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mSupplier SUPPLIER USER MANUAL

About this Manual

Welcome to the Training User Manual for mSupplier application.This manual describes supplier’s related
features of mSupplier application. It’s a step by step guide to understand and learn how to perform supplier’s
functionalities of mSupplier application.

The preface to this manual is structured as to cover the following topics:

Intended Audience for the manual

Scope of the manual

Overview of application interface

Supplier Registration and Profile Update Process
Purchase Order Management and tracking
e-Invoice Management

YVVVVYVYVY

Intended Audience

This manual is intended for the Supplier users for mSupplier application. Suppliers need to create an account
in mSupplier system and register byfilling up a supplier on boarding registration form. Suppliers are also
responsible to provide any additional information asked during registration form verification and approval
process by EAGLE HILLS. mSupplier system provides an update feature for suppliers to update their
registration details whenever they intended to do so after successful registration process.

Suppliers once registered can perform business transactions related to Purchase Orders issued to
suppliers=and finally Invoices and payments.

Scope of this Manual

This manual encompasses the functionalities relating to the activities of a Supplier only. Supplier account
creation from email invitation, filling up registration form, providing additional information if requested
during registration form verification and approval process and updating registration details after successful
registration. Business transactions with respect to Purchase Orders, Invoices and Payments.
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Overview of the Application Interface

The below diagram shows how an mSupplier application screen page looks like

&« C & https,/fsupplierhub.eaglehills.com /suppmgmt/suppDashboard G % w & :

My Profile

My Tasks

Supplfr Management

nvipice Man

‘, \

Navigation links Dashboard

Tool Bar - displays a welcome note with logged in user name, last login date and time and quick link
buttonsfor home and contact page. Logout button will exit the application and take you to the login page.

Navigation - You navigate through the application by using side bar navigation link and portal menu
navigation bar.

When you click on side bar navigation links, application will display appropriate functionality page.

Clicking on portal menu items will display portal application pages.
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LOGGING INTO MSUPPLIER APPLICATION

You can access the mSupplier application from the following hyperlink: https://supplierhub.eaglehills.com/

If the above URL does not link directly, cut and paste the URL into your browser. To provide easy access in the
future, you may want to add save the URL to your desk top or add it your favourites.

Login Page —

When you enter the mSupplier application, the first page you see is the login page. To log
into the system, you must have a user account in mSupplier application.

If you don’t have an account in the application, mSupplier application administrator will
send you an invitation link through email for creating an account in mSupplier application.
If you have already have an account go to Logging in section to log into the system.

Note: If you haven’t received any registration invitation email please contact EAGLE HILLS
mSupplier application administrator.

rnSupplier-Supplier Relstionship X

& C @ httpsy/fsupplierhub.eaglehills.com @G T W A

N
ivi Supplier

Login
User Name

————————————————————— k
| |

Password

Can't access your account? | New Supplier Registration
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Registration Invitation Link

mSupplier application administrator will send a registration invitation URL link to your
preferred email id provided by administrator.

Check your email inbox for invitation email from EAGLE HILLS mSupplier application with subject as
“mSupplier-Supplier Registration Invitation”

J Fi) mSupplier-Supplier Relationship X

& https://mail.google.com /m ail/u/0/7 tab=wm

= M Gmail Q  searchmal - ® # GSute &

€« O 606 F & 0 B ® 7otese < > & @

mSupplier - Supplier Portal Registration Invitation e x &

%-r

mSupplier<msupplier@eaglehills com> 1030AM (3hours ago) Yy G o

to me, kudithipudiravi @gmail.com ~

Dear M/s TestSupplier,

Greetings from Eagle Hills -

BV e *

Supplier Registration Invitation N

Please find the below link to the User Manual containing all necessary information required to proceed with the registration, and added benefits for your company.

User Manual: htps: eaglehills o S EH-mSupplier-UM-Supplier-1.0.pdf

Please follaw below rl for praceeding 1o register yourself on portal

URL: it 2aylehills tration?enc=2v1 haWxfaWQOcIvkaGViciou YWikdUBjcm0aWNhbH Jpd 'y Lmivb SZib21w Y WSS T FLZT1 UZXNOUGYVWE GxpZx me

VweFRSCGUIRUT QWF kmaWs2aXRhd GivbkIk PTE yMjAy

~Regards & Thanks,
Procurement Team
Eagle Hills Abu Dhabi

1 POOWO » -

Registration Public Link

Suppliers can also create mSupplier portal accounts without invitation link from
mSupplier application administrator.

Go to Login page and click New Supplier Registration link an account creation form will be opened.
However system will send an activation email to verify the user email id. User has to activate the

account by clicking Activate link.
Supplier Account Creation

Clicking on the link received through email/public registration link will take you to
account creation screen. (If link doesn’t take you to the account creation page, cut and

paste the URL link in your browser.)
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<« C & httpsi//supplierhub.eaglehilis.cor

a
-3
t
s

Supplier Portal User Registration

5 required felds.

Organization Name ‘Testorg

Contoct Name ‘ Test contoct

Email ‘ testi@gmail.com

T| Mobile No should be numbers only!
Mobile No
71504453567

Designaticn ‘

Department ‘

User Credentials

To create user account:

a. Organization Name and Email are populated by default and cannot be
modified. For direct link user has to provide explicitly.
b. Enter your Full Name : <First Name Middle Name Last Name>
c. Enter desired user name alphanumeric (System will check the availability of the user name
and displays error message if selected user name already in use)

. - a
rSupplier-Supplier Relationship % | (s mSupplier - Supplier Partal Regic % || + a

&« C @ httpsi/supplierhub.eaglehills.com/supplierRegistration @ oo & W &
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Designation

Department

User Credentials

User Name

Possword

Confirm Possword

‘IT

‘ Tester

‘ TestUsername

43 10910

Click

4310910

character. ExTest@123
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rSupplier-Supplier Relationship % | (s mSupplier - Supplier Partal Regic % || +

& C 8 https#supplierhub.eaglehills.com/supplierRegistration @ o oW &
v
Rd SupplierHUB
AGLE
Designation
Department
User Credentiols
User Name
Password

Confirm Possword

Enter Code Shown

character. ExTest@123

d. Enter Password : Password should be alphanumeric with one capital letter and one
special character. Ex Abcd @123
e. Enter Confirm Password : Reset the password provided above.

miSupplier-Supplier Relationship % | (1 mSupplier - Supplier Portsl Regic % | + =

&« C 8 httpsi//supplierhub.eaglehills.com/supplierRegistration B oW 2

ﬁvf SupplierHUB

H

Designation
Department

User Credentials
User Name

Password

Confirm Password

Enter Code Shown

charocter. ExTest@123

f. Enter the Captcha code displayed in the screen. If code is not visible properly click refresh button.
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rSupplier-Supplier Relationship % | (s mSupplier - Supplier Partal Regic % || +
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Designation
Department
User Credentials
User Name ‘ TestUsername
Password

Confirm Possword

Enter Code Shown

ial charocter. ExTest@123

g. Click submit after providing all fields. Note all fields are mandatory as indicated with *

mark
h. Account creation confirmation message will be displayed along with an email confirmation with

subject as “mSupplier - Supplier Registration Login Credentials”

mSupplier-Supplier Relationship % | (1 mSupplier - Supplier Portal Logic x| 4= =&
&« [} @ https,//mailgoogle.com /mail/u/0/7tab =wm &ogb#inbox/FMfcgaaCgzCBTtMNpRm DVewn TKBFFXzDx ® (1] -q
= | ™ I Gmail Q  Search mall - ® i GSuite %

¢« O 0 § [ (I bofess ¢ > f%
mSupplier - Supplier Portal Login Credentials inbu = a8 @
mSupplier<msupplier@eaalehills.com= 1042AM (3 hours ago) ¥y 4 /)
tome -
Dear TestSupplier,
Yfour account with mSupplier portal application has been created successfully. Please find your login credentials as given below. +

Useriame: TESTSUPPLIER
Password: ¥Welcome@123

Please use the following url to lagin into mSupplier Portal %

-Eagle Hills IT Team

4 Reply m» Forward

1B PDOOGO @ mvorg +

To log into the system:

1. Go to Login page enter https://supplierhub.eaglehills.com/ URL to access the login
page
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rSupplier-Supplier Relationship % | (4 Inbox (@) - sudheernaidu@eritic: % || +
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Login

User Nome
|

Password

Can't access ycur acceunt? | New Supplier Registration

2. Enter User Name (provided during account creation step, check your email with
subject “mSupplier- Supplier Registration Login Credentials”)

3. Enter Password (provided during account creation step, check your email with subject
“mSupplier- Supplier Registration Login Credentials”)

4. Click Login button.

Supplier Registration form

Registering as a supplier into mSupplier Application requires filling up a mandatory
registration form containing required information to be captured in order to validate and
on board a supplier into mSupplier application.

» Go to Login page enter https://supplierhub.eaglehills.com/ URL to access the
login page
» Enter you Login credentials user name/password and click Login button
» Registration Form will be opened as depicted below

The Supplier Registration form is grouped into eight different tabs based on the information required on
each tab.

Company Details, References, Contact Details, Scope of Supply/Service, System /
Policies ,Insurances ,Banking Details and Miscellaneous.
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Company Details

rSupplier-Supplier Relationship % | (s Please activate you mSupplier s % rSupplier-Supplier Relationship % || +

& c & https:;//supplierhub.eaglehills.com /suppmgmt/suppBasicOrgDtls G o [} ‘!
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Welcome to Supplier Registration Form

Before filling up the registration form, please recd supplier registrotion process and guidelines. Plecse go through ol detoils and provide volid infarmation for hassle free processing of your registrotion
form.For any queries ond assistonce plegse contoct organization.

New Supplier Registration
Indicates requirad fields

Organization Details

Address Line 1 Address Line 2
City ‘ State
Country’ ‘ UNITED ARAB EMIRATES Office Number

PG Box Ne ‘— ) Fax Number

For UAE either

Company details tab form has general organization details grouped as registered company
address details, business details, and parent company details which you need to provide by
filling up appropriate and valid details.

Note: Provide all mandatory fields marked with *

G - a
rSupplier-Supplier Relationship % | (s Please activate you mSupplier e % rSupplier-Supplier Relationship % || + o

& c & https:;//supplierhub.eaglehills.com /suppmgmt/suppBasicOrgDtls G o [} ‘!
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;‘nd\[w:lteﬁ required fields.

Organization Details

Address Line 1 Address Line 2
City ‘ State

Country ‘ UNITED ARAB EMIRATES Office Number
PG Box Ne —_— Fax Number

Zip/Postal Code Web Address

General Office Email Id Factery Address

Warehouse Address Business Type | --Plense Select--

Organization Chart

1. Company Name is populated by default and can’t be modified.
2. Enter Address Line 1: Address linel should be maximum of 200
characters only.
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3. Enter Address Line 2: Address line2 also should be maximum 200
characters only.
Enter City: A valid city name.

5. Enter State: A valid state name.

6. Country: Select country where company is registered.
7. Zip/Postal Code (Optional): Provide a valid numeric value

8. Phone Number: Company’s land line number, select a valid country code, enter

area code (max 10 digits) and enter phone number (max 16 digits)

9. Fax Number (Optional):

10. Enter Email Id: A valid email id where all email communications will be sent.
11. PO Box: A valid alphanumeric number.

12. Web Address (Optional): Your companys valid website URL link

>

Business Details

mupplier-Supplier Relationship % | (41 Please activate you mSupplierac % mSupplier-Supplier Relationship % || +

< &

EAGLE
HILLS

8 https//supplierhub.eaglehills.com fsupprmgm t/suppBasicCrgDtls Qoo W

R
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Business Details

Type ©f Legal Entity | --Please Select—- v | Supplier Type ‘ --Please Select-- v ‘

License Number | Business Commence Date ‘ ‘il

Business Registration [N No file chosen
Document Max & pdffimage files only

Working day Frem ‘ Sunday " Te | Thursday "

Place OF Issue ] Working time From o1 r][ar rf70 |01 v ][ P v

License Expiry Date |i| Annual Revenue ‘ ‘

Audited Financial Stotement

Choose File IR IR GRS

file & pdf/image files anly (Refresh to clear

Turn Over Currency ‘ United Arab Emirates dirham v |

[ LLEEYHEN N o file chosen
Company Stamp D Totaol Years of Experience I:l

Taxation Details

N

Date Business Trading: A valid date of trading date in dd-MMM-yyyy format. Ex: 15-
Jan-2009

Type of Legal Entity: Select appropriate value from the list.

Trade License/Business Registration Document: Attach a valid scan copy of your
license/business registration document. Document should be of maximum 5
MB in size and only in the following supported formats .pdf, .jpeg,.png.

License Number: A valid license number, Alphanumeric value maximum of 30
Characters

Expiry Date: Provide your business license expiry date in dd-MMM-yyyy
format. Ex: 25-Jan-2020

Working day From (Optional): Provide your company working week day from and to.

Working time From (Optional): Provide your company working time from and to
Select Turn Over Currency: select a valid currency in which company’s
turnover is mentioned.
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9. Annual Turn Over: Enter company annual turnover amount with two digit
decimal precision.

10. Financial Statement: Attach your latest scan copy of financial statement

document not exceeding 5 MB of file size and only in the following supported formats

.pdf, .jpeg,.png.

Parent Company Details
If company being registered is a subsidiary of another company or a branch of the main
company, provide details of your parent company. However these details are optional.
mSuppliet-Supplier Relstionship % | (e Please activste you mSupplier ac % rmSupplier-Suppliet Relationship x| 4+ =|a
<« C @ nhtepsy/supplierhub.eaglehills.com /suppmgmt/suppBasicOrgDtls G oo ow | &
% SupplierHUB

VAT Registration Ne/DUNS |

. ) Tox Payer Id
Registration No

Potential Revenue (Current

Effective From | an)
- ear’

VAT License provided by FTA SIS No file chosen

Mox. 3GME file & pdf/image files only

Parent Company Details (Optional)

Company Name Address

Fox Number Gffice Email Id

Phene Number URLs (if applicable)

1. Company Name (Optional): Enter name of the parent company

2. Address (Optional): Enter complete address of the parent company (max of 200
characters)

Phone Number (Optional): Enter a valid parent company land line number

4. URLs(if applicable) (Optional) : Enter comma separated parent company web site URL

w

links.

Submit company details tab form
After providing all mandatory fields in company details form, Click Save & Continue button.
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mSupplier-Supplier Relationship 3 | (o' Please activate you mSupplierac X rsupplier-Supplier Relationship % || 4
& c 8 httpsi//supplierhub.eaglehills.com Ssupprmgmt/suppBasicOrgDtls G oo & w *
N
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it

VAT Registration Noe/DUNS |

. ) Tax Payer Id
Registration No

Potential Revenue (Current

Effective From | Year)

i L3
VAT License provided by FTA Choose File QR

™ le age files only
Parent Company Details (Optional)
Company Name Address

Fax Number Cffice Email I1d

Phene Number URLs (if applicable)

« [+ (== IS

L C @ hitps,supplierhub.asaglehills. oo T ] 5

Welcome to Supplier Registration Form

Before filling up the registration form, plecse reod supplier registration process ond guidelines. Pleose go through oll detoils ond provide volid information for hossl e free processing of your registrotion
form For any querniss ond assistances pleass contoct angenization

New Supplier Registration - Contacts

Nome
Emall

Landline No 2 W

Contoct Cotegory —Pleose Selact—

Locol

Ll Mo file chosen

Local Sponsors tab form will be enabled in case of foreign supplier registration meaning
registered company address and country entered in step 2.2 Fill up Registration Form
— Company Details is not United Arab Emirates.

Note: For local suppliers this tab will not be enabled and hence can be skipped and directly go to next
step to the contacts tab.
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rSupplier-Supplier Relationship % | (o1 Please activate you mSupplierac % mSupplier-Supplier Relationship % || +

&« C @ httpsi/supplierhub.eaglehills.com/suppmgmt/localiendors/11813 LR G ] &

% SupplierHUB
Welcome to Supplier Registration Form

Before filling up the registrotion form, pleose reod supplier registrotion process and guidelines. Pleose go through oll detoils and provide valid informaotion for hossle free processing of your registration
form.For ary queries ond oesistonce please contact organizetion.

New Supplier Registration - Local Sponsors

I e ﬂ v is registered outside UAE region, then it's mandatory e gtleos!

Name | Landline No

Ernail | Faox No

Mobile No [ om |

Are you o member of SME? ®YesONe

- -

Contact Mo « Ernail 1d SME Member Actions

Name : Enter local sponsor company/person name

Landline No: Enter valid land line number

Mobile No: Enter valid mobile number

Fax No: Enter valid fax number

Email: Enter valid email id

Are you a member of SME?: Select appropriate option Yes/No

.Kindly attach your membership certificates: if Are you a member of SME? Option
is selected as Yes, Attach a valid latest scan copy of your membership certificate not
exceeding a maximum size of 5 MB and only in the following supported formats
.pdf, .jpeg,.png.

8. After providing all above fields click add button, a new record will be added as

depicted below.

NouswN e
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rSupplier-Supplier Relationship % | (s Please activate you mSupplier s % rSupplier-Supplier Relationship % || +
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New Supplier Registration - Local Sponsors

If yaL UAE region, then it's tleast one Local spanser details.
Nome Londline No
Email Fax Ne
Mobile No
Are you o member of SME?

- .
. Reset

Email Id SMEMemnwL, foHons

v

9.Simliary you can add any number of local sponsor details, you can also edit/delete
already added local sponsors if any mistake in providing the details and add again.

10. After adding necessary local sponsor details click save & continue button which
you will take you to the next relavent tab.

Note: Atleast one local sponsor detail is mandatory to process further

rSupplier-Supplier Relationship % | (o1 Please activate you mSupplierac % mSupplier-Supplier Relationship % || +

&« C @ httpsi/supplierhub.eaglehills.com/suppmgmt/localiendors/11813 LR G ] &
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New Supplier Registration - Local Sponsors

If wou is registered outside UAE region, then it's mand; ovide atleast one Loce »onser details.

Nome | Landline No

Email | Fox No

Maobile No [ om |

Are you o member of SME? ®Yes ONo
- -

Email Id SMEMember A

e
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Fill up Registration Form - Contact Details

All sales/service, finance and management related supplier communications are handled with
the provided supplier contact details. Hence these details are mandatory for processing
supplier’s registration form.

mupplier-Supplier Relationship % | (41 Please activate you mSupplierac % mSupplier-Supplier Relationship % || + =

&« [} @ https//supplierhub.eaglehills.com fsuppmgmt/s alesServices/1 18132 G T 0w -!

R
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Welcome to Supplier Registration Form

Before filling up the registration form, plecgse read supplier registration process and guidelines. Pleose go through all detoils and provide valid informaotion for hossle free processing of your registration
farm For ary queries and assistance please contact orgonization

New Supplier Registration - Contacts

Department

Email Degignution

Landline No [ o7 ~|| \ Mobile No

Contact Category | ---Please Select-—- ‘ Fox Nc

Contaoct Type | Local v ‘ Is Primary’

Choose File [RBRICR=ERY]

Authorized Signoture

1. Name: Enter a valid name of the contact person

2. Designation: Provide designation of the contact person

3. Department: Provide department of the contact person

4. Landline No: Enter a valid landline number of the contact person

5. Mobile No: Enter a valid mobile number of the contact person

6. Fax No: Enter a valid fax number of the contact person

7. Email: Enter a valid email id of the contact person

8. Contact Type: Select type of contact person
Note: At least one contact person of type sales service and finance are
mandatory.

9. After providing all above fields click add button, a new record will be added to the table.

10. Simliary you can add any number of contact details, you can also edit/delete already
added contact details if any mistake in providing the details and add again.
Note: At least one contact person of type sales service and finance are
mandatory.

11. After adding necessary contact details, select appropriate option for Is the owner
or any member of your management or board related to any EAGLE HILLS Company and/or
Procurement Personnel? If this option is selected as Yes, Please provide relevant member
details as depicted in below screen.

12. click save & continue button which you will take you to the next relavent tab
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rSupplier-Supplier Relationship %

c

(ol Please activate you mSupplier ac % mSupplier-Supplier Relationship % || +

& 8 httpsi//supplierhub.eaglehills.com Ssupprmgrm t/s alesServices/1 1813
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FEIgHULIT I

Landline No E

\ Mobile No

Contact Category | ---Please Select-—- ‘ Fox Nc

T ‘

| Local

No file chesen

Contaoct Type Is Primary’

Authorized Signoture

=

= v Tvpe

Designation Department. Contact No Mobile Fax Email Id Primary Signature

2

Fill up Registration Form - Project Experience
Supplier registration requires you to provide a valid reference details, however these details are

mSupplier-Supplier Relationshin - % | (el Please activate you mSupplierac. X mSupplier-Supplier Relationship % [l 4 =&
&« [&] 8 https//supplierhub.eaglehills.com /suppmgm t/reference/1 1812 G T W 2

B\ A ‘
A SupplierHUB
e

Brief Scope Of Work % of Contract Completed

Contract Schedule Completicn Date

Are there any pending cr
cutstanding judgments, claims
or arbitration proceedings or
suits ogainst your crganization?
If yes, please specify.

(in case of multiple values,
separate each with o comma)

Have you ever filed any lawsuits
or requested arbitration with
regard to centracts within the
lost 5 years? If yes, please
specify.

(in case of multiple values,
separate each with o comma)

Email Id Comp Date Fi

r.naidu.

Company Name: Enter a valid company name

Contact Name: Enter a valid company contact name

Designation: Provide designation of the company contact person
Department: Provide department of the company contact person
Landline No: Enter a valid landline number of the company

Mobile No: Enter a valid mobile number of the company contact person

1.
2.
3.
4.
5.
6.
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7. Fax No: Enter a valid fax number of the company

8. Email: Enter a valid email id of the company contact person

9. After providing all above fields click add button, a new record will be added as
depicted below.

rSupplier-Supplier Relationship 3 | (o Please activate you rSupplierac % mSupplier-Supplier Relstionshic % | 4
&« c @ https//supplierhub.eaglehills.com /suppmgmt/reference/11813 © []
Nz :
RS SupplierHUE
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Brief Scope Of Werk % of Contract Cempleted
Contract Schedule Completion Date

Are there any pending or Hove you ever filed any lawsuits
eutstanding judgments, claims ar requested arbitration with

or arbitraticn preceedings or regard to contracts within the
suits against your organization? last 5 years? If yes, please

If yes, please specify. specify.

(in case of multiple values, » (in case of multiple values,
separate each with o comma) separate each with o comma)

vesignation  Department ile : Email Id

sudheer naidu

10.Simliary you can add any number of reference details, you can also
edit/delete already added references if any mistake in providing the details and
add again.

11. After adding necessary references click save & continue button which you will take
you to the next relavent tab.

raSupplier-Supplier Relationship X | (s Please activate you mSupplier e % rSupplier-Supplier Relationship % || +

&~ C & httpsi/fsupplierhub.eaglehills.com/supprigmt/reference/1 1613 L TR G ]

\.
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Brief Scope Of Work % of Contract Completed
Contract Schedule Completion Date

Are there any pending or Have you ever filed any lawsuits
eutstanding judgments, claims or requested arbitration with

or arbitraticn preceedings or regard to contracts within the
suits against your organization? last 5 years? If yes, please

If yes, please specify. specify.

(in case of multiple values, » (in case of multiple values,
separate each with o comma) separate each with o comma)

-

Department. Email Id

IT . 5! naidu
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Fill up Registration Form — Scope of Supply / Service Details

All list of products, services a supplier can provide are captured in this
tab. Information on this tab is grouped into three parts, i.e., List of
products/services provided to EAGLE HILLS in the past, List of products/services a
supplier can provide now and finally Service experience details.

mSupplier-Supplier Relationship X | (s Please activate you mSupplierac. X mSupglier-Supplier Relationship X || 4
< C & httpsy/fsupplierhub.eaglehills.com fsupprmgmt/scopeCfSupplyCriervice/1 16813 G W &
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Welcome to Supplier Registration Form

Before filling up the registration form, please recd supplier registrotion process ond guidelines. Plegse go through oll details ond provide volid information for hassle free processing of your registrotion
form.For any gueries ond ossistonce pleose contact organizotion.

New Supplier Registration - Scope of Supply

and Add Proc on the cot are manufacturer/supplier/dealer/ ny gueries and oss| nce pl organization.

Search & Add Goods/Services

Procurement Sub

| General "‘ Main Category -——Please Select | --Plense Select-- '| _
Categoery — S Category ‘————"—

Search Products/Services - ‘-

List of selected Goods/Services

. - a
rSupplier-Supplier Relationship % | (s Please activate you mSupplier s % rSupplier-Supplier Relationship % || + o

& c & https://supplierhub.eaglehills.com /suppmgmt/scope OfSupplyCrService/11813 G [} ‘!

N
ivf SupplierHUB

ct and Add Proc bosed on the coteqe are ranufacturer/supplier/dealers ny querias and ossi ce pl organization.

Search & Add Goods/Services

Procurement ] P Sub Mo ]
| General " Main Category General ‘ Services

Categery — —_— Category

Search Preducts/Services

|a
]
|a

List of selected Goods/Services
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1. Does company provided goods or services to EAGLE HILLS earlier?: If this option is
selected as Yes, then existing supply of Goods/Services panel will be displayed.

Note: These details are optional
2. Choose existing goods/services supplying to EAGLE HILLS: Enter first few letters of a
product/service and click search button as depicted above
3. Select list of products from the displayed list and click add, selected
products/services will be saved and displayed in selected products table as
depicted below.

. - O
rSupplier-Supplier Relationship % | (s Please activate you mSupplierac % mupplier-Supplier Relationship % || 4 g

&« C & httpsi/fsupplierhub.eaglehills.comfsuppmgmt/scopeOfSupplyOrService/1 1813 G W ]

\
ivﬁ SupplierHUB

EAGH
HILTS
Search Products/Services

&

List Ui selected Goods/Services

s required to be added, Please seorch for your supply cotegories and odd details from the List o

‘:,

Ceneral Catering

Machinery / Equipment Details (Any specific Brands)
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mSupplier-Supplier Relationship %

< C

(s Please activate you mSupplierac X mSupplier-Supplier Relationship % [ 4

& https:;//supplierhub.eaglehills.com/suppmgmt/scopeOfSupplyCriervice/ 11813

N
ivf SupplierHUB

Search Preducts/Services

atapronet |

List uiselected Goods/Services

Catering

Machinery / Equipment Details (Any specific Brands)

4. Simlilary you can search goods/services and keep adding by selecting the
check boxes, you can also delete and add again any of the goods/services.

Add Goods/Services
This section allows supplier to add goods/services which a supplier can provide.

1. Choose the goods/services available in your scope of supply / service: Enter
first few letters of a product/service and click search button as depicted above

2. Select list of products from the displayed list and click add, selected
products/services will be saved and displayed in selected products table as
depicted below.

3.

Simlilary you can search goods/services and keep adding by selecting the check
boxes, you can also delete and add again any of the goods/services.




Service experience details

mSupplier-Supplier Reltionship X | (4 Please activate you mSupplierac X

< Cc & https:;//supplierhub.eaglehills.com/suppmgmt/scopeOfSupplyCriervice/ 11813

Provide Nearest AirPort Details

Provide Current Practices for
Envirenmental Aspect on
Naotural Resources
Conservation

Provide o list of any Awards the
Company has received within
the lost 3 years

mSupplier SUPPLIER USER MANUAL

mSupplier-Supplier Relationship - % | +

Provide Nearest Port Details

Provide Current Practices for
Environmental Aspect on any
others

Provide major brand names
thot you are
manufacturer/delear/agents of
(in cose of multiple values,

separate each with a cemma)

Mentien your crganisation's
number of years of experience ‘ Upleod Preduct Catalogue e il @iesan
within the UAE region: - [ G @y
Mentien your crganisation's k

number of years of experience ‘

internaticnally.

1. Provide major brand names that you are manufacturer / dealer / agent of:
Enter comma seperated values.

2. Please attach authorized dealer certifcate.

3. Mention your organisation's number of years of experience within the UAE
region: Enter valid no of years

4. Mention your organisation's number of years of experience internationally:
Enter valid no of years

5. After filling all relevant details, click save & continue which will take you to the next

relevant tab.
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Fill up Registration Form - Certificates

This tab captures supplier’s business processes followed, policies. Each section requires a valid
scan copy of certificates as a proof to be uploaded. However these details are not mandatory but
it is advised to provide these details if exists for completeness of your registration profile and
easy and fast verification and approving your registration form.

(s - a
mSupplier-Supplier Relationship % | (s Please activate you mSupplierac X mupplier-Supplier Relationship % || + a

< C & https:;//supplierhub.eaglehills.com/suppmgmt/sys tem AndPolicies /11813 G 2 F W -‘ H

ny Supplier
EAGLE

Environmental
Employees Liability

Public Liability

°

2]
Choase File

M

Professional Indemnity insurance

1. If any of the certificate your company has please click appropriate option Yes
against the questions asked.

2. List of documents upload related fields will be displayed as depicted in the
above screen

3. What is the expiry of your current certificate? * : Enter expiry date of current
certificate in dd-MMM-yyyy format Ex: 12-Jan-2021

4. Please attach full current copies Quality Management certificates you hold.*
Attach a valid scan copy of certificates not exceeding maximum size of 5 MB and
in following formats .pdf, .jpeg. png.

5. Enter Remarks, if any (Optional) : Enter remarks

6. You can add up to 5 files in each section by clicking add new link as depicted
below and click upload button.
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mSupplier-Supplier Relationship - X | (4 Please activate you mSupplier ac % mSupplier-Supplier Relationship % [ +

&« C @ hitpsy/fsupplierhub.eaglehills.com/supprmgm t/systern AndPelicies/1 1813 G a sx W &5

% SupplierHUB

Public Liability

o L

o]
Choose File

Professional Indemnity insurance

e R AP ST SRISRASR Y04 SRIBAARI g Y choosing yes/no options for

After providing all relavant certificate copies click save & continue button which will
take you next relavant tab.

rrSupplier-Supplier Relstionship % | (vl Please activate you mSupplier s % mSupplier-Supplier Relationship % [ +
&« C @ httpsi/fsupplierhub.eaglehills.com/suppmgmt/systemAndPolicies/1 1813 G Q& W ]

SupplierHUB

-PUb[IC Liability

o L]

o}
Choose File

be upload

Professional Indemnity insurance
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Fill up Registration Form - Banking Details

Supplier banking details are very important and mandatory information in supplier registration
form. It is advised to provide valid banking details in order to successfully process your registration
form.

mSupplier-Supplier Relationship X | (s Please activate you mSupplier ac. X mSupplier-Supplier Relationship % | 4+
< C & httpsy/supplierhub.eaglehills.com/suppmgmt/bankingDetails/ 11813 [ MECTS < S ] =

% Supplier

Welcame to supplier Registration Form

Before fillng up the registration form, please read supplier registration process and guidelines. Plzase go through ol details and provide valid infarmation for hassle free processing of your registration form For any querles
and assistance please contact organization

New Supplier Registration - Bank Details

Plea de a valid bank account detal phlic

115 out of LIAE regian termediary Bank details are optional

[UNTEDARABEMIRATES ~ v| Currency [ United Arch Emirates dirham |

k maximum 500 characters
Bank Name ‘ ---Plense Select--- Baonk Address
]

Branch Name ‘ ---Please Select--- "| Locality/Street [ |

Account/Beneficiary Name | City [ ‘

Beneficiary Address | ‘

1. Country: Country field will be populated based on the supplier registered
address details provided in Company details tab. For local suppliers it will be
default UNITED ARAB EMIRATES and for foreign suppliers their respective
countries. Select a valid country of your bank detail with which all transactions
needs to be processed.

2. Currency: This field by default will be local currency for both foreign and local
suppliers. Select a valid currency of your bank with which all transactions
needs to be processed.

3. Bank Name: Based on the selection of country, all available bank details will be
populated. Select a valid bank

4. Branch Name: Based on the selection of bank name, all available branch
details will be populated. Select a valid bank branch details.

Note: if your desired bank name and branch name is not available, please
contact EAGLE HILLS.
5. Bank Address, Locality/Street, city, state, swift code and LCC code fields are read only and
automatically populated when bank branch is selected.
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rSupplisr-Supplier Relationship % | (s Please activate you mSupplier s % rSupplier-Supplier Relationship % || 4

< C & httpsy/fsupplierhub.eaglehills.com /supprgmt/bankingDetails /11813 [ MECTE < SR ] &

yﬁ Supplier

Pl
i
termediary Bank details are optional

[UNTEDARABEMIRATES ~ v| Currency | United Arab Emirates ditham 7 |

maximum 500 characters
Bank Nome \ bTkhpogygAGualvgTkoA Bonk Address
)

Branch Name | AnuLYoxdYagASheYFvOT v | Locality/Street [ |
Account/Beneficiary Name \Tsst Account City | \
Test Bene

Beneficiary Address |
)

AxCount Number 0882112152001 Swift Code | NRAKAEAK
IB&Mumber 00882112152007 BIC Code |
Primary Account ? ©/Yes® No

Signoture Verification Letter from Choose File QLR IEN REC] ABA Routting
Bank Max Le only.
Credit Facility for EngleHils
Ex: 30days,60days etc.,

‘ 180 Days. " Add Tax Sections

6. BIC/FEDWIRE/SORT: Provide a valid alphanumeric value related to your
select bank and branch details.
7. Account Number: A valid numeric value of your bank account.
8. Account/Beneficiary Name: A Valid bank account name as per your bank
account statements.
9. IBAN Number: Provide a valid IBAN number for your bank account, IBAN
number is mandatory for local suppliers.
10. LCC Code: read only field populated from the bank branch selected.
11. Primary Account? : If you have multiple bank accounts, at least one bank
account should be a primary account.
12.Bank letter: Attached an authorized company letter containing the provided bank
details as a proof. Attachment should not be more than 5 MB and should be of only PDF,
JPEG format.

Adding Intermediary details

UAE based supplier would not require to provide intermediary bank details. In case of
international bank intermediary bank details needs to be provided. However,
intermediary bank details are not mandatory to be filled.

The following screen depicts a foreign supplier (India) bank details where in
intermediary details are also provided.
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mSupplier-Supplier Relationship X | (s Please activate you mSupplier ac. X mSupplier-Supplier Relationship % M 4
<« Cc & https:;//supplierhub.eaglehills.com/suppmgmt/hbankingDetails/ 11812 G 2 f W 4 H
% Supplier

‘CLlstDmEroTtneDﬂnKstﬂteﬂf

Renson for Transferring Account

Intermediary Banik Details

Country ‘ UNITED ARAB EMIRATES Currency United Arab Emirates dirham ¥

maximum 500 characters
Bank Name Bank Address

Branch Name " Locality/Street
Account/Beneficiary Name \Test Int account City

Test int hene
Beneficiary Address

Account Number 1012567867101 Swift Code | wrBIUSES
IBAN Number AE180260001012567867101 BIC Code

SORT Co

After filling up all relevant banking details click add. A new record will be added as depicted in
the screen below

, - O
mSupplier-Supplier Relationship % | (0 Please activate you mSupplier s X rSupplier-Supplier Relationship % || 4 g

< C & httpsy/fsupplierhub.eaglehills.comfsupprgmt/bankingDetails/1 1813 [ MECTE < S ] &

pplier!

IBAN Number AEEA0400000003197721061 BIC Code

Primary Account 2 OiveshiNG SORT Care
Signature Verification Lettar from Bank etk alisn ABA Routing

Credit Facility far EagleHils Add To Sections

How Lang hava yau bzen o custamarof tha bank

Pravious Bank
stated?

Reason for Transferring Account

Details

Country Currency | united Arab Emiratesdithom ¥ |

mEimum 500
Bank Address

BransfiName Lacality/Streat

Ascount/Banefisiary Name Test Int acoount City

Testint bane
Beneficiary Addrass

Accauffilumber 1013567867101 Swift Code
IBAN Numbsar AELB02E000L0L255706710Y BIC Cote

SORT Code
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Similarly you can add any number of bank accounts, you can also edit/delete already
added bank details by clicking edit/delete button and add a new one again.

The following screens depicts foreign supplier’s bank details along with intermediary banking
details.

mSupplier-Supplier Relationship % | (s Please activate you mSupplierac X mupplier-Supplier Relationship % || + =

< C & httpsy/supplierhub.eaglehills.com/suppmgmt/bankingDetails/ 11813 G Q% W &

Evf Supplier

- Reset

UNITED ARAE EMIRATES
Annual Turnover Details

Year Amount

USS Equivalent

After providing relavant bank detail information click save & continue button which will take you to
next relavant screen.

Fill up Registration Form - Questionnare Details

This tab has few general questions with multiple options for Contract and Consulting Suppliers.
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mSupplier-Supplier Relationship % | (s Please activate you mSupplier ac X rSupplier-Supplier Relationship % || 4 =
< c & https:;//supplierhub.eaglehills.com /supprmgmmt/miscellaneous /11813 G 2 # (] 4

yé Supplier

Welcame to Supplier Registration Form

Befars ALING up the registration form, please read supplier ragistrotion process ond guidslines. Flease go through all details and provide valid information for hossle frae processing of your registration farm For ony queries
and assiskance please contact organization,

New Supplier Registration - Supplier Screening Questionnaire
Pl Tee erall the g are mondotory. any ries arganization

1on

PLEASE TICK THE REGION & COUNTRY SUBJECT OF THIS PREQUALIFICATICGN DIFFERENT REGIONS, DIFFERENT
COUNTRIES SHOULD BE SUBMITTED SEPARATELY. FOR THE COUNTIRES NOT LISTED, PLEASE FILLIN THE
RELEVANT REGION"-

@/ Middle Ecist & North Africo %

8| Europe

8 Sub-Soharon Africa
®/North America

8 Asia

8 South America

Choose appropriate option against each question displayed on the above screen and click Save &
Continue.

Submitting Registration Form

As you have completed providing all necessary information on various tabs following the
instructions given in above steps it's time to submit your completed form for
verification and approval process.

Before submitting your form verify your information once again on Review and submit tab. If you
feel any information is missed in any of the tabs, you can go back to respective tab and fill the
information and click save & continue.
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mSupplier-Supplier Relationship % | (s Please activate you mSupplier ac. % mSupplier-Supplier Relationship X | 4 -
& c ] https:/fsuppherhub‘aaglahll\s‘mm/suppmqmt,’suppR;tlawAndSubm\tﬂ1813 G 2 & 1] ﬂ! H

ny Supplier

Welcame to Supplier Registration Form

Befars ALING up the registration form, please read supplier ragistrotion process ond guidslines. Flease go through all details and provide valid information for hossle frae processing of your registration farm For ony queries
and assiskance please contact organization,

License Expiry Datz

__ iR

PthP Mumber

Emoil Id Financiol Details

Ofic PT\mm;' :wmw Type

mSupplier-Supplier Relationship % | (0 Please activate you mSupplier s % miSupplier-Supplier Relationship % || 4

<« C & httpsy/supplierhub.eaglehills.com/suppmgmt/suppReviewAndSubmit/11813 G aa % W 4

Other Labour Workfoce

Contact Details

Contact t Department t I Mohile : Email 1d

Contactl T

Scope of Supply of Products/Services

inlized ser
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rSupplier-Supplier Relationship % | (s Please activate you mSupplier s % rSupplier-Supplier Relationship % || +

c & https:;//supplierhub.eaglehills.com /supprmgmm t/suppReviewAndSubmit/1 1813

Quality

Occupational Health and Safety
Information Security Managemerit System
Environmental

Employees Liakility

Public Liakility
mSupplier-Supplier Relationship | (40 Please activate you m3upplierac X mSupplier-Supplier Relstionship % | 4
(&) & https:;//supplierhub.eaglehills.com /suppmgmt/suppReviewAndSubmit/1 1813
Professional Indeminity insurance

Project Experience

otion Department Email Id

sudheernaidusd

Texartion Details

Insurance Details

Nome t Validity Nome

Financial Details

Name

Nome

Comp Oate
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mSupplier-Supplier Relationship % | (40 Please activate you mSupplierac X mSupplier-Supplier Relationship - % | +

Cc & https:;//supplierhub.eaglehills.com /suppmgm t/suppReviewAndSubmit/1 1813

Name validity Name , Name

BEML. AED

Intermediary Details

Annual Turnover Details

Mo datato

Financial History Details

rSupplisr-Supplier Relationship % | (s Please activate you mSupplier s % rSupplier-Supplier Relationship % || 4

c @ https;//supplierhub.eaglehills.com /suppmgimt/suppReviewAndSubmit/1 1813

VIUOS / 1 OWNNDUSEs.
Medium Rise

High Rise

Super High Rise

Retail

Shopping Malls

Hotels / Leisure

Hotels / Serviced Apartments
Convention Centers.

Golf Clubhouses

Others

miscellaneous

Office Blocks / Business Parks

Golf Courses

Equivalent

| < £UU MIlDn UsU

| <200 Million USD

| <200

on USD

| <1Billion USD

< 200 Million USD

<200

| <200 Million USD

| <200

| <200 Million USD

on USD

on USD

| <200 Million USD

| <200

on USD

Name
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After verifying all information provided you can submit your registration form for
verification and approval process.

On Review and Submit tab check “I Agree Terms & Conditions” check box, before
selecting the check box, please carefully read terms & conditions.

Click Save & Submit to submit your registration form as depicted below.

(s - a
rSupplier-Supplier Relationship % | (s Please activate you mSupplier s % rSupplier-Supplier Relationship % || + o

& C & httpsy/fsupplierhub.eaglehills.com/supprigmt/suppReviewAndSubmit/1 1813 G A W &
yﬁ Supplier
HELE

b} Are youaccredited to or working towards an environmental policy, statement or Monagement System (e.g. ISO
14001}? If so, please provide details.

c} Do you carry out stoff environmental awareness training? If yes, pleuse provide detoils.

d} Do you reduce, re-use and recycle wherever possible? If yes, please provide details,

e} Are your services heing managed to reduce their environmental impact? If so, please provide details.
) Are your services managed with o view to minimizing waste? If so, please provide detuils.

o} Please briefly list any environmental, waste or energy saving projects that you are or have been involved in.

Notes to Approver

Read Terms & Conditions B

Application will display a success message if your form is submitted successfully for
verification and approval process. Along with a message an email confirmation will be
sent to your registered email id (provided in while creating the user account).

Email confirmation

On successful submission of registration form you will receive an email with subject saying
“mSupplier - SUPPLIER REGISTRATION - TRACKING ID : 20441” . You can use tracking id for
enquiring about your registration form if you don’t receive any communication from EAGLE
HILLS.
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(1 mSupplier - Supplier Registration X m3upplier-Supplier Relationship % |1 4 =&
= C @& https;/fmail google.com fmailfu/0/7 tab=wm &ogbl#inbox/FifeepenC gzCEbGPbMPXKSWIIhhm WS ® v+ o &
= M Gmail Q, Searchmail - ® G Suite %
FGEOiOBD of0 < > B m
0 mSupplier - Supplier Registration Form Submitted - Tracking 1D : 11813, testorgl inbexx & 2
* mSupplier<msupplier@eaglehills com- 343 PM (0 minutes agn) Yy - 0
o tome ~
. Dear Testcontact
.' This is to inform you that we have received your company's testarg] Supplier Registration Form and it is under approval pracess. It will take around 5 days to verify and process your farm +
v if any clarfications required wrt to your registration details, An email will be sent to you
4_‘ Please provide your registration no 11813 for any queries regarding your registration form. You can check the status of your form by logging into mSupplier portal using below URL Link
o URL: httpc#supplierhub. eaglehills cam [}s
- -Eagle Hills Procurement Tearm
=
o & Reply m» Forward
(<]
(<]
& ,
Note: Once your form is submitted, it will take around 5 days to verify and process your
registration form till then application won’t allow you to do anything (submitting the
details again) on the registration form.
However the tabs displayed has editable fields but you are not allowed to submit any
modifications during verification and approval process. i.e Save & Continue buttons, add
buttons will not displayed in any of the tabs.
i Inbox (7 - sudheernaiduleritic. X mSupplier-Supplier Relationship % | + =
G o Qa%w w &

&« C @ https,//supplierhub.eaglehills.com /suppmgm t/suppBasicOrgDitls

No file chosen ~ Turn Gver Currency ‘ml
dffimage f fi -

No file chosen
Company Stamp Total Years of Experience :I

Taxation Details

a
Parent Company Details {Optional)

Compoany Nome Address

Fux Number Office Email Id

URLs (if applicable}

Phone Number

Form submit button will not visible.
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Registration Form Verification and Activation
Usually EAGLE HILLS will take 1 to 5 days to verify and process your registration form
after successful submission.

Supplier account creation and registration in mSupplier application requires a
minimal annual registration fee to be paid by the supplier. It's EAGLE HILLS’s decision
to request a supplier for payment of annual registration fee to avail the services of
mSupplier application.

You will be notified through an email if EAGLE HILLS decides a registration fee is
required to process your registration form.

Also during verification process of your registration form EAGLE HILLS might require
additional information which might result in either asking for more information to be
provided or rejection of your registration form. In either case you will be notified
through an email (email id of the person who has submitted registration form).

Form Re-submission incase More Info Required

During registration form verification process if EAGLE HILLS feels some additional
information is required for processing your registration form, you will be notified through
an email communication requesting you to provide additional information.

Check your email inbox, if you have received any email communication with subject line
saying “mSupplier-Supplier Registration Form More Info Requested - Tracking ID: <supplier
ref no>, <supplier company name>".
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mSupplier-Supplier Relationship %

& c 8 https://supplierhub.eaglehills.com supprgm t/suppBasicOrgDtls G oo Q W -‘

Supplier!

Welcome to Supplier Registration Form

Bafore filling up the ragistrotion form, pleass read supplisr registration process and guidelines. Please go through all details and provide valid information for hossLe fres processing of your registrotion form For any queries
and ossistance pleose contact organization

New Supplier Registration
Ind uired fields.

Qrganization Details

Address1 Address 2
AddressLinel Address Line 2

City | dubai Stote | Hyderahad

Country | UNITED ARAB EMIRATES Office Number | 971 +||983|| 2345678

| 223

PO Box No Fax Number ‘ 971 -+ | | ‘ ‘

mandatary

Zip/Postal Code Weh Address |

mSupplier-Supplier Relationship X
\

&« C @ httpsi//supplierhub.eaglehills.com/suppmgm tisystemAndPolicies/11815 G QA % W &
ivﬁ Supplier
EAGLE

Welcome to Supplier Registration Form

Before filling up the registration form, please read supplier registration process and guidelines. Please go through oll details and provide valid information for hassle free processing of your registration form.For any queries
and ossistance pleose contact organization,

New Supplier Registration - Certificates
Quality Certificates

o

]
Choose File

Similarly whatever information is requested you can add and Save.

Go to Review & Submit tab and enter the more info comments box. Ex — Requested
information provided.

To resubmit the form after more info comments check the box for terms & conditions and
click on Save and Continue button.




w by () - pudhatr

After click on the Save & Submit button, form will be submitted and it will be in Pending
approval process.

mSupplier-Supplier Relationshiz

®% | (s Inbox(8) - sudheernaidu@eritic: % [ 4

& c 8 httpsi//supplierhub.eaglehills.com /supprmgm t/pSuppWiewProfile/11815

ny Supplier|

My Prifile
My Tasks

Supplier Management

Supplier Registration Details
Qrganization Details

Company Nome Legal Entity Typs

=

Address 2 License Expiry Date

dubai, Hyderabad Business Gomm Date
AE

_ s oe

Audited Finonciol Stotement
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Rejected Registered form submission

If a registration form is rejected means your form has Invalid/Incorrect data which cannot
be validated and even supplier can receive the email notification for rejection.

imSupplier-Supplier Relationship % | (o1 mSupplier - Supplier Registratior. % | 4 =
= C @ https;//mail.google.com /mailAlf0/ tab = rm&oghl#inbox /A fegrwCgaCCtHKVPISDC tm Spxs QiR ® v o &
= M Gmail Q search mail - @ #  GSuite &
F <« O 0 3 [ ] o ® 1or871 PO - -
9 mSupplier - Supplier Registration Form Rejected - Tracking ID : 11815, testorg2 b x 5 @
* mSupplier <msupplier@esglehills corm:= 10:03 AM [0 minutes agn) Y - H o
o to me, kudithipudiravi@gmail.com, arun1 9850317 @gmail.com ~
Dear Testcontact,
>
.' On behalf of Eagle Hills Froperties LLC, we wish to thank you for all your efforts & cooperation whilst participating in our vendor pre-gualification exercise +

We do regret to inform you that after careful consideration and review of your application, we are not able to currently register you as a wendar for our projects, However please note that we may again
invite your company to participate in future pre-qualification exercises should the need arise.

Thank you once again for your efforts

Yours faithfully,

For and on behalf of
EAGLE HILLE PROPERTIES LLC

Please login to the portal using below url link to know more details or contact organization

)1 OO O &= -

>
As instructed in the above email Login to the mSupplier portal and resubmit the form with
the valid data.
mSupplier-Supplier Relationship % | (sf mSupplier - Supplier Registration. % || + =
&« C @ httpsy//supplierhub.eaglehills.com supprgr tfauppBasicOrgDtls G o A% W &4

Welcome to Supplier Registration Form
Before filling up tha registration farm, please read supplier registration process and guidelinas. Please go through all details and provide valid information for hassle free processing of your registration form For any queries

ond asslsionce Betiiipsdmepmmn——t________________—————
Gon cnaiet | Gonecs | sepeatwpysevee | Cothes | Proeameiece| | e fnces || vemore | Rewercsswt
New Supplier Registration

Indica Jire ds.

Qrganization Details

\Address1 Address 2
Address Line1 Address Line 2

City | dubai Stute | Hyderahad

Country | UNITED ARAB EMIRATES Office Number [ 971 v||989]| 2345678

PO BoxNo |22314 Foax Number ‘ 971 " ‘ ‘ ‘

nandatary

Zip/Postal Code | Web Address |
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Once provided the valid information in all tabs and finally go to review & submit tab and
click on the Save & Submit button.

mSupplier-Supplier Relationship % | (1 mSupplier - Supplier Registration % || 4

< C & httpsi/supplierhub.eaglehills.com /supprmgr t/suppReviewAndSubmit/11815 G a #

% Supplier!

b} Are youcccredited to or working towards an environmental policy, statement or Monagement System (e.g.1SO
14001}? If so, please provide details.

c} Do you carry out staff environmental owareness training? If yes, please provide details.

d} Do youreduce, re-use and recycle wherever possible? If yes, please provide details,

e} Are your services heing munaged to reduce their environmental impact? If so, please provide detoils,
f} Are your services managed with o view to mizing waste? If so, please provide detail

o} Please briefly list any environmental, woste or energy saving projects that you are or have been involved in.

Notes to Approver

Eow. i have provided valid detoils plecse process my
application.

Read Terms & Canditions &

Nites

A confirmation message will be displayed once you submit the form successfully.

rmSupplier-Supplier Relationship % | (1 mSupplier - Supplier Registration. % || 4

& c 8 httpsi//supplierhub.eaglehills.com /supprmgm t/pSuppWiewProfile/11815 G a &
% SupplierHl

My Prifile

My Tasks Supplier Registration Details

Supplier Management Qrganization Details

Company Nam: Legal Entity Typs

Audited Fin

N
&
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Supplier Activation
A supplier can check the status if he can’t received any email confirmation from EAGLE
HILLS with in 5 days by login into them supplier application with your login credentials.

mSupplier-Supplier Relationship X | (s1 mSupplier - Supplier Registration. X |1 4 -|a
< C & httpsi/supplierhub.eaglehills.com fsupprmgmt/pSuppViewProfile/11815 G a % W &
M SupplierHU
e
My Profile
My Tasks Supplier Registration Details

Supplier Management Organization Details

Company Nome Legal Entity Type:

R

Phone Number

Email Id
Web Address

e sempenSane

_

Worehouse Address
Total No Of Employ Design and Development

Other Labour Workfoce ct: performance

If the status is still in pending approval that means your request is under review and
approval process. You need to keep checking your email inbox for communication stating
successfully processing your request. If your request is successfully you will received
confirmation email like below screen shot.

imSupplier-Supplier Relationship % | (ol mSupplier - Supplier Registratior % | 4 ==
& C @ httpsy/mail.google.com fm ail/uf0/7tab = rm &ogbl#inbox/F M fegxwCoazrCC Rk FNFNZCF nowTpDw ® % o &
= M Gmail Q  search mai - @ #  GSuite &
I' <« 0O 0 % [ o ®» 2of977 < > £2
] mSupplier - Supplier Registration Form Submitted - Tracking ID : 11815, testorg2 inoox = &
* mSupplier =msupplier@esglehills com= 10:19 AM (6 minutes agn) Y - : o
o tome ~
Dear Testcontact
>
.' This ig to inform you that we have received your company's testorg2 Supplier Registration Form and it is under approval process. |t will take around 5 daye to verify and process your form. +

if any clarifications reguired wet to your registration details, An ermail will be sent to you

Please provide your registration no 11815 for any queries regarding your registration form. You can check the status of your form by logging into mSupplier portal using below URL Link.

-Eagle Hills Procurement Tearm

4 Reply » Forward

13000 KO >
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Once you received the confirmation email from eagle hills login with your credentials and
application will take you to the dashboard page.

mSupplier-Supplier Relationship % | (1 Inbax (1) - sudheernaidu@eritic- X | MNewTab x |+

< C 8 httpsi/supplierhub.eaglehills.com supprgr t/suppDashboard @ oo dow

\
ivi SupplierHUB

My DashBoard

eted to activate all vour portal account functionalities. If you get a messoge to update vour profile, pleose update according

it 3 PENDING APPROVAL TASKS

ACTIVE POS PROFILE STATUS

85%

o

UNPAIDC INVCICES

0]

Existing Portal supplier activation

mSupplier portal application support two types of registrations a New supplier registration
means a supplier who has not done any business with EAGLE HILLS till now and an existing
supplier who has been doing business with EAGLE HILLS for a while.

Existing supplier details will be with EAGLE HILLS and migrated to mSupplier portal
Application. Once migrated to mSupplier application you will receive confirmation email
from the eagle hills that inviting you to register in a mSupplier application where in you just
have to create valid portal user account.

As soon as you received the email from Eagle Hills registered mentioned as below click on
the invitation link.

a

]
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mSupplier-Supplier Relationship % | (1 mSupplier - Supplier Portal Reqic X | NewTab x |+

< C & httpsy/mailgoogle.com,/imail/u/0/7tab = km#inbox/FMfcgruCyzFVbPRHS S IDTCssncRrpTsxicom pose = DmwnWiRsppnThvhHM TkutBbjkgVn ThKWKZGVHKMIC/QM gJzSN.. ® fr  #

= M Gmail Q  Search mail . ®

o e § & 06 B B forgee < > £X

~

mSupplier<msupplier@eaqlehills com= Thu,Jum 6,4:39 PM (12 hours ago) gy 4 :

to me, kudithipudiravi@gmail.com -

Q#% -

Dear M/s testorg?,

Greetings fram Eagle Hills

[ '
.

Supplier Registration Invitation

Please find the helow link to the User Manual containing all necessary information required to proceed with the registration, and added benefits for your company

User Manual: hitp [ lehill 1t nanuals/EagleHills-mSupplierUt-Supplier1.2 dock

Please follow below url for proceeding to register yourself on portal

URL: hitp.//supplierhub. eaglehill lierRegi ?enc:ZKﬂ"]hanfaWQBcﬁvkaGV\ci5uYWIkdUchmIDaWthHdemV LinhvbSZjb2 1w\ WEE TPt ZT1 0ZXM0b 3 InMyZz X Bhw'/H
[wZT1 FTYELWYSZpbnZ pd GFOaVBUSWRIMTIOMDI %30

--Regards & Thanks,
Procurement Tearm
Eagle Hills Abu Dhahi

)1NXO0OO0OROO 2 ¢

mSupplier-Supplier Relationship X | (+1 mSupplier - Supplier Portal Regic % | Mew Tab x [+

&« C @ https,//supplierhub.eaglehills.com /supplierRegistration

Designation
Department

User Credentials
User Name

Password

Confirm Password

Enter Code Shown

r5

rand o L character. ExTest@123

Enter the appropriate details and create the user account and click on submit button.

a

]

G Suite &
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Verify your basic details and update appropriately as depicted and click on update below.

(; -
msupplier-Supplier Relationshiz % | (o mSupplier - Supplier Partsl Regis % mSupplier-Supplier Relationship - % || + L

& C & httpsi/supplierhub.eaglehills.com /supprgr t/apprSupplierProfile G aa u o 4

y SupplierHUB

LE
HILLS

Registration Details

Supplier Managere In cquired fields.

voice Managemegf

Test Supplier Address1 Test Supplier Address 2
Acdress Line 1 Adcdress Line 2

Supplier Type |W State | Duba

City |5€II’J— Country ‘m
Zip/Postal Code ] Phone Number ‘E EHW
PO Box | 86756

Fox Number |EH£HW| Web Address ‘

Turn Gver Currency’ | United Arab Emirates dirham v ‘ Annual Turn Over | 123400

Working day From | Sunday ¥ |To | Thursday " Working time From ‘ 'H A '|Tn| [ 'H Pl v

mSupplier-Supplier Relationshin - % | (s mSupplier - Supplier Portal Regis X mSupplier-Supplier Relationship X 8 =+ ==
&« C & nhttpsy/ssupplierhub.eaglehills.com /suppmgmt/apprSupplierProfile G Q& o a4
% SupplierHl
EAGLE
My Profile Fux Number General Office Email lel
My Taisks Phone Number URLs (if applicable}

Supplier Management

Inveice Managerment

tificate Details  Insurance Details

Add Goods/Services
Procurement
Cutegory

Main [ ———r————] Sub
Cotegory ——————  Cotegory

| General "

Search
Goods/Services Ent Elec and ¢
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mSupplier-Supplier Relationship 3 | (sl mSupplier - Supplier Portal Regic % mSupplier-Supplier Relationship % W =+ ==

& c 8 httpsi//supplierhub.eaglehills.com /supprmgmt/apprSupplierProfile G a % W -‘ H
M SupplierHUB
FELE

My Profile

My Tasks

Supplier Management Registration Details

Indicates required fields
Inveice Managerment

Test Supplier Addressl Test Supplier Address 2

Address Linel Address Line2

Supplier Type |W State | Dub

City [sajon ] Country | UNITED ARAB EMIRATES v
Zip/Postal Code ] Phone Number EN
PQ Box [s6756 |

Fax Number |EH£HW Web Address |

Turn Gver Currency | United Arab Emirertes d Annual Turn Over [1234.00

System displays successfully messages but the registration is still not complete. Now go to
banking details tab.

mSupplier-Supplier Relationshin - % | (s mSupplier - Supplier Portal Regis X mSupplier-Supplier Relationship X 8 =+ ==
&« C & nttpsy/ssupplierhub.eaglehills.com fsuppmgm t/apprBankingDetails G Q& o 4
% SupplierHl
ke
My Prifile
My Tasks

Registration Details

Supplier Management

Inveice Managerment

Country " Currency ‘ United Arab Emirates di

Moximum 200

Bank Name | ---PleaseSelect--- 7] (e ARG Characters Only

Branch Nome Locality/Street |

Account/Beneficiary

Noame City

Beneficiary Address State

Account Number Swift Code

You can see that banking details are already existing if not please provide the banking
details.




mSupplier-Supplier Relationshiz

< c

My Profile

My Tasks

Supplier Management

Invoice Management

% | (sl mSupplier - Supplier Partal Regis X

Bank Details

Intermediary Details

Update Business details

mSupplier-Supplier Relationshiz

< c
Iyi Supplier|

My Prifile
My Tasks
Supplier Management

Inveice Managerment

% | (i mSupplier - Supplier Portal Regic %

Fux Number

Phone Numher

Add Goods/Services

Procurement Cotegory ‘ General ¥

Search
Goods/Services’

Service experience Details

mSupplier SUPPLIER USER MANUAL

MNesww Tab

& https//supplierhub.eaglehills.com /supprmgmt/apprBankingDetails

mSupplier-Supplier Relationship

@ https,//supplierhub.eaglehills.com /suppmgmt/appriupplierProfile

x

+

BOnK Nue

lier Bank

Lier Bank2

General Office Email lel

URLs (if applicable}

tails Insura

Sub
Cotegory

e AT W

r Branch

pplier Branch2

G Q% W

-Plense Select--

a
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Update Certificates

rSupplier-Supplier Relationshiz % | (o1 mSupplier - Supplier Partsl Regis % mSupplisr-Supplier Relationship

< c @ https//supplierhub.eaglehills.com /suppmgmt/apprSupplierProfile
M Supplier!
EAGLE
EElE
Fax Number
My Profile
Phone Numher
My Tasks

Supplier Management

Inveice Managerment

Information Security Managemernit System

Environmental

Employee's Liability

Public Liability

Update all the details and click on update button.

(s mSupplier - Supplier Portal Regi: X% mSupplier-Supplier Relationship % || +

&« C @ https,//supplierhub.eaglehills.com /suppmgmt/appriupplierProfile
yﬁ Supplier|
g
My Prifile
Product / Service Type
My Tasks

. Brand
Supplier Management

Inveice Managerment

Product

Notes to Approver

x

+

General Office Email Id

URLs (if upplicable}

ate Details

Product Warranty

Brand
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Once click on update button your form will be submitted successfully.

(i mSupplier - Supplier Partal Regic % rSupplier-Supplier Relationship % || +

& C @ httpsi/supplierhub.eaglehills.com suppmgrt/appriupplierProfile G a4« v &
M SupplierHUB
TiRE

My Profile

My Tasks

Registration Details

Supplier Management

Inveice Managerment

Test Supplier Address1
Address Line1

Supplier Type’ |mpmisr'|
City | sarjan

Zip/Postal Code |

PO Box | 86756

Fax Number

Turn Sver Currency’

| 571 | 345 | 2456745

| United Arab Emirates dirham "

Address Line 2

Stoute
Country’
| Phone Number’

| Web Address

Annual Turn Over

Test Supplier Address 2

| Dubai

‘ UNITED ARAB EMIRATES

| o71 ~|[789 | 7889787

| 1234.00

You will be notified through email communication about approval of your updated details,
till then when you login into the system, a messages additional details are under approval
process. You may have noticed that messages display that not complete the profile. Also
your business functions are not activated because your details are not yet approved.

mSupplier-Supplier Relationship X | (41 Drafts (3) - sudheernaidu@critic X | NewTab x|+

& C & httpsisupplierhub.eaglehills.com fsupprigrm t/suppDashboard @ oo T W &
B A :

Rd SupplierHUB
EAGLE

My DashBoard

My Profile

\Lyour portal account functionalitie:

PENCING APPROVAL TASKS

Invoice Management 0

My Tasks

Supplier Management ACTIVE PCS

UNPAIC INV CICES

0]
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My Profile

mSupplier application’s my profile menu item is very common feature applicable to all
mSuppliers application users.

(41 Inbos (10) - sudheernaiduleritc X rsupplier-Supplier Relstionship % || + =
&« c 8 httpsi//supplierhub.eaglehills.com fusrmgrm tiviewProfile Qoo a f e *
% Supplier
LS
My Prafile
My Tasks

Nome TestSupplier
Supplier Managerment

Designation |Tester
Invoice Managemeant

Department |Testing
Landline No

Email

Mobileno | 971 7| 298399989

o

As you see in the above screens some of users profile details are not captured during

account creation step and hence supplier user can change his details using the above
screen.
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i
(0 Inbes (10) - sudheernaidu@eritc % mSupplier-Supplier Relationship % || + =
&« c @ https://supplierhub.eaglehills.com /usrr g tiviewProfile G oo Q W -‘ H
% SupplierHl
{ILLS
iy e User Profile
My ol In quired fi

Name TestSupplier
Supplier Managerment

Designation |Tester

Inveice Managemeant
Department

[ 971 ~| 224
Landline No |2352352

q

sudheer.naidu@:

Mohile No |?H 998999989

Frat. no

CLICK HERE TO UPLOAD

Once submitted confirmation message will be displayed after successfully modification
of your user details.

(s Inbox (10) - sudheernaidu@critic X mSupplier-Supplier Relationship % || +

&« c @ https,//supplierhub.eaglehills.com /usrmgm t/viewProfile G Q% * H

f Supplier

i gu— ey,
My Prifile
User Profile
My Tasks .
Supplier Management Name TestSupplier
Inveice Managerment Designation ‘Tsster

Department ‘Testin

Landline No ‘2352352

landline no

Email’ dhe u@criticolri

Mobile No | 971 7| 998999989
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Change/Reset Password

(i Inbax (10) - sudhesrnaidu@eritic X rSupplier-Supplier Registration % | =4 ==
<« c @ https//supplierhub.eaglehills.com fusrmgm t/changePassword G o QQ W *
% SupplierHl
FAELE
My Profils Change Password
My Tasks & 103 inimum

Administration
Old Password

User Management
New Password

Supplier Management

Confirm Possword

Reparts

Another feature in my profile menu is ability to reset a your logged in user password.
You can change the password to your convenient and comfortable password in order
to easily remember how everyone you need to adhere to password policy enforced by
EAGLE HILLS which is mentioned on the screen depicted below.

ot Inbex (10) - sudheernaidu@eritic X rSupplier-Supplier Registration -~ % || 4 ==
&« c & httpsy/supplierhub.eaglehills.cam fusrmgm t/changePassword G o Q % W -‘
% SupplierHl
FAELE
My Profils Change Password
My Tasks

Administration
Old Password

User Management
New Password
Supplier Management
Confirm Possword
Reports




mSupplier SUPPLIER USER MANUAL
Old Password :- enter your old password and please provide a valid old password.
System verify the same and will display error message if you will provide wrong
password.
New Password :- Enter new password with the following password standards.
Password should be in alphanumeric
Minimum 8 character’s and maximum 15 character’s
Atleast one capital letter and one special character
Confirm Password :- Reenter the new password again.
Click on Submit button a confirmation message will be displayed.

i Inbox t10) - sudheernaiduleritic X rSupplier-Supplier Registration -~ % || 4

<« c @ https/supplierhub.eaglehills.com /usrmgm t/changePassword G o Q [}
% Supplier
FELE

My Profile Change Password

My Tasks

Administration

Old Password

User Management
New Password

Supplier Management
Confirm Pussword

Reperts
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(4 Inbax (10) - sudheernaidu@eritic % mSupplier-Supplier Relationship % | 4
&« c & httpsy/supplierhub.eaglehills.com fusrrgm tAiewProfile G o
% Supplier
L
My Profile
User Profile
iy TRt Indic uired fields.
Supplier Management Name TestSupplier
Inveice Managerment Designation ‘
Department ‘
Landline No
Email’ ‘sudheer.nuidu@:riti:ulrivsr.t ‘
YRR [ 971 v| 998995989
Frt 3
My Tasks

mSupplier application request feature is mainly for internal Eagle hills approver users
where in approval requests related to supplier registration form, Supllier invoice
approvals and any additional approval related request/tasks are managed in this
feature. Each eagle hills approver user will be assigned a list of tasks related to supplier
registration form or supplier invoices approval on which they need to act upon i.e
either they will have to approve, rejector ask for more information about an assigned
task for approval.
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(s -
(s Inbox (10) - sudheernaidu@ecritic % rSupplier-Supplier Relationship % || + L

&« c & https/supplierhub.eaglehills.com furkflowmgrn t/taskslist G a % W -‘ H

yﬁ SupplierHl

My Profile

e to

My Tasks Assigned Tasks List

User Management
Supplier Management
Supplier R

Inveice Managerment

Reports

When we click on reference no link approval page will be displayed. Approver will
approve the requests and automatically email will be send to supplier when it got
approver.

(s Inbox (10) - sudheernaiduicritic X mSupplier-Supplier Relationship % || + — [IE

&« c & https//supplierhub.eaglehills.com furkflowmgmt/openTask? taskld = e4d9b459b-8699-11e9-95eb-000d3a44f4558& srmsRefNumber=11815&contextSiteMumber=1.. & & ¥ @ * H
ny_ SupplierHl

My Prifile

My Tasks

User Management d By Muhammad lsmail, Mr.
Supplier Management

Approver's action on the request
Inveice Managerment

Reports hzose Action
] ed @ d # More Info Requirer. Delegate Request

Remarns




Notifications

mSupplier SUPPLIER USER MANUAL

Notifications screen is use to track all email notifications received by you, even if don’t
get an email due to various reason like mail server issue, network issue. This will be for
your reference and enquiry purpose for all transactions done through mSupplier portal

application.

i Inbox (10) - sudheernaiduleritic X rrSupplier-Supplier Relstionshir

x [+

&« c 8 httpsi//supplierhub.eaglehills.com Arrkflowrgm t/m aill nbox T a

ivf SupplierHU

My Profile

My Tasks

Administraticn
User Management
Supplier Management

Reparts

My Notifications

To

5 SUPPLIER

URL: http

“Eagli

ninto the portol using the

All emails will be in new state till actually read them (clicking on the notification record
on the grid). In your dashboard, system will display no of unread emails notifications

in inbox icon.

o

r
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(i Inbax (10) - sudheernaidu@eritic X rSupplier-Supplier Relationshic % | +
& c 8 httpsi//supplierhub.eaglehills.com /supprmgm t/proceffDashboard

yﬁ SupplierHUB

it
My Profils My DashBoard

PENDING APPROVAL TASKS ENQUIRIES.

My Tasks
User Management 2

Supplier Management

Inveice Management EXPIRED INVITATIONS. 2 EXPIRED DOCUMENTS.

Reparts 0 48

Dashboard

OPEMPRS

Supplier dashboard is the screen first displayed when you logged into mSupplier portal
application. Dashboards has system alerts are pending actions which you have to

perform or act upon in portal application.

@ mSupplier-Supplier Relationship - % || +

& c & https:;//supplierhub.eaglehills.com /supprmgmt/suppDashboard
y SupplierHl
it
My Profile My DashBoard
ate all your portal account functio
My Tasks
Supplier Management d= PENDING APPROVAL TASKS ACTIVE POS

Regjstration Profile

o

Imvoice Management UNPAID INVGICES

hittpsit/supplierhub caglehill

PROFILE STATUS

100%
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Supplier Management
View/Edit Registration Profile

@ mupplier-Supplier Relationshi % || +

< c & https//supplierhub.eaglehills.com /supprgmt/suppDashboard
M SupplierHUB
FELE
My Profils My DashBoard
to active ot functional
My Tasks

Supplier Management PENDING APPROVAL TASKS

rotion Profile

Inveice Management UNPAID INVOICES

Ly

ACTIVE POS

PROFILE STATUS

100%

https://suppliethub.zaglehills.com/suppramtfapprSupplisrafile

Supplier once active may view his registration profile and update details any time by

clicking registration profile one let side menu.

Supplier will have option to edit the registration profile.

@ msupplier-Supplier Relationshi % || +

& c 8 httpsi//supplierhub.eaglehills.com /supprmgm t/apprBankingDetails
% SupplierHUB
EElE

My Profile our Financial details are e ond app

My Tasks

Supplier Management Registration Details

Inveice Managerment

Country UNITED ARAB EMIRATES

Buank Name

Branch Name

Account/Beneficiary
Name

Beneficiary Address

v ‘ Currency

Bank Address

Locality/Street

City

sank details.

rates dirham

Moximum 200
Characters Only
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Supplier can able to edit profile and business classification details.

@ msupplier-Supplier Relationshi % || +

& c & https//supplierhub.eaglehills.com /supprmgmt/apprSupplierProfile
M SupplierHUB
EAGLE
Indicates required felds
My Profile
My Tasks

Supplier Management copitol gate
AddressLinel

Inveice Managerment

|Con lting Supplier

Supplier Type’

City | abu

Zip/Postal Code |

PO Box | 24634

Fux Number | 971 'H

Turn Sver Currency | United Arab Emirates di

Working doy From | Sunday

q q . Choose File
Business Registration

Document

Type Of Legal Entit: Domestic Co

Supplier can update details on basic and banking details without

depicted above.

@ mSupplier-Supplier Relationship X || 4

&« C @ https,//supplierhub.eaglehills.com /suppmgm t/apprBankingDetails
yﬁ SupplierHl
]
My Profile Reason for Transferring ‘
Account
My Tasks

Supplier Management

Inveice Managerment

Bank Details

IBAN No

Intermediary Details

am "

" To ‘ Thursday "

No file chosen

INDIA
15]s]

Address Line 2

State
Country’

Phone Number

Web Address
Annual Turn Over

Working time From

Company Stamp(scan
copy)

Business Commence Date

| dubai

‘ UNITED ARAB EMIRATES

| 571 v|[345 | 3462463

\
| 67876.00

[o A ~|Te

Choose File JiRER LY EEY]

31-May-2019

Branch Nome
kphb

nlr

Bank Hame




@ msupplier-Supplier Relationshiz
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x N+

& c 8 httpsi//supplierhub.eaglehills.com /supprmgmt/apprSupplierProfile

% Supplier!

My Profile
My Tasks
Supplier Management

Inveice Managerment

n Details Contoct Detuils

Name’ |

Department |

Mohile No [ 571 +|

Email’ |
Is Primary’ ® YesO/No

Authorized Signoture{Scan Choose File

Copy) bt

<« c 8 https,//supplierhub.eaglehills.com /suppmgmt/appriupplierProfile

yf Supplier|

My Profile
My Tasks
Supplier Management

Inveice Managerment

Quality

Notes to Approver

Designotion

Landline No

Fox No

Contact Category

Contact Type

-]

-]

Q % W

- FE

Email Id

211 PM
6/472019
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Supplier will be able to see the status of updated fields that either pending approval
or approved supplier will get all the notifications information in email regarding the
information approval.

@ mupplier-Supplier Relationshi % || +

< c @ https//supplierhub.eaglehills.com /suppmgmt/apprSupplierProfile T aQ u e a

.EY% SupplierHU

My Profile
My Tasks

Supplier Management Registration Details

In uired fields
Inveice Managerment

copital gate
Address Line1 Address Line 2

Supplier Type | consutting Supplier | Stute | dubai

Y
City | abu Country | UNITED ARAB EMIRATES

Zip/Postal Code | Phone Number [ 971 v|[345 | 3463463

PO Box [ 24634
Fax Number | 971 'H | | Web Address |

Turn Gver Currency’ | United Arab Emirates dirham v \ Annual Turn Over | 67576.00

Create Supplier User

mSupplier Portal application allows suppliers to create additional portal user accounts through Create
Supplier Users feature.Once the supplier registration form is filled and submitted for review and
approval process by the person who has received the registration invitation email can create additional
supplier users.

Generally additional supplier portal user accounts will be for all the contact details provided in
registration form on contactstab.User accounts can be created for the Sales,Finance and Management
contact details provided

Further business transactions and communications with respect to Purchase order and invoices will be
handled by the users created for sales,finance contact details provided.
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W
1

- a
@ mSupplier-Supplier Registration % || + =

C @& httpsy/fsupplierhub.eaglehills.com /supprgmt/createSuppllser G A W e :
% Supplier

My Prafile New User Account

My Tasks

Supplier Management

Full Name User Nume

Invoice Management

Department Name Designation
Email Mohile No

Type

gnation Departrmes Email Id

ata t

@ mSupplier-Supplier Registration X || 4 =&
< C & httpsy/supplierhub.eaglehills.com/suppmgmt/createSuppliser G Q% W e :
yf Supplier
it
My Profile New User Account
required
My Tasks

Supplier Management
Invoice Management Full Name ] User Nume
Department Name | Designation

Emuil’ Mobile No

Type

Departrmes Email Id X Status

ata t
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@ mupplier-Supplier Registration - % [ 4

& c B httpsi//supplierhub.eaglehills.com /supprgm tfcreateSupplser
yﬁ SupplierHl
THE
My Profile
New User Account
My Tasks

Supplier Management

Inveice Managerment
Full Nome

Department Name

Email’

Type'

Designation

Enquiries

User Nome

Designation

Mohile No

Department Email 1d

mSupplier portal application provides enquiries feature where in supplier's can post enquiries regarding
registration form, bids, purchase orders and invoices. System will notify Eagle hills users whenever new

enquiry is posted through email communication.
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You can view the details and status of the enquiries posted through the enquiry grid by clicking on enquiry
details. You can also repost the enquiry if you are not satisfied/understand the reply from Eagle hills

users.
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Similarly you can post any number of replies to the enquiry till you get a satifsfactory reply from Eagle
Hills users. Supplier can post queries on PO’s Invoices also. It is adviced to post proper enquiry with
numbers for which equiry is being posted like PO number, Invoice Number , registration reference
number in order to get fast and exact reponse for the enquiry posted.
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PO Based invoice submission

Invoices Management and Payment tracking plays a major role in completing procurement cycle. Keeping
records of every single invoices submitted/cleared will give clear picture on Organizations financial
records. Tracking all invoice documents and payment transaction details will enable organizations to have
a smooth and hassle free audit processes.

mSupplier portal application enables suppliers to submit invoices requesting payments for the services
provided online unlike manual submission of invoice hard copies. Having soft copies/e-Invoices will help
both suppliers and organization to have end to end details of the payment process for the Purchase
orders executed by the suppliers.

Invoice Payment Online tracking along with enquiries associated with submitted invoices reduces the
payment cycle and enables organization to clear payments efficiently. Monthly Supplier account
statement reconciliations will help Suppliers, Organizations and Auditors to have access to details
transaction details with appropriate clarifications for all types of discrepancies.

Clicking on Raise Invoice will take you to Invoice submission form as depicted below.
We have two types of invoices for PO’s one is Standard and another one is Advanced invoice.

Standard Invoice
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Provide appropriate Invoice Details in the Invoice Details Panel, the following are the mandatory fields to
be submitted as part of invoice submission.

e Invoice No, a alphanumeric unique invoice identifier

e Invoice Description, a breif description of invoice not exceeding 200 characters

e Invoice Scan Copy, a scanned copy of your companies invoice format

e DO No, a alphanumeric Document no

e DO Scan Copy, scan copy of the DO document not exceeding a size of 5MB and .pdf or image files.
Upon selecting and providing all relavant details, read and accept terms & conditions and click Submit
Invoice button as depicted below
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Once invoice is submitted, system will display a success message and it will go for the approval.
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Login to internal User and go to Invoice management and select PO workbench. Before going to click on

Raise Advance invoice button we need to select the PO’s.
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Once click on the Raise Advance invoice it will take to you PO based Invoice page.
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Fill the all mandatory and optional fields and click on the Submit invoice button.
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Once submit the Advance invoice It will added to the invoiced amount section
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Non — PO Based Invoice

Invoices can be submitted without purchase orders which are generally expenses incurred while
conducting business with EAGLE HILLS. NonPO based invoices may include contractual services like
monthly electricity bills, Telephone charges, Internet charges, Travel expenses, monthly maintenance etc,
Suppliers who provides contractual services as mentioned above can submit an on PO based invoices to
claim payments for the services provided to EAGLE HILLS.

Note: NON-PO Based invoice submission feature will be available for certain types of suppliers only.

Non PO Invoice can be submitted by filling a non-po based invoice form as depicted below.




mSupplier SUPPLIER USER MANUAL

. - a
mSupplier-Supplier Registration % | G+ Drafts (9 - sudheernaiduBeritic % || + o

& c & https:;//supplierhub.eaglehills.com invoicermgmt/nonP Ol nvoice @ [} ﬂ‘

S
ivf SupplierHUB

EAGLE
HILLS

My Profile
My Tasks
Supplier Management

Inveice Management

Invoice Type: Invcice Date G4-Jun-2019 o

Enter Inveice No Inveice Currency | AED '|

Upload Invoice SULIEERHICY No file chosen Total Invoice Amount |7‘-

E & pdffimage fil Ex

Devliery Order No

Upload DO Scan Copy (SR No file chesen

Delivery Order Date

Invoice Description:

Provide appropriate Invoice Details in the Invoice Details Panel, the following are the mandatory fields to
be submitted as part of invoice submission.

e Invoice No, a alphanumeric unique invoice identifier

e Invoice Description, a breif description of invoice not exceeding 200 characters

¢ Invoice Scan Copy, a scanned copy of your companies invoice format

e DO No, a alphanumeric Document no

e DO Scan Copy, scan copy of the DO document not exceeding a size of 5MB and .pdf or image files.
Upon selecting and providing all relavant details, read and accept terms & conditions and click Submit
Invoice button as depicted below
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A successfully message will displayed when your invoice submitted.
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