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Version History

Version Release Date Description of Version/Page

1.0 24.04.20 Initial document - draft

1.1 05.05.20 Initial document — Final Version

Survey duration-field in Survey-Creator adapted:
Default is always a few minutes & drop-down selection is
reduced (p. 44)

1.2 26.06.20

Survey Creator: Start- and End-Date: Implementation
Date Picker (p. 44)

Create Group name as Helper Text for BD Fields
BD-Fields now have the group name as additional
identification shown (p.28)

Remove "addother" from Questionnaire Creator
The option addother was removed from question type
Dropdown (p.26)

Adapt Excel Report “InvitedAs” is introduced (p.51)

Fill out: Validate Max Valid Date of BD Date Fields
A maximum date in the future is defined when the Creator
adds a date field to the questionnaire (p.28)

1.3 11.11.20 Questionnaire Language: Default language English
should be set before you start creating your questionnaire. If
not: button in the Translation tab to change default language

(p-39)

Recipient list: One can use the supplier ID in excel upload
for recipient list (p.15)

Questionnaire Navigation Bar: Navigation/editing bar is
on the right side (no Pop-Up window). Screenshots/
explanations are adapted (p.24)

Survey Evaluation: Excel report is adapted: “Supplier|D”,
aggregated “company status” and “latest reminder” is added

(p.52)

Questionnaire Dependencies: Explanation how to
exactly add dependencies, especially for BD fields (p.37-38)

Questionnaire Field Types:
New field type “Headline” and “Question” (p.28)
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2.0

11.01.21

Version History Insertion of version history

Questionnaire Field Types: Explanation of difference
between Heading and Question (p. 28)

2.1

20.01.21

Updated Video Links (p.56)

Collaboration Concept Edit if others (of your company)
can see the questionnaire/survey that you created (p.42 + 45)

Survey feature “Resend Invitation” Invitation of a
survey can be resent to one recipient (p.55)

Edit Survey that runs Add Recipient List to running
Survey (p.48)

Network error problem solution (p.58)

2.2

11.02.21

Extend Survey Duration (p.45)
Resend up to 10 Survey Reminder (p.57)

2.3

12.05.21

Updated multiple figures (p11, p24, p35, p42-46)
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. Overview of SupplyOn Flexible Survey

1 Overview of SupplyOn Flexible Survey

What is required for SupplyOn Flexible Survey and how do you use it?

1.1 Starting with SupplyOn Flexible Survey

Starting point for using SupplyOn Services is always the web-site: www.SupplyOn.com

1.1.1 Access SupplyOn

On the SupplyOn web-site you can login with your user ID and password. These access data are
available from your internal company administrator (see chapter Internal Support).

1.1.2 Roles & Rights

In order to work with SupplyOn Business Directory your internal company administrator will need
to assign the right role(s) to your user. These roles define what you can do within SupplyOn
Flexible Survey (see table below):

Business Directory Roles & Rights

Role Name Rights

Surveylnitiator Manage surveys and survey responses.

Table 1 — Flexible Survey Roles & Rights

1.2 Working with SupplyOn Flexible Survey

1.2.1 General information

If you have logged in to SupplyOn and your user has the required roles you can work with SupplyOn
Flexible Survey.
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Go to ‘SupplyOn Services” in the header menu and select “Flexible Survey”.

—
SUPPLYQ{L ) My SupplyOn SupplyOn Services ¥ Administration ¥  News

Management Cockpit
My SupplyOn:SupplyOn Services Sourcing
Business Directory plyOn Services Discussions and notifications

Document Management

Performance Monitor
Management Cockpit
Problem Solver
l I . Transparency at a click: An overview of processes with your business partner.
Project Management
Action Management

WebEDI / VMI
AirSupply 0 Supply@n Sourcing

SupplyOn Sourcing enables you to efficiently manage the requesting and offering process. No matter if
registered on SupplyOn or not: SupplyOn Sourcing gives a quick overview of incoming requests and
submitted offers

=

)

Collaboration Folders

\

Visibility & Analytics

TOMS 2.0

Flexible Survey Supply©@n Document Management
Procuremant - l SupplyOn Document Management provides suppliers with current documents about their customers like,

for example, standards and drawings. Using the search, suppliers can find the documents quickly and
reliably. If desired, SupplyQn notifies suppliers of all changes to documents via e-mail.
Technical Review

. SupplyOn Performance Monitor

Figure 1 - How to find Flexible Survey

1.2.2 Flexible Survey Overview

A Survey consists of a questionnaire and a recipient list. The survey is “the basic framework” as it
contains the basic information. The questionnaire defines the content and the recipient list
indicates to whom the survey is addressed to.

After you selected “Flexible Survey”, you will be redirected to the library page @. There you can

see the list of all surveys, questionaires and recipient lists in the several tabs as well as the related
details (ID, Name, Status, Remaining Time, Due Date, Duration, Buyer Company, Creation Date,

Type ©). The order of the details column can be changed by “dragging” and “dropping’”.

The guestionnaire, recipient and survey list is always arranged in such a way that the most recent
is always displayed first at the top of the list.

In addition, you can set the filters based on the individual details @ and sort the
survey/questionaire/recipient list by clicking on the feature after you want to sort. The arrow 1

shows the characteristic by which the list is currently sorted €.

Remember the filter you set for searching Recipient lists, Questionnaires, Surveys:
If you select filters in the overview libraries, theses filters will be remembered during your Survey
session.
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su:m.v@ ) MySupplyOn  SupplyOn Services v  Administration v  News

Flexible Survey Surveys

Figure 2 - Overview Flexible Survey

1.2.3 Recipient List

A recipient list is needed to perform a survey. The recipient list contains all connected and
unconnected suppliers to whom the survey should be sent. The recipient list should be created ad
hoc for each survey to invite suppliers with the correct account. Therefore, recipient lists cannot be
shared across your company. We recommend to reuse only list with registered recipients as the
registration type of other recipients can change while a survey.

We recommend to roll out Suppliers via SLM as E-Mail Suppliers and then Start the invitation
process to make sure that you are not creating duplicates.

In order to create a recipient list, you can choose between two options:

e @ “Create” a recipient list

e @ “Upload” a recipient list

_ Surveys Questionnaires Recipient Lists

=

Library

#  Creator D Name Creation Date Created By
& Uploads 9
W v v v
Help and Support
j 287 Supplier sell- assessment recipients March 16, 2020 11:50 AM bfischer schuster Buyer
0O s CSR SAQ Recipients March 25, 2020 9:11 AM biischer schuster Buyer

Figure 3- Options for creating recipient list

1.2.3.1 Create a recipient list

If iou want to create a recipient list manually choose the tab “Recipient Lists” and click on the

button. Enter a name (editable laterwards) @ for the recipient list and click on

“Create” @. This button will be enabled after inserting the title

10
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Create New Recipient List

Name of Recipient List * (4]

Please enter a recipient list title with at least 5 characters

@ Please enter a name for the recipient list first

Return

Figure 4- Create New Recipient List

After you created your recipient list, you will be automatically directed to the tab “Edit Recipient
List” and you will get a confirmation notification @. It is possible to modify the name of the recipient

list .

To add recipients to the list, click on “Add recipients” and choose “Select connected recipients”
when the supplier already has a connect with your company via SupplyOn Business Directory or

choose “Add recipients by e-mail” when the supplier is not connected with your company yet. ©

Create New Reciplent List

Figure 5- Add recipients to a recipient list

1.2.3.1.1 Explanation of Recipient Lists
Registered recipients Suppliers that already have a Connect with your company

Unconnected recipients ~ Suppliers that do not have a Connect with your company but with
another company using SupplyOn Business Directory

Unregistered recipients  Syppliers that do not have a Business Directory Connect (or any
other service connection) with a company on SupplyOn (We

11
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recommend doing an upload via SLM to get the companies on
board that should be addressed.)

1.2.3.1.2 Select connected recipients

When you choose “Select connected recipients” you can use the filter columns to search for a

” o«

supplier @. You can search either by “Company Name”, “Business Service IDs”, “City”, “Country”,
“SPIN ID” and also by “Supplier ID”.

Select connected recipients

Company Name Spinid Supplier ID DUNS City

v v Y v v

Loading

Cancel

Figure 6 - Filter list of connected suppliers for recipient list

A supplier needs to have at least one of the following roles to receive a survey:
“BusinessDirectorySellerStandard”, “SurveyRecipient”, “CompanyAdmin”

To add a supplier to the Recipient List, click the checkbox. Depending on whether you click the
checkbox once @ or twice @, the supplier is added as follows:

Clicking once @: All users of the corresponding supplier company with the
role: “BusinessDirectorySellerStandard” are invited. If no user has
any of the specific roles, the “CompanyAdmin” will be addressed.
This behavior is the same as you already know it from surveys in
BD Classic.

Clicking twice ©: All users of the supplier company are selected.

[ Clicking a third time: Deselects your previous selection of all recipients and you can
manually select one recipient of your choice.

Selecting a specific user: If you want to invite a specific user to the survey, search for the
company this person is working for and click on the small arrow @

to expand the users of the company. The user needs to have at
least the role “SurveyRecipient” to be shown in the user list of the
seller company. Search for the specific user and select him/her by

ticking the checkbox @.

12
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Select connected recipients

Figure 7 - Selecting a specific user

After you have selected all suppliers you wanted to add to the recipient list, click on the “Confirm”
O button. The selected suppliers will appear in the “Registered Recipients” List.

Select connected recipients

» st Sallar 1 . D %7 [E— 3 2085517
;e g-Acceplance Skmens Seller 9 Haltargmans o 2081047

Figure 8 - Select connected recipients

1.2.3.1.3 Add recipients by e-malil

It is possible to invite suppliers that do not have any connect with your company via email.
Therefore, choose the option “Add recipients by e-mail” and search for the email address of the

supplier @. If this supplier does not have any existing connect on the SupplyOn Platform, you will
get the notification “No matching users were found” @. Afterwards click on “Add unregistered

recipient” to add this supplier to your recipient list €.

We recommend doing a rollout via SLM before to avoid doubles.

Once the searched E-Mail address already exists as a registered user on our platform, suitable
companies are recommended in the list below @. In this list you can also search after certain
criteria @ (Company Name, User name, Company Type, Business Service IDs, Supplier
Reference ID, City, Country, SpinID). After you have found the correct supplier in this list, tick the
checkbox in front of the supplier name and save it by clicking on the “Add” button €.

If there are several users with one registered email address, all of them will be displayed and you
can choose which user from which company should be invited to the survey.

13
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Please note to redo this procedure for each survey in order not to reinvite suppliers to register
again as unregistered supplier.

Add recipients by e-mail

e @ Nomalching users were found. X
test@gmyx de o (] Reset search |

(7] Once the searched E-Mail address already exists as a registered user on our platform, suitable companies are recommended

°

any Name User name Company Type Business Service IDs Supplier Reference ID City Country

v e v v \4 \4 v v
v FOWS 10 8l

Done 9

Figure 9 - Add recipients by e-malil

1.2.3.1.4 Save the Recipient List

There is no extra button to save the changes in the recipient list. Just press the "return" button.
The changes are saved automatically in the background €.

Edit Recipient List
Corona Survey Recipients

Registered recipients

Figure 10 - Saving changes of recipient list

1.2.3.2 Upload a recipient list

Furthermore, you can also create a recipient list by uploading an excel list. Therefore, a predefined
excel template is provided on the SupplyOn platform to enter the suppliers and upload the excel
file as recipient list afterwards. This helps you if you want to invite many suppliers to a survey
instead of manually searching and clicking. Please note to redo this for each survey because the
suppliers can be registered after you have done your first survey and invited the as unregistered
recipients.

To upload a recipient list, perform the following steps:

14
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Click on the “Upload” Tab in the left column @. You will be guided directly to the Upload function
for a new Recipient List.

—
SUPPL\"O\N’) My SupplyOn SupplyOn Services v Administration v News

SupplyOn » Survey » Library » Recipient Lists
Surveys Questionnaires Recipient Lists

IZ Library
#  Creator D Name C
& Uploads o

W W
@ Helpand Support

O 287 Supplier self- assessment recipients M

Figure 11 - Upload function for recipient list

Download the Excel Template @ and open the downloaded file (the file either appears in the bar at

the bottom of your screen or in your download center) @.

Recipient Lists

# Upload Excel [ Download Excel Template

10

Name Creation Date ¥ Uploaded File Siatus Result

No rows to show

invitation_list_tem....xlsx

Figure 12 - Download Excel Template for Recipient List

Fill out the excel document either manually or by copying the supplier information into the
document @. After you have inserted all the suppliers, save the document @.

invitation_list_template (4).xdsx - Excel

Einfigen  Seitenlayout Formeln Daten  Uberprifen  Ansicht  Entwicklertools  Hilfe Q Was méchten Sie tun?
= . e | = 1
] & Ausschneiden Calibri 11 - AN == - 2 Textumbruch Text [EI ] 4
. EE Kopieren ~ i - e
Einfugen - - FKU- ©- H-A- === 3 & Verbindenund zentrieren ~ &7 - % o0 %8 % Bedingte Als Tabelle Zellenformatvorlag|
- Format abertragen a o = o " Formatierung - formatieren - -
Zviischenablage [ Schriftart ] Ausrichtung 5 Zahl [ Formatvorlagen
H17 e
A B = D | E F G H
I < | | —T—
1 |SPIN ID Supplier 1D Company Name Street City ZIP Code Country Contact E-Ma
2

Figure 13 - Inserting suppliers to excel recipient list

15
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If you move the mouse over the headlines or the red triangle @ the "mouseover" text will be

displayed @. This text explains which users are invited to the survey if certain information is
entered or missing.

1

A B G C D E F G O
SPIN ID a?_"- mpany Name % When all five company data columns are filled and neither SPIN 1D nor email address are filled, pct E-Mai

the system will try to find active users with role BusinessDirectorySellerStandard at a company
matching the provided company data.

are no active users with role BusinessDirectorySellerStandard, the system will try to find active
users with role CompanyAdmin and add those as registered recipients for that company,

instead. 9

If no active users are found for either role, not all five company data columns are filled, there is
no company matching the provided company data or there is no unique match for the provided
company data, an error will be raised and no recipients will be invited for that row.

1

2

3

4

5 If such users are found, they will be added as registered recipients for that company. If there
6

7

8

9

10
11
12

13 ‘When all five company data and email address columns are filled, but SPIN 1D is not filled, the
14 system will try to find a matching user at that company.

15

6 If there are users with that email address at the company matching the provided company data,
7 all these users will be added as registered recipients for that company.

18

If no such users are found, not all five company data columns are filled, there is no company

Figure 14 - Excel Recipient List Mouseover Information

Reminder:

As the validation only takes place when you upload a recipient list, please upload the recipient list
separately for every survey and do not reuse an existing (already uploaded) recipient list.

Of course, you can use the same file, but it is important to upload the recipient list again.
There are 3 possibilities to enter data and add recipients:

¢ Email address:
The one(s) who fulfill the following criteria will be invited:

o If there is no active user found with that specific E-Mail Address:

-> Invitation as an unregistered recipient = Short registration (The E-Mail Address
is used for the first time)

o If the system found an active user with this specific E-Mail Address:
-> All active users (with this specific E-Mail Address) are invited

o If the supplier has a regular connect with your company AND the invited user (via
E-Mail Address) has the roles SurveyRecipient + BDSupplierStandard OR
SurveyRecipient + CompanyAdmin the user is invited as a connected recipient
and regular user = normal way of login.

If not: the recipient is invited as an unconnected recipient and token user = ,direct
“Login via Email-Address + Password possible (The E-Mail Address is not used
for the first time)

¢ Unique identification of the company by inserting the SPIN-ID + email address
The one(s) who fulfill the following criteria will be invited:
o Isthere an active user with this E-Mail address at the supplier company?
= If yes: Does the supplier have a regular connect with your company?

e Yes: Does the user have the roles SurveyRecipient +
BDSupplierStandard OR SurveyRecipient + CompanyAdmin?

16
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o Yes: Invitation as a connected recipient and regular user
= normal way of login.

o No: Invitation as an unconnected recipient and token user
= ,direct “Login via Email-Address + Password possible

e No: Invitation as an unconnected recipient and token user =
wdirect “Login via Email-Address + Password possible

= |f no: Error

¢ Unique identification of the company by inserting the SPIN-ID:
The one(s) who fulfill the following criteria will be invited:

o Isthere an active user with the role: SurveyRecipient +
BDSupplierStandard?

= If yes: Has the supplier a regular connect to the buyer company?

e Yes: All users with the roles SurveyRecipient +
BDSupplierStandard are invited as connected recipients (regular
user) = normal way of login.

e No: Invitation of all users with the roles: SurveyRecipient +
BDSupplierStandard as unconnected recipient and token user =
xdirect “Login via Email-Address + Password possible

= |If no: Does the supplier have an active user with the role:
SurveyRecipient + CompanyAdmin?

e Yes: Does the company have a regular connect to the buyer
company?

o Yes: All users with the roles: SurveyRecipient +
CompanyAdmin are invited as connected recipients
(regular user) = normal way of login.

o No: All users with the roles: SurveyRecipient +
CompanyAdmin are invited as unconnected recipient and
token user = ,direct “Login via Email-Address + Password
possible

e No: Error

If there are multiple registered users with the same E-Mail address, all users with that E-Malil
address will be invited to the survey.

Go back to the SupplyOn Platform, open the “Upload” of the recipient list side again and name the
recipient list @. Click on “Browse” @ and look for that excel file you were just editing. Select it ©

and click on "open” @. In order to save the document, click on the “Upload” Button @.
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Upload New Recipients

Mama of Recipiant List
150080909 o L
Browse | Select file Name te modied Trpe - e
e 0 imtation lat_template sz e 704 47 Mhcrosof Excel W

[ owato o

same: [ervastion st remplateatex <] | Cumom Fies i o)

Figure 15 - Upload the recipient list

When the Excel document has been successfully uploaded, a notification appears at the top of the
screen @. It also appears in the "Status" column that the document has been uploaded @.
Please note: When uploading large files, the processing may take a little bit longer.

Click again on "Uploads" button in the left sidebar to update the page .

Now you will see if the Recipient list could be created: "Success" means that the recipient list has

been created successfully @. By clicking on the name of the recipient list you can open and edit
the recipient list. Moreover, you will find this recipient list in the library of the recipient lists.

If the status is "Processing failed", not all recipients listed in the excel could be validated @. The
table has to be edited before it can be uploaded again (see below).

SUPF’LYO\N‘ My SupplyOn SupplyOn Services v Administration v  News

7 Crestor
It Narm reation Date ¥ Jploaded File Status
0w @
@  Help and Support v v v Vv
159 150090619 43302t Uploaded g
157 e 1500906 bla 08ss
156 e 1SOsat ot
149 e 1500099 1] t ated 25 syl
159 e 150090619 April 232020 7.44 AM bdation of some rows faied

Figure 16 - Status of uploaded recipient list

If the “Processing failed” click on the =+« Symbol @ and choose “Download errors (Excel)” @.
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Recipient Lists

¥ Upload Excel [ Download Excel Template
Narme Creation Date ¥ Uploaded File Slatus Result
W v v v
158 o-.. 150050819 Apri 23 2020 7:44 AM RDEMS-29586044.-05b4-4483-a28  Processng faded The validation of $ome igws Taled
157 F Upload again (Excel) Apri 222020 10010 AM RDBMS-a5730406-9822-4Tec-bie”  Buccess AR invitalion kst was created sucoessiuly
156 [‘ Download errors -.'E)CCQl] 9 Aprl 22, 2020 553 AM nvitation_lst_template xis: Success An invitabion kst was created sucoessTully
149 Apri 17, 2020 11:56 AM mvitation_lst_template wis) Success AR invitation kst was created sucoessiully

Figure 17 - Download errors if recipient list upload failed

It will open the same recipient list you have already uploaded but with an additional column (H)
"Validation Message" @. With this you can see which line needs to be corrected. After correcting
the error(s) save the Excel file and upload it again as described above.

If the upload was successful click on the name of the uploaded list to see the recipients.
The list will appear — like the manually created lists — in the recipient lists library.

120chdd 1-3640-4194-914-553025¢37d83 xisx - Excel

Formein  Daten  Uberprofen  Ansicht  Hilfe Q) Was mochten Sie tun?
-y - = == Auto$ .
Ausschneiden Ca B PPR— P AR B 9. | 2 Termbrch Yot » P ) J € b {5 E stoSumme
12 Kopieren ~ £ - & T Austalien -
Eintigen FKU- - 2-A- @5 33 3 verbinden und zentrieren - & - 9% w0 | %2 Bedingte  Als Tabeile Zeilenformatvoriagen Einfigen Loschen Format
. ¥ Format Ubertragen A : Formatienng ~ formatieren = 2 5 5 X # Loschen =
2wischenablage 3 Schriftart . Ausrichtung % oM 3 Formatroriagen Zelen Be|
613 - fe o
A ) C D E F G H | J
. ~ ~ ~ ~ D
1 SPINID Company Name Street City 2P Code Country Contact £-Mail Validation Message
2 SupplyOn AG LudwigstraBe 45 Hallbergmoos 85399 DE testxy@supplyon com No company could be found for given criteria
3 <

Figure 18 - Download Errors of Recipient List

Here you can find a short explanation of possible errors and the reasons for the failure:

| A 8 " < D E_ 4 6 ) s L L L] B, R ERSSS
'SPINID " Company Name " Street ity Y29 Code YCountry  Contact E-Mail Y
2028770 peter.fischer@supplyon.com OK - only users with that email at that company

| 200031 OK - all users with ore yAdmin at that

' Invalid Company invalid Street IwalidCity  Invalid 21P Code = ERROR - company with provided data does not exist

| URRIUChKG  LUGWIGSIT. 49 Hallbergmoos 85399 (3 ERROR - company with provided data does not have any users with required roles
xan_07 ¥an_07 Kan_07 ¥an_07 AF peter fischer@supplyon.com OK - only users with that email at company with provided data

| ted tester@example.com OK - exactly provided enlall as unregistered recipient

Figure 19 - Example of possible Errors

1.2.3.3 Edit a recipient list

If the survey has not started, it is possible to edit the recipient list. BUT you have to delete and add
your recipient list from/to the survey again. Once the survey has started, it is not possible to add a
supplier to the recipient list. The only way to add a supplier laterwards is to close the current
survey, copy this survey and start it again with the edited recipient list. It is not possible to delete a
recipient list, you can only change the name or content of it.
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1.2.3.4 Find SupplierID for creation of recipient list

As you can use the SupplierID to add suppliers to a recipient list, it is good to know where you can
find a list off all the SupplierIDs of your supplier:

Open “Suppliers’Rollout™:

—
SUPPL\’C{E‘ ) My SupplyOn SupplyOn Services v Administration v News

My User Account

My SupplyQn:SupplyOn Services My Substitutes

sy User Management s and
Company
Logistics Settings
ntCoc

Configuration of Services
gk An ¢

Suppliers’ Rollout

Optimized Rollout

Figure 20 - Find SupplierID for creation of recipient list (1)

Click on “Supplier Overview”:

—~
SUPPLYo\N’ ) My SupplyOn SupplyOn Services v Administration v News

My SupplyOn > SLM

Welcome
Overview

My Tasks Rollout cockpit
Rollout
Overview

Supplier Rollout

Supplier Rollout Template

Mass Supplier Rollout
Monitering Tasks Rollout Monitoring Extras
Registration Overview

My Tasks (1) Supplier Rollout Registration Overview Mail Templates
Service Overview

Supplier Rollout Template Service Overview Retention Mailing
Supplier Overview —
Mass Supplier Rollout Supplier Overview Flexible Fields
E-mail suppliers overview
E-mail suppliers overview Notifications
Escalation Overview
Escalation Overview Service-specific Contacts

Retention Overview

Retention Overview

Extras
Mail Templates
Retention Mailing
Flexible Fields
Notifications

Service-specific Contacts

Figure 21 - Find SupplierID for creation of recipient list (2)
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Make a wildcard search with “ * “ or search a special supplier @. Filter on the Service “Business

Directory” @. Afterwards you can download the list as an Excel File €. That file will contain the

Supplier ID information that you can use for creating the recipient list.

Supplier Overview

Arga: Al v | Flax_1: Al w Flaoc_2:
Material . 1]
Group: All hd Flex_2: All hd Flex_4:

Campany namea, D-U-N-5, Supplier 1D: I‘_o | Search

You can use the characters =" and "7 for a wildcard search.

i IHH

@ Seller Contact () Buyer Contact | ] Contact Search
Suppress Stopped
Send E-mail l | CSV Down | Start Rollout | Reset Filters
G [] all p-U-N-5  Supplier Reference ID Supplier  Service/Address 9 Status Reg Status E/Ret Supplier Contact Person
[~ v
Demo
Supplier Bema Sgllarstrasse 1. Muenchan, 81373, DE Supp. LyOn
=
ECI- [ sssssenaz ;;],,, “
Surcharge SCM (EDI-Surcharge) A @ Keber, Steffen
Surcharge
Digital AG Supplier Street 4, Digital City, 815, CH Babel, Rainer
021 Digital AG
Business Directory A L Babel, Rainer
Digital Supplier Streat 3, Supplier Gity, 815, CN Mannes, J&eg
trg_Digital
GmbH (] 4920 s Business Directory [ [ ] Babel, Rainer
GmbH
Sgurcing Manager L L] Mannes, Jearg

Figure 22 - Find SupplierID for creation of recipient list (3)

1.2.3.5 Copy a recipient list

Itis also possible to copy an uploaded and manually created recipient list. Select an existing

recipient list by ticking the checkbox @ and click on the “Copy” button®
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SupplyOn » Survey » Library > Recipient Lists

Questionnaires Recipient Lists

R

/'  Creator D Name Creation Date

Library

& Uploads
v v v
€ Help and Support

414 Training Companies April 8, 2020 10:29 AM

Figure 23 - Copy a recipient list
For regularly repeated Surveys with the same recipient list created some weeks ago, we
recommend to create new recipient lists based on the report of the last made survey.

With this method it can be made sure that recipients are not included in two different categories of
a survey.

This can happen when recipients are already registered under an e-mail address at SupplyOn and
the Creator keeps adding them to the tab “Unregistered recipients”.

1.2.3.6 Notes and FAQs for the recipient list

- The Supplier ID of Continental Automotive AG (CVM) cannot be identified exclusively.
Therefore, you should not create your recipient list on base of Continental’s Supplier ID.

1.2.4 Questionnaire

A questionnaire is needed to perform a survey. Within the questionnaire you define what you want
to know from the supplier. Questionnaires are created once and can be reused for different
surveys.

1.2.4.1 Creating and copying a questionnaire

Basically, there are two ways to create a questionnaire. Open the tab “Questionnaire” @ and:

o Use the “Create” Button @
OR

o Select an existing questionnaire by ticking the checkbox & and click on the

“Copy” button @. The copy can be edited individually and is completely detached from the
guestionnaire from which it originated.
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SUFFLV@) My SupplyOn  SupplyOn Services v Administration v

Flexible Survey

> Questionnaires

o Questionnaires

O (4]

/ Creator
@ upioads

@ Help and Support

O esere

v
e. 0005

O e

Name
v v

SUPPLIER Drat
Test fie questions

first contact 20201018_12:08:30

Figure 24 - Options to create a questionnaire

1.2.4.1.1 Overview Survey Designer

v

January 12,2021 532 PM

November 12, 2020510

Octover 19, 2020 1:08 PM

January 12, 2021532 PM

Novemoer 12, 2020510

Octover 16,2020 105 PM  Recipient

Below is a brief overview of the individual elements on the "Survey Designer" page:

@: Here you can see the different question types. By dragging and dropping you can add
a question (in the selected type) to your questionnaire

@: This allows you to undo or redo individual edits.

©: Set the title for your questionnaire by clicking on “Set Title” (see 2.2.4.1.3 Edit survey
settings)

©*: The title is displayed here

O: Here you can edit the page title (3 ways to change it)

O*: The page title will be shown here

SURVEY DESIGNER TRANSLATION

MY QUESTION TYPES

Single Input

T
3= Radiogroup
=  Dropdown
® Comment
Boolean

B File

it Business Directory Field

ey —
pagel - < p:«s&@
Sedit @
e,%'itle . |
e?’ageﬂitle

Figure 25 - Overview Questionair

1.2.4.1.2 Create a new questionnaire

Title Page1Title o

If you want to create a new questionnaire click on the “Create” Button as explained above. The

“Survey Designer” Tab @ will open automatically.
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1.2.4.1.3 Edit questionnaire settings

By clicking on “Set Title” @ the right sidebar will pop up, where you can add a title for your

questionnaire €. The predefined language is English. This can also be changed here @. The
settings are automatically saved, you do not have to press any special save button.

oSUII\IE\’ DESIGNER TRANSLATION

w > oo [ sermme [2)

QUESTION
ext Ir agel - agel £ Add New Page +
Text In.. pag pag 9 Survey -

Checkb..

< I ]

Radiog Title

Dropd... ‘e

Switch

<]

File Default language

Busine.
usin. eDgfau]t(enghsh] -

H Headline

2 Question

Mlmmmn dmin o immkimn demm

Figure 26 - Edit questionnaire settings

1.2.4.1.4 Add, Modify and Select Pages

The questionnaire consists of minimum one page. In order to structure our questionnaire, use
pages. You can add them by clicking on the plus symbol @ or in the dropdown page overview @.

You can edit the name / delete the page / copy the page by clicking on the “gear symbol” ¥ @.
The page title can additionally be changed in the side bar @.

The selection of pages can be done either directly in the questionnaire @ or in the sidebar @.

Questionnaire Translation

QUESTION 0

® Textin. pagel ' © pgern @puoezn  psew 7 AddNewrage t pagel !
pag

Checkb. page2 & Edit © & A

- page3

3= Radiog... paged Title

= Dropd.. pages
pages Test e

Switch Add New Page e

k File

Busines...

Headline

x =

2 Question

Figure 27 - Add, Modify and Select Pages

1.2.4.1.5 Add Questions to Questionnaire and change question order

The several question (types) can be added with dragging and dropping the question (type) into the
questionnaire space below the questionnaire and the page title €. As soon as the field is dropped,
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it can be modified. Moreover, the options for modifying the page will change into the editing bar for
the question @.

The question order can be easily modified by dragging the question from the questionnaire to the
desired position and dropping it there.

r W
w o8 @3 ’
QUESTION
i add +
® Tetln pagel - Pl B Pl @ bl .pagel -
-]
b
= Radi
- Page Title
& Switch
B File 1, question PROPERTIES
B b
W Headii
7 Ouest

Fage Title

enabile if

Expression is empty

el & o item

Help text title

Figure 28 - Add Questions to Questionnaire

1.2.4.1.6 Explanation of Question Types

Below you can find an overview of all question types that can be used for the questionnaire:
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Type

Buyer View

Seller View

Single Input

With this question type
you can ask questions
that have individual
possibilities for an
answer. The question
can be answered
individually by inserting
any text.

st © ® VY | @

1. question1

Text

Checkbox

Question possibility
with predefined answer
options, where one or
more answers can be
selected.

SEHt @8 ® Y | @

2 . question2

question2

item1
itemn2

item3

question2

item1

item2

item3

Radiogroup

Question possibility
with predefined answer
options, where only
one answer can be
selected.

S Edit © ® )V o

3. question3

O]
O
O

question3

item1

item2

item3

Dropdown

For the question
"Dropdown" any
number of possible
answers can be given.
To add answer
choices, click on the

“+” Symbol @.
Question settings can
be made by clicking on

“Properties” (the right
sidebar will open, see

here) @

To change the

question options®,
click on an answer
choice and edit the
text. By clicking on the
X-symbol the answer
choice can be deleted.
In order to answer the
guestion laterwards in
the survey, the
respondent can choose
only one option of the
predefined answers.

1. Question Title (Dropdown)

Choose..

item1
item2

item3

0.

e,: Properties »

e Y w

Edit Choices

questiond

item1

item2 &

item3
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SWITCH

THE SWITCH TYPE
ISUSED IF THE
ANSWER OPTIONS
OF A QUESTION
REPRESENT A
"YES/NO" OR
"TRUE/FALSE"
CHOICE.

= S Edit © @® ¥ W

6. question6

3 questions
@D questioné

File

This question type
asks the respondent
to upload a
document.

= S Eit © ® V)V [

7. question?

Datei auswéhlen

question7

[

Upload file

Business Directory
Field

Requesting special
data that is
automatically
imported into the
SupplyOn Business
Directory tool. The
guestion types
depend on the
different Business
Directory field types.
The text of BD-
Fields is already
predefined and you
cannot change it.
After you have
selected the
guestion type BD-
Field you have to
select on the right
side by using the
BD-Field Explorer
which field should
be shown. Please
note that you have
to drag each field of
every section one
by one and that
each field can only
be added once to
your questionnaire.
Only the connected
suppliers can see
and fill out the BD
fields.

BD-Fields that are
dragged into the
guestionnaire now
have the group
name as additional
identification shown.

= & Edit @

bd-field

Please select a bd-question type from the bd-explorer.

Q_ Search List

Company

Change Company Data

Executive Board

Overall Account Manager

Director Logistics

Director Quality

Director Finance

Contact Person for Compliance
Contact Person for Product Safety
HSE-Responsible (Health, Safety and environmen
Contact Supplier Declaration
Number of Employees

Conditions

Financial KPI's

Social Corporate Responsibility
General Contractual Documents
Quality Management System
Environmental Management System
Social Management System
Corporate Social Responsibility
Occupational Health and Safety Management Sys
Energy Management System
Supplier Declarations

Commadities
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Remind for
Certificate BD
field:

Relative Date: You
can decide for how
long a certificate is

max. valid @. This

timespan runs after
a supplier opens the
survey (=relative
expiration time) (the
time-span is
calculated
automatically into
the future when the
supplier opens the

survey) @.

SURVEY DESIGNER ~ TRANSLATION

MY QUESTION TVPES

901 - IS0 9001: Validity (to)

mmy/dd/yyyy Q

- Registration number
ocument
ersion
01: validity (to)
emark

visible if

- I

lity (Note: not available only applica

Headline/Question

This question type is
used to structure the
guestionnaire by
inserting headings.

Difference between
headline and
guestion: The two
fields are displayed
in two different font
sizes. The overall
sorting order in
descending size is
as follows:

Page Title > Heading >
Question

SURVEY DESIGNER

MY QUESTION
TYPES

® Text Input
Checkbox

Radiogroup

Dropdown

B o

Switch

File

Business .

Headline

v T

Question

TRANSLATION

[ scrme |
. |

pagel % Addl New Page +

Page title
Headline

Question

& Properties >

.question2

Title

Question

Question ID

Questionl DfromQuestion

PROPERTIES

Table 2 - Explanation of Question Types

1.2.4.1.7 Explanation of the symbols in the editing bar

Moreover, the questions can be edited individually. Below you will find an overview of the meaning
of the individual symbols.
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Type

& Edit

GENERAL

@ Itis possible to

give each question
a title, which makes
it easier to search
for the question
when creating the
survey

@ To mark the
guestion as a
mandatory field, the
check mark must be
set.

© You can also

make the question a
“‘read only” field. No
answers can be
given then.

SURVEY DESIGNER

MY
QUESTION
® Textin..
Checkb.
2= Radiog...
= Dropd...
& Switch
B File
£ Busine.
H Headline

%2  Question

TRANSLATION

pagel

Page Title

1. question1

pagel %

page2 3

Add New Page +

[

& Properties 3

PROPERTIES
.question1 n
Title
s required? 9
read only 9
visible if
Expression is empty v
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VISIBLE IF

Disa

function
where a
guestion is
linked to an
answer of
another
question. This
makes it
possible to
make the
guestion
visible only
when a
certain
answer is
given to
another
guestion.

@ Click on

“build” and
select the
guestion
whose answer
determines
whether the
current
guestion
should be
displayed for
answering.

©Select a
condition

O Add the

value of the
condition

@ Click on

“add
condition” to
save it.

® You can

also remove
the condition
again.

(see 1.2.4.1.8

Visible if/ Enable if
function)

£t Busine..

Dropd.. .
Page Title
Switch
File 1. questiont
Headline
Question
2. question2

& Properties >

read only

visible if o

Expression is empty

BUILD EDIT
question’ e

Please enter/select the value

REMOVEG

ADD CONDITION

equals 9

not contains
any of

all of

greater or equals
less or equals
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ENABLE IF

@ “Enable if”

is a function
where a
guestion is
linked to an
answer of
another
question. This
makes it
possible to
unlock the
guestion for
editing only if
itis linked to a
specific
answer of
another
guestion.
Conditions
can be set like
for “Visible if”.
(see 1.2.4.1.8

Visible if/ Enable if
function)

@A Click on
“build” and
select the
guestion
whose answer
determines
whether the
current
guestion
should be
displayed for
answering.

©Select a
condition

O Add the
value of the
condition

@ Click ,add
condition” to
save it.

® You can

remove the
condition
again.

= o Y o

2. question1

# Properties »

enable if
{question2} contains Test condition
Please enter/select the value
Test condition
REMOVE e

ADD CONDITION
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VALIDATORS

@ In the tab

"Validators"
you can
define and
select in
which way the
guestion is
answered.
Selection
options are:
Numeric
(1,2,3, ...),
text (a,b,c,d,
...), user
count, regex
(regular
expression),
e-mail.

@ Please

click on the
plus symbol to
make your
selection.
Select the
desired
option.

®* You can
delete the
validator with
the “ - “ sign.
© Text: Can

be combined
with the length
and raises an
error if
min/max
length of
answer are
not reached.

O Regular
expression:
Can be used
to enter your
own RegEx
patterns to
check,
whether the
answer suits
your needs
(e.q. _
expression:
"{price} \*
{quantity} >=

Validators

e ) reqex

Text

1O

Regular expression

(4]
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100". Would
raise an error
if the
summary is
less than
100).

® You can

define the
min. + max.
length of the
text.

® Here you
can define if
digits in the
text are
allowed
@Expres-
sion:Here you
can select the
refence
guestion and
the conditions.

@Click on
“build” and
select the
guestion
whose answer
determines
whether the
current
guestion
should be
displayed for
answering.
©Oselect a
condition and
add the value

of the
condition

@Click “add

condition” to
save it and
‘remove” to
delete it.

oval idators
text
(2

Text

Minimum length

Maximum length

0

0

Allow digits @

o Validators *
expression
o

Text

Expression

Expression is empty e ~

Select question... 9 equals 0

Please enter/select the value

REMOVE

©

ADD CONDITION

33




P
SUPPLYON )
y

Overview of SupplyOn Flexible Survey

O + O Insert

an Help Text
(+Title) if your
guestion is in
need of an
explanation
(e.g. note to
insert a
distance in
km, which
currency, etc.)
You will not
see the help
text while
editing the
guestionnaire
but the person
who fills out
the survey will
see the text
next to the
guestion(s).

© Always
assign a
QuestionID.
You will need
this to make
references or
conditions to a
guestion later.

O The

Question ID
will also be
displayed
here.

2. Title of Question

i & Properties >

PROPERTIES

testQuestionID n

Survey
.pagel
..question2

.testQuestionlD
itle of Question

Help text title o

Help text title (will be shown with mouseover)

Help text o

Help text (will be shown with mouseover)

Question ID

testQuestionID

o

Delete
Question

To delete a
guestion, click

on the icon @.

2. question

o o Y a # Properties )
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V)X

IS = o ¥
REQUIRED /
IS NOT

REQUIRED ..question1

# Properties »

L]

2. Title of Question

@ Decide o
here if a

guestion

should be
mandatory s requrec @)
(also possible
in the right- visible if

S|de bar@) Expression is empty

Not
mandatory is
set by default

Title

Validators

]
Copy

@ You can

also copy a _ . ? + e s
guestion by - - -
clicking on
this symbol.
Afterwards
you can
choose the
position via
drag and
drop.

2. question1

Table 3 - Explanation of the symbols in the editing bar
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1.2.4.1.8 Visible if function

“Visible if” is a function where a question is linked to an answer of another question. This makes
it possible to make the question visible only when a certain answer is given to another question.

It is possible to set conditions to make the questions dependent on each other.
If you want to show and hide questions, it is recommended to use only the "visible if" dependency.

In order to use the “Visible if” function perform the following steps:

Select a question for which the following question should receive a condition . The sidebar will
open afterwards.

To simplify the handling, it is a good idea to give every question a suitable ID for recognition. For a
condition (visible if or enable if) select the reference question (the question to be used in the

condition). Here the Question ID that you gave the question in a step before, is displayed @.
Afterwards choose the type of condition you want to make & and insert the value of your condition
in the text field @. Then either click on “add condition” @ to save it or on” remove” to delete the
condition@®.

= o ¥ & Properties

L

1. Test for visible/enable if

visible if

Expression is empty -~

Select question... equals

Select question...

question
3. question3 iquestion3

2. question]

REMOVE 6 not contains
£ lany of
jall of
\greater
ADD CONDITION e less
greater or equals
less or equals

Figure 29 - "Visible if* function

1.2.4.1.9 Visible function with BD-Fields

If your condition for the visibility of your question contains a BD field you have to proceed as
described below:
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The question that will later have a “visible if” condition @ needs the QuestionID of the question that

is used for the condition (here a BD-Field Question). This is, because a BD Field question is not
shown in the selector like you learned in the chapter 1.2.4.1.8. Visible if / Enable if function.

To find out the Question ID, click on the question that will later be used in your condition @. In the

sidebar in the upper right corner you will see the QuestionID ©.

=
pagel < pagel page2 % page3 # paged % »

Supplier qualification / self-assessment

General data - Company data

1. DUNS Number o

Add New Page +

PROPERTIES

..question1 9 -

Business Directory Explorer

Please enter at least 3 characters to search for fields and
groups from the business directory.

Q Search List

Change Company Data

@® Company name
Commercial registration number
Company Data updated at

Street 2
= 1
—— 2 = pru...e.ffl.!i. VAT number
PO-Box Counti
Change Company Data » Company name * e bd-field s
Unified Social Credit Code

Company Data updated by
Executive Board

Figure 30 - Visible if / Enable if function with BD-Fields (1)

Then click again on the question that should contain the condition @. Select now in the area
"visible if* NOT " Build" but instead choose "Edit" @. Afterwards insert the condition into the text

field, which consists of the QuestionID and the expression @ (see listing in the table below).

The expressions are the same as for other conditions. So, you can also test the expressions in the
" Build " section from within a condition using a non-BD field and then copy the condition

afterwards.

SURVEY DESIGNER ~ TRANSLATION

MY QUESTION EEET PROPERTIES
TYPES
O Teora page1 - < pagel %  pageZ % D@ paged 3 > AddNewPage + oUNSNumber -
Checkbox wvisible it -
4= Radiogroup Supplier qualification / self-assessment 2
{question1} is empty -
= Dropdown
suieeh General data - Company data = ’D%
B Fie = ] # Properties »
{question1} empty
fi  Business.. 1. DUNS Number
H Headline 9
? Question
Figure 31 - Visible if function with BD-Fields (2)
EXPRESSION OF CONDITION EXAMPLE COMMENT

{question1} empty

Question is shown/enabled
when “question1” is empty.
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{question1} notempty

Question is shown/enabled
when “question1” is not
empty.

{question1} = [item2]

{question1} = ['item2’,
'item3', 'item4’, 'item5']

OR

{question1} = 'Test value or
Number '

Question is shown/enabled
when “question1” is exactly
the value: [item2]

OR is exactly the item list
[item2’, 'item3’, 'item4’,
'item5']

OR 'Test value or Number '

{question1} <> [item2]

{question1} <> [litem2’,
‘item3', 'item4’, 'item5']

OR

{question1} <> 'Testvalue
or Number '

Question is shown/enabled
when “question1” is not
exactly the value.

contains

{question1} contains 'test'
OR

{question1} contains 'item5'

Question is shown/enabled
when the answer of
“question1” contains one
value of a list of values or
contains a specific
value/number.

not contains

{question1} notcontains
‘test’

OR

{question1} notcontains
‘item5’

Question is shown/enabled
when the answer of
“question1” contains not a
specific value of a list of
values or a specific
value/number.

{question1} anyof ['item4',
‘item2', 'item1’, 'item3]

Question is shown/enabled
when “question1” is
answered with one of the
(in the condition)
mentioned items.

{question1} allof ['item1’,
'item?2', ‘item3’, 'item4’,
'item5', 'item6']

Question is shown/enabled
when “question1” is
answered with all of the (in
the condition) mentioned
items.

{question1} > 34

Question is shown/enabled
when “question1” is

38



)

Overview of SupplyOn Flexible Survey

answered greater than a
selected value.

{question1} < 34

Question is shown/enabled
when “question1” is
answered less than a
selected value.

greater or equals

{question1} >= 34

Question is shown/enabled
when “question1” is
answered greater or equal
than a selected value.

{questionl} <= 34

Question is shown/enabled
when “question1” is
answered less or equal
than a selected value.

Table 4 - Expressions of Conditions

1.2.4.1.10 Translation of Questionnaire

The default language of the questionnaire is always English. Please select your preferred default
language before filling out the questionnaire. In order to change the default language, click on “Set

title” @ and select the language @.

Questionnaire  Translation

New Page +

Figure 32 - Select default language

PROPERTIES

Default (english) -

If you want to change the default language later add your preferred default language as described
below. Afterwards repeat the steps above (Click on “Set title” select default language) and open

the tab “Translation” @. Afterwards press the button “REPLACE STANDARD TRANSLATION”.
The duplicate language will then disappear (e.g. here: “Default (deutsch)” will remain “deutsch” will

disappear) .
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Questionnaire Translation o
Select language to translate n Show all pages -

deutsch E
REPLACE STANDARD TRANSLATION

Default (deutsch) deutsch

Title

pagel

Figure 33 - Change default language

To translate the questionnaire, open the tab "Translation"@. The pages of the questionnaire @ will
be displayed, as well as the titles of the pages © and the individual questions @ on each page

and their possible answers @.

Questionnaire Translation 0
soctmggeovwine [l vt @

deutsch

Default (english) deutsch
9 Title Test

question1 ,

0 question2 ,,
Default (english) deutsch

e question2
[ Yo,

Figure 34 - Translation of Questionnaire
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Select the page on which you want to translate the questions . And add the language you want

the questions translated into @. You can choose from the 12 Basic SupplyOn languages.

Questionnaire Translation

e Select language to translate [ page1

Select language to translate
espanol
frangais
italiano
magyar
portugués
turkce
cestina
PYCCKWiA
BA:E
AP
=0

question2 ,,

Figure 35 - Selection of languages for translation

The selected languages are displayed in the upper bar and can be deselected by clicking on the
checkbox @. The languages into which the questionnaire is to be translated appear in the columns

next to the individual questions @. The translations must be entered manually ©.

BD-Fields are automatically translated and shown in the recipient’s language so you just need to
translate your questionnaire if you have added non-BD-Fields that you want to have answered.

Finish the translation with "Cancel" (entries are not saved), "Save as Draft" (entries are saved as
draft), "Save and Close (entries are saved and are active) @.

Questionnaire  Translation

Select language to translate - Show all pages -

Default (english)

Default (english)

Test

question? ,

Default (english)

Test

(4]

Cancel Save as Draft

Figure 36 - Entering the translation

If you want to change the default language go back to the tab “Questionnaire@ and open “Set

Title” @. Select the desired language as default €.
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Questionnaire  Translation
MY QUESTION TYPES Exam e PROPERTIES

mc

Figure 37 - Change default language

1.2.4.1.11 Collaboration and Visibility of Questionnaire

Due to the SupplyOn collaboration concept, it is possible to enable questionnaires that are created
by one user to be visible to the colleagues of the same company.

In the questionnaire overview you can see the details here:

Questionnaires Recipient Lists

Figure 38 - Overview Collaboration and Visibility of Questionnaire

To enable this, click on "Set Title" @. Now you will see the questionnaire settings. Then you can
enable/disable the visibility by clicking on "Visible for all users of my company" @ (blue color =
activated, gray color = not activated).

Please note:

¢ The default value is always “ON”. The questionnaire therefore is always visible for all
company users by default

¢ Questionnaire and Survey always should have the same settings when they only should
be visible for the creator:
o Questionnaire (not visible for others) + Survey (visible for others)
= Error Message:

The survey could not be saved. The questionnaire was set to private access while the survey was created. Please set the access of the questionnaire to "Visible for

o all colleagues of my company”™.

= Either change the survey to “not visible” or edit the questionnaire again in
order that both have the same status
o Questionnaire (visible for others) + Survey (not visible for others)
= No issues, this use case is possible

¢ Access type can be changed for Questionnaires:
o notused in any Surveys
o used in user's own Surveys with access type 'Only Me'
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¢ Also see Recommendations for survey design

Questionnaire  Translation

UETSCI o ovoo | & PROPERTIES

TYPES
Text Input Seitel - Seitel Add New Page +
Text Input » 9 Sutvey n

Checkbox

| e

Radiogrour Survey Title Title

dropdown
Survey Title

@,

Page Title

Default language

General questions Default (english) -

Headline

T

Visible for all users of my company

-~

Question
Figure 39 - Collaboration and Visibility of Questionnaire

1.2.4.1.12 Save as Draft / Save and Close the Questionnaire

When you have finished editing or creating the questionnaire, you will find the buttons "Cancel" @
(changes are not saved), "Save as Draft" @ (questionnaire is saved as a “Draft’) and "Save and

Close" © (questionnaire is saved and “Active”) at the bottom of the page.

Questionnaire Translation

my o unoo | © neo | © serme | PROPERTIES
QUESTION
® Text! pagel n pagel & Add New Page + Survey n
Chec...
o= Radi Test changing running questionair 2
&= o Title
= Drop
Test changing running questionair

g1 Switch
Test
R Ffile Default language
i Busi. 1. Test Default (english) -

Head...
H c Visible for all users of my
2 Ques. company

2. question2

cancel Save as Draft

Figure 40 - Save as Draft / Save and Close the Questionnaire

In the questionnaire list @ the questionnaires will be shown as “Draft” @ and “Active” ©.

If you use the questionnaire for the survey, it makes no difference what status the questionnaire is
in. This display or function is more or less a reminder for the user that the questionnaire has been
completed or still needs to be edited.

Changes can be made in the questionnaire in both states (Draft/Active). As soon as a
guestionnaire is added to a survey, the changes made afterwards in the questionnaire are not
applied to the survey. Only when the questionnaire is deleted in the survey and added again, the
changed questionnaire appears (this is only possible as long as the survey has not been started).
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Figure 41 - Display in Questionnaire list "Draft" and "Active"

1.2.5 Survey

The survey contains all basic data such as the title of the survey, description, start and end date,
duration, welcome and confirmation page, as well as the questionnaire and recipient list.

1.2.5.1 Create a survey

In order to create a survey @ either use the “Creator” in the left sidebar @ or click on the

button ©.

I
E;LIPF'L'\"O\I:I_') My SupplyOn SupplyOn Services v Administration v News

i arary

& Uploads
W v v v v v ¥

@ Helpand Support
0O 2045 Business Continuity Management Closed Agri 16, 2020 848 AM a fow seconds trg-B. Fischir AG
[ Business Continuity Management - Surv  Active in2 days Apri 23, 2020 304 PM & few seconds brg-B. Fischer AG |
O 2 CORONA Impact Survey - week 17 Ciosed Apri 16, 2020 1116 AM & Tew 5eC0NMS B Flscher AG |
O z0as7 Corona BOM Survey Closed Apri 15, 2020 1119 AM & few seconds g8 Fischer AG |

Figure 42 - Create a survey

Both options will lead you to the same survey creating and editing page @.

The progress of the survey is displayed in the sidebar @. You will also be forwarded to the

different positions of the survey if you click on the headlines ©.
Enter the survey information in the different fields. The fields highlighted in red are mandatory

fields @.
The grey fields are optional @. A question mark symbol is displayed next to each field @. By

clicking on it, you will see the information about this field in the right sidebar @.
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The survey duration is always prefilled automatically (default) with a duration of “a few minutes”.
This can be changed by clicking on another duration from the dropdown list @ The survey can

later be extended (when the survey still is running). Therefore, then you have to reopen the
survey, click on edit and adapt the Due Time.

In order to set a survey, start and end date, click into the respective line and select a date/time
from the date/time — picker ©.

The Survey Creator can be closed at any time @: "Back to Library" (the data is not saved), "Save

as Draft" (the data is saved as a draft), "Save and Send" (the survey is started and saved).

~
€

o 3
L]
..
e n [ Jcl
[ M} [ el
°

Figure 43 - Fill in the survey information

1.2.5.1.1 Collaboration and Visibility of Survey

Due to the SupplyOn collaboration concept, it is possible to enable surveys that are created by
one user to be visible to the colleagues of the same company.

<
<
<
<
1

sssss

Figure 44 - Overview Collaboration and Visibility of Survey

To activate this, you need to press the slider “Visible for all users of my company” that is in the
survey creator (blue color = activated, gray color = not activated).

Please note:
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¢ The default value is always “ON”. The survey therefore is always visible for all company
users by default
¢ Questionnaire and Survey always should have the same settings when they only should
be visible for the creator:
o Questionnaire (not visible for others) + Survey (visible for others)
= Questionnaire cannot be found in the questionnaire selection when you
create the survey
=>» Either change the survey to “not visible” or edit the questionnaire again in
order that both have the same status

o Questionnaire (visible for others) + Survey (not visible for others)
= No issues, this use case is possible

o Also see Recommendations for survey design

Information - Mangatory

L]
Description ©
Start Date on Start Time * PC
Due N Due Ti ' We)

a few minutes

@D Visible for all users of my company

Figure 45 - Collaboration and Visibility of Survey

1.2.5.1.2 Survey Reminder

Here you can specify settings for Email Reminder: The Survey Recipient will always be notified if
he has not yet opened the survey.

Click on "Add notification" @ to add a reminder. You can then select a date on which the reminder

should be sent from the date picker @. Click on the trash can to delete the reminder €.
It is possible to set a total of 5 reminders.
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E-Mail Notifications for Suppliers

9.

Aug 2020 =
=]

Mo Tu We Th Fr Sa Su

Figure 46 - Email Reminder Settings

1.2.5.1.3 Welcome and Confirmation Page Settings of a survey

A standard text that is not editable is already predefined @. This text is translated into the

respective language of the survey participant (if the recipient is connected and has stored his
language in the user profile). Otherwise this text will be displayed in English.

Underneath it there is a text field in which you can insert your personalized text. This text will NOT
be translated and this text can NOT be formatted. This text is displayed as plain text @. We

recommend to add your text in an English and/or include it in another language right after the first
text. 1500 characters are the maximum for this text.

You can add an attachment after you have saved the survey as draft and reopened it by clicking
on “Browse”. After selecting your desired attachment click on “Upload” to save the attachment.

This is only possible after the survey has been saved as a draft €. The question marks next to the

fields, show help information in the sidebar on the right @.

Welcome and Confirmation Page o

You can add additional text to the Welcome and Confirmation pages. Some Help
can not be edited

0

Content for Confirmation Page

Figure 47 - Survey Welcome /Confirmation Page

1.2.5.1.4 Add Questionnaire / Recipient list to survey

Scroll down further to add the questionnaire and the recipient list to the survey. They can be added
by pressing the "Select Questionnaire" / "Add recipient list" button @. They can be deleted again
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by pressing the "Remove" button @ but it is necessary to add the questionnaire and at least one
recipient list as the field is mandatory €. The selected questionnaire / recipient list(s) will be
displayed in the list @.

Questionnaire 9 ety

Selest 8 questionnaine for this survey

o [ et [ 9
Hama Creation Date Modmcation Date
Sustore siismactin 0 ord 1, 2030 125 P

Recipient List

Supgiier sail- Bsssement raciplants

CR 843 Rcipienty =
Tost Racipiars e
Fioad Risk [#-al)

Figure 48 - Add / remove Questionnaire and Recipient List

To add a Questionnaire or Recipient List you can either create a new one @ or choose an already
created one from the list. The questionnaires / recipient lists can be filtered by certain details @.
Choose your questionnaire or recipient list(s) € (only one questionnaire but more recipient lists
are possible, recipients are just addressed once as the application filters out double entries from

multiple recipient lists) and click on “Confirm” to save the changes @. The selected questionnaire /
recipient list is now added to the survey.

e- Suppler il assesamant
25 CSR 580
Add recipient lists

Cances
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Figure 49 - Add Questionnaire / Recipient List to Survey

If the questionnaire contains BD fields, a message appears stating that not all survey recipients
may get the question displayed if they only have the "SurveyRecipient" role and not the
"BusinessDirectorySellerStandard” role or "CompanyAdmin" role.

1.2.5.2 Send the Survey

As soon as you have filled out the survey, added the Recipient list and the Questionnaire and, if
necessary, added an attachment, you can send the survey with the button "Save and Send". The
email notification will be immediately processed and sent in batches over some time (7000 per 1h)
to ensure that the system performance is not impacted.

Recipients can then either complete the survey themselves, or forward the survey to a colleague
by opening the survey and pressing the "Forward to Colleague" button. They can also refuse to
participate by pressing the "Decline" button.

The survey creator will be able to see these details later in the report.

1.2.5.3 Add Recipient List to Active Survey

If the survey has already started, but is currently still running, it is possible to invite an additional
recipient list to the survey (e.qg. if a recipient has been forgotten).

To do this, you first have to create the corresponding recipient list to be invited. See chapter
"create recipient list".

Then click on the active survey to which you want to invite the additional recipient list.
Click on "Edit Survey" @, select "Add Recipient List" @ and choose the appropriate list €.

Confirm your selection with "Confirm" @ and finally click on "Update Survey" @.
In the background, the system checks whether the recipient(s) in the further recipient list(s) was

(were) already invited when the survey was first sent. If this is the case, the recipient will not be
invited again.
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Monitoring peiyOn » Floxiok Y P
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Response Status
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Recipient List o . .
0 = P
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Figure 50 - Add Recipient List to Active Survey
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1.2.6 Survey Reports
The survey creator can create a report of the survey during or after completion of the survey.

This report contains information about the delivery status and whether the survey was forwarded to
a colleague as well as the answers to the questions asked in the questionnaire.

1.2.6.1 Monitoring

To get to the monitoring open the survey library @ and click on the survey (name) you want to

evaluate or want to have more information @.

> Surveys

=)
Library

#  Creator I Name Status Remaining Time ~ Due Date Duration Buyer Company W ¥

@ Uploads
v v v v v v v m

O 20208 Testbefragung_008 e Closed March 3, 2020 11:41 AM

O zo22s Questions dependent on BD questions 2 Closed March 6, 2020 421 PM

@ Help and Suppert

rg-SupplyOn AG (TRAINING GO

trg-SupplyOn AG (TRAINING CC

O 20297 Testbefragung_012 Closed March 8, 2020 1.04 PM 2 few seconds trg-SupplyOn AG (TRAINING CC

Figure 51 - Open Survey Monitoring

The Monitoring shows two charts: On the left, the Response Status @ is displayed and on the right

the Invitation E-Mail Delivery Status @.

Response Status: The diagram distinguishes between:

Declined
) submitted
B Forwarded
Unopened
B opened

By clicking on the respective part of the diagram, the corresponding percentage is displayed.
Below the pie chart, the percentages are again expressed in numerical numbers, the exact
number of respective evaluation possibility can be traced €).

Invitation E-Mail Delivery Status: The diagram distinguishes between:

. Delivered

Undelivered
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By clicking on the respective part of the diagram, the corresponding percentage is displayed.
Below the pie chart, the percentages are again expressed in numerical numbers, the exact

number of delivered and undelivered e-mails can be traced ©.

o Response Status e Invitation E-Mail Delivery Status

100% 100%

[ Declined 1 B Delivered 163
B Forwarded 1 [ undelivered 6
@ opened 10
@ submitted 21
[ Unopened 73

Figure 52 - Description Survey Monitoring

1.2.6.2 Survey Report

To get a more detailed evaluation of the survey it is necessary to download the report. There are
two possibilities:

Firstly, you can download the "Recipient Status" below the Monitoring directly with the &, Downicad
button @.

Secondly, you can select one survey in the Survey Library with the checkbox @ and download the

report with the & Dewnlozd putton €.

Moniloring I SupphOn > Sunvey > Library > Surveys
Response Status vitation E-Mail Delivry Status. I
Survey Surveys Questionnaires Recipient Lists
e
I = Library
0 0
100% 100% | v ome . s I
I @ Upioads
4 v v v
I ©  Help and Suppont o
W oecnes 1 B oo " I 20250 1t Survey Closed
[— 1 B tnceivans 5
- 0O 2006 PRSURVEY_KEY?2? Tast Clased
B oo w I
B suoited n 0O 2018 [QA] feb retease. Closed
ey » |
I Nz Asa Closed
Recipient Status o
1

Figure 53 - Download Survey Report
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Download Format:

Providing the download in xIsx format has impact on the service performance and could cause the
report to run in a timeout.

Therefore xlIs-format was chosen on purpose, knowing the benefits and disadvantages of the
format.

Open the document that was downloaded. It contains the following tabs:

Survey Overview
Company Status
Forwarded Invitations
Answers

* & & o

Remind:
The survey report is created at user level, not at supplier level as the whole application is based on

a userbased addressing approach. It may be the case that supplier companies are listed several
times and you find the overall status in the tab “company status”.

1.2.6.2.1 Survey Overview

The survey overview lists the survey recipients with the following recipient details:

SPINID, DUNS-number, company name, connect type, city, country, contact person, SMAID, e-
mail address, e-mail date, response status, response date, and decline reason.

This overview helps to identify delivery problems or to see which supplier user has not answered,
opened or even has declined the survey (important: the report is based in supplier user level not
on supplier level).

You can also identify, how the supplier was invited (see column “Invited as”), Either as a regular
user or a token user (see chapter 1.2.3.2 Upload a recipient list)

A B c o E F G H | il K

1 |Survey Title |supplier Qualification September

2 SurveyDescription  Standard Supplier Qualification Survey
3 SurveyStart[UTC)  2020-10-26T16:30:007
4 Survey End (UTC) 2020-11-06T23:45:002
5
6 Recipient List Training Companies
7
8 SPINID - Supplier ID - DUNS - Company Name |- City - Country - ContactPerson - SMA-ID - Invited as - Email Address - Email Status
9 2026743 056891230 899022001 1wg-SEC Toals Ltd. (DER Cambridge GB Pinpin Qu SMADDOONGDMI regular user demo-scenario@supph SENT
10 2026743 056891230 599022001 1rg-SEC Taols Ltd. (DEN Cambridge GB Christian Poetzel SMAODOONIDL3. regulr user demo-scenario@supph SENT
11 D026743 056891230 "399022001 trg-SEC Tools Ltd. (DER Cambridge B Paula Morgan SMADDOD16YCL regular user demo-scenario@supph SENT
12 2026743 056891230 599022001 trg-SEC Taals Ltd. (DEN Cambridge GB Peng Yuan SMADDOONS4L2 regular user demo-scenario@supph SENT
13 2026743 056891230 "aga022001 trg-SEC Tools Ltd. (DEN Cambridge GB Julia Nash SMADDO013TRE regular user demo-scenario@supph SENT
14 72026743 056891230 "899022001 1rg-SEC Toals Ltd. (DER Cambridge GB Yizhou Yang SMADDOONSQAZ regular user dem i SENT
15 72026743 056851230 "999022001 trg-SEC Tools Ltd. (DEN Cambridge GB Xin Lu SMADDOONSIPP regular user demo-scenario@supph SENT
16 12026743 056891230 "399022001 1rg-SEC Tools Ltd. (DEK Cambridge B Mark Meier SMADDOD14EQQ regular user demo-scenario@supph SENT
17 2026743 056891230 599022001 trg-SEC Tools Ltd. (DEN Cambridge B Jeff Huang SMADDOONIOMA regular user demo-scenario@supph SENT
18 2026743 056891230 "sva022001 trg-SEC Taals Ltd. (DEN Cambridge GB Xiaowei Znang SMADDOONGIVH regular user demo-scenario@supph SENT
19 2026743 056891230 "aga022001 trg-SEC Tools Ltd. (DEN Cambridge GB Kate Bacon SMADDO013TR3 regular user demo-scenario@supph SENT
20 72026743 056891230 899022001 1wg-SEC Toals Ltd. (DER Cambridge 6B lulia Nash2 SMADDOONSZ01 regular user demo-scenario@supph SENT
21 2026743 056891230 899022001 1rg-SEC Taols Ltd, (DEN Cambridge GB Jigkun Xia SMADDOONSVS1 regulr user demo-scenario@supph SENT
22 T026743 056891230 "399022001 trg-SEC Tools Ltd. (DER Cambridge B Lisa-Marie White SMADDOON7F U4 regular user demo-scenario@supph SENT
23 2026743 056891230 599022001 trg-SEC Taals Ltd. (DEN Cambridge GB Florian Meyer SMADDOONIOWR regular user demo-scenario@supph SENT
24 2026743 056891230 "a09022001 trg-SEC Tools Ltd. (DEN Cambridge GB Tim Adams. SMADDOONSUPT regular user demo-scenario@supph SENT
25 72026743 056891230 "899022001 1wg-SEC Toals Ltd. (DER Cambridge GB loachim Holzapfel_IT SMADDOONZDBH regular user dem i SENT
26 2026743 056851230 "099022001 trg-SEC Tools Ltd. (DEN Cambridge GB Xueshuang Zhao SMADDOONSHHC regular user demo-scenario@supph SENT
27 N2026743 056891230 "399022001 1rg-SEC Taols Ltd. (DEK Cambridge B Iohn Adams SMADDOO13TRO regular user demo-scenario@supph SENT
28 2026743 056891230 599022001 trg-SEC Tools Ltd. (DEN Cambridge B Jerzy Wachowiak  SMADDOONEC3 regular user jerzy.wachowiak@sups SENT
) Survey Overview | Company Status | Forwarded Invitations | Answers v B

Figure 54 - Survey Overview Report
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Remind:

1. For unregistered recipient entries where the recipient has not yet registered, the
ResponseStatus is UNOPENED and the ResponseDate is empty (after they registered,
the status still will be UNOPENED with an empty ResponseDate as long as they perform
any OPENED, DECLINED, FORWARD or SUBMITTED action on the response, just like

any other recipients).

2. The EmailDate is empty for entries with EmailStatus = SCHEDULED (sending out the E-

Mail Is planned but has not happened yet)

3. The ResponseDate is empty for entries with ResponseStatus=UNOPENED (replies have
been created by system, but user has not yet done anything with the survey)

4. If the E-Mail Status is “undelivered”, “delivery” bounced” or “blocked” one might think that
the “Response- Status” only can be “NOT_ANSWERED”. But it is possible that it is
“SUBMITTED” (the connected supplier user did not open the survey from the E-Mail Link.
The supplier opened and answered the Survey directly in the Flexible Survey on the

SupplyOn platform).

5. How to set E-Mail reminder for a survey that has not been accessed until then (if not

opened / submitted / decline / forwarded).

Meaning of different E-Mail Delivery Status:

E-Mail Status

Explanation

SCHEDULED:

In this case the E-Mail is not yet handed over to
MailJet.

BOUNCE:

There is a soft/hard distinction.

The delivery from the mail provider was attempted,
but the system received negative feedback, e.g.
mailbox of the supplier is full or mail address no
longer available/reachable.

BLOCKER

In this case the mail provider does not even try an
attempt, because e.qg. it is a suspicious email
address or the address does not even exist (typo?).

DELIVERY

The E-Mail is handed over to MailJet. Meaning the
email delivery attempt is still "in progress".

SENT

In this case the e-mail was successfully delivered
by the e-mail provider to the target
mailserver/mailbox.

This does not mean that the E-Mail was delivered
to the recipient’s inbox, e.qg. it could happen, that
the e-mail was caught by a spam-filter on the target
mailserver.

Table 5 - Meaning of different E-Mail Delivery Status
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1.2.6.2.2 Company Status

The company status shows an aggregated best status of all companies that were invited to a
survey. The entry of the last employee will count. This means that if several employees of a
company answer a survey on behalf of their company, the last entry is recorded here (answers to
the questionnaire). Best status means that the company will have the status submitted when one
employee answered the survey but the others declined or did not respond.

The answers of each individual users can be viewed in the tab "Answers".

A B c D E F G H I J K L ™M
SPIN ID Isupplier 1D DUNS Company Name City Country Response Status Response Time Decline Rease DUNS Numbe Company nai Street, Nr  ZIP Code

0 12026743 05689123D "999022001 trg-SEC Tools Ltd. (DEN Cambridge GB SUBMITTED 2020-10-27T08:54:01Z trg-SEC Tools Orchard Road CF24

s 2026747 "999022003 trg-Saller SA (DEMO CC Waiblingen DE FORWARDED 2020-10-28T08:01:43Z

|

Survey Overview | Company Status | Forwarded Invitations | Answers ® <
] | u

1.2.6.2.3 Forwarded Invitations

Open the tab “Forwarded Invitations” @ to see which recipient forwarded the participation to the
survey.

You can see to which company the person forwarding the survey belongs @.

You can also clearly identify the person who forwarded the survey by looking at the
“ContactPerson”, “SMAID”, "EmailAddress" and "Forwarded from" columns ©.

You can see in column H to K whether the forwarding worked ("EmailStatus”, “EmailDate”,
“ResponseStatus”, “ResponseDate”) @

Possible “EmailStatus”:

SENT, DELIVERY, BLOCKER, BOUNCE, SCHEDULED (see table 4).

Possible “ResponseStatus”:

FORWARDED, UNOPENED, SUBMITTED, DECLINED

The supplier can forward the survey either to registered users (Column L) or to email recipients
(Column M) which is visible here. Registered user can forward the survey just to registered user
from their company with the minimum role set of BDSupplierStandard and
GeneralSurveyRecipient. Unregistered companies can just forward the to another E-Mail address
that has to register himself on Supply On free of charge.

[ ) ] [3) ] (4] ] [5) |

A C D E F G H I J K L M
SPINID DUNS CompanyName ContactPerson SMAID EmailAddress  Forwarded from EmailStatus EmailDate ResponseStatus ResponseDate Forwarded to User Forwarded to Email
124324 XO0OXXX Test Company Test1 SMAOOO test@testmail.com SMA00034567891 SENT 2020-05-04T07- UNOPENED
45 XOOO(X Test Company  Test2 SMAQ01 test@testmail.com SENT 2020-05-04T07: FORWARDED SMA00034567890
234 XXXXXX Test Company Test3 SMAQ02 test@testmail.com SENT 2020-05-04T07: UNOPENED
5365 XOOOKX Test Company  Test4 SMADO3 test@testmail.com SMA00034567891 SENT 2020-05-04T07: FORWARDED SMAQD034567890
46587 XXXXXX Test Company Tests SMAOQ04 test@testmail.com SENT 2020-05-04T07: UNOPENED

Survey (J\'Pwie\a Forwarded Invitations | Answers ‘

Figure 55 - Forwarded Invitations
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1.2.6.2.4 Answers

The third tab shows the “Answers” of the survey @.

Company Data + Survey Respondent Data @: Columns A to | show the company data and the
data of the person completing the survey.

Answers to the questions of the survey: From column K on, the answers to the survey are
displayed.

Answers to questions with predefined answers:

o Incolumn K you can see the answers for a question that has predefined answer options
(Radiogroup-, Dropdown-, Checkbox-Question). The answer that is given is always

displayed twice but separated by a colon ©.

o Incolumn L and M, the response to a free text field is shown as an example (Single Text
Field and Comment Field) @.

o Incolumn N alink is displayed, which is generated when a "File" question is answered @.
If the survey participant has uploaded an attachment in the question field, a link is
displayed here. If you want to see the content, copy the link and paste it into the URL bar
of any browser and press ENTER. It is not possible to do a “mass-download”.

A [ © D 3 F G H | ] l,j K 9 L @ N N e o
]SPIN D SupplierlD DUNS ‘Company Na City Country Contact Pers¢ SMA-1D Invited as Email Adlln{
" - == - Are you a GuAre you a Remark If yes, please attach it. Did you rec
No: No TestRemark " hitps //platform prod siriu No: No

fulfin
requirem
Yes: Yas ents” able Any Remark hitps //platform prod siriu No- No

Survey Overview Company Status Forwarded Invitations | Answers )

Figure 56 — Answers

1.2.7 Resend Survey Invitation

It is possible to resend a survey (during its runtime), because e.g. a supplier accidentally refused
to participate. This is only possible if the supplier is in the recipient list of the survey. If not, then
see the instructions at "Add Recipient List to Active Survey") to add the recipient and if the survey
is currently still running. This functionality also can be used to reopen the survey for Suppliers who
declined the participation and need to reopen the survey. Furthermore, supplier who have lost their
invitation links (e.g. unregistered recipients) can be provided with the invitation e-mail again.

First go to the Survey Report to find out to which email address the survey invitation was sent.
Then select the person/company and save the corresponding email address.

Then click on the respective survey and then on "Resend Invitation" @. A window will open where

you can paste the copied email address @. Check the pasted email address ©. If it was
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successfully, you finally can click on “Resend Invitation” @. If the email address is not approved
this email address was not invited the first time.

©  mtomstion Monitoring

Response Status Invitation E-Mail Delivery Status
O W
@  Holp ang Suppor
% 00%
100% 100%
B uncpenea 4 @ oenereo
-
Check E-Mail and Resend Invitation E-Mail

Reciplent Status

owmiad Reosa
it acmea®
_g @gmait com{
Back to Library Edit Survey | Revend invviston

Figure 57 - Resend Survey Invitation

1.2.8 Reminder

Here you can specify settings for Email Reminder: The Survey Recipient will always be notified if
he has not yet opened the survey.

Click on "Add notification" @ to add a reminder. You can then select a date on which the reminder

should be sent from the date picker @. Click on the trash can to delete the reminder €.
It is possible to set a total of 10 reminders.

E-Mail Notifications for Suppliers

Aug 2020 >

?o : ©

1. Notification Date
Mo Tu We Th Fr Sa Su

e+ Add Notification 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

r

24 25 26 27 28 29 30 C
N

Figure 58 - Email Reminder
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1.2.9 Recommendations for survey design

Of course, you can just go ahead and ask all the questions you want somehow. And of course,
you will also get your answers.

But with regard to the evaluation of the questionnaire it is important to pay attention to a few things
in order to be able to work effectively with the gained information later on.

Basically, it must be clarified what purpose the survey is to serve and what expectations are
placed on the results of the survey. It is important to define which current questions are to be
answered by the survey and whether either qualitative or quantitative high-quality data is to be
generated.

Survey

o In order to achieve good survey response results, it is recommended to inform your
suppliers beforehand about the planned survey, the background and importance of your
request. Be short, but specific in your wording and inform the user group you will address
in your survey.

o The supplier pre-communication should be distributed shortly before start of the survey, in
order to avoid questions about timeline and access.

Recipient List

o The recipient list can be used to compare certain groups. Create different recipient lists,
e.g. based on the characteristics of company location, company size, products, etc.

o Distinguish whether it is important that the survey is simply answered by someone, or
whether only an expert from the company can best fill out the questions. Therefore, select
explicit persons of the company (see point 1.2.3.1.1 Select connected recipients).

o Tryto avoid to contact suppliers via email access — start the rollout for Business Directory
as first phase of your survey project.

Questionnaire

o With regard to the questioning it is important to consider what exactly is to be found out.
Although it is often very informative to obtain as much information as possible via a free
text field, these answers cannot be compared later or only with a lot of effort. For many
survey participants this can be very time-consuming.

Therefore, when creating a questionnaire, think about whether it is possible to bundle
potential answers with general terms and specify them as possible answers.

o Always label your questions with Question-ID and Question-Title. This is the only way
you can match the answers to the questions in the evaluation.
In addition, the labeling helps you to find the question more easily in case of conditions
and to be able to understand this condition later on.

o Ask short questions and divide longer questions into two questions.

o Divide your questionnaire into pages and label the pages to make the questionnaire
clearer.

o The use of the collaboration concept makes sense when:

o the questionnaire is very basic or it is a standard process (so other colleagues can
use it). Time can be saved in this way
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o several employees are working on the same project and want to see the results of
the survey

o to provide full transparency and access to the data in case of substitution (e.g.
illness, employee change, maternity leave).

o If you identify this network error during survey creation and are afraid of losing all the
data that you inserted copy the URL and insert it in another tab. Afterwards, click on save.

7=
suPPYQN ) My SupplyOn  SupplyOn Services v Administration ¥ News

s

v QUEsTIoN TYPES % I I M

R | e e e e

L]
= U ¢
7 Crestor = 65. Account Holder *
o upes =
@  Help and Support »
]

H  Headline 66. Bank Control Key

Figure 59 - Network error problem solution

1.2.10 Training Videos

Here you can find a list of all training videos on Flexible Survey:

W vP4 2:59 English

0

A

Answering a survey as an e-mail https://streaming.supplyon.com/wp-
access supplier content/uploads/videostreaming/1576/b539c6bf_2.mp4

You have received an e-mail invitation
to a survey and would like to know
how you can register once, how to
answer or Forward the survey? Or you

even want to decline?

Flexible Survey

WaMP4 4:30 English

L0

. for Buyer

Survey - for advanced buyer

users https://streaming.supplyon.com/wp-
content/uploads/videostreaming/1492/60f44aff_1_.mp4

You already have experience in
creating surveys and want to know
how to create dependencies, add help

texts and translate them?

Flexible Survey
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W P4 3:09 English

6

. for Supplier

Survey - How to answer a survey

Would you like to know how to access
and answer a survey and how to
forward the questionnaire to a
colleague? Do you need to reopen a

survey and edit it again?

Flexible Survey

https://streaming.supplyon.com/wp-

content/uploads/videostreaming/1491/1f8a5333_3.mp4

WiP4 5:03 English

.0

. For Buyer

Survey - How to create a survey

You want to know how to create a
survey, a questionnaire and a supplier

distribution list?

Flexible Survey

https://streaming.supplyon.com/wp-

content/uploads/videostreaming/1491/1f8a5333_2.mp4

WvPa 2:07 English

@

for Buyer

A

Survey - How to upload a supplier
list as survey creator

Find out how to download a recipient
list template, how to Fill it, how to
upload it and how to handle upload

errors.

Flexible Survey

https://streaming.supplyon.com/wp-

content/uploads/videostreaming/1567/f185d86d_1.mp4

Flexble Survey N
Survey New - =
Frequently Asked
Questions (FAQ)

F3
Survey New - Frequently Asked

Questions (FAQ)

In this document you will find
frequently asked questions about our
new survey for registered and not

registered users.

Flexible Survey

https://service.supplyon.com/ml/mediator.php?req=
aHROcDovLZEWLjlyNidxNTQUMTM4L2Q4L2Q4L
3dlYi9zaXRIcy9kZWZhdWx0L2ZpbGVzLzIwMjA
tMTEVU3VYydmV5JTIwTmV3JTIwRnJIcXVIbnRs
eSUyMEFza2VkJTIwUXVIc3Rpb25zXzIwMjAw
NjEwLnBkZg==_type:pdf
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2 Support

2.1 Customer Internal Support

Input of contact data of customer intern support centre of key users.

2.2 SupplyOn Customer Service

SupplyOn offers an online help service which provides a guideline for buy- and sell-side users.
You can access the online support by clicking the link “Help and support” displayed in the upper
right corner of SupplyOn Project Management. The online help offers training videos and provides
an overview of what is essential to know.

If you have a specific question and need additional support please contact the SupplyOn
Customer Support. You will find contact information on the SupplyOn web-site:
www.SupplyOn.com in the “Support” area.
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