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Work Instruction

SRM_Vendor Registration

Purpose

Use this procedure to register your company for SUS activity with INVISTA.

Trigger

Perform this procedure when receive a registration E-mail.

Prerequisites

e You must be an active vendor with INVISTA.

Helpful Hints

e The initial password you enter is not used for your registration. You will receive a system
generated password.

e Some functions require allowing pop-ups in Internet Explorer. If blocked, you should see
icon at top and/or bottom of the page.

Fop-Up blocked. To seg this pop-Lp or aditional options clck here..,

e If cookies are disabled, you will run into system operating issues.

e Field indicators R/O/C designate whether the information is Required, Optional, or
Conditional. Conditional fields have a different result based on input.
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Procedure

1. Start the transaction using the Registration for Supplier Portal E-mail you receive.

| WL s Registration for Supplier Portal - Message (Plain Text
fana 9 PP £zs308 (Bl Je
Message Add.Ins
(H] Dow—ar s
oL [ 96 | R s g e
‘ — ) Related ~
Reply Reply Forward || Delete Moveto Create Other Block Not Junk Categorize Follow Mark as
to All Folder~ Rule Actions~ || Sender — - Up~ Unread || W Select~
Respon \ctions tion ] Fin
Extra line breaks in this message were removed,
From: INVISTA Vendor Registration [no_reply @invista.com] Sent: Fri 5/14/2010 3:42 AM
To:
Cc
Subject: Registration for Supplier Portal
=
2 -~
Dear Sir/Madam,
lie are pleased to welcame you as supplier Supplies Inc in our Supplier Portal.
The registration ID
675484308123TcThEwZW
has been created for you.
Please log on to
1ttp://vendoradmin.invista.com/sus selfreg/userselfreg.htm?regid=675484308123TcThEwZl =
as soon as possible using this registration ID.
You can then create an administration user for your Supplier Portal that you can then use to
create further users and use all other Supplier Portal functions.
See the Supplier Portal for more information.
Best regards
Your Supplier Portal Team
If you have any questions, send an e-mail to no reply@invista.com
v

2. Click the link provided in the E-mail.

Please log on to
http://vendoradminga.invista.com/sus_selfreg/userselfreg.htm’regid=7827AA4E9D2+twUINWTL
as soon as possible using this registration ID.

You can then create an administration user for vour Supplier Portal that
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Self-Registration - Microsoft Internet Explorer provided by INVISTA

2} Self-Registration - Microsoft Internet Explorer

B[=E

|
1]

File Edit ‘iew Favortes Toaols Help :,
Hellal Befare you start, ... =
“ou will be created az sn sdministrator for your company with the following registration
Fields indicated with a * must he filled
| *Lser hame | |
| *FormoOfAddr Selec..[*
| *First Mame | |
| *Lazt Mame | |
| *E-Mail Address | |
| *Country [ tghanistan [=] -
| Language [English [=]
| Telephone | |
| Fax I |
| tem I |
| Department | |
| Date Farmat [DDhb vy [
| Decimal Format 12345 657 90 = |
| Time Zone [Eastern Time (Mew ¥ ork) [=]

I Registration 1D 675454530581 23TeThEw v
| Buyer of Record
[+]

:El Dane

é ﬂ Internet

3. As required, complete/review the following fields:

Field Name R/O/C Description

*User Name R Select a User Name or User ID which will be used in the

future for vendor portal access.
@ If you are an INVISTA eSourcing user, use
the same user name and password.

Example: Inv_sjones

FormofAddr R Select a form of address from the dropdown.
Example: Ms.
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*First Name R Enter your first name. Please add indicator for role.
Example: Sally-Adm
*Last Name R Enter your Last Name.
Example: Jones
*E-Mail Address R Enter your E-mail address to receive communication.
Example: Sally.Jones@Supplier.com
Country R Enter the country of your company headquarters
Telephone @) Enter telephone number for communication.
Example: 704-323-8321
Date Format @) From drop down, select your preference for entering dates.
Decimal Format O From drop down, select your preference for currency.
Time Zone @) From drop down, select the time zone in which you operate.

Self-Registration - Microsoft Internet Explorer provided by INVISTA

) self-Registration - Microsoft Internet Explorer provided by INVISTA

Fle Edit Vew Favorites Tools Help "
¢} © - ¥ & @ POserch sigravortes €) vig & - i 3
Address | &] https:/fvendoradminga.nvista.com/sus_selegbD LbizjPTAIMA==)/serselfreg.ntm ?regid= 7B 27AAIESD 2+ twlINWIL v Bco |Liks ™
— : [-]
“Courry A [
Language English =]
Telephone [704-325-6321 |
Fax [ |
Item \ |
Department \ |

Date Format WWDDM Y : _—

Decimal Format

Time Zone
Registration 1D TB27AAAEID2 twlINWYIL

Disclaimer: Registering as an INVISTA vendor does not guarantee that either you or your company will be awarded any contract or purchase order to provide goods or services to INVISTA,

Data Privacy: Information provided through the INVISTA Supplier Portal will be used in the purchasing and accounting activities of INVISTA and its associated companies. Information is retained in
accordance with internal INVISTA policies. You and your company will keep any infarmation received or gained through the INVISTA Supplier Portal as confidential. In the event that you or your
company has an existing contract which addresses confidentiality or data privacy, those provisions will also apphy. Any data received by you that is not relevant to business transactions with INVISTA
will be returned to INVISTA. Neither you nor your company may disclose or use any information mace available to you or your company by INVISTA by which the identity of a natural person could be
revealed. You and your company must process any data recelved from INVISTA as a result of the use of the INVISTA Supplier Portal in compliance with the data protection laws and regulations
applicable to the jurisdiction from which the information is disclosed

Caonfirmation: By submitting information through the INVISTA Supplier Portal, you certify that you are authorized to submit the information for or on behalf of, the person or entity identified. You certify
that the information provided is true and correct to the best of your knowledge.

1 have read disclaimer, data privacy statement and confirmation statements and accept the terms.

Create

[«

] Done S @ Intermet

4. Read the Disclaimer and indicate your acceptance by Clicking (1.

5.  Click [Create] |
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INVISTA - Microsoft Internet Explorer provided by INVISTA
A INVISTA - Microsoft Internet Explorer provided by INVISTA
Fle Edit Wew Favorites Tools Help

H[=

Qe - © - XN A S search 57 Favorites £62) - :_\5 - JE 3

Address |@ hittps:/fvendoradminga.invista.com fsap(bD UbIZ{PTAIMA==)/bc/bsp/sap/zssrm _login_suc/defaLit 1.htm

v ‘ Go | Liks 7
Thanks for submitting the registration form. You will receive an email shortly with your user id and secure password. Pleage log into the system and change
the mitial password provided in the email.

@ Done

S o Intermet

@ You will receive a Supplier Enablement E-mail shortly. Example is as shown below.
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An account in an INVISTA system has been created for you - Message (HTML)

E@ [ B A An account in an INVISTA system ha y for you - Message L
‘ Message @

4 XY D e B Op oy A

2y Related ~
Reply Reply Forward | Delete Moveto Create Other Block [ not Junk Categorize Follow Mark as
ta All Folder ~ Rule Actions ~ || Sender “ Up - Unread | kW Select -
Respond Actions Junk E-mail Fl Options ] Find
From: INVISTA Supplier Enablement [DoNotRespond@invista.com] Sent: Tue 1/13/2009 3:42 PM
To: # Horne, Ann L.
Ce
Subject: An account in an INVISTA system has been created for you
-
An accountin an INVISTA system has been created for you. Please log in with the credentials supplied below, noting that they must be entered exactly as shown. Atthe firstlogon you will need to change your password. If you  —
‘would like to bookmark our URL as a favorite, please use: hitps/supplierportalga.invista firifportal
Account details:
|_pomainsername ] Passwora ] e ]
EXTNETLABIInGPlatAdm f8S)rDis wﬂm
Please do notreply to this system-generated e-mail address. COPYRIGHT 2009 BY INVISTA .S A INC. ALL RIGHTS RESERVED. INVISTA CONFIDENTIAL. INTERNAL USE ONLY NOT FOR PUBLIC DISTRIBUTICN
-

6.  Click the link to access the portal.

[vtand

An accountin an INVISTA system has been created for yvou. Please log in with the credentials supplisd below, noting thatthey must be entered exactly as shown. Atthe first logen vou will need to change vour password. If vou
would like to bookmark our URL as a favorite, please use: hitpsiisupplierpotalga.invista.comiiri/portal

”Accnuntneta\\s ||
|

You may wish to save this link as a favorite.
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INVISTA Enterprise Portal Login - Microsoft Internet Explorer

File Edit “iew Favorites

Tools  Help

User narme:

I want to change my p: vd after logging on

nd Conditions:

Conditions of Use

Data Privacy: Information provided through the INVISTA

Enterprise Portal will be used in the purchasing and accounting
ackivities of INVISTA and its associated companies, Information is
retained in accordance with internal INVISTA policies. Any data
received by vou that is not relevant to business transactions with
IMWISTA must be returned ko INYISTA, Neither you nor your

company may disclose or use any information made available to

wou or your company by INWISTA by which the identity of & natural
person could be revealed. You and wour company must process el

/'_'

D INVISTA

Done

| é ° Internet

7. As required, complete the following fields:

Field Name R/OIC Description
User Name R Enter the user name as indicated in the E-mail
Password: R Enter the system generated password from the E-mail. Type
it in exactly as it appears. Example: NewPass23
Conditions R Click that you have read and accept the conditions.

& When doing a copy and paste of the User Name and Password, there is often an extra
character (space) at the end. If access is denied, type the information or remove the
last character to try again.

8. Click "7 vou will be required to select a new password.
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@ New password must be a minimum of 8 characters. Use your eSourcing password if
you are an INVISTA eSourcing user.

Fle Edt “ew Favorites Tools Help

@Back - \‘) B @ @ pSearch *Favorites o @' i}. D o W, 3

Microsoft ISA Server 2006 - Microsoft Internet Explorer provided by INVISTA

[]

Cldress ‘@ hittps:/fsupplierportalqa.invista.com/CookieAuth.diPLogon

V|Go Links ™ -

= |

Microsoft- >
Internet Security &
Acceleration'Server 2006

(@ InvisTA

For Help, press F1

9. As required, complete/review the following fields:

Field Name R/O/C Description

Old password: R The system generated password from the E-mail.
Example: NewPass23

New password: R Enter a new password with a minimum of 8 characters. This
will be your active password.
Example: Fhkhk

Confirm new R Enter the new password you have created.

password: Example: ook

10. Click Change Passwoaord
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Security Information
Security Infarmation &|

T, This page cantains hoth secure and nansecure items.

gl

Do wou wantto display the nonsecure items?
Yes l ’ Mo ] ’ hare Info

11. Click L1

You are now in the Supplier Portal.

A Supplier Self Service - INVISTA Quality Assurance - SAP NetWeaver Portal - Microsoft Internet Explorer provided by INVISTA

Fle Edit Wew Favorites Tools Help
eBack - \ﬂ @ h fﬁ\i Search ‘?‘::(‘Favorltes & [;' :\7 v - J ﬁ 3

Address|@https:Ifsuppherporba\qa.\mvista.comﬁr]/porta\ v Bso ks 7 -

I Welcome Sally Admin

’—| Search | Advanced Search

Supplier Self Service

Supplier Self Service | History, Back Forward

¥
W) F -
1 -
o Dlnvista (—

mySAP SRM tome | Fing | Help | FAQ ¥ e

4 Start Page

| start Page

= Find
~ Purchase Orders
= Al
* Mew
+ Changed . Mew and Changed
* In Process » In Process
* Confirmed B Confirmed and Partially
* Partly Confirme s
- Rejected -
- Canceled by Customer & cun Data
~ Messages
- Read Messages
~ Administration The table does naot contain any entries
- Create Users
- Find User
- Own Data
- Company Data
» Customer List

All Purchase Orders

I Messages |

=

@ Done @ Unknown Zone (Mixed)

12. Click @*MData 14 verify your user information is correct.

: You may wish to create additional users for your company. See separate instructions
for that work.
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13. You have completed this transaction.

Log Off

Click Log Off at the top left hand of the screen to end your session.
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