Supplier Guide to the EDF Supplier Information Management Portal

This guidance pack has been provided to support EDF’s existing and potential suppliers
through the registration process of the Supplier Information Management portal.

The Portal will enable you to register your Company as a business partner to EDF and
fulfil prequalification requirements for the products/services you supply.

Once registered and created within our purchasing systems, you will be able to
maintain your own vendor master data directly through this portal.

The initial registration should take no longer than 10 minutes, but you will require the
following information:

* Company Details (e.g. legal address, company registration details etc.)
* Ordering/Factoring Locations (where relevant)
» Banking details (required for payment)

» Contact Details (by registering additional contact you will be able to add additional
portal users)

Following submission of this information and validation by our Supplier Information
Management team, you will be invited to continue the prequalification process and
subsequently become an approved supplier to EDF Energy.

If you have any concerns or problems using the system, please either contact your
usual EDF Energy Representative or the support team at suppliers@edfenergy.com .
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EDF Energy Nuclear Generation. invites you fo access our supplier portal to register and maintain company details for ABC Supplier. It is a requirement that your supplier informati to date within the portal. to ensure a continued waorking partnership

New suppliers
The portal enables you to register your Gompany as a supplier to EDF Energy and fulfil pre-qualification requirements relevant to the products/services you supply.

Existing suppliers
The portal enables you to review and maintain existing Company details and supplier relevant fo the ; supplied

Once registered a5 a supplier to EDF Energy, you may b required to complete additional pre-qualification information where the scops of supply changes or your services are required by another Business Unit
Registration Instructions

Step 1: Company Profile
You will be asked to provide/maintain the following information:

»  Company Details (e.g. legal address, company registration details efc)
= Ordering/Factoring Locations (where relevant)

= Banking Details (required for payment)

»  Contact Details (by registering additional contacts you will be able to add additional portal users)

Following submission of this information. and subsequant validation activity by EDF Energy, you may be asked to provide more information by completing one or more of the folloving pre-qualification inftiatives

Step 2: Prequalification

®  Health, Safety & Environmental Accreditations
= Health, Safety & Environmental Performance
®  Quality Accreditafions

®  Third Parly Security Assessment

®  UN Global Compact Compliance

In addition you may be invited 1o take part in further process inifiatives such as e-invoicing and Supply Chain Financing.

Achilles Verify Assessment Requirements

Nuclear Generation procures good and services from suppliers who operate safe working practices. defiver quality and environmental standards as well as being sconomically and sthically focused. We utilise the Achilles Utilities Vendor Database (UVDB) of
suppliers to support the identification and mitigation of supply chain risk

All suppliers who dsliver services on site, that are classified as high or medium risk. are required to register on the UVDB in order fa obtain an Achilies Verify assessment of Health, Safety. Environment and Qualty capability. The Verify assessment leval (81
or B2) will be determined by Achilles based on the size of your organisation.

Please find below a link to further information about Achilles UVDB and Verify.

il

www, achilles com/
Login Details
Please find below a link 1o the Supplier Portal and your user credentials

= Access the Supplier Portal at https:iedf-uat3.hi netledflhi rtal
= Username: supplier561056
= Please click here to set your new password for your account.

Pleass snsure you save the abovs information for future reference. Should you have any queries in relation to this request, plsase contact your EDF Energy contact or Supplier Managsment
Supplier Management
EDF Energy

supplisrs@edfensrgy com

t‘: e D F Powered by 7@ HICX
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All newly set up suppliers will receive an automated email
from the system providing the details and steps required to
register your supplier in the Supplier Information
Management Portal.

The email will also contain your unique username and link to
set up a password.
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Login to your account

Usernome

3.  Once you have set your password, the system will take you
back to the log in page where you can log in to access your
registration tasks.

B 4. You'll next be asked to confirm your identity via a one-time
PIN number. Click on the relevant option provided (usually

oty contimotion email) and the system will send you the unique one-time pin
via email OR SMS message.
Further Identification
- ” o : | 5.  Enter the PIN provided in the email.
vemenb e 6. Click on Submit to login into the portal.

Validate Device

Dear Alpha Bet,

Your PIN i I New PIN has been sent.
Best Regards,

EDF Energy

Verify PIN

3ins confidential information and is intended only for
Check your Email. A temporary PIN has been sent to your registered email.

Please enter the PIN you h)

L]
~ TEDF
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UELA & Privacy Policy

HICX End User License Agreement (EULA)

Username

Welcome, and thank you for your interest in HICX ("HICX,” “we,”, "our” or “us”) and our website at https://edf-
. fedi/hi

uat3.hi portal, aleng with our related websites, networks, applications, mobile applications,
and other services provided by us (collectively, the “Service”). This End User License Agreement (“Agreement” or "EULA") and
the Privacy Policy govern your use of the Service. This Agreement is a legally binding contract between you and us regarding
your use of the Service.

PLEASE READ THE FOLLOWING TERMS AND CONDITIONS CAREFULLY.

By clicking "1 Agree” (or words to similar effect during the registration process) or by otherwise accessing or using the
Service, you agree that you have read and understood, and, as a condition to your use of the Service, you agree to be bound
by this Agreement If you are not eligible, or do not agree to be bound by this Agreement, then you do not have our
permission to use the Service. Your use of the Service, and our provision of the Service to you and express license for you to
use Service, constitute an agreement between us and you to be bound by this Agreement.

1. Service Overview. As part of the Service, we provide access to our platform for organizations to manage supplier data
You may use this platform and the Service to manage your information.

2. Eligibility. You must be at least 18 years old to use the Service. By agreeing to this Agreement, you represent and warrant
to us that: {a) you (i) have legal capacity to agree to this Agreement; and (i) are fully able and competent to enter into
these Agreement; (b) you have not previously been suspended or removed from the Service; and (c) your registration and
your use of the Service is and will be in compliance with any and all applicable laws, rules, and regulations. If you are an

Privacy policy

Username

~

EDF ENERGY
SUPPLIER Information Management PORTAL

TERMS OF USE

Last updated: 25th July 2019

These Terms of Use (including the Privacy Policy) shall regulate the relationship between EDF Energy Ltd and you in relation to
the operation of and your use of the EDF Energy Supplier Information Management Portal located at (our Site). Our Site is
operated by EDF Energy Ltd a cempany incorporated in England (registered number 02366852) and whose registered office
is at 90 Whitfield Street, London, WIT 4EZ (EDF Energy, we, us, our)

Please read these Terms of Use carefully before you use our Site. They are a legally binding agreement and contain
important information on your legal rights and obligations. In particular, please note the Clauses below relating to:
Termination (Clause 7), Your liability to us (Clause 9), and Our liability to you (Clause 10).

These Terms of Use incorporate our Privacy Policy (which tells you about how we use your personal infermation and the use
of Cookies on our Site)

By ing or using our Site
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7.  Please review and click Agree on the HICX End User Licence
Agreement

8. Please review and click Agree on the Privacy Policy

(*Please note the Privacy Policy relates to the relationship between EDF Energy
Ltd and you in relation to the operation of and your use of the EDF Energy
Supplier Information Management Portal (HICX). It does not take precedence
over any existing contractual agreement you may have in place with EDF
Energy. Both UELA and Privacy Policy requires agreement to continue with your
registration. Should you have any queries on either please contact
suppliers@edfenergy.com)



Welcome!
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1. After logging into the system, the welcome page with
welcome message will be displayed.

2. Under the ‘My Tasks’ heading, you will find details of any
pending tasks you have available for completion.

Dashboard: ABC Supplier Select Supplier: SUP0025632 - ABC Suppher

Welcome : 3. Itis usually best to complete these tasks in the order in

Do B e which they are presented on the page, starting with the
‘New Relationship Registration’ Task. Click on the task to get
started

Welcome to the EDF Energy Supplier Portal.

This portal enables you to register your Company as o business partner to EDF Energy and fulfil lification requi to J you supply

Once registerad ond created within our purchasing systems, you will be able to maintain your own vendor master data directly through this portal

Initial Registration should taks no longer than 10 mins but you will require the following information

Company Details (e.g. legol address, company registration details tc)

ordering/Factoring Locations (where relevant)

Banking Details (required for paymant)

Contact Details (by registering odditional contacts you will be able to add additional portal users)

Following submission of this information, and validation by our Supplier Information Management team, you will be invited to continue the prequalification process

Click on the ‘Complete Company Profile’ button to get started.

Youhave 4 pending tasks!
If you have any questions through the registration process, or require assistance, please talk initially with your EDF Energy business contact: or use the Feedback form avallable through the lef

My Tasks Favorites Resources Notifications
Youhave 4 pending tasks!
0 No messages found
&2 3 Nuclear - New
Relationship

& 27-Dec-2023 RIV0044949 Respond to Questionnaire:
ABC Supplier-Nuclear Generation - HS&E Accreditations Learn

& 27-Dec-2023 RIV0044349 Respond to Questionnaire:
ABC Supplier-Nuclear Generation - Quality

&, 27-Dec-2023 RIV0044943 Respond to Questionnaire:
ABC Supplier-Master - UN Global Compact

Relationship Status

Each organisational unit of EDF Energy retains authority for
registering/pre-qualifying suppliers within the scope of its awn
operations. You should, therefore, always track your status in
relation to individual organisational relationships.

Customer
Organization Status Actions

Nuclear Generation [EDF STARTED
Energy]

HICX Starter Guide ‘ EDF Energy UK ‘ PROTECT - COMMERCIAL & CONTRACTS | © 2023 EDF Energy Ltd. All Rights Reserved



New Relationship Registration

Submit Data

Request Information
Organization Unit
supplier Type

Manage Internally

Trading Entity Information

Trading Name *

Legal Name

sales telephone number *
Sales fax number

Sales email address *
Strest *

Street2

Contact Information

First Name *

Last Name *

Email *

Contact Type *

Telephone *

Position

Street )

Street 2

street 3

City

Postal/Zip Code

Country

Save Draft

eneration - New Relationship Registration

Nuclear Generation

Standard

ABC Supplier

01234567891

ABC street

b‘ﬁ DF
N ©
1. Within this task, you can edit and add your company
information.

2. This also includes contact information...

3. ..and your bank account for payment. You will also need to
include a Bank Proof Document here which can be any one
of the following: Bank details on signed letterhead paper,
Void Cheque, Bank Statement, Blank invoice.*

4. Once all details have been completed, scroll back up to the
top and click ‘Submit Data.’

EDF’s internal Supplier Information Management team will then
validate the details and confirm them into the system.

ABet@ABC.com

01234567891

United States

Bank Account Information

Account Currency *

Bank Country *

Bank Name *

Bank Number

Bank Account No

Account Holder *

Reference Detais

SWIFT Code *

IBAN NG,

Proof Document *

Paymant Mathad

“4

Choosefile Mo fila chosen

*Please note, only ONE bank account
per currency can be held against your
supplier record. Please contact
suppliers@edfenergy.com if you
require any assistance with this.

HICX Starter Guide ‘ EDF Energy UK ‘ PROTECT - COMMERCIAL & CONTRACTS | © 2023 EDF Energy Ltd. All Rights Reserved


mailto:suppliers@edfenergy.com

Completing Initiatives

My Tasks

r"—r:L 27-Dec-2023 RIV0044949 Respond to Questionnaire:
ABC Supplier-Nuclear Generation - HS&E Accreditations l
r‘—r{z 27-Dec-2023 RIV0044949 Respond to Questionnaire:

ABC Supplier-Nuclear Generation - Quality

er 27-Dec-2023 RIV0044949 Respond to Questionnaire:
ABC Supplier-Master - UN Global Compact

RIVOD449@I to Questionnaire: ABC Supplier-Nuclear Generation - HS&E Accreditations

Cancel Save Draft

1) General Information

1)

Please upload all certificates that you have, or are required to provide to supply Goods and/ or Services ta EDF Energy
EDF Energy requires ISO certificates to be UKAS accredited, or a similar national accreditation body. *Mandatory responses require.

OHSAS 18001 will be completely replaced by 15045001 by March 2021

2) 1SO Triple Certlii 0 9001, ISO 45001 and IS0 14001)
21) Is your com ied to the ISO triple ves
certification? * No

6) Policies
6.1) Please provide a copy of your H&S Policy * Yes
No
6.3) Please provide a copy of your Environmental Policy * Yes
No
6.5) Please provide a copy of your Drugs & Alcohol Policy Yes
M

No

#_

rgd 27-Dec-2023 RIV0044949 Respond to Questionnaire:
ABC Supplier-Nuclear Generation - HSE Low Risk
Supplement

My Tasks

«'~eDF
N
As a new provider to EDF Energy, a series of initiatives will be
sent to you for completion. These are sent based on the type of

service you will be providing to EDF, dependent on the business
unit. This is known as our ‘Prequalification Process’

1. Each initiative is generated by its own task. Click on one to
get started

2. All mandatory questions are shown with a red asterisk (*)
and require completion before submitting the information

3. Once you have completed each initiative, click on the
‘Submit’ button at the top of the page

4. Once the initiative has been submitted, it will be sent to the
relevant Subject Matter Expert within EDF for review. Should
they require any further information or clarification, they
may reach out directly or via a supplementary initiative
which you will find in your ‘My Tasks’ box. If any
supplementary initiatives are sent, you will also be sent an
automated email from the system to let you know there is a
pending task awaiting your attention

|
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Registration Complete

]
~ S €DF

Dear Alpha Bet.

‘We are pleased to confirm that supplier ABC Supplier has successfully completed our supplier onboarding
process and is now active to do business with organisation Nuclear Generation.

Please keep a record of your login details as you should use the Supplier Portal to update and maintain vour
information. You may also receive perodic notifications and requests from use via the communication centre in

the Supplier Portal.

Supplier Management
EDF Energy

suppliers @edfenergy.com

«'~eDF
A
Once all tasks have been completed, reviewed and approved,
your registration will be activated and you will receive email

notification from the system notifying that the registration
process is now complete.

Your 'My Tasks' dashboard will also be blank indicating that all
tasks are now complete. The 'Relationship Status' dashboard
will also display ‘Accepted’ confirming a successful supplier
onboarding.

My Tasks Favorites

No tasks to display !

Relationship Status

Each organisational unit of EDF Energy retains authority for

registering/pre-qualifying suppliers within the scope gof its own
operations. You should, therefore, always track you
relation to individual organisational relatiogship;

Customer

Organization Status
Nuclear Generation
[EDF Energy]

Resources

Notifications

No messages found

Learn

HICX Starter Guide ‘ EDF Energy UK ‘ PROTECT - COMMERCIAL & CONTRACTS | © 2023 EDF Energy Ltd. All Rights Reserved



How to Reset your Password

L)
o
v'seoF

Login to your account

Identity Confirmation

Further Identification

We doritrecogi e cormpudsr you e sing A lmporary PN wil b sent b you forerifcoon pefer

Homobie number
5 ‘wosprovidedin the
useracsount.
Emai

Ot gemaizom

AV“
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Validate Device

New PIN has been sent.

Verify PIN

Check your Email. A temporary PIN has been sent to your registered email.

Please enter the PIN you hy

PIN:
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For existing registrations, if you have forgotten your
password use the ‘Forgot Password?’ link on the log-in page
to reset it. The email you will receive will also contain your
Username.

To confirm identity, click on the relevant option (usually
email) and the system will send you a unique one-time pin.

Enter the PIN provided in the email.

Click on Submit to login into the portal.



How to Edit your Details ¢
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1. To edit your details (contact, bank, address’ etc.)
hover over the side bar and click ‘Company Profile’

upplier 2. To edit your main company information, click
‘Update’ next to Legal Entity

Dashboard

Gompany Profia Fawe 3. You can toggle between these 3 areas to

update the relevant details:

A) Locations - add or edit your company’s ordering
Company Profile Q locations / factoring arrangements. This is for
w additional locations and should not replicate the
QL‘ . address provided in your main company details

Legal Entity Hupdate
Locati e . B) Bank Accounts - add additional accounts or edit
ocations Add Factoring Location Add Ordering Location R .
supplier Details your existing account*
Name ABC Supplier
Here you can manage your company's ordering locatiens and/or any factor
arrangements you may have in place. Please add any ADDITIOMAL ordering LR H
e number 01234567891 locations for the legal entity you are registering (to aveid duplication please C) ContaCt - add addltlonal ContaCts or edlt the

do not add the main address already providedds vour Company Details). existi n g ones
ABC@ABC.COM

Description
ABC Street P Locations Bank Accounts Contacts
There is currently no

Street 3 locations  Bank Accounts  Contacts *Please note, only ONE bank account
Bank Accounts +Add be held i
ity London per currency can be held against your
e supplier record. Please contact
ostalfZip Code ABIIBC ) suppliers@edfenergy.com if you
) Here you can amend your company’s bank account(s). . " . -
Country United Kingdom If your original bank account has changed please Edit your existing bank Contacts +Add require any assistance with this.

account by clicking the name on the Descy
bank data within our payment systems.

Please note, by clicking 4dd you will add additional bank accounts to those Desc ription Last Modified
collected through the onboarding process.

ription column to update your

Alpha Bet  Default Dec 27,2023

Description Actions




How to check the Status of Invoices
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The invoicing Module allows you to track the status of
your submitted invoices.

Dashboard

Company Profile . L.

- 1. To access the invoicing module, hover over the
D side bar and click ‘Invoicing’

Invoicing

Privacy Policy

2. Use the various filters to search through your
tus invoices to see their status

Invoicing select supplier: SUP0025632 - ABC Supplier e
_a
Invoice Module Information
The invoicing module allows youto:
Track
the
status
of your

invoices

Invoices p

Status Select an optien

Invoice Amount [ | 1o |

Inveice Date [ | @ To [ | @

Invoice/ Credit

Currency  Invoice/ Credit Number Date Gross Invoice/ Credit Value  Invoice/ CreditReceiptDate  NetDue Date

Puymam Under Invoice
y Date Query Status




Communication Center & EDF Privacy Policies
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Dashboard

Company Profile Favi
Communication Center 0
Communication Centre
Invaicing
Privacy Policy N R N
- 1. Any communications sent to you from EDF via the
Communication Center Select Supplier: SUP0025832 - ABC Supplier . . . . . N
- portal will show in the ‘Communications Center.’ to
see your messages, hover over the side bar and click
Messages I3 . . E}
- - Communication Center
For home For business Large business About Us
Dashboard :'-“eDF
Company Profile
MyAccount Geta quote Moving home heating Solar panels Energy efficiency Smart meters Electric cars. Help and support Privacy Policy

Communication Center 0

Invaicing
W, EDF privacy and

Privacy Policy ? . 2. You can also view EDF’s Privacy Policies. Hover over
cookie policy

the side bar and click ‘Privacy Policy’ to be taken to
EDF’s external website showing the policies.

N\

. Privacy and Cookie Policy

. Customers Privacy Notice

Cookie List
—




Setting Preferences & Viewing Portal Privacy Policy / EULA
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Dashboard: ABC Supplier

Select Supplier: SUP0025632 - ABC Supplier

My Tasks Favorites Resources
No tasks to display !
Relationship Statu:

- ) Preferences

Each organisational unit of E
Llanguage  Password Username
Use the list below to select the language of the application.
Language
Change Language
Dashboard: ABC Supplier Select Supplier:  SUPO025632 - ARC Supplier a
My Tasks Favorites Resources

No tasks to display !

Relationship Status

Each organisational unit of EDF Energy retains authority for

¢
& SeDF

Preferences

3. To set your user preferences, e.g. language or
password, click on the profile icon in the top right-
hand corner, then ‘Preferences’.

Privacy Policy & EULA

4. You can also view the Privacy Policies and EULA
which you agree to at the very start of the process by
clicking on the profile icon in the top right-hand
corner, then selecting the relevant option.



Logging Out

Dashboard: ABC Supplier

My Tasks Favorites

No tasks to display !

Relationship Status

Each organisational unit of EDF Energy retains authority for

Resources

Select Supplier: SUP0025632 - ABC Supplier

supplier561056
ABC Supplier
Notifical

Mo messages

B End User Lic (0 nent

Learn Sign out

¢
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5. To log out of the system, click on the profile icon in
the top right-hand corner, then click ‘Sign Out’
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