Training | Supplier Portal
Supplier Guide to Navigating the Portal
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Navigation of the Portal | Sign-In
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Navigation of the Portal | Sign-In

Use the email and password associated with your account
Note: Instructions will be sent out once access is available
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Navigation of the Portal | Supplier Dashboard
Sign-In > Supplier Dashboard

Note: Details are expected to be incorporated on future updates
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Useful Information for All Pages

The Paper X, Star, Rotation Arrows and Filter & Sort options appear on
the RFQs, Purchase Orders and Suppliers pages
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Useful Information | Paper X Button

Paper X: Export your list fo an Excel spreadsheet
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Useful Information | Star Buiton

Star: Add columns with additional information to the list view

Note: Some columns cannot be removed from the view and the order
columns appear in cannot be changed
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Useful Information | Rotation Arrows

Rotation Arrows: Refresh information contained in the
list you are currently viewing
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Useful Information | Filter & Sort
Y e Indicates a column can be filtered >
* Brings up the filter menu

Do a simple sort by clicking on any column title

Indicates a line can be expanded
Expands line to show additional details

Indicates a line can be collapsed
Collapses line to hide details

T Arrow Pointing Up = Ascending Sort

¢ Arrow Pointing Down = Descending Sort
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Navigation of the Portal | RFQs

Supplier Dashboard > RFQs
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Navigation of the Portal | RFQs

The RFQs page includes a list of RFQs assigned to your company

Note: RFQs will remain viewable until all items have been converted
into a Purchase Order or deleted from the RFQ
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RFQs | Bid Control

RFQs that require Bid Control will be identified with True in the
Controlled RFQ column and include a Bid Control Number

All communications must go through the Bid Control Center
when an RFQ is marked Controlled

Email: BidControl@hii.com
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RFQs | Reviewing a RFQ

Use Filter fo navigate to the RFQ
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RFQs | Reviewing a RFQ

For new RFQs, select Expand to view the Lines and Terms & Conditions
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RFQs page | Reviewing a RFQ

To bid on the RFQ, If you do not want to bid,
select: select:
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RFQs | Reviewing a RFQ

NO, | AM NOT INTERESTED > OK

v
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RFQs | Reviewing a RFQ

¥~ To bid on the RFQ,

select:
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RFQ Details
YES, | AM INTERESTED > RFQ Details
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RFQ Details

For Delivery Terms, Ship Via Code, & Payment Terms,
select from drop-down list
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RFQ Details | Currency

For Currency, the default is US Dollar
Note: If your quote uses a different currency, select it in the drop-down list
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RFQ Details | Price Validity Date

For Price Validity Date, type in or select the correct date
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RFQ Details

Click Edit to enter Pricing & Delivery Date
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RFQ Details | Unit Price

\ Enter Unit Price
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RFQ Details | Minimum Order Quantity
Sup Qty defaults fo the quantity being requested

Note: Update this field if you are quoting a minimum order quantity
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RFQ Details | Lead Time

/

Enter number of days for Lead Time
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RFQ Details | Promised Delivery Date

Enter the correct date

Note: This is a mandatory field

-~
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RFQ Details | Lines

Click Save, then repeat steps for all additional lines
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RFQ Details | Attaching Documents

Header Documents > Select Files > Upload

/

Files will appear under Aftached Documents
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RFQ Details | Submitting a Quote

SAVE AND SUBMIT > AGREE AND SAVE
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RFQs | What Ifs?

What if | need to make changes to my response?

Note: Changes can be made to RFQs until the Quote Due Date. After the due date, you
can only view the RFQ, not make changes
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Navigation of the Portal | Purchase Orders
Supplier Dashboard > Purchase Orders > Orders
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Orders | Purchase Orders

The Orders page includes a list of Purchase Orders for your company
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Orders | Purchase Orders

To review a Purchase Order, select the Order No.
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Order Details

The Order Details page includes all information related

to the Purchase Order
Note: A PDF of the order can be found under Order Documents

N\ /
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Orders Details | Acknowledging a Purchase Order

\

The Purchase Order has now been acknowledged

Order Details > Acknowledge > Ok
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Has a Purchase Order Been Acknowledged?

l@l The handshake icon appears next to Purchase Order

Note: If Acknowledge is not showing under Order Deiails,
the order has been acknowledged
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Navigation of the Portal | Suppliers

Supplier Dashboard > Suppliers
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Suppliers Details

Suppliers Page: Lists basic information for your company

Supplier No. > Supplier Details

Note: Pages for Suppliers & Supplier Details are expected to be
utilized in a future update
m HIl PROPRIETARY



Coming Soon | Portal Updates

* Packing List: Will packing slips to be uploaded at time of shipment

 Invoice Section: Will allow upload of invoices instead of emailing
A/P

* Free Text Field: To add any extra required details
 Page View Adjustments: To allow more personalization options
 Form SBF P9152: Option to submit via Supplier Details page
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