QUICK REFERENCE

Prospective Supplier Registration Prstsolar;

AUDIENCE New Supplier

PURPOSE To provide instructions on how to register as a prospective supplier

REVISION 1.0

How to Register as a Prospective Supplier

Note

e Before you could perform the following steps, please obtain the registration link from
First Solar PIC.

e You should register for an account only once. If you do not remember username or
password, use "forgot password" feature to reset it.

e Prospective supplier registration is auto approved.

STEP |ACTION

1 Open the registration URL provided by First Solar PIC to access the registration
page.

¢ Train Stops - Shows total 6 sections need to be completed.

¢ Nagivation Buttons - Allow you to move Back to the previous page,
continue to the Next page, Save your progress for
later, Register or Cancel your registration.
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Note: The system times out after a certain time of inactivity and any unsaved
changes will be lost. You may save in-process registration and return later to
submit. An URL will be emailed to the email address entered in this section.

2 Train Stop 1 - Company Details
Note: Field with * indicates mandatory

e Company - Enter company legal hame
e Tax organization type - select from drop down box
e Supplier type - select from drop down box
e Corporate website - include website address if applicable
e Attachments - Optional
e D-U-N-S Number, Taxpayer ID, or Tax Registration Number - Enter a value
for at least one of these fields.
o Notes to Approver - First Solar PIC
Additional Information
¢ No Conflict of Interest Acknowledgement - Select from the list
o Agree
o Not Applicable - Governmental Entity: Utility. Power
Purchaser/Buyer. PD related Land Transaction. Energy Providers,
Legal Settlement or Others

Your Contact Information

e First & Last Name - Name of the person authorized by your company to
use the system and represent the company.
e Email - Must be a valid email address for your company

® "—0-0-0-00

Company Contacts ~ Addresses Bank Products and  Review
Details Accounts Services

Register Supplier: Company Details @ | Back H Next ‘ ‘ ‘ Save for Later H Register ‘ ‘ Cancel

Enter a value for at least one of these fields: D-U-N-S Number, Taxpayer ID, or Tax Registration Number.
P——— .

* Company ‘ ‘ D-U-N-S Number | |
* Tax Organization Type ‘ v ‘ Tax Country | v ‘
Supplier Type ‘ V‘ Taxpayer ID
Corporate Web Site ‘ ‘ Tax Registration Number
Attachments None == Note to Approver

Additional Information

* No Conflict of Interest Acknowledgement ‘ v ‘

Your Contact Information

Enter the contact information for communications regarding this registration

* First Name ‘

* Last Name ‘

* Email ‘ ‘

* Confirm Email ‘
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3 Train Stops 2 - Contact

Note that the contact entered in previous section appeared in the list. However,
you may add contacts by selecting + Create and enter contact information.

ORACLE A @ sn

o -0 000

Company Contacts  Addresses Bank Products and  Review
Details Accounts Services

Register Supplier: Contacts @ [ Back | |E‘ | [ save for Later || Register | || cancel |

Enter at least one contact

Actions v View v Format w «« Create. # Edit J{ Delete Detach
o Administrative Request User =
Name Job Title Email Contact Account Edit Delete
test, test test@gmail.com v v /7 x

Columns Hidden 7

On Create Contact window, enter the contact details. Once completed, select
OK.

e First Name, Last Name, Phone, Email - Fill in accordingly

¢ Administrative Contact - This has no added functionality in oracle, it's
only for information purpose.

e Create user account - Tick if this user needs to login to supplier Portal
(recommended to ease self-service update)

o Roles - Use Default (Do not change the value)

Create Contact

Salutation v v
Phone

* First Name

Middle Name Mobile v
* Last Name Fax v
Job Title * Email

Administrative contact

4 User Account @
| Request user account .

Roles

Actions v View v Formatw X B F . Detach
Role Description
Supplier Self Service Administrator Manages the profile information for the supplier company. Primary tasks include updating supplier profile information an
Supplier Sales Representative Manages agreements and deliverables for the supplier company. Primary tasks include acknowledging or requesting ch.
Supplier Inventory Manager Individual in a supplier organization responsible for managing inventory process control from beginning to end. Monitors ..,

Create Another | OK | Cancel

4 Train Stop 3 - Address
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Select + Create and enter company address.

ORACLE ) @ signn

© © ©-0-0-0
Company Contacts Addresses Bank Products and  Review
Details Accounts Services

Register Supplier: Addresses [[Back | [ Next | | [ save for Later | Register | | [ cance |

Enter at least one address.

Actions v View v Format w 4+ Create Detach

Address Name Address Phone Address Purpose Edit Delete
No data to display.
Columns Hidden 3

On Create Address window, enter address details. Once completed, select OK

e Address Purpose - Select Ordering and/or Remit to
e Select + to add contact for this particular address.

Create Address
. * Address Purpose Orderin
Address Name | test e 1 °
+| Remit to
~ Country | United States v
RFQ of Biading
Address Line 1
Phone | 1 v
Address Line 2
Fax | 1 v
Ci |
v LY Email
County v
State v
Postal Code v
Postal code Extension
4 Address Contacts
Select the contacts that are associated with this address.
Actions v View v Formatv X E i} Detach
” " Administrative
Name Job Title Email Contact User Account
test, test test@gmail.com v v
Columns Hidden 4
Create Another || OK || Cancel

Train Stop 4 - Bank Account (Optional, but recommended)
Select + Create and enter bank details. Once completed, select OK

ORACLE

o 0 O +“—0-0
Company Confacts  Addresses  Bank  Pr d  Review
Details Accounts

Register Supplier: Bank Accounts @ 0= ‘ E‘ || Save for Later H qusier:‘ ‘ Gancel |

Actions w View w

Account Number IBAN Currency Bank Edit Delete
No data to display

Columns Hidden 8

On Bank Accounts window, enter bank details.

e [f you are not able to find the specific bank or branch in the list, please
liaise with your FS PIC.
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Create Bank Account

Enter account number or IBAN unless account number is marked as required

Account Number | |

Additional Information

Alternate Account Name ‘ ‘ Account Type | v

Comments

Note to Approver

*Country v | IBAN |
Bank Currency | v ‘

Branch

Account Name ‘ Agency Location Code | |

Account Suffix ‘ Description | |

Check Digits ‘

4

‘ Create Another H OK H Cancel |

No data to display

6 Train Stop 5 - Products and Services (Optional)
Select Select and Add to add products and services details.

ORACLE 0 @ signin

Products
and

Register Supplier: Products and Services [ Back | mext ||| save for Later || thmw‘ Cancel ‘

Actions w View w Format w [ Selectand Add v " Detach

Category Name Description Remove

On Product and Services window

Expand the category or perform a search for the product/service.
Tick the box beside the desired product/service

Select Apply (if you are adding another product/service) then OK once
completed
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4 Search

Category Name

View v Formai w

Select Category Name

Select and Add: Products and Services

Description

Description

—J

| [ ()

| [}

| [ |}

| [}

oo o0 o0 oo ooa
[ ]

»

™ o

Power Generation and Distribution

Published Products

Recreational Equipment and Awards

Resin / Rubber / Elastomers

Safety and Security Supplies

Security Services

Tools and General Machinery

Transportation / Storage / Mail Services

Travel and Enterfainment Services

itilitinn

Power Generation and Distribution

Published Products

Recreational Equipment and Awards

Resin / Rubber / Elastomers

Safety and Security Supplies

Security Services

Tools and General Machinery

Transportation / Storage / Mail Services

Travel and Entertainment Services

Columns Hidden 1

| Search H Reset‘

| Apply H OK H Cancel |

7 Train Stop 6 - Review

Review the details entered. If you need to edit on a particular section, select
Back. Otherwise, select Register.

pplier Registration: test @

Campany Detats

Additional Information

Kowsdgement
Attachmeat

Troe Catugery File Hame os URL e escripticn Aniached By Attachad Date
Contacts

vy Form eteen

Hame.

Job Tide

portal.

w» Confirmation x

‘Your registration request was submitted. We'll send you email after your registration request is reviewed.

[oe],

8 A confirmation message displays after you select Register. Select OK.
You should be receiving an email with instruction to login to First Solar supplier
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