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Stage 1: Access and Introduction

1.1 General Navigation

Supplier contacts receive email Inviting them to participate in the CLM Process.

If you are accessing the platform forthe first time, a login ID (Email address) and Password will be
providedin 2 separate emails. If you don’t receive the emails, please reach out to your HJF Buyer

contact.

Logon to the HIF’s e-sourcing platform https://hjf.synertrade.com

Following is the snapshot of the landing page (SYNERSPACE).



1.2 Accessing Contracts module in Synertrade
Your contracts are accessible at Contract management - Contract List



Stage 2: Supplier reviews and approves contract language

2.1 EMAIL: Awaiting Review and Approval
Suppliers receive following email Inviting them to participate in the CLM Process.

CONTRACT COMOD0OZ35:SAMPLE CONTRACT FOR TRAINING 15 AWAITING

YOUR REVIEW AND APPROVAL

“Dicar Dlip Warice,

HUF inbareds 1o axacine Tei foliorsineg coniracl sgraemeni wits Dlig tesdng - 5134851,
COMDN 235 Sample Contract for Training is ready dar your revieny and spproval.

Supplisrs £an wocest T coalract enlg & Cick ers (Susplier k).
Burgers com socese he costract online gt NHpsNjl-ss0 2yneriade com [HIF Single Sign-on lisk).

Phass acoass tha lates) voraion of fia oo documenl fem the ™ Decumants sacisn &n e Conracl nelatog.
Plapan approveidechne this review on the “Approvals™ section on e Sonfract

¥ ypau wish 1o prowida sy chafged, you can a0 oplaod o reding verson of Tha decumant in e "Dolumais™ Tak
while al the same time Declising the curent revision on e “Approvsls™ seciion of the confract.

Hale In Sepplier: Once you approve e conbacl, we will shorly s=nd you a docusign ineite dor your sigrahres.
Plaase contact the Buyes Dilip Edakusny st for amy ferther quastion shost fis smeilpeocess

This = an sutomatcaly generatsd message plesss do net ek b this sl

Access the contract Instance and follow next steps



2.2 DOCUMENTS tab: Download contract documents and review contract
Access the documents tab and download contract documents

2.3 APPROVAL tab: Approve/Reject the Document
Access the Approvaltab and Click on 3 dots to approve/reject the version of the contract.



Stage 3: Supplier Signs the Contract and activates the contract

3.1 Supplier Signatures
Supplier receives email requesting signatures.

Supplier Logs on to the Platform and access “Approval Documents” tab and “Sign”s the Contract



On the Docusign POP up screen, sigh documentand Click Finish.



Stage 4: Supplier Actions Post Contract Award

3.1 Upload Contract Deliverables & Reports:

Supplieris responsible to upload contract deliverables regularly into the contract instance.
To access deliverables screen. Goto Contract management = Contract List and Open an active Contract.

Access “SUPPLIER DELIVERABLES YEAR 1-5” Tabs, Describe 7 Upload the deliverables.






3.1 Contract Close Out Process:
Afterthe contract expires, supplieris expected to upload contract closeoutand completed release
forms.

To access deliverables screen. Goto Contract management = Contract List and Open an active Contract.
Access “SUPPLIER CONTRACT CLOSE OUT” Tabs, Describe 7 Upload the deliverables.



