C EXOSTAR'
oy UNIVERSITY

Vendor Quality Manager (VOM)

User Guide
March 2020

/

EXOSTAR

_— T~



EXOSTAR

DOCUMENT VBISIONS ettt e et e e e e e e e e e e e eaann s 3
INEFOAUCTION L. 4
ACCESSING VM . 4
BUY BT ACCESS ittt e e e e ee ettt ese s e e e eeterettseseseeeatnessaasssseeeseeessnssssssesessnessnsnsnssssessnnnsnnnsnssesenenns 4
VBN OOT ACCESS..eeiutieeriiieeeite ettt ettt e ettt e ettt e s bte e s bt e e s bt e e sabaeesabaeeasbeeesbaessbeesssbeesabaeesasteesasaeesaneeenns 5
RIS e e e e 5
BUYET DaShbDOard .....eeeee e 6
VeNdor INVITATION . ... 7
Y1 =T V=T o [o ] o PP UPRRPPPPT 7
Y=L 1ol TV LT g o o] S A=Y o PRSP 7

(Y Yo TV 11 VAAYe [o IV T o o [ ] A TSP PPPPI 12
Vendor BUIK UPload ........uueiiiiiieecieeeesie ettt sre e e s s saae e e s s iaae e e s saaaeee s 15
SY=1aTe B L0171 =) 4T o SO UP U PPPRROPPRRN 18
SUPPHET QUESTIONNAINE ..ttt nnennnnnnnnnnes 21
BUY T EVAIUGTION .ottt nnnnnnnes 26
BUYETE REVIEW ittt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeaaeeaeeas 26
2O =T AN o] o o 1V | SRS 27
ONBDOAIAING .o, 29
LV 2= g (o] G @ oY o To =140 1o -SRI 29
Defer Vendor ONnboarding .........coccuviee ittt e e e e e str e e e e et e e e e enaae e e e eannees 32
AMINISTIAtION Loiiiiiiiii e 34
COMMUNICATIONS e e et e e e e e e e e et e e e e e e e 35
U] o] o1 T=] OO UPRUPPPRROPPRPN 35
BUY BT < ettt e ettt et et et e e et et e e et e e et e e e e e e e e e e e e e e e e e e e e e aaaaaaeaaaaaaaaaans 38
SUPPHEE REAINVITE .ttt nnnnnnnnnnnes 40
2

Copyright © 2020 Exostar LLC. All rights reserved



EXOSTAR:

Version Impacts Date Owner

Vi 3/23/20 | Erica Evans

Copyright © 2020 Exostar LLC. All rights reserved



EXOSTAR

Exostar’s Vendor Qualification Manager (VQM) is a key component in the Exostar vendor
management solution suite. It enables collecting, maintaining, and managing documents and
data needed to set up a company as an approved vendor within a buyer organization. VQM
speeds up the onboarding process for both the vendor and the buyer. It also reduces the times
of vendor approval and certification.

The buyer organization can select a prospective vendor, also called a supplier, to initiate a defined
due-diligence evaluation process. During the due-diligence pre-qualification process, the vendor
provides the required information using an online form. Once the vendor submits the required
due-diligence, the buyer enterprise/business unit qualification team must approve the vendor.
This includes one or many approvals, depending on the type of contract. |If the
enterprise/business unit approves the vendor, they are provisioned into Exostar’s Managed
Access Gateway (MAG) and the enterprise/business units subscribed applications.

ACCESSING VOM

Buyer Access

To access VQM, the buyer organization must have an Exostar’s Managed Access Gateway (MAG)
account subscribed to VOQM. If the organization has a subscribed MAG account, and a buyer user
does not have a profile, contact the MAG Organization or VQM Application Administrator and
request a profile be added. For assistance with how to use MAG and obtain a profile, please visit
https://my.exostar.com/pages/viewpage.action?pageld=32022206.

Once a buyer user obtains their MAG account, they need an approved two-factor authentication
credential. Approved Exostar credentials for VQM are:

e Phone-based One-Time Password (OTP)

e One-Time Password (OTP) Hardware Token with Upgrade

e Federated ldentity Service (FIS) Medium Level of Assurance (MLOA) Hardware Certificate

If the organization uses the following credentials, buyer users can access VQM via the Enterprise
Access Gateway (EAG) solution.

e Government-Issued Common Access Cards

e Northrop Grumman OneBadge

e NASAPIV Card

For information on how to setup you organizations EAG, please visit
https://my.exostar.com/pages/viewpage.action?pageld=32021977.
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Vendor Access

Vendors can access VQM via a link in the invitation email. When a buyer invites a vendor, an
email is sent to the vendor’s email address with a temporary username and password that can
be used to access the system. Vendor users do not need MAG credentials to access VQM.

EXOSTAR’

Dear <Supplier of <Supplier

Contact> Organization> ~
<Buyer - - <Supplier <Buyer Supplier VaM Link
Organizations 1shes to mvite Organisations to register as a supplier to Organization> -

The process to register involves the following steps:

1. You will need to complete the required information in vour qualification form found d https://prequal exostartest.com

Your user name for this form is@ricﬂi??and the password 1s{Oek|%*!V Temporary Password

Tempeorary Username
Please complete this form as soon as possible. This account will be deactivated on 12/28/2019.

2. Once you submit the completed form, <::xirn > will review your information, optionally ask for clarifications, and. eventually, vour submission will be approved orf not.

o
You will receive an email advising you Qfﬁe result of the review.

3. If your organization has been approved, the above email will mclude nstructions to complete one or more compliance questionnaires in the Exostar Partner Information
Manager (PIM) application. In order to do this.if your organization is not registered in the Exostar system. you will need to register. The email will provide the instructions for
this.

If you have problems connecting to the site or need assistance with the application please see here.

. < .
If you have questions conceming Drna::.:;:irmo supplier policies or the questions on the form, please contact your oru::;ya:iro»

representative.
Thank you for your cooperation with this process.

Respectfully.

The Exostar Team

DO NOT reply to this email. This is an automated email and replies are not being monitored.

Template ID:- Exo001-1

FIGURE 1 VENDOR INVITATION EMAIL

ROLES

Role Definition ‘

Buyer User Read-only access. Can access all the invitations, reviews, and vendor
response.

Buyer Can only submit requests, assign reviewers and approvers to invitation.

Requestor

Buyer Can only request, review invitation. Assign reviewers to invitations

Reviewer where he/she is a reviewer.
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Buyer Can request, review, and approve invitations. Assign reviewers and
Approver approvers to invitations where he/she is an approver.

Buyer Admin | All of the privileges of the User, Requestor, Reviewer, and Approver roles
in addition with the ability to assign user role, update user status, and
updating the organization contact and summary information.

Supplier Can answer questionnaires sent by buyers.

TABLE 1 ROLES AND RESPONSIBILITIES

BUYER DASHBOARD

Upon entering the system, the buyer is presented with a dashboard providing important
information and allowing quick access to a variety of functions.

Form Status

Information Invitation Totals
Notification
f ) . o) Buyer Administrator
E}(OSTAR Vendor Qualification Manager ; (OL LI
“ ® Approved ® Rejected Cancelled @ In Progress Invited Notification (View All) e 08:34 am
Home 97 5 501 3 Total 30 days @ 30 4@41 6 23
i g 60 6 6 Reviews Alerts
Active 9 Active viewal [¥] [v Quick Links —% Quick Links
Supplier sent Y Form Status Y Review Y Outcome T
12/18/2019 Completed Completed Approved
12/13/2019 Completed
Menu e 12/13/2019 Completed Completed Approved
Options 12/13/2019 Not Started m
. My Organization a v
06/13/2010 Complered Organization
[} Location
Shivani_Buyer2
13241 Woodland Park Road ,
n Review/Approve ew A ¥ ||~ Herndon, VA, 20171
Users
Suppliel Resources
Communication MyExos
.0 - Support Options & Contact
In Review/Approve Pending Onboarding

FIGURE 2 VQM DASHBOARD

e Form Status Information: Displays the number and percentage of approved, rejected,
canceled, and in progress invitations in the system.

¢ Invitations Totals: Displays the total number of invitations in the system, as well as the
total number of invitations sent within the last 30 days.
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e Notifications: Displays the number of invitations ready for review and alerts captured by
the system.

e Quick Links: Single click links to the often-used processes and functionalities in the
product.

e My Organization: By selecting the name of your organization, the user is able to view the
organizational profile.

e Pending Onboarding: Vendors in the process of being onboarded to the appropriate
application.

¢ In Review/Approve: Invitations pending review or approval.

e Menu Options: The user can access system functionality by selecting one of the options
located on the left menu.

e Active Requests: All the active requests in the system.

VENDOR INVITATION

Buyer organizations can use VQM to invite vendors to complete a qualification questionnaire.
The steps to send a vendor an invitation are as follows:

Select

Select Supplier Questionnaire Send Invitation

FIGURE 3 VENDOR INVITATION

Select Vendor

The VQM invitation process starts with the buyer selecting a vendor to invite. This task can be
completed using three methods; Search for a vendor, add a vendor individually, or add vendors
using a bulk upload. Each method is detailed in the sections below.

Search Vendors Steps
The Exostar database contains thousands of vetted vendors. To send an invitation, the buyer can

enter information about a potential vendor and have VQM search to see if the vendor already
exists. If the vendor exists, the buyer ensures all contact information is correct and sends the
vendor an invitation.

Copyright © 2020 Exostar LLC. All rights reserved
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1. Access VQM through MAG.

Biling and Support

EXOSTAR'

Announcements

User:

Administration Registration Requests Reports Adoption

S o

| Organizatien - | Credentisl Strengtn -

My Applications Legend:  Active £}, Action Required @ Access Pending X Access Suspended

Company-Application Status Announcements
PIM Open Agplicat
Partner Information Mansger e —
Exostar nen
QM - Vendor Quaification Manager o Qpenfoslication - cesesr Exostar V@M

2. From the VQM Dashboard, select Search Supplier.

ElXOSTAR Vendor Qualification Manager

(@) Help

Buyer Administrator
Me

Y Y

® Approved @ Rejected Cancelled ® In Progress Invited Notification (View All) =
1 03 6 51 4 4 Total 30 days 3 @ 1 4
B 5 Reviews Alerts
Actlve Requests + Add Filter View All | ¥ | |V Quick Links
Supplier Sent Y Form Status YT Review Y Outcome A
® Invite ne: plier
EETestComy 02/21/2020 Completed Not Started =
® Invite existing supplier
AIRHARD 02/18/2020 Completed Completed Approved
Supplier4220 02/04/2020 Completed Completed Approved * BulkLoad Invitaton
123 Consulting 01/06/2020 Completed Not Started
Software Select 12/13/2019 Completed My Organization
@z e & [ Lo
Shivani_Buyer2
13241 Woodland Park Road ,
In Review/Approve iew All ¥~ Herndon, VA, 20171
EETestCompany Review User
sers
Requestor Reviewer(s) Approver(s) Invited Note(s)
Erica Evana Shiv Reviewer [ Assign  Shiv Approver [ Assign  2/21/2020 0O 1 8
Resources

MyExostar
tem Support Options & Contact
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3. The Search screen displays. Enter the vendor’s Organization Name or ExolD.

ElxosTAR Vendor Qualification Manager (Delp m”;mfm e
Supplier Invitation - Search
O R
Q
Search Supplier x| ] i
Name Match(%) Exostar ID DUNS Tax ID Address. Postal Code City
v
‘0 %
[ _tea |
4. Click the Search button.
.EIXOSTAR Vendor Qualification Manager @Hen mygwymmam
Supplier Invitation — Search
Q
Search Supplier =A @ L + Filter
Name Match{) Exastar ID DUNS Tax ID Address Postal Code city
@ - o
[ rea

5. The search results display in the Search Results table. Scroll through the list to see if the
intended vendor is posted on the list.

Copyright © 2020 Exostar LLC. All rights reserved



EIXOSTAR Vendor Qualification Manager (DHelp Ej?md'jmis"w

Supplier Invitation — Search

@ SEARCH RESULTS _

Name Match(%) | ExostarID DUNS Contact Address Postal Code  City
ADASOFT so% 110857133 145005816 Erica Evans ;‘E‘ESEE:?:EER 210462101 COLUMBIA
MANSOFT B 3085 961460350  EricaEvans  47DOWNSLAKECIR 752301900  DALLAS
TRANSOFT 50% 106420471 785072048 330 BEACON ST 021161153 BOSTON
Kl T » o
®: ¢}
cancel ([T

NOTE: If the vendor is not present in the search result, the buyer must add the vendor manually
or through the bulk upload process.

6. Click the Vendor Name.

Supplier Invitation — Search

@ SEARCH RESULTS O—
soft\ @ Clear

Name Match(%) Exostar ID DUNS Contact Address Postal Code City
6760 ALEXANDER
ADASOF % 3 Erica Evans 9
ADASC T& 58% 119857133 145905816 an: BELL DR # 105 210462191 COLUMBIA
MANSOFT 58% 83985 961460359 Erica Evans 47 DOWNSLAKECIR 752301900 DALLAS
TRANSOFT 50% 106420471 785072048 330 BEACON ST 021161153 BOSTON
4 S »

11°2hbl (¢]

7. A window displays the vendor information. Update the Contact Name, Contact Email,
and Contact Phone, if necessary.

10
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8. Click the Select button.

ADASOFT x
Name : ADASOFT

Address 6760 ALEXANDER BELL DR # 105

City COLUMBIA

State Maryland

Postal Code : 210462191

DUNS#: 145905816

Exostar Id 119857133

Contact Name * y
Erica Evans

Contact Email : Erica Evans@exostar.col

Contact Phone - 7713010000

9. The row containing the vendor name is highlighted. Click Next.

Suppller Invitation — Search

@ SEARCH RESULTS @_
soft m Clear

Name Match(%)  Exostar ID DUNS Contact Address Postal Code City

ADASOFT 119857133 145905816 Erica Evans i DL 210462191 COLUMBIA

BELL DR # 105

MANSOFT 58% 83985 961460359 Erica Evans 47 DOWNS LAKE CIR 752301900 DALLAS

TRANSOFT 50% 106420471 785072948 330 BEACON ST 021161153 BOSTON

4 3

W@ 1-500f 100ftems 3

Cancel Next

10. The Confirm Collection page displays. Enter a mandatory Batch Identifier and optional
Short Description. Click the Save button.

11
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Supplier Invitation — Search

_@ CONFIRM SELECTION

Select a Batch
- [ exsong |

Short Description

11. The user is sent to the Supplier Invitation page. Select the Batch Identifier from the
dropdown menu.

Suppller Invitation

5) B 03

Manual Entry Search and Select from Suppliers List Bulk Load

Draft Active

Batch Requests  Batch Identifier __ sgject Barch Identifier -— & Process  Delete

— Select Batch Identifier —

EE123ABC =

Supplier ORI inviteTesk Address Poc

New Batch 1018 -

new batch1234 available.

Export to Excel

New bulk load tesing batch 1

Mew 1IAT DI W L AAN TEST 1

12. Vendors associated with the Batch Identifier display. The buyer can choose to start the
invite process by clicking on the Process button.

Manually Add Vendor
Please follow the steps below to manually add a vendor:

1. Access VQM through MAG.

= . e
B oo Aominstaton Registration Requests Reports  Adoption
My Applicaions Legend: o Active £ Action Required @ Access Pending K Access Suspended -
Company-Application Status Announcements
e D Ry ey
e Verdor Guakfiation Manager v eenhooleation e iconamest ‘ Exostar VQM

12
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2. From the VQM Dashboard, select Supplier Invitations.

@ ) . Buyer Administrator
Elxos TAR" Vendor Qualification Manager DHelp  F¥ ?-
a« ® Approved ® Rejected Cancelled ® InProgress Invited Notification (View All) °
1 03 6 51 4 4 Total 30 days g 3 @ 1 4
[T | s 627 5 ’
Reviews Alerts
Active Requests + Add Filter View All ¥ v Quick Links
Supplier sent Y Form Staws T Review T Outcome r
o Invite new supplier
EETestCompany 02/21/2020 Completed Not Started =
® Invite existing supplier
AIRHARDWARE 02/18/2020 Completed Completed Approved
Supplier4220 02/04/2020 Completed Completed Approved ® BukLoad Invitation
123 Consulting 01/06/2020 Completed Not Started
Software Select 12/13/2019 Completed My Organization
@ rwrrvers © [ v
Shivani_Buyer2
13241 Woodland Park Road,
In Review/Approve Pending Onboarding ViewAll |[¥] [~ Herndon, VA, 20171
EETestCompany Review Users
Requestor Reviewer(s) Approver(s) Invited Note(s)
Erica Evana Shiv Reviewer [ Assign  Shiv Approver [ Assign  2/21/2020 0 18
Resources
MyExostar
« 0 oy -10f 1 item Support Options & Contact

3. The Vendor Invitation page opens. Click the Manual Entry button on the top of the page.

0>
B, &

Supplier Invitation

=

Search and Select from Suppliers List Bulk Load

Manual Entry

13
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4. The Vendor Invitation — New Entry page displays. Enter all the information in the
Organization, Contact, and Select a Batch sections.

Supplier Invitation — New Entry

Organization Contact

Name Contact Name
External ID Contact Email

Business Unit Contact Phone

Select a Batch

Batch Identifier

DUNS#
Address

Short Description

-- Select Country - v
— Select State -

City

Postal Code

NOTES:
e The Batch Identifier is used to allow buyers to send an invitation to multiple vendors by
assigning each manually entered vendor a batch number.
e When the buyer enters information into the Name field, the system automatically
searches to ensure the vendor does not already exist. If the vendor is not present, close
the search window and continue with the instructions below.

5. Click the Add button. The vendor is added to the batch, and the buyer is returned to the
Supplier Invitations page.

6. Click the Batch Identifier dropdown and select the name you gave the batch.

7. Vendors associated with the Batch Identifier display. The buyer can choose to start the
invite process by clicking on the Process button.

Supplier Invitation

O->
<O

=)

B,

Manual Entry Search and Select from Suppliers List Bulk Load

Batch Identifier

Draft

Batch Requests  Batch identifier  yaqep Process  Delete

Export to Excel

Supplier External ID DUNS # Business Unit Address POC

Advanced Testing 123456780 112233455 North 123 Bypass Rd Erica Evans@erostar . @) Validated

14
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Vendor Bulk Upload
MAG supports a bulk upload feature that allows buyers to add multiple vendors to a template

and upload the spreadsheet into the system. Once upload is complete, all the vendors are in the
system and the buyer can send invitations. To complete this process:

1. Access VQM through MAG.

, Billing and Support Logout | "% -
EXOSTAR
Announcements
User | Organizatien || Gredential Srengn
MyAccount  Adminisiration  RegistrationRequests  Reports_ Adoption
My Applications Legend:  Active 4} Action Required € Access Pending XX Access Suspended -
Company-Application Announcements
Pm
P: n M
Exos
v Qualification Manag Exostar VQM
My Organization > My Tasks - Tasks) Pending! >
Quick Links »  Account summary »
E‘XOSTAR’ Terms of Access | Privacy | Contact Us | Copyright © 2013, 2018 Exostar LLC. All rights reserved

2. From the VQM Dashboard, select Supplier Invitations.

Buyer Administrator
e

EXOSTAR" Vendor Qualification Manager OHelp | G

~

® Approved @ Rejected Cancelled @ In Progress Invited Notification (View All)

103 6 514 4 ol | 20days X s
m 627 5 st Gﬁ)\lelj-

Actlve Requests View Al | ¥ | | v Quick Links

Sent Y Form Status Y Review Y Outcome T
® Invite new supplier
02/21/2020 Completed Not Started -
® Invite existing supplier
02/18/2020 Completed Completed Approved
ler Invitations aad Invitatic
02/04/2020 Completed Completed Approved * Bulk Load Invitation
01/06/2020 Completed Not Started
12/13/2019 Completed My Organization
Location
O
_ Shivani_Buyer2
2‘} 13241 Woodland Park Road ,
In Review/Approve View All ¥l Herndon, VA, 20171
Administration
EETestCompany Review
: Users
Reguestor Reviewer(s) Approver(s) Invited Note(s)
Erica Evans Shiv Reviewer [¥ Assign  Shiv Approver [ Assign  2/21/2020 0O 1 8
Resources
MyExostar
« 1 o P Support Options & Contact

3. Select Bulk Load from the top of the Supplier Invitation page.

15
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Supplier Invitation

=)

Manual Entry

B,

Search and Select from Suppliers List

0->
<0

Bulk Load

Draft | Actve | Closec
Batch Requests  Batch Identifier . gelect Batch Identifier " Process  Delete
[ Export to Excel
Supplier External ID DUNS # Business Unit Address POC

No records available.

4. Click the hyperlink to download the bulk load template.

200 Max Records)
0 download bulk load blank template

Select File

5. After you complete the spreadsheet, click Browse and select the file to upload.

6. When the spreadsheet uploads successfully, click Next.

Select File

Supplier Invitation — Bulk Load

Bulk Load Steps

RO .o @ ooz
#200 Max Records)

DraftSupplier.xlsx

Click here to download bulk load blank template

Copyright © 2020 Exostar LLC. All rights reserved
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7. The system validates each item and tries to match it with current vendors. For each
vendor in the list (if there are additional vendors that may be a close match), the system
displays them if the user clicks the matching icon.

Suppller Invitation ~ Bulk Load

Bulk Load Sieps
® @@ ]

Harme External D DUNS BusinessUnit  Address Comtact Ernail —

0
Buyer Boing VOM_Test1112 TE90123 656677778 RockétDivision  BOOMapleS:  mdesorsd@gmailcom @ ] 7 W
Buyer Beng. VOM. Te11113 TR90123 GO6LTTTTE  Rocket Deison  BOOMapléSt  modsozsd@gmaicom @ %) # §
Buyer Bomg_ VM Tesri 114 7890123 GE66TTTTE  RockeiDimon  BOOMapleS:  mdesszstggmatcom @ %] £ B
Busyer Boing_VOM_Test1115 7890123 EG66TTTTE  RocketDivision  B00MapleSt  mdesozsdggmalcom @ 8] » B
Buyor Boing VOM_Tos11116 7880123 666677778 RocketDiision  B00MapleS:  mdosorad@gmad.com S I®] - 0
Biyer Boing, VI8, Tent1 117 7890123 EEBSTITTE  RocketDrision  B0OMapleS:  mdesszaligmaleom @ @] » W
Buyer Boing VO Ten1118 TEM01Z3 EHGETTTTE  Rocket Dedsion B0O Maple S mdesozad@gmal com @ %] » n
Buryor Boing_ VOM_Tes1119 L e 66677778 Rockes Division 800 Maple 52 midesozad@gmal com @ |* ram |
Buer Boing, VM, Tes 1120 TRY0123 EA56TTTIE RocketDersion  BOOMopleSt  mdesazad@gmal com *®#| 5 0
« @z on Tl

E
a

8. Click Next to continue.

9. The user must choose a batch to add to this invitation. The batch name can be an existing
or new batch. Optionally, add a description. When finished, click Save.

Supplier Invitation — Bulk Load

Bulk Load Steps

G_G_@ CONFIRM SELECTION

Select a Batch
Batch Identifier m

Short Description

17
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Send Invitation

Once the buyer selects the vendors, they can invite them to complete the VQM questionnaire.
The system sends an email to the vendors with a temporary username and password to login to
VQM and complete the form. Please follow the steps below to send the invitation:

1. Access VQM through MAG.

Biling and Support Logout | g% -

EXOSTAR'

Announcements

User | Organization | Credential Strength

m My Account Administration Registration Requests Reports Adoption

My Applications Legend: o Active £ Action Required @ Access Pending X Access Suspended -
Company-Application

Pim
Partner Information Manager

Exostar VQM

xostar
QM - Vendor Qualiication Manager

+ Expand All Sections}

My Organization » | My Tasks - Task(s) Pending! »

Quick Links »  Account Summary »

EXOSTAR Terms of Access | Privacy | Contact Us | Copyright ® 2013, 2018 Exostar LLC. All rights reserved

2. From the VQM Dashboard, select Supplier Invitations from the left menu.

O]

E}(OSTAR Vendor Qualification Manager (2)Help

Buyer Administrator
Me

~

® Approved  ® Rejected Cancelled ® In Progress Invited Notification (View All) =

103 6 514 4 Tota 20 days . e
m 3 627 5 Reﬁs G.?\Ie‘r]t:II

Actlve Requests View All | ¥ | | v Quick Links

Supplier Sent Y Form Status Y Review Y Outcome T

. w supplier
EETestC 02/21/2020 Completed Not Started =
. e existing supplier
02/18/2020 Completed Completed Approved
02/04/2020 Completed Completed Approved © Buk nikEren
123 Consulting 01/06/2020 Completed Not Started
Software Select 12/13/2019 Completed My Organization

‘4 o 23 M (@) Location
Shivani_Buyer2
13241 Woodland Park Road ,

In Review/Approve ViewAll |¥ ] [~ Herndon, VA, 20171
EETestCompany Review
Users
Requestor Reviewer(s) Appraver(s) Invited Note(s)
Erica Evans Shiv Reviewer [4 Assign  Shiv Approver [ Assign  2/21/2020 0 1 8
Resources
MyExostar
« o P Support Options & Contact

18
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3. The Vendor Invitation page displays. Select the Batch Identifier assigned to the vendor(s).

0->
B &3

Supplier Invitation

=)

Manual Entry Search and Select from Suppliers List Bulk Load

Draft

Batch Requests  BaichIdentifier ___ select Barch Identifier — . Process  Delete

— Select Batch Identifier —

®
@ Export to Excel EE123ABC

¥
Supplier External ID Address
New Batch 1018

InviteTest

new batch1234 available.

New bulk load tesing batch 1

M LIAT DIIL Y | NAN TECT 1

4. Thelist of vendor(s) associated with the selected Batch Identifier display. Click the Process
button.

Supplier Invitation

(e
<0

=)

B,

Manual Entry Search and Select from Suppliers List

Bulk Load

Drart

Batch Requests  Batch Identifier

EE123ABC ey

R Export to Excel

Supplier External ID DUNS # Business Unit Address

PO
123456789 North 123 Euclid Street . ©  vaidated
967654321  East 789 Comstock Ave ©  vaidated
Jing 547891236 Went 456 11 Ave Erica Evans@exostar . @) Validated

5. The Supplier Invitation — Delegations & Timeline displays. Select the Reviewers,

Approvers, Forms, WorkFlow Timelines, and Renewal information and click the Submit
button.

Baich idemifier  EE123ABC

S Revewer
Appi [Ty —
Forms Suppler Profile Questicnnaire

WorkFlow Timeline

Response Due i sy v % Enforce Due Date
Review Due o Day
Approval: 20 Dpay
*From nvitation Date
Renewal

@ Aliow Awo-Renewal

Renew After

19
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Field

Definition

Notes

available to be used as a
guestionnaire. Only on can
be chosen.

Reviewer Individual who will review Only buyer users with the
the form and provide Reviewer, Approver, or Buyer
feedback for the approver Administrator role can be

assigned as a reviewer

Approver Individual who will approve Only buyer users with the
the form. Approver or Buyer

Administrator role can be
assigned as a reviewer

Forms List of forms that are The questionnaire is created

by business stakeholders.
Questionnaire creation and
updates are done outside the
system

Workflow Timelines

e Response Due —The
number of days after
the invitation is sent
for the vendor to
complete the form

e Review Due —The
number of days after
the invitation is sent
for the reviewer to
review the form.

e Approval —The
number of days after
the invitation is sent
for the approver to
approve the form

Renewal

The number of days after
approval to re-invite the
vendor for the purpose of
updating and submitting a
qualification questionnaire.

Expiration Date = Date
Approved + number of days

Copyright © 2020 Exostar LLC. All rights reserved
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6. The Supplier Invitation — Processing page displays. Once the status changes to
Submitted, click the Next button. The Supplier Invitation — Processing page displays

confirming the batch is processed.

Supplier Invitation - Processing

Batch Identifier EE123ABC

Supplier External ID DUNS #
ABG Technologies 123456789
XYZ Engineering 987654321

123 Consulting 547891236

Q-

3of 3done

Status

‘Submitted

‘Submitted

‘Submitted

7. The Supplier Invitation — Result page displays confirming the batch is processed. The
system sends an invitation to the vendors in the batch. Click the Done button to return

to the Supplier Invitation page.

Supplier Invitation — Result

Confirmation!

Batch Identifier: EE123ABC
Invited Suppliers. 3

Requester Shivani Buyer

(=)

SUPPLIER QUESTIONNAIRE

Suppliers can access VQM using the invitation email sent by a buyer. The email contains the link
to the application and a temporary username and password. Follow the steps below to complete

the VQM questionnaire:

1. Click the application link found in the vendor email.

Copyright © 2020 Exostar LLC. All rights reserved
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2. The vendor VQM Login page displays. Enter the Username and Password supplied in the
vendor invitation email.

E,XOSTAR Vendor Qualification Manager @teip

Username

<Username found in invitation email>

Password

) LOGIN

3. Click Login button to display the Terms and Conditions. After reading through the
agreement, if you accept the terms, click the | Agree button.

PLEASE READ THIS DOCUMENT CAREFULLY! IT VERY ABOUT YOUR RIGHTS AND OBLIGATIONS, AS WELL AS LIMITATIONS AND EXCLUSIONS THAT MAY APPLY TO

YOU. THIS DOGUMENT CONTAINS A DISPUTE RESOLUTION CLAUSE.

Do not proceed unless you are the duly repr ative of the entity 10 enter into ag of this type.

Service Agreement
For Vendor Qualification Manager
(Individual)

3. Use

a. How May Subscriber Use the Vendor O Subscriber may use the system 1o makespecific Assertionsusing the Vendor Qualification ManagerService.

a. Limitations on Use

i.  Alluse of the Vendor Qualification ManagerService is subject to Exostar's Use Policies Without limiting any of the Use Policies, Subscriber agrees to the following: (1)
Subscriber is solely responsible for the content of all visual, written or audible communications using Subscriber's account, (2) Subscriber will not use the Vendor Qualification
ManagerSenvice to send unsolicited mass mailings outside Subscriber's campany of organization, and (3) Subscriber will not to use the Vendor Qualification ManagerService
o communicate any message or material that is harassing, libelous, threatening, obscene, would violate the intellectual property rights of any party or is otherwise unlawful,

that would give rise to civil liabilfty, or that constitutes or encourages conduct that could constitute a criminal offense, under any applicable law of regulation. Although Exostar +

By clicking the I AGREE" buitton below, you will be deemed to have agreed 1o the terms of the agreement above and 1o have duly executed it. Once clicked, EXOSTAR, posting this agreement
shall be deemed to have also duly execured it

Disclaimer: Wih respect 1o the Fres section, the fiees for your use of the Services Is paid by your Buyer orgsnization m

4. A confirmation message displays. Click the Proceed button if you agree with the Terms
and Conditions. If not, click the Cancel button.

5. If Proceed is selected, the Supplier Questionnaire page displays. Proceed through each
tab, answering all required questions and optional questions, where applicable.

NOTE: Questions can take the form of multiple choice, free form text, date entry, or file uploads.
Please read the question and enter the information in the correct format. The system checks
formatting before submittal and alerts the vendor of data formatting errors.
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a. Welcome: Read through the information on the Welcome tab and click the next
tab.

EXOSTAH Vendor Qualification Manager (DHelp  EricaEvans ) -

Supplier Questionnaire

Notifications ( 30 days )
Buyer Name:  Shivan_Buyer2 Expire N 1/16/2020 (10 Days)
Buyer Email:  shivani chadha @exostar.com No Notifications

Buyer Contact  Shivan! Buyer

1. Welcome XYZ Englneering for preliminary supplier approval

e has been developed for the purpose of collecting inform
de will be used 1o determine your eligibily for doing &

our company 1o share with Shivani_Buyer2 The

Communication

Additionally you may be required to fill a Cybersecurity, NIST 800-171 and Conflict Minerals questionnaire once you have been qualified as a
supplier 10 Shivani_Buyer2

By responding to this ., you represent that you have appropriate authority 1o complete the questionnaire on behalf of your Download Report
company. The questionnaire may be amended without notice

Guldance

b. Introduction: This tab contains the Exostar Terms and Conditions and the Exostar
Privacy Policy. Click the Next button to move to the next tab or Previous to move
back to the previous tab.

Supplier Questionnaire

ntroduction
Notifications ( 30 days )
2. Introduction:
No Notifications

The informatien that your organization will provide in this form is provided for the use of Shivani_Buyer2 and under the following Exostar
Terms and Conditions.

BT A

Communication

-

& 20 rew Tosic

Download Report

® Draft Fo

® Blank F

Guidance

® NAICS

® SBA Size Sta

poros ] v I

Resources
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c. Instruction: This tab contains information about the process workflow. Click the
Next button to move to the next tab or Previous to move back to the previous

tab.

Supplier Questionnaire

wel introduction | Instructions

3. Instructions:

In order to complete your information in VQM follow the basic steps outlined below’

P~
( . | Respond to Buyer Invitaion Logon to account fespod 10 Form
-/ (You are here)

Start Done

Once approved by Shivani_Buyer? please follow the steps below to register your organization with Exostar and acquire two factor
authentication credentials to access any required applications assigned by Shivani_Buyer2, like Partner Information Manager (PIM) and
Secure SourceToPay (S2P).

7\ Respond to Invitalon Accept Terms A icai
\ . ) 10 register with & o2 Feelor
B Credential
— Exostar Conditions =d
Start Done

Please be advised all fields in this form that are marked by an * are mandatory and will require an answer.
Multiple entries in any Free text fields in the form should be separated by a comma *".

Al file uploads in the form must be in pdf format

A copy of your submission will be emailed to the email address you provide once you submit the form.

s [

Notifications ( 30 days )

No Notifications

Communication

 Communication Board

Download Report

Resources

d. Submitter Details: Provide the name and contact information of the person who

Supplier Questionnaire

Welcome ntroduction Instructions Submitter Detalls

Submitter Detalls:

Who In your Is for pi g the answers to this form?

Please add your contact information

Contact Fields marked with ( *) are mandatory.
Name *

Jane Doe
Job Title *

Procurement Officer

Phone

703-555-5555

Email Address *

doe@companyemail.com

* (oo [ ver

Notifications ( 30 days )

No Notifications

Communication

Resources

Copyright © 2020 Exostar LLC. All rights reserved
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to move back to the previous tab.
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e. Supplier Profile Data: Answer all required questions. This is the main qualification
guestionnaire. Click the Previous button to move back to the previous tab.

Supplier Questionnaire

Notifications (30 days )

General Infon - -
No Noiifications
Full Legal Company Name of Business As Reportable to IRS * Doing Business As (DBA) Name

XYZ Engineering

AddressLine 1* Address Line 2

789 Comstock Ave
Communication

Country * State/Province *
United States of America = New York s
ciy * Postal Code *
Syracuse 13201
Download Report
Geographic Location + ® Draft Fo
o
Functional Areas +
Company Profile : 1 Guidance
Company Certifications +
Opt Out +

| certify that to the best of my knowledge the above information is correct & hereby certify this information to Shivani_Buyer2.

Resources

6. Click the Submit button when complete.

NOTE: The Save for Later button allows the vendor to save the questionnaire and return to
answer the remaining questions later. If the vendor elects to save the questionnaire, none of the
information is visible to the buyer. The Suppler has a predetermined amount of time to complete
and submit the form before their access to VQM expires.

7. The supplier submits the questionnaire to the buyer for review and acceptance. The
guestionnaire information is available to the supplier in read-only form.

NOTE: Once a questionnaire is submitted, the vendor cannot update the submitted information.

EIXOSTAR Vendor Qualification Manager (DHelp | Erica Evans

Supplier Questionnaire

Success! Supplier information saved successfully Notifications ( 30 days )

No Notifications

Full Legal Compary Name of Business As Reportaoie 10 1RS. XYZ Doing BusNess As (DBA) Name
Engineering

Communication
Address Line 1 769 Comstock Ave Address Line2.

Download Report

ciy: Syracuse
Geographic Location +

Guidance
Functional Areas +

Company Profile

25
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BUYER EVALUATION

Buyer Evaluation occurs when a vendor completes their form. The buyer can first review and
then approve the form. The reviewers and approvers are selected before vendor invitations are
sent and only those selected users can access the review and approve functionality in VQM.

Buyer Review

1. Access VQM through MAG.

. Billing and Support Logout -
EXOSTAR
Announcements
wmton: | Credential Sengin

EE vvicont | Adminsision | Repstaton Reauesis | Repors _ Adopton

iy Apptestons Logend: o Active £ Acton Required @ x -

Company-Appication status Announcement

.. vam

My Organizati > My Tasks - Task(s) Pending! »

Quick Link > Account summary

EXOSTAR Terms of Access | Privacy, | Contact Us | Copyright ® 2013, 2013 Exostar LLC. Allrights reserved

2. Once the buyer selects VQM from MAG, they are taken to the VQM Dashboard. Click
Supplier Review on the left navigation.

EXOSTAR' vendor Qualification Manager

o Buyer Administrator
(?)Help Mé

® Approved @ Rejected

103 6
=N

Cancelled

514

Active Requests

Supplier Sent
02/21/2020
02/18/2020
02/04/2020
01/06/2020
12/13/2019
In Review/Approve
EETestCompany
Regquestor Reviewer(z)
Erica Evans Shiv Reviewer

® In Progress Invited Notification (View All) <
4 Total 30 days 3 @ 1 4
8 627 5 Reviews Alerts
+ Add Filter [EERUENE IR Quick Links
Y | Form Status Y | Review Y Outcome
. w supplier
Completed Not Started
® Invite existing supplier
Completed Completed Approved
Completed Completed Approved ¢ Bulk Load Invitaticn
Completed Not Started
Completed . My Organization
Location
Shivani_Buyer2
‘ = 13241 Woodland Park Road ,
ewAl ¥ Hemdon, VA, 20171
Review U
ISers
Approver(s) Invited Note(s)
[ Assign  Shiv Approver [ Assign  2/21/2020 0 1 8
Resources
MyExostar

Copyright © 2020 Exostar LLC. All rights reserved
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3. Alist of pending forms displays. Click Review.

® e ¥ () Buyer Administrator
E}(OS TAR"® vendor Qualification Manager DHel | e -
Suppller Review & Approval
- Select Batch - v Pending v Supplier Name ~ Reviewer - v ~ Approver - v Clear
Reguestar Reviewer(s) Approver(s) Invited Note(s)
Shivani Buyer Shiv Reviewer [# Assign  Shiv Approver [ Assign  1/6/2020 0

4. Enter your comment and click the Add Review button.

Add Review *

Note:

| This is the notes section i

Close

5. The Note(s) column is incremented by 1, indicating a note has been added. The request
is now ready for approval.

() Help g:gef :Adrr‘;mislraior

ER Vendor Qualification Manager o

Supplier Review & Approval

Review

—Select Batch— v Pending v | | Supplier Name —Reviewer — % —Approver — Clear
XYZ Engineering Review Outcome
Reguester Reviewer(s) Approven(s) Invited Note(s)
Shivani Buyer Shiv Reviewer [+ Aseign  Shiv Approver [ Aseign  1/6/2020 1
Buyer Approval

After a Reviewer completes a review of the form submitted by a vendor, the buyer with the
Approver role can then approve the form. The Approver receives an alert reminding them a form
is ready for their approval.
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1. Access VQM through MAG.

EXOSTAR'

Announcements

R ot

Administration Regisiration Requests Reports Adoption

User | Organization

Billing and Support

Logout

| Credential Strength

My Appications Legend: o Active £}, Action Required @ Access Pending JK Access Suspended

Company-Application Status

PIM Open Application
Partner Information Manager v Espﬁ.;ﬁp:am 16 Dec, 2013 05:30AMEST

Exostar o Qe Aot

Announcements

Exostar VQM

-
QM - Vendor Qualification Manager Lastooess 0

My Organization

Quick Links

EXOSTAR

» My Tasks - Task(s) Pending!

»  Account Summary

+ Expand All Scctions)

>

>

Terms of Access | Privacy | Contact Us | Copyright @ 2013, 2018 Exostar LLC. All rights reserved

-

.EIXOSTAR Vendor Qualification Manager

Once the buyer selects VQM from MAG, they are taken to the VQM Dashboard. Click
Supplier Review on the left navigation.

)

(2)Help

Buyer Administrator
Me

® Approved

103
o5 |

® Rejected

6 514 4

Cancelled @ In Progress

Actlve Requests

Sent T
02/21/2020
02/18/2020
02/04/2020
01/06/2020
12/13/2019
> oM
In Review/Approve
nistration
EETestiCompany
Requestor Revi 5}

Erica Evans Shiv Reviewer

%)

Y o

[ Assign

Invited Notification (View All) [+
Total 30 days @ 3 @ 1 4
3 6 27 5 Reviews Alerts
+ Add Filter View All | ¥ Quick Links
Form Status YT Review Y Outcome A g
. supplier
Completed Not Started -
® Invite existing supplier
Completed Completed Approved
Completed Completed Approved ® Bulk Load Invitation
Completed Not Started
Completed . My Organization
O Location
Shivani_Buyer2
o - 13241 Woodland Park Road ,
View All | ¥ Hemdon, VA, 20171
Review
Users
Approver(s) Invited Note(s)
Shiv Approver [ Assign  2/21/2020 0 1 8
Resources
MyExostar

Support Optlons & Contact

3. Click the Outcome button associated with the request you want to approve or reject.

Supplier Review & Approval

Review Onboarding

- Select Barch - ~ Pending

XYZ Engineering
Reguestor Reviewer(s)

Shivani Buyer Shiv Reviewer

[ Assign

v Supplier Name —Reviewer - v — Approver - v Clear
Review
Approver(s) Invited Note(s)
Shiv Approver [ Assign  1/6/2020 1

Copyright © 2020 Exostar LLC. All rights reserved

28



EXOSTAR

4. Enter notes in the Additional Notes box. Click Approve or Reject.

NOTE: Additional Notes are required in order to complete the approval process.

Outcome x

Additional Note:
The Js the approval notes section

Once a request is approved, that request is added to the list of vendors pending onboarding.

ONBOARDING

The VQM application has a feature to easily push a vendor through to the next step of the
onboarding process. Once a vendor is approved, the buyer can choose to onboard a vendor or
defer onboarding if they already have access to the required application. This section describes
the steps to complete both options.

Vendor Onboarding
1. Access VQM through MAG.

. Biling and Support Logout -
EXOSTAR
Announcements
User | Organization | Credential Strength
m My Account Administration Regisiration Requests Reports. Adoption
My Applications. Legend:  Active £} Action Required @ Azcess Pending K Access Suspended -
Company-Application status Announcement ts

PIM
Partner Informtion Manager

Exostar
\VOM - Vendor Qualication Manager Exostar VQM
+ Expand All Sections
My Organization > | MyTasks - Taskis) Pending! >
Quick Links. » | Account Summary >
EXOSTAR Terms of Access | Privacy | Contact Us | Copyright © 2013, 2018 Exostar LLC. All ights reserved
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2. From the VQM Dashboard, click Supplier Review menu item on the left menu.

o) Buyer Administrator

E}(OS TAR' Vendor Qualification Manager (2)Help .
® Approved  ® Rejected Cancelled  ® In Progress Invited Notification (View All) o
1 03 6 51 4 4 Total 30 days 3 ,® 1 4
x| B 6 27 5 Reviews Alerts
Actlve Requests + Add Filter View All | ¥ | |v Quick Links
Supplier Sent Y Form Status T Review T Outcome T
® Invite new supplier
EETestCo 02/21/2020 Completed Not Started -
® Invite existing supplier
02/18/2020 Completed Completed Appraved
02/04/2020 Completed Completed Approved ® Bulk Load Invitation
ulting 01/06/2020 Completed Not Started
Software Select 12/13/2019 Completed My Organization
o« ° 23 e [¢] Location
Shivani_Buyer2
13241 Woodland Park Road ,
In Review/Approve View All | ¥ | |~ Herndon, VA, 20171
EETestCompany Review Users
zerz
Requestor Reviewer(s) Approver(s) Invited Note(s)
Erica Evans Shiv Reviewer [ Assian  Shiv Approver [ Assign  2/21/2020 0 1 8
Resources
MyExostar

Q>

Support Options & Contact

3. The Supplier Review & Approval page displays. Click the Onboarding tab

Supplier Review & Approval

Review
— Select Batch - v | | Pending v
XYZ Engineering
Reguestor Reviewer(s)
‘Shivani Buyer Shiv Reviewer [ Aesign

Supplier Name —Reviewer — L — Approver — v Clear
Review
Approver(s) Invited Note{s)
Shiv Approver [ Aesign  1/6/2020 0
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4. Alist of approved Vendors displays. Click on Select Application(s) under Application
Subscription.

Suppller Review & Approval
Onboarding

~ Select Batch - v | | Pending v | | Supplier Name ~ Approver - v | [clear

Onboard Defer Onboarding

Reguester. Approver(s). Inviteg: Reviewsd: Approved:
Shivani Buyer Shiv Approver 1/6/2020 1/6/2020 1/6/2020

Application Subscription

Select Application(s)

Onboard Defer Onboarding

Approver(s) Ivited Reviewed Approved
Shivani Buyer Shiv Approver 121872019 121872019 127182019
Application Subscription:

Select Application(s)

Advanced Hardware Onboard Defer Onboarding

Regquestor Approver(s) Invited: Reviewed Approved:
Shiveni Buyer Shiv Approver 12/13/2019 1241372019 12/13/2019

Application Subscription:

]

5. Alist of subscribed buyer applications display. Select the Application from the list.
EXOSTAR Vendor Qualification Manager @DHelp mergd‘jmmmr

Supplier Review & Approval

Onboarding

~ Select Batch - v Pending v Supplier Name — Approver — ’ Clear

Defer Onboarding

Requestor Approver(s) Invited Reviewed Approved
Shivani Buyer Shiv Approver 1/6/2020 1/6/2020 1/6/2020
Application Subscription Assigned Form(s)

CHBERSECURITY QUESTIONNARE(PY = %
Confiict Minerals Reporting(PIM) *

Onboard | Defer Onboarding

Supplier Review
prover(s) Invited: Reviewes:
Shivani Buyer Shiv Approver 12/18/2019  12/18/2019  12/18/2019
Application Subscription:
Select Application(s)
Advanced Hardware Technelogies Onboard | Defer Onboarding
Requestor Approver(s) Invited: Reviewec Approved
Shivani Buyer Shiv Approver 120132019 12/13/2019  12/13/2019 -

« @2

NOTE: Partner Information Manager was chosen for this example. The Assigned Forms option is
not available for other applications on the list.
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6. Click the Onboard button. A message displays notifying the user the vendor successfully

sent the onboarding request.

EXOSTAR' Vendor Qualification Manager

Suppller Review & Approval

Success
Onboarding request sent

successfully.

Defer Vendor Onboarding

Follow the process below to defer onboarding:
1. Access VQM through MAG.

EXOSTAR

Announcements

oo B

Biling and Support

o

Logout

My Applications

Exostar

QM - Vendor Qualification Manager LastAooess D

My Organization

Quick Links

EXOSTAR

® | My Tasks - Task(s) Pending!

»  Account Summary

Terms of Access | Privacy | Contact Us | Copyright ® 2!

User | Organizaton - | Credential Srengin -
Administration Regisiration Requests Reports. Adoption
Legend: o Active 4, Action Required @ Access Pending € Access Suspended -
Company-Appiication Status Announcements
EL Open Application
Partner Information Manager v Eflewjff:zlz 13 Dec, 2073 05-30 AM EST.
Open appicstion
< 5 zors gz T Exostar VQM

+ Expand All Sections}

»

013, 2018 Exostar LLC. All rights reserved

2. Fromthe VQM Dashboard, click the Supplier Review and proceed to the Onboarding tab.

Elxos.rAR Vendor Qualification Manager

(DHelp

Buyer Adr
Me

ministrator

® Approved ® Rejected Cancelled ® In Progress

103 6 514 4
16% g

Actlve Requests

Sent Y Form Status
02/21/2020 Completed
02/18/2020 Completed
02/04/2020 Completed
23 Consulting 01/06/2020 Completed
Software Select 12/13/2019 Completed
“« 4 o 203 ow
In Review/Approve
EETestCompany
Requestor Approver(s)
Erica Evans [ Aesign  Shiv Approver

Y T

Total

Invited Notification (View All) ]
“e” 3 ©14
Reviews Alerts
+ Add Filter View All | ¥ | v Quick Links
T Review T Outcome ) £
® Invite new supplier
Not Started =
Completed Approved
Completed Approved
Not Started
. My Organization
[¢] Location
Shivani_Buyer2
> 13241 Woodland Park Road ,
ewAl |¥] [~ Hemdon, VA, 20171
Review
Users
Invited Notels)

18

[ Assign  2/21/2020 0

Resources

MyExostar
Support Options & Contact

Copyright © 2020 Exostar LLC. All rights reserved
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3. Click the Defer Onboarding button next to the request that needs deferment.

Faviaw Dnboardng

Sebeot Bk ¢ | Panding Supplier Hame Appeove ¢ Claar
5 ~
0A,_Autsmabion_Ong ¥ 155 Cinboand I Dl Drbcoprding
Resguestne Approvars] L Frvawad Approved
Ganjay Dabhl Zanjmy Dabhi 1172072017 1173072097 1173072007

Appdcation Suioscnpbon

Sek1 Appicatkanis)

a_Anicmation_Ong_¥ 154

Oinboard [eter Onboardng

Rt ussner Approver|s

P bmas Prninial

Imates Fewerwed Approved

4. In the Add Defer Notes popup, select a defer reason from the drop-down.

Add Defer Notes =

Please provide reason to defer:

- Select defer note-

P

— Select defer note—

Supplier already provisioned to needed applications

Mo renewal of forms is required

Reqgular review of supplier profile only
Other

5. Once you provide a reason, click Add Reason. A confirmation screen displays. Click
confirm to complete the deferment.

NOTE: If you defer onboarding for a vendor, you no longer have the ability to onboard that
vendor through VQM unless you resubmit an invitation.
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ADMINISTRATION

As an administrator in the VQM system, you can manage users. Follow the steps below:

1. Access VQM through MAG.

EXOSTAR'

Biling and Support Logout

-

QM - Viendor Qusliizstion Mansger

My Organization »
S =
EXOSTAR

Announcements
User | Organizaton || Credential Srengh -
EES vweccount | Adminstation Registration Requests Reports Adoption
My Appications Legend: o Active fj, Action Required @ Access Pending XX Access Suspended -
Company-Appiication Status Announcements
PiM O lic ati
Partnes Information Manager RS s
Exostar
‘ Exostar VQM

+ Expand All Sections}

My Tasks - Task(s) Pending!

Account Summary

Terms of Access | Privacy | Contact Us | Copyright ® 2013, 2018 Exostar LLC. Allrights reserved

2. From the VQM Dashboard, click the Administration option in the left menu.

EIXOSTAR Vendor Qualification Manager

o Buyer Administrator
Otelp ot

® Approved  ® Rejected Cancelled  ® In Progress

16% B

Active Requests

Supplier Sent Y Form Status
02/21/2020 Completed
02/18/2020 Completed
02/04/2020 Completed
01/06/2020 Completed
12/13/2019 Completed

In Review/Approve

EETestCompany

Requestor Reviewer(s) Approver(s)

Erica Evane Shiv Reviewer [ Aesign  Shiv Approver

Q>

103 6 514 4 Totd | 30days S

Invited Notification (View All) f+]

Reviews Alerts

viewAl  [¥] [ Quick Links

Y Review Y | Outcome T
® Invite new supplier
Not Started 2
& Invite existing supplie
Completed Approved
Completed Approved ® Bulk Load Invitation
Not Started
. My Organization
O Location
Shivani_Buyer2
) - 13241 Woodland Park Road,
ViewAll | ¥) [~ Hermdon, VA, 20171
Review
Users
Invited Note(s)
[ Aecign  2/21/2020 0 1 8
Resources
MyExostar

Support Options & Contact

Copyright © 2020 Exostar LLC. All rights reserved
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3. The system displays a list of all buyer users with access to the system. To change role of a
user, click the wrench and screw driver icon.

Manage User Roles

Name T UserlD Y Email Y Role T Provisioned Y | LastUpdated T oy
s
Buyer User 01/21/2020 02/24/2020 :\
B
o 02/18/2020 02/18/2020 X
Administrator
§
test@alteromutual.com Buyer User 07/14/2017 02/12/2020 L4
B ’
Jungbo.Hong@exostar.com P 04/25/2019 02/10/2020 X
Administrator
¥
elmameltzer@gmail.com Buyer User 07/19/2017 02/01/2020 s
X
jbob2041@gmail.com Buyer User 07/19/2017 01/24/2020 L4
Ankita ostarcom DU 08/27/2018 12/05/2019 X
Reviewer
Shiv Approve < exostartest com Ankita Gupta@exostar.com Bz 08/27/2018 12/05/2019 X
- Approver
,
Shiv Requestor ostartest.com Ankita.Gupta@exostar.com Buyer User 08/27/2018 11/24/2019 x

4. The User Management window opens. Use checkboxes to change roles. Click Update.

User Management x

User roles

Buyer Administrator
Buyer Requester
Buyer User

®  Buyer Reviewer
Buyer Approver

User Status

Active

COMMUNICATIONS

The system allows for communication between the buyer and vendors through an online
message board. This functionality allows both parties to securely communicate issues and
concerns. The steps below detail how suppliers and buyers can securely communicate within
vVaMm.

Supplier
1. Supplier logs into VQM using the temporary username and password found in the
invitation email.
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2. The VQM Supplier Questionnaire page displays. While displaying Supplier Profile Data,
the vendor has access to menu items on the right side of the page. Click the
Communications Board link.

@He\p

Erica Evans (§ ~

EXOSTAR Vendor Qualification Manager

Supplier Questionnaire

Supplier Profile Data

(30days)

General Information
Full Legal Company Name of Business As Reportable ta IRS *

Advanced Testing

Adaress Line 1 *

123 Bypass Rd

Country *

United States of America

City *

Herndon

Doing Business As (DBA) Name

Address Line2

State/Province *

Virginia

Postal Code *

20171

7 | certify that to the best of my knowledge the above information is correct & hereby certify this information to Shivani_Buyer2.

[eran | smetore | s

No Notifications

Communication

Download Report

Geographic Location + ® Draft Forn
T ® Blank F
Functional Areas &
‘ Company Profile + Gulddnce
Company Certifications +
.
Opt Out + ‘ LE=

Resources

3. The Communications Board page displays. Click the Add New Topic link.

EXOSTAR Vendor Qualification Manager

@He\p

EricaEvans () ~

Communication Board

Topic Name

»  Ihaves question (Reply: 3)

Last Updated

01/21/2020

~ Reply

Notifications ( 30 days )

No Notifications

Communication

® Com

4. In the Add Topic window, type the title of the topic and click the Add Topic button.

Add Toplc

Topic:

Form Completion Time

®

Y,

x
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5. The topic name displays in the Topic Name column. Click the topic name to expand the

topic.
E}(OSTZ\R" Vendor Qualification Manager (DHelp | EricaEvans (@) ~
Communication Board
Topic Name Last Updated Notifications ( 30 days )
Form Completion Time (Reply: 0) 01/21/2020  Reply # No Notificafions
[ ] supplier Post [_] Buyer Post
‘ [N No Record Found R
o o T Noitems 1o displa
» I'have a question (Reply: 3) 01/21/2020  Reply Communication

6. Click the Reply link.

E,XOSTAR” Vendor Qualification Manager (DHelp | Erica Euans @) -
Communication Board
Topic Name Last Updated Notifications ( 30 days )
Form Completion Time (Reply: 0) 01/21/2020 I - Reply l > O T
[ supplier Post ] Buyer Post k]
‘ No Record Found N
> lhaveaquestion (Reply 3) 0172172020 + Reply Communication

7. Inthe Add Reply window, enter the question and click the Add button.

Add Reply x

Reply:

How long do | have to complete the form|

8. The Add Reply window closes and the question displays under the topic. The buyer now
has the ability to view the question and reply.

E}(OSTAR’ Vendor Qualification Manager (DHelp

Communication Board

Topic Name Last Updated Notifications ( 30 days )
& Form Completion Time (Reply: 1) 01/21/2020 ~Reply * N Notifications
[ supplier Post ] Buyer Post
P Howlong do| have to complete the form it E

Posted By Erica Evans
Posted On :01/21/2020

@

»  Ihave aquestion (Reply; 3) 01/21/2020 = Reply

Communication

& Comunication Board

37
Copyright © 2020 Exostar LLC. All rights reserved



EXOSTAR

Buyer
1. Access VQM through MAG.

Biling and Support

EXOSTAR'

Announcements
User | Organization | Credental Suength
B veccount | Adminstaion | RegistationRequests | Repors | Adoption
My Applications Legend: o Active £}, Action Required @ Access Pending X Access Suspended -
Company-Application Status Announcements
Pm OQuen Agglca
Partner Information Manager R ey
Exostar
\/aM - Vendor Quaification Manager v QLA e ‘ Exostar VQM
My Organization » My Tasks — Task(s) Pending! »
Quick Links > Account Summary »
EXOSTAR Terms of Access | Privacy | Contact Us | Copyright @ 2013, 2015 Exostar LLC. Alights reserved

2. From the VQM Dashboard, click the Supplier Communication menu option on the left
side.

® ) . Buyer Administrator
EXOSTAR' Vendor Qualification Manager DHelp e fm
~
® Approved ® Rejected Cancelled ® In Progress Invited Notification (View All) 152
1 03 6 51 4 4 Total 30 days @ 3 @ 1 4
1t | B Reviews Alerts
Active Requests ewal (¥ [v Quick Links
Supplier Sent Y Form Status YT Review Y Outcome T
® Invite n upplier
EETestCompany 02/21/2020 Completed Not Started 2
® Invite existing supplier
02/18/2020 Completed Completed Approved
02/04/2020 Completed Completed Approved @ BulkLoad Invitation
01/06/2020 Completed Not Started
12/13/2019 Completed My Organization
O ocation
Shivani_Buyer2
13241 Woodland Park Road,
In Review/Approve hd il Herndon, VA, 20171
EETestCompany Review Users
Regquester Reviewer(s) Approver(s) Invited ote(s)
Erica Evans Shiv Reviewer [ Assign  Shiv Approver [ Assign  2/21/2020 0 1 8
Resor
MyExostar
“f ° P Support Options & Contact
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3. The Communication Board page displays. Select a topic by clicking on the Topic Name
link.

Buyer Administrator

EJXOSTAR Vendor Qualification Manager OHelp | P~

‘Communication Board

—Filter by Supplier— Active v m
Clear

Topic Name Supplier LastUpdated  Reply Action
»  Form Completion Time (Reply: 1) Advanced Testing 0172172020 + Reply R
»  Ihave a question (Reply: 3) Advanced Testing 0172172020  Reply R
»  Thisis anew topic (Reply: 1) Software Select 0172172020 * Reply R
»  This is a message sent 1o Software Select (Reply: 1) Software Select 01/08/2020 “ Reply R

NOTE: The Action column allows user to export the communication thread to an Excel
spreadsheet.

4. The topic thread displays. Click the Reply link.
Communication Board
—Filter by Supplier— Active v @ e

Topic Name Supplier LastUpdated _Rep Action
4 Form Completion Time (Reply: 1) Advanced Testing 01/21/2020 ® 3

[ supplier Post [_] Buyer Past

P How leng do | have to complete the form

Posted By :Erica Evans

k& Posted On :01/21/2020
« <@~
» | have a question (Reply: 3) Advanced Testing 01/21/2020 # Reply ®
»  Thisisa new topic (Reply: 1) Software Select 01/21/2020 « Reply ®
»  Thisisamessage sent to Software Select (Reply: 1) Software Select 01/08/2020 + Reply ®

5. The reply window opens. Enter the replay and click the Add button.

Reply To Advanced Testing x

Reply:
| vou have 20 days from the time the invitation|was sent
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6. Click on the topic name to expand the topic and display the buyer reply. The supplier
now has the ability to read the reply and respond.

Communication Board
—Filter by Supplier— Active m Tl
Topic Name Supplier Last Updated Reply Action
4 Form Completion Time (Reply: 2) Advanced Testing 01/21/2020 = Reply ® “
[ Supplier Post [ Buyer Post
P Youhave 20 days from the time the invitation was sent o
Posted By :Shivani Buyer
Posted On:01/21/2020
P Howlong do | have to complete the form
Posted By :Frica Evans
Posted On:01/21/2020
@ -
I have a question (Reply: 3) Advanced Testing 01/21/2020  Reply ®
»  Thisis anew topic (Reply: 1) Software Select 01/21/2020  Reply ®
»  Thisis amessage sent to Software Select (Reply: 1) Software Select 01/08/2020  Reply ®

SUPPLIER RE-INVITE

The buyer organization may need a supplier to resubmit their form for review and re-
qualification. A supplier can be re-invited to re-submit their form at any time, once they go
through the VQM process and have an invitation in the closed tab of Supplier Invitation,

regardless of outcome decision.

The buyer may re-invite a supplier regardless of the previous outcome: Rejected or Approved.
The same approval flow must be followed as the initial first time invitation. This step is an

optional step to the VQM process flow.

1. Access VQM through MAG.

EXOSTAR'

Announcements

My Account

Administration Regisiration Requests Reports Adoption

Biling and Support Logout % -

User | Organization | Credential Strength

My Appicstions

Company-Aj

Legend: o Active f), Action Required @ Access Pencing X Access Susy

spended

Exostar VQM

My Organization

Quick Links

EXOSTAR

+ Expand All Sections}

My Tasks — Task(s) Pending! »

Account Summary »

Terms of Access | Privacy | Contact Us | Copyright @ 2013, 2018 Exostar LLC. Allrights reserved

Copyright © 2020 Exostar LLC. All rights reserved
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2. From the VQM Dashboard, select the Supplier Invitations from the left menu.

EXOSTAR Vendor Qualification Manager (DHelp | fuye Admimsustor

~

® Approved @ Rejected Cancelled @ In Progress Invited Notification (View All) =

103 6 514 4 Totl 20 days , s
m — B 627 Sy Reas ®Ale‘rlts4

Actlve Requests View All | ¥ | |V Quick Links

Sent Y Form Status Y | Review Y Outcome h g

® Invite new supplier
02/21/2020 Completed Not Started =

® Invite existing supplier
02/18/2020 Completed Completed Approved
02/04/2020 Completed Completed Approved © BulkLoad Invitation
01/06/2020 Completed Not Started
12/13/2019 Completed My Organization

ems () ocation

Shivani_Buyer2
13241 Woodland Park Road ,

In Review/Approve ¥ ||~ Herndon, VA, 20171
EETestCompany Review
Users
Requestor Reviewer(s) Approver(s) Invited Note(s)
Erica Evans Shiv Reviewer [ Assign  Shiv Approver [ Assign  2/21/2020 0 1 8
Resources
MyExostar
CRR ° L 1ite Support Options & Contact

3. Navigate to the closed tab of the Supplier Invitation page.

EXOSTAR" Vendor Qualification Manager (Ditieip :Auger;d@ms"am

Supplier Invitation

= o

Manual Entry Search and Select from Suppliers List Bulk Load

4

Supplier Invitations

[ Export to Excel

Supplier Y Sent Y Respon. Y Responded Y Reviewed Y Outcome Y Status Y Notes A 4
Software Experts 01/09/2020  01/09/2020  01/09/2020 01/09/2020  Approved Completed  Approved (i} -
ADASDFT 01/00/2020 Expired [i ]
01/06/2020  01/16/2020 Expired (i}
Theis the
X¥Z Engineering 01/06/2020  01/06/2020  01/07/2020 01/06/2020  Approved Completed  approval (i)
notes section
Quality Engineering 01/02/2020 Expired (i ]
Super Software 1218/2019 12182019 01/14/2020 12/18/2019  Approved Completed  Approve i}
121132019 121132019 Fnired n a6 i
Q::+5¢7 3000 P ou ¢ o
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4. Click the Re-Invite icon next to the supplier you want to re-invite.

@He\p

Buyer Administrator
Me (§

EIXOSTAR Vendor Qualification Manager

Supplier Invitation

O=
<)

=)

B,

Manual Entry Search and Select from Suppliers List Bulk Load

4 Sraft Act Closed

Supplier Invitations
Export to Excel

Y TR

Supplier T Semt Y Respon. Y Responded Y Reviewed Y Outcome Y Status Y Notes ) §
perts 01/09/2020  01/09/2020  01/09/2020 01/09/2020  Approved Completed  Approved
01/09/2020 Expired
hnologies 01/06/2020  01/16/2020 Expired
Theis the
XYZ Engineering 01/06/2020  01/06/2020  01/07/2020 01/06/2020  Approved Completed  approval QD
notes section
Quality Engineering 01/02/2020 Expired
1218720019 1218/2019  01/14/2020 12/18/2019  Approved Completed  Approve
12/13/2019 12/13/2019 Fxnired n bul

5. The Supplier Details window displays. Update contact information if necessary and click

the Next button.

NOTE: All supplier details are pre-populated with the same supplier details provided in the
previous invitation. If the supplier contact information needs to be updated, click the applicable
text box to overwrite the information. Click the Next button when complete.

XYZ Engineering

Step 1 - Supplier

Contact Name

Contact Phone

Contact Email

x

6. The Batch Selection pop-up displays. Select or create the Batch for this invitation and

click Save.

XYZ Engineering

Select a Batch

eltch identifier

Short Description

Copyright © 2020 Exostar LLC. All rights reserved
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7. The Supplier Invitation page displays. Select the Batch Identifier and click the Process
button to send invites to vendors.

EXOSTAR' Vendor Qualification Manager @iy :Xzﬂfd':mmm

o) B,

Manual Entry Search and Select from Suppliers List

Supplier Invitation

[5)5
<0

Bulk Load

4 Drait

Supplier Invitations Batch Requests  Baich Identifier  £epeinite o @ Delete

@ Export to Excel

Supplier Extemal ID DUNS # Business Unit Address POC

XYZ Engineering 087654321 789 Comstock Ave Erica Evans@exostar. (=] Validated
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