject link is selected, the Supplier Actions dialog box closes and
the Specification Approval dialog box displays, as Figure 2-14 shows.
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Figure 2-14 Specification Approval dialog box

Specification Approval Cancel

Approve/Reject

=)

Approve b

Your comments:

The supplier enters any comments related to the approval or rejection of the
specification in the Your Comments field (required), and then chooses from the options
in the drop-down field. These options may vary based on your configuration. A
simple example would be the following options:

Approve — Approves the specification

Reject — Rejects the specification

Note: The name of these options are based on the WFA template step
names that contain the tags ‘supplier approved’ and ‘supplier
rejected.” Refer to the Agile Product Lifecycle Management for Process
Administrator User Guide for more information.

The supplier clicks the move step forward icon ( E>) to submit the approval or
rejection. The specification no longer appears in the Action Items list. Based on the
supplier action, the associated sourcing approval will be advanced in its workflow to
the specified approved/rejected status. The supplier’s comments and action will be
captured on the sourcing approval’s audit trail tab. If the supplier approved the
specification, the sourcing approval’s Supplier Signed Spec field will be checked and
dated, and comments will be captured.
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Sourcing Approval Owner Notification

When the supplier submits accept/reject, the owners of the sourcing approval will be
notified by email informing them of the supplier’s actions. (If the owner is a group
then all users of that group will be emailed.) The email is configurable and includes
the following variables:

. <Approver First . <Approver Last Name> = <Approved/Rejected
Name> Action>

. <specification . <specification . <Specification Name>
Number> version number>

] <cross reference ] <Date Stamp> ] < Time Stamp>
system
name-equivalent
number>

s <approver comments>

Note: Emails are not sent until a workflow transition occurs.

Sample Email A sample email follows:

SUBJECT :

<Approved/Rejected Action>: <Specification
Name> (<specification Number>-<gspecification version
number>, <cross reference system name-equivalent number>)

MESSAGE:

<Approver Supplier First Name><Approver Last Name>
<Approved/Rejected> the specification <Specification
Name> (<specification Number>-<gspecification version
number>, <cross reference system name-equivalent number>)
on <Date Stamp> at <Time Stamp>. They included the
following comments:

<comments>
Sample:

REJECTED: Chicken Nuggets (50001232-001, SAP -
1254516-02341, ORC - 00034503.)

John Supplier rejected the specification Chicken Nuggets
(50001232-001, SAP - 1254516-02341, ORC - 00034503.) an May
5, 2008 at 3:42pm. They included the following comments:

The peanut allergen is missing from the specification.

Access Control and Visibility
For the supplier to provide an electronic signature, the following conditions must be
met:

= The sourcing approval must be in a status with the "Supplier Review" tag. The
sourcing approval workflow template must contain the appropriate supplier
approved and supplier rejected tagged statuses.

= Registrants receiving the email that the specification is ready for review must have
a valid email address.
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= The specification and sourcing approval status must contain the "Publish to
Supplier Portal" tag.

For more information on workflow templates, refer to the "Using WFA to Manage
SCRM Workflows" chapter in the Agile Product Lifecycle Management for Process
Administrator User Guide.

Initiating a Questionnaire for a Specification

From the Action Items and/or Specifications tab(s), the supplier can initiate a
questionnaire for the associated specification. The supplier clicks on the supplier
action icon ( [#1). In the Supplier Actions dialog box, shown in Figure 2-13, on
page 2-14, the supplier clicks on Submit Changes.

When the Submit Changes button is selected, a new questionnaire is created, and the
eQuestionnaire Welcome page is displayed. The supplier can now login to eQ and fill
out the questionnaire. For more information, refer to the Agile Product Lifecycle
Management for Process eQuestionnaire User Guide. At the same time, an email is sent to
the supplier who initiated the questionnaire. This content of this email is configurable.
This email contains a link to the questionnaire just created.

For more information, on questionnaires, refer to the Agile Product Lifecycle
Management for Process eQuestionnaire User Guide. Refer to the Agile Product Lifecycle
Management for Process Supply Chain Relationship Management User Guide for more
information on sourcing approvals.

Access Control and Visibility
For the supplier to initiate a questionnaire, the following conditions must be met:

s The eQuestionnaire (eQ) application is installed.
= Supplier-initiated questionnaires must be configured on.

= The specification and sourcing approval status must contain the "Publish to
Supplier Portal" tag.

= AneQ template needs to be created for each specification type.

s The "Supplier can initiate Edits" field is checked on the sourcing approval, as
Figure 2-15 shows.

Figure 2-15 SCRM, sourcing approval

v| Supplier Initiated Questionnaire
Supplier can initiate Edits:

Questionnaire Owner: ¥ | Brian Bell #~
Additional Administrators: 3 |4nouk Lange #~
Due Date:

10 | days after initiated

Documentation Due Date: 10 | days after initiated

R 5| days before due date

Refer to the Agile Product Lifecycle Management for Process eQuestionnaire User Guide for
more information.
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Viewing Supplier and Facility Documents

The Documents tab lists all the shared supplier documents and attachments that are
included on company and facility profiles. Documents must be marked as "Publish to

Supplier Portal" in SCRM to be displayed.

Figure 2-16 shows documents attached to the supplier company and facilities.

Figure 2-16 Specifications & Documents page, Documents tab

Action Items | Specification(s) Documents

Company Documents e Company name

-2 Bellingham
=4 Pello Grocery Pr s Co
[=)-E3) ABC Company

-5 A New Type 11/30 -

/ Supplier document type and description

i) Company Policies and Procedures - Policies and Procedures. txt

Facility Documents \

-5 Audit -

~N

(=g ABC Fadility Supplier document attachment
----- 3 Archer Daniels Midland Carn SW

[+]-_F Angus Fadility
----- 3 Belingham

Figure 2-16 above shows the hierarchy of how the documents are stored. The Supplier
Document Type feature works much like a folder in that it holds related files in one
spot. You can click the expand node icon ([2l) to expand the listing, or "open" the
folder. Files can be attached independently to a company or facility (as attachments) or
can be included in a supplier document. The dashed lines show where the documents

are attached. Click any linked file name to open the file.
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Viewing Document Reference Library

This page shows Document Reference Library (DRL) catalogs and documents
available to the supplier. This visibility is set up in SCRM under the DRL Catalog tab
on the company profile. The catalogs and documents are set up in DRL. The supplier
has access to documents attached in DRL if:

= The document belongs to a document catalog that is associated with the supplier’s
company, and

s The document is marked "Publish to Supplier Portal" in the DRL application

The supplier can view the DRL catalogs and the documents in the catalog by clicking
the Reference Library link. Figure 2-17 displays the Reference Library page.

Figure 2-17 Reference Library page

=] Supplier Portal
Corporate
Divisions

4] North America
& ABC

A DRL document can have one or more files called attachments. Clicking the DRL
document name will display the DRL document’s identifying information and all of its
attachments, as shown in Figure 2-18.

Figure 2-18 DRL document detail

Document Name: Mew Grounds
Document Number: 0000744001

Attachments
Title File Name File Size
ppt 2007-Jan-CustomerRoadmap-Draft-v 7. ppt 353520k
valley valley.jpa 396505k

The supplier can click on an individual attachment to view or print it.

Refer to the Agile Product Lifecycle Management for Process Document Reference Library
User Guide for more details on DRL. Refer to the Agile Product Lifecycle Management for
Process Supply Chain Relationship Management User Guide for more details on SCRM.
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Displaying Your Company and Facility Contacts to a Supplier

Clicking the Contacts link from the Home page displays the Contacts page shown in
Figure 2-19. This page displays all facilities tied to a business unit.

Note: The Contact link displays on the Home page only if it is
configured on. For more information on this feature, refer to the
BUFacilitySearchPattern configuration key described in the
Agile Product Lifecycle Management for Process Configuration Guide.

Select a business unit from the drop-down list and click Search. All facilities within
that business unit are displayed.

Figure 2-19 Contacts page

Search Criteria

CPI Facilities - Morth America |+ Search

Facility # Facility Hame Company Name City State/Province @ Country
5011701 ABC Foods - Atlanta ABC Foods Atlanta GA UsSA
5012313 ABC Company ABC Company Dallas Florida LUsA
5011205 ABC Facility ABC Pizza Company Dallas L) SA
5010719 Angus Facility Pello Grocery Products Co Usa

Select a facility from the Facility Name column. Supplier Portal displays the Facility
Information dialog box shown in Figure 2-20.
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Figure 2-20 Facility Information dialog box

Facility Information

Facility Information

Company Name: ABC Company
Facility #: 5012313
Facility Name: ABC Company
Street Address 1: 123 Main
Street Address 2:
City: Dallas
State/Province: Florida
Postal Code: 75555
Country: LSA
Website:

Facility Contacts

Contact Name Category Phone Fax @ Email
John Jacobs Business Contact, R&D, Order, eQ, Plant QA, Corporate QA i 1] test@abcfoods.com

Company Contacts

Contact Name Category Phone Fax Email
Tom Johnson Business Contact T tom@abcfoods.com
Bob Newhart Contact Category, Sales/Service, Corporate QA L) -FIX bob.newhart@abcfoods.com

This page displays contact information for the facility as defined in SCRM. Click the
linked company name to display the Company Information dialog box shown in
Figure 2-21.

Figure 2-21 Company Information dialog box

Company Information

Company #: 5011204
Company Name: ABC Company
Street Address 1: 123 Main
Street Address 2:
City: Dallas
State/Province: Texas
Postal Code: 75555
Country: LSA
Website:

Contacts for the facility and the facility’s parent company are displayed in the Facility
Contacts and Company Contacts sections. Click on any contact name to view contact
information in the Contact Information dialog box, shown in Figure 2-22.

Note: Contacts have to be flagged as “Publish to Supplier Portal” in
SCRM to be listed here.
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Figure 2-22 Contact Information dialog box

Contact Information

First Name: Tom
Last Name: Johnson
Category: Business Contact
Job Title: CEO
Phone: 972-555-9875
Mobile/Pager: 272-555-3333
Faoc
Email: tom@Zabcfoods.com
Street Address 1: 123 Main
Street Address 2:
City: Dallas
State/Province: Tewxas
Postal Code: 75555
Country: LSA
Emergency Contact:
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Managing Supplier Contact Information

Supplier contact information can be shared from the Supply Chain Relationship
Management (SCRM) application. If the contact information is shared, the supplier can
view and manage that information from Supplier Portal.

The manage contact feature enables suppliers to manage their contact information and
keep it accurate on an ongoing basis.

Clicking the Administration link displays the Administration page shown in
Figure 2-23.

Note: The Administration link displays only if the contact has at
least one associated supplier. This association is made in Supplier
Portal Administration (SPA).

Figure 2-23 Administration page, Manage Your Contact Information

Manage Your Contact Information

[+]-£5 Bellingham
=)= Pello Grocery Products Co

----- " Fort Worth Facility
. Mitton Facility

----- @ Lousville Fadility

----- {3 Petersburgh Fadility
.. Hatford Facility
. Mills Facity

----- {3 Montecello Fadility
----- {" 3 Brassford Fadility
----- {3 Peedmont Fadility

- "3 Angus Fadility

In SCRM, contacts can be assigned at both the company and facility level. The supplier
sees all the companies and facilities he or she has been assigned to. This page lists all
of the contacts that are set to be published to the supplier. The contacts are listed by
company and further filtered by facility.

The supplier selects the company name to see the company contacts located on the
company profile, or selects the facility name to see the facility contacts located on the
facility profile.

Refer to Chapter 3, "Using Supplier Portal Administration" for more information on
how an administrator associates a supplier to a contact. The supplier can click on
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either a supplier’s company or a facility name to view the associated contacts.
Figure 2-24 shows the summary page for the selected company or facility.

Figure 2-24 Summary page for selected company or facility

Done

Company / Facility Info

Name: Archer Daniels Midland Corn SW Postal Address:
Street Address 1: F.0. Box 1470
Street Address 2: City:
City: Decatur State/Province:
StatefProvince: IL Postal Code:
Postal Code: 92525 Country:
Country: USA
Website:
Phone:
Fax:
Contacts
Name Title Category Fhone HMobile/Pager | Email
Sarah Smith =¥ e e g - 4

1

Add New

The supplier has several options for managing contacts:
s Clicking the name link displays the details about the supplier contact.
»  Clicking the delete icon (#) deletes the contact.

» Clicking Add New displays the Contact Information page, shown in Figure 2-25.
The supplier creates a new contact using this page.

s Clicking the Done button saves changes made to the contact.

Note: When a new contact is added to Supplier Portal, the contact is
added to the corresponding company or facility in SCRM.

The Contact Information dialog box provides contact details, as shown in Figure 2-25.
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Figure 2-25 Contact Information page with contact information populated automatically

Save || Save & Close |: Cancel |

Edit User Profile !

Contact Information

First Name: |Jan |

Last Name: |Smiﬂ1 |

Contact Cateqory: |coporate QA, Plant QA, RED

Job Title: |QA Director |

Phone: [555.111-3333 |

Mobile/Pager: | 555-277_4444 |

Fax: |555.222-5555 |

Email: |Jsmiﬂ1@pierceﬁ:ads.cam L .
Click here to display
Street Address: |17313 Avenue A « Import - available addresses
| |
aty: | withita |
State/Province: |cp -l
Postal Code: (53577 |
Countries: !LUS,-_‘ |
Emergency Contact:
Emergency Phone: | 555-444-72377

Additional Notes

Description:

Jan's the new manager

The address of the contact can be imported from other addresses stored in the system.
Clicking the Import link displays the dialog box shown in Figure 2-26. The dialog box
displays addresses that are associated with this supplier. The supplier can click one of
the addresses to use that address.

Figure 2-26 Contact addresses

« Import

Fort Worth Facility
Fort Worth , TX USA

Pello Grocery Products Co
12313 Avenue A
Withita , CA 93627

UsSaA
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3

Using Supplier Portal Administration

This chapter describes how an administrator uses Supplier Portal Administration. It
includes the following topics:

Accessing Supplier Portal Administration
Processing New Registration Requests
Managing Approved Registrations
Managing Rejected Registrations

Managing Deactivated Registrations

Accessing Supplier Portal Administration

Note: This chapter is written for company administrators who use
Supplier Portal Administration (SPA) to manage suppliers who
register for and use Supplier Portal.

Company administrators use the Supplier Portal Administration (SPA) application to
control access to Supplier Portal. The SPA menu choices represent administrative tasks
associated with Supplier Portal registrations, as Figure 3-1 shows:

Figure 3—-1 Menu choices

RPT "

Reporting

SPA " Mew Reqistrations
Supplier Portal Approved Registrations
CSS Rejected Registrations
Content »  Deactivated Registrations
synchronization and

Syndication

The following menu choices are available:

New Registrations — Use this option to manage requests from users wanting to
access Supplier Portal for the first time.

Approved Registrations — Use this option to manage all approved users.
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= Rejected Registrations — Use this option to manage all users who were not
approved.

s Deactivated Registrations — Use this option to manage users who were once
approved and are now deactivated.

Processing New Registration Requests

When a supplier requests access to Supplier Portal, a new registration request is
created in SPA. The New Registrations page lists registrants waiting for approval, as
shown in Figure 3-2.

Figure 3-2 New Registrations page

New Registrations

Results Per Page: | 10 v

Name Company Login Registered

Adams, Sarah Global Foods sadams 5/31/2011 10:45:00 AM
Smith, Sam XYZ ssmith 2/31/2010 4:06:45 PM
Clark, Madge miclark 5/13/2009 12:33:02 PM

Supplier Representative Editor Page

Clicking the hypertext name link located in the gray shaded area displays the
registration request on the Supplier Portal Registrant page, as shown in Figure 3-3.
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Figure 3-3 Supplier Portal Registrant page

Joseph Foodscientist (ABC, Inc.) New

Supplier Portal Registrant

Company Information Contact Information Status/Actions

+| Company Information
Company Name: AEC, Inc.
Website: abc.com
Street Address 1: 123 Elm Street
Street Address 2:
City: San Francisco
State/Prowvince: CA
Postal Code: 94212
Country: LSA

Phone: 555-222-3333
Fax: 555-123-4321

v | Associated Companies
Company & Company Name
5010731 ABC Food Ingredients Co.
~| Associated Facilities
Facility # Facility Name Company Hame
5011701 ABC Foods - Atlanta ABC Foods

The administrator uses the three tabs on this page to review and approve the
registrant.

Company Information Tab

The Company Information tab displays all the company information that the
registrant supplied. The administrator can use this page to update the company
information if necessary. Note that the new registrant is not yet associated with any
company or facility in SCRM.

Associated Companies and Associated Facilities are key fields. The administrator uses
these fields to tie a supplier to companies or facilities. Doing so affects what data the
supplier will see inside Supplier Portal.

Click Edit to open the page in edit mode.

Assigning Companies or Facilities to a Supplier Portal User

For a registrant to be able to view specifications and contact information in Supplier
Portal, he must be associated with one or more companies or facilities. The Associated
Companies section contains a table with associated companies; the Associated
Facilities section contains a table with associated facilities.
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The administrator clicks Add New under either table to assign a company or facility to
the registrant. This action displays the standard search page. The administrator selects
one or more companies or facilities, then clicks Done.

Note: If a facility is assigned to a registrant, only the specifications,
documents and contacts for that facility will be available for viewing.
If a company is assigned to the registrant, data for all facilities
belonging to that company will be available for viewing.

Added companies and facilities are displayed in the Associated Companies and
Associated Facilities sections, as shown in Figure 3—4.

Figure 3—4 Company Information tab with associated company and facility

Joseph Foodscientist (ABC, Inc.) New

Supplier Portal Registrant

Cnmpinylnfummﬁml Contact Information Status/Actions

v| Company Information

Company Name: | ABC, Tnc.

Website: | T

Street Address 1: | 123 Elm Strest

City: | San Francisco

State/Province: | CA

|
|
|
Street Address 2: | |
|
|
Postal Code: |

| 94212

Country: -~

Usa [=

Phone: | ccs 537.3333 |

Fax: | 5551234301 |

| Associated Companies
Company & Company Name
5010731 ABC Food Ingredients Co. | 3§

| Add New

~| Associated Facilities
Facility Facility Name Company Name
5011701 | ABC Foods - Atlanta | ABC Foods ;t

| Add New
Clicking the delete icon (#) removes the associated company or facility.
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Contact Information Tab

The Contact Information tab, shown in Figure 3-5, displays the contact information
that the registrant has provided.

Figure 3-5 Contact tab with registrant information in edit mode

Joseph Foodscientist (ABC, Inc.) New

Supplier Portal Registrant

Company Information = Contact Information Status/Actions

+| Contact Information
Contact Search Enabled:

First Name: | Joseph

Last Name: | Foodscientist

User Name: | foodscientist

Email: | joefoods @abcfoods, com

Street Address 2: |

Gity: | San Francisco

State/Province: | CA

|
|
|
|
Street Address 1: | 123 Elm Street |
|
|
|
|

Postal Code: | 947313

Country: -~

USA [+

PROBES: | 5552023233 |
|

Faxc | 5551234321

The user name is automatically generated by the system. The administrator can
change the user name if needed.

Status/Actions Tab

The Status/ Actions tab, shown in Figure 3-6, displays the current status of the
registrant. This tab has three sections:

= Next Action — Shows the actions possible on this user at this time. The
administrator can either approve or reject a new request by clicking the
appropriate button. The system sends an email if the registrant is approved.

s Current Status — Displays the time stamp when the request was made and the
status of the user request.

»  Event History — Displays events that have been performed.
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Figure 3-6 Status/Actions tab

Joseph Foodscientist (ABC, Inc.) New

Supplier Portal Registrant
Company Information Contact Information | Status/Actions

~| Next Action

Approve |This action will approve the submitted application and enable the user to log into the Vendor Portal

Reject |This action will reject the submitted application and not allow the user to log into the Yendor Portal

~ | Current Status
Registration Date: 12/17/2007 427 PM
Current Status: MNew

+| Event History

Event User Time
Added Company - ABC Food Ingredients Co, | Sarah Adams 228/20119:43 AM
Added Fadility - ABC Foods - Atlanta Sarah Adams 2282011 9:43 aM

If the administrator clicks Approve, the current status will change to "Approved" and
an event will be added to Event History. On approval, an email will be sent to the
registrant, informing him that his account is now active.

At this point, the registration request will no longer be visible on the New
Registrations page.

If the administrator clicks Reject, the current status will change to "Rejected" and an
event will be added to Event History.

At this point, the registration request will no longer be visible on the New
Registrations page and will be visible on the Rejected Registrations page.

The administrator must click Save or Save & Close for the changes to take effect.
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Managing Approved Registrations

The Approved Registrations page displays all of the registrants that have been
approved to access Supplier Portal, as Figure 37 shows.

Figure 3—-7 Approved Registrations page

Approved Registrations

Results Per Page: |10 %

Name Company Login Approved
Smith, Mike ABC Foods smith 5172007 3:32;35 PM

To obtain more information about the registrant, the administrator can click on the first
and last name link on the Approved Registrations page. The Supplier Portal Registrant
page displays, as described beginning on page 3-2. The administrator clicks Edit to
edit information on this page. Figure 3-8 shows the page in edit mode.

Figure 3-8 Supplier Portal Registrant page, Status/Actions tab in edit mode

Georgia Peach (KPJ Georgia Peanut Company) Appl.oved

Supplier Portal Registrant
Company Information = Contact Information | Status/Actions

+ | Next Action

e — This action will deactivate the registered user and disable them from logging into the Vendor Portal

w | Current Status
Registration Date: 2/6/2008 1:5% PM
Current Status: Approved

w | Ewent History

Event User Time

Added Company - ABC Company Sarah Adams 2/6/2008 2:04PM
Added Fadility - Archer Daniels Midland Corn SW | Sarah Adams 2fa/2008 2:05 PM
Approved Sarah Adams 2/6/2008 2:06 PM

To deactivate a registrant, the administrator clicks Deactivate on the Status/Actions
tab, then Save. A deactivated user can no longer access Supplier Portal and will not be
visible on the Approved Registrations page. The registrant will be visible on the
Deactivated Registrations page.
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Managing Rejected Registrations

The Rejected Registrations page displays all of the registrants who have been rejected
access to Supplier Portal, as Figure 3-9 shows:

Figure 3-9 Rejected Registrations page

Rejected Registrations

Results Per Page: ;_1':' |

Name Company Login Rejected
Jones, Trey ABC Manufacturing tjones 4/23f2003 2:20:29 AM

The administrator clicks on the first and last name link to view more information
about the registrant. The Supplier Portal Registrant page displays, as described
beginning on page 3-2. The administrator clicks Edit to edit information on this page,
as shown in Figure 3-10:

Figure 3-10 Supplier Portal Registrant page, Status/Actions tab in edit mode

Sam Smith (xvz) Rejected

Supplier Portal Registrant
Company Information Contact Information Status/Actions

~| Next Action

Approve This action will approve the submitted application and enable the user to log into the Vendor Portal

w| Current Status
Registration Date; 3/31/2010 4:06 FM
Current Status: FRejected

+| Event History

Event User Time
Rejected Sarah Adams 2{28/2011 10:30 AM

To activate the rejected registrant, the administrator clicks Approve on the
Status/Actions tab, and then Save. Once approved, the registrant will be able to access
the Supplier Portal site. The registrant will no longer be visible on the Rejected
Registrations page and will be visible on the Approved Registrations page.
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Managing Deactivated Registrations

The Deactivated Registrations page displays all of the registrants that have been
deactivated. Deactivated registrants are users that do not have access to Supplier
Portal. Deactivated registrants were active users at one time. Figure 3-11 shows the

Deactivated Registrations page.

Figure 3—11 Deactivated Registrations page

Deactivated Registrations

Results Per Page: |

Name Company Login Deactivated
Drange, Jerry LBK. Oranges arange 4/23/2003 2:33:05 AM

The administrator clicks on first and last name link to obtain more information about
the registrant. The Supplier Portal Registrant page displays, as described beginning on
page 3-2. The administrator clicks Edit to edit information on these tabs, as shown in

Figure 3-12.

Figure 3—12 Supplier Portal Registrant page, Status/Actions tab in edit mode

Mike Smith (ABC Foods) Deactivated

[.h Supplier Portal Registrant
Company Information Contact Information Status/Actions

~| Next Action

it it This action will reactivate the registered user and enable them to log into the Yendor Portal

+| Current Status
Registration Date: 5/17/2007 3:22 PM
Current Status: Deactivated

+| Ewent History

Event User Time

Approved Sarah Adams 5/17/2007 3:32PM
Added Company - ABC Foods Sarah Adams 5/17/2007 9:23 PM
Deactivated Sarah Adams 9132007 10:26 AM

To activate the user, the administrator clicks Reactivate on the Status/Actions tab, then
Save. Once reactivated, a user will be able to access the Supplier Portal site. The user
will no longer be visible on the Deactivated Registrations page and will be visible on
the Approved Registrations page.
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