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\é\ﬂi]é/;hould J e Ui This guide provides information and the steps to respond to questionnaires in system.

\g/\ijri]gerglght et Suppliers needing to submit qualifications via questionnaires.

Step |Action

After you login, navigate to the Supplier Portal tab.

Click on the Supplier Portal app.

Note: If you are invited to respond to a questionnaire you will also receive a notification via your Notification Bell. You can access
the questionnaire by clicking into the notification. If you have accessed the questionnaire this way, skip to step 7.

Good morning, John Wills!
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Step [Action

3 In the Task list, scroll down the page and select Manage Questionnaires.

Qualifications

| « [anage Cluestionnaires e

View Qualifications

Click on Respond.

Manage Questionnaires @
4 Search

** Questionnaire Title
** Questionnaire

** Supplier Site

Search Results

Actions w View v Formatw [ Ep

Questionnaire  Questionnaire Title

° D 114 Training

Freeze

=} Detach

[+]

Wrap

You will be navigated to the Manage Questionnaires page, and all your questionnaires will be listed.
Click the Questionnaire row you would like to respond to. Note: The Status will be Not Started.

I Respond ‘

v

I Advanced ‘ l Manage Watchlist | Saved Search Requiring Aftention

™ Status B

“* Response Due Date  dd-mmm-yyyy

te
** supplier Contact E]

=+ At least one is required

" . Response .
Supplier Site Status Due Date View PDF

TEST SUPPLI... | Not started o7
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6 Enter your Response.
Note: if there is more then 1 section use the Section arrows to navigate through each.
7 Click on Save.

8 Click on Submit.

Respond to Questionnaire: Training @ Save and Close Cancel

Time Zone Australian Eastern Standard Time (New South Wales)

4 Questionnaire

Title Training . Status  Draft
Supplier
- Ecsential
BY Shared su Supplier Site TEST SUPPLIER2 Due Date
R hwar, Anushi
equested By - Kaulvar, Anusha Responder Attachments None
Questions Progress Section 1. Supplier Score Card v

Supplier Score Card

"1 Respondents are to provide the following WHSE performance metrics for the most recent 12 month peried. These metrics may be
inserted in the comments box below, of uploaded as an attachment in this section. All uploaded files shall be in MS Word, Excel, POF
or JPG formats. All files to be uploaded in this section shall be zipped into one compressed folder labelled "WHSE Information™.

i. Hours worked

Ii. Fatalities

lil. Lost Time Injuries (LTI}

iv. Lost Time Injuries Frequency Rate (LTIFR)

v. Number of reportable Environmental Incidents

vi. Number of WHS incidents reported to a regulatory body {e.g. Safe\Work NSW)

Response Attachments None +
Comments

e

Section 1. Supplier Score Card v

9 Click on OK.

« Confirmation »

Response to questionnaire Training is submitted.
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