Supplier Registration Steps

The following screenshots illustrate the stepsiyeed to follow to complete your company’s profilethe
Enterprise Supplier Management System for Wyndhamduvide.
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Click here to Access

Wyndham Worldwide welcomes you to our supplie registration sie. We thank you for
bec

— - our interest one of our suppliers. At Wyndham Worldwide , we Re |Stratl0‘ Ste S Guid
P in enhancing our supply chain by building partnerships with both diverse and non. g p
Ssareas an i Forget diverse suppliers who meet our standards of excellence. Our minimum qualifications
Fasmnor o have o clude:
passuerssentto your emsil
« Aminimum three-year business history
+ Competiie picing and cost saing salutons
NUSDC « Senice (on-time delivery)
Vihere: New Oreans, Louisiana + Quality assurance
From: 1 « Proven financial viabilty
ot « Geographic scope (ie. national or regional distribution)
« Value added capabilties
« Risk management requirements
« Hospitaliy references a plus

Ifyou meet allthe minimum qualfcatons above and wish to become a Wyndham supplior, please
take a moment to learn about Wyndham's and Green elow. You can then
click on the link provided to start your registrati

s operating out of the U.S.

Thi presentl le for U.S. based companies only. Compat
are welcame m sond a pmllle of their business via email to
li for referral to our i ional purchasing group.

Due to he very large number of registrants and inquiriesthat we receive, e are unable to provide
you with a reply. other than an acknowledgementof your reg n. However, keep
and may canlaclyau for further

coucing opportanty aries related 1 your submission

WYNDHAM

Wyndham Supplier Diversity
Our Supplier Diversity Program recognizes the following as diverse-owned suppliers

« Minority-owned businesses (African American, Asian American, Hispanic American. and Native American)
« Disadvantaged Business Enterprises

o Woman-owned businesses

o Lesbian, Gay. Bisexual, and Transgendered businesses

Our mission is to develop and implement an approach to supplier diversity which becomes self-
reinforcing and part of our daily culture. If you are a certified diverse-owned supplier, please upload
n document(s) during the registration process. If you are diverse-owned but are not
currently certified, please consider the follow to apply for certi

« National Minority Supplier Diversity Council: http://www nmsdc org/
« National Gay & Lesbian Chamber of Commerce: http-/lwww nglcc org/
« Wormen's Business Enterprise National Council: http//www whenc org/
« US Pan Asian American Chamber of Commerce: http:/fuwny uspaace com/

For more information about Wyndham's Supplier Diversity Program, please visit

hitp: diversity_and diversity cim

@WyndhamGreen

by Wyndnam Worlawide

Wyndham Green

Wyndham Worldwide understands that our business activties impact the earth and its resources. We will
continue our effots to consenve resources, presenve natural habitats and prevent pollution. As part of our
implementation of sustainable procurement practices we are asking suppliers to outline their green policy and/or
practices. All suppliers are reqired to complete section Green/Other of the registration to properly identify to us
your capabiliies in this area. For more information about Wyndham's environmental policy and goals please visit

hitp: /s wyndhan

qreen.com

If you are a supplier that has not yet registered with Wyndham Worldwide Clic "
registration. Please ensure you indicate if you are & diverse-owned supplier and follow the instructions
3 egtred sugpler and vish o Updats your profe, plsase g o the wabat by proing usemame and
password in the section to the

>

Click here to start the Registratio

Please complete the supplier registration form and then submit it. This information will be entered into our supplier
database. Due to the very large number of registrants and inquiries that we receive, we are unable to provide you
with a reply. other than an acknowledgement of your registration. However. keep in mind that sourcing managers
have access to your information and may contact you for further information. if a sourcing opportunity arises
related to your submission

' of your regist
ots offered,

tion does NOT
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ited by or to bid on products
be contacted as these opportun

A Buyers and Purcha:

ng Managers

If you are a Wyndham Buyer or Purchasing Manager please login in the section to the left o
using your usemame and password. You can check the status of your requests once you
login 1

If you are a Buyer or Purchasing Manager and are requesting access to the system
please Click here

F'S

er-2 Reporting

Akey feature of Wyndham Worldwide Corporation's Diversity and Inclusion strategy is the Strategic Sourcing
Department's Supplier Diversity intiative. We are fully committed to implementing a robust and effective supplier
diversity initiative across our entire corporation and strongly encourage our suppliers to do the same.

If you are a prime supplier to Wyndham Worldwide and have been asked to report your diverse: spend into the

Wyndham Worldwide Tier-2 Reporting System, please login to begin the reporting process. You will need the

User Name and Password which were sent to you ia email by CVM Solutions. If you need to access the Tier-2

reporting system but have not been provided a User Name and Password, please send an email requesting
cess to” wyndhamsupport@cmsolutions com

Wyndham Worldwide

looking to obtain the follo

ing from your company:

« Direct tier-two diverse supplier spend: Your company’s spend with certfisd diverse suppliers as a
diect reit of Wyrcham Vodide Corporaion or any of s unis busiess i your company

« Indirect tier-two supplier spend: Your company's spend with certified diverse suppliers as an
indiroc resu of Wyndham Violdvida Corporaton f any of 14 unts busines wih your company (12
Janitorial senvices/supplies. landscaping senices, office supplies, etc.) based on a percentage of our
business with you as compared to your overal sales revenue

ivacy P

In order to provide you with online access, personalized content, and many other valuable services, CVM
Solutions LLC. on behalf of Wyndham Worldwide collects and uses information about you and the business you
represent. We at CVM Solutions LLC. are committed to maintaining high standards of data privacy and maintain
policies to describe how we treat your information. Please take a moment to read our privacy policies. Click Here
to view our privacy policies.



Pre-Registration Screen

1> Enter the Information in the fields
provided. Anything with a RED
Asterisk is Mandatory Field

o

2> Scroll all the way down To
Activate Submit Button

4> Click on Subm

3> Read and Acce

Please Note:
* You must read and scroll down to the bottom & Trerms of Use Agreement to click the Accept and

Submit buttons.

NOTE:
Any Field with aRED Asterisk (*) is a Mandatory Field. Without filling information it will not allow you
to go to the next step of Registration.




Option A:

Once you click on Submit in the previous step, th8ystem checks if your record exists in the database
If an exact match or similar match is confirmed, Spplier records are displayed. Person registering
can review the results and verify if it is their conpany or not, and proceed with the registration.

If a user already exists for the company it will sed an email to that user to provide access to ano¢h
user for their company.

If a user is not there then proceed to the next gpe create user.

Click here if your company is
not shown in the list below

Option B:

Once you click on Submit in the previous step, if@mrecords are matched then you will be asked to
create a user name and password to proceed with tiseipplier registration process.

Step 1 of Registration - Create User

Note: Please remember to make a note of your useraad password before you proceed.

Please follow these Rules when
creating a Username and Passworg

Please create your password

} Click on Next to Start Registration Process




Step 2 of Registration — General - Enter Basic Congny Information (click save & next)

Step 1: Click Here to Attach/Replace File
Step 2: Attach the File

Step 1: Click Here to View the Fax Cover Sheet
Step 2: Print the Fax Cover Sheet
Step 3: Fax the Cover Sheet and W8/W9 Documerfieto t
Fax number Provided on the Fax Cover Sheet
T
Il

Step 1: Click Here to Attach/Replace File
Step 2: Attach the File

Step 1: Click Here to View the Fax Cover Sheet

Step 2: Print the Fax Cover Sheet

Step 3: Fax the Cover Sheet and Document to the Fax
number Provided on the Fax Cover Sheet

T




How to Attach/Replace File:

Step 1: Click on the Attach/Replace.
Step 2: Please Follow the Instructions as listedwBe for the File to be attached.

Step 3: Once you have identified the File to bacied, Please click on Attach. Once the File achtd
you will see this message. Click OK.

How to Upload a Document:

Step 1: Click on “Click to Upload”.
Step 2: Please Follow the Instructions as listedwBe for the document to be attached. You carr ente

Description of the document.

Step 3: Once you have identified the File to baciied, Please click on Send Documents. Once the
document is attached you will see this messagek CK.



How to Fax a Document:

Step 1: Click on “Click here to View the Fax Co&dreet”.
Step 2: Please Print the Fax Cover Sheet. (As slbahaw)

Step 3: Please go the Fax Machine and Fax the Ghest along with the Document/Documents to the Fax
Number provided on the Fax Cover Sheet.

NOTE: If you do not attach the Fax Cover Sheet, youudoent will not be visible under your profile.

NOTE: All The Documents Attached/Uploaded/Faxed caniee@d (under View) in the Documents
Section.

Please make sure all the Documents Attached/UpttdBdred sent are visible in this section.

Step 3 of Registration — Locations - Enter Locatios for the Company (click save & next)

T
Click here to add Click on Next
\I a New Locatior




Step 4 of Registration — Capabilities - Enter Prodat/Service Details (click save & next)
Please select at least one Wyndham Commodity (yoprimary commodity), one NAICS code and
enter you product description. These are all Mandatry fields.

Select at least One Client Commaodity.
It is Mandatory.

Select at least One Wyndham Green
Commodity code. It is Mandatory.

% Click on Save & Next




Step 5 of Registration — Diversity - Enter Diversiy Details (if Diverse Supplier), click save & next

Step 5 (a): If you are not a Diverse Supplier Pleasclick on Save & Next to proceed with the supplier
registration process.

% Click on Save & Next




Step 5 (b): If you are a Diverse Supplier, Enter Diersity details & then click on Save & Next to

proceed with the supplier registration process.

Click on Save & Next

V

Click here to Upload Diversity Certificate




Step 6 of Registration — Documents - Review DocumisnSection, click save & next

You can upload documents from the Documents seeatsm
Please make sure all the Documents Attached/UpttdBdred sent are visible in this section.

Click on the ICON to view the Docume

y

% Click on Save & Next

Step 7 of Registration — Survey (Green/Other) — Copiete the Survey (Mandatory), click save & next

Click here to view Survey

Click on this refresh Icon
/ after completing Survey

o

If survey is not completed, Status is pending

Step 7.1
Click on the Survey Link (as shown above) to theeas the survey. Please answer all the questidhs in
survey. If you do not answer all questions in thierey your registration will not be considered amplete.



Click on done

Step 7.2

Once you have completed the survey click on dotiek Close to submit survey.

Step 7.3

Click on Close to submit your Survey

T

Once you have completed the survey click on thes Ic to change status to complete.

Click on Next to proceed with
the supplier registration

Click on this Icon after
completing Survey

=

/ Status of the Survey is Complete



Step 8 of Registration — Finance - Enter Finance formation (Red Asterisk fields are Mandatory),
click save & next

Click on Next to proceed with
the supplier registration

Step 9 of Registration — Insurance - Enter Insurane Information (Red Asterisk fields are
Mandatory), click next

Click on Next to proceed with
the supplier registration




Step 10 of Registration — Corporate - Enter Corporge Information (Red Asterisk fields are
Mandatory), click save & next

Click on Save & Next to proceeq
with the supplier registration




Step 11 of Registration — References - Enter Referees Information (Red Asterisk fields are
Mandatory), click save & next

% All 3 References are Mandatory|

Click on Save & Next to proceeq
with the supplier registration




Step 12 of Registration — Summary Page - Review Sumary Page and click on Submit

Important Note regarding the
supplier registration

1>Click here to Submit.
2>A pop up message will be displayed that
you have completed the registration proceg

0

1>Click here to Submit.
2>A pop up message will be displayed that
you have completed the registration process

—

Pleaseclick on Submit to Complete the Registration You will receive an email with the registration
details, username and password. Please keep yafile @nd certifications updated at all times.




) Click here to go to the Log out screen

Step 13 of Registration - Logout

After you log out, you will receive an e-mail withe registration details, username and passwdrgbul
get an incomplete registration e-mail notificatiptease log back into your profile and ensure @hdatory
fields are filled out properly, and that you clicksave and next” at the bottom of each tab. U goll
experience difficulty completing your registratigaiease e-mail

Click here to Log Out

Note:
If you have no other information to enter, pleasel@k on Log Out to exit the system. Please make sair

to make a note of the user name and password fortiure use.

NOTE:
When you Log into the system after completing theagistration or did not complete the Registration
the first time, the system will ask you to update the passwordldase enter the password and click

update.

Enter the password

Click onUpdatse




