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Welcome Letter

Hello,

Effective June 1t, 2020 you can expect to use the supplier portal as your one stop shop for all
information.

What is the supplier portal and what are the benefits?

The supplier portal is a browser-based platform that enables collaboration between your organization and
Hormel Foods. The supplier portal will provide visibility into agreements, purchase orders, invoices,
receipts, and real-time contact information. This system will provide you with the opportunity to manage
your own change requests, advanced shipping notices, and profile.

What do | need to know?

Logging in:

You will receive an e-mail with a link to create an account. Your login ID should appear in the
“Name.Name” format. Please make sure that you bookmark the website after you log-in. Once your
password has been set, login using your user name and newly created password.

Ouir first ask of you is to review and update your existing contact information. Please make sure to assign
a contact if you haven’t done so already. You can add multiple contacts, and delegate roles to perform
specific tasks for each supplier site. When adding contacts to the portal, it is important to note the system
will default to one primary contact. You must activate these contacts as a user account. If other users are
being added into the Supplier Portal, they will receive a subsequent e-mail to login.

This packet contains all supporting material you will need to execute your tasks. Please refer to the table
of contents above for the step by step process for the following tasks below:

Submitting Supplier Registration Request

Supplier Portal Roles

Login and Navigation

Updating Supplier Profile

Acknowledge & Review Agreements and Purchase Orders
Creating Purchase Order Change Request

Responding to Sourcing Events or Negotiations

Reviewing Invoice, Payment, and Receipt Information
Completing Supplier Questionnaire

E-mail notifications
You should receive e-mail confirmations on any type of approval, rejection, and request for
additional information from the company.

Questions or concerns?
Reach out to your corporate purchasing administrator.

Best Regards,

Matt Swigerd
Corporate Manager of Purchasing
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Submitting Supplier Reqgistration Request

Supply Chain Quick Reference Guide (QRG)
As of 05/01/2020

Provides step-by-step instructions and process considerations to submit a supplier registration request.

As a supplier, you may receive an email with a link to access the supplier registration portal. (The
Step 1:  TEST screenshot is portrayed below for illustrative purposes). Click the link. Note: You can also
find this link on the Hormel Foods homepage.

Drear Supplier,

Please access the below URL and provide the information as requested to initiate the registration process,

https://ekkh-test.fa.us2.oraclecioud.com/fscrml/faces/PrcPosRegisterSupplier 2preBuld=300000009496862

Thanks
Bu?ed

You have been redirected to the Register Supplier screen. Notice there are eight phases to the
Step 2:  registration process. Fill in relevant details in each screen, and Click Next to proceed to the next
phase/screen.

=W Hormel
Foods

0 @ © ® 6 ® O O

Company Contacts Bank Accounts Products and Questionnalre Review
Details Classifications Services
Register Suppler: Company Detd
Enter a valle for at least one of hese flglds: D-U-N-5 Number, Taxpayer 10, or Tax Registration Number.
* Company D-U-N-5 Number
* Tax Organization Type A Tax Country v

Supplier Type v Taxpayer ID

Caorporate Web Site Tax Registration Number

Attachments None = Naote to Approver

Additional Information

Enter known Hormel contact if available

Your Contact Information

Fntar the contact information for commaonicatinne renardinn this renictration
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e Attach a Federal EIN document (preferred) or your W-9.

e Any field with an * (asterisk) is a required field.

Step 3:  Enter required information in the Company Details section and click Next to proceed.

= Hormel
Faads

@ ©®© & & & 6® 0O ©®

Company Cantacty Adiresre Dusiness  Bank Accounts Produch and CumsSonnaine  Ravew

Detaily Clasaficabirs
Ister Supplier; Company Details fhach Sava for Later | Register
Erter 8 vahue for 8l kas? one of Mese hetds. O-U-N-5 Numbet. Taxpayer 10, of Tax Registration Numbe:
" Company  Test Company Suppier DL.LL3.5 Mumbar  FE55L8577
© Tax Organization Type  Corpaeanon . Tax Country  Unded Stites -
supplier Type * Tazpayes 10 673540
Coaparnta Wab Sita Tax Reginiration Mumbsr GE7558353
Anachmonts None S Nose 50 Approves

Additional Infarmation

Enter known Homel cantact if availabie

Your Contact Information

Entai he contact mionmaton ot commaicalions Fegarting Tis regiaton

" FiratMame  Suppies

" LastMame Contact

© Email - pamscon Am20Z0ggmaK com
© Confitm Email  pamszon Am2020@gmal com

Step 4:  The Contacts screen is displayed.

= The Contact Information updated in the previous screen will appear on the screen below.

[ [ore—m—

Regisier Supplier: Contacts o ml mm m

Enter o lasst e contact
Acens v Vew v Foeman o Creaw B 3 Detete » Detach
—-

s Job Tda Bl Adeinisistive  Rogorst User g e
I Comtact Suppss PRl P20 g o + s x l

Cotumn Hsdan T
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Step 5: In the Contacts screen, click + Create to enter a new contact.

A pop-up box will appear. Fill in the required information and Click OK. The list of the supplier

Step 5a:
P roles is displayed below.

Step 5b: Click Next.

Company Contacts

Details
Register Supplier: Contacts
Enter at least one contact.
Actions w View w Format w / Edit 3 Delete Freeze 1’ Detach Wrap

Name

Contact, Supplier
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Role Description

Supplier accounts receivable specialist Manages invoices and payments for the supplier
company.

Supplier bidder Manages requests for quote, requests for
proposal, and requests for information.

Supplier customer service representative Manages inbound purchase orders and
communicates shipment activities.

Supplier sales representative Manages agreements and catalog pricing.

Supplier self-service administrator Manages the profile information for the suppler

company, including updating supplier contact
information and administering user accounts.

= Hormel
Fooads

(<) (3) 1) () (&) (7) (®)
& . ontacts AT ok ALCE shonnane Renew
i - Senvices
Register Supplier: Contacts m = mm M

Entar at jeas? one contact
Acbors v View v Foemal v f Crwale [l X Delele e Detach

Administrative  Request User
Name Joh Title Emall Comact Riroust Edit Delote

St ok jonmaminggman com ’ 4

Gttt Suppiee pamects nmRTEaEgmal - o« rd 4

Step 6: A pop-up window appears. Update the required fields and click OK.

= You can add Address Contacts against the address added by clicking the Add = icon.
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° Anaress Line 1

Addrass Line 3

Addrss Ling 3

Andrews Lies 4

A new address has been added.
Click Next to proceed to the next phase.

LA A

Comgany Contacts Addresses Business  Bank Agcounts Products and. Questionnaire Faview
Detsis Sennces

Step 7:

Classifications
Register Supplier Addresses EM
Actions w \lew w Fomatw o Create # Edit 3 Delete Freeze  |o| Detach Wrap
Address Name Address Phone Address Purpose E
Corporate TestAand M Callsge TX 77243 Brazos Drsering: Remit to: RFS or Sidding

Columns Hidden 3
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The Business Classifications screen is displayed. If needed, add a classification.

Step 8:
P If supplier does not fit any classifications, Click None.

0000 & 6 O O

Company Contacls Bank Accounts Products and  Questionnaire Review
Details Classificati... Services
feinnme hess Classiications Cave [ o

" Mingrity Owned

Ep n or select none applicable,

Service-disabled Veteran Owned bojicable

b Small Business + X Freeze = Detach Wrap

Veteran Owned . -
| Subclassification  Certifying Agency %ﬁgemﬁrmg Certificate Start Date EE):‘E'elmnon Attachments MNotes

Woman Owned
v v midly midiyy None ==

On the Bank Accounts screen, click + Create to update your bank details, similar to how you
updated your address.

Step 9:

= Horimel
Foods

~ ~ P fon ) o
G— 00— @ ® O ®
Comgany Contacts AZPEIEE = 3 Dank 31 @ Quesbiomnare  Rgview
Detads tadas bons Accounts Sar
Register Supplier: Bank Accounts [ oc | ezt [l sove tor taser | meginter [ comcer |
Account Number Ban Currency Bank Ednt Debete

Mo 033 to dagiay

Cotumns Hidden §

e This is an optional field in the self-registration process.

Step 10: Once done, click Next.

=W Horimel
Foods

Company Contacts e L Busness B DAu! Lh] o
[ Cazntalins Sere
Eaiciite By e Rl Abomais (e s J e | e =
Acbond w Vew v Formal w e Create # Eant X Detete T = Detach
Account Number INAN Cumancy Nank Edit Daleza

R

Columns Hidden 3
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Step 11: Onthe Products and Services screen, click Select and Add.

= Horimel
Foods

- " - —
) 7 IC
—r—o— O —G— @ — 0 — O
Compeny  Cotacts  Atdresses  Businéss  Bank Accounts Products and Oueshonnase  Fvaw
[ Classnications Services

Register Supplier: Products and Services | et [ sve tor ter | epioer |
Actons w Vs w Fomat w Treers ('] Detach Wi

Category Nama Description Removs
N oiti bo dspay

Step 12: A pop-up window will appear. Select ALL desired Product and Services and Click OK.

Select and Add: Products and Services

4 Search

Category Name Description

View v Fommat w Fr=eze  [y] Detach Wrap
Selest Category Name Description

4 @m Froducis =nd Services
* E INDIRECT. KNIVES INDIRECT. KNIVES

v B INDIRECTARTWORK & FLATE CHARGES INDIRECTARTWORK & PLATE CHARGES

» B INDIRECTBAGS ] INDIRECTBAGS

» E INDIRECT:BRUSHES INDIRECTBERUSHES

» B INDIRECTCHEMICALS SANTATION INDIRECT CHEMICALS SANITATION

b B INDIRECTCHEMICALS \WATER TREATMENTAND  iDIRECT CHEMICALS \WATER TREATMENT AND OTHER
» B INDIRECTCLEANERS INDHRECT CLEANERS

» B INDIRECTFARM ANIMAL FEED INDHRECT FARM ANIMAL FEED

b B INDIRECTFARM ARTIFICIAL INSEMIMATION INDIRECT FARM ARTIFICIAL INSEMINATION

Columns Hidden 1
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Step 13: On the Questionnaire screen, answer the questions, and click Next to proceed.

=W Hormel
Foads

Register Supplier: Questionnaire

et J o Y o bt | i
Wiaicama 1o 104 Hermal Suppler Rgawaton procartl FARia rszind 1o e falwing quailisns 1o 1 best ol yeur abdny

Attnchmants fzea

Questions
Prospactive Supplier Dusstionmsirs |Secsan 1.af 1)
Section s
1 S O slandards?
& 1 Prowecive Suppier CusiSdnsin v i Paim O

Astachmanis.
A YES
b.NO

Comments

"2 Doyou agise win
Alachments T C_

8. VES
b NG

Comments

oo

DeTarfed. SUSEEN0ED. Bropased fof QBT OF Bidared NkgEde Jor B iwand of cONtraces Uy any Fegeral aency

D, SHBIF GO BT T A0vE FIGUISNE BT i ROt DRORCADM 1) Bt

ot COMPanY e NVECAd less Man §30.000 anaualy 1 Hommel Foods Com)
© Sedr cannot compy

Comments

ﬂ e Make sure you read and understand the attachments.

Step 14: You are now at the last and final stage. Review the details and click Register to submit your
p s registration request.
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- 000 0 0 0609

Company  Conmcls  Addvesses  Blsiness  Bark Accounis Froducts and Questioonzce Review
Datals Crassfications Servless

Review Supplier Registration” Test Company Supplier = - smmu Ex

Company Dstails

Company Test Company Suppiar DAUN-5 Number 788554677
Tax Organization Typs  Corporatan Tax Country United States
Supplier Type  Consumer Afsrs Taxpayer ID 57E545
Corporats Web Site Tax Registration Number 25738554

Note o Approver

&
Additional information
‘Enter known Hormel contect if availsble  sowvs dey
Attachments
Actions ¥ Vew w
Type * File Name or URL Title Description Attsched By  Attached Date -

] 3

Columns Hidden 1

Step 15: A pop-up window appears. Click OK.

v Confumation x

*four registration request was submitted. Fou will receive ane-mail after your registration requestis

reyvisswan
D} | oK I

ﬂ e You will receive a notificaition via email if your request has been accepted or rejected.
Pleaes make sure to check your junk folder.

= M Gmail Q. ekkh-devd.fasendar X - @
= @ % 1-20i2 ¢ > m- 0O

i— Compose

ekkh-dev4.fa.sender inbax  Supplier Registration Request 16004 Was Approved - Your registration request to be a suppli 2:32PM
[J Inbox 37 3

ekkh-dev4.fa.sender Inbox FYI: Supplier Contact User Account for Hormel Foods Corporation was Created - Supplier Coni. 231PM
+ Starred

O, Some messages in Trash or Spam match your search. View messages.

@ Snoozed
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Supplier Portal Roles
As of 05/01/2020
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Role

Description

Supplier accounts receivable specialist

Manages invoices and payments for the supplier
company.

Supplier bidder

Manages requests for quote, requests for proposal,
and requests for information.

Supplier customer service representative

Manages inbound purchase orders and
communicates shipment activities.

Supplier sales representative

Manages agreements and catalog pricing.

Supplier self service administrator

Manages the profile information for the supplier
company, including updating supplier contact
information and administering user accounts.

Hormel Foods: Supplier Portal Reference Guide
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Login and Navigation
Supply Chain Quick Reference Guide (QRG)
As of 05/01/2020

Provides step-by-step instructions on how to access and navigate the supplier portal.

Using the Chrome browser, click on the link provided in the welcome email (or enter the URL in

Step 1.
the browser window) to open the Hormel Foods supplier portal.

C G httpsy/

{=

Q,  Search Google or type a URL

# Customize

Hormel Foods: Supplier Portal Reference Guide 13



Step 2a:  From the Oracle Application Cloud homepage, enter the username (Name.Name) and
password you were assigned.

Step 2b:  Click on the Sign In button.

SIGN IN
ORACLE APPLICATIONS CLOUD

Frgor Password

Sign In @
English

ORACLE’

Hormel Foods: Supplier Portal Reference Guide 14



Updating Supplier Profile
Supply Chain Quick Reference Guide (QRG)
As of 05/01/2020

Provides step-by-step instructions on how to view and update their supplier profile information using the
Hormel Foods supplier portal.

Step 1: Log into Oracle Cloud.

SIGN IN
ORACLE APPLICATIONS CLOUD

Stelzner Tristan

--------------

ORACLE

Hormel Foods: Supplier Portal Reference Guide 15
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Step 2: On the left navigation pane of the supplier portal, scroll down to Company Profile and
click Manage Profile to view and/or update supplier details.

Supplier Portal

* MANAGE HCNSUNS canceled 1 Invoice Amount 120 uso
» Acknosiedge Schedang in Spreadshoat 1 Invoicn Price Vatancs Amount us

Agresments
= Manage Agleements

Shipmants

« Creste ASBN
» Lipioad ASN o ASRH

W Schedules Cvendue or Due Teday
Delivaraties
=+ Manage Detiveraties
Supplier News
Camsigned Mventory

» Raview Consumobon Advices

Inwoices and Payments

Auctons om Seler

Selar Auchions

- ViewAr
- Manage Sakar Aucten Bk
Gualifications

+ Manage Cuestennases

= Viaw Oualdcatons

Company Frofie
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Step 3: Click Edit to update your company information.

Company Profile w

Requested By Thorton By Changa Dascrption
Request Date 5520

Last Change Request 6001

Hoequest Slatus  Processed

Organizalion Details  Taxidentfers  Aodessos  Contocts  Puyments  Business Cussibcatons  Products and Servces

4 General
Company  UAT WIS Smskong Bily Shon Tax Organization Type  Farnanshin
Supplier Number 10015 Stus Actve
Supplier Type  Service Attachments Mone

4 Identification

DULM.S Mumber 1507536541336 Nations! Insurance Numbe:

Customet Namber Coaporste Web Site
SiIC

4 Corporate Profile

Year Estabiished Chisf Executive Titse

Mrsason Stalerent hiel Executive Naime

Principal T

L Principal Nanse.
Yoar incorporated

4 Financial Profile
Cumant Fiscal Year's Pomansisl Revenus
Prefered Funciional Currency

Fiscal Ynar End Month

Step 4: An edit warning message will display, click Yes to continue the edit process.

o

8 roquett for ha profia. n yoo wank 1o cantinu?

Ho
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Step 5a:  The Edit Profile Change Request screen will appear.

Click on the Contacts tab to assign a contact if you haven’t done so already. Click the + button to
add an additional contact.

¢ Note: When adding contacts to the portal, it is important to note the system will default to one
primary contact. You can add multiple contacts, and delegate roles to perform specific tasks
for each supplier site. You must activate these contacts as a user account in Oracle
Cloud. If other users are being added into the Supplier Portal, they will receive a subsequent
e-mail to login.

9%
= Hormel
Foods

Edit Profile Change Request: 16001 [ 5o |

Actiors v View w Fomatw | 4 B Statss  Acive v win - Detach

Nama. v JobThis v Emall 4 Phane Adminkstratve o pecoune Status.
Comact

ced CERGemercEtest com At

TRt hormal com a L] Aivg

Hormel Foods: Supplier Portal Reference Guide 18
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Step 5b: The Create Contact pop-up window will appear. Enter in the contact information.

Create Contact

Sanlaon -

© First Name ok

Migdio Nama

" Last Name  Dos

Job Tine
' Admiksyatve cootac

4 Contact Addresses
Abons w View w Fomal w (B

Address Name Address
o daka s daplay
Column esdan §

4 User Account

FRoquist user account

Hormel Foods: Supplier Portal Reference Guide 19



Step 5¢:  In the Contact Address section, click the

sites.

Job Tile
/| Administrative caotact
4 Contact Addresses

Actions w  View v Format w

Address Name
Na ciata o cispéay
Columns Hidden 5

4 User Account

Step 5d:

Hormel Foods: Supplier Portal Reference Guide
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() button to assign the contact to one or multiple

Select the sites you would like to assign the contact to and Click Apply.

20
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Select and Add: Addresses
4 Search

Address

View v Format v Wrap

Address A ¥
N Address

CRFP 4 ONIOM... 10 Hormel F 1, CA 04588,

Test Address 1 1451 24th 5t Evanston, ILLINOIS 60202, Cook
TestAddress2 1520 \ste St Number Five, COLORADO & ..
TestAddress3 1203 Waukegan Rd Libertyvile, ILLINOIS 60...

Rows Selected 1

s
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Step 5e:  If you would like this contact to be the administrative contact, Click the Administrative
Contact Checkbox. Click the Request User Checkbox to request a user account for
the contact.

* First Name  Jacob
Middla Name
" Last Name  Wiliams
Job Title
4 Contact Addresses
Achons v View v Fomatw X B Froore ' Detach g
Addross Nama Address Address Purposo Status
| R — 1520 Piatte St Numbir Five, COLORADO 80202 Deves Ordesing, Remitdo; RFOQ o Bidding  Aciie
Test Addeess 3 1203 Wankngan R Libertyvils, ILLINIS 0048 Laka Crdsting, Remit fo; RFQ or Bidding  Active

Colmns Hidden §

4 User Account

‘

Frean | Detach

Step 5f:  The roles within the User Account section will appear. Select the appropriate role and
Click OK.
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Camate Contact

e 5]

* P sscco

Meta M

* Lt M gy

SehTine
o Mera

4 Contact Addresses
Ay w Veww Forsiv X B Froees ' Dvmeh < W
Ackdrens Homa Addesa Addrean Puspane
1420 Pus St Pt P, COLORADD K52 Do Crerg, Pt PG o Bty A
Ot Rt i RO or Bing A

Tout 2o 1
Tout A 1 1353 Vomubngan R Lk, ILLNEIS 80048 L sk

[or————

# User Account

The Edit Profile Change Request screen will appear. Here you can continue to make
additional profile changes. If you are ready to submit your changes, click Review

Changes.

Step 5g:

Note: The green check marked under “User Account” will appear once the contact has
been approved by Hormel Foods’ support team.

To review the Address change request steps, for example, proceed to step 5i in this
guide.

Edit Profile Change Request: 4001

Change Description

Business Classificaions  Products and Senvces.

Croanization Defails  Tax Mentlers  Addresses  Contacts  Payments
Actions v View v Fomaly 4 M Status Actve :5 froere ' Dotach Wrap
Name ~ v Job Title 4 Email & Phone Rdministiative  ser Account  Status
Smith, Join Jzmithi@gmail com (5T M5 6445 ] Acive
Stetzner, Tristan Hristan stelzner@omail com [] Active
Wiliams, Jacob JWiams@amail com (8471786 x1123 ] Active
Colimns Hidden 7
23
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Step 5h: Click Submit.

=3 Hormel
Foads

Review Changes

Change Description

ZEIE
]

4 Addresses

View w  Format w

Phone Fax

+
+
+

Columns Hidden 8

4 Contacts

View v  Format v
HName

+ S Jow

o Job Titke a~ Email a~ Phone Admlalstrathve o pccount  Status Details
Jsmithghgmat com (TETIES 1ddds (] Actve

[ ] Stetzner, Trstan Irestan steizrengigmail com (-] Actve

4 Wikiams, Jacob JerilarresEgmail com BATTEE 11123 L]

Columns Hidden 7

Actve

a4 @ @

Step 5i:

If you wish to continue making changes to your profile, the Edit Profile Change Request screen
will appear.

For this example, click on the Addresses tab to update a telephone number.

,’
=3 Hormel
Foods

Edit Profile Change Request: 16001

Chaage Description

ot o o i L o [ e

Qrganzaten Detals  Tax idenises § Addresses J Contacts

Faymants  Business Classifications  Products and Sarvices
Aons v View v Fomatw o swws Actve v

Addrens Nama a ¥ Rddrens Phons Andrass Purposs
Prien Address1 1001 Se urdock, MN 56271 Swift
Columns Hidden 3

Drdarng, Remi i

.

Editable fields will have a grey box next to them. If a field you wish to edit is not available,
Step 6:

please contact the Hormel Foods supplier administration team.

Enter the profile details changes in the Change Description box.

Hormel Foods: Supplier Portal Reference Guide
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Edit Profile Change Request: 16001

CorT Co | £ T

Change Descrighion  Breme Modhcaton

Oeganication Detaih  Tax idenfiflers  Addresses Conlacts Paymerts Dusiess Clssificaions  Products and Services
Az w Vieww Fomily o Salys | Atve *
Address Name & Address Phane Addross Purpose Fax Status.
Prim Adeanst 1001 South Man Murssek, MN 55371 Swe Crdaring, Reme in Active.
Consmns idden 3

Step 7: Highlight the address row to update, and click the pencil “ to edit the selected address.

9%
= ( Hormel
Foods

Edit Profile Change Request: 16001 m m mm

Change Descrighion  Breme Modhcaton

Otganication Deteiti  Taxideeifiers  Adelwsses Confacts Payments  Dusiess Cssifealions  Prodocts and
Aonzw Vieww Fomalwy o S Salys | Atve *
Address Name A Aaueny

Phone Addross Purpose Fax Status.
Prem Agdeanst

Crdaning Reme io At
Cohsmns Hisden 3

Step 8a:  Inthe Edit Address window, make address, phone, email and other updates as needed.
For this example, we are updating the company’s phone number.

Step 8b:  After you make all updates, Click OK.

Hormel Foods: Supplier Portal Reference Guide 25



Edit Address: Prim Address1

© Aadress Name  Prim Address | * nadress [ Orasng

* Country  Untss States Purpase v Remit o

" Address Line 1 1031 South Man

-
[Pﬂm

Agdress Line 2
Fax
Email

Address Ling 1

Addtirans Ling 4
Inacte Bate  mikiy

" ity Musdock
Statws  Ackve

" s N

* Posts Coda . 55271

* Coumty  Swi

Langiage

If there are multiple options for a value, the Search and Select window will appear, allowing you
to make a selection. For example, Pleasanton, Alameda, CA or Pleasanton, Alameda, California
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Step 9- You must click Review Changes on the Edit Profile Change Request screen.
P Note: Do NOT click Save and Close if you are ready to submit.

=W Hormel
Foads

Edit Profile Change Request: 16001

) e | ) e

Change Descrigtion  Eradls Modeicatan

Omangation Detain  Taxioernfers  Addresses Comscly  Paymants  Business Classificabions  Products and Senvices

Amone v Vieww Fomiw 4 S Smws Actve v

Address Name “ ¥ Address Phone Address Purpose Fax Status.
i Afdist 1001 South Wi Moitock, MK S52T1 Swifl 12230 Oidering, Rem i Artn
Cofamms Hidden 3

Click Submit to send updates to the Hormel Foods supplier team for final review and approval

,‘
= Hormel
Foods

Review Changes

oo [ o
Changs Description  Frofie Moafication
4 Addrosses
View v Format
Addiess Name & v Addiess Phone Address Puipose Fax Status. Details
L] Prim Address ! 1001 South Main Murdock, MW 56271 Swit

o1 (BRI AN Oedering. el t Actvn =
Calumay
Al AMFDA 9450 10 Hormel Pleasanton, CA 94509, Alameda

e All submitted updates will be reviewed and approved by the Hormel Foods supplier
administration team before being published to the supplier portal.

o Notification(s) will be delivered regarding the approval or rejection of the submitted change.
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. A Confirmation pop-up window will appear, click OK to acknowledge the changes been
Step 11: submitted

7%
= ( Hormel
Foods

Company Profile

) @

O There i & protls changs request panding spproval You may w4l o rake sddionsl chirgas

Last Changa Requast 16001 Requested By Thorcr, By Chenge Descripton  Frofie Modficalion
Request Status  Pending Approval ReauiviOne Savae
Owganization Detalis  TaxiSanifiors  Addrecses  Contacss  Fayments  Rusiness C Fendacts and Servicas
4 General
Company  UAT WIS Smosing Bily Shog Tax Organizstion Type  Partnesship
Supplier Number 10018 Seatus  Active
Supplier Type  Senvice Attachments. Nono
4 |dentification & Confmation 3
D-LM.§ Nombaer 1557536541336 surance Numbse
Your profie change request 16001 was submetied for aoproval
Custamar Nambar ratn Wab Sita
sC
4 Corporate Profile
Year [slablosbed Chief Executive Title
Mission Statement Choet Execubve Name
Principal Title
Prinzipal Noma.
Yeat Incaeporated

4 Financial Profile
Currant Fiscal Yaar's Potential Revanus
Preferred Fumclional Currency

Fiscal Year End Monim

Step 12: To close the company profile view, click Done.

1%
C (Hon’ne!
Foods

Company Profile

hange Hiquest

0 Thars is A profia changs requatt panding SERMVE YD may S41 10 make SddRoNs cranges

=4 hotlon, Dil Change Descrighion  Profle Moditcabon
Last Change Request 16001 Requested Oy Thotten Dity
Requast Status  Pandng Approval Heoguest Dally - S02820
Crganizaticon Dedails  Tax identrbors Abddesses  Contacts  Pmyments Business Classificatons  Prow

4 General
Company  UAT MJE Sy Bily Seop Tax Organization Type  armrshe

Supplior Number 10013 Stahss  Actwh

SOPERa Thoe: Seics Amachments Noné
4 |dentification

DLUH.S Mambor 1857536541236 Natinaai insurance Nusmber

Customer Nambar Corporate Web Sise
H
4 Corporate Profile

Yuar Dalablibed

Chisl Executive Title
Mission Statement

Chief Enecutive Name
Principst Title

Principsl Mame
(R —
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Acknowledge & Review Agreements and Purchase Orders

Supply Chain Quick Reference Guide (QRG)
As of 05/11/2020

Provides step-by-step instructions on how to acknowledge and review agreements and purchase orders in
Oracle Cloud.

Step 1: Log into Oracle Cloud.

SIGN IN
ORACLE APPLICATIONS CLOUD

Stelzner Tristan

--------------

OoRACLE
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Step 2: On the supplier portal’s left navigation pane, scroll down to Orders and
click Manage Orders to review purchase orders.

9%
=l Hormel
Foods

Supplier Portal

Soarch  Ordess v Ordar Number
Tasks o
Orders
= Requiring Attention Recant Activity Transaction Reperts
Last 30 Dyt Ll 30 Dy
Ity Amount 120 [
Imoica Prica Variance Aseunt [

Agreements

« Manage Agresments
Shipments

= Manage Shpments

]

W Schedues Crverdes or D Today
Doliverabies

= Manige Defrerabias
Supplier News
Consignad Ivsntony
« Riview Cormursbion Advices

Invoicas and Paymends

Negotistioes

« ViewAdiive N

- Manags

Step 3: Use the applicable search fields below to search for your purchase order.

Manage Orders m

Vaaders  Senasuan

4 Search Agvancer | Manage Watchlist  Sewed Seacch AR Crdens
$0dd-10 Legal Entity - Order
B bo by Slatus
Zupplier Sitw - Include Clossd Documents No «
Search . Resel S
Seadch Resulls
Adiers w Meww Fomstw I R Fou »'| Dutach
Crder Oder Date Description Supplier Site Busyer Ordered Currency  Status e Chamge: Cwcton

Cych Order  Dae
o sarch conduchd

Columns Hidden 28

Step 4: Review the PO. Once reviewed, Click Accept or Reject for your purchase order.
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Terma  Hotes and Attachments

Required Acknowledgment

Acknowledgment Due Date
Acknowledgment Reaponse

Acknowiedgment Note

4 pgditional Information

One Time Supplier Contact
Contract Referanca #

Contract Stari Date

Schedules

Acions w  View w  Formil w

Line Description

Accept ¥

Orvder o comec!

Payment Terma
Shipping Method
Fresght Terms

FOoB

Contract Expiration Date

Contract Criginal Amount

Contract Reference URL

F K reern s’ Detach vy Accept

1 CONTAINER 20 GAL BRUTE GRAY

Rows Selected | Columns Hidde:

Step 5:

n &

Reject Response

Supplier lem

Scroll to the top and Click Submit

1% 10 NET 60

Detrvered

HNene

A8 \d

Cuantity UOM Price
1 EA (1]

Context Prompt

Delivery Date  Delivery Da

20

Response

A0 Accepl

Buyer managed fransporiation

Pay on neceipt
Confirring onder
Rejection Reason  Location
. Aushin - Cedar

Acknowledge Document (Purchase Order): 500202

Main
4 General

Sokd-1o Legal Entity

Order

Status

Dayer

Creation Date

Terms  Nobes and Afachrnends

Required Acknowledgment

Acknowtedgment (e Date
Acknowledgment Respanse

Acknowiedgment Note

4 pdditional Information

Hormel Foods Corporaon

sop202

Pending Supgiier Akmiowiecgmant
Thatkur, Ashish

aaTi20

Document and Schadule

20

Accept ¥

Order i comexd

Hormel Foods: Supplier Portal Reference Guide

Supper
Supplier Site

Supplier Contact

Bill-to Location

Ship-to Location

Payiment Terms
Shipping Method
Freight Terms

FOB

UAT Supplier GRG
AT Adaress
Rachel Duncan

Corporade Office Austn - Ramit Tt
Invoices

Austin - Cagar Valiey

1% 10 NET 60

Delivered

Ordered
Description
Source Agresment
Supplier Creer

Communication Mathod

0,01 USD

Buysr managed ¥ansporstion
Pay on receipt

Confming orde
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Step 6: Click OK.

Confirmation b

The document wil be sccepled Do you want to continpe? (PO-2055013)

i_.

Step 7: Click Done.

Purchase Order: 500202 m e

Main
4 General
Sold-4o Legal Entity  Horme! Foods Corporation Suppher  UAT Supplier ORG Gibag RASG
Billto BU  Hormei Foods Corporation Supplier Site  UAT Address o "
Ordes 500202 Supplier Contact  Rachel Duncan 5 Agreament
Status  Pending Suppliar Acknowisdgmant Bill-to Location Eﬁwmmeum.ﬂamu.u e O
At Thor Ship-to Location  Austin - Cedar Valley
Creation Dete 327720
Terms  Fotes and Aftachments
Required Acknowledgment  Document and Schedule Shipgping Method —
Acknowledgment Due Date 42820 Fretahi Tems  Delveved P
— Buyer Managed Transportaion
Payment Terma 1% 10 NET 80 FOB MNone
— Pay on racsipt
u
— Caonfirming arder

4 Additional Information
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On the supplier portal’s left navigation pane, scroll down to Agreements and
click Manage Agreements.

Step 8:

Supplier Portal

Search  Crsan *  Order Kembar g

Tagks °

Requiring Attertion Recent Activity Transaction Raports
Laes Last 30 Days

1 nvaice Ameum 12 usn
1 mvoice Proe Varancs Amount usn

1
« Viaw Rgtams
B Scheoudes Overcos or Due Todday
Desvesaties
« Manage Delberaties
Suppiier News
Conugesd Invantory

= Few Cantumaton Amazes

Invaicis and Payments

Search for the agreement using the fields below and click the agreement number you wish to

Step 9: view.

Manage Agreements m
Advanced Manage Watchlist Saved Search Al Agreements v

Procurement BU v Status v
Supplier Site v Include Closed and Expired Documents Mo v
Agrasmant

Resst save

Search Results

Actions » View w Formatw  # §1 ¥ Freeze = Detach Wrap
- S A Rel i Change Creation
\g Ci
Agreement Description Supplier Site Buyer Amount Amount y Status End Date Order  Date
110024 B TEST BPA for Portal Prim Address1 Swigerd, Ma... 50.000.00 344.02 USD Open Si2arz21 SIG20

Columns Hidden 31

Step 10:  Review the agreement and Click Acknowledge.
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Blanket Purchase Agreement: 110024

Main

4 General

Acknowledge View PDF m

Procurement BU  Hormel Foods Corporation Supplier UAT MJS Smoking Billy Shop Start Date  5/4/20
Agreement 110024 Supplier Site  Prim Address1 End Date 5/2821
Status  Open Supplier Contact Agreement Amount 50,000.00 USD 12
Buyer Matthew Swigerd Supplier Agreement Minimum Release
Amount
. , Communication
Creati Date 5520 N
reation b Method "¢ Released Amount  344.02 USD

Step 11:

Description TEST EFA for Portal

Terms  MNoles and Atachments

Required Acknowledgment  None Shipping Method — Requires signature

Payment Terms  Net 60 Freight Terms  Delivered
b 9 Buyer Managed Transportation

EAB Picbaiion

Select Accept or Reject for the Acknowledgement Response.

Acknowledge Document (Blanket Purchase Agreement): 100013

Main
4 General
Procurement Bl Hormel Foods Corporation Supplier UAT Suppler ORG Start Date
Agresment 100013 Supplier Stin  LIAT Address End Date
Status  Prnding Suppiier Acknowiedgment Nt - v Agreement Amount
m Communication Method  Hone
e Thebix Asoash Minimum Release Amount
Creation Dale 327720 Dracription
Supplier Agresment  SUP-100013
Terms  hiotes ang Aftachments

Required Acknowledgment  Document and Line
Acknowledgment Due Date 42620

Payment Terma 1% 10 NET 80 Buyer managed kransporiation

Shupping Methad Pay on recespi

Acknowiedgment Respanse v Freight Terms  Dedrversd Confinmng crcar

FOB HNons
m:lmv\dcdpmrmr&o
)

Preferred acknowledgement is at the header. However, there can be acknowledgement at
the line level. In that case you would need to acknowledge each line on the purchase
order.

Hormel Foods: Supplier Portal Reference Guide 34



Step 12:

Option to enter in the Acknowledgement Note.

Acknowledge Document (Blanket Purchase Agreement): 100013

Main

4 General

Procurement BU

Creation Date

Supplier Agreement

Termn  Notea and Aftachmenis

Hewenetl Foods Corpodation

o0ty

Prnding Suppiiar Acknowledpman
Thakur, Ashish

2270

SUP-100013

Required Acknowledgment Document and Line

Acknowledgment Due Date 42670

Acknowledgment Response  Acospl ¥

[Mkmmumm Note | Accepted Termd ]

Step 13:

. @{é‘?se!)

Supphier
Supplier Site
Suppéier Contact

Communication Method

Paymant Terms
Shipping Method
Freight Terms

FoB

VAT Sugpher ORG

UAT Address
Rachel Duncan

None:

1% 10 NET 60

Deirrmred

None

Scroll back to the top and Click Submit.

Start Date

End Date

Agrsament Amount

Menimum Helease Amount

Description

Buyer managed ransportstion
Pay on recsipt

Confming ordes

Acknowledge Document (Blanket Purchase Agreement): 100013

Main

4 General
Procurement BU
Agreement

Status
Bayer

Creation Date

Supplrer Agreement

Terma  Hoies and Altachments

Required Acknowiedgment
Acknowledgment Due Dste
Acknowhedgment Response

Acknowledgment Note

Step 14:

Hewmat Foots Comoraton

100013

Pending Suppier Ackmowleagment
Thakur Ashish

aane

SUP-100013

Document and Line

426870

Accept ¥

Actepled Terrms

Click OK.

Supplier
Tupplier Sie
Supplisr Contact

Commimnication Method

Payment Terms
Shipping Method
Freight Terms
FoB

Hormel Foods: Supplier Portal Reference Guide

UAT Suppher ORG
UAT Addeess
Rachal Duncan

Hane

1% 10 NET 60

Desirvered

Start Date

End Date

Agresment Amount

Minismum Release Amount

Description

o e

Buysr managed ranaportabon
Pay on receipi

Condinming oroer
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Confirmation x

The cocument will be accepled Do you want 16 contmue 7 (PO-2055013

Step 15:  Click Done.

acknowtecge | viewpor | Actons Io1

Log

Blanket Purchase Agreement: 100013

4 General

BU el Foods Supplier UAT Suppber QRG Start Date
Agresment 100013 Supplier Sile  UAT Address End Date
Supplier Contact  Rachel Duncan

Status  Pending Supplier Acknowlkedgment Agreement Ameunt
. T Supplier Agreement
L Mimarum Retease Amount
Creation Date 22720 Communication Method hions
Released Amount 0,00 LISD
Description
Termn  Hokes and ARJcTwments
—
Required Acknowiedgment  Documant and Line Shipping Method Requres signature
Acknowledgment Due Dsle 426720 Freight Terms  Delvered __ Bwer Managed T
Payment Terms 1% 10 NET 50 FOB  MNone — Payon
— Conflrming order
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Creating Purchase Order Change Request

Supply Chain Quick Reference Guide (QRG)
As of 05/11/2020

Provides step-by-step instructions on how to create a purchase order change request.

Step 1:  Loginto Oracle Cloud.

SIGN IN
ORACLE APPLICATIONS CLOUD

Stelzrer. Tristan

||||||||||||||

ORACLE

Step 2:  Click on Manage Orders.
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%
o (Hodner
Foods

Supplier Portal

Search  Crsan *  Order Kembar g

Requiring Attertion

1
o Vierw Hycopts

« Viaw Rgtams

B Scheoudes Overcos or Due Todday

Desvesaties

« Manage Delberaties
Suppiier News
Conugesd Invantory

« R Cantumaton Amviens

Invaicis and Payments

Transaction Reports
Last 30 Days

nvaice Ameum 12 usn
mvoice Proe Varancs Amount usp

Step 3: Enter in order number. If you don’t know your order number, leave the data fields blank and Click

Search.

Manage Orders

Headers  Schesuls

4 Bearch
Sokd 1o Legal Tniity -
Lo BU
Supplier Site -
Search Resiits
Acbons v Meww Fomay T O Froe =" Detach
Orddur Oucder Date Dwmcription

tiz vaprzn eanauctad

Catumns Vidden 25

Hormel Foods: Supplier Portal Reference Guide

Agvonced | Manage Walchiist  Saved Seerch A5 Ciders
O
stans

include Closed Documents Ho v

e o

Gugipline Sia G R o Lifs  Change  Creation
Suppling St Blper Oedirnd Curmecy  Statu Cyele  Ouder s

38



Step 3:

Manage Orders

Hoaders  Scracuies

» Search

Search Results

Aot w View w Fomatw S5

Order

S0

AT

S0

SAD

ST

5850

S0

Colsmns fdden 75

Step 4.

Orddar Date Dascription

Click on the appropriate order column.

Agvanced  Manage Walchlist  Saved Starch AR Drsers

Suppler Site Bayar Ordessd Currancy  Status c‘-y':‘:e :)"‘;‘P'
Frim Addrass1 Wynia, Cassandra 5617 USD Cpan

Frim Addrass1 Wyna, Cassandra 517 USD Coan

Frim Addrees 1 Grundel Juie 5000 USD Closed S o

Frim Addresst Swiger Matiherw 0082 USD

Frim Addrmsat Swger, Matitw o4 us0 Gpan

Frim Address1 Swigend, Meatihew 10050 LSO Cgen

Enim Addreis1 Sigern Mafthow Mo uso Open

Purchase order details will appear for that order number. Click Actions and Edit.

Purchase Order: 502456

Main

4 General

Soi-to Legal Cality
Bill-tp BY

Dindar

Status

Guyer

Creation Daty

Twrrrs  Mitas and Atlachments

Motn 0 Supgiier

4 Adddtional Information

e Time Supplior Contact
Contract Aafarancs 8

Comtiact Star Date

Lines  Screouies

Aoos v Viem v Fomat w

A 1 so0szei

Mot Foots Cotporstion

Hormal Faods Comporaben

sn458

Cpan
G

S420

Daeription

REFLACEMENT LENS

Cuantiy UOM

Pricn

Sappan

Supplier Site,

Supplin Contac

Rl 10 Lncasion

Ship-to Locanon 4

Contract Expiration Datn
Contaes Qriginal Amsent

Comtract Neherence LIRL

Orclared Shatas

2220 Open

Hormel Foods: Supplier Portal Reference Guide

1 UAT

Coiporate O

Frice Date

nsking By Shoo

Suppty Doors 24

Par Paund
Price

EAM Hag Lina.
L]

= oo

Ordered 5612 USD

Deseripian
Soifce Agresment

Supplies Order

Atsgchments Noss

Context Prompt

Additional Information

EAM Wark
EAM Rag # o

ik EAM Orlg Org

Cancel Dacument
i Documant Histery

hasge Hislery

T -

View Detalls.

Dalivar
Time

Product Line

39




Step 5:

A warning pop-up box will appear. Click Yes.

Step 6:

Scroll to the bottom to view the individual purchase order lines.

The Edit Change Order screen will appear. Enter a Change Reason in the Description box.

Edit Change Order: 4

Change Orde 2

* Descrption

Creation Dats  £2630

4 Genaral

Soid-bo Legal Enlily  Hormel Fuoss Comporaton
Billto Bl Homel Foads Capoe
Didar 502458
Status  Cpen
 Buyer  Wymi, Cagsanda

Creation Dale 5520

Torms  Hoies ana Atiacoments

Parymont Temss - Nt 60

- Additignal Informatson

Cre Tame Suppiler Contact
Cuniract Helmence B

Comtract Stant Dats | midfyy Y
Lines  Schecues
Ations v View v Fomatw  §1 L3

" Lina " Dascriptian

1 REPLACEMENT LENS

2 DISPENSER TAFE 2 MA,

Friema w7 Detach

wrao

Suppiier em  Cusnty UOM

12 EA

& PO

States icompiete

Amuuni Chenged 190 S0

Suppier  LIAT MIS Sraking ity Shop

© Supplier Site Prm Addrsst
gt Conlac

Rilto Location  Comerate Ccs AUSEn - RemE To « Adlinmeces

Detault Ship-to Location  rustn - S:opy Doors 25

Shinging Methad
Fraight Tarems

Fo

Contract Experation Date ity i
ontract Crigin Amsen

Centsmet Ruluranes LURL

“Prics  Oedamd * Location Drcenised SHP pote s suppior

145 IE30 Auntn - Suply

5554 IX8T Ak -Sugply

Changs Hessan

Initisting Party  Suopier
Isiaor - E#y Theron

Ordered 567 USD
Descripticn

Agrosmant

— Riqures sgrats
Buye managed randporstion

— Pay onrecest

— Cosfrming sedar

Contexl Frompt ¥

Additional Information
EAMRsqLine  pampsqe  EAMWOK  gamongom  ex
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( Hormel )
Foods

« Delivery dates changed at schedule level
e Price or quantity changes done at the header level

Step 7:  Make the appropriate updates to the line items below.

Zdit Change Order: 4

Suppiles Contact

Uedet 502455
5 o Nareesmint
st Open Blo Locetion  Comorate Ofice Austn - Marl To - A8 Imoees
“Huyer Wima, Cateanat
Detault Ship1o Location  Aust - Supesy Doves 2.6
Crwation Dste 5820
Terms  Nolsd and Annchmesty
paymnt Terms Nl 80 hipping M
Paymant fenms K Shinping Mirthod ——
Frmight Tarms
o Buyer manigod bianspecaien
EoB
Fay on recesst

Cantvmeg oeder

4 Additional Information

One Time Supper Contact Contract Experation Date i Y Context Prompt ¥

Contract Ainference § Caniract Original Amouni

Contract Start [aoe  mityy fa Contract Reference URL

Lines  Schdabe
Adtions v Ve w Fomaty 71§ Freezs ' Detoch
Additional Information
—— - " a - . Promised Ship i
Line ~ Description Supplier Mem Quantity LOM Price  Ordesed * Location Hote to Supplier  Change Reason .

gy Prica Date Parr o EAMBsalioe  gompeqe  EAMWork EAM Orig Oy Pre

1 REPLACEMENT LENS { FA SE00000 Austin - Supply ity

2 DISPENSER TAPE 2 A & PO L 192 Austn - Supply

Click on the Schedules tab. To split a line for delivery dates, for example, highlight the line you'd
like to split and then Click the P:] button at the schedule level.

Step 8:

=

Atone w Vieww Formmow M _,‘_L@ o wre [y Detach Voo
Additional Information
Line Desaription “ Location Guantity WOM g:ﬂ:‘:;‘*.fm ;':l‘:‘:f;':]m Change Reason [ — o]
TLID B Ship Date Ship Weight
CONTAINER 20 GAL BRUTE GRAY Mustn - Cadar Valle ' EA 4z 420
Test Line pustn-Cadarvale 200 oo gonoy
[ 3 Teslne e P mickiyy iy ]

Columns Hidden 23
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Step 9:

of both lines must match the quantity of the original line.

( Hormel )
Foods

Once the line item is split, update the quantity and delivery date field on both lines. Total quantity

4 Additional Information

Freight Terms  Delvered

FOB None

Hequtes Bgranre

— Buyer managed transperstion
Pay on mosip

Confrming oigar

©One Time Sapplier Contact Contract Expirstion Date - midiyy, Y Context Prompt =~ ¥
- Contract Original
Contract Referance Frid e
Contract Start Date  mveliyy o Contract Reference URL
Lires  Schedules
Agosw Veww Fomaiv X F € K = Detach
Additional Information
. . Requesied Promised
1i5s ;Bescaiion ) Quantity UOM  popveryDate  Delivery Date Ship Together g poge Estimated
) Ship Weight
CONTAINER 20 GAL BRUTE GRAY Austn - Cadar Vale 1 EA 2720 4920
3 Test Lined Ausen . Cadar Vale 0o, EA 42820 I
Test Line3 Austn - Cedar Valle 100 E4

Columns Hidden 23

Step 10: Click Save and then Click Submit.

=W Horimel
Foods

Edit Change Order: 3

Change Order
* Description Changs omer

Creation Dste 42320

Main

4 General

Sold-te Lepal Entity  Hormsl Foods Corporaten
Bill4o BY  Horme! Faods Corporation
Order 500151
Status  Open
* Buyer Thskur, Ashish

Creation Date 32520

Terms:  Notes 3nd Atachments

Payment Terms 1% 10 NET 80

Status

Amount Changed

Suppher
¥ Supplier Site
Supplier Contact

Bill-to Location

Detault Shio-to Location

Shipping Method
Fraight Terms

FoB

Hormel Foods: Supplier Portal Reference Guide

neempiets

+8.000.00 USD

UAT Suppiler QRG

UAT Address.

Rache Duncar

Comurale Offce Austin - Rt Ta - All Involoes

Austin - Cadar Valey

Datvarad

None

= e
L

initiating Party Sugpéar

Iniistor  Rachel Duncan

Ordered 6.000.01 USD
Cexeription

Agreemant

SRequies sgratue

— Huyer managad tansportstion
Pay on reoent

Canfiming order

42



Step 11: A confirmation pop-up window will appear. Click OK.

Order Lite Cycis

Purchase Order: 502456

» Contirmatian *
4 Genesal Oveeren
Tie chianga roar & for document Fucnass OTder umber SO7456 was sUBMITRd for anoroval

Sold.10 Legal Fabty  Homel Foods Compatation Ordeced - 5612 USO
Dacrpton EBEEEEE,

Oeder 800458 Sspiur Contact Source Agreement W Amosrt (150

Stapes Opan et 1 Location Supplier Crdar

Wiaw Diecails

Huym  Cascandra Wymia

Ship-bo Location e
Creation Date 5920

Teer Motus and Atise

Note to Supplier Amachmants Neng

Step 12: Click Done.

Purchase Order: 500151 Order Life Cycle

Main
4 General
Sokd-to Legal Entity Homel Foogs Corpcraton Supplier UAT Suppier ORG il RS
Billo BU  Hormel Foocs Ceeporaton Supplier Site LT Aggress sl
Order 300151 Supplier Contact  Rachel Duncan . "
Oper Bill-to Location A Supplier Order
s Shipto Location i i
32820
Required Acknowledgment  Nore Shipping Method POEp——
Payment Terms 1% 10 NET &0 Freight Terms. Defiversc
— Buysr Managed Transponston
FOB Nore
— Payonrecsit
Canfiming proer
4 Additional Information
One Time Supplier Contact Contract Expiration Date Contaxt Prompt

Contract Reference & Contract Original Amount
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Responding to Sourcing Events or Neqgotiations

Supply Chain Quick Reference Guide (QRG)
As of 05/11/2020

Provides step-by-step instructions on how to respond to sourcing events.

Step 1. | og into Oracle Cloud.

SIGN IN
ORACLE APPLICATIONS CLOUD

Stelzrer. Tristan

||||||||||||||

ORACLE

If you clicked the portal link you received via e-mail, you will be brought to the Negotiation

Overview screen. You can also navigate here by logging into the portal.
In Section 1 on the Create Response screen, please respond to the questions in the requirement

section.

Step 2:
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900

Over... Lines Review

Create Response (Quote 7001): Overview m @

Last s
Tima Ngne Coardi
5270
Title Test Megotiation 102 Close Date 527720 1:45 PM

Time Remaining  23:58:36

General

Supplier  ALBERT LEA SELECT FODDS INC T —_—
Negatiation Currency  USD

Nots to Buyer
Response Currency USD

Price Precision 2 Decmais Mavimun Attachments. None

Response Valid Until - midyy

\_ Y,

@

Step 4:  If there are more section to the requirements, navigate to Section 2, and so on.

Create Response (Quote 1001): Regquirements mm m mm

st Saved NGO Z18 AN
Time Zane Coordinsted Universal Time

2 720 245
Time Remaining  23:56:65 Close Dase 327120 215 AM

Section 1. Company Information

ecban 1 Coinpany Infoemation

" ' Please provide what Business Classification your company has. Séchn 2 Bl wisation
Please attach your Certificate as well.
a NOKE
b Minonty Cvmed

' ¢ Woman Owned
Response Atachmeds Hane =
' d. Welecan Owned
Eeapanse Attzchments bone f
&, Disabied Vetei an Oymed

1 Smal Business

Please provide when your Company was founded and the Annual
Revenue.

200

Secton 1. Company informaiion ¥

Step 5: The Create Response: Lines screen will appear. Enter in your response price and quantity if
applicable. Click Next.
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Create Response (Quote 7001): Lines

Curmency = LIS Dolar

Time Remaining  23:56:58

" Alernate Ling
Description

Atons w Vieww Fomatw 4 wers ] Detech
Line Description
1 7 O SPAM CLASSIC
2 302 SPAM SPREAD

Rows Selected 1 Columas Hidden 5

Grand Tolals

All mopones ines excapt sheemale ines are incuded
Responss Amount  10,700.00

Step 6:

Craate
Alternate

*

+

Roquired
pauited  Catagory Name
22 UNASSIGNED

22_UNASSIGNED

m Respond by Spreadsheet | ¥ 3

Closa Date 527720 145 PM

Estimated
Start Price Response Price iy oM

102
xamplo format:
FELERE

Lt Savesd 5726/
Time Zona Coordmated Liniy

Estimatod Total  Response Wi
Kok pancrons Amount  Releasa £
510000
560000

Option to enter in a comment in the Note to Buyer box and click Save and Close.

Lines: Edit Line: 1 (Quote 1001)

Ciirtenty = US Didlar
fem

Frevesion

Description
Category Name

Start Price

" Responss Price
Target Quantity
Respongs Quarntity

uom

Enchaniing Wocal Modulator . Monofraqusncy

INDIRECTEBRUSHES

100 00

)

1,000

Hormel Foods: Supplier Portal Reference Guide

Close Daie

1. Enchangng Wocal Moduia

32720245 AM

Location  Auslin - Amwes

Requested Delivery Date

Promised Defivery Date

iy Fa

Note to Buyer | Theee could be some lubure changes

Anschmenis Mone o
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Step 7:  The Review Response screen will appear. Review all tabs prior to submitting.

ONORON

Crendt. Roquir. Lmes. Reveow

Climrenicy = LIS Dilar

Lasl Saved 326720 220 AM
Time Zone Coordinated Universad Time
TR
Tile Beef Product Moculabr RFQ ClokeTane:, SO AN

Time Remaining  £3:53:42

[Drm:e\r Reuiemants L;jlgq]

Section 1. Company Information

Sadkian 1. Company Infermatian ¥

"' Please provide what Business Classification your company has.
Please attach your Certificate as well.

Step 8:  Click Submit.

Review Response: Queke 7001 COCEIETEEEEE - EEESER
:

Cumency = US Dellar

Title  Test Megotation 102 Close Dale 527720 145 PM

Time Romaining  31:56:12

Overview  Lines

General

Supplior  ALBERT LEA SELECT FOODS INC Reterenco Number
Negotiation Curveney  USD Wote o Buyer
Response Cunrency  USD
Price Procision 2 Dacmals Masimum Atiachmants N

Responss Valid Uniil

Step 9: A notification box will appear. Click Yes to continue.
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A Waming

You can submil only one response for s negatiation. Du you wan to continue? (PON-
2085228)

Step 10: Click OK and Click Done.

RFQ:35 =
4 Confirmation X
Cunency = US Dodlar Time Zone Coordinated Universal Time
Titte Beel Product Moduiator RFQ The mesponse 1001 to negotiahon 35 was submitted Open Date 32620 2 17 AM
Status  Achive @ Close Oate 327720215 AM
Time Remanimg  33:54:18
Table of Contents Cover Page
Cover Page s
venviw Welcome to our Standard RFQ for Services.
Fegumements
Unes
Condracd Teims
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Reviewing Invoice, Payment, and Receipt Information

Supply Chain Quick Reference Guide (QRG)
As of 05/11/2020

Provides step-by-step instructions on how to create a purchase order change request.

Step 11 | og into Oracle Cloud.

SIGN IN
ORACLE APPLICATIONS CLOUD

||||||||||||||

ORACLE

Step 2 The supplier portal screen will display. Scroll down and click View Invoices.
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Supplier Portal

Search Orders v

Tasks
COrders
= Manage Orders

« Manage Schedules

Schedules in

Order Number

Agreements

= Manage Agreements
Shipments

= Manage Shipments

= Creals ASN

= Create ASEN

= Upload ASN ar ASBN

o View Receipls

- Uiaws Dahirme

= View Returns
Deliverables

= Manage Deliverables
Consigned Inventory

= Raview Consumption Advices
Involces and Payments

= Creale Invoice

= Create invoice Without PO

« View Involces

Negotiations

Step 3:

Requiring Attention

W Schedules Cherdue or Oue Today

Supplier News

Recent Activity
Last 30 Days

Agreements changed or canceled
Agreements opened
Orders changed or canceled

Orders opened

Transaction Reports
Last 30 Days

Invoice Amount 120

Invoice Price Variance Amount

below. Click on the Invoice Number you would like to view.
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The View Invoices screen will display. Search for a particular invoice using the search fields
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View Invoices m

4 Search Agvanced Saved Search All Invoices v
** At least one is required
** Involce Number Consumption Advice
[' Supplier UAT MJS Smoking Billy Shop L ] Invoice Status v
Supplier Site v Paid Status v
** Purchase Order Payment Number

Search Reset Save..

Search Results

view w 57 o Detach
Invoice o Purchase " " " Unpaid Invoice Invoice Payment
Number Invoice Date  Type ord Supplier Supplier Site Amount Amount Status  Number Comments
502451 56120 Standard 502451 UAT MJS Smaking Billy Shop Prim Addresat 0.00 USD 60.00USD Appro... 20000571
S02455 SIG20 Standard 502455 UAT MJS Smoking Billy Shop Prim Address1 60.00 USD 60.00USD A

Step 4;  Ihe details for the invoice selected will appear. Click on the Payments tab. Scroll down to see all
the details and Click Done.

Invoice: 502451

inwas it et Food = Iveece Type Sangar
Uunineas & s F oo Corsaratier Imvoice Amoant §3.03 USD ek Trge  Standand

Legal Entity Wame  #arme Foods Conporaten Description

Unpais Ascunt 000 USE

Suppiier or Parsy  UAT WS Smaking By Shan K Atschment  Mose
Paymant Custency  USC
Suppler 0e  Frim Acdresst e
Address 1001 Soun Lisn, Mardock, N SE71. S
trvcice Date 820
Payments
Numbse Paymant Documant Status. Reconciled  Paymant Dste  Paid Amount  Address Bemit.to Account
0000571 HFC CHECK DOCUMENT  Negosatle No 5820 62.00 USD 1001 Soutn Main Murdock MN 5371 Swet WOOODEAE
£0.00 USD
Instaliments Applied Prepayments
Amouwnt (USDY Parthass Applied Ameunt (USD]
Humbsr  Doe Date Payment Mathod L Ordar Description
Gross Uspaid Tax (=
z P e e N sEphed ranment

e Anything underlined in blue serves as a hyperlink to a different document.

Step 5 vyou will return to the Supplier Portal screen. Click View Payments.
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Supplier Portal

Search Orders v Order Number Q

Tasks e

Orders

Requiring Attention Recent Activity

« Manage Orders Last 30 Days

« Manage Schedules

Agreements changed or canceled 1
. Schedules In Agreements opened 1
Agreements Oriders changed or canceled 2
Drders opened a
+ Manage Agreements
=
Shipments L

+ Manage Shipments Transaction Reports

« Create ASN Last 30 Days
= Create ASEN Involce Amaunt 120 uso
+ Upload ASN ar ASBN Involce Price Varlance Amaount uso

» \fiew Receipts

- Uimw Gatirne

« View Returmns
B Schedubes Overdue or Due Today
Deliverables

= Manage Deliverables

Supplier News
Consigned Inventory

= Review Consumplion Advices
Invoices and Payments
= Create Involce

» Create Invaice Without PO

- View Invoices

= View Payments

Negotiations
+ Wiew Active Negoliations
- Manage Responses
Auctions from Seller

= View Active Seller Auctions

» Manage Seller Auction Bids

Step 6: The View Payments screen will display. Search for a particular payment using the search fields

below. Click on the Payment Number you would like to view.
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View Payments

4 Search

** payment Number

Payment Status v
Payment Amount
Search Results
View w 5 [ Detach
:ayment Payment Date Payment Type Invoice Supplier
umber Number
£16/20 Payment Process Re... 502451 UAT MJS Smoking Billy Shop

Step 7:

Invoice: 502451

Business Uat
Ligal Entity Wame
Supplier or Party

Supplier SHe

Payment details will appear
Click Done.

igrmet Feses Compoeabien
Hermel Foods Camorabion
AT MU5 Smoaing Bty Shop

Prim Addeisa |

Agdress 1001

ivsace Dute

Payments
Number  Payment Document  Swtus Feconclled  Paymend Date
HEC CHECK DOCUMENT  Nigobieis L3 L]
Instalments
Amount (UST)
Numsber  Dus Dase Papreeet Mottod
Gross Unpaid
1 5530 5000 000 Check
€000 (1)

Advanced Saved Search Al Payments v

** Al least one is required

[ ** gupplier UAT MJS Smoking Billy Shop

Supplier Site

Payment Date  midiyy

. Click on the Payments tab

Invoice Amount 6000 UED

Unpaid Amount @09 USD

Paymant Curtency  LS0

Padd Amownt Address
BO.00 USD 1001 So0tn M, Musgos. MN S6271. Swit

0,00 USD

Hormel Foods: Supplier Portal Reference Guide

Applied Prepayments

Purchase

Hursbor o

0 St prapaymants

Supplier Site

Prim Address1

Applied Amount (USD)

Tax

Inem

te

Payment Payment
Amount Status

Remit-to Account

60.00 USD Negotiable 0002546

. Scroll to the bottom to view all the details

tvice Type  Standard
Description

AfBchmem  hons

Remit-1o Account

HAOUEESE
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Step 8:

The supplier portal screen will appear.

Click View Receipts.

Supplier Portal

Search Oroers v

Tasks
Orders

« Manage Oroers

= Manage Schedules

« Acknowiedge S

Agreements
. r.‘ﬂ"\:'hjl" nl:."\‘i'ﬂ'.l"l"'u
Shipmants

+ Manage Shipments

« Cieals ASN

= Creale ASBN

Duliverables

« Manage Deliverables
Consigned Inventory

» Review Consumplion Advices

Inveices and Payments

Step 9:

Order Numib-ar

fuites in Sprepdshest

Requiring Attention

Recent Activity

Last 30 Days

Agreements changed of canceied

Agreements opened 1
Ordeis changed of canceled 2
Ordiers opened L]

Transaction Reports
Las A3y
Invalce Amount 120 usp

Inwoice Price Variance Amount usD

W Schadules Dverdes of Dus Today

Supplier News

Use the search fields to look up receipts.

View Receipts

** Recelpt
Organization

** Purchase Order

Supplier ltem
Search Results
View w ;_
Receipt Receipt Date
No search conducted.

Organization Shipment

Ship Date

Advanced Saved Search All Receipls v

" Al least one s required

** shipment -

** e -

** Receipt Date i b - midyy g

Search Resst Save..

Purchase Order Invoice Packing Slip Bill of Lading Supplier Site

Hormel Foods: Supplier Portal Reference Guide
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Step 10: Click on the Receipt number you want to view.

View Receipts =3

b Search Advanced Saved Search All Recelpts v
Search Results
View v 52

Receipt Receipt Date Organization Shipment Ship Date Purchase Order Invoice Packing Slip Bill of Lading Supplier Site

56/20 1200 AM  Austin Multiple Prim Address1

Step 11: Scroll to the bottom to view all the details of your receipt. Click View Transaction History in order
to view more details.

Receipt: 1071 v so:al =

Summary
Supplier UAT MJS Smoking Billy Shop Packing Slip
Waybill
Shipment ¥
I
Shipped Date Blll of Lading
Shipping Methad Note

Humber of Supplier Packing Units Attachments Mone

Supplier Site Prim Addness 1

k Additional Information

Lines
Actiens w View »  §F

" Dee ot Quantity
ltem D:':'C_ tion Document Type Nu":::: UOM Name  Currency  Receipt Date
rip Ordered Returned et Received Rejected
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Step 12: View the transaction history. Click Done.

Transaction History: Receipt 1071

Actions ¢ View v J_

}';;r;saclinn Revision Transaction ID  Subinventory  Locator

b S00L3IEE-01

¥ S00S53026-01

Hormel Foods: Supplier Portal Reference Guide

Transaction
Quantity Transaction Amount
uom
4 EA
22 EA

Transaction

Deliver-to
Location
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Completing Supplier Questionnaire

Supply Chain Quick Reference Guide (QRG)
As of 05/01/2020

Provides step-by-step instructions on how to view and update their supplier profile information using the
Hormel Foods Supplier Portal.

You will receive an e-mail with an invitation to complete a questionnaire for quality and risk
purposes.

Step 1.

Tue 5/12/2020 9:43 AM
#9 Tristan Stelzner <tristan.stelzner@gmail.com>
~ [EXTERNAL] Fwd: FYI: You Are Invited to Respond to Questionnaire Quality and Risk (31)
To B Stelzner, Tristan

© i1 there are problems with how this message is displayed, click here to view it in a web browser.

Access this task in the  workspace application

You Are Invited to Respond to Questionnaire Quality and Risk (31)

Details
Assignee John Doe Questionnaire Title  Quality and Risk Supplier Test (Supplying Goods and Services)
From Tristan Stelzner Procurement BU Hormel Foods Corporation Supplier Site
Assigned Date  5/1/20 4:55 PM Response Due Date Supplier Contact John Doe

Expiration Date  5/31/20 4:55 PM

Task Number 374603

Recommended Actions
« Respond to Questionnaire
Invitation

Greetings,

The questionnaire below will appear. As you click your responses, questions will continue to

Step 2: branch until you arrive at the last question.
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Jespond to Questionnaire; TEST 5.25
Tirnw Fonw Cooedinated Univerasd Tine
Lot Saved S2020 1718 'MW

4 Dusslionnase
Titlo TEST 535 Supglies  ALBERT LEA SELECT FOODS ING Smtus  Oaf
Sppliir Sita Bus Daln 52470 1200 A4

Procussment O Hosmel Foods Comperbon
Responder  Tristan Stetznes

Reguasied By Tristan Sl Attacoments Fone.

Progress Sechon

duestans
tisk. Cn.atte Suppliers

1. 0% yow hisve ian enisting Genk Wil Memer?
Satnet en ol fa dabenieg
a ves

(T

Commants

101 Ase you requid i come on she?

Sakict on of the Iolowing
. avm

B Ma

Commenss

Once all questions are answered, scroll to the top and Click Save and then Click Submit.

Step 3:

Save || save and Ciose JFSubma]] cancer |

Respond to Questionnaire: TEST 5.25
Tine Zane Cod
4 Questionnaire
Titke TESTS525 Supplier  ALBERT LEA SELECT FOODS INC Status  Draflt
Procurement BU  Hormed Foods Comporation Supplier Sie Due Date 52620 1200 AM
Attachments None

Requested By  Tristan Stelzner Responder  Tristan Statzner

Propress

Puestions
uality Review

"2 Do you have an existing comtract with Homer?

Salact ane of ne flavang.
aYes

b.No

Comments

Section 4 2. Qually Review
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Step 4: Click OK, and then Click Done.

e T X
Manage Questionnaires | Dane
Response o questionnais TEST 5 25 s submitied
4 Search Advanced  Manage Wichiist  Saved Search Requsing ANiention v]
" Alloast on & required
** Questionnaire Titls o starte Dran Resioms v
** Questionnaire Vo e
“* Supplier Sie -
@ Seaich  Resel  Save..
Search Results
Actions w View w Fomalw P O = Detach Respond
oo o Response
Questionnaire  Questionnaire Titls Suppliar Site  Status Due Date. View POF
4 TESTS25 Mot started 53820
2 Requaliication Mot started

Columns Hidden 6
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