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How to Respond to Questionnaires

Why should | use this This guide provides information and the steps to respond to
guide? questionnaires in system.

Who rgight use this Suppliers needing to submit qualifications via questionnaires.
guide?

Login to the system

1 Navigate to the Supplier Portal tab.
2 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 afternoon, ERP XXXXXX

Me My Team J Supplier Portal Tools Others

Supplier Portal
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Supplier Portal

« Acknowledge Schedules in Spreadsheet

Agreements
« Manage Agreements
Channel Programs
« Manage Programs

Shipments

« Manage Shipments
= Create ASN

= Create ASBN

s Upload ASN or ASBN
= \iew Receipts

» View Returns
Contracts and Deliverables

=« Manage Centracts

« Manage Deliverables
Consigned Inventory

« Review Consumption Advices
Invoices and Payments

» Create Invoice
« Create Invoice Without PO
« View Invoices

« View Payments
Negotiations

« View Active Negofiations

s Manage Responses

Auctions from Seller

» View Active Seller Auctions

=« Manage Seller Auction Bids

» View Qualifications

Qualifications o
=« Manage Questionnaires

No data available

M Cuestionnaires

Supplier News

Thank you for your continuing support of Essential Energy's Oracle Fusion system.

Over the last few months understanding and awareness of the system has improved both for you
our valued suppliers and within Essential Energy.

With that in mind we are updating this news box with the most recent and commeon requests for
information

Did you know you can use the Supplier Portal as a one stop shop?

You can review purchase orders and initiate changes to them which flow back to Essential
Energy

You can review and update agreements (contracts)

You can create, mange and submit invoices

You can review and reconcile payments

Please nofte that use of the Supplier Porial is completely opfional and unigue to each supplier.

Note sure how to use the Supplier Portal? Use this link to access support guides
Guides and information for suppliers (essentialenergy com au)

Are you considering selling or have you recently sold/bought your company?

If your ABN or company name has changed a new supplier registration is required. It is not legal to
continue trading using this supplier portal login if you are not listed as the Company Contact. Please
seek support via suppliers@essentialenergy.com.au

.

I updated my b
account.

g via the supplier portal but payments are still going to the wrong

Making changes to addresses, contacts or banking can be done by updating the Company Profile,
but it is important that changes be Saved, then follow the Review and Submit step in the guide_ If
Submit is not clicked, changes will not flow to the Essential Energy side of the supplier record. This
link will assist you with updating your Company Profile.

hitps:/fwww essentialenergy.com. au/-/media/Project/Essential Energy/\Website/Files/Partners/SP-

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.

Click on Respond.

essential
oy

Manage Questionnaires

4 Search

Search Results
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Questionnaire  Questionnaire Title

16 ERP Test

Detach
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Action

6 Enter your response.

7 Click on Save.

8 Click on Submit.

Respond to Questionnaire:

4 Questionnaire

Title  ERP Test Supplier  ERP Testing Pty Ltd
Procurement BU  Essental Shared Senvices BU Supplier Site
Requested By  Victoria Davis Responder  ERP )0000(

Note: If there is more then 1 section, use the Section arrows to navigate through each

Status  Draft

Due Date

Attachments None

Questions Progress. Section 1. Modern Slavery Disclosure v
Modem Slavery Disclosure
* 1. Forthe duration of my organisations engagement ith Essental Energy we wil
ot tolerate any form of modern slavery n our operations or our supply chain,
 isclose to Essential Energy any form of mocler slavery in ou operafions of our supply chain
- pariicpate in ulure reasonable requests for informaton.
O aAgee
O b.Disagree
* 2. My organisation hias moden slavery disciosures fo make to Essenial Energy.
@ Eccential Eneroy encourage ull disclosure of modern lavery risks and issues in supplier operations and supply chains, and offer assurance that our intent isto work with our suppliersfor ethicalsupply chain outcomes in compliance with legislation and our Code of Conduct|
() aYes, I nave disclosures to make today.
(O b.No, I do not have any disclosures. (6)
Comments
4
Section < [1. Modern Stavery Disclosure v

9 Click on Ok.

+ Confirmation x

The response to the ERP Test questionnaire was submitted.
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