lvalua Supplier

Onboarding Snapshot

This snapshot is an excerpt from the full Ivalua Supplier Onboarding Guide. Please refer to the full version for
more details.

First Time Logging In

If you haven't logged into the system yet, please check your inbox for an Invitation to Login email from
ivalua.noreply@baesystems.us. These emails, which contain your login credentials, are sent weekly for supplier
contacts who have not yet logged into Ivalua.

Hello [Username],

You have been invited to complete the registration process on our Ivalua Source-to-Pay Platform to facilitate potential business opportunities with BAE
Systems Inc. Below are the required steps to complete the registration process. Please complete the registration at your earliest convenience to avoid
impacting your status as a supplier with BAE Systems, Inc.

Login Credentials:
Your login credentials have been generated as follows:
Login: [Login ID]

Registration Steps:
1. Setyour password on this page : Set password.
2. Access to the application login to continue the onboarding process : Login.
3. If you have issues setting your password, please use the “lost my password” option on the Ivalua home page

Required Information:

Please have the following information available prior to logging in:

* Company Details (Legal Address, Tax ID number)

* Purchasing and Payment Address

* Primary Contact Details (Name, Telephone, Email address)

* Domestic Tax Form (W3)

* General Capabilities (Products and/or services that you provide)

Depending on the BAE Systems business unit that is onboarding you, there may be additional sets of information as well.

Assistance:
A training guide is available in the question mark Help section in Ivalua to assist you with the registration process. If you need further assistance, please

Please note the following:

o Your password is temporary and expires in 7 days, so please ensure you use the most recent email
notification when attempting to log in for the first time.

o Your login username is typically your email address. However, for some contacts who were migrated
from the HICX platform, your username may not be your exact email address due to system migration
discrepancies. If you notice a variance (typically a login that endsin _0, 1, etc.) and would like to
request a change, please contact your BAE Systems representative for assistance.
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When you first log in, you will be prompted to acknowledge the terms of use for Ivalua. These govern your use
of the Ivalua platform only and are separate and independent to terms set forth in your procurement
agreements or purchase orders.

General Terms of Use Search

Please acknowledge the following:

BAE Systems, Inc. ("BAE Systems”) is committed to protecting the security of your data. BAE Systems' data protection obligations
are set forth in the procurement agreement or purchase order between you and the BAE Systems entity procuring goods or
services.

| Acknowledge

Acknowledge Print

As you acknowledge the terms of use, you may also see a pop-up to launch the Source to Pay Platform guide.
This is one of the interactive Quick Reference Guides that are built into the system to provide step-by-step
walkthroughs of various features in Ivalua.

Welcome to Source-to-Pay Platform guide

Click NEXT to get an overview of valuable tips to helping you

y register and maintain your company profile. If you need assistance,
you can click the circle with the question mark in the upper right

corner to access the Ivalua Guides or reach out to
ebusiness@baesystems.us and we will get back to your promptly.
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Accessing User Guides

For now, we will skip this guide, but you can access these later using the following steps:
1. Click help icon (question mark) at the top right of the screen
Click the menu option to “See all guides”

Select the desired guide from the popup window and click the play icon

2.
3.

o Searc - ?

HGuides * 8 @B X o EO

[4 Ivalua Help Center

Guides on this page x

Keyword Search Module i= Seeall guides
o - JE B
3] Enter Guide Studio
q
Guide Name %  Guide Description -

Add / Edit NAICS &

Business Size This is a step-by-step guide on how to Add and/or Edit your NAICS and Business Size >

This is a step-by-step guide on how to add new Users and/or Contacts to your

Add New Supplier Contact company profile

Create New Supplier This is a step-by-step guide on how to create new locations within your company > 1ations, please click on the hyperlink):
Location profile

Edit Company Profile This is a step-by-step guide on how to submit Information Change Requests >

Information pertaining to your Company Profile .

Finance: 1 Invoice Query:  This guide provides tips and tricks for effectively querying invoices in the Ivalua

Tips and Tricks system
Finance: 2 Customizing This guide provides instructions on how to customize the layout of your dashboard, >
Your Dashboard Layout including changing the layout, sorting columns, and downloading guery results. -

Finance: 3 Create Finance
Case Request from within
an Invoice

This guide outlines the steps to create a finance case request from within an invoice
in the Ivalua system.

Finance: 4 Create Finance
Case Request from the
Invoice Dashboard

This guide outlines the steps to create a finance case request from the invoice
dashboard in the Ivalua system
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Supplier Portal Homepage

The Ivalua homepage serves as your central hub for managing your business with BAE Systems. For onboarding
as a new supplier to Ivalua, we will focus on the following sections:

1. Global Supplier Record — contains the company profile, Relationships, and supplier information
management

2. Notifications — contains messages, pending validations, scheduled tasks, and email notifications
3. Linked Supplier Accounts — dropdown to navigate between your accounts, if applicable

4. Validations — contains tasks that have been assigned to you
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UAT

Linked Supplier

BAE SYSTE 1 Global Supplier Record = Sourcing Invoicing Performance

Accounts
< 9 o Supplier Portal S ®
© Fields marked by an asterisk * are mandatory x

Announcement Validations See 5 results
i Using the BAE Systems Invoicing Portal
To check the processing and/or payment X )
C;’,’;‘ZT:Y status of your invoices, follow these pracess $ | Objact Action ¥ nus dus §
steps:
» Supplier Questionnaire oy :
. Navigate to Invoicing: Select # Response V3 E4-TSCA Initialization
“Invoicing” from the top menu,
ﬁ « Browse Invoices: Select “Browse # Global Supplier Record v2 81255 Creation
import Catalog Invoice” to open the invoice # Global Supplier Record v2 81247 Creation
dashboard
« View Invoices: The dashboard will ) ) ) Document
fist all your invoices for the last 12 # Supplier Relationship v2 Upload
[y oot
Create Receipt « Filter Search Results: Use the
quick search window at the top of
the board to narrow your
search with various filters.
@ Exporting Search Results
Suggest To export your search results: Invoices
Collaboration
Plan « Right-click on the Dashboard
Header.
+ Select "Download Table ‘Invoices’
in Excel Format"
R This will allow you to download your
sl search results in Excel format
Issues with the Ivalua RFP in Progr¢
Portal? ebus aesystems.com

We will dive into details in these sections as we navigate the onboarding process. For guidance on other aspects
of the homepage and system navigation, please refer to the Quick User guide called Source to Pay Platform
guide (refer to the section on Accessing User Guides for more details).
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