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URL: https://wd3.myworkday.com/veoliauki/login.htmid

On Supplier Portal, you can check your invoices and payment statuses.
You can also update your bank details and contact details by yourself.
Please contact Veolia Supply Chain Shared Services if you do not have

your account set up yet - uki.supplychain-uk@veolia.com

Hi There Keep Track

It's Friday, February 26th

Here's where you'll get updates on your active items.

Most Used Apps ( viewanl )

Discover

(2)=-| Contact and Banking

@ POs and Catalogs

q Invoices and Payments
Welcome to Your A Smarter Search for Meet Workday's New
Discover Section Your Needs Home Page
-E ReqUQSt for Quotes Personalized content for you Learn what's new Learn how it can help improve
your productivity
Read More Read More Read More

Contact and Banking

Invoices and Payments

Request for Quotes

@=)
@ POs and Catalogs
=
==
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How to login

1. Once your account is set up, you will receive a notification email from

veoliauki@myworkday.com

The emall contains:

URL.: https://wd3.myworkday.com/veoliauki/login.htmld
Username:

Password: (This will be sent to you in a separate email)
Information about your Workday account D workday account x

veoliauki@myworkday.com

IoOme -

Uk Fi.Bacs

Here's a temporary password for your Workday account: DcHDI{sl1Z

Please logon to the system by following the link htips://wd3-impl.workday.com/veoliauki4/login.flex?redirect=n and reset your password.

() veoua

Information about your Workday account D werkday account x

veoliauki@myworkday.com

OMme -

Veolia Test

Here's a temporary password for your Workday account: w99x2Kgv:|

Please logon to the system by following the link https://wd3-impl.workday.com/veoliaukid/login.flex?redirect=n and reset your password.

() veoua 3
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2. Click the url in the email, use the user account and password in the emails
to login.

3. You will be prompted to change your password.
workKaay.

Please change your password

Change Password

Old Password

New Password

Verify New Password

Back to Sign In
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Let's Focus on You Keep Track |

It's Friday, February 26th

q Invoices and Payments

? RFQs - Awarded
L)

Home Page
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Log Into:
hitps://wd3.myworkday.com/veoliauki/login.htmld

1. If you forget your password, go to the url above and click Forgot
Password.

7\

workday.

Username

Password

Forgot Password?

Change Password
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2. On the Forgot Password screen, populate your user name (this is
normally your email address) and your registered email address. The emaill
address must be the one linked to your user account.

3. Click Submit.

Forgot Password

Username

Back to Sign In

4. You will receive an emall: Password Reset Request for your Workday
account. Click the link in the email to reset your password. You have to do
this within an hour.
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Update your company bank details

Log into:
hitps://wd3.myworkday.com/veoliauki/login.htmld

1. From the menu on the left hand side, find Contact and Banking

Hi There

It's Friday, February 26th

Most Used Apps ( viewall )

@ POs and Catalogs

Contact and Banking

q Invoices and Payments

:- Request for Quotes
=

2. To change your bank details, click  Mere{%) gt the bottom of the
Change section, and then click Change Settlement Bank Accounts.

Change View
Create Contact Information Contact Information
Create Settlement Bank Accounts Settlement Bank Accounts
Create Alternate Names Alternate Names
Create Classifications Classifications

Change Contact Information

Change Settlement Bank Accounts

Change Alternate Names

Change Classifications

Manage Attachments

Less (4) 7
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3. Click OK on the next screen.

Cancel

4. Amend the information appropriately. If you like to add new bank details,

click (#) icon next to Settlement Bank Account. Populate the mandatory
fields and select "Checking” for BACS. Enter appropriate Payment types.

Populate Sort code in the “Bank Code” field.

Settlement Bank Accounts Attachments
Settlement Bank Accounts 1 item 0,
*Account Information Account Details Intermediary Bank Accounts
= Account Nickname Country # | (‘) |
| % United Kingdom — ] =
Account Type * Bank Code *
O checking 200000 ]
() savings
Bank Name *
Supplier Connection Payment Types Barclays I
‘ X BACS = ‘ Branch Name
Payment Types ‘ I
‘ X BACS v— Bank Identification Code
For Supplier Connections Only ]
Account Number #
12345678 ]
Requires Prenote -

5. Select Attachment tab. Attache signed and dated company letter headed
paper with bank details. The letter must be dated in the last 3 months.

Settlement Bank Accounts

Attachments

Drop files here

or

Select files

UUR UIULLIAL NEW AGE
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6. Click Submit. You will see 1 Alert which reminds you about the letter
headed paper. If you confirmed that you attached the correct letter, click
Submit.

[\ 1 Alert

Alert

Page Alert

- Please attach signed and dated letter headed paper with your company and bank details in order for Veolia to process the change. (Supplier Settiement Bank Account
Change Event)

/. The request will return to the Veolia Supply Chain team for validation.
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Update your company contact details

Log into:
hitps://wd3.myworkday.com/veoliauki/login.htmld

1. From the menu on the left hand side, find Contact and Banking

Hi There

It's Friday, February 26th

Most Used Apps ( viewall )

@ POs and Catalogs

Contact and Banking

q Invoices and Payments

} Request for Quotes
=

2. To change your contact detalls, click Change Contact Information
Accounts.

Change View
Create Contact Information Contact Information
Create Settlement Bank Accounts Settlement Bank Accounts
Create Alternate Names Alternate Names
Create Classifications Classifications

Change Contact Information

Change Settlement Bank Accounts

Change Alternate Names

Change Classifications

Manage Attachments

Less (4) 10

OUR DIGITAL NEW AGE



(Yo loneN /

3. Click OK in the next screen

You can add or edit phone numbers, addresses, emails and web
addresses.

Address
nnnnnnnnn formation hme
Delete
Phone Effective Date * | 28/07/2020 5
Del []
Count * | x : =
Country Phone Code * | X United Kingdom (+44) o= a e ngdom
Phone Number * | 01234 567830
Address Line1 * | 123
Phone Extension !
Phone Device * | Landline v Address Line 2 ngswood
Type Business
B Address Line 3
rimary
Use For X Billing =
: *
X Remit City or Town Cannock
X Shippi
County T
T Publ ,
Comments PostalCode * | WS118JP
) \
. Usage
Type * Business
Primary
Email =
Use For X Billing =
Delete []
X RemntTo
Email Address *‘ remittance@remittance.com |
X Shipping
Type B
X Procurement
Primary
Use Fo R T = l A¥oas S
[ == Visibility ,
n Puhlic
b Publ
Comments ‘
V
Delete 0O Web Address
Email Address *‘ sales@sales.com | .
URL Address * | https://www.veolia.co.uk/supplier-informi
Type Busin
Type *
— O yp Business
Use Fo X Billing — Primary
Procurement Use For l s l
Visibility
Puby Visibility
Public
Comments ‘
4

Comments |

7~

(Note: Veolia does not user Instant Messenger function so please leave this
field blank)
4. Once you complete relevant fields, click Submit. The information will be

instantly updated on Veolia's system. '
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1. To check payment statuses for your invoices, click Invoices and Payments
on the dashboard.

Hi There

It's Friday, February 26th

Most Used Apps

( viewal )

POs and Catalogs

i &®

Contact and Banking

q Invoices and Payments

? Request for Quotes
<=

2. You can see the results straight away in the next screen.

< Invoices and Payments

Most Recent Payments i Most Recent Invoices i
Payment View Payment Currency Payment Date Transaction Invoices Supplier Total Invoice Payment
Amount Reference Invoice Reference Ao Currency Due Date Invoice Status Status
Number
Supplier Payment: View 22000 GBP 19/02/2021 2 -
Morris Lubricants: 19- 2300002279 Invoice (3.600.00) GBP 13/04/2021 Draft Unpaid
Feb-2021 Adjustment
Supplier Payment: View 221.40 GBP 17/02/2021 | 110315 1 Validation 8:00
ye%rg%;; el (BACS) 2300001698 JM788 120.00 GBP 06/04/2021 Canceled Unpaid
Supplier P t: : GBP ‘
Morfs Lubricants: 23- Micw s R | e [ 230000167 JMTEST 456 12000  GBP 06/04/2021  Approved Unpaid
Dec-2020
Supplier Payment: View 2938086 GBP 18/12/2020 | 110060 | 31 2380001435 Test (240.00) | GBP 26/03/2021 | Canceled Unpend
Morris Lubricants: 18- (BACS)
Dec-2020 2300001412 Test Adjustment (360.00) GBP 24/03/2021  Canceled Unpaid
Supplier F;)ayment: View 100.00 SEK 18/12/2020 1
Moms L ts: 18-
MO o 2300001415 r-$% (360.00) GBP 24/03/2021  Canceled Unpaid
Supplier Payment: : 100.00 SEK 10/12/2020 1
Dec-2020 Attachment

3. To download the data to Excel, click the setting icon on the right corner and
select “Download to Excel’
Most F

.
Transaction I
Reference ﬂ Download to Excel |

OUR DIGITAL NEW AGE
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Update your catalog

1. To update your catalog , select POs ad Catalogs from Most Used Apps

Hi There

It's Friday, February 26th

Most Used Apps ( viewanl )

POs and Catalogs

Contact and Banking

2L

Invoices and Payments

Request for Quotes

& i

2. Select Catalog Load request for supplier

(L] Catalog

View All Catalog Loads

Catalog Load Request for Supplier

(L] Purchase Order

Find Purchase Orders

Log Time and Tasks

13
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Update your catalog

3. Select your catalog from Supplier Catalog , enter the effective date of
when the updates should be valid from, select the checkbox. Select Existing
items to update

Catalog Load Request for Supplier

Supplier Catalog *

Effective Date *| 11/03/2021 E

v Catalog Info

Currency (empty)

Number of Catalog Items in Contract 0

Select Existing Items to Update D

4. The following screen then shows all items in your catalog and you can
select the items you want to update by selecting the tick box

Catalog Load Request - Select Existing ltems to Update

Supplier Catalog  Morris Lubricants Catalog
Supplier Morris Lubricants
Effective Date 11/03/2021
Currency GBP
Memo
Action Update ¥
Catalog Items 21 items = [ *
Supplier Item Base Unit gfdfz:ilrt\g Default
D Catalog Item Item Description Idantifar Purchase Item of Unit of Unit Price Spend Category
Measure
Mea
D ultivis ADT FD SW-30 Barrel Multivis ADT FD 5W-30 Barrel MND205 Potable Water Each Each 1.82 Conditioned water
D ultivis ADT VA 5W-30 25 Multivis ADT VA 5W-30 25 VMX025 Potable Water Each Each 4.87 Conditioned water
itre Drum Litre Drum ||
14
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5. For each item you selected from the previous screen, you can update the
price for the item. By default the Action is to update but you may also choose
to Inactive the item you wish.

Edit Catalog Load Item

Catalog Item bearch

X Multivis ADT FD 5W-30 Barrel

Purchase ltem X Potable Water

Action * | X Update

Supplier Item Identifier * MND205

Item Name * | Multivis ADT FD 5W-30 Barrel

Item Description * | Multivis ADT FD 5W-30 Barrel

v Additional Information

Base Unit of Measure Each

Packaging String
Lead Time 0
Item URL
Item Tags c==
Ordering Units of Measure 1item =
(+) e 3 . ; : Minimum Order Y
\_/ Unit of Measure . Price Variance Conversion Factor Lead Time Default Quantity Inactive
0.00%
Each l 1.82| l 1‘ ‘ o‘ o| [

6. Once you have made your changes, select the Submit button(bottom right
of the screen), Save for Later (will save but not submit), Cancel takes you
back to the previous screen

Save for Later Close

/. When you select submit this will change the Catalog Load Status to In
Progress, the changes will then be sent to the Veolia Supply Chain team for
approval

15
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View All Catalog Loads

1. To View your catalog loads and status , select POs and Catalogs from
Most Used apps

Hi There

It's Friday, February 26th

Most Used Apps ( viewall )

POs and Catalogs

i

Contact and Banking

Invoices and Payments

W &

Request for Quotes

2. Select View All Catalog Loads

(L] Catalog

View All Catalog Loads

Catalog Load Request for Supplier

(L] Purchase Order

Find Purchase Orders

Log Time and Tasks

16
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3. You will be presented with all of the Catalog loads as shown below and
the corresponding status either In Progress, Draft, Canceled or Complete.
a) In Progress indicates that the changes are submitted for approval.
b) Draft indicates the changes are yet to be submitted and you can still
change. Select the Edit Catalog Load button to make any adjustments
c) Canceled means that updates have not been approved or you have
requested Veolia to cancel the updates
d) Complete means that updates have been approved and will be applied
as per the effective date on purchase orders

View All Catalog Loads
?atalog Loads 9 items ,4 ME = ol B
' Catalog Load  Effective Date Supplier Catalog Supplier Contracts Company Iltems in Load Edit Load
Q | 11/03/2021 | Morris Lubricants Catalog | 1 | TOTAL UK -
| Q 05/01/2021 Test catalogue 0
| Q 05/01/2021 Morris Lubricants Catalog 1 TOTAL UK
| Q 30/09/2020 Morris Lubricants Catalog 1 TOTAL UK 1
| Q 30/09/2020 Morris Lubricants Catalog 1 TOTAL UK 21
| Q 30/09/2020 Morris Lubricants Catalog 1 TOTAL UK 2
| Q 21/08/2020 Morris Lubricants Catalog 1 TOTAL UK 0
| Q 05/08/2020 Morris Lubricants Catalog 1 TOTAL UK 21
| Q 29/07/2020 Morris Lubricants Catalog 1 TOTAL UK 21
| 4

17
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