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Icons Icons used in this QRG

é)“EMO«;, Paragraphs with this icon attached contain information
that requires special focus and care taking.

Ny,
S@V@ This icon indicates areas that may cause concern.
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O 1 Overview
= What do you need to know?

02 System Flow
= What needs to be done?

03 Support

= Who can help?

O 4 Change History
= What has been changed?
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Overview
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Supplier Administrator

This role is the administrator on supplier site for Exostar. This
role might be split into ORG Admin and Bundle Admin. In case
of such a split the steps ,Create new user (ORG Admin) and
LApprove new user” (Bundle Admin) is split between these two
roles.
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System Flow

Step 1 - Create and approve new Exostar user [Org Admin]
Step 2 - Complete Registration [New User]

Step 3 - Request eSourcing access [New User]
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R Step 1 - Create and approve new Exostar user 1/10

System Flow Go to Exostar and then MAG Login:
Login @D Enter your User ID.
userid [ ] @D Enter your Password.
Org Admin: Forgotuserinz | @ Press
Login to Exostar >
Password [ ]

Forgot Password?

o )

SREEs
If you have forgotten your password, see Link.
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http://www.myexostar.com/
https://my.exostar.com/display/TE/MAG+Downloadable+Guides?preview=/32022316/32022318/MAG User Guide.pdf

System Flow

Org Admin:
Create New User 1/3
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A

==
o PreSS Add New User |

Step 1- Create and approve new Exostar user 2/10

exostarn W

Announcements

User : Narinder Sehmbi(sehmbin_4372)

Home My Account Registration Requests Reports

View Users l Add New User l Subscribe to Application | User Upload | Buk Actions
o
All fields marked with a * are required
Make sure that password conforms to the following rules

« Password must be at least 8 and at most 12 characters. It must comprise at least 4 distinct characters, 1 alphabetic character, 1 numeric
+ Leading and trailing whitespaces are not permitted




Step 1- Create and approve new Exostar user 3/10

Add New User

y il
*Street Address 1: |[SCO Singapore Office
“First Name
Steet Addressz [ ]
Middle Name e A
“city
“Last Name " Snaseore
Job Title: [ 2P o
~ *Zip/Postal Code: (797565
*Email: [ren.foo@rolls-royce.com
*Country Singapore ~
*Phone: [+6562403281 v [Singap ‘
Fax [ Time Zone: [Asia/Singapore ~
O rg Ad | | | n . “One-time Password: [seeseses | Restricted Access: Con ® ofr
. “Confirm One-time Password: [eeesssss |
Create New User 2/3 ——
o Role: [User ~]
PONSOr COdE Ic anopnona e vanaDIe, enter comma-separated sponsor code(s). For help on Sponsor Codes, view more information. o
Application Access. Provider Application Select Sponsor Code(s)
Exostar SourcePass B
Exostar Federated Identity Service (FIS) >
Rolis-Royce eTools{Application Group) Rolls-Royce eTools - Federated Identity Service (FIS} SourcePass Supply Chain Platform - Rolls-Royce Rolls-Royce Global Supplier Portal ~

o=

@D Enter all required User Information.
@ Sclect User as Role.

CMEMBE,
‘€ The org admin can assign appropriate role from drop down list. The

role of a new admin can also be created. It is recommended that there
should be at least 2 admins.
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Step 1- Create and approve new Exostar user 4/10

System FlOW Add New User

Title: |Ms

*First Name: [Wel *Street Address 1: |SCO Singapore Office
Middle Name: |[Chen Sireet Address 2;

*Last Name: [Foo *City: |Singapore

Job Title: *Siate: |Singapore

*Email: [weichen foo@rolis-royce *Zip/Postal Code: (797585

*Phone: [+6562403291 “Country: |SG

O rSJ Ad m i n : Fax: Time Zone: |AsialSingapore
C reate N ew U ser 3/3 *One-time Password: [essssass Restricted Access on ® of

*Confirm One-time Password: |ssssssss

Application Settings

Role: [User v

Sponsor code is an optional field. If available, enter comma-separated sponsor code(s). For help on Sponsor Codes, view more information,

Application Access Provider

Application Select Sponsor Codefs)
Exostar SourcePass ¥
Exostar Federated Identity Service (FIS) ¥
Rolls-Royce eTools(Application Group)  Rolls-Royce eTools - Federated Identity Service (FIS), SourcePass, Supply Chain Platform - Rolls-Royce, Rolls-Royce Global Supplier Portal ]

o (]
@D Press BN .

K,
‘@) An automatically generated email will be sent to the new user to
perform the First Time Login.
QARNING
Please let the user know what One-time password you defined (see
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Step 1- Create and approve new Exostar user 5/10

Syste m F low Home My Account Administration | Registration Requests Reports

Authorize User Verify OTP | Authorize Application J Authorize FI$

Filter Requests By: Resultsfpage:
Search For. | | sing [select Field o Fiter | EEZE] (S0
Need additional help? - Refer Request Management Guide for Administrators. Search Results: (1-10f 1)
in- Request still pending? The system may stil be processing. Click the sub-tab to refresh the screen and update the status.
Org Admin: L P e dakiisavks . ‘ ‘ ‘
Requestld # Last Name # First Name # Org Name ¢ Business Unit ¢ Application Requested Date Submitted ~ Last Viewed Date Action # Status ¢
Approve New User 1/2
UBSR 14612235137222371 | Foo Wei Rolls Royce eBusiness Rolls-Royce eTools 04i2172016 042112018 New

o Press  authorize Apslication |
&Y Press the Request ID.
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System Flow

Org Admin:
Approve New User 2/2
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Step 1- Create and approve new Exostar user 6/10

I EIXOSTAR Billing and Support Logout 0~

User : Sebastian UM Lid & CoKG | Gredential Strength : Basic Software Cert

Homa My Account Administration Rogistration Requests. Reports

Payment is required before access o the 255 1o Rolls-Royce eTools for Exostar 1D 116321369

User Information

Country. DE
FIS Certificate Information @
* Partner/Application [Rolls-Royce GSP Salact the partner or application for which you are requasting FIS certificates
Baskc v Not sure of whal to choose for any of these fiekds? - View more information on Cantificate Assurance Level, Type and Usage
. Identity v
1Year W
[Accass Apphication G
Is payment required for this user? View subscription availability and payment information for this application group
Nmrwe

[ 15 ]
< = G5

@& Press ~ and select Rolls-Royce GSP as Partner/Application.
@& Press > and select Access Application as Request Reason.

@& Press ~ and select Approve to confirm that the user is authorized to have an
account.

€@ Press .
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system Flow Homa My Account Administration Registratio quests. Reports
Please complate and submit the following infermation regarding this application group. Fields mo asle

Paymenl is required before accass lo these applications can be granted to this user. Visifk

are required.

» purchase access lo Rolls-Royce eTools for Exostar 1D 116321369

& If case a subscription has not been purchased for the new user yet, press
Leoniars wen e cOMpPlete step .. to ...

Org Admin: Rolls-Royce eTools Subscription

O t' l. P h The eTools application group Is for Rolls-Royce suppliers and is for a one-year subscription term. This subscription includes access to the Rolls-Royce Global Supplier Portal, Rolls-Royce Supply Chain

p |o n a - u rC a se Platform (SCP-RR), SourcePass, and a Basic Level of Assurance (BLOA) digital certificate (if necessary). Each organization must m ain a minimum of two (2) subscriptions, We are unable to provide

S b . t f N order refunds or support order transfers for this product so please confirm your requirements prior to placing your order. For more Iinformation on the Rolls-Royce Global Supplier Program please click
upscription tor New here.

U Se r 1 /4 Follow the steps below to purchase:

* Select an Exostar 1D, A list of current assigned and unassigned subscriptions will be displayed. You may use this list to determine how many additional eTools subscriptions to purchase.
+ eTools Subscriptions in MAG will be assigned to users on a first-come, first-serve basls,
* Click 'Add to Cart’. You will be redirected to the checkout page.

Current Subscriptions

Select Exostar ID: |116321369 (Rolls-Royce Deutschland Ltd & Co KG) ¥
Company Billing Address: Rolls-Royce Deutschland Ltd & Co KG Eschenweg 11 15827 Blankenfelde Mahlow Germany

Show 10 | entries Search:

User Name a User Email UPN Renewal Date Last Sales Order Last Purchaser

There are no subscriptions under the selected Exostar 1D

Showing 0 to 0 of 0 entries 4 Previous Next |

Purchase Now

MinimugQua .
«D

Price per Seat: $100.00

 Im—rT—

@D Enter the quantity of subscriptions and then press ad wcus
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Step 1- Create and approve new Exostar user 8/10

System Flow

Welcome Sebastian

The items listed below are currently in your shopping cart. If you are finished shopping, please click the Proceed to Checkout button. If you want to continue shopping, please click
the Continue Shopping button

Item Qty Description Options Rate Amount Remove
Rolls-Royce eTools 2 olls-Royce eTools Exostar 1D: 116321369 $100.00 $20000 3
Subtotal $200.00

<« shipping o
Prepaid delcr: Apply
- Total $200.00
Org Admin: =20 3 G —
Optional: Purchase

Subscription for New
User 2/4 @) Press | oceiwcnedont  and follow the checkout process.

€& Apply a Prepaid Voucher, if existing.
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Step 1- Create and approve new Exostar user 9/10

System Flow
o Name | meax Mastermena

Company Name
*Address 1 | Eschesweg 11 L
Address 2
City  pDamewitz
State/Province
Zip/Postal Code =

¥ Country Germary 1J
Org Admin: ¥ Phone
- o 1 ™is address Is also my billing address
Optional: Purchase C o raiees )
Subscription for New
User 3/4 @ Enter the shipping address.
@p;RNING

Ensure all fields with an asterisk (*) are not empty.

@D Tick This address is also my billing address’ and then press s i addes

S
Paymment f":”'l'lil ! Credit Card '® Invaice III invoice is selected, your order will not be filled until the invoice is paid in full.}
l Cisiilinie I
15 [Nom Confidentl| G2010 s foyce €D Sclect the payment method as applicable and then press Continue

| Not subject to Export Control A.



Step 1- Create and approve new Exostar user 10/10

System Flow

Your Shipping Address Your 8iilina Address
Max Mestermsan Max Mustermann
Rolis-Royce Dewtschiand Rolis-Royce Devtschiang
Eschemweg 11 Eschemweg 11
D-15327 Dadlewitz, Germaay D-15327 Dahiewitz, Germany
Onange Chenge
Shipping Method Payment Method
® Shigoing not apolicable of already a3oed 1o cant ool r s ey
Change
Org Admin:
H . Prepald Youcher Appdy
Optional: Purchase W50 e o e e o s
S u bs C rl ptl on fo r N ew Reforence/PO# (PO's masst be submitted to transactions Sexostar.com)
/ l 1 have read ang adrowedged the doiowng O o0 PG 03 Purchase. I o
U Se r 4 4 A% Ureapested error oitarred. Peste O Dack 3nd try jan
Qty  Owecription ptions Rate \moont
1 Refs Soyce €Toos Subeogtion  "iegel FesiNeme Festtame $100.00 $100.00
Sugat Lact Nemer LactVame
St Asres
PmNEme LIS st dem
Bur Acmurt I8 $PLKEY
e Ozryoe eTors 1 Rots-Royce aTosks Subscrgtion st M Pt $100.00 $100.00
e Nage
X SLaguTec weme st
S Adaress
com
eer Acmone 10 C30010
fhem Yotal £200.00
Poorg 0.0
Tax 0.0

€ Tick ‘l have read and acknowledged the Disclaimer prior to purchase’ and
then press St Ordes

\ﬂpRNINQ
If using a credit card to pay for renewals, renewal dates are updated
within 24 hours. If selecting the invoice option, payment must be
received and processed before the subscription renewal is updated.
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Step 2 - Complete Registration 1/4

System Flow

Please provide ALL of the following information and click ‘Continue’.

User ID:
New User: ! J
First Time Login 1/2 One Time Password:
o ( J
The One Time Password was entered by you if you self-registered, or you would have received this from your Organization Administrator.
System-Generated Password:
o )
The System-Generated Password was sent to you along with your User ID to your email address on file.
Not Working? Contact Customer Service
Qg,\ﬁ MBE'?
Once your account is approved the new user will receive a welcome email
from Exostar which include your new Exostar ID and next steps for
completing the onboarding process. Follow the instruction and link within
the email.
@D Enter User ID (see welcome email)
17 | Non-Confidential | ©2019 Rolls-Royce @D Enter One Time Password (provided by Org Admin)
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System Flow

New User:
First Time Login 2/2
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Step 2 - Complete Registration 2/4

Password must be at least 8 and at most 12 characters.

dser 1D: foow_6316

New Password:

Re-Type New Passwaord:

D =

@ Enter and re-enter a new
password and then
press ML |

@D Set up the security questions
and answers for your
account and then
press el .

Password Reset Secrets

Please provide answer to the four questions below.You will be required |

User ID : foow 6316

7

Question 1

Answer

Question 2

Answer

Question 3

Answer

Question 4

Answer

~

What is your favorite movie? (]

(Minimum Length = 3 Characters)

What is the name of your favorite childhood friend? [+]

{Minimum Length = 3 Characters)
What is your favorite color? [=]

(Minimum Length = 3 Characiers)

In what city or town did your mother and father meet? E|

(Minimum Length = 3 Characters)




System Flow

New User:
Download FIS Certificate
1/2
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Step 2 - Complete Registration 3/4

m My Account Administration Registration Requests Reports

My Applications Legend: o Active eQ}-‘u:n‘nn Required eAnnass Pending 3 Access Suspended

Company-Application Status Announcements

Exostar LLC
Federated Idenlity Service (FIS) o A\ Basic Software Identity-Passcode expires 21 Feb, 2018 10:00 AM CET
Pending Download

Pending Application Administrator Approval

SourcePass
View Adminisirator(s)
Rolls-Royce Pending Application Administrator Approval

Rolls-Royce Global Supplier Portal o
View Adminisirator(s;

. Pending Application Administrator Approval
Supply Chain Platform - Rolls-Royce
View Adminishrator(s)

My Application Groups
Group Name Status Announcements

Rolls-Royce eTools

Federated ldenfity Service (FIS) ~ N . .
SourcePass Pending Application Administrator Approval

Supply Chain Platform - Rolls-Royce View Administrator(s
Rolls-Royce Global Supplier Portal

My Organization » My Tasks - Task(s) Pending!
Quick Links » Account Summary
EMB,
I

The status of the certificate will change to Pending Download once the
admin has approved. At the same time an email will be sent from Exostar to
the user with the passcode to download the FIS Certification.

o Press Pending Download |



System Flow

New User:
Download FIS Certificate
2/2
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Step 2 - Complete Registration 4/4

Download Certificates View Certificates Recover Encryption Keys Revoke Certificates Renew Certificates

Download Certificates

Important Note: You have 15 attempts to enter your passcode correctly:
+ Failure to enter your passcode correctly after 15 attempts may require you to reproof and additional charges for reproofing will apply

@D (Fasscode: |
s J submit | Reset
Helpful Tips:

+ Make sure your system meets the requirements for downloading certificates.

= Enter your entire 16 digit Passcode including hyphens (). Avoid extra spaces.

« If you are installing your certificates on a token, you MUST run the system check to ensure there is enough room on your token
+ Need additional help? Refer Online Help for FIS.

+ See an error on this page? Find out more.

@D Copy the Passcode from the e-mail and paste it into the Passcode field.
@D Press B0




System Flow

New User:
Open Access Request
Form
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Step 3 - Request eSourcing access 1/2

Navigate to the Global Supplier Portal and login

Home Useful links Supplier search Supplier documents

General links Supplier news

About Global Supplier Portal Date Headline

Rolls-Royce home 29 Aug 2013 Welcome to the new look Rolls-Royce

GSP support - internal users Global Supplier Portal
Getting access to the GSP
Supplier Code of Conduct

See all news

Notices to supplier
Date Mum _Tite

Sign on to eFairs 01 Nov 2017 NTS416 Assent Compliance Inc.- -
Materials Declaration

01 Nov 2017 NTS415 2018 REACH Registration —
26 Oct 2017 NTS414 V2500 - Requirements for -

= f Busi Concessions and Deviation
Pemis

US Government Flow Downs

eFairs instructions
Getting access to eFairs

20 Oct 2017 NTS413 Impact of Kobe Steel self- -
declaration of the Overwriting
eSourcing___________| of e Inspection Reportsfo
Sign on to SAP Sourcing International Delivered Parts
pSign on to SAP Sourcing U.S. Server See all notices

[ Request access to eSourcinql

@D Open Access Request Form in MS Excel.


https://suppliers.rolls-royce.com/GSPWeb/appmanager/gsp/guest

System Flow

New User:
Fill out Access Request
Form
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Step 3 - Request eSourcing access 2/2

Rolls-Royce eSourcing access request form

Request Details

Rolls-Royce Vendor Code

200000

Exostar User ID (UPN)

doej_1234

Supplier Primary Contact

Yes

Rolls-Royce Buyer E-Mail Address

Peter.Buyer@rolls-royce.com

User Guide

Submit

If the button does not work, please send this request to the Rolls-Royce buyer as attachment.

@D Fill out the form and then press ==

R pRNIIvG

In case the Excel macro does not work, please send the request form

as email attachment to the respective Rolls-Royce buyer.

O

E-mail is sent automatically to the Rolls-Royce buyer you entered. The
Rolls-Royce Buyer will check the detail and will approve the request.
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Support

Please find Exostar/ GSP/ SAP Sourcing guidance documents
(Supplier Documents = Supplier Training = eSourcing guidance)

Please contact the Exostar support
in the following cases:

Exostar login issues
Exostar registration issues
FIS certificate issues

Link to SAP Sourcing missing (Exostar to resolve certificate issues)

Please contact the Rolls-Royce support (Supplier
Documents = Help) in the following cases:

SAP Sourcing issues

SAP Sourcing login issues


https://suppliers.rolls-royce.com/GSPWeb/appmanager/gsp/guest?sabre/default.html
http://www.myexostar.com/Online-Support/
http://www.myexostar.com/Online-Support/
http://www.myexostar.com/Online-Support/
http://www.myexostar.com/Online-Support/
https://suppliers.rolls-royce.com/GSPWeb/appmanager/gsp/guest?sabre/default.html
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