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RMI Suppliers: Instructions for Workday Strategic Sourcing

This instruction document details every action a new (or updated) supplier for RMI must take before their
work or job invoices can be processed. The ‘supplier’ designation applies to all vendors providing goods and
services, as well as contractors, and external business partners.

Suppliers having login issues may use the scoutsupport@workday.com email to contact Support and CC:
suppliers@rmi.org. Additionally, users who ARE able to login can use the CONTACT SUPPORT button seen
inside Workday to create a case with Support directly (also add suppliers@rmi.org as an ADDITIONAL
CONTACT). If you have questions about this process, please send email to suppliers@rmi.org.

6 Steps to Become an RMI Supplier:
Using Workday’s ‘Strategic Sourcing’ Website

1. Find the correct email: sent to your supplier email address (see 2 images below)
a. Sender (From): Workday Strategic Sourcing Sandbox
<no-reply_strategicsourcing@workday.com>

b. Look in Junk/Spam Folder: mark email as NOT junk/spam if it went to those folders and add
this email address to an approved senders list (whitelist)

c. Subject: ensure the subject indicates “Supplier Onboarding” (you can delete/ignore the
additional email with the subject name as only “Onboarding”)

d. Blue Button: scroll down in the email then click on the blue button to open the link to “Sign
up and view this Form”

From: Workday Strategic Sourcing Sandbox <no-reply strategicsourcing@workday.com>
Subject: Rocky Mountain Institute | Supplier Onboarding | You're invited to respond to a Form
Date: Mar 20, 2023 at 10:33 AM

To: John Smith <_com>

You've been invited

COMPANY

Rocky Mountain Institute
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FORM

Supplier Onboarding

OWNER

Chelsea Samot - csamot@rmi.org

FORM DLUE:
3/24/2023 at 8:00 PM EDT

Rocky Mountain Institute is using Workday Strategic Sourcing to manage the submission
process for this Form. To participate, you will need to create your free supplier account.

Sign up and view this Form

2. Afterclicking link in email, follow prompts for creating login (see image below)
a. Create Login: once the site opens, you will create your Workday Strategic Sourcing
Registration with your own sign-on credentials
b. Your supplier email - should auto-populate the Email field address
c. Create a new password for yourself based on the requirements that will be visible
d. OrjustSignInifyou already use Workday as a supplier with other organizations

@ Workday Strategic Sourcing

Register

Email®

Password " show password

PASSWORD STRENGTH

I Already have an account? Sign In
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3. After Login, register yourself as a ‘New User’ (see 2 images below)
a. Complete Required Fields: First, Last Name, Accept Terms of Service
b. Save & Finish: click blue button at bottom of page when done

w Workday Strategic Sourcing

Register New User

First Name*

[ Select a Locale v

Timezane

Select a Timezone v

—_— e

R Please check your email to complete your registration

4. Following the login & registration action, verify your email to complete your registration in
Strategic Sourcing (see image below)
a. Find exact email sent to your supplier email address
b. Select the blue button in that email called “Finalize Your Account”

From: Workday Strategic Sourcing <no-reply strategicsourcing@workday.com>
Subject: Finalize Workday Strategic Sourcing Account Setup

Date: Mar 20, 2023 at 10:46 AM

To:

Welcome to Workday Strategic Sourcing

Varify your email address to access your account and begin using Workday Strategic
Sourcing!

Finalize Your Account
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5. Supplier User Profile & Supplier Information Forms
a. Afterclick ‘Finalize Your Account’ blue button in email, the Workday Strategic Sourcing login
page will open
b. Login to account using your supplier email address and the password you just created
¢. Open and complete required information fields on Supplier User Profile Form (see image
below) and submit
d. Continue completing Supplier Information Form, sections will include:
i.  Supplier Information
i. Business Information
iii. TaxInformation
iv.  Banking Information
v. Contacts

w Workday Strategic Sourcing HOME  SUPPORT v

User Profile

USER PROFILE

EMAIL * FIRST NAME * LAST NAME *

@G gmail.com Jon Smith

USER DETAILS

JOBTITLE PHONE NUMBER TIME ZONE
Eastern Time (US & Canada)
LANGUAGE DATE FORMAT TIME FORMAT
English - mm/dd/yyyy v 12h
GROUPING SEPARATOR DECIMAL SEPARATOR

$123,456,789.00

SUPPLIER INFORMATION

SUPPLIER NAME " WEBSITE

Jon Smith Wiww jonsmithservices.com

SUBHLIER CATEGDRY *

Consultants

BUSINESS INFORMATION

ADDRESSES

ADDRESS COUMTRY * USAGE "
United States of America ®x Mailing
ADDHESS LINE 1° ADDRESS LINE 2

123 Main Streat

CiTy " STATE "
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6. Supplier Onboarding Form

a. After completing and submitting form above, you will be able to enter required information
in the Onboarding Form (see image below)

5> C @ sandboxscoutrlp.com/bids/43747/edit e % » 0 &

~ : .
W Workday Strategic Sourcing wowe  surpost + () somnsmrn -

HOME > EDIT FORM ONBOARDING

Onboarding

FORM DETAILS WALK ME THROUGH IT

Issuing Company: Rocky Mountain Institute
Supplier company: -
Primary Contact: Chelsea Samot

FILL OUT YOUR FORM

WALK ME THROUGH IT

¥ Form

Fill out the questions in the Form below then submit your respas

SECTION LAST UPDATED PERCENT COMPLETE # OF FEEDBACK

Onboarding Never 0% (0/18) - EOIT
TAKE YOUR FORM OFFLINE

Download your Form to fill it out an excel: EXPORT BID

Upload your completed excel Form when ready: IMPORT EORM
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Vn\l Warkday Strategic Sourcing HOME  SUPPORT

Section1of 1

reuenrorore Questionnaire | Onboarding maRen s hite =

0/13 required questions complete

o ONBOARDING

| Please provide your Certification of Insurance.

FILE ANSWER

CURRENT RESPONSE

DRAG/DROP DOCUMENTS or BROWSE FILES

bt Certification of Insurance Expiration Date

SHORT ANSWER (120 CHARACTERS MAX)

CURRENT RESPONSE

Enter answer...

ol 7 Domestic or International?

CHOICE ANSWER
e e —————————————————————————————

*1.3 Domestic or International?

CHOICE ANSWER

CURRENT RESPONSE
® Domestic
O International

© Other

*1.6 If you selected "Other” for Domestic or International, please explain your tax status.

LOMNG ANSWER

CURRENT RESFOMNSE

n/a




