Supplier Profile

Supplier Portal - Quick Reference Sheet

Overview

This Quick Reference Sheet (QRS) demonstrates how to access and change your company and banking
details, delete current users that have left your company and add new users.

Things You Need To Know

Updates to users are not instantaneous and require technical intervention. A new user may take a
couple of days to be created in keeping with our security protocols.

Features Covered
e View Supplier Company Details
e Delete an Existing User
e Creating Users

View Supplier Company Details

The Supplier Profile transaction shows Home
you details of your company and the E:g:f?e Passwoid
users we have registered.

1. Click menu item Supplier Profile. Bids / Tenders

Claim for Payment
Purchase Order View
Supplier Profile

OSH Pertormance Statistics

Insurance Certificates
Security

Variation Orders
Variation Claim

Tell us what you do
Manage Documentation

The Supplier Profile transaction

2 CIle Chan e Data DVE ENIGINEERING PTV LTD. | Supplier No: [57329 ]

. g . ey
Strest Address Postal Address
37 VIRGINIA STREET ][ ] Phane:
[MoRIEY ][ ] Fac [0B84202727 ]
CrvAN— [ — Emai; [s2es@DMBoom |
Bank Details
558 Ko pr— Acsoum Hoser
HSE Details
e St WeETer ] S
HSE Grade: [A | HSE Expiry Date: [22.11.2017 1 Request Requalification

ey

[ Name [ Emai Fhone User ID
|| mexminag Alex BinsddfDME .com 08 84750444 ABINNOD!
|| mareiong Mt Bond @DME.com 0433 444 787 MEONDO?
:l Holmer Ray Holmer Ray @DME.com 0423 444 255 HRAYDD
_| Luke Musden Luke Mudden@DME com 0423 444 510 LMUSCED1

] | o
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3. Make changes to the required fields.

Click Cancel if the changes are not
required. Alternatively click Submit

to save the changes.

5. You can also see your HSE status,
tier and expiry date details.

Note: These changes update
immediately.

Delete an Existing User

Supplier Company Details.

DME ENGINEERING PTY LTD | 3uppiier No: (57329 1
i

Strest Address Postal Address

37 VIRGINIA STREET ] [ | Phaone: [08 3420 3728

[MGRLEY ] [ | Fax (089420 2727

1 Email: [s3les@DME.com

Bank Details

BSB No: Account No: Account Holder: [DMB EN GINEERING FTY LTD

HSE Details

HSE Status: [QUALIFIED HSE Tier. Scors:

HEE Grage: A | HSE Expiry Date: [2211.2017 | [ R=gesst Resuaiinieation |

] ety | s

| Name. [ Emai Frone User 1D

|| exsinan Alex Binadd@DHE com 08 34750444 ABINNDT!

|| mattBon izt Band @M. com 0433 448 78T MBCNDOT

|| Homer Ray Holme: Ray @OMS. com 0433 444 535 HRAY00

|| Loke mugeen Luke, Musden @DNE.zam 0433444 510 LMUSCEDT
\ 4 Change Dat= | [TE] Submit JT@F Cancel]

When a staff member leaves your company, you must remove their access from your profile.

1. Click the Users tab.

2. Click |:| next to the person to be
removed.

3. Once highlighted, click Delete
Contact Person.
A message appears advising that

the request was sent to the help
desk.

Note: Deleting user requests are
performed by our help desk.

Creating Users

| Name | Email
|| AexBinadd Az Binsdd@DHE.com
:| Matt Bond Mat.Bond @DME.com
Holmer Ray Holmer Ray @OME.com
Luks Mudden Luke. Mudden@&CME. com

Business Partna Luke Mudds deletion reguest sant to help desk

Creating a new user is performed through the User Management tab.

1. Click User Management tab.

Complete all the details.
Click Create User.

A message appears advising the
Business Partner was created.

Note: New user creation will take a
couple of days to complete due to
security protocols.

4, Once created the new user will
receive their user ID and
password via email.

__/-:apabitynmmm}uﬂumagumn

First Name: Email: [Feter.Smith @DME.com
e mme
[ Change Dat | [[] Submt | [ Cancel |
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