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1. Introduction 
Congratulations! You have the privilege to access to the Supplier Plus application as you are 

a strategic supplier. We are delighted to work with you. 

Welcome! We've created this manual to make using our application as easy and intuitive as 

possible. This guide will walk you through every step, so you can achieve the most out of the 

application.  

The Supplier Plus application also known as the Supplier Portal is a comprehensive platform 

designed to enhance supplier engagement and streamline communication. It allows 

suppliers to initiate meetings ensuring that all interactions are documented for future 

reference. Supplier User can easily view upcoming meetings and their statuses, facilitating 

better planning and coordination.  

Additionally, the application enables suppliers to create and manage tasks, providing 

visibility into task progress and completion status. This all-in-one solution fosters 

collaboration and improves operational efficiency for suppliers. 

1.1 Scope 

The user manual enables the suppliers to easily access the supplier portal application by 

covering all its modules. The users are Supplier User. 

Admin users enjoy comprehensive access to all modules, enabling them to manage and 

oversee operations efficiently.  

Supplier User can access essential features such as task management and meeting 

scheduling, ensuring they stay informed and engaged. For those seeking additional access, a 

simple request can be made to the admin, who retains the discretion to grant or deny 

privileges. This structured access ensures that sensitive information is protected while still 

fostering a collaborative environment. 

1.2 Audience 

The Audience are the suppliers or the members in the supplier organization who are likely to 

meet or interact with the EGC Employee (Preferably the EGC Lead Engineer/ EGC Site 

Manager/ EGC Key account manager/ Inventory Analyst/ Buyer/ AR (Accounts Receivable) 

working at the End-Customer location). 
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2. Common Functionalities 

2.1 Document/Application Conventions 
Table 1: Document Conventions 

Icon Description 

 
Note - a brief, informative or cautionary statement included to provide 
additional context, tips or warning to the user 

* All fields marked with asterisk (*) are mandatory 

ABC  All bold words in the document refer to the fields or words from the GUI 

 
Advanced Filter -allows users to create specific filters enabling them to refine 
data based on multiple criteria and conditions. 

 
Export to Excel - the ability to save data or reports from the application into a 
Microsoft Excel file format, allowing for further analysis, and sharing of the 
data.  

 
Tool tip - is a small, contextual pop-up message that appear when a user clicks 
on the icon providing details of the graph/image improving understandability 

  
Sort in descending or ascending order 

 Filter the rows in a grid 

 Search bar to search for specific record 

2.2 Application Language Options 

The EGC Supplier Plus application allows the user to view the site in multiple languages. By 

default, the app content is displayed in English. The Supplier user can change the language 

from the options provided on the top right corner of the screen. The options available are: 

• PL- Polish 

• EN-English 

• SP-Spanish 

• DE-German 

Figure 1: Language options 
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2.3 About us 

The About Us section provides information regarding our mission, characteristics, and 

identity. It essentially provides a history outlining the company's goals. 

To view the EGC Supplier Plus about us screen, follow the instructions: 

1. Navigate to the supplier portal: https://supplierportal.theegc.com/ . The login screen is 
displayed. 

2. Click About Us in the bottom of the screen, the About Us screen is displayed. 

The screen displays who we are, our purpose and the group of companies in the EWIE 

group. 

https://supplierportal.theegc.com/
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Figure 2: About Us 
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2.4 Privacy 

Privacy policy is a legal document that outlines the agreement between the organisation and 

the user regarding data privacy practices. It describes how the app gathers, stores, uses, and 

shares user data, as well as what personal information is collected and how it will be 

handled. 

To view the EGC Supplier Plus privacy policy, follow the instructions: 

1. Navigate to the supplier portal: https://supplierportal.theegc.com/. The login screen is 
displayed. 

2. Click Privacy in the bottom of the screen, the Privacy Policy screen is displayed. 

Figure 3: Privacy Policy 

 

3. The Policy Content pane on the left enables the user to access specific topics of the 
policy. 

2.5 Terms & Conditions 

Terms and Conditions are the guidelines that control a user's use of an application. They 

spell out the rights and obligations of the user and safeguard the company. They consist of 

user limitations, rules of conduct, liability limitations, and dispute resolution etc. 

The terms and conditions are crucial as they guard against legal liabilities for the company, 

control users' expectations and outline the rights and obligations of the user and the 

company. 

To view the EGC Supplier Plus terms and conditions, follow the instructions: 

1. Navigate to the supplier portal: https://supplierportal.theegc.com/. The login screen is 
displayed. 

2. Click Terms and Conditions in the bottom right corner of the screen, the Terms of Use 
screen is displayed. 

https://supplierportal.theegc.com/
https://supplierportal.theegc.com/
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Figure 4: Terms of Use 

 

3. The Quick Navigation pane on the left enables the user to access specific topics of the 
terms and conditions. 

2.6 Contact Us 

Our dedicated team is ready to assist you with inquiries, partnerships, and collaborations 

that can elevate your company. Reach out today to explore how we can work together to 

achieve your goals. 

The names and email addresses of Director of Technology and Strategic Application Analyst 

and the Contact number are displayed on the screen. 

To contact us, follow the instructions: 

1. Navigate to the supplier portal: https://supplierportal.theegc.com/. The login screen is 
displayed. 

2. Click Contact Us in the bottom of the screen, the Contact Us screen is displayed. 

https://supplierportal.theegc.com/
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Figure 5: Contact Us 

 

3. In the screen, do the following: 

• Full Name: Enter the name of the user 

• Email Address: Enter the email address of the user 

• Select Category: Select the category/reason for contacting from the drop down list 

• Subject: Enter the subject for contacting 

• Message: Enter the message  

• Enter text shown in image 

4. Click Contact Me to send an Email to the Admin. An email is sent to the EGC 
administrator.  
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3. Getting Started 
This section enables the supplier to Sign in to the EGC Supplier Plus application. It enables 

the supplier to register to the application, login to the application or receive a password 

reset link. 

Figure 6: Login Screen 

 

3.1 Sign Up/ Register 

The supplier can register to access the application if the supplier is new to EGC Supplier Plus 

application.  

To register, follow the instructions: 

1. Navigate to the supplier portal: https://supplierportal.theegc.com/. The login screen is 
displayed. 

2. Click Register Here to register as a new supplier. The registration screen is displayed. 

Figure 7: Register Screen 

 

https://supplierportal.theegc.com/
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3. On the screen, enter the following details: 

• First Name*: Enter the supplier’s first name 

• Last Name*: Enter the supplier’s last name 

• Email Address*: Enter the supplier’s official Email ID 

• Confirm email*: Re-enter the Email ID 

 

The supplier's organisation should be the email's domain. Personal email addresses and 
domains other than those of the supplier's company are not permitted. 

• Designation: Enter the designation/position/role/job title of the user 

• Country Code: Select the country code of the supplier’s phone number from the 
drop-down 

• Phone Number*: Enter the phone number of the supplier 

 

All fields marked with asterisk (*) are mandatory. 
Country Code is mandatory. An error message is displayed if the country code does not 

match the phone number.  

4. Enable the checkbox to agree to the terms and conditions of the portal. 

5. Click Create Account to register to the EGC Supplier Plus portal. The Registration screen 
displays the information to verify. 

Figure 8: Registration 
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6. Verify the information. Enable the modules in Functional Access for the user to access in 
the application. 

7. Enter the Description pertaining to the user registration. 

8. Click Submit. A confirmation popup appears.  

Figure 9: Registration Completed Popup 

 

9. Click Ok to confirm. 

3.2 Sign In  

The registered supplier can login to the application.  

To login, follow the instructions: 

1. Navigate to the supplier portal: https://supplierportal.theegc.com/. The login screen is 
displayed. 

Figure 10: Login Screen 

 

2. Enter the email address and the Password of the registered supplier. 

 

By default, the Terms and Conditions checkbox is enabled. Disabling the checkbox will 
not allow the user to login. 

3. Click Login to Sign in to the EGC Supplier Plus application. The Dashboard screen is 
displayed. 

 
First time user is redirected to the New User Login screen (Refer New user login). 

https://supplierportal.theegc.com/
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Figure 11: Dashboard 

 

The application automatically logs off the user if the user has not performed any activity in 

the application for a period of 20 minutes (if the application is idle for a 20 minutes). To 

continue working with the application the user should sign in. 

Figure 12: Automatic Log off 

 

3.3 New user login  

The new user should login with the temporary password and complete the onboarding 

process before exploring the supplier portal application. 

To complete the onboarding process, follow the instructions: 

1. Login to the application with the temporary password. The onboarding process landing 
page is displayed. 
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Figure 13: Onboarding Welcome screen 

 

2. Click PROCEED to start the onboarding process. 

Figure 14: Onboarding-Sign NDA 

 

3. Enable the I Accept the above checkbox and click I ACKNOWLEDGE. 
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Figure 15: Onboarding-Change Password 

 

4. Enter the Existing Password, Choose New Password and Confirm New Password. 

 

An error message is displayed if the Choose New Password and Confirm New Password 
does not match. The strength of the password is displayed 

5. Click Change Password, the Password changed! message is displayed.  

Figure 16: Onboarding-Password Changed 

 

6. Click Next, the Set Preferences popup is displayed. 
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Figure 17: Onboarding-Set Preferences 

 

7. Select and enable the country/region to view the plants in that region. 

8. Select/enable the sites to view data pertaining to those plants. 

9. Click Next, the Confidentiality documents are displayed. 

Figure 18: Onboarding-Confidentiality 

 

10. Enable I Accept the above and click Next. 

 

The number of confidential documents to read and agree to depends on the End-
Customer. 
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Figure 19: Onboarding complete 

 

11. Click TAKE ME TO HOME to take the training/view training videos. 

Figure 20: EGC Training 

 

 
Click SKIP to skip the training and go to the Dashboard or Landing screen. 

3.4 My Profile 

The My Profile section displays the user details and their preferences. These details are 

added when the user is created. The details can be edited when needed. 

To edit the user profile, follow the instructions: 

1. Click the username on the top right corner of the screen/ application. The options are 
displayed. 
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Figure 21: My Profile - Option 

 

2. Click My Profile. The profile details screen is displayed. 

Figure 22: My Profile 

 

3. In the screen, do the following: 

• Personal Details: Edit the personal details. 

 
The Email ID cannot be updated. 

• Functional Access 

 

Functional Access cannot be edited by normal users. Admin users have the rights to edit 
them.. 

• Set Preferences 

o Please select country 

o Select Sites 
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4. Click Save to save the changes in the profile screen. 

3.5 NDA and Agreements 

The non-disclosure agreements and other agreements between the supplier and the EGC 

Group are displayed in the NDA and Agreements section.  

To view the NDA and agreements, follow the instructions: 

1. Click the username on the top right corner of the screen/ application. The options are 
displayed. 

Figure 23: Change Password - option 

 

2. Click NDA & Agreements, the screen displays the agreements. 

3.6 Change Password 

The user can change the application password after logging into the application. 

To change the application password, do the following: 

3. Click the username on the top right corner of the screen/ application. The options are 
displayed. 
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Figure 24: Change Password - option 

 

4. Click Change Password, the change password screen is displayed. 

Figure 25: Change Password 

 

5. Enter the Current Password, Choose Password and Confirm Password. 

 

Choose Password and Confirm Password must be same. As the user inputs the 
password, the strength of the password is shown to determine the level of protection. 
Password must contains a capital case letters, lower case letters, numbers & symbols 
New Password cannot be same as current password 
An error message is displayed if the current password is incorrect 

6. Click Submit to change the password. A success message is displayed, and the User 
Management screen is displayed. 

3.7 Sign Out 

The Supplier User can sign out of the application at any time.  

To sign out of the application, follow the instructions: 

1. Click the username on the top right corner of the screen/application. The various 
settings/options for the user are displayed. 
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Figure 26: Logout option 

 

2. Click Log Out displayed at the bottom to sign out of the application. 

3.8 Forgot Password 

The Forgot Password screen is integrated for hassle-free account recovery, promoting end-

user satisfaction. 

To reset password, follow the instructions: 

1. Navigate to the supplier portal: https://supplierportal.theegc.com/. The login screen is 
displayed. 

Figure 27: Login Screen 

 

2. Click Forgot Password to reset password. 

https://supplierportal.theegc.com/
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Figure 28: Reser Password 

 

3. Enter the registered email. 

4. Click Submit. An email with the password reset link is mailed to the registered email 
address. 
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4. Dashboard 
The EGC supplier portal's dashboard offers a multifaceted view of critical business data, 
empowering users to enhance their decision-making processes. This intuitive interface 
presents a wealth of information, enabling suppliers to analyse growth trends, identify 
improvement areas, and make informed financial decisions to achieve stability.  

With features that facilitate the management of accounts payable, shipping efficiency, and 
End User expectations, the dashboard provides valuable insights into supplier 
responsiveness and order management. Its user-friendly layout ensures accessibility, 
allowing suppliers to optimize their business processes and implement targeted 
improvements in logistics and quality control. 
Figure 29: Dashboard 

 

This advanced dashboard offers a comprehensive overview of various data types, enabling 

users to analyse and interpret information effectively. Each graph is equipped with a tooltip 

feature, providing essential insights for enhanced understanding. Additionally, users can 

conveniently download the data in an Excel file, allowing for detailed examination and 

further analysis. 

This comprehensive dashboard provides a multifaceted view of critical data, enabling users 

to efficiently track and manage various aspects of their operations. The Cost Savings section 

highlights key metrics such as New RFPs & proposals, In Progress items, and Open tests, 

facilitating informed decision-making. Additionally, the Minutes and Tasks segment offers 

insights into the number of requests, minutes logged, scheduled meetings, and open tasks, 

ensuring that users can effectively monitor their productivity and workflow. 

Figure 30: Dashboard 
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4.1 Sales 

The sales line graph shows the overview of sales performance by displaying data for the past 

six months, allowing users to compare current sales figures with those from the previous 

year. It provides insights into trends and patterns, facilitating informed decision-making for 

future strategies. The clear presentation of current and previous period data enhances the 

ability to analyse growth and identify areas for improvement. 

Figure 31: Sales line graph 

 

The graph’s colour indications are as follows: 

Table 2: Sales graph colour indication 

Colour Description 

 Current year sales data 

 Previous year sales data 

4.2 Cost Savings 

This bar chart effectively illustrates the cost savings achieved for an idea, providing a clear 

visual representation of financial performance. It displays the cumulative value of tests that 

have been implemented (savings) and those in the pipeline against the established annual 

target, which is based on a percentage of the previous year's sales. The bars represent the 

actual realized savings that have been approved, while the varying stages of open tests in 

the pipeline are also highlighted. Additionally, the annual target is depicted as a line graph, 

offering a comprehensive overview of the project's financial trajectory and forecasting 

potential. 
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Figure 32: Cost savings bar line graph 

 
Table 3: Cost Savings graph colour indication 

Colour Description 

 Annual target (Based on % of previous year sale) 

 Actual realized savings which have been signed off 

 Value of open tests in the pipeline in different stages 

4.3 Meetings 

This bar chart visually represents the number of meetings conducted with the EGC team 

over the past 6 months, categorized by type. It provides a comprehensive overview of 

various meeting types, including Contractual Discussion, Incident Review, Miscellaneous, 

New Opportunity, Project Related Visit, Support Visit, Tool Delivery, Training, and Usage 

Review Meeting, allowing for an insightful analysis of engagement and focus areas within 

the last six months. 

Figure 33: Meetings graph 
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Table 4: Meetings graph colour indication 

Colour Description 

 Contractual Discussion 

 Incident Review 

 Miscellaneous 

 New Opportunity 

 Project Related Visit 

 Support Visit 

 Tool Delivery 

 Training 

 Usage Review Meeting 

4.4 AP Discrepancy 

The AP Dispersion Graph provides a comprehensive visual representation of invoice 

discrepancies over a rolling six-month period. This graph highlights the total value of 

disputed invoices each month, allowing users to identify trends and patterns in 

discrepancies. Disputes typically arise from mismatches between Purchase Order (PO), 

Invoice and Receipt, or when products are not received within ten days of invoice receipt, 

making this tool essential for effective accounts payable management. 

Figure 34: AP Discrepancy graph 

 

4.5 Order Lines with Shipment Date Changes (% of Total) 

This bar chart visually represents the percentage of order lines with changes in shipment 

dates. The chart displays the acknowledge date changed from the purchase order date for 
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the last six months, providing a clear overview of the impact of shipment date adjustments 

on overall order fulfilment. This data is essential for understanding shipping efficiency and 

managing End User expectations. 

Figure 35: Order lines with change in shipment date 

 

4.6 Acknowledgement Compliance 

The graph highlights the percentage of PO acknowledgements that remain unacknowledged 

by suppliers within 3 business days, calculated against all POs issued in the corresponding 

month. The data spans the last six rolling months, offering valuable insights into supplier 

responsiveness and order management efficiency. 

Figure 36: Acknowledgement Compliance graph 

 

4.7 Lead Time Performance 

The lead time performance bar chart visually represents the lead time performance of a 

company over a rolling six-month period, focusing on fulfilment accuracy. It highlights two 

key performance indicators (KPIs): Missed and Delayed percentages. The Missed percentage 

indicates the proportion of orders shipped after the System Estimated Time of Arrival (ETA), 
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while the Delayed percentage reflects orders shipped after the Supplier ETA provided in the 

acknowledgment. Both metrics are expressed as a percentage of the total lines received 

each month, providing a clear overview of the company's shipping efficiency and areas for 

improvement. 

Figure 37: Lead time performance graph 

 
Table 5: Lead Time Performance graph colour indication 

Colour Description 

 
Delayed % 

 
Missed % 

4.8 Non-Conformance by type 

The Non-conformance bar chart visually represents the number of non-conformances 

registered against received shipments, categorized by type. It effectively highlights various 

issues, including Material Issues, Shipment Issues, Delayed Shipments, Incorrect Paperwork, 

Transactional Issues, and Others. Each category is distinctly marked, allowing for quick 

identification of the most prevalent non-conformances, such as incorrect address deliveries 

or product damages, thereby facilitating targeted improvements in logistics and quality 

control processes. 
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Figure 38: Non-conformance by type graph 

 
Table 6: Non-Conformance by Type graph colour indication 

Colour Description 

 Material Issue 

 Shipment Issue 

 Delayed Shipment 

 Incorrect Paperwork 

 Transactional Issue 

 Others 
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5. Meetings 
Meetings give the supplier a chance to interact with the EGC users to promote 

communication, resolve issues, and guarantee agreement on quality, delivery, and 

expectations. The goal is to preserve a positive working relationship and possibly boost 

sales; this can involve discussing new products, price adjustments, impending changes, or 

any problems that may arise with existing orders. 

The supplier can request a meeting. The request can be converted into a meeting only when 

the EGC user accepts the request.  

The meetings can be viewed in Calendar view (Refer Meetings) and list view (Refer Meeting 

List).  

5.1 Meetings (Calendar view) 

The meetings screen displays the calendar, the schedule and the upcoming events. 

Figure 39: Meetings 

 

5.1.1 Calendar 

The calendar part of the meetings screen displays the current month (by default). The 

calendar highlights the meetings that were scheduled in this month with a dot below the 

day number.  
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Figure 40: Calendar 

 

On clicking a specific day, the scheduled events for the selected day are displayed in 

Schedule pane on the right. 

5.1.2 Upcoming Events 

The upcoming events in the meeting screen displays the meetings that were requested by 

the supplier and approved by the EGC user. 

<need to capture image> 

5.1.3 Schedule 

The schedule pane by default displays the current day and the scheduled meetings for the 

current day. 

The schedule pane’s view can be customised in the following ways: 

• Day: By default, the day view is displayed. Click Day to display the current day and 
the scheduled meeting for today.  

By default, all day is shown. Click Show Business Hours/Show Full Day to display only 

working hours or the whole day. 
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Figure 41: Day Schedule 

 

• Week: Click Week to display the current week and the scheduled meetings for the 
current week.  

Figure 42: Weekly Schedule 

 

• Month: Click Month to display the month and the scheduled meetings for the 
month. 
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Figure 43: Monthly Schedule 

 

Click specific meeting link in the Schedule pane to open the meeting details. 

Figure 44: Meeting Details 

 

The meeting details are displayed as shown. The meeting details can be updated based on 

the type of meeting. Refer Meeting List (list view). 

Next/Previous 

The next and previous symbols in the schedule pane enable to view the next day or week or 

month based on the view in the schedule pane. 

Figure 45: Schedule next/previous 

 

Click Today to display the current day and its scheduled meetings.  
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Figure 46: Schedule -Today 

 

To view a specific day, click the date displayed in the first line of the schedule pane. The 

calendar is displayed, and the user can select specific date to view the schedule for that 

date. 

Figure 47:Select specific date  

 

5.2 Meeting List (list view) 

Meetings screen displays the list of meetings requested by the supplier and approved by the 

EGC user. The meeting grid displays the meeting(s) held in the past 6 months. The status of 

the meetings are as follows: 

• Scheduled: Meetings that are yet to happen are displayed. 

• Minutes Pending: Meeting that occurred and the minutes of the meeting are yet to 
be updated. 

• Completed: Meetings that occurred and the minutes of the meeting are also 
updated. 

• Cancelled: Meeting(s) that were cancelled. 
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Figure 48: List of meetings 

 

On the meeting list screen, the user can do the following: 

• Enter any value in the universal search textbox , the filtered 
list of meetings is displayed in the grid. 

• Click  to open the advanced filters and search for specific meeting. Select the 
Date Range, From, To dates and click Apply to filter the meeting. 

Figure 49: Advanced Filter – Meeting list 

 

 

Date Range is a mandatory field to search the grid using Advanced Filter. Click Reset to 
clear the selected filters. 

• Click  to export the meeting list to an Excel sheet. The Excel sheet is 
downloaded to the system. 

• Click a specific meeting in the grid to open the meeting details.  
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5.2.1 Scheduled Meeting 

The scheduled meetings are requests that are approved by the EGC user and are yet to 

happen. Enabling the Scheduled button in the meeting list screen the grid displays the 

scheduled meetings. 

Figure 50: Scheduled Meetings 

 

Click on a specific meeting in the list to view the meeting details.  

Figure 51: Scheduled Meeting-Details 

 

On the meeting details page, the user can perform any one or all the following: 

• Add More: Add new agenda points. 

• View Agenda History: View history if any agenda history exists. 

• Add New: Add new invitees to the meeting. User can remove a participant by clicking 
x against the invitee’s name. 

• Add details such as Meeting Information, Meeting Type and so on. 

• New Attachment: Click New Attachment in the Attachment tab to add any 
attachments pertaining to the meeting. 
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The upload option does not support uploading exe(executable) files. 

• User can view tasks attached to the meeting in the Task tab of the meeting list 
screen. 

Click Update Details to update the scheduled meeting. An email will be sent to the EGC 

personnel. 

5.2.2 Minutes Pending Meetings 

The minutes pending meetings are meetings that occurred, and the minutes of the meeting 

have not been updated. Enabling the Minutes Pending button in the meeting list screen 

displays the minutes pending meetings. 

Figure 52: Minutes Pending 

 

Click on a specific meeting in the list to view the meeting details.  

Figure 53: Minutes Pending-Meeting Details 

 

On the meeting details page, the user can perform any one or all the following: 

• Select absentees is any from the Absentee drop-down list. 

• Enable Mark As Done against the completed agenda. 
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• Click Add More to add a new agenda. 

• Click Add New to add an attendee who was not in the list. 

• Click New Attachment in the Attachment tab to add an attachment pertaining to the 
meeting. 

• Tasks assigned to the meeting can be viewed in the Task tab of the screen. 

Click Update Meeting Minutes to update the minutes of the meeting. The meeting minutes 

are updated, and the meeting is shifted to the Completed list. 

5.2.3 Completed Meetings 

The completed meetings are meetings that occurred, and the minutes of the meeting have 

been updated. Enabling the Completed button in the meeting list screen displays the 

completed meetings. 

Figure 54: Completed 

 

Click on a specific meeting in the list to view the meeting details.  

Figure 55: Completed-Meeting Details 

 

On the meeting details page, the user can perform any one or all of the following: 

• View meeting information 
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• Click New Attachment in the Attachment tab to add attachment pertaining to the 
meeting. 

• Click New Task in the Task tab to add a task, its details, assign a task and attach a file 
to the task. 

5.2.4 Cancelled Meetings 

The cancelled meetings are meetings that were scheduled and were cancelled for several 

reasons. Enabling the Cancelled button in the meeting list screen displays the cancelled 

meetings. 

Figure 56: Cancelled Meetings 

 

Click on a specific meeting in the list to view the meeting details.  

Figure 57: Cancelled-Meeting Details 

 

5.3 Record Visit 

The Record Visit feature enables the user to record an in-person meeting after the meeting 

occurred. This is used to maintain a log of the meeting and the details of the meeting for 

future reference. 
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To record a visit, follow the instructions: 

1.  Sign in to the EGC Supplier Plus application. The Dashboard screen is displayed. 

2. In the main menu, click icon to open the Meetings screen. 

Figure 58: Meetings 

 

3. Click Record Visit in the right top corner of the screen. 

Figure 59: Record Visit 

 

4. On the screen, enter the following details: 

Table 7: Record Visit 

Field Description 

Choose customer plant* Select the customer plant where the visit happened. The plants are 
populated based on the user preferences set in the user profile. 

Refer My Profile 

Meeting Title* Enter the suitable title for the meeting 

Meeting Type* Select the type or purpose of the meeting such as support visit, tool 
delivery and so on 

Contact Select the type of interaction in the meeting (In Person or Virtual) 

Room Enter the meeting room details 
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Date* Enter the date/ select the date by clicking the calendar icon. The 
dates prior to current date and current date are enabled as it is a past 
meeting. 

Start Time* Select the start time for the meeting 

End Time* Select the end time for the meeting 

Occurrence Select the occurrence of the meeting, if its daily, weekly, monthly or 
yearly 

Meeting Information Enter the meeting information 

Agenda* Enter the Agenda, the user can add multiple points of agenda by 

clicking the . 

The user should enter at least one point of agenda to record a visit. 

 

 
All fields marked with asterisk (*) are mandatory. 

5. Click Add New in the Invitee List to select the invitees for the meeting. The Select 
Assignee pop up is displayed. 

Figure 60:New Assignee Popup 
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By Default, the Email ID of the accessing user is enabled in the Invitee List. 

6. In the Select Assignee popup, do the following: 

• By default, Current Location is enabled, user can select All to display all the users. 

• My Users: Lists the users from the supplier’s organisation. Enable the users to add to 
the Invitee list.  

 
The user can add a person who is not an authorized/registered user of the EGC Portal.. 

• EGC Users: Lists the EGC employees. Enable the users to add to the Invitee list. 

 
The selected users are enabled and displayed in alphabetical order. 

• External Users: Users who are not EGC employees or from the supplier’s organisation 
can be added to the invitee list. 

• New **** Attendee: Click to add a new attendee from the supplier organization. A 
popup is displayed. Enter First Name, Last Name, Email ID, Phone Number and click 
Save. 

Figure 61: New Attendee popup 

 

 

Multiple users can be invited from each group. Required to select atleast one EGC 
primary participant. 

7. Click Submit to EGC to submit the recorded visit for approval. The visit is displayed in the 
submitted list. The recorded visit is submitted to the EGC User/internal application. 

 
Click Save as Draft to save the recorded visit and submit it later. 

8.  A confirmation message is displayed, and the visit is displayed in the list on the Requests 
screen.  

The location of the meeting and location details are displayed. 

The EGC user can do any one of the following: 

• Approve-EGC user can approve the visit, and the visit will be displayed in the 
Approved list of requests and with Minutes Pending in the Meetings list. The 
participants receive an email. 
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• Reject-EGC User can reject the record of the visit stating the reason for rejection. The 
visit will be displayed in the Rejected list of requests. 

5.4 Request a Meeting 

The Request a Meeting screen enables the supplier to request the EGC member for a 

meeting. A supplier requests a meeting with an employee to go over important product-

related topics, making sure that every facet of the offering is fully considered and tailored to 

the needs of the EGC user. The supplier can add details/agenda pertaining to the meeting in 

the request.  

The supplier can request a recurring meeting with a combination of past and future 

meetings. 

To request a meeting, follow the instructions: 

1. Sign in to the EGC Supplier Plus application. The Dashboard screen is displayed. 

2. In the main menu, click icon to open the Meetings screen. 

Figure 62: Meetings 

 

3. Click Request a Meeting in the right top corner of the screen. 
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Figure 63: Request a meeting 

 

4. On the screen, enter the following details: 

Table 8: Request a meeting 

Field Description 

Choose customer plant* Select the customer plant for the meeting. The plants are populated 
based on the user preferences set in the user profile. Refer My Profile 

Meeting Title* Enter the suitable title for the meeting 

Meeting Type* Select the type or purpose of the meeting such as support visit, tool 
delivery and so on 

Contact Select the type of interaction in the meeting (In Person or Virtual) 

Room Enter the meeting room details 

Date* Enter the date/ select the date by clicking the calendar icon 

Start Time* Select the start time for the meeting 

End Time* Select the end time for the meeting 

Occurrence Select the occurrence of the meeting, if its daily, weekly, monthly or 
yearly. 

Meeting Information Enter the meeting information 

Agenda* Enter the Agenda, the user can add multiple points of agenda by 

clicking the . 

The user should enter at least one point of agenda to record a visit. 

 

 
All fields marked with asterisk (*) are mandatory. 

5. Click Add New in the Invitee List to select the invitees for the meeting. The Select 
Assignee pop up is displayed. 
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Figure 64: Select Assignee 

 

 
By Default, the Email ID of the accessing user is enabled in the Invitee List. 

6. In the Select Assignee popup, do the following: 

• By default, Current Location is enabled, user can select All to display all the users. 

• My Users: Lists the users from the supplier’s organisation. Enable the users to add to 
the Invitee list.  

• EGC Users: Lists the EGC employees. Enable the users to add to the Invitee list. 

 
The selected users are enabled and displayed in alphabetical order. 

• External Users: Users who are not EGC employees or from the supplier’s organisation 
can also be added to the invitee list. 

• New **** Attendee: Click to add a new attendee from the supplier organization. A 
popup is displayed.  

 

**** refers to the supplier company name. User with same domain/company as the 
logged in user can be added. 

o Enter First Name, Last Name, Email ID, Phone Number and click Save. 
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Figure 65: New Attendee popup 

 

 

Multiple users can be invited from each group. Minimum of one EGC user should be 
selected to request a meeting. 

7. Click Submit to EGC to submit the meeting request for approval, click Save as Draft to 
save the request and submit it later. 

8.  A confirmation message, Meeting request has been submitted to EGC successfully is 
displayed. The meeting request is displayed in the list of requests. The request is sent to 
the internal user/EGC user as an Email. 

The location of the meeting and location details are displayed. 

The EGC user can perform any one of the following: 

• Accept-EGC user can approve the meeting. The meeting will be displayed in the 
Approved list of requests as a Scheduled Meeting in the Meetings list. The 
participants receive an email. 

• Propose new time for the meeting. 

 

The user cannot propose a new time for recurring meeting as it happens at the same 
time based on the requested occurence. 

• Reject the meeting stating the reason for rejection. 

The request is converted to a meeting if the EGC user accepts the request. 

5.5 Meeting Requests 

The Requests tab of the meetings displays all the meeting requests brought by the supplier.  
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Figure 66: Meeting Requests 

 

The supplier can view drafts, submitted, approved, rejected and rescheduled meetings and 

the number of meetings in shown by braces next to the meeting status. The supplier can 

filter the requests by status using the buttons above the grid. 

Figure 67: Status of meeting requests. 

 

The various statuses for the meeting are as follows: 

• Submitted: Meeting requested or recorded by the supplier which are sent for 
approval by the EGC user 

• Approved: Meeting requested or recorded by the supplier and approved by the EGC 
user 

• Requested for Clarification: Meeting requested and were asked for clarification from 
an EGC user. 

• Discarded: The request for meetings that were discarded. 

• Rejected: Meeting requested by the supplier and rejected by the EGC user 

• Rescheduled: Meeting scheduled by the supplier and rescheduled by the EGC user 

• Draft: Meeting request saved as draft by the supplier for later submission 

On the meeting request screen, the user can do the following: 

• Enter any value in the universal search textbox , the filtered 
list of requests is displayed in the grid. 

• Click  to open the advanced filters and search for specific meeting requests. 
Select the Date Range, From, To dates and click Apply to filter the meeting requests. 
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Figure 68: Advanced Filter – Meeting Requests 

 

 

Date Range is a mandatory field to search the grid using Advanced Filter. Click Reset to 
clear the selected filters. 

• Click  to export the meeting request list to an Excel sheet. The Excel document is 
downloaded to the system. 

• Click a specific meeting in the grid to open the meeting details. 

5.5.1 Resubmit a rejected request 

A rejected request can be resubmitted by the supplier by adding changes to the request or 

by proposing a new time. 

To resubmit a rejected request, do the following: 

1. In the Meeting Request screen, click the Rejected button above the grid. The rejected 
requests are displayed in the grid. 

Figure 69: Rejected list of requests 

 

• Click on a specific request and the request details are displayed. 
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Figure 70: Request details 

 

2. Click Resubmit and the request is opened in edit mode. 

Figure 71: Submit a Request 

 

3. Enter/Edit the details of the request. 

4. Click Submit to EGC to resubmit the request for approval. Click Save as Draft to save the 
request and submit it later. 

5.  A confirmation message, Meeting request has been submitted to EGC successfully is 
displayed. The meeting request is displayed in the submitted list of requests. The request 
is sent to the internal user/EGC user as an Email. 

The EGC user can perform any one of the following: 

• Accept-EGC can approve the meeting. The meeting will be displayed in the Approved 
list of requests and as Scheduled Meeting in the Meetings list. The participants 
receive an email. 

• Propose new time for the meeting. 

 

The user cannot propose a new time for recurring meeting as it happens at the same 
time based on the requested occurence. 

• Reject the meeting stating the reason for rejection. 
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The request is converted to a meeting if the EGC user accepts the request and the attendees 

are notified. 

5.5.2 Rescheduled meeting request 

A rescheduled meeting is the request by the EGC user proposing a new time for the meeting 

request sent by the supplier. 

To accept/decline a rescheduled meeting request, do the following: 

1. In the Meeting Request screen, click the Rescheduled button above the grid. The 
rescheduled requests are displayed in the grid. 

Figure 72: Rescheduled requests 

 

2. Click the meeting request and the meeting details are displayed. 

Figure 73: Rescheduled meeting request 

 

3. Click Accept to accept the request. The status is updated to the EGC user. 

 

The user can click Decline to decline the new proposed time. The status is updated to 
the EGC user. 
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6. Tasks 
The task screen displays all the tasks of the supplier. Users can easily monitor the status of 

each task, categorized as in-progress, not started, or completed, ensuring efficient workflow 

management. Additionally, the screen displays the priority of tasks, providing a clear view of 

task urgency and facilitating effective project oversight. 

Figure 74: Tasks  

 

There are two categories for the tasks: 

• a task assigned to a meeting (a meeting icon  is displayed with the task name) 

• an independent or a standalone task 

6.1 Create New Task 

The screen allows users to create new tasks effortlessly by entering essential details. Users 

can assign tasks to specific individuals, set priority levels to ensure timely completion, and 

attach relevant files for comprehensive context. 

To create a new task, follow the instructions: 

1. On the Tasks screen, click Create New Task. The screen is displayed as shown. 
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Figure 75: Create new task 

 

2. On the screen, do the following: 

• Customer-Plant*: Select the customer plant from the drop-down list. 

 

The Customer-Plant drop down list is populated based on the country and site 
preferences set in the user profile. 

• Meeting Title: Select the meeting from the list if the task is related to a specific 
meeting. 

 

The task does not have to be allocated to a meeting; it can be created independently as 
a standalone task. 

• Task Title*: Enter the title for the task. 

• Due Date*: Select the finish date from the calendar/enter the due date. 

• Priority*: Select the priority to assign to the task. Task can be low, high or medium 
priority. 

• Comments: Enter the comments if any. 

• Assigned To*: Click New Assignee, the Select Assignee popup is displayed. In the 
Select Assignee popup, do the following: 
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Figure 76: Select Assignee 

 

o By default, Current Location is enabled, user can select All to display all the users. 

o My Users: Lists the users from the supplier’s organisation. Enable the users to 
assign the task.  

o EGC Users: Lists the EGC employees. Enable the users to assign the task. 

 
The selected users are enabled and displayed in alphabetical order. 

• Click Add Attachment in the Attachment tab to attach files relevant to the task. 

 
The upload option does not support uploading exe files. 

3. Click Save. The new task is added to the task list with Not Started status. 

6.2 List of tasks 

The tasks screen displays the list of tasks. Three priorities are used to categorise the tasks: 

•  - High Priority 

•   - Medium Priority 

•  - Low Priority 

On the task listing screen, the user can do the following: 
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• Enter any value in the universal search textbox , the filtered 
list of tasks is displayed in the grid. 

• Click  to open the advanced filters and search for specific task. Select the Date 
Range, From, To dates and click Apply to filter the meeting. 

Figure 77: Advanced Filter – Task list 

 

 

Date Range is mandatory field to search the grid using Advanced Filter. Click Reset to 
clear the selected filters. 

• Click  to export the task list to an Excel sheet. The Excel document is 
downloaded to the system. 

• Click a specific task in the grid to open the task details.  

• Click the comment icon corresponding to the task to add a comment. A popup is 
displayed to add comment. The comment can be viewed in the task details. 

Figure 78: New comment 

  

 

If the logged-in user is the asssigned user, the user can add a comment. The comments 
are displayed in the task details. 

6.2.1 In Progress tasks 

Tasks that are started and not completed are termed as IN Progress tasks. Enable the In 

Progress button above the grid to filter the in-progress tasks.  
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Figure 79: In-Progress tasks 

 

Click on a specific record in the grid to view the task details. 

Figure 80: IN-progress task details 

 

On the task details screen, the user can perform the following: 

• Update/change Due Date by selecting the date from calendar/entering the date in 
the textbox. The old date is struck out and new date is displayed. 

• Update the In Progress percentage by clicking on the bar.  

o 0% indicates the task is not started and the status is updated to Not Started 

o Percentage >0 and <100 indicated task is in progress and the status is updated to 
In Progress  

o 100% indicates the task is completed and the status is updated to Completed. 

 

Updating Due Date and In Progress percentage can be done by the admin, assigned 
user or the user who created the task. 
The percentage change in the In Progress bar and the comments added will be updated 
in the comment section of the task details. 

• Assign task by clicking New Assignee, the Select Assignee popup is displayed. In the 
Select Assignee popup, do the following: 



 

 

 

UM1001_SupplierPlus_UserManual_v3.0 65 

 

Figure 81: Select Assignee 

 

o By default, Current Location is enabled, user can select All to display all the users. 

o My Users: Lists the Supplier Users from your company who selected this location 
in their profile. Enable the users to assign the task.  

o EGC Users: Lists the EGC employees. Select the EGC Users that you want to assign 
the task to. 

• Click New Comment to add a comment to the task details. A popup is displayed to 
add comment. The comment can be viewed in the task details. 

Figure 82: New comment 
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Figure 83: Comments  

 

• Click Add Attachment in the Attachment tab to attach files relevant to the task. 

 
The upload option does not support uploading exe (executable) files. 

The task details are updated. The assignee will be notified via an Email. 

6.2.2 Not started tasks 

Tasks that are assigned to a user but were not started are termed as Not Started tasks. 

Enable the Not Started button above the grid to filter the Not Started tasks.  

Figure 84: Not Started tasks 

 

Click on a specific record in the grid to view the task details. 
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Figure 85: Not Started task details 

 

On the task details screen, the user can perform the following: 

• Update/change Due Date by selecting the date from calendar/entering the date in 
the textbox. 

• Update the In Progress percentage by clicking on the bar.  

o 0% indicates the task is not started and the status is updated to Not Started 

o Percentage >0 and <100 indicated task is in progress and the status is updated to 
In Progress  

o 100% indicates the task is completed and the status is updated to Completed. 

 

Updating Due Date and In Progress percentage can be done by the admin, assigned 
user or the user who created the task. 
The percentage change in the In Progress bar and the comments added will be updated 
in the comment section of the task details. 

• Assign task by clicking New Assignee, the Select Assignee popup is displayed. In the 
Select Assignee popup, do the following: 
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Figure 86: Select Assignee 

 

o By default, Current Location is enabled, user can select All to display all the users. 

o My Users: Lists the users from the supplier’s organisation. Enable the users to 
assign the task.  

o EGC Users: Lists the EGC employees. Enable the users to assign the task. 

• Click New Comment to add a comment to the task details. A popup is displayed to 
add comment. The comment can be viewed in the task details. 

Figure 87: New comment 
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Figure 88: Comments  

 

• Click Add Attachment in the Attachment tab to attach files relevant to the task. 

 
The upload option does not support uploading exe files. 

The task details are updated. The assignee will be notified via an Email. 

6.2.3 Completed tasks 

Tasks that are completed are termed as completed tasks. Enable the Completed button 

above the grid to filter the completed tasks.  

Figure 89: Completed tasks 

 

Click on a specific record in the grid to view the task details. 

Figure 90: Completed task details 

 

On the task details screen, the user can perform the following: 
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• Update/change Due Date by selecting the date from calendar/entering the date in 
the textbox. 

• Update the In Progress percentage by clicking on the bar.  

o 0% indicates the task is not started and the status is updated to Not Started 

o Percentage >0 and <100 indicated task is in progress and the status is updated to 
In Progress  

o 100% indicates the task is completed and the status is updated to Completed. 

 

Updating Due Date and In Progress percentage can be done by the admin, assigned 
user or the user who created the task. 
The percentage change in the In Progress bar and the comments added will be updated 
in the comment section of the task details. 

• Assign task by clicking New Assignee, the Select Assignee popup is displayed. In the 
Select Assignee popup, do the following: 

Figure 91: Select Assignee 

 

o By default, Current Location is enabled, user can select All to display all the users. 

o My Users: Lists the users from the supplier’s organisation. Enable the users to 
assign the task.  

o EGC Users: Lists the EGC employees. Enable the users to assign the task. 

• Click New Comment to add a comment to the task details. A popup is displayed to 
add comment. The comment can be viewed in the task details. 
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Figure 92: New comment 

  
Figure 93: Comments  

 

• Click Add Attachment in the Attachment tab to attach files relevant to the task. 

 
The upload option does not support uploading exe (executable) files. 

The task details are updated. The assignee will be notified via an Email. 
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7. Cost Saving 
Cost Saving is the amount saved by the customer when an existing product is replaced with a 

new product. The cost savings are predicted or forecast based on the agreement between 

the End-Customer and the EGC personnel.  

The Supplier can only respond to RFPs raised by the plant or the customers which have been 

added to their profile. The supplier can only view the projects/RFPs raised by the 

plant/Company that were not added to their profile. 

Figure 94: Cost Savings 

 

The Supplier User can perform the following general options in the cost saving screen: 

• The Advanced Search option enables the Supplier User to search for specific records 
in the cost saving modules. 

Figure 95: Advanced Search 

 

• Enter any value in the Search textbox to search for a specific 
record. 

• Clicking on any column name in the grid enables the Supplier User to sort the record 
in ascending or descending order of the selected column. 

• Toggle the Missed Submission Dates field to view the RFPs that missed the 
submission date. 



 

 

 

UM1001_SupplierPlus_UserManual_v3.0 73 

 

7.1 Opportunities and RFPs 

Opportunities are ideas created by the EGC personnel for the End Customer and are shared 

to the privileged suppliers or Supplier Portal enabled suppliers. The EGC personnel shares 

the opportunities as RFPs to the supplier. The supplier can respond to the RFP by filling in 

the needed values as a proposal. Once a specific End Customer responds to the RFP, another 

supplier cannot respond to the same RFP.  

The supplier can respond to the RFP only if the plant/site which raised the RFP is enabled in 

the supplier’s profile. 

The Opportunities and RFPs tab displays the opportunities raised by the EGC personnel. The 

opportunities are segregated into 3 types: New, Awaiting Customer Submission, Awaiting 

Customer Approval to Test. 

Figure 96: Opportunities and RFPs 

 

7.1.1 New Opportunities 

New opportunities are the opportunities or RFPs sent by the EGC personnel to the privileged 

suppliers. The supplier can view the details of the opportunity and can submit the proposal 

to EGC with their values. The supplier can save the RFP or can mark the opportunity as No 

Quote if the supplier does not want to proceed with the RFP. 

Click the New button in the Opportunities and RFPs tab to display the new RFPs sent by the 

EGC personnel. The RFPs can be viewed by all Supplier Portal enabled suppliers. Suppliers 

who have the specific plant enabled in their profile can respond to the new RFP. 
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Figure 97: Opportunities and RFPs – New 

 

Click any RFP to open the details. The Supplier User who has access to the plant (based on 

the preferences set in My Profile) can only respond on the RFP. 

The screen for the Supplier Users who have no access to the plant is as shown. 

Figure 98: New RFP Response – Plant not enabled 

 

The RFP Response screen for the Supplier Users who have access to the plant is as shown. 

Figure 99: New RFP Response – Plant enabled 

 

The supplier for whom the plant is enabled can perform any one of the following on the RFP: 

• Save as Draft 

• Submit to EGC 

To submit to EGC, follow the instructions: 

1. In the main menu, click Cost Savings. The Cost Savings screen is displayed. 
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Figure 100: Cost Savings 

 

2. In the Opportunities & RFPs tab, click New to list the new RFPs shared by the EGC user. 

Figure 101: Opportunities and RFPs – New 

 

3. Click a specific RFP from the grid/list to view the details. 

Figure 102: New RFP Response 

 

4. In the RFP Response, do the following: 

• Savings details: The savings details are automatically populated based on the values 
entered by the supplier. 

o Target CPU Savings 

o Net Savings 

o CPU Savings 

• Plant details: The plant details can be viewed by the supplier. 
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o Plant Name 

o Opp. Ref 

o RFP Reference 

o RFP Last submission date: the RFP is automatically changed to No Quote status 
after this date. 

o Supplier Test Ref #: Supplier should enter the reference number.  

• The current details are displayed; the supplier should enter/select the proposed 
details for the following: 

o Item details 

o POU (Point of Use) and Product Info 

o Operation and Cycle time 

o Production and Machine setup 

o Coolant Information 

o Cost Analysis (Per year) 

o Savings (Per year) 

o Others 

• Supplier Attachment: The supplier can attach supporting documents.  

• EGC Attachment: The attachments attached by the EGC are listed.  

5. Click Submit to EGC to submit the proposal. 

7.1.2 Awaiting Customer Submission 

 The proposal that has been created and waiting for the customer submission are 

categorised in the Awaiting Customer Submission status of the Opportunities and RFPs. 

Click the Awaiting Customer Submission button in the Opportunities and RFPs tab to 

display the projects which are awaiting customer submission. 

Figure 103: Opportunities and RFPs – Awaiting Customer Submission 
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Click on any specific project to view the details.  

Figure 104: Awaiting Customer Submission Details 

 

7.1.3 Awaiting Customer Approval to Test 

The proposals that were submitted and are waiting for the approval of the End Customer to 

be tested are categorised in the Awaiting Customer Approval to Test status of the 

Opportunities and RFPs. 

Click the Awaiting Customer Approval to Test button in the Opportunities and RFPs tab to 

display the projects which are awaiting customer approval for testing. 

Figure 105: Opportunities and RFPs - Awaiting Customer Approval to Test 

 

Click on any specific project to view the details.  
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Figure 106: Awaiting Customer Approval to Test Details 

 

7.2 Open Projects 

Open projects are opportunities or RFPs responded to by the supplier as a proposal. The 

Phases in which the idea is termed as open has been approved by the end customer to test. 

The phases which are termed as open projects are: 

• Idea Submitted 

• Testing 

• Testing Completed 

• Awaiting Customer Approval 

Figure 107: Open Projects 

 

7.2.1 Awaiting Testing 

The proposals that were accepted and are waiting to be tested are listed in the Awaiting 

testing status. 

Click the Awaiting Testing button in the Open Projects tab to display the projects which are 

awaiting the testing process. 
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Figure 108: Open Projects - Awaiting Testing 

 

Click on any specific project to view the details.  

Figure 109: Awaiting Testing Details 

 

7.2.2 Testing 

The proposals that are being tested are listed as testing status. 

Click the Testing button in the Open Projects tab to display the projects which are being 

tested. 

Figure 110: Open Projects - Testing 

 

Click on any specific project to view the details.  
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Figure 111: Testing Details 

 

7.2.3 Testing Completed 

The proposals for which testing is completed are listed in the testing completed status. 

Click the Testing Completed button in the Open Projects tab to display the projects in which 

testing is completed. 

Figure 112: Open Projects – Testing Completed 

 

Click on any specific project to view the details.  

Figure 113: Testing Completed Details 
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7.2.4 Awaiting Customer Approval 

The proposals that were tested, the savings that were submitted and are waiting for the 

approval of the customer are listed in the awaiting customer approval status. 

Click the Awaiting Customer Approval button in the Open Projects tab to display the 

projects which are waiting the approval of the customer. 

Figure 114: Open Projects - Awaiting Customer Approval 

 

Click on any specific project to view the details.  

Figure 115: Awaiting Customer Approval Details 

 

7.3 Completed Projects 

The Projects that are no longer in process are termed as completed projects. These projects 

may be projects that were rejected as no quote, projects that were rejected at any time 

during testing, or if the proposal was rejected by the customer because of lack of CPU 

savings or ROI (Return on Investment). 
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Figure 116: Completed Projects 

 

7.3.1 No Quote 

All opportunities that the Supplier User choose not to proceed forward are listed as No 

Quote projects. The Supplier Partner should enter a reason for not proceeding with the 

opportunity. The opportunity is set to No Quote if the Supplier User missed the submission 

date. The submission date by default is 30 days from the date of sending the RFP. The EGC 

user can edit the last submission date. 

The opportunity is moved from New status in Opportunities and RFPs to No Quote status in 

Completed Projects. 

Once the opportunities are marked as No Quote, the Supplier User not the EGC personnel 

can proceed with the opportunity for this specific supplier.  

Click the No Quote button in the Completed Projects tab to display the projects whose 

status is No Quote. 

Figure 117: Completed Projects – No Quote 

 

Click on any specific project to view the details. The Reason For No Quote can be viewed 

with the other details of the RFP. 
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Figure 118: No Quote - RFP 

 

7.3.2 Proposal Rejected By Customer 

The proposal can be rejected by the End Customer during any stage of testing if they are not 

satisfied with the test results. The proposals that were rejected by the End Customer are 

listed in the Proposal Rejected by Customer status in the Completed Projects tab. 

Click the Idea Rejected By Customer button in the Completed Projects tab to display the 

projects whose idea was rejected by the customer. 

Figure 119: Completed Projects – Idea Rejected By Customer 

 

Click on any specific project to view the details.  



 

 

 

UM1001_SupplierPlus_UserManual_v3.0 84 

 

Figure 120: Idea Rejected By Customer - Details 

 

7.3.3 Test Cancelled 

The testing of the proposal proposed can be cancelled at any point of time if the End 

Customer is not satisfied. These cancelled proposals are listed in the Test Cancelled status of 

the Completed Projects. 

Click the Test Cancelled button in the Completed Projects tab to display the projects whose 

test is cancelled. 

Figure 121: Completed Projects – Test Cancelled 

 

Click on any specific project to view the details.  
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Figure 122: Testing Cancelled details 

 

7.3.4 Test Failed 

The proposals that failed achieving the desired result during the testing period are listed in 

the testing failed status of the Completed Projects. 

Click the Test Failed button in the Completed Projects tab to display the projects in which 

the test failed. 

Figure 123: Completed Projects – Test Failed 

 

Click on any specific project to view the details.  
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Figure 124: Test Failed 

 

7.3.5 Savings Rejected By Customer 

The proposal which passed the testing phase will be verified by the End Customer, the End 

Customer may reject the idea if they are not satisfied with the savings achievement. These 

ideas are listed in the Savings rejected by customer status in the completed projects. 

Click the Savings Rejected By Customer button in the Completed Projects tab to display the 

projects which are rejected by the customer. 

Figure 125: Completed Projects – Savings Rejected By Customer 

 

Click on any specific project to view the details.  
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Figure 126: Savings Rejected By Customer 

 

7.3.6 Savings Accepted By Customer 

The proposal which passed the testing phase will be verified by the End Customer. The End 

Customer will accept the idea if they are satisfied with the savings that were proposed. 

These proposals are listed in the Savings accepted by customer status in the completed 

projects. 

Click the Savings Accepted By Customer button in the Completed Projects tab to display the 

projects whose savings are accepted by the End Customer. 

Figure 127: Completed Projects – Savings Accepted By Customer 

 

Click on any specific project to view the details.  
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Figure 128: Savings Accepted By Customer 
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8. Broadcast 
Broadcasting is essential for effective communication, categorized into two key types: 

announcements and product obsolescence. Announcements ensure timely dissemination of 

important information, keeping your audience informed and engaged. Meanwhile, product 

obsolescence broadcasts highlight the transition of products, helping End Customers stay 

updated on the obsolescence products and their replacements. 

8.1 Announcements 

Announcements are formal notifications or messages typically sent to a specific audience to 

share an important update or notification that is deemed important for them to know.  

Announcements screen allows the targeted audience to view announcements, ensuring that 

everyone stays updated on crucial information such as updates, releases, and other 

important notifications. This module ensures the fact that no detail goes unnoticed. 

To view the announcement list, follow the instructions: 

1. Login to the application. 

2. In the main menu, click Broadcast, the Announcements and Product Obsolescence are 
displayed. 

Figure 129: Main Menu- Broadcast 
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Figure 130: Announcement 

 

3. Click the announcement icon to view the list of announcements. 

Figure 131: Announcements 

 

8.1.1 New Announcement 

The new announcement can be created and sent to a specific audience.  

To create a new announcement, follow the instructions: 

1. In the Announcement screen, click the New Announcement button. The create new 
announcement screen is displayed. 
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Figure 132: New announcement – message body 

 

2. On the screen, do the following: 

• Enter the Title for the announcement. 

• Enter the Message for the announcement. 

• Click New Attachment, a popup is displayed to browse an attachment. 

 
All fields are mandatory 

3. Click Next to select the audience for the new announcement. The Select Audience tab is 
displayed. 

 
Click Save as Draft to save the partial announcement to complete and publish it later. 

Figure 133: New announcement – Audience 

 

4. On the Select Audience tab, do the following: 

• Enable the locations listed in the Select Locations.  

 

The search bar enables to easily search for specific locations. 
The locations are displayed based on the preferences set for the logged in user. 
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• Enable Corporate Contacts 

• Enable Site Level Contacts 

• Search Audience (EGC Users) using the Search bar. 

5. Click Preview to preview the Announcement, the Preview and Publish tab is displayed. 

 

Click Save as Draft to save the announcement and publish it later. 
Click Previous to go back to the Message Body tab 

Figure 134: New announcement – Preview and Publish 

 

6. View the announcement and click Publish to publish the announcement. A confirmation 
popup is displayed.   

Figure 135: New announcement – Confirm 

 

7. Click Yes to publish the announcement. The audience will receive the announcement 
email, and the announcement will be updated in the announcement list. 

8.1.2 View a Completed Announcement 

To view a completed announcement, follow the instructions: 

1. In the announcements screen, enable the Completed button above the grid. The 
completed announcements are displayed in the grid. 
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Figure 136: Completed Announcement 

 

2. Click on a specific record in the grid to open the announcement.  

Figure 137: View announcement 

 

8.1.3 Edit an In Progress Announcement 

To edit an in-progress announcement, follow the instructions: 

1. In the announcements screen, enable the In Progress button. The In Progress 
announcements are displayed in the grid. 

Figure 138: In Progress Announcement  

 

2. Click on a specific announcement from the list to open the announcement. 
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Figure 139: Message Body 

 

3. In the Message Body tab, edit the Title, Message and add attachment by clicking the 
New Attachment button. 

 

Attachment can be deleted by clicking the delete icon adjacent to the uploaded file. 
The uploaded attachment can be downloaded. 

4. Click Next to select the audience for the new announcement. The Select Audience tab is 
displayed. 

 
Click Save as Draft to save the partial announcement to complete and publish it later. 

Figure 140: Select Audience 

 

5. On the Select Audience tab, do the following: 

• Enable the locations listed in the Select Locations.  

 

The search bar enables to easily search for specific locations. 
The locations are displayed based on the preferences set for the logged in user. 

• Enable Corporate Contacts 

• Enable Site Level Contacts 
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• Search Audience using the Search bar. 

6. Click Preview to preview the Announcement, the Preview and Publish tab is displayed. 

 

Click Save as Draft to save the announcement and publish it later. 
Click Previous to go back to the Message Body tab 

Figure 141: Preview and publish 

 

7. View the announcement and click Publish to publish the announcement. A confirmation 
popup is displayed. 

Figure 142: Confirm publishing  

 

8. Click Yes to publish the announcement. The audience will receive the announcement 
email, and the announcement will be updated in the announcement list. 

8.1.4 Delete an announcement 

To delete an announcement, follow the instructions: 

1. In the announcement page, click the delete icon corresponding to the 
record/announcement to delete. 
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Figure 143: Announcements 

 

2. A confirmation pop up is displayed. Click Yes to delete the announcement. 

Figure 144: Delete Announcement 

 

 
Only In progress announcements can be deleted. 

8.2 Product Obsolescence 

This product obsolescence page streamlines the process of managing obsolescence products 

by allowing users to easily upload a file containing a list of obsolete products along with their 

corresponding replacement details, thus ensuring a smooth transition to newer alternatives, 

minimizing disruptions. 

To view the product obsolescence list, follow the instructions: 

1. Login to the application. 

2. In the main menu, click Broadcast, the Announcements and Product Obsolescence are 
displayed.  
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Figure 145: Main Menu- Broadcast 

 
Figure 146: Product Obsolescence 

 

3. Click the product obsolescence icon to view the list of product obsolescence files. 

Figure 147: Product Obsolescence 
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8.2.1 Upload Product Obsolescence files 

The user can upload an Excel file with details using the template provided in the screen. 

To upload file, follow the instructions: 

1. In the Product Obsolescence screen, click Download Template. An Excel Document 
template is downloaded. 

Figure 148: Product Obsolescence files 

 

2. The file is as shown. Enter the following details in the template: 

• EDP Number 

• Obsolescence Date: The date the old product is considered obsolete. 

• Replacement EDP: The replacement product EDP 

• Replacement Cost: The cost for the replacement 

• Replacement Lead Time (Days): The number of days for replacement 

• Replacement Description: The description pertaining to the replacement. 

• Replacement Other Part# (ISO Etc): The parts that are being replaced. 

Figure 149: Product Obsolescence template 

 

3. Save and close the file. Click Upload File. A pop up is displayed. 

4. Browse the template file with values and upload the obsolescence details. 
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9. Analytics 
The data displayed in the analytics is based on the profile of the user. Any update in the 

preferences can be viewed in the next system update.  

Analytics is segregated into 2 types: Cost Savings and Sales 

9.1 Cost Savings 

The cost savings of the company and their sites can be viewed against the targets enabling 

the Supplier User to visualize how far they are from the target.  

Cost savings drill down data into locations, customer group, and customer sites to help the 

Supplier Partner view their target. 

To view cost savings, follow the instructions: 

1. Login to the application. 

2. In the main menu, click Analytics. The sub-categories are displayed in the menu. 

Figure 150: Analytics 

 

 

3. Click Cost Savings; the screen displays the cost savings graphs. 
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Figure 151: Cost Savings menu 

 

4.  The cost savings screen displays the following: 

• USD Cost Savings by Customer: The graph displays the target and the actual savings 
of each customer. By default, all the End Customer data is displayed. Target is 
displayed in blue and actual implemented cost savings are displayed in purple. 

• USD Cost Savings by End Customer Site: The graph displays the target, and the 
actual savings of all the end customer locations. By default, all the sites’ data is 
displayed. Target is displayed in dark blue and actual savings are displayed in purple. 

• Proposed Cost Savings: The status of the tests, projects and the potential savings are 
displayed in a table. 

Figure 152: Cost Savings 

 

Hovering over the graph/table will display the following options: 

Figure 153: Hover options 
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• Filter: Enables to view the filters and slicers (allow users to filter and view specific 
subsets of data in a graph or chart) affecting the displayed graph 

Figure 154: Filter option 

 

• Focus mode: Enables to expand the graph/table for clearer view.  

Figure 155: Focus Mode  

 

• More options 

Figure 156: Hover-more options 

 

Clicking More options enables the user to perform the following: 
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• Export Data: Enables to export graph/table data to an Excel file. 

 

Data can be exported to xls ot xlsx format. The data exported will applied filters. 
For larger data models, limited number of rows will be exported. 

• Show as a table: Displays the graphical data in a table. 

Figure 157: Show as table 

 

• Sort descending: Filters data in descending order. 

• Sort ascending: Filters data in ascending order. 

• Sort by: The data can be sorted in any one of the following orders. 

o Division 

o Target 

o Actual Savings 

Clicking/selecting on specific End Customer/company in the Cost savings by customer graph, 

the specific End Customer sites are displayed and proposed cost savings are updated 

accordingly. 

Figure 158: Select customer in Cost Savings by Customer 
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Clicking on an individual site in the cost savings by customer site graph will display the 

specific site in the cost savings by End Customer graph and the proposed cost savings table 

display the amount for specific ideas of the projects. 

Figure 159: Selecting specific site  

 

9.2 Sales 

The Sales screen of the analytics provide a clear view of your sales performance. This screen 
displays critical data, including the Cost Of Goods Sold(CODS) by each customer and their 
respective sites, as well as detailed breakdowns by part category and subcategory. With the 
ability to compare sales figures from the current and previous financial years, you can make 
informed decisions that drive growth and optimize your operations.  

Figure 160: Sales Analytics  

 

Hovering over specific bar of the graph displays the following: 

• Customer Group/Division/Part Category/Part subcategory 

• Cost of Goods Sold (COGS) in USD 

• Percentage of customer/division sale (only for customer and sites) 

• Percentage of customer like sales/division like sales 



 

 

 

UM1001_SupplierPlus_UserManual_v3.0 104 

 

Clicking on a specific customer will display only the specific customer sites in the USD Cost of 

Goods Sold in customer site graph. 

Figure 161: Sales for specific customer 

 

Clicking specific customer site will display the specific customer, and Cost of Goods Sold 

(COGS) by part category and sub part category. 

Figure 162: Sales for specific customer site 

 

Clicking on a specific part category will display the Cost of Goods Sold (COGS) pertaining to 

the part category for customers/sites and their respective subcategory cost. 
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Figure 163: Sales for specific part category 

 

Clicking on specific subcategory will display the Cost of Goods Sold (COGS) pertaining to the 

specific subcategory for each customer, site and the part category cost. 

Figure 164: Sales for specific part subcategory 
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10. User Management (for admin users) 
The User Management module enables administrators to create new users, monitor both 

active and inactive accounts, and manage user requests pending approval. Additionally, the 

module facilitates essential functions such as deleting, activating, deactivating, changing 

passwords, and editing user details, ensuring efficient oversight and streamlined operations. 

This module is available explicitly for Admin users.  

There are 2 types of users: 

• Admin Users 

• Users (Normal User) 

Figure 165: User Management 

 

The list of users can be downloaded and viewed in an Excel sheet. 

10.1 Active Users 

Active users are users who are currently accessing the supplier portal. The admin can view 

the list of active users and can edit the user, reset user’s password and inactivate an active 

user. 

10.1.1 Edit User 

The admin can edit an active user by editing the details, functional access and edit the 

preferences. 

To edit an active user, follow the instructions: 

1. Login to the application. 

2. In the main menu, click User Management, the User Management screen is displayed. 

3. Enable Active button in the Users tab to view the list of active users. 
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Figure 166: Active Users 

 

4. Click the edit icon corresponding to the user to edit. The user details are displayed in edit 
mode. 

Figure 167: Edit user 

 

5. Edit the following details: 

• General Information 

• Functional Access: If the normal user requests access to new modules, the module is 
highlighted specifying as new request, and the admin can enable the module to 
provide access to the user. 

• Set Preferences 

6. Click Update. The user details are updated. 

10.1.2 Reset Password 

The admin can send a request to the user to reset the password. 

To send password reset, follow the instructions: 

1. Login to the application. 

2. In the main menu, click User Management, the User Management screen is displayed. 
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3. Enable Active button in the Users tab to view the list of active users. 

Figure 168: Active Users 

 

4. Click the reset password icon corresponding to the specific user. A confirmation pop up is 
displayed. 

Figure 169: Reset Password 

 

5. Click Yes, an email is sent to the user with a temporary password. The user can login and 
change the password. 

10.1.3 Inactivate a user 

The admin can inactivate the existing user at any point of time. 

To inactivate the user, follow the instructions: 

1. Login to the application. 

2. In the main menu, click User Management, the User Management screen is displayed. 

3. Enable Active button in the Users tab to view the list of active users. 
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Figure 170: Active Users 

 

4. Click the inactivate user icon corresponding to the specific user. A confirmation pop up is 
displayed. 

Figure 171: Inactive user 

 

5. Click Yes. The user is inactivated, and the user is listed in the Inactive list. 

10.2 Inactive Users 

Inactive users are users who are registered to the application but the administrator has not 

activated the user, or the admin has inactivated the user for a reason.  

The users who have not logged in to the application in the last 45 days are listed in the 

Inactive users list. If the person is not logged in for 15 days, they receive an email reminder.  

The admin receives an email on the first day of the month with the list of users and their 

status. The admin can view the list of inactive users in the Inactive Users screen and can 

activate or delete the user. 

10.2.1 Activate the user 

The admin can activate an inactivate user or a new user who has registered to the supplier 

portal. 

To inactivate the user, follow the instructions: 

1. Login to the application. 

2. In the main menu, click user management, the User Management screen is displayed. 

3. Enable Inactive button in the Users tab to view the list of inactive users. 
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Figure 172: Inactive Users 

 

4. Click the activate user icon corresponding to the specific user. A confirmation pop up is 
displayed. 

Figure 173: Activate user 

 

5. Click Yes, the user is activated, and the user is listed in the Active list. 

10.2.2 Delete user 

The admin can delete an inactivate user. 

To delete the user, follow the instructions: 

1. Login to the application. 

2. In the main menu, click User Management, the User Management screen is displayed. 

3. Enable Inactive button in the Users tab to view the list of inactive users. 
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Figure 174: Inactive Users 

 

4. Click the delete icon corresponding to the specific user. A confirmation pop up is 
displayed. 

Figure 175: Delete user 

 

5. Click Yes, the user is deleted. 

10.3 New User Requests 

The new user requests are the users who have registered to the application from the 

login/registration screen. 

The New User Requests tab of the User Management screen enables the administrator to 

view the requests. The requests are classified into two categories: Awaiting Approval and 

Rejected.  

Figure 176: New User Requests 
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10.3.1 Delete a user request 

The administrator can delete a new user request. The admin can click the delete icon 

corresponding to the request. A popup is displayed. 

Figure 177: Delete new user approval 

 

On confirming the request is deleted. 

10.3.2 Approve a new user request 

The admin can approve a new user request.  

To approve a new user request, follow the instructions: 

1. Click the New User Requests tab in the User Management screen. The new user 
requests are displayed in a grid. 

Figure 178: New User requests 

 

2. Click the request to approve. The Registration Request details are displayed.  
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Figure 179: Registration details  

 

 
The admin can approve a new user from the Awaiting Approval or Rejected bucket 

3.  On the screen, do the following: 

• Enter/Edit general information. 

• Edit Preferences 

• Edit Functional Access- By default Meeting and Task are enabled. 

o Enable a new module from disabled state. 

o Enable a module which was requested by the user. 

 

The Meeting and Task cannot be disabled. The module requested by the user will be 
displayed as New Request against the module. 
The module requested by the user can be accessed by the user only if the admin enables 
the module and approves. 

4. Click Approve to approve the new user. The user will receive an email with a temporary 
password to login and complete the onboarding process. (Refer New user login) 

10.3.3 Reject a new user request 

The admin can reject a new user request.  

To reject a new user request, follow the instructions: 

1. Click the New User Requests tab in the User Management screen. The new user 
requests are displayed in a grid. 
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Figure 180: New User requests 

 

2. Click the request to reject. The Registration Request details are displayed.  

Figure 181: Registration details  

 

3.  Click Reject to reject access to the new user. The request will be added to the Rejected 
bucket.  

 
The rejected requests can be approved by the admin. 

10.4 Create New User 

The user management screen allows the administrators to efficiently manage access to the 

application. It features options for creating new users, where administrators can input 

essential general information, configure functional access levels, and establish country and 

site preferences tailored to each user. This streamlined interface enhances user 

management and ensures a customized experience for all users.  

To create a new user, follow the instructions: 

1. Sign in to the EGC Supplier Plus application. The Dashboard screen is displayed. 

2. In the main menu, click icon to open the User Management screen. 
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3. Click Create User in the right top corner of the screen. 

Figure 182: Create New User  

 

4. In the screen, do the following: 

• General Information 

o First Name: Enter the first name of the user. 

o Last Name: Enter the last name of the user. 

o Email ID: Enter the email address of the user. 

o Designation: Enter the designation of the user 

o Phone Number: Enter user’s phone number. 

o User Role: Select the role (Admin or End User) 

• Functional Access: The functional accessibility is based on the role selected. 

o All modules are enabled for Admin user. 

o For a general user, Task and Meeting module are enabled. The admin can assign 
access to additional modules for a general user. 

• Set Preferences- The portal data will be curated based on your preferences. 

o Select Country: Enter/Select the countries for which the user can view data. 

o Select Sites: Enable/Select the sites.  

5.  Click Create. The new user is created and is listed in the Active users list. A mail is sent 
to the user with a temporary password. The user can login with the temporary password 
and completes the onboarding process. (Refer New user login) 
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11. EGC Location 
The EGC Locations Map showcases customers and site locations across the preferred 

countries. Each red dot represents a unique customer, providing instant access to essential 

information. Simply hover over a dot to reveal detailed insights, including customer names, 

addresses, commodities, and their specific products. This interactive map not only enhances 

your understanding of your customer base but also streamlines your operations, making it 

an invaluable resource for strategic planning and decision-making. 

To view EGC locations, follow the instructions: 

1. Login to the application. 

2. In the main menu, click the EGC location icon. The map is displayed on the screen with 
customers and sites based on the preferences set in the user profile. 

Figure 183: EGC Location 

 

Hover over a red dot to display details of the customer, their commodity and products. 

Figure 184: EGC Location - Hover 
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Click on the red dot to open the details on the right. The Plant Location Address, Plant safety 

requirements, Annual Sales, Commodity, Group and Products are displayed. 

Figure 185: EGC Location – on click 

 

Click Contact to view the contact information of the site level contacts and the Corporate 

Contacts. 

Figure 186: EGC Location - Contact 

 

Click Request a meeting. The screen directs to the Request a Meeting screen. 


