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Chapter 1 Administration
1.1 Introduction

The actions that a user can perform and the controls that the user can access depend on the
rights and privileges granted to the user; hence the interface components (such as, buttons,
tabs, and links) visible on the screen may differ between users. This aspect needs to be kept
in mind while understanding the steps to change settings. The administration functionalities
are controlled from the Setup tab.

1.2 Defining Configurations

1.2.1 Managing Supplier Ranking System

You can customize the supplier ranking system to award each supplier a rank based on the
overall performance score attained by the supplier.

Note: The Ranking System can be modified at any time and it will be reflected across the
application immediately for old and future scores.

To manage supplier ranking system:

1. Click Define tab.
2. Click Supplier Rank sub-tab. The following page is displayed.
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Hi, alan R... $Fwv

Dashboard v |JOIEGITIEGM | Measure v | Analyze v | Develop v | Reports | Setup v

KPI Library Scorecard Library Supplier Rank Score Range Target Status
You are here : Supplier Rank

Manage the Supplier Ranking System

You can customize the supplier Ranking System to award each supplier & rank based on the overall performance score attained by the supplier.

1f Supplier’'s Overall Score is Assign Rank Assign Color

<= -10.00 Gold

> -10.00 and <= 50.69 Silver

= 200.00 Platinum

> 5069 and <=  200.00 Bronze _

Modify

emprwered by

ZYCUS

About Zvcus SPM
Copyright @ 2013 Zycus Inc. All Rights Reserved

3. Click Modify to modify the ranking system. The following page is displayed.
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Hi, alan R...

Dashboard v |JOIEINGM | Measure v | Analyze v | Develop v | Reports | Setup v

KPI Library Scorecard Library Supplier Rank Score Range Target Status
You are here : Supplier Rank

Manage the Supplier Ranking System

You can customize the supplier Ranking System to award each supplier & rank based on the overall performance score attained by the supplier.

If Supplier's Overall Score is* Assign Rank* Assign Color
I
> [2000  Jand<-[soss | el oW
> [sees  Jand<-[moo0 | I oW
. I

Save Cancel

emprwered by About Zvcus SPM
Copyright @ 2013 Zycus Inc. All Rights Reserved

4. Enter the required details.
5. Click Save. The following message is displayed.

0 Your data has been saved.

1.2.2 Managing Score Ranges for KPIs & Scorecards

You can override the default score range of 0 to 100 and have custom score ranges for your
KPls and Scorecards. Based on the score range set here, all KPIl and Scorecard scores will
fall in the ranges specified.

Note: If the Score Ranges are modified after data (KPI, Scorecard, and Event) is created in
the system, none of the existing data will be affected, unless edited.

To manage score ranges for KPIs & scorecards:

1. Click Define tab.
2. Click Score Range sub-tab. The following page is displayed.
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Dashboard v | EISTT-NES

Hi, &lan k...

| Measure ¥ | Analyze ¥ | Dewelop ¥ | Reports | Setup ~

KPI Library Scorecard Library Supplier Rank Score Range Target Status

You are here : Score Range

Manage KPI and Scorecard Score Ranges

You can override the default Score Range of 0 to 100 and have custom Score Ranges for your KPIs and Scorecards. Based on the Score Range set here, the tool will ensure
that all KPI and Scorecard scores fall in the ranges specified.

Score Range For Score Range

Key Performance Indicators (KPIs) -20.10 to 100.50
Scorecards -20.10 to 100.50
i Modify ,

3. Click Modify to modify the score range. The following warning message is
displayed.

Confirm x

Zhanging the score range will affect all new
KPIs, Scorecards and Events that you create.
Existing KPIs, Scorecards and Events will have

to be edited manually for the change in score
ranges to reflect, Do you wish to continue?

Cancel

4. Click Continue. The following page is displayed.

You are here : Score Range

Manage KPI and Scorecard Score Ranges

You can override the default Score Range of 0 to 100 and have custom Score Ranges for your KPIs and Scorecards. Based on the Score Range set here, the tool will ensure that all KPI
and Scorecard scores fall in the ranges specified.

Score Range For IScore Range™

Key Performance Indicators (KPIs) | 1.00 ‘ to |5.[]EI |

Scorecards |1.UU ‘ to |5.UU |

5. Enter the required details.

6. Click Save. The following message is displayed.

Confirm x

We recommmend that vou make corresponding
changes to the Supplier Ranking Systemn and
define Ranks as per the new scaring
ranges. would vou like to do it now?

o

0 ‘Your data has been saved.

7. Click Yes to manage the supplier ranking system. For more details, see Managing Supplier
Ranking System.

8. Click No to save the score range defined
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1.2.3 Configuring Target Status

You can have custom text as target status and the colors associated with them if you would
like to change the default text and colors. The count however cannot be more than three.

Note: The Target Statuses can be modified at any time and it will reflect across the
application immediately for old and future scores.

To configure target status:

1. Click Define tab.

2. Click Target Status sub-tab. The following page is displayed.
ZYCUS

Hi, alan R..,

Dashboard v |[JDI\-MEM | Measure ¥ | Analyze ¥ | Develop ¥ | Reports | Setup v

KPI Library Scorecard Library Supplier Rank Score Range Target Status
You are here : Target Status

Configure Target Status

You can hawve custom text as target status and the colors associated with them if you would like to change the default text and colors. The count however cannot be more
than 3. The changes made here will reflect across the application without affecting any data. To customize, click on Modify.

Target Status Assign Color

Owerachieves the Targst _

| Maodify |

3. Click Modify to modify the target status. The following page is displayed.

Configure Target St

Click to set a color for the

Customizing

target status text sociated with the Corresponding target nd colors. The count however cannot be more
ation without affe

You can have custom text
than 3. The changes mads]

Target Status™® Assign Color

i s |
| Meets the Target | o
| Overachieves the Target | _ -

i Savei | Restore Defaultsi Cancel

4. Click Restore Defaults to restore default text and color for the target status. The
following message is displayed.

Confirm x

Would vou like to restore these settings and set
the default Target Statuses?
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5. Click Save to save the changes made. The following message is displayed.

e Your data has been saved.

1.3 Defining Client Settings
1.3.1 User Settings

1.3.1.1 Assigning Facilities

You can assign one or more facilities to the user. Any User will be able to score an Event for
the Facilities he/she is assigned to. If a user is not assigned to any Facility, he/she cannot be
invited to score an Event.

To assign facilities:

Logon to the SPM application.

Click Setup tab.

Click Client Settings sub-tab under Settings tab.

Under User Settings section, click Assign Facilities. The User and Facility Mapping
page is displayed.

PN~

Hi, &lan B.,,

Dashboard ~ | Deline = | Measure ~ | Analyze + | Dewvelop ~ | Reporis | EEI0TEE

Chank S ethegs Manage Supplers
¥ou are hare : Clhent Settings
Settings
Wser and Facility Happing
Uper Sattings: Agzign one o move faciitles fo 8 wser, Aay User will be able fo scone an Event for Facilitles be/she i assigred o, If & user is not
EEgianed to ary' Facility, hashe canal b invitgd [0 soong an Evant.
Asgign Facilities i User Namse = | Gb|
Usar Mame Email Address Facilties Avsigned Action
Entity Dwnership
PeilEs PriTed prilésgeme.com &
Client Seliings: Frizes Prizes priz&SEtms.com e
Regians Bzl PrfTes pridéfftme.com &
WP Calegories Frize? Prize? priZ6 T gtms. com ]
Supplier Groups Prided Prided priddi@tms.com &
Hail Templates Fri2E9 Pri260 priTESERmS. com o
General Settings prfa? prfa? priZT@Tyous.com Mahagly - CPG &
Pef2T0 P20 pef 2 TO@ems. com o
Priz7l Prizil priZ71gtms.com &
PrfX73 Pef272 prfIT 00, oo |
Cepplay 10~ Records i Page 35 ofdl » W
g i by Aboik Fyoys SPM
LYCUS Copynght © 2003 Tycus Inc, All Raghts Resarved
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5. Click i corresponding to a user name to assign facilities to that user. The Assign
Facilities page is displayed.

Assign Facilities

| | Go View all ] [ View Selected (0) ]

Facility Name

Default - Facility

Fayette - CNS

Huntsville - Packaaging
Peterman - Plywood
Taladega - Flywood

Naheola - CPG

Thorsby - Laminated Lumber
Crossett - Flup & Paper

Crossett - Plywood & Studmill

O0O0O0OOoOoOE@m @

Crossett - Chemical

Display 10 + Records [ Pagacnc 17 » M

Assign

6. Select the facilities and click Assign. The facilities are assigned to that user.
Enter text in the search box and click Go to search users.

1.3.1.2 Entity Ownership

You can change the ownership of various types of entities present in the system. You can
change the ownership of KPIs, Scorecards, Events, Development Programs and Alerts, from
the current owner to a new owner. You can also view the previous owner to whom the entity
was assigned.

To change the ownership:

1. On the left pane, under User Settings section, click on Entity Ownership
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ZYCUS SFM ' Hi, David

Dashboard v | Define v | Measure ¥ | Analyze v | Develop v | Reporis | TN

Client Settings Manage Suppliers

You are here : Client Settings

Settings

Change Entity Ownership

User Settings: You can change the ownership of various Entities here. The change in ownership can take place in bulk or by selecting

Individual Entity.

Assign Facilities | ‘

[ Entity Ownership Current Owner Entity Types Owned Action
KPIs
Client Settings: abe ga Development Programs B “‘%
KPIs
Regions admin admin Events B :g%
Alerts
KPI Categories
< ashish ashish KPIs @ Q%
Supplier Groups KPls
. . Scorecards
ashish chaudhari
Mail Templates Events B Q%
Dievelopment Frograms
General Settings KBle
Scorecards
ashizh chaudhari Events @ a,%
Alerts

Development Programs

KPIs
Scorecards
Bijal Vasa Events B tg%
Alerts
Development Programs

Chitresh Chitresh Scorecards @ Q%

. Events
Chitresh2 Jain Development Programs E

Hardik Hardik Events @ Q%

2. On Entity Ownership screen, click on [=](Edit) under Action section for the Current
Owner whose entity needs to be transferred.

nge Owner

Current Owner: Bijal Vasa

Mew Owner: * Select El

Entities Owned By:

Current Owner New Owner
Entities Entities
KPI=
Scorecards
Ewvents
Alerts ——
Development Programs | > |
<

| Mext | Cancel
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3. From the New Owner drop down menu, select the new owner on whose name the
ownership needs to be transferred.

4. Select the entities to be transferred from the current owner to new owner and click on'> .
The selected entities will be transferred to the corresponding New Owner section.

Note: You can select multiple entities by pressing the Ctrl button on the keyboard.

Note: An entity can be transferred to the new owner only if the new owner has the
appropriate rights to own such an entity.

5. Click Next.
Change Owner (of Entities belonging to 'Sangestha Shetty') X
®Pls Scorecards
Cearch by Catagary Name « Other = | Go | (57) records found Clgar Sgarch Besult
[ view AN | | View Selected (120) |
| KPI Hame Category Name Status
¥ Total Cost of Ownership (TC0) Other Active
[ Cost & Billing Other Active
[+ Invenkory turns Other Active
:-.I'. Grasn Purchasing Otk Actide
| Service Relability Other Active
il YWandor relationship & service Other Active
| imnovation: Product Improvement Other Active
[+ Regulatory Compliance Other Active
# Financial Risk Other Active
| Catastrophes Risk Othear Active
Display 10 » Records M4 Fage| 2 [of6 » M
Back Update Cancel

6. Select the particulars from each entity (KPI, Scorecard etc.) and then click on Update to
transfer the ownership.
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Heasure Analyre ~ Develop -

Appheaban Setbngs Chart mllﬁl Hansge Supplers
You are here 1 Chenk Setfings
ﬁ Cwnarship of selected KPS and Scorecards has been successfully changed Fram "Sangestha Shetty” to "Askash Tripaths®,
Settings
Change Entity Ownership
Usor Sotlings: You can change the cwnership of vanous Enbities here. The change in ownership can take place in bull or by selacting
Irdiviciuad Embity.
Asnzign Facilitios | [ Ga ]
Entity Ownership Current Gwner Entity Types Dwned Action
L
Client Setti . Seorecards -
nas Ravi Singh Events B A&
Alerts
Regions Development Frograms
KPls
EPI Categories Soorecards
Sangestha Shetty Events B i
Alarty
Supplier Groups Develapment Frograms
Mail Templates wPls -
Sneha Fabatcar - R
KPis
Snehal Pabalicar Sarecands = A
Crewelopment Frograms

7. The system shows a confirmation message upon the successful ownership change.

Note: Once the ownership is transferred, the corresponding mail communication would now
take place with the new owner.

To view previous owner:

1. On Entity Ownership screen, click on «i&(Previous Owner) under Action section to view
the previous owner of the entities for the corresponding Current Owner.

Previous Owner

KPls | Scorecards Ewvents | Alerts Dewelopment Programs

Search by KPI Name - [ Go ]

KPI Hame Category Name [ . Previous Owner
Cost & Billing Other Sangeetha Shetty
Invanbory Wms Othar Sangestha Shetty
Green Purchasing Other Sangestha Shetty
Service Relability Other Sangestha Shatty
Vendor relationship & service Cther Sangeetha Shetty
Innovation: Product Improvement Other Sangestha Shetty
Regulatery Compliancs Othar Sangestha Shetty

Financial Resk Othar Sangaaths Shatty

Catastrophic Risk Other Sangestha Shetty

Health and Safety QOther Sangeetha Shatty
Display 10 » Records W4 Page| 3 Jef12 »m
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1.3.2 Client Settings

1.3.2.1 Adding Regions

You can add regions that your company operates in and then associate the various Facilities
to the Regions they fall under. Each facility can be assigned to one or more regions. Just like
the supplier performance can be viewed for different facilities, it can now be viewed per
region as well.

To add a region:

1. Click Setup tab.

2. Under Setup tab, click Client Settings.

3. On the left pane, under Client Settings section, click Regions.

4. Click Add Region tab on the upper right of the Region and Facility Mapping page.

Client Settings Manage Suppliers

You are here : Client Settings

Settings

Region and Facility Mapping Add Region

User Settings:
Add Regions that your company operates in and then associate the various Facilities to the Regions they fall under.

Assign Facilities

Region Facilities Associated Action
Entity Ownership
Naheaola - CPG
Taladega - Flywood
Client Settings: Crossett - Plup & Paper
APAC Thorsby - Laminated Lumber Q
Default - Facility
Fayette - CNS
Huntsville - Packaging
Peterman - Flywood

m

Regions

KPI Categories

Crossett - Plup & Faper
Chicago

Supplier Groups us Crossett - Plywood & Studmill Q
Oklahema City
Mail Templates Housten

Peterman - Plywood

Taladega - Plywood

Naheola - CPG Q
WSE Crossett - Chemical

Crossett - Plywood & Studmill

Huntsville - Packaging

General Settings

Crossett - Chemical
NE Crossett - Plywood & Studmill Q
Huntsville - Packaging

Peterman - Plywood
Fayette - CNS
MEA Camas - CPG Q
Taladega - Flywood
Naheaola - CPG
CEE Thorsby - Laminated Lumber Q S

5. The Add Region dialog box is displayed.

Enter a name
for the region
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Add Region X

Region Name:*

l Done J Cancel

6. Enter the region name and click Done.

7. The following message is displayed.

Add Region X

Q Region added successfully.

Would you like to add another Region ?

lYesJ No

8. Click Yes to add another region. The region is added and is displayed on the Region
and Facility Mapping page.

9. Click e to assign facilities to the region.

1.3.2.2 Adding/Editing KPI Categories

The KPI categories are populated in the drop down list for KPI Category on the KPI creation
screen. A KPI category already associated to a KPI cannot be deleted. You can add KPI
categories or Edit/Delete existing ones.

Note: You can deactivate KPI categories that you no longer need. These KPIs will be hidden
from the KPI Category selection drop down on the first step of KPI creation. You can
deactivate or re-activate a KPI at any time. The Active KPIs using the deactivated KPI will
not be affected unless they are edited.

To add/edit KPI categories:

Click Setup tab.

Under Setup tab, click Client Settings.

On the left pane, under Client Settings section, click KPI Categories.
Click Add Category tab on the upper right of the KPI Categories page.

Pobn=
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¥ Heasune ~ Analyne -~ Develop ~ Reports

Cherk Settings ~ Manage Suppliers
iou ane here 1 Chent Sethngs
Settings
KPI Calegories [add Categery |
User Settings:
Add KPT categoriad or EA8Dwiele exialing onei. Thise calegonisl & popuiated in the dropdonn far KPI Categary oa D K]
creation soreen. A KFT category already assooated to o KPI cannot be defelfed,
Assign Facilitios
KPI Category Ackio
Entity Dwnership N "
. Eed
Client Settings: = 5
- - Cost Geom
Regions Delvery 2 @ j
| KPI Categories Effteeney =i
Supplier Groups _— E@a
Ml Templates Salety and Efmarenmant & @ 3
Genaral Soitings Irinaatio £ @ :j
Qualny ; @ i
Risk E iR
erar Ees
mﬂuy!sgw .uqngl:l.:-n‘ipu.
- fbouk Tvous SPM
ZYCUS Coprright © 2003 Zycus Inc. All Rights Reserved

5. The Add Category dialog box is displayed.

Add Category

Enter a
name for
the cateeorv

Category Name:*

6. Click Done.

7. The following message is displayed.
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Add Category X

@ Category added successfully.

Would you like to add another KPI Category ?

Yoo Mo

8. Click Yes to add another category. The category is added and is displayed on the
KPI Categories page.

9. Click e to update a category.

10. Click @ to deactivate a category and © 1o activate a category. On clicking the
deactivate icon, the following message will be displayed.

Confirm

Once deactivated, the KPI Category will not be

9 available to select during new KPI creation. Active
KPIs using this Category will not be affected till they
are Edited or Deactivated.

| Continue | Cancel

11. Click [ to delete a category.

1.3.2.3 Adding Supplier Groups

You can create and manage Supplier Groups. Each supplier can be associated with one or
more Groups. Supplier data can be filtered and sorted by Groups when analyzing Supplier
Information.

To assign facilities:

1. Click Setup tab.

2. Under Setup tab, click Client Settings.

3. On the left pane, under Client Settings section, click Supplier Groups. The
following page is displayed.
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Hi, &lan B

Dashboard ~ | Deline -~ Measure ~ | Analyze ~ Develop ~ Reports

Chent Sethimgs | Manage Supplers
You are hare ; Clhent Settings
Settings
Supplier Groups | Add Supplier Group |
User Settings:
Crawte mibw Suopler Group aad Mmansge axiiling Grousd bive. Thise Grougd ang ghown do aF Ugers whils widwing Suppiier Data
for easy filtering and categorization. Suppliers do not belong fo any Group by defsult and can befong o mulliple Groups at the
Assign Facilities savoe bime,
ga Wiew by Supplier
Entity Ownership
Fupplier Groun Supplinrs Acticn
Client Seltings: ey greue DOSF & &
DOGF
Reglans SANITY LTD
TV LTD
KPI Calegofies POT SUPPLIER
AMGEN LTD
IKHE
Supplier Growps BUG 14002
BLMG 14007 _ VERIFY [ -
Y MY LT & [
Madl Templates e Dumrr LD =&
TOYOTA
General Seltings ;551' POATAL LOGIN
HULTIFLE OHIECH
YAMAHS
SUFFLIER SAGAR
CINCINNATI_1Z3
Casplay 10 = Records M4 Page| 4 |of4
T Bbowk Fyoys SEM
LYCUS Copyright © 2003 Zycus Inc, All Rights Resered

4. Click View by Supplier to sort the display list by supplier names.

5. Click Add Supplier Group. The following Add Supplier Group dialog box is
displayed.

Add Supplier Group

|

Enter a name for
supplier group

Supplier Group Name:* || |

Cancel

6. Click Next. The following Adding Suppliers to Group page is displayed.
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Add Suppliers to Group "Supp Groupl” X

-
L 1 I
| [ view Al | [ view Selected (0) ]|
Supplier Name o
ACME LTD
DELL
LENOVO
123 -
BRSTLTD
TAMAHA
123
HP INDIA
MPCL LIMITED
ACME R
Display 10—v Records M 4 Page of 897 » M i
Cancel

7. Select the suppliers you wish to add to the group from the list.

8. Click Update. The supplier group is added and is displayed on the Supplier Groups
page.

9. Click | Edit to update a supplier group.
10. Click I Delete to delete a supplier group.

1.3.2.4 Configuring Mail Templates

Under Mail Templates, you can modify the email templates sent to various stakeholders during the
process of Supplier Performance Management.

- Measare - Analyre ~ | Dewelop ~ | Reports | g0 RS
Chent Sestings Manage Supplers

You are hare = Client Seftings

Settings

E-Mail Tomgplate Configurations | Deaztivare AN Hails |
User Settings:

O Heid page you can modify mad bemplated Sent IS varkoudl stakeholfers during the procesd of Supalier Berformaances
Marpgemenl,

Annigm Facilities

Entity Ownership Template Hame P Mail Receiver Action
Chient Settings! Adding User in an Evant Evant Internal Hamber _.-" '@
Adding User in am Event (Extemal) Evart External Member = @
Regicns
Custom Alert on Supgher KPI Score e Interrsl Hemiber N
KPPl Categories
Cudtdrn Alart & Supplier Owerall Soare Abgta Inbarrial Marribear N
Supplier Groups
Custom Alert on Supplier Rank Adarts Intemasl Mamiber < &
Mail Templates
" Entermal Memiber R
& ral Settings Delegate to Scone i am Event [External) Evert Extarnal Mambar - 'EJ
Evert Closad Manually Evant Inbermal Mamiber = @
Evert Clasad Manually (Ovwner) Ewent Entsty Crnar ]
Evert Slosad Mermaly Ewart Intmrmal Mamber ]
Evert Closed Mormally (Cwrer) Event Entity Grwner = @
Ewerdt Extended Event Internal Hember -f '@
Evere Extonded (Exterral) Evert External Membar _.-" '@
Evers Extended (Cwmer) Event Entity Crener SR
=
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You can edit the content of individual template at any point in time. You can also Activate or
Deactivate emails sent by the system.

To edit a mail template:

1. For a corresponding email template, under Actions section, click on E/f A popup is displayed.

Adding User in an Event

The keywords mentioned in orey below are for system use and should not be edited.

Subject |[nvitation to score Event ' S{EVENT_NAME}'

Dear ${USER_NAME},

You have been invited by to score the Event ${EVENT_NAME} ${EVENT_END_DATETIME}.

Adding text to verify the functionality.

You can view and score the Event, by following the link below or pasting it in your browser. This is an external

link and you will not be required to log in.
S{WIEW EXTERMAL DETAIL URL}

You can also log into the SPM tool to view and score the Event, by following the link below or pasting it in your
browser,

${VIEW DETAIL URL}

If you would like someone elze to score this Event on your behalf, then you may forward this email to him/her
or just provide the above URL. Only one submission will be allowed on your behalf. You may also do this by
using the 'Delegate’ option within the application.

SPM Admin
${COMPANY_NAME}

This is a system generated email, please do not reply.

809 of 5000 characters Reset to Original || Reset to Last Saved || Update | Cancel

[
x €
In this popup, you will get to view the text of the template for the corresponding action.
2. Edit the text of template as required and click Update.
3. Click Reset to Original to reset the text of the template to the original state.

4. Click Reset to Last Save to reset the text of the template to the last saved state.

Note: The mail template consists of a number of keywords which are necessary for system
use. In case you modify any keyword and try to update the template, the system would
check and highlight (in Red) the missing keywords in the mail template as shown below:
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Adding User in an Event

The keywords mentioned in red are missing in the current mail template. Modify the template accordingly if you
want to include them in your e-mail template else click Proceed Anyway.

Current Template ‘Original Mail Template

. Invitation to score Event . Invitation to score Event
Subject | .o EuT naMEL ! Subject | oo eyt namMEL

Dear T, <:: Dear ${USER_NAMEY},

[=dding Text to demonstrate this functionality ] “You have been invited by S{EVENT _OWNER) to

score the Event S{EVENT_NAME}. The Event is
You have been invited by ${EVENT_OWNER]} to open for scoring until ${EVENT_END_DATETIMEZ}.
score the Event ${EVENT_MAME}. The Event is
open for scoring until S{EVENT_END_DATETIME}. | You can view and score the Event, by following the
link below or pasting it in your browser. This is an
You can view and score the Event, by following the external link and you will not be required to log in.
link below or pasting it in your browser. This is an ${WVIEW EXTERMNAL DETAIL URL}
external link and you will not be required to log in.
${VIEW EXTERNAL DETAIL URL} You can also log into the SPM tool to view and score
the Event, by following the link below or pasting it in
You can also log into the SPM tool to view and score | your browsar.
the Event, by following the link below or pasting it in ${VIEW DETAIL URL}
wour browser.
S{WVIEW DETAIL URLY If you would like someone else to score this Event
on your behalf, then you may forward this email to
If you would like someocne else to score this Event him/her or just provide the above URL. Only one
on your behalf, then you may forward this email to zubmission will be allowed on your behalf. You may
him/her or just provide the above URL. Only cne also do this by using the 'Delegate’ option within the

cirbmicming il o alloed cm e bobolE e o meliamtian

857 of 5000 characters | Update Cancel Proceed Anyway

5. Click Cancel to cancel the update and go back to the Mail Templates listing screen.

6. Click Proceed Anyway to update the mail template with the missing keyword.

To Activate/Deactivate mail template:

For a corresponding event, under Actions section, click on any of the following:

®: Click this option to deactivate email for the corresponding event. Once you click this option the
following message is displayed:

Confirm x

not receive this e-mail during the process of Supplier Performance

9 Once de-activated, the corresponding receiver(s) of the mail would
Management. Do you want to continue?

| Continue | | Cancel |

Click Continue to deactivate the email for the corresponding event.

@': Click this option to activate email for the corresponding event. Once you click this option the
following message is displayed:

Alert

Activating this mail will send an e-mail
to corresponding receiver(s) when it is
triggered during the process of Supplier
FPerformance Management.

Click Ok to activate the email for the corresponding event.

Page |21



SPM Administrator Guide PROCURE PERFORMANCE

1.3.2.5 Configuring General Settings

You can control whether on the Supplier Portal, the Supplier should be able to see individual
responses from all respondents or only the basic Performance Report. This setting can be
turned On or Off at any time by the Admin.

To configure general settings:

1. Click Setup tab.

2. Under Setup tab, click Client Settings.

3. On the left pane, under Client Settings section, click General Settings. The
following page is displayed.

Dashboard = | Define ~ | Heaswre = | Analyze ~ | Develop -~ | Reports | [EESTT

Clent Settings =~ Mansge Suppliers
You ane here @ Clhent Settings
Settings
General Settings
User Settings
Settmgs Valpe

Assign Facilities

Supgher should be able 1o veew indrndual responges from & Yes Mo
rternal members while viewing his performance report, .
Entity Ownership

Hardle "HA" scenansd durnng calulaben by condedenrsy WA & Yes Mo
values in o formula a5 Zero B
Climnt Settings;

Hew should the Perfarmancs Regeet be dhared with the

Autometicall & Harus
Supgpler through the tool? w -

Hegions

KPI'8 1o ghdw o the kiting page W Shaw All Qnly craated by that ugs
KFL Categories Scorecards to show on the listing page & Show all Oinly created by that user
Supplier Growps Ewvantd to show o the labing page & Shaw Al Only créated by that uger
Hail Templates

Save
Ganecral Sottings

g i by Aboik Fyoys SPM
i . Copynght © 20013 Tycus Inc, All Raghis Reserved

4. For Supplier should be able to view individual responses from internal
members while viewing his performance report, select Yes to turn on the setting
or select No to turn off the setting.

5. For Handle NA scenarios during calculation by considering NA values in a
formula as Zero, select Yes to turn on the setting or select No to turn off the setting.

In case the tool encounters a NA as a score while calculating scores, it will resolve it
in the following manner.

Sum: Ignore all NAs and take the sum of available values
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Scenario 1: 24+16+NA = 40

Scenario 2: 0+0+NA =0

Scenario 3: NA+NA+NA = NA (But will be taken as 0 if it is a KPI score which will be
used in Scorecard formula)

Average: Ignore all NAs and take the average, by also reducing the denominator.

If there are 5 questions and 1 is NA then KPI value would be Q1+Q2+Q3+Q4/4.
Behavior will be same for the Scorecard formula as well.

Custom: This will remain NA as we cannot assume values to be Zero in case of a
custom formula.

6. For How should the Performance Report be shared with the Supplier through
the tool, select Manually to allow the users to manually share the report OR select
Automatically to let the tool automatically share the report with the users once the
event gets closed.

Note: You will be able to switch between the original behavior of the tool or the new
behavior. On switching to the original behavior, when the tool encounters a NA in the
formula, the final score would be NA.

1.4 Managing Suppliers

The Manage Suppliers sub-tab lets you create new suppliers and submit the supplier
creation requests for approval.

Note: User must be authorized to manage suppliers. The following error message is
displayed if not authorized.

Oops ...!

Errar Details

Wi Bfe pot suthareed be HEnsgE Supslers’. Pleass s
POUT Aderenetratar,

Gy 0 Prgad e
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To manage suppliers:

1. Under Setup tab, click Manage Suppliers sub-tab. The Supplier Management
page is displayed.

42 Supplier Management

Search By: | Select E|

GS ID ~ Supplier Name Actions
15125 TEST REQ CO @Edit
15124 TTQWEQWE [ Edit
15121 SAM ASDSD TEF QEdit
15118 TEST 18277 [ Edit
15113 TESTING SUPPLIER CREATION QEdit
14111 HIDE OUT @Edit
13110 Panasonic QEdlt
12110 FikPens [ Edit
11110 whirlpool [ Edit
9109 BBC CORP QEdit

4 Page[ 1 |of7 bW

2. Click Create New Supplier. The following Create Supplier screen is displayed.

41t Create Supplier

Company Address Product & Services Spend Information

‘ You are in System : Client System Name 1 under PLOD1 - Alendale

Company Details Company Details

pBAJAlias Global Supplier Identifier 19 Legal Name * YAMAHA

Supplier Hierarchy DUNs Number

Tax Information

Tax 1D / W8 / W9 form not required =]

Tax ID Format © 55N © Federal TAX ID @ Others WB/WS Form |[Browse

Tax ID W8/W2 Received Date B

Cancel * indicates mandatory fields

3. Enter the required details. Under Company Details, Legal Name is a mandatory
field.

Note: Each supplier has a unique Tax ID. If you enter the Tax ID in this screen, ensure it
is the correct Tax ID which does not conflict with any of the prior created supplier Tax
IDs. No two suppliers can be created with the same Tax ID. If that is the case, an error
message will be shown as displayed.

4. Ensure you have entered the Legal Name and click DBA/Alias sub-tab. The
following page is displayed.
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Company Address Product & Services Spend Information

‘ You are in System : Client System Name 1 under PLOD1 - Alendale

Company Details DBA /[ Alias
DBA/Alics Al Name * ]
Supplier Hierarchy Alias Type * E

Has Separate Addresses? © ves @ No

| Add To List | Bubmit Cancel * indicates mandatory fields

DBA / Alias
Alias Name Alias Type Has Separate Addresses?
YAM DBA No & i@

5. DBS/Alias section is NON mandatory. If you do need to add an Alias, only then the
fields marked with Red asterisk are mandatory.

6. Fill the mandatory fields and click Add To List. The supplier is added and is
displayed below.

7. Click Address tab. The All Locations is displayed.

4:1 Supplier Management

Company Address Product & Services Spend Information

‘ You are in System : Client System Name 1 under PLOO1 - Alendale

All Locations Select Legal/DBA supplier name * YAMAHA [=]

Contact Details Choose address type here®

My Locations =] Hqééi ] DA [} RT
Address 1 *
Address 2
Address 3

PO Box Number *
Country * United States =
State *

City *

Zip / Postal Code *

Phone *

Il

Fax

* indicates mandatary fislds
Add To List Cancel For fields, Address1 and POBox, at least one field

should be filled.

Associated Address(es)

HQ ©OA RT Address Phone Fax RT Address Address ID Show Facilities

¥ N N HIGH ST,USA, PO Box 54634, WRWE, AK, 34234, US 342355 236975 = @

8. Choose an address type and fill all the mandatory details. Click Add To List.
9. The address is added and is displayed on the list below.

10. Click Contact Details sub-tab. The following page is displayed.
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Company Address Product & Services Spend Information

‘ You are in System : Client System Name 1 under PLOO1 - Alendale

All Locations Showing Contact Details for All Locations
Contact Details For Address * [=]
My Locations Contact Type * [=]

First Name *

Last Name *

Title *

Email * 1
Phone Number

Cell Number

Fax

Supplier Portal Access? @ yes @ no

Portal Login Status

[ AddToList | [ submit | Cancel * indicates mandatory fislds
Showing Contact Details for All Locations
Supplier Portal
;‘;;ress .cr;::d First Name Last Name Title Email R S Fax Portal Login

Number Number [ e

236975  Prc abe xyz Mr. g@fgdf.com Mo - & @

11. Enter the mandatory fields and click Add To List. The details get added and are
displayed on the list.

Note: For Supplier creation, filling information under Company and Address tabs is
mandatory.

12. Click Product & Services tab. The following page is displayed.

Company Address Product & Services Spend Information

* You are in System : Client System Name 1 under PLOD1 - Alendale

Product & Services | -

- Select Cateqory by Searching Taxonomy |

Selected Product & Services

CATEGORY ID CATEGORY CODE CATEGORY NAME

Cancel

Note: Filling Spend Information is not mandatory for supplier creation. However, if you start
filling, fill all the mandatory fields.

13. Enter a product description and click Classify.

14. Click Spend Information. The following page is displayed.

Note: Filling Spend Information is not mandatory for supplier creation. However, if you start
filling, fill all the mandatory fields.
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411 Supplier Management

Company Address Product & Services Spend Information

‘ You are in System : Client System Name 1 under PLOO1 - Alendale

Actual Spend AddTolList

Spend Information Tax ID © ssn © Fed. Tax © Othr
Total Spend
Spend Date =

[ Bowss |

Add To List Cancel = indicates mandatory fields

Spend Documents

AddTolList

Tax ID Total Spend Spend Date Spend Documents Comment

15. Enter the details and click Add To List.

16. Click Spend Information sub-tab. The following page is displayed.

42 Supplier Management

Company Address Product & Services Spend Information

‘ You are in System : Client System Name 1 under PLOO1 - Alendale

Actual Spend Spend Information
Spend Information Supplier/alias Name *
Category *

Currency Type *

Spend Amount *

Cancel * indicates mandatory fields
Spend Information

Supplier/Alias Name Category Currency Type Spend Amount

17. Click Address tab. Select My Locations sub-tab. The following page is displayed.

t Supplier Management

Company Address Product & Services Spend Information

‘ You are in System : Client System Name 1 under PLO0O1 - Alendale

Al Locations Showing addresses used in facility

Contact Details Address Id  Supplier Name Address HQ oA RT Use Address
In Facility

My Locations 236975 YAMAHA HIGH ST,USA, PO Box 54634, N N B

WRWE, AK, 34234, US

Cancel

18. Click Submit. The supplier is added and is displayed on the Supplier Management
screen.
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| & Supplier "ACME” added to repasitory. |

G Create New Supplier

Search 8y: [Selet =]

GSID ~  Supplier Name Actions
12 SUMSUNG [ Edit
11 DBA_123 [ Edit
10 POT_SUPFLIER [ Edit
9 SONY [ Edit
8 TATA [ Edit
7 TATA INDICOM [ Edit
3 OPTIC EDGE CORP [ Edit
a BANTALOON & Edit

W4 Page[ 1 |of1 »m

19. Select GS ID or Supplier Name from the Search By drop down list to search a
supplier.

20. Click QEditcorresponding to the supplier you wish to edit the details of.
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