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1. Introduction ....

New Supplier need not contact the buyers directly for registration if they are interested in
supplying their products or Sevices to HCL.
This process enables the supplier to self-register with HCL for the products/services they are
interested to supply to HCL.

The Registration of Supplier (ROS) process is completed in two sub-processes:

-Supplier-Self Registration

-Supplier Evaluation / Approval

Supplier Self-Registration Process

This process enables the supplier to register with HCL using Supplier Self-Registration Form for
the Products they are interested to supply to HCL.

Supplier Evaluation /Approval Process

This process enables the HCL Supplier Approver /Approving committee of Buyers to review the
newly registered Suppliers based on the Self-Registration form & Questionnaire and finally
Accept or Reject the suppliers.

Once a supplier is approved, it can be converted into Bidder, for Bidding & Reverse Auction and
can be finally accepted as Purchase vendor.

2. Registration of Supplier (ROS) Process Steps.....

Step 1: Supplier has to fill up Self-Registration Form available in the HCL Website —
www.hclinfosystems.com — Groupsites—HCL SRM—Online Supplier Registration option.

Suppliers can register for one or more than one Product categories at a time, for doing business with
HCL.

Supplier needs to enter the Company Registration no./TIN no. ( if applicable),PAN No.( if applicable)
and contact details .

Step 2: The moment Supplier Registration is done successfully, an e-mail with a Questionnaire Form
link is sent to Supplier in auto mode in the e-mail ID mentioned in the Supplier Self-Registration Form.
The Questionnaire Consists of Two Parts: General Questionnaire & Product Questionnaire.

Step 3: The Supplier has to fill up this Questionnaire and send back.

Step 4: The HCL Supplier Approver /Approving committee reviews the registration form and the
Questionnaire and Accepts /Rejects the supplier or the supplier may be contacted for further
interactions & verification before finally approving or rejecting .

Step 5: The accepted supplier after converted to bidder is provided with a login ID & password.
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3. How to Access Supplier Self-Registration Form ...

Suppliers can register their company using Supplier Self-Registration Form on HCL Infosystems
Ltd. company website www.hclinfosystems.com.

Access the transaction by :
HCL WEBSITE ( www.hclinfosystems.com ) - Click on Groupsites on the Header - Click HCL

SRM - Click on Online Supplier Registration option.

HOME | ABOUT US | PRODUCTS | SERVICES | INVESTORS | CAREERS | SUPPORT | CONTACT US GROUPSITES +
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Click Online Supplier Registration to register yourself as supplier.
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4. How to fill up Supplier Self- Registration Form ......

Procedural Steps...

4.1 New suppliers interested to do business with HCL has to fill up the Supplier Self-Regisration
Form with the following Inputs .Before filling the form, below mentioned information should be
readily available with the supplier.

Input - Mandatory Fields

Field Value / Comments

Name of the Company
Language

E-Mail Address

Telephone

TIN No./Company Registration No.

Postal Code

Country

PAN No.

City

Select the Language in which you
want to sent the Questionnaires

Company Name to be entered for which supplier would like to
register their company with HCL.

Select the Language. Note :Only EN-English to be entered,
Other Language will display an error message.

Enter the E-mail ID in which you want to receive the future
correspondence from HCL.

Enter the Mobile No./ Telephone No.for further official
communications.

TIN No. to be entered by Indian Suppliers,if applicable and
Company Registration No. to be entered by Foreign /Indian
Suppliers (if Tin No. is not applicable).

Enter the Postal Code of the City where your company is
registered / Head office is located.
Select the Country of your Company.

Enter the Company PAN No. as per the standard PAN no. format
i.e. AAAAA1234A . Validation is applied for this PAN no. format.
This input is Mandatory for Indian suppliers.

Enter the City Name where your company is registered at
/of the Head office of your Company.

Select the Language. Note: Only ‘EN’ for English needs to
be entered.

HCL Infosystems Ltd.
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4.2 In the Supplier Self- Registration Initial Screen, enter information in the fields as specified in the
screen below:

en, Self-Registration dows Internet Exploren
6‘\:_; - |g, http:ffsrmgas. helinsys . com:8000isap(bD1IbiZiPTQ1MA==)/bc/bspisapfros _self _reg/main.htm V‘ 2 X ‘Lwe Search | P~
Flle Edt View Favorites Tooks  Help Links >
v b [@Suppller Self-Registration I_I i fir - B - @ - [Page - ook -
to supplier self- for HCL y Ltd. sl

To register yourself as a supplier, enter your data and choose Send

* Required Entry

I ‘Company Details 7]
| Mame of Company * [New infotech
[ounshmer [
| Language * | Engiien ¥
“ Address Data =
| E-Mail Address * [pr com ]
| Telephone = 011-2345678 | Extension — (.
I Fox —— | Extension [—
| street [Mo. 43, venkatesh Nagar,2nd Main Ext,  AL{ | Suppler Certified(ISO/QMSTQM)
| TIN No.icompany Registration No. * |BE123450D00123
| Fioar — | Stock Exchange Listing (vesmMo) [ |
| Postal Code 600082 | city * [chennai
| state [ ]
| ECC No.(Manufacturer) ]
| Country * | india &
| PAN No. ABCHB1234A | PLZ PO Box ]
| Service Tax No.(Service) |ABCNB1234A1234 ] | PO Box Country \ India v \
“ Which Product Categories can you Deliver? =l
| Select the language in which you want to send the guestionnaires *
[[]19" Netwoking / Telecom Racks [[] Access Control Systems. [] Adhesives
[ Air Condttioners [ Alarm Systems [ Asset Management
[ Audio / Video Conferencing Equipments ] Audio/Video Cards [ Batteries =l
Done (& €D meermet 00 -
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) [#2] (] [Live search 152

File Edit Wiew Favorites Tools Help

Links

»

w o [ESuuplierSE\F—Reg\stratiun

=

: BB = v ibPage + ) Taols -

[] Laptop Bags

[] Laptops

[] Lubricants

[] Mechanical Tools
Memory Modules-Laptops
[] Mobiles Accessories

] Monttars-CRT

[IMouse

[ Networking Cables

[ Networking Routers

[ other Adden Cards
[]Packing Accessories
[[]Paper Cutting Machine
[[]Pen Drives

[] Polythin Bags/Shrink Films
[] Printers-Bar Code

[ Printers-Laser

1 Deniactnre.

[[] Laptop Batteries

[ LcD Paneis

[[] Measuring Tools

[] Memory Cards-Camera/Mobile/Others
[[] Metal Detectors

[] Modem Cards

[ Monitors-LCD

[[] Mouse Pad

[ Hetworking Connectors:

[ Hetworking Switches

[ other Security Devices

[ Packing tems-Corrugated Boxes
[C]PC Cabinets /Enclosures

[ Photo Copiers

[Cros

[] Printers-Dot Matrix

[ Printers-POS
™1 Dushtie

an | Suctam

[]camera [ camera Accessories [ ccTv camera El
CD/DVD MEDIA [ Clocks [] Computer Harness
[] Connectors [ Cooling Fans CPU
Desktop PC [ Display Cards [ Display Walis
[]Dome Camera []DRAK [] Electrical Parts
] Electronic Components [] Energy Management []EPABX
[]Fansinks [ Fire safety Devices [[] Flash Ram
[ Furnitures [[] Gaming Console [ Generators
[] GlassiTinted Toughend Class [JHoD [ +PoD
[ interactive Boards [ Keyboard [ Kiosk
[ Kiosk Accessories [] KM Switches. [C] LAN Cards -

[ Laptop Power Adaptors
[ LCD/Plasma TV

[ Mechanical Parts
Memory Modules-Desktop/Servers
[ Mobiles

[ Modems

Motherboards

[] Multi Functioning Devices
[ Networking Hub

Coop

[ other storage Devices
[ Packing Machines
Crous

[ Plastic Parts

[ Power Adaptors

[ Printers-inkJet

[] Printers-Special
M onu

Dane

L 100% T

Intermet

[ Networking Routers
[ other Addon Cards

[ Packing Accessories

[ Networking Switches
[ Other Security Devices
[ Packing tems-Corrugated Boxes

)[4 [ x| [1ive search |[2]
File Edit ‘Wew Favorites Tools Help Links *
* & [gswpﬁer Sel-Registration ]7| B - B - @ - [rpage - £ Took -
[IMouse [ Mouse Pad [ Multi Functioning Devices []
[] Networking Cables [ Networking Connectors. [ Networking Hub

Cooo
[] Other storage Devices
[] Packing Machines

] Paper Cutting Machine [[] PC Cabinets /Enciosures []rous
] Pen Drives [[] Photo Copiers [] Plastic Parts
] Polythin Bags/Shrink Films Cros [ Power Adaptors
[ Printers-Bar Code [] Printers-Dot Matrix [] Printers-inkJet
[ Printers-Laser [ Printers-POS [] Printers-Special
[ Projectors [[] Public Addressal System []RoM
[[] Scanners-Bar Code [[] Scanners-Flat Bed/Mand Held/Others [ ] Screeners
[ servers [ Services [[] Sheets Metal Parts
] Sheets(CRCA, G Al 5.5, Lead, Ttiatum) [ SMPS. [] Software-ERP
[ Software-Licenses [ Software-Operating Systems [ Software-Other Applications
[] Speakers [] stabilizers. [] stationery tems
[] Storage Accessories [ survelilance Equipments [JTape drives
[]Telephones [] Teriminal Servers [] Terminals
[[] Testing Equipments. [] Thin Clients [[] Tyre busters
[Jups [[] Visual Presenters [] vebcam
II Data Privacy Statement 7]

I hereby declare that the information given above is true to the best of my knowledge and belief and can be supported with reliable documents when needed.

Data Privacy Statement

A Questionnaire link (URL ) will be send to the Email address provided. Access to HCL Infosystems Ltd., site will be based on your reply to the questionnaire.

“Ves, | have read the data privacy statement and accept the terms.

Delete Entries
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4.3 After Filling the above details ,please select ‘Send’ to post the document. You will get a message:
‘You have been successfully registered’.

4.4 Now, Supplier will get an e-mail automatically on the E-mail ID provided by him on Self-Registration
Form. This e-mail will have a Website link for a Questionnaire.

& HCLI Questionnaire

=)&)
{ Fle Edit WView Tools Msssage Hslp o
e =X Q0 W
From: SUS_SERVICE
Date: Tuesday, November 23, 2010 3:40 PM
Ta: Kkundu@hel in

Subject:  HCLI Questionnaire

Hello,

Welcome te HCLI Supplier Registration. Y ou have been successfully registered,
Dleaze fll the Questionnaire from the link below to further process your
reguistration.

Thanls,
HCLI Procurement Teatn

httpeffsrmagas. helinsys. com: 8000/ sapfboibsplsapiuws formservice/page 1 htm?
uws_application=ROS QUESTIONMATRES Sruws mode=hd ATNTATN Guws refmid=DFFEIDSBIECEEF LAB2100155D8853 1 0& sap-client=450& sap-lanmage=EN

HCL Infosystems Ltd. 8 HCL
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5. How to fill up the Questionnaire...

5.1 Supplier has to click on the link provided in the e-mail to open the Questionnaire format
& fill the Questionnaire.

P S S S e
File Edit View History Bookmarks Tools Help

P

- ¢y ||| hitp://srmqas.helinsys.com:8000/sap(bDLIbiZiPTQLMA==)/be/bsp/sap/uws_formservice/pagel htm?uws_application=ROS_QUESTIONMAIRES&uws 77 ~ ﬁv Google P

2. Most Visited > Getting Started 5 Latest Headlines | | Note 1437307
R — o [+] B
HCL) Questionnaire =

1 - Genersl Questisnnaire

2 Product Questionnaire

m

Top

SWDY

Part 1 - General Questionnaire Enter 5 brief desaription of your Company:
Company Related Questions

‘Year of Inoorporation

Legal Form of the Company
@ PublicLid Privste Ltd

Stock Exchange Listing
e, presse anterStock xcnanga |
Stodk Exchange i Nao.

Type of O [Please Select

Tax Related Questions - Enter as applicable
Patie [ ]

vatiTne [
e |

Excise Range

Done

@ vocitapetee o T T = | & ]
File Edit View History Bookmarks Teols Help

ps iy

- ¢ 4% || hitpy//srmaas.helinsys.com:8000/5ap(bD1IbiZiPTQIMA==)/bc/bsp/sap/uws_formservice/pagel.htmuws_spplication=ROS_QUESTIONNAIRES&wws 7 -

8- Google 2l

18 Most Visited P Getting Started 5 Latest Headlines | | Note1437397

| ] https//srmgas.he...8AB00155D983310 |T\
CSTHo p
Bcerage |
Scpwion| |
Commizionsrsta |
s Taxreg e
Company Regisvationne. ||
pewe ]
se ] 1

Do you have Permanent Establishment in Indis 7 {In case of Foreign Supplier)
Yes | Ne

Is TDS scoeptable?
Yes () Mo

m

Employees Related Questions.

Overall Stengtn ||

nprotuction| |

B

In Research & Development for) Design ||
N

Financial Information {in Figures)
Preferred Cunrency | INR.
Wotners, plassespusty |

Fresent In Previcus 2 Yesrs

e | I IT I |

Tomaver | I I I I

Profit/ | ] ] ] 1 i

Done
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& Mozita

File Edit View Higtory Bookmarks Iools Help
—

- £t | ] httpy//srmyas.hclinsys.com:8000/sap(bD1IbiZjPTQLMA==)/be/bsp/sap/uws_formservice/pagel.htm?uws_application=ROS_QUESTIONMAIRES&uws 7 ~

2§~ Google P

12 Most Visited > Getting Started 5. Latest Headlines | | Note1437307

| ] http/srmaas.he...8ABO01550983310 | = | =

Tumoves | [ I I I B

s | I Il I |

General Questions

If you sre slready registerad, plesse mention the following:

O
vera[ ]

e
O

Where are the Billing Locations of your Company? ||
Where are the Supply Locations of your Company? ||
Whatsre your NcOTERMS? |

Communication

e ——
e e —
N —

Country Code STC Code Number

]

Telephone | [ [ |

Mobile |

Fac I I |

Top
Part 2 - Pr Plesse describe briefly which produs you offer in the categories ss selecied in the registration farm: Tip: Menticn different Type of Produdt you offer in this Product Range. Mention Product Make, Warranty and

Done

@i

File Edit View Higtory Bookmarks Iools Help

i

- £y ] hitps//srmgas.helinsys.com:8000/sap(bD1IbiZiPTQLMA= =)/bc/bspfsap/uws_formservice/pagel.htm?uws_application=R0OS_QUESTIONNAIRES&uws {7 - | | P \
£ Most Visited  Getting Started 5, Latest Headlines | | Note 1437397
| ] https//srmaash...8AB00155D983310 | = | |-
Top
Part 2 - Product ire Fl describs preducts you offer in the categories as seledted in the registration form: Tip: Mention different Type of Frodud you offer in this Product Renge. Mention Froduct Make, Warranty and
Specifications wherever required.
‘Quality Management
Is your Quality Management System (QMS) Certified?
Yes
If Applicable, which standards are you certified for?
150 2001:2008
150 14001
1SO/TS16948
CSHAS
S —
Inspections |
De you regularly conduct intemnal audits?
Yes No
If applicable, how frequently are intemal audits conducted? w
Do you Conduct externsl sudits with your Suppliers? £
@ Yes () No
‘Send Questionnaire
»

5.2 Select — ‘Send Questionnaire’ to post your questionnaire.

If it is sent successfully, Supplier will get a message ‘Thank You for Participating, Your Questionnaire
has been saved'.

HCL Infosystems Ltd. 10 HCL
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e Lt View Higtory Eookmarks Iecls Help
‘, - o~ hittpe/f prmde helineys ¢ amA000/ eap (B0 BTTPT My MA= = |/ be/bep/tap uwe_fermssnicel pagel htmuws_spplication= ROS_QUESTIOMNAIRE S8 v, -1129 - A3

#. Most Visited @ Getting Started & Latest Meadlines
2 Google x Confirmatian Inttpeermdey.. DS001SSDOI0EIE x | &

Thankyou for participating.

Your questionnaire has been saved.

Now, Supplier Self- Registration process is completed from the Supplier's end.

Supplier details captured in the Self-Registration Form and the questionnaire are available to be
reviewed by HCL Central Approval Team of Buyers for final acceptance or rejection of the Supplier.

6. How to contact HCL for Support ...

For any issues , external suppliers can contact HCL at support.srmproc@hcl.com .This e-mail ID is
available in our HCL Website —www.hclinfosystems.com —HCL SRM screen.

*****E N D*****

HCL
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