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How-To Guide > How to Register as a Supplier

Register as a Supplier Notes

1.  Open your browser to the Henkels & McCoy Any potential supplier /
Group web page www.henkelsgroup.com and subcontractor can register on the
select “Suppliers” platform in this way.
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HENKELS = McCOY Founded in 1923, we build, engineer and connect the world's strongest utility infrastruct
networks

2. Onthe Supplier Portal page, click the
“NEW SUPPLIER REGISTRATION” button to
register a new Supplier account on the platform
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Register as a Supplier Notes

3. You will then be redirect to the first step in the

registration process “Company Details” 1] This
establishes your company profile in the Portal.
The first section of the form requests company
name, contact, and tax information.
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Items marked with an asterix (*)
are required fields.

Note: Supplier registration is generally a
two step process that requires the supplier
to log back into the Portal to respond to a
qualification questionnaire.

Please make sure the contact email you
provide is typed in correctly and goes to a
person in your company that is capable of
responding to future requests for additional
information.

4. Note that attachments can be a little tricky. You click
on the plus sign (“+”) in the Attachments field.

Corporate Web Site  SampleContractor com

Attachments Nun

That will open a pop-up window. Click on the plus sign
“+”) to add an entry.

Attachments *®
Actons = Viaw v x
Type * File Name or URL Title Description AttachedBy ~ Attached Dz

No data to display
< >

Columns Hidden 1
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Then click on the “Browse” button that appears.

Attachments x

Actons v | Vievw 4 X

Type * File Name or URL Title Description Attached By  Attached Dz

-
< >
Rows Selected 1 Columns Hidden 1
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Please ensure you attach a signed copy of
your company
e W9 tax form
. CA590 tax form (California only)
. Direct Depost Request form
(if requesting bank payment)
. Business Relationship Disclosure
form (if applicable)
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Register as a Supplier Notes

5. Next
Click on the “Next” button to proceed to the (OPTIONAL)
next step “Contacts” e There you will see a At any time during the registration process,
. you can press the “Save for Later” button.
ContaCt entry Created from the name and emall This will save your work so far and send
you entered on the previous page. you an email link to continue when you are
ready. Note: for security purposes, this
© CORE @ @ s | “Saye for Later” mechanism will NOT save
-0 0 0 0O ©® your company tax ID. You will have to
am e Duken Ptummd oien reenter the ID when you resume.
Register Supplier Contacts Back  Wept

You can accept this entry as the contact and go
onto the next step (recommended)

or click the edit icon # Edt to make changes

or alternately click on the create icon * ¢=== to
create an additional contact entry.
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6. e
Click on the “Next” button et to proceed to the

next step “Addresses” © . Then click on the
create icon ¥ €= tg create an address entry

© COR ~ @ e | YOUmustenter atleast one address. |If
it ] 4 ) ) _ your company has multiple addresses, you
-0 0 6 O can enter them here.

Register Supplier. Addresses Bk || e @

peapre

This will open a “Create Address” pop-up window.
Enter your address data and press the “OK”
button to save.

Create Address For “Address Name”, suggest you use state
* adress e | * Adaress [ Orteng and city (e.g. “PA-Harrisburg”).
* Gountry - Purpose Remit to
Ao Line Fra s The “Address Purpose” section includes
Aesaine2 e = checkboxes for
Ao e :‘ Ml e  “Ordering” (where orders, POs
ciy will be sent)
e e “Remitto” (where check
Postal Code payments will be sent -
AdodessConlacs direct depost handled separately)
e e oae . RFQ or Bidding” (where requests

for quote “RFQ” or request for bid
information will be sent)

Name Job Title Email MISALVE  User Account
Contact

No dats to dispiay.
Columns Hidden &
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.

HNext
Click on the “Next” button ~— ~ to proceed to the
next step “Business Classifications” 0.
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If your company does not have an active diversity

certification, simply click the “None” checkbox
Note: If you are entering a diversity

/| None of the classifications are applicable certification for your company, make sure
that you
e  Attach a copy of your certificate
If your company is diverse, click on the create icon . Entefothe Classification
* create tg create a classification entry and enter o Certifying Agency
i i o  Certificate number
the appropriate detail Contee
* Clussifheation Subclussification  Cartitying Agemcy et SN0 o yn gy, MtDals T ety Nobes o Start Date
- : o EndDate
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8 Click on the “Next” button > to proceed to the
next step “Products and Services” ©. cClickthe
“Select and Add” icon to select the products
and/or services you provide
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Compary Contacts Addrese Busiraas  Prodects sed Rawwn
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Reqister Supplier Products and Services Bk wegt [ savevor Lo |[egate | [[ance |

O FROVIDE In fhe Seieon and A soresn use this farmat MYVl 18 searh
ur hem [Firs bemer 5 W for Maneriat 5 for Subtenaracears: F- far

Ao v Fomstw . s & Detath
This opens up the “Select and Add” pop-up
window
Select and Add: Products and Services x| | Details on how to select goods and services
y . items below
Category Name Description

Search | Reset

View w Format w Fresze @ Detach Wrap

Select Category Name Description
b B Flest Flest, Machinery & Equipment
» B Indirect Indirect - Non-Project Spend
b B Materials Project Materizls
» i Subcontractor Servicas Subconiractor Senvices

Columns Hidden 1

Apply | OK  Cancel

9.  You can work through our list of goods & services, | !tisimportant that you select all of the
goods and/or services that your company

using the arrow “ * ” to expand the selection provides. This allows us to search by that
information the next time we need to find a
E Materials supp”er.

E B MTL> Aggregata

» B MTL> Asphalt Products

Then select those goods / services that your
company provides

Note: if you select the top level of a section

B Materials Project Materials . . . .
‘= iseEEE (like Aggregate in this case) it selects all
L T Aggregate - Materiai = Aggregate items underneath — even though it doesn't
checkmark them
o » B MTL= Aggregate, Earth | Materials = Aggregate, Earth
» B ML= Aggregate, Gabion | Materials > Aggregate, Gabion 4 i Materials
d » B MTL= Aggregate, RipRap | Materials » Aggregate, RipRap o 4 m ML Aegregete
» B T te, Earth
v » B MTL= Aggregate, Rock | Materials > Aggregate, Rock . Haeregate &2
. » Bl MTL= Aggregate, Gabion
» B MTLs Aggregats, Sand | Materials = Aggragate, Sand
» Bl MTL> Aggregate, RipRap
» B MTL= Aggregate, Slurry | Materials = Aggregate, Slurry
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Register as a Supplier Notes

10. Alternately, you can search by entering text in
“Category Name” or “Description” and pressing
the “Search” button

Search text must be in a specific format
“M%Wire%" to search for specific itesms,

Search replacing the “M” with the appropriate letter:

|Categaryllame MWirt | IDascnption

“M” for Material

“S” for Subcontractors

“F” for Fleet / Equipment

“I" for Indirect / Non-Project items

The list then shows only goods / services that

; H ; And replacing “Wire” with the text of
match your search criteria. Select as appropriate. | = oP2 you are looking for.

Select Category Name Description
» Bl MTL= Cable - Copper, 800v Wire | Materials = Cable - Copper, 600y Wirs
W » B MTL= Cable - Copper, American Wir= Gauge (AWG) | Materials > Cable - Copper, American Wire Gauge (AWG)
b » B MWTL= Cathodic Froteciion, Canistersd Wire Anodes | Materials = Cathedic Protection Material, Canistered Wire Ancdes
» B MWTL= Concrete Froducts, Wire Mash | Materials > Concrete Products, Wire Mesh
by » B MWTL= Grounding, Wire | Materials = Grounding, Wire
3 b B MTL> Wire ... Materials = Wirz
[l » B MTL= Wire, Accessaries | Materials = Wire, Accessories
» B MTL: Wire, Aluminum | Materials = Wire, Aluminum
» B MTL=Wire, Copper | Materials = Wire, Copper
¥ B MTL= Wire, Grounding | Materials = Wire, Grounding
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11. _ Mext
Click on the “Next” button to proceed to the
next step “Review” (6 3
© CORE 8 D e
Once you reviewed and are satisfied that the data
H 1] H '} i tEI'
IS correct, press the “Register” button to : -~
. . . « " IMPORTANT! This submission
submit the information. Then press “OK” on the automatically creates a Portal account for
confirmation pop-up window your company that will be required to
- : respond the qualification questionnaire
+ Confirmation x
our registration request was submitted. You will receive an e-mail after your registration request is reviewed.
12. The submission automatically creates a Portal NOTE: The password link is time sensitive,
. . do NOT wait too long to follow the link and
account for your company. Click on the link set your account password
provided and enter the account password T 1S IMPORTANT TO SAVE YOUR
COMPANY USERNAME (EMAIL) AND
. . . PASSWORD to be able to update your
Oracle Fusion Applications-Welcome E-Mail inbox x & [ | company information and respond to
qualification questionnaires
PortalResponse@henkels.com 11:22 AM (1 minute ago) 3oy 4
tome =
Dear HM Sample,
Congratulations! Your Oracle Fusion Applications account has been successfully created.
Please follow the link below to reset your password.
https:/fefqz-test.fa.usb.oraclecloud.com:443/hemUlfaces/ResetPassword?ase.gid=
c98b0cee36dcd2899330052acf4205a9
For any issues, confact your system administrator.
Thank You,
Oracle Fusion Applications
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