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Purpose: The purpose of this document is to provide Suppliers with a quick reference guide on how
self-register on the Ivalua Supplier Portal, add contacts and provide P2P address details if
Cleveland Clinic decided to do business with your company.

Complete Self-Registration

1.

Once on the Procurement Portal login page, click New Supplier. Register Now link.

L3 Cleveland Clinic

Welcome to the Procurement portal
L3 Cleveland Clinic
Welcome to the Group Purchasing Portal.

As part of optimizing purchasing processes and supply chain management, our
group offers a dedicated tool for collaborative management of your purchases.

As the main tool for exchange between buyer and suppliers, the portal gives
you the ability to access the life cycle of e-procurement, from the consultation
phase (RFx) through the management of orders and deliveries, to the payment
of invoices. It also allows suppliers to update their profile, catalogs and respond
online to requests for proposal.

With this portal you will save time, have greater visibility and increase
efficiency for the whole organization.

The Purchasing Department

IDENTIFICATION
-

P Login

Lost your password?

Supplier?
ter Now

2.

Review the registration terms and click Agree to Terms

L3 Cleveland Clinic

Registration Terms

Cleveland Clinic has a long-standing commitment to serving local needs by attracting, supporting and partnering with diverse business enterprises. Our supplier diversity program and procurement process supports this commitment

by identifying and working with qualified diverse suppliers to increase their participation in Cleveland Clinic's procurement opportunities.

To facilitate this process, our online supplier registration tool will identify and register potential suppliers. This tool enables Cleveland Clinic to establish new supplier relationships and identify potential suppliers for specific

procurement requirements.

You will be automatically notified via e-mail upon successful completion of the registration process. Since Cleveland Clinic buyers will have the ability to review and evaluate your company for potential business opportunities, it is
important to Include all of your company's capabilities and certifications. An incomplete profile may hinder capability searches. Once you have registered, you can access the portal at any time to update your profile. Note that a
company will be contacted only if its capability profile matches a current procurement need.

Registering as a supplier does not automatically place your company on a "bidder’s list”, constitute approval of your firm as a Cleveland Clinic supplier, or obligate Cleveland Clinic to solicit a request for quotation. It does, however,

allow us to better understand your firm's capabilities and experience.

By registering, you are putting your business in a position to be found by our users.
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3. Complete the Security Control section by entering the displayed characters. Complete all of the
required fields within the Company Information, Contact Information, and Additional
Information sections:
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4. After completing all required fields on the registration page, click the Register button on the top of the

page.

L3 Cleveland Clinic

e J e |

Company Information Contact Information
Business Name* ® Complete the following First Name *

KC UKSUP_01 Company Registration Number * Kristen
Dagi. dl (NN L] 245400 1 + Al L]

5. Click on the Go back to login page button.

L] Cleveland Clinic

v

We thank you for your visit.

Your request for registration has been taken into account. You will receive soon an e-mail from us with the next steps.

“#Go back to login page

Login to Portal for the first time and Update Company Profile

1. Login asthe new supplier.

L3 cleveland Clinic

Welcome to the Procurement portal

L3 Cleveland Clinic
Welcome to the Group Purchasing Portal.

As part of optimizing purchasing processes and supply chain management, our
group offers a dedicated tool for collaborative management of your purchases.

As the main tool for exchange between buyer and suppliers, the portal gives
you the ability to access the life cycle of e-procurement, from the consultation
phase (RFx) through the management of orders and deliveries, to the payment
of invoices. It also allows suppliers to update their profile, catalogs and respond
online to requests for proposal.

With this portal you will save time, have greater visibility and increase
efficiency for the whole organization.

The Purchasing Department

IDENTIFICATION

| & tisten.moore@suppiier.com| ‘

ERTTTTTT Login
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2. Accept the General Terms and Conditions.

General Terms of Use

Ut ey, rUpRSTTY U PHVECY TGN, (V) YUUS VIURIUUN Ut Ty SUe, IOGE, FEUSTS Uf et s
laws, rules. , codes. statutes, and/or directives; (vi) any made

TES, OUR ERS, DIRE!
EMPLOYEES, AGENTS, AND REPRESENTATIVES, HAVE ANY LIABILITY IN REGARD TO
LOST PROFITS, REVENUES, INFORMATION, OR DATA, OR CONSEQUENTIAL,

DIRECT, INDIRECT, EXEMPLARY, PUNITIVE, OR INCIDENTAL DAMAGES ARISING OUT OF
OR RELATED TO THIS AGREEMENT OR THE PORTAL, EVEN IF WE HAVE BEEN ADVISED
OF THE POSSIBILITY OF SUCH DAMAGES.

any state or jurisdiction in which you may use the Portal, relating 1o the waiver of unknown ciaims.
aovmuwuumsumu

be governed by the laws of the State of Ohio without regard 10 choice or
mu:somuwmpu. You agree 10 the jurisdiction of the Norther District of Ohio or the state
courts Cleveland, resoive

i with . regardiess of
mmﬂwmmmAquybeMbyymmmnw(nyeuwm
cause of action has arisen.

or unentorceable the remaining
the application of that provision shall be enforced to the extent permiied by law.
ASSIGNMENT
You may not assign the Agreement, or transler or sub-license your rights under the Agreement, to
any third party. Any purported assignment by you of this Agreement is void.

ENTIRE AGREEMENT
mumaswnnmmunemagwwmnmmmmus the
constitutes

acknowledging and
anreewwwmwwnuw
Last Updated: April 15, 2020

1 accept the terms and conditions

3. UPDATE COMPANY PROFILE - Navigate to the General Info Tab and Select Company Profile
from the drop down. You can also access the Company Profile directly on the homepage via the

Company Profile widget.

L3 Cleveland Clinic I General Info. I Sourcin  Contracts

< 9 v Supplier Portal

i An uncement Pending Tasks

Company 5
Profile The content is not set

Import Catalog

©

RFx Events
In Progress

Onboarding Progress

Prospective A The followmg items require your
& Onll authorized for bids / attentio
" quotes

A Atleast one REMIT-TO address is
required on the P2P Information
tab. (click he:

At least one Remn—To Address is
required in the P2P Information tab

r] Cleveland Clinic
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4. Review data filled out on the Company Info page, which was copied from the Self-
Registration form completed earlier. Populate any additional fields (e.g., Year Founded)

3 Coovetant i General info.  Sourcing  Contracts

Company Info

[ e o Qo -]

Main Address

Address Line 1 ©
n Registered Legal Name * Company Regintration Number * 137 Park Lr
KC UKSUP 02 on UK _intake
L Address Uine 2
Business Name * VATID®
- KC UKSUP_02

City Zip Code”
Website DUNS@

Wembley en HA? 750

PolE Country * State*

Year Founded
1984 Map Satellite

Primary Nature of Business ©

CORPORATE. GOV, 3RD PARTY INFORMATION v

UNITED KINGDOM - Icker kg
Tax Organization Type * (;, Wembley Stadem = =

')
Private Limited Company (LTD) ® P ;o ‘.iu 191 Tour
Google

Does your company have any diversity certifications? 0P ~

= - |

! o
B Veoden il Ters fersnamss e

5. Navigate to the contacts page and update the Role(s) column by selecting all that apply.
Note: At least one contact must be the supplier admin.

L3 Cleveland Clinic Suppliers  Sourcing  Contracts Shop  Procurement
< 9 % Supplier
«
CJoverview
& Company Info Supplier Contacts
& Contacts
<4+-Add a New Contact Select an Existing Contact

=] Documents &

Certs.

Name Username ®
- Financial
= Indicators
d RDngn e r.dunn@uksup25.com

©) Qualifications @ Supplier Admin
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6. From the Contacts page, you can add other contacts from your company by clicking the +Add a
new Contact button.
I3 Cleveland Clinic General Info.  Sourcing  Contracts
< O % Company Info
»
]
-
P Supplier Contacts
a i~
Select an Existing Contact 4 Add a New Contact
L . ’
Name @® Username ® Job Title Role(s) itatus
7. Enterin the contact’s details and click “Save” or “Save and Close” at the top of the window.
L3 Cleveland Clinic Suppliers Sourcing Contracts Shop  Procurement
Supplier: S-0005453 - UKSUP_25KC (Prospective)
[ Save s Close | gsave I initate Onboard Request |
Supplier contact management emx
= 4d a New Contact Select an Existing Contact
Identity
= First Name * Language
Rae English v
Last Name *
w o Dunn
' Email*
r.dunn@uksup25.com
Job Title ®
8. Toinvite the recently added contact to the portal, click the envelope icon.
L3 Cleveland Clinic Suppliers  Sourcing Contracts Shop  Procurement
< O Supplier
&«
CJOverview
& Company Info Supplier Contacts
2@
‘a» Contacts
<4-Add a New Contact Select an Existing Contact
=] Documents &
Certs.
Name Username ® @® Role(s)
m Financial =
Indicators
V %Je“” . r.dunn@uksupzs.co
©) Qualifications ® Supplier Admin
™ DPID Infarmatinn

T3 Cleveland Clinic
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9. Click Send Invitation at the top of the window. Click the "X" at the right corner to close the screen.

Save all changes before navigating to the next page.

L3 Clevetand Cinic Sourcing  Contracts Shop  Procurement

Supplier: S-0005453 - UKSUP_25KC (Prospective)

| save&iClose ] @save |

Search and add additional Internal Contacts ®
Select an Existing Contact

Contact Job Title

Name Username® @ Rolels) Emal Team Role
Responsible

Supplier Admin  Invite a supplier contact to login

First Name
Rae Dunn
Email
r.dunn@uksup25.com
Profile code
' Supplier
Subject
Access to Ivalua Buyer
Notification body
Dear Rae Dunn,

You are invited to follow this link : Clic

Your user ID: {login}
Your password: {password}

You have just been assigned an access to the application Ivalua Buyer for supplier UKSUP_25KC
X here

Invite a supplier contact to login

@©The invitation to register has been sent to the contact

10. Navigate to the P2P Information page by clicking on the P2P Information tab from the left

side of the navigation bar on the screen.

Under the Order & Remit Addresses section of the page, click Add New Address.
Note: This address may be the same or different than the main address listed on the Company Info
page. The address(es) listed here indicate the remit, order, return and RFx addresses.

L3 Cleveland Clinic General Info.  Sourcing  Contracts

Company Info

< 9w

Order & Remit Addresses

K

Add New Address

0 Result(s)

=]

Answer Questionnaire +

T3 Cleveland Clinic
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11. Complete the Address Details and Additional Information sections. Save & Close once completed.

Note: Multiple address types can be selected for the same address.

L] Cleveland Clinic neral Info.  Sourcing  Contracts

Company Info

Add New Address Add / Edit Address

= 0 Result(s)

Supplier Address Information

Address Details

Address Name * ®

> System Information

[asoe [l fooverQuesiomsie — |

(s | 5o e |

Additional Information

Select at least 1 address type

KC UKSUP_... en
Address Line 1* ¥ Order* Return

1-4 Main Blvd

Remit-Tc RFQ / Biddi
Address Line 2 Lo E
E-Mail * GIN®
Address Line 3 Address Line 4 orderdepartment@s...
w Phone

City* Postal Code / Zip*

Swinden BD23 4LS a4] « 20 " 74301036
Country* Zip Plus 4

UNITED v

KIN&EOM Fax

12. Click Save at the top of the P2P Information page once everything has beencompleted.

L3 Cleveland Clinic General Info.  Sourcing  Contracts
< 9 Company Info

»

a

% Order & Remit Addresses

(=] Add New Address

- Address Name Address Line 1 Address Line 2 City Country State Zip

%) &' i KCUKSUPO2  1-4 Main Blvd Swinden UNITED KINGDOM BD23 4LS
#" [ KCUKSUPO3 34 Old Bond Street Mayfair London UNITED KINGDOM W1S 4QL

o 2 Result(s)

Zip+4 GLN Remit-To Order Return RFQ/ Bidding

BSave

v
v
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