Oracle® Agile Product Lifecycle Management for
Process

Supplier Portal User Guide
Release 6.2
E48716-01

April 2015

ORACLE



Oracle Agile Product Lifecycle Management for Process Supplier Portal User Guide, Release 6.2
E48716-01
Copyright © 2015, Oracle and/or its affiliates. All rights reserved.

This software and related documentation are provided under a license agreement containing restrictions on
use and disclosure and are protected by intellectual property laws. Except as expressly permitted in your
license agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify, license,
transmit, distribute, exhibit, perform, publish, or display any part, in any form, or by any means. Reverse
engineering, disassembly, or decompilation of this software, unless required by law for interoperability, is
prohibited.

The information contained herein is subject to change without notice and is not warranted to be error-free. If
you find any errors, please report them to us in writing.

If this is software or related documentation that is delivered to the U.S. Government or anyone licensing it
on behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT END USERS: Oracle programs, including any operating system, integrated software,
any programs installed on the hardware, and/or documentation, delivered to U.S. Government end users
are "commercial computer software" pursuant to the applicable Federal Acquisition Regulation and
agency-specific supplemental regulations. As such, use, duplication, disclosure, modification, and
adaptation of the programs, including any operating system, integrated software, any programs installed on
the hardware, and/or documentation, shall be subject to license terms and license restrictions applicable to
the programs. No other rights are granted to the U.S. Government.

This software or hardware is developed for general use in a variety of information management
applications. It is not developed or intended for use in any inherently dangerous applications, including
applications that may create a risk of personal injury. If you use this software or hardware in dangerous
applications, then you shall be responsible to take all appropriate fail-safe, backup, redundancy, and other
measures to ensure its safe use. Oracle Corporation and its affiliates disclaim any liability for any damages
caused by use of this software or hardware in dangerous applications.

Oracle and Java are registered trademarks of Oracle and/or its affiliates. Other names may be trademarks of
their respective owners.

Intel and Intel Xeon are trademarks or registered trademarks of Intel Corporation. All SPARC trademarks
are used under license and are trademarks or registered trademarks of SPARC International, Inc. AMD,
Opteron, the AMD logo, and the AMD Opteron logo are trademarks or registered trademarks of Advanced
Micro Devices. UNIX is a registered trademark of The Open Group.

This software or hardware and documentation may provide access to or information on content, products,
and services from third parties. Oracle Corporation and its affiliates are not responsible for and expressly
disclaim all warranties of any kind with respect to third-party content, products, and services. Oracle
Corporation and its affiliates will not be responsible for any loss, costs, or damages incurred due to your
access to or use of third-party content, products, or services.



Contents

PPEIACE ...ttt v
AUAIEIICE ...ttt ettt et ettt ta e beeae e beesbesbeesseebeesbabeessesbeesbesseesbesaesbeeseenseereenaesreenseares v
Variability of INStallations...........cccciiiiiiiiiiiiice e v
Documentation ACCESSIDILILY .......ccccuiuiiiiiiiiiiiiiiiiiccccc e vi
Software Availability ... s Vi
Related DOCUIMENES ........oovieiiiiieiecieceecteete ettt ettt ettt et e teeaeereetesaeesbeetsebeessensesssesbesssenseeseensesrsensessnan Vi
CONVEINTIONS ..e.vvenvieeieiieierieetesttetesteetesseetesseessesseassesseessassaessesseessesseessesseessesssensessessessesssensesssensesnsensenssesses Vi

1 Introducing Supplier Portal

Supplier Portal OVerVIEW ..........ccooioiiiiiiirieircee ettt 1-1
Touch Points with Other Applications.............cccocovviiiiiiiiii 1-2
Global Specification Management...........c.cccovviviririiiniiinininininncr e 1-2
Supply Chain Relationship Management ...........c.cccccoeceiiiiiiiiiicieeeeeeeeieeeeeeeenas 1-2
Document Reference Library ... 1-2
EQUESHIONIAITE ...eevvieiiieiieiieeie et et et e ee et e et e e beestbe e be e beessbeeseessseessessseesseesssassseesssenssensenans 1-2
Product Quality Management.........c.ccceiiuiiiiiiiiiiicceieieeeeieeeeee e 1-3

2 Accessing Supplier Portal

Accessing Supplier Portal—Registrants ... 2-1
Self-REGISLOIING .......ovtiiiecii e 2-1
Assigning a SUpplier Manager ...........cccoovviiiiiiiiiiininiiiss s 2-8

3 Working with Specifications and Documents

Supported Specification TYPes...........ccccciiiiiiiiiiiiii s 3-1
Viewing Specifications..............ccccooviiiiiiiiiiii 3-1
Publishing Specifications...............ccocoooiiiiii 3-4
Printing and Viewing a Specification..............ccciiiiiiiiiiiiiiiicccecee 3-4
Default Print SEttNES ......ovviviviiiieiiiiiiiiciciccc 3-4
Printing Specifications............cccoiiiiiiiiiiiiii s 3-5

Access Control and VISibility ..........ccccooiiiiiiiiiniiiieccceee e 3-5
CONELOLING ACCESS ...ttt 3-5
Controlling VISIDILItY ..o 3-5
Notifying the SUPPLET.......ccccoiiiiiiiii s 3-6
SUPPLIET ACHIONS ... s 3-6
ApPProving SPecifications...........cccvviiiiiiiiiiiiiiii s 3-6



Sourcing Approval OWNer VIEW ..ot 3-7

Sourcing Approval Owner Notification ... 3-8

Sample EMail......ccccooiiiiiiiceeeee e 3-8

Access Control and Visibility .........cooiiiii 3-8
Initiating a Questionnaire for a Specification..........cccouoiiiiiii 3-9
Access Control and Visibility ........cccccccciiiiiiiiiicccere e 3-9
Viewing Supplier and Facility Documents................cccccocovniiniiiiiiis 3-10

4 Quality Management

OVEIVIBW ...t 4-1
Visibility and ACCESS .........ccccovviiiiiiiiiiiiiiiiii s 4-1

5 eQuestionnaires

OVIVIBW ...ttt ettt b et a et a e e 5-1
VIGWING €QOS ... 5-1
Reassigning the eQ ... s 5-3
Editing @QS ..o s 5-4

6 Managing Contacts

Controlling Access in Supplier Portal...............cccccoiiiiiiiii 6-1
Displaying Your Company and Facility Contacts to a Supplier ............ccccooviiiniiiiinn 6-1
CONtACES PaGE....cviviiiiiiiciii s 6-1
CONtACES PAGE ......oovei e 6-4
Contact INformation SECHON..........coiviiiiiiviiiiicc s 6-5
Associated COomMpPanies SECHOM ..ot 6-5
Associated Facilities SECtiON..........ccccovvviiiiiiiiiiiiiiiii 6-5
Contact Address SECHOM .........couiiiiiiiiiiiiei s 6-5
Additional NOtes SECHON.........cooiiuiiiiiiiiiiic s 6-5
Requesting Access for a Contact ...........cooooiiii 6-6
Deactivating Access for a Contact ... 6-6
Deleting @ CONtACt..........ccooviviiiiiiiiiiiiic s 6-7

7 Using Document Reference Library

Viewing Document Reference Library ... 7-1

8 Defining Profiles and Preferences

Defining your Profile and Preferences ..o, 8-1
Preferences Tab.........ccc ittt 8-2
Settings SECHON.......cciuiiiic s 8-2

Results Per Page Section ...t 8-3

Basic INformation Tab.......c.cccoviiiiiieccccceee et et 8-4
Basic INfOrmation .........ccoviiiiii s 8-4



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
= Software Availability

= 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.

Software Availability

Oracle Software Delivery Cloud (OSDC) provides the latest copy of the core software.
Note the core software does not include all patches and hot fixes. Access OSDC at:

http:/ /edelivery.oracle.com.

Related Documents

vi

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

»  Agile Product Lifecycle Management for Process Administrator User Guide
»  Agile Product Lifecycle Management for Process User Group Management 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

Touch Points with Other Applications

Supplier Portal Overview

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, as explained in Chapter 3, "Working with Specifications and Documents"

Manage contact data for personnel at their facilities, as explained in Chapter 6,
"Managing Contacts"

View selected documentation related to suppliers’ facilities, compliance, contracts,
and specifications, as described in Chapter 3, "Working with Specifications and
Documents"

Approve or reject a specification, as described in Chapter 3, "Working with
Specifications and Documents"

Initiate questionnaires for specifications, as described in Chapter 3, "Working with
Specifications and Documents"

Participate in the quality management process using the supplier POM module, as
described in Chapter 4, "Quality Management"

Work with questionnaires, as described in Chapter 5, "eQuestionnaires"

Obtain guidance surrounding expectations of deliverables in the form of catalogs
of documents from a managed library, as explained in Chapter 7, "Using
Document Reference Library"

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.
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Touch Points with Other Applications

This guide explains the use of Supplier Portal (SP) from a supplier perspective in
terms of functionality and information available.

Suppliers can request access to Supplier Portal using the self-registration process, or a
Supplier Manager can be assigned to manage registrations. Managing access to
Supplier Portal is described in Chapter 2, "Accessing Supplier Portal".

Note: Granting access to Supplier Portal to a supplier was previously
handled by the Supplier Portal Administration (SPA) application. This
feature is now managed in SCRM. Refer to the Agile Product Lifecycle
Management for Process Supply Chain Relationship Management User
Guide for more information about managing contact profiles.

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 interfaces 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.

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.

Now, supplier contacts are also managed in SCRM. Refer to "Managing Contacts” on
page 6-1 for guidance.

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 10-4 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 2-21
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, and review questionnaires
that were sent to them in Supplier Portal. Users with admin privileges can re-assign,
edit and view eQs for company contacts. Refer to the Agile Product Lifecycle
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Management for Process eQuestionnaire User Guide for more information on the
eQuestionnaire (eQ) application.

Product Quality Management

Suppliers use Supplier Portal to access Supplier Product Quality Management
(Supplier PQM). Supplier POM allows suppliers to participate in the quality
management process. See the Chapter 4, "Quality Management" for more information.
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Accessing Supplier Portal

This chapter describes how a company’s suppliers access Supplier Portal, and how
access can be managed by assigning a Supplier Manager to handle requests. It includes
the following topic:

»  Accessing Supplier Portal—Registrants
= Assigning a Supplier Manager

Accessing Supplier Portal—Registrants

This section is written for a company’s suppliers who register for and use Supplier
Portal.

Self-Registering
Based on a configuration, you can give the supplier the ability to self-register for
access to Supplier Portal. When SP. SupplerSelfRegistration.Enabled is set to
true, suppliers will be presented with a link on the Supplier Portal Login page
allowing them to request access. See the following pages for more information about
these self registration requests.

When the supplier accesses the Supplier Portal site, the Welcome page is displayed, as
shown in Figure 2-1.
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Figure 2-1 Welcome page

Welcome

English Francais Espafiol Portugués -italianoc Deutsch Nederlands polski-8t=0]

H#:E o (fE#) Bahasa Indonesia Tug pyccwmin $h3(ZEE)

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.

Figure 2-2 Login page

ORACLE

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

This network contains confidential, proprietary information of CPI and its subsidiaries ("CPI"). The unauthorized disclosure of this information could reasonably be expected to cause
seripus economic damage to CPL. Unauthorized access, disclosure, use (including improper or illegal duplication) or modification of the network may be subject to cvil and criminal

penalties under applicable federal, state or local law.

Access to the network is limited to authorized individuals. This network is to be used only for the legitimate business purpoese of CPI personnel and vendors. 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.

User Name: | |

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.
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Note: When the following configuration is set as true, the Click here
if you have not registered with this site link will be displayed on the
page. If set to false, self-registration is disabled.

<add key="SP.SupplerSelfRegistration.Enabled">

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.

Figure 2-3 Company Information page

ORA{: LE . Company Information

Company Name: |

Company Web Site:

Street Address 2:

|
Street Address 1: |
|
|

City:
State/Province: |

Postal Code: |

Country: | USA EI
Phone: | |

Fax: | |

=

This is the first page where a supplier fills out company information. The following
fields are required:

s Company Name

s  Company Web Site
m  Street Address 1

» City

m State/Province

= Postal Code

= Country

= Phone

s Fax

The supplier fills in the company information and clicks the next page icon. The
Contact Information page is displayed, as Figure 2—4 shows:
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Figure 2-4 Contact Information page

DRAC I_E' Contact Information

First Name:
Last Name:
Email:

Street Address 1:

use company address

Street Address 2:
Ciby:
StatefProvince:

Postal Code:

Country: sp -

Phone:

Fax:

-=

This is the second registration page where a supplier provides contact information.
The following fields are required:

s First Name

s Last Name

s Email
m Street Address 1
n City

= State/Province
= Postal Code

= Country

s Phone

»  Fax

The supplier fills in the fields and clicks the next page icon 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 displays the Username & Password page,
shown in Figure 2-5.
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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.

Passwords requirements vary based on configuration.

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

Figure 2-6 Error message

User Mame: adams

Password: |.““ |

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

= =)

The input passwords do not match.

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.

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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Figure 2-7 Registration Summary page

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

First Name: S5teven

Company Name: 5Sunset Produce Last Name: Adams

Company Web Site:
Street Address 1:
Street Address 2:

sunsetproduce.com
100 High Plains Dr

Email:
Street Address 1:
Street Address 2:

sadams@sunset.com
100 High Plains Dr

City: Sunnyset City: Sunmyview
State/Province: CA State/Province: CA
Postal Code: 55555 Postal Code: 55555
Country: USA Country: USA
Phone: B388-111-2222 Phone: BB8-111-0000
Fax: B888-222-3333 Fax: 555-222-3333

=3

When the supplier clicks Submit, the request is reflected in the contact profile, and
included in the New Registrations tab in Action Items in SCRM. 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 Contact administrator.

Figure 2-8 Thank You page

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

The administrator accesses the contact profile 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, contact information, and Product Quality issues, actions,
and audits the supplier will see in Supplier Portal. Refer to Chapter 10, "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. Action Dashboard lists sourcing approvals the supplier needs
to review and workflow, POM items the supplier needs to review and workflow, and
questionnaires the supplier needs to complete.
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Figure 2-9 Home page

ORACLE Home

Home
Specs & Docs PQM eQ Contacts DI
Specification and D Juct Quality M: eQuestionnaire Contact Profiles Dot

This is the Default Supplier Portal Help for Agile PLM for Process!

This content can be customized by editing the 'DefaultSPDashboard.html' file under <HOME_DIR >/Config/Custom/Content/Default5PDashboard. htmil.

This is HTML content!

R O O L T B

“ 5093902-001 5017711 22-IngD Material Review
| | Spedification

2 “ 5104644-001 5017710 HYDROXYCITRIC ACID Material Review
| Spedfication

5110430-001 5017399 Material Material Review
| Spedfication

5110430-001 5017712 1 _Material Material Review
Spedfication

5112806-001 5017715 mat_sp_tag Material Review

Spedfication

S
& & &

10000600

Signature
Document 2012 2012

| 10000913 .Clogged line Issue Type_1 Draft xjin

Inspection

3 |@ 10000914 | Defective fastener IssueType 1 | Draft | xjin | | -
[] 10001377 Quarterly report Audit ' Draft | iin [ | -

The supplier can perform the following tasks using Supplier Portal:

= View raw material specifications such as material, product, packaging material,
printed packaging, 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

» Participate in quality management

»  View selected documents in the Document Reference Library (DRL)
»  View selected documents attached to the supplier

»  View selected documents attached to facilities

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

= Manage questionnaires

=  Manage profile and preferences
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Assigning a Supplier Manager

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.

Assigning a Supplier Manager

Suppliers can now manage and request their own employees' access to Supplier Portal.
You can now assign a specific supplier portal registrant as a supplier manager.
Supplier Manager includes the following features:

Managers can remove portal access for an employee.
Managers can request portal access for a new employees.

Managers have their own action item view. They are able to see all of their
employees’ open questionnaires and specification review tasks.

Managers can reassign questionnaire owners.

Managers can manage/request employee access to Supplier Portal.

These tasks are described later in this guide.
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Working with Specifications and Documents

This chapter describes how specifications and documents are used in Supplier Portal.
It includes the following topics:

Supported Specification Types
Viewing Specifications
Publishing Specifications
Access Control and Visibility
Supplier Actions

Viewing Supplier and Facility Documents

Supported Specification Types

Supplier Portal supports the following specification types:

Material

Product

Packaging material
Printed packaging
Trade

Equipment

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 3-1 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.
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Figure 3—1 Action Items tab

Home Specifications & Documents - Centacts Reference Library Help Profie and Preferences Log Out
Action Items | Specification(s) Documents
Group By: |Receiving cm:litiuﬂ Order By: |Spzc Name j Refresh Advanced Search
v| Angus Facility
Spec Mama Source Company Source Facility Receiving Facilities Sourcing Status Item # | Sourcing Documentation
1 | Tomato Paste - Grade A Fan Pello Grocery Producs Co | Angus Facilicy Angus Fadlity Raviaw 173 ;’
{(5077420-00% - Approved) -
| Empty group data (Receiving Facilities)
Spac Mama Source Company Source Facility Receiving Facilities Sourcing Status Item # Sourcing Documentation
1 | Label Claim ABC Company ABC Campany Ravizw [#

(5110916-001 - Draft)

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
n  Jtem#

The supplier clicks the Refresh button after making selections from the drop-down
lists. Each group is paged. If needed, 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.

Click the Advanced Search link to perform a search for a specification.

3-2 Agile Product Lifecycle Management for Process Supplier Portal User Guide



Viewing Specifications

Figure 3-2 Specification(s) tab

Action Items = Specification(s) Documents

Group By: |Racaiving Fadl':'esﬂ Order By: |Spac Name il Refresh Advanced Search

~| ABC Company

1

Spec Name

2-14623-0MA
(5092534-001 - Approvad)

~| ABC Foods - Atlanta

Spec Name

N - Alumi
(5083196-001 - Dra®t Review)

~| Angus Facility

1

Spec Name

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

Sowrce Company Source Fadility | Receiving Faciliies | Sourcing Status Item #  Sourcing Documentation

ABC Comgany ABC Facility ABC Company Draft

Source Company Source Facility | Receiving Facilities | Sourcing Status Item # Sourcing Documentation

Pelle Grocery Products Co | Angus Facility ABC Foods - Adantz Draft

Sowrce Company Source Facdility | Receiving Faciliies | Sourcing Status Item #  Sourcing Documentation

Pello Grocery Products Co | Angus Fadlity Angus Facility Review 123 3

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.)

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

Sourcing Documentation—The field displays supplier documents associated with
a sourcing approval.
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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 3-3 shows.

Figure 3-3 Print dialog box

'
Print Cancel o~

Each specification may contain one or more supporting documents. You may open /download these attachments individually or include
them in your print out. Some attachments cannot be included in your print out and will appear disabled once selected for inclusion.

Documentation Format
Print Template: Defau|tﬂ
Print Format: |5 _ |atter ﬂ

Select a checkbox to print the
corresponding section

Specification Type Sech)
E’ Current []Tomato Paste - Grade A Fancy (5077420-001)

[]5012711 - Angus Facility [/ Angus Facility
|:| Nutrient Composition

@I Master [[]mij master (5083956-001)
|:| Supporting Documentation

=] Jpg (valley.jpg) [1]
Supporting Documentation

|=7] bet (special characters.bet) [1]

DCustom Section - Flavors

Default Print Settings

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 = Class = Notes

s Cross References grid ~w  All Custom Data = Sourcing Approval
(Extended Attributes Status

and Custom Sections)

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

3-4 Agile Product Lifecycle Management for Process Supplier Portal User Guide



Access Control and Visibility

Printing Specifications

The supplier selects the Default option or a custom template from the Print Template
drop-down list. For more information around how to add custom print templates,
refer to the Agile Product Lifecycle Management for Process Print Extensibility Guide.

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.

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:

s 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 Workflow Administration User Guide.

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

= %Breakdowns

= Shelf Life

s Custom Sections

»  Extended Attributes

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

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 Agile Product Lifecycle Management for Process Workflow
Administration 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 3-4. Suppliers can take
action on a specification, providing an electronic signature, by clicking the supplier
actions icon. The Suppliers Action dialog box displays, as Figure 3—4 shows.

Figure 3—4 Supplier Actions dialog box
% |
Supplier Actions Cancel

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 3-5 shows.
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Figure 3-5 Specification Approval dialog box

3 ,

Specification Approval Cancel
Approve | Reject
Developmental ﬂ

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
Workflow Administration User Guide for more information.

The supplier clicks the move step forward icon to submit the approval or rejection. The
specification no longer appears in the Action Items list. However, the specification will
still be published to Supplier Portal in the specification listing as long as it is in a status
of "publish to supplier portal".

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.

Sourcing Approval Owner View

The workflow status of the sourcing approval controls when a specification is ready
for supplier approval. When accept or reject is submitted by the supplier, the sourcing
approval is workflowed to the supplier selected status. The sourcing approval’s
"Supplier Signed Spec" checkbox is updated. If accepted, the checkbox is checked and
the date signed off is added to the text field. If rejected, the checkbox is unchecked.

The audit trail on the sourcing approval captures the supplier workflow event. It
displays the name of the supplier who workflowed the sourcing approval, the
date/time it was workflowed and any comments the supplier included.
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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
Workflow Administration 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. In the Supplier Actions dialog box, shown in Figure 3-4, on page 3-6, 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 3-6 shows.

Figure 3-6 SCRM, sourcing approval

~| Supplier Initiated Questionnaire
Supplier can initiate Edits: ]

Questionnaire Owner: %5 | Erian Bell -
Additional Administrators: 3 | Anouk Lange L
Due Date: 10| days after initiated
Documentation Due Date: 10| days after initiated
Amber Date: 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 3-7 shows documents attached to the supplier company and facilities.

Figure 3—7 Specifications & Documents page, Documents tab

Action Items | Specification(s) Documents

Company Documents

b Bellingham
Pello Grocery Products Co
-i---ABC Company

Fadility Documents

‘. ND Test Facility name
-i-"AEC Company /
—-21321
—|'HR Documents - 254234
232 (1.sql) [1]
— - ABC Fadility
= Audit - 2015 draft

Audit 1 (Audit 1.bet) [1] S
Supplier document attachment
- Archer Daniels Midland Corn 5W

Supplier document type and description

Figure 3-7 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 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.

3-10 Agile Product Lifecycle Management for Process Supplier Portal User Guide



4

Overview

Quality Management

This chapter describes how a supplier uses the supplier POM module. It includes the
following topics:

s Overview

= Visibility and Access

Suppliers can participate in the quality management process using the supplier POM
module. Supplier access is determined by their registrant profile. Suppliers can be
allowed to participate as little or as much as you prefer during the quality
management process. For example, suppliers can be given rights to read quality issues
that relate to them, edit and workflow supplier corrective actions involving them and
create/submit audit results. Trusted suppliers can even be allowed to create issues and
actions.

Visibility and Access

Supplier PQM users are treated the same as internal users. For example, the supplier
needs to be added to the permissions grid to be given read /write access, and the
workflow permissions grid to be given workflow permission. See the functionality of
Supplier token in the "Using WFA to Manage PQM Workflows" chapter in the Agile
Product Lifecycle for Process Workflow Administration User Guide for more information.
Suppliers need the proper UGM roles to create objects. However, there are a few
additional requirements and exceptions for supplier users.

1. Suppliers will only be able to see PQM objects when the following conditions are
true:

»  The Issue, Action or Audit is associated to their company or facility in the
Suppliers/Facilities grid

»  The Issue, Action or Audit must be in a workflow step on which the tag is set
to "Publish to Supplier Portal"

Note: If a supplier is allowed to create quality objects remember that
the "Publish to Supplier Portal' tag needs to be in the first step of the
workflow used. It is recommended that suppliers are only allowed to
create items from templates. The templates available to the supplier
should be created specifically for the supplier and include the "Publish
to Supplier Portal" tag in the first step.
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2. Supplier users are only allowed to associate PQM objects to specifications,
companies, and facilities that have been associated to them.

Note: If a published PQM object has been associated to a
specification, company, or facility the supplier is not associated to,
then the supplier will still see those rows in the Affected Items and
Suppliers/Facilities grids. However, objects listed in the Affected
Items and Suppliers/Facilities grids will not be linked. Suppliers are
never allowed to access GSM or SCRM objects from Supplier PQM.
They can only read GSM and SCRM objects through the Specification
and Documents section in Supplier Portal.

3. Depending on your configuration, the following fields may be hidden to the
supplier: Product Lines, Customers, and Associated Project.

4. Custom data that contains the "Do Not Publish to Supplier" tag will not be shown
to supplier users.

See the Agile Product Lifecycle Management for Process Product Quality Management User
Guide for more information around general PQM functionality.
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Viewing eQs

eQuestionnaires

This chapter describes how a supplier uses the supplier eQuestionnaires (eQ) module.
It includes the following topics:

Overview

Viewing eQs
Reassigning the eQ
Editing eQs

eQuestionnaires are integrated into Supplier Portal. Contacts can view and edit
assigned eQs and users with the [SUPPLIER_PORTAL_ADMIN] role can:

Re-assign eQs to other company contacts
View open eQs for all company contacts
Edit open eQs for all company contacts

View previously submitted eQs

The supplier can work with eQs for company contacts by clicking eQ from the Home
page. The Action Items page only displays if the supplier has action items. This page
contains equestionnaires for company contacts, as Figure 5-1 shows.
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Figure 5-1 Action Items

<% eQuestionnaires
\H

Action Items Open eQs  Historical Qs

~ & Action Items

-« | Questionnaire & Status Title Customer Name Company Contact @ Date Sent Due Date Initiated By
5021572 In Progress Spice Seasoning | tom g Sally Jones Mar 29, 2015 | Apr 08, 2015 Kim Wang =3
- 5021581 Sent Rub Mix tom g Peter Smith Apr 02, 2015 Apr 12, 2015 Kim Wang |

B Late (Red]D Meeds Attention (Amber) O3 mormal (Green)

In addition to the Action Items tab that shows all assigned eQs in "Sent" or "Pending"
status for the user, there are two additional tabs:

= Open eQs—All assigned eQs in "Sent" or "Pending" status for the user’s
associated companies. Must have "Manager" site access as set in the contact profile
to see and use this tab.

= Historical eQs—All assigned eQs in "Submitted" status for the user. Users with
"Manager" site access can see this tab.

Key fields include:

Customer Name—First and last name of the company contact (not the supplier
contact). This field is not displayed on the Historical eQs tab.

Company Contact—First and last name of the supplier contact.

Initiated By—If the eQ is supplier-initiated then the contact name is displayed. If it is
not supplier-initiated, the primary owner is displayed.

Edit Icon column (not labeled)—Not displayed on the Historical eQs tab, this column
contains the reassign contact icon. For instructions, see "Reassigning the eQ" on
page 5-3.

Note: The icon is visible if the "SP.SuppliereQReassign.Enabled"
configuration is set to "True".

Click in any row to view a questionnaire. Supplier Portal displays the Questionnaire
Login window.
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Figure 5-2 Questionnaire Login window

DRAC I_.E. Questionnaire Login

Questionnaire #5021572 - Spice Blend

Enter your email address:
Create a new password for this Questionnaire:

Enter the password again:

Submit

You must enter your email address, then enter a new password twice and click Submit
to access the questionnaire.

Reassigning the eQ

The following configuration enables users with "eQ" site ass to reassign owned eQs to
a different company/facility contact.

<!-Supplier Portal -->
<add key="SP.SuppliereQReassign.Enabled" value="True"/>

If "SP.SuppliereQReassign.Enabled" configuration is set to "true", users with "eQ" Site
Access can reassign eQs.

Managers can reassign an eQ from the Action Items tab and Open eQs tab by clicking
the reassign contact icon. The eQ Contact Change window displays.
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Figure 5-3 eQ Contact Change window
) Contact Change Cancel |

+| Reassign Contact (Owner)

v||  Submit

~ | Your Comments

~ | Current Status

Contact Name: Sally Jones
Current Status: In Progress

The Current Status sections contains two fields:
Contact Name—Current supplier contact.
Current Status—Status of the eQ.

To reassign the contact:

1. Choose an owner from the Reassign Contact (Owner) drop-down. Choices are
contact profiles associated to the company for which the eQ was originally
submitted.

2. Enter comments in the Your Comments field (required).

3. Click Submit. Notification emails are sent to the original supplier contact, the new
supplier contact and the company contact email addresses. The eQ contains a
Change Contact button which can be used to complete the reassignment. See the
Agile Product Lifecycle Management for Process eQuestionnaire User Guide for more
information.

Editing eQs

Using the Open eQs tab, you can edit open eQs for all company contacts. Click any eQ
to open it. The Questionnaire Login window displays.

5-4 Agile Product Lifecycle Management for Process Supplier Portal User Guide



Editing eQs

Figure 5-4 Questionnaire Login window

{:)R.l"ﬁll.{ZI_.E~ Questionnaire Login

Questionnaire #5021572 - Spice Blend

Enter your email address: | |

Create a new password for this Questionnaire: | |

Enter the password again: | [

| Submit__

You must enter your email address, then enter a new password twice and click Submit
to access the questionnaire.

You can then make changes to the questionnaire.
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Managing Contacts

This chapter describes how to manage contacts in Supplier Portal. It includes the
following topic:

= Controlling Access in Supplier Portal
» Displaying Your Company and Facility Contacts to a Supplier

Controlling Access in Supplier Portal

Suppliers are given access to Supplier Portal by managing contact profiles in SCRM.
See "Portal Access" on page 6-3 for more information around managing supplier access
in contact profiles.

Based on a configuration, you can also give the supplier the ability to self register.
When SP. SupplerSelfRegistration.Enabled is set to true, suppliers are
presented with a link on the Supplier Portal login page allowing them to request
access. See "Self-Registering” on page 2-1 for more information about these self
registration requests.

Suppliers can also be assigned as Supplier Managers, if a supplier is a manager they
can manage their employee access to the portal. See section x-x for more information
about the Supplier Manager role.

Displaying Your Company and Facility Contacts to a Supplier

Clicking the Contacts link from the Home page displays the Contacts page shown in
Figure 6-1.

Contacts Page

This page displays all contacts tied to a company or facility that are in non-Archived
status. Contacts are set up in the SCRM application.

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.

You can search for a name, title or other information related to a contact using the
Search field. All contacts matching the search criteria are displayed. This grid could
display a single contact profile multiple times if the contact is related to multiple
companies and /or facilities.
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You can select a contact, company or facility by clicking the linked object in the
respective column and users with particular roles can control portal access.

Figure 6—1 Contacts page

Contacts
Search: Submit
~| Contacts

Name First Name  Last Name Company Name @ Facility Name Title @ Category FPhone Email Portal Access
1 | lessiec | jessica davis Company 1 - Eweramfiaia | Approved | Deactivate Access
2 | iessiec | jessica davis ABC _ i P No Access |Deactivate Access
3 | iessiec | jessica davis Company 2 B iy BT Approved | Deactivate Access
4 isabel | isabel yan Company 1 Facility A s s | approved | Deactivate Access

Add New

Key fields include:

s Facility Name—Clicking on the linked name displays the Facility Info dialog box
shown in Figure 6-2.

Figure 6-2 Facility Info dialog box
= .
Cancel |

Fadility Info
Mame: Archer Daniels Midland Corn SW
Street Address 1:  P.0. Box 1470
Street Address 2:
City: Decatur
State/Province: [IL
Postal Code: 62525
Country: USA
Website:
Phone:
Fax:

s Company Name—Clicking the linked name displays the Company Info dialog
box shown in Figure 6-3.
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Displaying Your Company and Facility Contacts to a Supplier

Figure 6-3 Company Info dialog box

0
Cancel

Company Info
Mame: Pello Grocery Producs Co
Street Address 1: 12313 Avenus A
Street Address 2:
City:  Withi
State/Province: CA
Postal Code: 93627
Country: LUSA
Website:
Phone:
Faxz

= Name—Contacts for the facility and the facility’s parent company are displayed
on the Contacts page. Click on any contact name to view contact information in
the Contact Information dialog box, shown in Figure 6—4.

Note: Contacts have to be flagged as “Publish to Supplier Portal” in
SCRM to be listed here.

»  Portal Access—Displays the status of portal access for the contact by combining
the "User Access" flag and "Supplier Portal Access" status. Options are "Approved"
and "No Access". Users with Manager site access can change portal access by
clicking the displayed button. Choices are:

s Deactivate Access—Contact no longer can access Supplier Portal. This button
appears for contacts with "Approved" status. This option is described in more
detail in "Deactivating Access for a Contact" on page 6-6.

= Request Access—Contact can access Supplier Portal. This button appears for
contacts with "Not Initiated", "Rejected" or "Deactivated" status. This option is
described in more detail in "Requesting Access for a Contact" on page 6-6.

= Email Icon column (not labeled)—The Email Icon button launches the user’s
default email application and populates the following content:

In the "To:" email address line, if the new "Admin Owner" field is populated on the
associated company profile (or parent company of the associated company or
facility profile), populate the "To:" address line with the email addresses of the
users and/or group members in the "Admin Owner" field. If the new "Admin
Owner" field is not populated then the address line should be populated with all
[SUPPLIER_PORTAL_ADMIN] user’s email addresses associated to the country of
the contact profile.

In the "Subject” line: "[Company Name]: [User's First Name and Last Name]
([UserName])"

= Delete column (not labeled)—Click the delete icon to delete the contact. This
column is displayed for manager when the following configuration is set:

<!-- Supplier Portal -->

<add key="SP.ManagerContactPortalAccessDeleter.Enabled" value="False"
configDescription="When set to "True", users with Supplier portal Manager site
can delete Contacts from Companies or Facilities, this could lead to orphaned
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Contact Profiles."/>

This option is described in more detail in "Deleting a Contact" on page 6-7.

Contacts Page

This page contains information for the Supplier Portal contact.

Figure 6—4 Contacts page

3
Contacts Cancel

~| Contact Infomation
First Name : Tom
Last Mame : Johnson
User Access @ Mo Access
Contact Category : Business Contact
Job Titde: CED
Phone : 972-555-3876
Mobile/Pager: 972-555-3333
Fax:
Email : tom@abdfoods.com
Emergency Contact: 972-555-5555

~| Associated Companies
Company # Company Nama User Access
1 | 5011204 ABC Company

~| Associated Facilities
Facility # Facility Name Company Name User Access
Mo records found.

~| Contact Address

Street Address : 123 Main
City: Dallas
State/Province :  Texas
Postal Code: 75555
Countries: USA

~| Additional Notes
Description : Salss and Marketing lead

This page consists of the following sections, described on the following pages:
= Contact Information

= Associated Companies

= Associated Facilities

= Contact Address

= Additional Notes
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Contact Information Section

This section displays basic information for the contact as set up in SCRM or Supplier
Portal. Key fields include:

s User Access—Reflects the current status for the user in Supplier Portal. As
requests are made for the contact, this field updates. For example, when a Supplier
Portal Admin requests access for a new user, then field updates to "No Access"
and shows the email icon. The admin can click the email icon to email a request for
access to be granted.

»  Portal Access—Once a contact is granted access to Supplier Portal this field
displays, showing a status of "Approved". Users with manager rights see a
Deactivate Access button and email icon which can be used to take further action.

Associated Companies Section

This section displays companies that the current supplier is related to and also the
contact is related to.

Associated Facilities Section

Facilities that the contact is tied to display in this section, along with the parent
company.

Note: The Associated Companies and Associated Facilities grids are
affected by the configuration

"SP.Manager .UserAccessChecked.Enabled". If set to 'true’,
when a manager associates a new company or facility profile to an
existing contact profile with 'Approved' Portal Access, the 'User
Access' flag is automatically checked and grants Supplier Portal
Manager role edit access to the 'User Access' checkbox.

Contact Address Section
The address for the contact as set up in SCRM.

Additional Notes Section
These are additional details about the contact as set in SCRM.
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Requesting Access for a Contact

When the manager in Supplier Portal submits a request for a supplier portal user's
portal access, the User Status Change window is displayed.

Figure 6-5 User Status Change window
5
User Status Change Cancel

~ | Next Action

Request ﬂ Submit |

~ | Your Comments

~ | Current Status

Contact Name:
Current Status: Not Initiated

Enter comments in the Your Comments field (required), and then click Submit.

= An email is sent to the appropriate Supplier Portal Admin requesting approval.

= The contact profile's Event History grid is updated.

Deactivating Access for a Contact

When the manager in Supplier Portal deactivates a supplier portal user's portal access,
the User Status Change window is displayed.

Figure 6-6 User Status Change window

L |
B
User Status Change Cancel

~ | MNext Action

Deactivate| V|| Submit

~ | Your Comments

~ | Current Status

Contact Name: jessieca
Current Status: Approved
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Deleting a Contact

Enter comments in the Your Comments field (required), and then click Submit. The
following confirmation window displays:

Figure 6—7 Deactivation message

i = =
T

'.0.' This action will rernove supplier portal access for the specified user.

| W Please click "OK" to confirm or "Cancel” to disregard action. If

~ additional actions are need, please contact your Portal Admin by
utillizing the "Email Portal Admin” button.

| ok

!

’ Cancel

When the user clicks OK:

»  If the user is only associated to company and/or facilities that are also associated
to Supplier Manager in context, Portal Status is set to "Deactivated", and all "User
Access" checkboxes are unchecked.

»  If the user is associated to other company and/or facilities that are not associated
to Supplier Manager in context, Portal Status should remain "Approved", and all
"User Access" checkboxes associated with the Supplier Manager in context are
unchecked.

= The contact profile's Event History grid is updated.

= Anemail is sent to the appropriate Supplier Portal Admin.

Deleting a Contact

A window displays prompting you to enter comments (required). Click OK to confirm
the deletion.

Figure 6—8 Contact Profile Deletion window

0

Contact Profile Deletion Cancel

Please enter a comment and press OK to confirm deletion.

~ | Your Comments

oK Cancel

This action:
= Removes the appropriate company or facility associations from the contact profile.

= Notifies the Supplier Portal Admin via email.
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= Logs the deletion in the Event History table of the contact profile.
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Using Document Reference Library

This chapter describes how Document Reference Library (DRL) ties into Supplier
Portal. It includes the following topics:

= Viewing Document Reference Library

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 on the company and/or
facility DRL Catalog tab. Suppliers can also be directly associated on the Access tab of
their registrant profile. The catalogs and documents are set up in DRL. The supplier
has access to documents attached in DRL if:

s The document belongs to a document catalog that is associated with the supplier’s
company, facility, or registrant profile, 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 7-1 displays the Reference Library page.

Figure 7-1 Reference Library page

-i---SuppIier Portal
:—--Ccurpcurate
----- Audit Guidelines 1081408(0001176-001)

-:|- - Divisions

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 7-2.
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Figure 7-2 DRL document detail

|

Document Name: Experse Tracking
Document Mumber: 0000135-002

Attachments

Title Content

uls '] Blznk Expense Reportads [1] (27 B)
Legacy Attachments

Title File Name File Size

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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Defining Profiles and Preferences

This chapter explains how to define profiles and preferences for Supplier Portal. This
chapter includes the following topic:

= Defining your Profile and Preferences

Defining your Profile and Preferences

This chapter explains how to use Profile and Preferences to edit and view your settings
for Supplier Portal. This chapter contains the following topics:

m Preferences Tab
s Basic Information Tab

Use Profile and Preferences to edit and view your settings that span select
applications. In the user preferences dialog box, you update your basic information
and set your preferences for Supplier Portal. To access this dialog box, click Profile
and Preferences on the top menu. The user preferences dialog box displays, as shown
in Figure 8-1.
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Figure 8—1 User Preferences dialog box, Preferences tab

B

Save & Close | Cancel .

Preferences Basic Information

! Warning
some of your preferences are using configured defaults, you need to save your profile and
preferences to persist these values.

Settings
UI Language: |English (United States)| |
Free Text Language: ENGugﬁﬂ

System Code (PQM): ¥ ~

Change Password

Results Per Page

Action Items: |qp il
Search Result: |1p ﬂ

Preferences Tab

The Preferences tab consists of three sections: Settings, Results Per Page, Cost
Preferences, and Formulation Preferences.

Settings Section
The Settings section contains language settings and key default values.

» Ul Language—Denotes your preferred user interface (UI) language and culture.

»  Free Text Language—Denotes your preferred language for data you enter into the
system. This language must the same language selected for your Ul language.

= System Code (PQM)—Designates which cross references system equivalent to use
for searching. This field will be the equivalent number that displays in the PQM
search results and certain related item grids..

= Change Password—Allows you to manage your password used to log into
Supplier Portal.

To change your password:
1. Click Change Password. A Change User Password dialog box opens.

2. Type your Old Password and type your new password in the New Password
and Confirm Password fields.

3. Click Submit. The new password takes effect after you have saved the revised
user profile.

= Manage Passphrase—Displayed when the logged in user has been set up to have
eSignature enabled in the contact profile. When a user needs to establish a new
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passphrase or manage an existing passphrase upon logging in to Profile and
Preferences, one of the following messages displays:

"Your passphrase has expired, please update your passphrase."
"Your passphrase has not been established, please setup your
passphrase."

To manage your passphrase:

1. Click Manage Passphrase. A Manage Password dialog box opens.

2. Type your Old Passphrase and type your new passphrase in the New
Passphrase and Confirm Passphrase fields.

3. Click Submit. The new passphrase takes effect after you have saved the
revised user profile.

Results Per Page Section

The Results Per Page section contains settings for Supplier POM action items and
search results.

= Action Items—Sets the default number of action items displayed in Supplier
POQM.

= Search Results—Sets the default number of search results displayed in Supplier
POQM.
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Basic Information Tab

The Basic Information tab contains contact information, as shown in Figure 8-2.

Figure 8-2 Basic Information tab

5

Preferences Basic Information

Basic Information

First Name:
Last Mame:
Business Phone:
Fax:

Email:

Street Address:

City:
State/Province:
Postal Code:

Country:

Basic Information

Jones

Kelly
555-111-2222
555-222-3333
kjones@abccompany.com
100 Main Street
SIJit;E 330
Sunnyvale

Ca

12345

Usa

Save & Close | Cancel |

You can update your contact information using the fields below:

»  First Name

s Fax

m  Street Address (2)
= Postal Code

s Last Name

= Email
L] City
= Country

Click Save & Close to save your changes.

s Business Phone
s Street Address

s State/Province
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