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Purpose

This document is intended for suppliers. Please use this training guide to assist you when submitting
your supplier registration request and using the Supplier Portal.

Symbols used in this document

& Warning

Please note

Useful additional information and supporting documentation for suppliers




Supplier Registration

The Supplier Registration online form is used to submit your registration request to become an
AVEVA supplier.

Before you begin the registration process, please familiarize yourself with the following documents,
which can be accessed via links on the supplier registration home page:

e  Supplier registration SOP
e AVEVA's supplier code of conduct
e AVEVA’'s privacy policy

To begin this process:

1. Enter your email address
2. Click on the send access code button

Supplier Registration Enter your email

Get a one-time access code to start

Velcome to AVEVA Supplier Portall
ing started, please check the Zistration Process Guide to help walk you through the process. Here St

duct Send Access Code

personal data

lease enter your email to v and be able to start the registration.

t provide all information at once, you gress and complete later. Simply return to this page, enter your email address and
vhere you've left off.

Thank you,
AVEVA Procurement team

3. Check your email

Dear Supplier

An exam p|e Of an access COde Please see below the access code for your registration in AVEVA Supplier Portal.
is highlighted

Thanks,
AVEVA Procurement team

Copy the access code

Return to the supplier registration home page
Paste the access code

Click on the Continue button

N o v s~

Supplier Registration Enter your code




How to register as a new supplier

The supplier registration opens once you enter your access code.
There are six sections which need to be completed as part of the registration process:

e Company Details

e Contacts

e Addresses

e Business Classifications
e Products and Services
e Questionnaire

Company Details

1. Complete the Company Details form

Supplier Registration

Company Details

Enter Tax Registration Number or D-U-N-S Number or Taxpayer ID to be successfully registered with AVEVA
; — |
individual External Company Details
Contacts
Addresses
Make sure you attach all required documents for smooth registration approval
Attach tax, Insurance, and other relevant document: &
ach ax. Insurance, and other elevant documents o .

Drag and Drop Products and Services

Questionnaire

As you enter your company details, some fields will become mandatory,
this is indicated by the word required beneath the relevant field,
you must complete these fields.

Tax Registrat Number
==
Field Data entry
Company Enter your company name
Website Enter your company website URL
Country Select a country
Taxpayer ID
Tax Registration Number Enter your company tax registration number

Please note: The tax registration number field has a validation rule applied;
this is to ensure the number is entered in the correct format

In the United Kingdom for example, the format is a two-character country
code plus 3, 7 or 10 digit numeric




Field Data entry

For example:
e GB123
e GB1234567
e GB1234567890

This field becomes a required field once a country has been selected from
the country field

D-U-N-S Number
Organizational Type Individual is displayed by default.

You can select alternatives from the drop-down, for example, corporation,
government agency, limited company etc.

Supplier Type This field displays External by default and is not editable

Note to Approver This is a free text field; you can enter an optional note which will be visible
to the Approver when they review your application

Supporting documentation Attach supporting documentation, such as tax certificates, insurance

certificates etc.

These documents can be selected from a folder or dragged and dropped
into the relevant field

The illustration below shows an example of a completed Company Details form.

Supplier Registration

Company Details

Enter Tax Registration Number or D-U-N-S Number or Taxpayer ID to be successfully registered with AVEVA

Country

United Kingdom

Company ‘

P B Redwood Ltd

Website
www.PBRedwood.com ‘

Taxpayer ID ‘ e ‘ D-U-N-5 Number ‘
Organization Type - Supplier Type
Individual External

Note to Approver
Additional insurance document to be added

Make sure you attach all required documents for smooth registration approval.

Attach tax, insurance, and other relevant documents
Required

Drag and Drop

Select or drop files here

URL H Add URL ‘

Updated just noi Cancel Save ‘ Continue |




Please ensure that all relevant tax registration IDs are provided in the appropriate fields
for example taxpayer ID and/or tax registration number supported by the tax
certificates to ensure compliance with local tax laws

You must add supporting documents, this section is mandatory

In the illustration below, the supplier’s insurance documentation and tax certificate have
been attached.

Make sure you attach all required documents for smooth registration approval.

Attach tax, insurance, and other relevant docu

Drag and Drop

Select or drop files here.

URL ‘ ‘ Add URL

[% PB Redwood Ltd Insurance Documentation.docx Last updated on 30/10/2024 4 ®

13.69 KB

Last updated on 30/10/2024

B PB Redwood Ltd Tax Certificate.docx T 4 ®

At this point, you can save the page and return at a later date, or you can continue to the next page.

2. Click on the Continue button




Contacts

The Contacts page is displayed. Enter the contact details of the person any communications should
be sent to. Multiple contacts can be entered.

In the illustration below, the email field has been automatically populated with the email address of
the person completing the supplier registration form.

Supplier Registration
Contacts

Contact 1

Enter contact details. Registration communications will be sent to this contact.

Email
First Name Last Name ‘ | bella2694@thegrampians.net |‘
Required Required
T RES o |] e |
Country Phone
8 +44 o ‘
Country Fax
GB 444
Is this an administrative contact?
Our comm T O D O
Does this contact need a user account? ® Yes O No
User accounts will provide online ac

cess to supplier transactions and self-service tasks

What user roles does this contact need?
Assign at least 1 user role to specify the responsibilities of the contact

— Add Ancther Contact

Last updated 32 seconds ago

3. Enter the Contact details

Company Details

Contacts

Business Classifications

Products and Services

Questionnaire

Cancel Save Continue

Field Data entry

First Name Enter the first name of the contact

Last Name Enter the last name of the contact

Email The email address will auto populate with the email address you
entered when registering

Job Title Enter the job title of the contact

Country Enter the country code

Mobile / Phone

Enter the contact mobile and/or phone number

Is this an administrative contact?

Administrative contacts will receive general communications

Select Yes or No

Does this contact need a user account? A user account will give a contact access to the Supplier Portal.

From the Supplier Portal you can perform self-service tasks,
such as viewing purchase orders.

Select Yes or No

What user roles does this contact need? | Defaults to AVEVA External Supplier Portal




Supplier Registration
Contacts

Contact 1
Enter contact details. Registration communications will be sent to this contact.

First Mame Last Name Email
Bella Roberts bella2624@thegrampians.net
Job Title Country Mobile
Manager GB +447983 451167
Country Phone -
GB +44 20 8234 6489
Country - Fax
GB +44
Is this an administrative contact?
Qur communications will be sent to the administrative contact O O
account?
Us supplier trans; @®Yes  OMNo

What user roles does this contact need?

least 1 user role to specify the responsibilities of the contact.

~+ Add Anather Contact

Last updated 3 minutes ago Cancel Save Continue

4. Click on Add Another Contact button

+ Add Another Contact

5. Repeat the process to add as many contacts as required

At this point, you can save the page and return at a later date, or you can continue to
the next page.

6. Click on the Continue button




Addresses

The Addresses page is displayed. The address name must be entered in a specific format. For
example to enter the address name for a supplier called P B Redwood based in Cambridge, UK, the
following naming convention must be followed:

Field Data Entry
First 2 letters Country Code GB

First 3 letters of the Town or City CAM

First 5 letters of the Supplier Name PBRED

2 numbers of a sequence starting from 01 01

Each entry is separated by an underscore. The supplier address name in this example is:
GB_CAM_PBRED_01

7. Enter the Address details

Supplier Registration

Addresses
Please use the following naming conventiprf for the Address Name field: 1. Two letters of the Country Code, 2. First three letters of the Town/City, 3. Firs tters of letters of Supplier name,
4, Two numbers of a sequence starting #om 01, Example: AVEVA in Cambridge - GB_CAM_AVEVA_01 For more information, please review the SOP accessing here.
Address 1 i}
— What's this address used for? ssiec: =t ls2st | purposse
[ Receive Purchase Orders [ Receive Payments  [J Bid on RFQs
United ‘;[L;[Qs .
felre e 1 Address Line
Postal
; IJ:’; - P
us X Fax
Which contacts are associated to this address?
Cancel Save Continue
Field Data Entry
Address Name Enter the address name, using the naming convention, for example:
GB_CAM_PBRED_01
What's this address used for? Select:

e Receive Purchase Orders
e Receive Payments
e Bid on RFQs

At least 1 purpose must be selected
Country/Region Select a country from the list
Address Lines Enter your address details

Email Enter your email address




Field

Data Entry

Country The country code will default from the country / region selected, for
example GB, US etc.
Phone Enter your phone number and extension

Which contacts are associated to
the address?

The contacts set up in the Contacts page will be displayed.

Select those contacts which are associated to the address

In the illustration below, two contacts have been created in the Supplier Portal. Both contacts have

been selected and associated to the address.

Address 1

Address Name

GB_CAM_PBRED_O1

What's this address used for? sei=

ast 1 purpose.

Receive Purchase Orders Receive Payments [ Bid on RFQs

Country/Region

United Kingdom

fiona bale

Address Line 1
Recwood House, 20 Madingley Road ‘ Address Line 2 ‘ Address Line 3 ‘
§ City or Town County
Address Line 4 ‘ ‘ Cambridge ‘ ‘ Cambridgeshire ‘
Postcode
CB30HR
Country Phone
| [a [z [en |
Country - Fax
Which contacts are associated to this address?
Bella Roberts bella26%94@thegrampians.net Manager

fiona.bole@aveva.com

—~+ Add Ancther Address

Last updated 8 minutes ago

To add another address:

Cancel Save Continue

8. Click on the Add Another Address button

+ Add Another Address

9. Repeat the process to add as many addresses as required

Please ensure you use a unique address name in for each new address. For example,
GB_CAM_PBRED_01 was used for the first address. If you are adding a new address for your
London office, you would create a new address name, e.g., GB_CAM_PBRED_02.

At this point, you can save the page and return at a later date, or you can continue

to the next page.

10. Click on the Continue button




Business Classifications
The Business Classifications page is displayed.

11. Click on the drop-down menu and select a classification

Supplier Registration

Business Classifications

Select a classification or confirm that none are applicable.

|C|.--.-_:-':;_--. on {h:]

Consulting

DEIW Disabled Owned

DEIW LGBQT+

DEIW Minority Owned

DEIW Veteran Disabled Owned

DEIW Women Owned

Events, Hospitality and Catering Services

Financial and Legal Services

In the illustration below, Consulting has been selected.

Supplier Registration

Business Classifications

Business classification 1 g

Classification -
Consulting

Subclassification

Certifying Agency

Other Certifying Agency ‘

Other v Govt. Certificate Number
Certificate Start Date Certificate End Date
10/01/2024 ‘ 10/01/2025 ‘
Notes
.
Attach current certificates and supporting documents

Drag and Drop

Select or drop files here
URL ‘ ‘ Add URL ‘
B PBRedwood Ltd Certificate 01102024 .docx T R CU AL L ®

3.70

Updated just no Cancel Save Continue




Field Data Entry

Classification The classification will default from the previous screen

Certifying Agency Select Other

Other Certifying Agency Enter the certifying agency, for example Govt.

Certification Number Enter the certification number if you know it and attach the certificate

and any supporting documentation in the Drag and Drop area

Certificate Start Date

Certificate End Date Enter the certificate start and end dates

Notes The Notes field is a free text field. Any notes will be seen by the
approver

Drag and Drop Attach any supporting documentation, for example certificates

In the illustration below P B Redwood Ltd.’s certificate has been attached.

Attach current certificates and supporting documents

Drag and Drop
Select or drop files here.

B PB Redwood Ltd Certificate 01102024.docx F?,SEIE')K%MECJ on 30/10/2024 d ®
2./

—|— Add Another Business Classification

To add another business classification:

12. Click on the Add Another Business Classification button.

—|— Add Another Business Classification

13. Repeat the process to add as many business classifications as required.

At this point, you can save the page and return at a later date, or you can continue
to the next page.

14. Click on the Continue button.




Products and Services
The Products and Services page allows you to select the services your company offers. You may

select more than one service from the list.

Supplier Registration

Products and Services

| Q Search by category or description

Category Description

-

[3 Accounting

-

[ Analytics and Reports

-

0 Audio Visual

-

3 Audit / Risk

-

[J Banking Services

-

[ Branding

-

(3 Cleaning Services

-

(3 Communications

-

[ Conferences

-

3 Consulting

-

[ Debt Collection

0o o0oo0ooooooooo o

-

[ Employee Benefits

Use the search option to search by category or description for the services your company offers or
select from the Category list.

More than one category can be selected.
15. Click on the Category you wish to include
In the illustration below, two services have been selected:

e Accounting
e Consulting

You can:

e \View the selected services

2 selected | View Selected Clear Selected

e C(Clear the selected services




Supplier Registration

Products and Services

Q

|2 selected | View Selected Clear Selected I
Category Description

| = » O Accounting |

| » 1 Analytics and Reports

a » O Audio Visual

o » 13 Audit / Risk

O ¥ [3 Banking Services

O * O Branding

O ¥ 3 Cleaning Services

O P O3 Communications

a *» 3 Conferences

» [I Consulting

g » [3 Debt Collection

At this point, you can save the page and return at a later date, or you can continue to the next page.

16. Click on the Continue button




Questionnaire

The final section you will need to complete is the Questionnaire. You will be asked questions about
your company, for example the size of your organization and compliance questions. The
guestionnaire has three sections which you must complete:

e Company Information
e Trade Compliance
e Bank Details

Please ensure you provide as much information as possible, this will ensure your
registration request is processed quickly. Please pay particular attention to the
mandatory fields, which are indicated by the word Required beneath the relevant field.
You cannot submit your request until all mandatory fields are completed.

=

Once a section of the questionnaire is completed a @is displayed. A partially completed section is
shown as @ . In the illustration below the Company Information and Trade Compliance sections have
been completed and the Bank Details section is in progress.

Questionnaire

Registration: Kindly fill below details. You may also refer attached SOP to fill the best details as you should for smooth approval of your on-boarding

Company Info @  Trade Compliance @  Bank Details @

When you have completed all six sections of the registration:

e Company Details

e Contacts

e Addresses

e Business Classifications
e Products and Services
e (Questionnaire

you can submit the Supplier Registration or save and submit later.
17. Click on the Submit button

A confirmation page is displayed confirming the successful submission of your request. A registration
request number is automatically generated and displayed on the page in addition to the contact
details of the relevant procurement team, should you have any questions.

Make a note of the registration request number. It will be used in all correspondence
with the procurement team. You will need to include the registration number when
checking the status of your registration request.




AVEVA

Success

Your registration request 6002 was submitted.

fou have successfully completed your request. We will now review your registration request for AVEVA UK
 you have any questions, please contact us at Procurement. EMEA@aveva.com

hank you,
AVEVA Procurement team — EMEA

Once you submit the registration request, it is routed to the relevant procurement team for
approval.

If you commence another supplier registration request while one is already being
processed, you will receive the following error message:

In the example below, the user is informed that a supplier registration request with the request
number 15001 is already being processed and that they should contact the Procurement team for a
status update.

Supplier Registration © Registration request with the same email x
already exists

Contact us for the status of registration reques [EEED
lelcome to AVEVA Supplier Portall

Before getting started, please check the Regi iide to help walk you through the process. Here: Supplier Registration SOP. Enter your code

Ve also recommend you review AVEV e i E e Weoe St e
340increased@rustyload.com.
hen you're ready, please enter your email to verify your identity and be able to start the registration. ey

The code expiresin 15 minutes.

f you can't provide all information at once, you can save your progress and complete later. Simply return to this page, enter your email address and carry on where you've left aff

hank you, PFTO2y
JA\VEVA Procurement team




Approval of a supplier request

The procurement team will receive a notification of the supplier registration request.

The notification will include copies of the supporting documentation attached to the supplier
registration application.

Action Required: Supplier Registration Request 6002 for P B Redwood Ltd

© Reply | € ReplyAl | —> Fe

@ AAVEVA Supplier Registration Approval <procurement@aveva.com> @
To ©

(@ there re problems with how ti

s5age is displayed, click here to view it in 3 web browser,

o™ PB Redwood Ltd Bank Certificate.docx ™ PB Redwood Ltd Certificate 01102024.docx ™ PB Reduwood Ltd Tax Certificate.doox " PB Redwood Ltd Insurance Document tation.docx
07 ke LSS LS MILET v

CAUTION - This message originated outside AVEVA

‘Access this task i the Workspace Application or take direct action using the links in this email:
Actions: Approve | Reject | Request More Info
Access this task in the workspace application to send a reason for rejection to the requester.

Supplier Registration Request 6002 for P B Redwood Ltd

Details
Assignee  Daniela Berrizbeitia Registration Request 6002 Approval Status  Pending Approval
Business Relationship  Prospective
Assigned Date  10/30/24 Requested By bella2694@theqrampians net

Source  External
Task Number 5829638 RequestDate  10/30/24 Note to Approver Additional insurance document to be added

Inviting Procurement BU  GB BU

Company Details
Company P B Redwood Ltd D-UN-S Number

Supplier Type ~ Exteral Tax Country United Kingdom
xpayer 1D
Tax Organization Type ~ Indvidual “Tax Registration Number *=====

Corporate Web Site. yww.PBRedwood.com

Attachments
Type Category “File Name or URL Title Description Attached By Attached Date
e S F—— ; P Reduond L nsurnco oo | 10004 11200
File From Supplier  PB Redwood Ltd Tax Certificate docx 7B Reduood Lid Tax anonymous 1030124 1:12 P

Certificate.docx.

The procurement team will review the supplier registration request. They have three options:

e Request Resubmit
e Reject
e Approve

Request Resubmit: The procurement team may require some additional information; in this
instance you will receive an email notification asking you to resubmit your application. The email will
include the reason why you are being asked to resubmit.

Reject: The procurement team may reject your request. For example, it is a duplicate request, or the
request did not meet our criteria; in this instance you will receive an email notification with a brief
description of the reason.

Approved: Once the request has been reviewed and approved by the procurement team you will
receive an email.

The illustration below is an example of an approval notification:

Supplier Registration Request 6002 Was Approved
@ procurement@aveva.com ‘©| © Reply | € Reply Al ‘ — Forward HE‘ ‘ ) ‘

To bella2684@thegrampians.net; @ Fiona Bole Men 04/11/20.

CAUTION - This message originated outside AVEVA

AVEVA (GB BU)
Your Supplier Registration Request has been Approved

Request Number 6002

Request Date 30 October 2024

Requested By bella2694@thegrampians.net
Company P B Redwood Ltd

©oUser account information will be sent in a separate email

AV=VA




If your application is approved, you will receive an FYI notification informing you that your supplier
account has been created.

FYI: Supplier Contact User Account for AVEVA Was Created
P
@ AVEVA Procurement <procurement@aveva.coms ‘© ‘ O Reply ‘ €3 Reply Al | —> Forward | | L | | |

To @ Fiona Bole Man 04/11/20:

(i) If there are prablems with how this message is displayed, click here to view it in a web browser.

CAUTION - This message originated outside AVEVA

Supplier Contact User Account for AVEVA Was Created

Details
Assignee Bella Roberts Supplier P B Redwood Ltd
Assigned Date  04/11/24 10:36 Supplier Number 19546
Expiration Date  04/12/24 10:36

Task Number 5834648

Recommended Actions

Bella Roberts granted access to the supplier application for AVEVA. A separate email will be sent fo you with the instruction to access the application.
Access the application.

You will also receive a notification with a hyperlink asking you to reset your password.
Once you reset your password you will be able to log in to the Supplier Portal.
Your AVEVA Supplier Portal link is included in the email.

To access the AVEVA Supplier Portal:

1. Click on the hyperlink in the email

elvf-devl.fa.sender@workflow.mail.em3.oraclecloud.com
1Thour ago
bella2694@thegrampians.net;

Dear Bella Roberts,

Congratulations! Your Oracle Fusion Application account for AVEVA Supplier Portal has been successfully created.
Please follow the link below to reset your password.

https://elvf-dev].fa.em3.oraclecloud.com:443/hemUl/faces/ResetPassword?ase.gid=d9932 7afce424cd2a2aald7¢ 1b02bbfl

Upon Successful password reset, you may try login to Supplier portal accessing Aveva Supplier portal Link:
https://elvf-test.fa.em3.oraclecloud.com/supplierPortal/faces/FndOverview?
fndGloballtemNodeld=itemNode supplier portal supplier portal

Kindly save this link for your future login reference
If you experience any issues, please contact AVEVA Procurement Team.

Thank You,
AVEVA Procurement

The Oracle application cloud page is displayed. You will be asked to reset your password before you
can proceed.

2. Enter a new password
3. Confirm the password ORACLE APPLICATIONS CLOUD

4. Click on Submit

Sign In

Reset Password




The Supplier Portal

Prospective supplier

The Supplier Portal home page is displayed. You will receive a FYI notification in Oracle informing
you that the supplier account has been created. At this stage you are a Prospective Supplier.

I—
Pending Notifications (= Mcre Detads
Supplier Portal

Search | Orders. v | Order Number FYI: Supplier Contact User Account for AVEVA Was
Created

The Supplier Portal home page displays a list of tasks and supplier news.

Supplier Portal

Seanch | Ordes ~ | Order Numbsr

Requiring Attention Recent Activity Transaction Reports

No data available No data available

No data available

Supplier News

AVEVA Procurement Team

Tasks

The Tasks menu is divided into the following sections:

Orders The first two tasks are not available until a supplier request has
progressed from Prospective Supplier to Spend Authorized. It
is at the Spend Authorized stage that AVEVA can begin to
transact with a supplier.

Qualifications You may be required to complete a questionnaire as part of the
qualification process. The qualification process assesses
whether a supplier will be promoted from a Prospective
Supplier to a Spend Authorized supplier.

Agreements

You will receive a notification if the procurement team wants
you to complete a questionnaire.

Company Profile At any stage you can review the company details which were
entered when the Supplier Registration form was completed




View and Edit Company Profile Details

To view the company details which were entered at the supplier Tasks
registration stage and to add additional information: Drdsrs
= Manage Orders
1. Click on Manage Profile Agreements

= Manage Agreements

The Organization Details page is displayed, there are five tabs:

Qualifications.

= Manage Quastionnaires

e Organization Details

= View Qualhcations

e Addresses Company Profile
Y Conta cts « Manage Profile
e Business Classifications

e Products and Services

Advance OB ® @

Company Profile @ | Delete Change Request  Edit  Done |

Please review AVEVA Supplier Standard Operating Procedure (SOP) to guide you on managing your Profile and ensuring the information is on AVEVA format. The SOP is available,

© There are profile changes that aren't submitted. You must edit the changes to continue

Change Description
Last Change Request 2530026 Requested By  Roberts, Bella

Request Status  Draft Request Date  11/4/24

To add or modify

| Organization Details Addresses Contacts Business Classifications  Products and Services d eta i | s 0 n th e Co m pa ny
Profile tabs, select Edit

4 General
Company P B Redwood Ltd Tax Organization Type Individual
Supplier Number 19546 Status  Active

Supplier Type - Extemal Attachments PB Redwood Ltd Insurance Documentation.docx (1 more...)

4 |dentification

D-U-N-S Number National Insurance Number

Customer Namber The mandatory fields were
sic entered at the Supplier
4c te Profil - - -
orporate Frotie Registration stage. The remaining
Year Established Chief Executive Title
Wission Statement fields on this page are optional Chief Executive Name

Principal Title

Corporate Web Site www PBRedwood.com

2. Click on the Edit button

Advance

Edit Profile Change Request: 2530026 Delete Change Request ~ Review Changes  Save = Saveand Close  Cancel I

Review AVEVA Supplier Standard Operating Procedure to guide you on managing your Profile and ensuring the information is on AYEVA format. The SOP is available
here

* Change Description

You can save or discard the
changes you have made

Organization Details Addresses Contacts Business Classifications  Products and Services

4 General

* Supplier Name | P B Redwood Ltd Tax Organization Type ‘ Indh

Supplier Number 19545
Supplier Type Extomel When you edit the Organisational Details page, an Edit Profile
4 Change Request Details Change Request number is generated and two mandatory
f fields are displayed. You must enter a brief description of
what has been updated and select the appropriate

* Which Business Unit this change request is for? ‘

4 |dentification

D-U-N-S Number

Procurement Business Unit for this change request

Customer Number

3. Amend or add information, as appropriate

AV=VA




To view the Address page:
4. Click on the Addresses tab

The address name is displayed in the format:

Field Data Entry
First 2 letters Country Code GB

First 3 letters of the Town or City CAM

First 5 letters of the Supplier Name PBRED

2 numbers of a sequence starting from 01 01

Each entry is separated by an underscore. The supplier address name in this example is:
GB_CAM_PBRED_01

Advance

Company Profile @ Delete Change Request  Edit | Done

Please review AVEVA Supplier Standard Operating Procedure (SOP) to guide you on managing your Profile and ensuring the information is on AVEVA format. The SOP is availabJe’here
© There are profile changes that aren't submitted. You must edit the changes to continue

Change Description

Last Change Request 2530026 Requested By Roberts, Bella

Request Status Draft RequestDate  11/4/24

To add or modify details

on the page, select Edit

Organization Details Addresses Contacts Business Classifications  Products and Services

View v Format v  Status ‘Actwe v‘ E [ Detach
Address Name Address Phone Address Purpose Status
GB_CAM_PBRED_01 Redwood House, 20 Madingley Road, CAMBRIDGE,Cambridgeshire,CB3 OHR,UNITED KINGDOM Ordering; Remit to Active

To view the Contacts page:

5. Click on the Contact tab

Advance

Company Profile @ Delete Change Request  Edit  Done

Please review AVEVA Supplier Standard Operating Procedure (SOP) to guide you on managing your Profile and ensuring the information is on AVEVA format. The SOP is available here

© There are profile changes that aren't submitted. You must edit the changes to continue

Last Change Request 2530026 In this illustration, two contacts have been
Request Status_ Draf requested. One of the users requires a User Account,

which will enable them to login to the Supplier Portal

Organization Details ~ Addresses Contacts Business Classifications  Products and Services

View v Format v  Status ‘Actwe v ‘ E [ Detach

Name &7 Job Title A& Email &' Phone Adn(;:\r::;r:ttlve User Account | Status
Roberts, Bella Manager bella2694@thegrampians.net +44 2082346489 o o Active
bole, fiona fiona bole@aveva com +44 2083453456 (] Active

To add a new contact:

6. Click on Actions

Actions w

| cene |

Edit

Delete




Advance X 0B

Edit Profile Change Request: 2530026 Delete Change Request ~ Review Changes ~ Save = Saveand Close = Cancel
Review AVEVA Supplier Standard Operating Procedure to guide you on managing your Profile and ensuring the information is on AVEVA format. The SOP is available
here

* Change Description | Corporate Profile information updated
Year established

Organization Details ~ Addresses Contacts Business Classifications  Products and Services

ew v Fomat v /‘ Status ‘Acﬂve v Freeze [ Detach

Administrative

Name &7 Job Title &7 Email &7 Phone User Account  Status

Contact
Roberts, Bella Manager bella2694@thegrampians.net +44 2082346489 (] (] Active
bole, fiona fiona.bole@aveva.com +44 2083453456 (] Active
7. Add the Contact details
If the contact needs to receive general communications:
8. Check the Administrative contact field
If the contact needs to have access to the Supplier Portal:
9. Check the Request user account field
Create Contact X
Salutation Phone ‘44 ‘ v || || || |
* First Name ‘John ‘ Mobile ‘ ‘ v || || |
Middle Name ‘ ‘ Fax ‘ ‘ v || || |
* Last Name ‘Clemans ‘ Email ‘ |
|

Job Title ‘ Manager

| w'| Administrative contact |

4 Contact Addresses

Actions w View w Format » E {=] Detach

Ensure the checkboxes are ticked if
the contact needs to receive

Mo data to display. communications from AVEVA and
Columns Hidden 5 access to the Supplier Portal

4 User Account

| Request user account

Roles  Data Access

Actions w View v Formatw E_ {" Detach
Role & %  Description
Aveva External Supplier Portal Supplier Profile Manage Questionnaire View CQualification View Orders View Agreemen...

Click on Create Another or OK to close

| Create Another || OK || Cancel |

10. Click on the OK button

AV=VA




If you request a user account for the contact you are adding, the request will be sent for
approval. Other changes to the company profile details, such as your address details or
corporate profile will not require approval at the Prospective Supplier stage.

It is important to ensure that the address data is entered accurately and follows the
required format. Incorrect or incomplete address information can lead to delays or
failures in payment processing. We strongly recommend reviewing and updating your
address details carefully to avoid any disruptions in your payments.

Once a supplier is Spend Approved, any amendments will be subject to approval.
To open the Business Classifications page:
11. Click on the Business Classifications tab
View the business classifications entered during the supplier registration process.

To add additional information:

12. Click on Create in Actions =

Actions w

Advance op @

Edit Profile Change Request: 2530026

Delete Change Request | ReviewChanges  Save  Saveand Close  Cancel

Ad d or D ) | ete B u Si ness re to guide you on managing your Profile and ensuring the information is on AVEVA format. The SOP is available here

Classifications The Business Classification entered during

Organization Details  Addresses  Contacts ~ Bugifiess Classifications  Producs and Services

the Supplier Registration process is displayed

[ None of the classifcations are appiicabie

Actons v View v Fomat v " Detach
Other Certifying

Classification Subclassification  Sgatas Certifying Agency oncy Certificate Start Date Expiration Date  Attachments Notes  ProvidedBy  oni™ed

\ v None -

|C0n$umnq A/ Current Otner Gon 10128 10125 G| PBRetwoodLid Certicate ¢ [

You can Save or Save and Close at any point. If you want to review or amend products and services:

13. Click on the Products and Services tab

=0 N - |

Delete Change Request  Review Changes  Save  Saveand Close  Cancel

Advance

Edit Profile Change Request: 2530026

Add or Delete
Products and Services

ocedure to guide yg

The Products and Services entered during the
Supplier Registration process are displayed

Organization Details ~ Addresses  Contalls ~Business Classifications  Products and Services

Category Name / Description
Accounting

Consulting

When you have completed amending the Supplier Profile information:

14. Click Save or Save and Close




A confirmation is displayed:

15. Click on the OK button
16. Click on the Done button

You can return to the Supplier Profile and view or amend the information at any time.

The supplier onboarding process is complete when your status as a supplier has progressed from
Prospective Supplier to Spend Authorized. This means AVEVA can begin transacting with you and
begin raising purchase requisitions and purchase orders.

You will receive an email notification informing you that your onboarding has been successful and
that you are listed as a Spend Authorized Supplier.

Welcome to AVEVA as Spend Authorized

procurement@aveva.com
To O bella2634@thegrampians.net; © Fiona Bole
Supplier Portal - PLACEHOLDER DOCUMENT - Example Only - Aug2024.pdf
o EREYE)

CAUTION - This message originated outside AVEVA

Dear Supplier,

AVEVA welcomes you to be part of our pool of Suppliers| Your onboarding has been successful, and you are now listed as Spend Authorized in our organization.

For more details on the activities, you can now perform on the AVEVA Supplier Portal, please refer to the attached document and link to AVEVA Supplier portal: Supplier Portal
Should you have any questions or need assistance, please do not hesitate to contact us at our Procurement Desk. You may find region specific contacts in our attachment.

Thank you,

AVEVA Procurement team




The Supplier Portal

Spend Authorized Supplier

A Spend Authorized Supplier will be able to see recent activity when accessing the Supplier Portal
home page.

In addition to the information you can view at the Prospective Supplier stage, you can see the status
of your purchase orders from the Tasks menu and the info tiles.

Advance
Supplier Portal Click on the Orders opened
s [T v link in the Recent Activity tile

The Transaction Reports displays:

You can access your Purchase e Purchase Order Amount

Orders from the Task Menu Over the last 30 days

View Recent Activity
To view the manage orders page and recent activity:
1. Click on the hyperlink

You can view the purchase order details and the lifecycle of the purchase order.

= = Click on the Orders opened hyperlink to
Recent ACtIVlty display your purchase order information
Last 30 Days
Orders opened 2
Advance
Manage Orders @ Done
» Advanced Search Ea? Manage Watchlist | Saved Search  Opened in the Last 30 Days v

Search Results

Actions v View w Fomatw 2§ « | Detach
Order Order Date Description Supplier Site Buyer Ordered Currency Status Life  Creation
Cycle Date
GB-4401-510488  11/5/24 GB_CAM_PBRED_01 EMEA, Procure... 10,000.00 GBP Open o 11/5/24

GB-4401-510487  11/5/24 GB_CAM_PBRED_01 EMEA, Procure.. 5,000.00 GBP Closed o 1115124

Columns Hidden 26




In the illustration below, two purchase orders are displayed. To view the purchase order details:

2. Click on the Order hyperlink

Order Order Date Description Supplier Site Buyer Ordered Currency Status Life  Creation
Cycle Date

GB-4401-510488 | 11/5/24 GB_CAM_PBRED_01 EMEA, Procure... 10,000.00 GBP Open o 11/5/24

GB-4404-510487  11/5/24 GB_CAM_PBRED_01 EMEA, Procure... 5,000.00 GBP Closed ki 11/5/24

Advance

. Order Life Cycle
Purchase Order: GB-4401-510488 @ Actions ¥  Refresh  Done 4
The purchase order header
Main details are displayed
4 General Ordered
Sold-to Legal . '
Entity AVEVA Solutions Limited Supplier P B Redwood Ltd Ordered  10,000.00 GBP
Billto BU GB BU Supplier Site  GB_CAM_PBRED_01
Description 0 ™ 8K 12K
Order GB-4401-510488 Supplier Contact Source B Amount (GBP)
Agreement
Status Open Bill-to Location AV Cambridge Supplier Order
Buyer  Procurement EMEA Ship-to Location AV Cambridge Mok Detalle
Creation Date  11/5/24
To return to the Supplier Portal home page:
3. Click on the Done button
4. Click on the Lifecycle icon
e " " Life  Creation
Order Order Date Description Supplier Site Buyer Ordered Currency Status Cycle Date
GB-4401-510488  11/5/24 GB_CAM_PBRED_01 EMEA, Procure... 10,000.00 GBP Open 2 1524
GB-4401-510487  11/5/24 GB_CAM_PBRED_01 EMEA, Procure... 5,000.00 GBP Closed 11/5/24

Advance

Order Life Cycle: GB-4401-510487

Sold-to Legal Entity

AVEVA Solutions Limited

Order Life Cycle

Ordered 5,000.00 GEP

Onder GB-44nt 510457
Supplier P B Redwood Ltd Shipped 0.00 Ge?
Suppler St GB_CAVL PERED_01 oo Received 500000 GBP
Suppler Contact Shipes. Delvered 500000 G5P
Ondered 500000 08P B bohured

4 In-Transit Shipments

W invoiced

Invoiced 5,000.00 GBP

Done

ros v Ve v fomte 75  otcn The Order Life Cycle displays a graph. In this example,

Shipment Ship Date  Tracking Number Packing Slip . . . Bill of Lading
the graph is showing that the goods or service have

been received and an invoice has been processed

4 Receipts
Actions v View v Fomatw 1 57 1 Detach

Receipt ReceiptDate  Shipment Ship Date  Packing Slip Returned Received  Delivered Invoiced Open to Invoice
4 Invoices
Acions v View v Fomatv F &7 Detach

Invoice Invoice Date  Status Invoice Total Paid Matched Amount Receipt Packing Slip

To return to the Supplier Portal home page:

5. Click on the Done button

AV=VA




AVEVA Procurement contacts

If you have any questions, please contact your
Procurement team in the relevant area:

Procurement. AMS@aveva.com

Procurement.APAC@aveva.com

Procurement.EMEA@aveva.com

— © 2024 AVEVA Group Limited or its subsidiaries. All rights reserved.
— AVEVA and the AVEVA logo are a trademark or registered trademark of AVEVA Group Limited in the U.S. and other countries.

All product names mentioned are the trademarks of their respective holders.

aveva.com
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