ePortal Frequently Asked Questions

What are the Benefits of Registering with CH2M HILL using the ePortal?

CH2M HILL's ePortal provides Suppliers and Subcontractors with the ability to conduct business with
CH2M HILL electronically, in a secure online environment. This includes providing qualification data, as
well as data used in the execution of the Procurement and Subcontract function (e.g. bids/proposals,
subcontract management data, etc.). The data provided by Suppliers and Subcontractors through the
ePortal is integrated with the CH2M HILL Material and Subcontract Management System (CMAS), which
is utilized for the execution of Procurement and Subcontracts on projects spanning the various business
groups across the globe.

The ePortal provides a relatively simple method for Suppliers and Subcontractors to supply CH2M HILL
with qualification data, assisting Procurement personnel in sourcing projects around the world. The
information provided during the electronic registration process is identical to the data required on paper
in the past, but now offers an environment in which data is input only once, and then managed over
time as needed.

The ePortal provides additional benefit to both CH2M HILL and its suppliers and subcontractors in the
execution of the Procurement and Subcontracting process. Using the ePortal, Suppliers and
Subcontractors who have completed the registration process can submit bids and proposals, and
execute agreements, all within a secure online environment. Subcontractors can also participate in the
Subcontract Administration process (post-award) online, sharing data such as progress data, change
order requests and applications for payment.

Please describe the three-step registration process for Suppliers and
Subcontractors
The registration process consists of the following three steps:

1) The initial Logon Request establishes basic company information and provides for the setup of
user names and passwords for multiple company representatives. You may proceed to step 2
immediately after submitting the logon request.

2) The Company Profile is a set of 15 questions requesting more detailed company information,
and includes the requirement to upload a W-9 or other Supplier Certification form. After
submitting the Company Profile, CH2M HILL will review and approve the information submitted,
and then you will receive an email to alert you to proceed with completing the 3™ step of the
process.

3) This is a more detailed set of questions and requests data in multiple categories, including
Operational, Financial, and Health and Safety. The categories of questions depend upon the
type of company, and are different for Suppliers and Subcontractors.



Which Operating Systems and Browsers are Compatible with the ePortal?
Because it is a web application, the ePortal is able to run on all common platforms and browsers. It has
been successfully tested using Windows XP, Vista and Windows 7, as well as Macintosh Operating
Systems. It has also been tested using Microsoft Internet Explorer, Apple Safari, and Google Chrome
browsers. We have experienced problems with Mozilla Firefox browsers, and continue to attempt to
resolve them. Suppliers and Subcontractors are encouraged to access the ePortal using a Web Browser
other than Firefox.

Because the ePortal is a Java-based application, certain configurations may cause minor issues when the
ePortal is first accessed. However, these issues are easily remedied by contacting
CMASHelpDesk@ch2m.com.

How do I get help if I have a question or problem while using the ePortal?

In addition to answers to the Frequently Asked Questions in this document, resources are available to
assist in the registration process. These resources, which include two instructional videos, are available
on the CH2M HILL ePortal Web Site:

http://www.ch2m.com/corporate/about us/procurement/supplier subcontractor portal.asp

Additional help is available by sending an email to CMASHelpDesk@ch2m.com. When doing so, please

describe the issue in as much detail as possible. In most cases, the CMAS Help Desk team will answer all
requests within one business day.

This is the first time opening the ePortal. I have clicked on the link, and my

internet browser has opened, but all I see is a blank screen.

In order for the ePortal to operate successfully, a small Java application must first be loaded onto the
computer. This is done the first time the ePortal is accessed, and is done only once. The installation of
the Java application may be automatic, or may require some input in the form of “pop-up” messages. If
the installation stalls or does not appear to be successful, one of several things may be happening:

- One or more of the pop-up messages may have opened behind an existing window (or in a new
window) and may be waiting for input. Close or minimize any open windows to ensure that all
messages are addressed.

- Depending on the configuration of the computer, Java may have already been installed, and the
newest version is required. In some cases, Java has difficulty installing the newest version. This
problem usually presents itself after all pop-ups have been addressed and a message appears
indicating that Java has been installed (although the screen is still blank). In this situation, follow
these simple steps:

0 Open the Control Panel on your computer. Select the application for “Add or Remove
Programs.” This may be named differently in different Operating Systems.



0 Look for any instances of Java already on your machine
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- Remove this instance of Java. You will be uploading the newest version in the next step.
- Click the following hyperlink and follow the instructions to download the latest version of
Java

http://www.java.com/en/download/

- Once Java has been installed, re-open the ePortal application.

Some of the questions are not applicable to my company or I don’t want to

provide/upload the information or documentation. What can I do?

The questions asked during this process, as well as the documents required, have been deemed by
CH2M HILL to be necessary to comply with both internal and Client requirements. This information is
reviewed at the Enterprise level and made available to all projects across CH2M HILL. However, certain
qualification information may or may not be required by individual Business Groups or Projects that
wish to purchase your goods or services. Thus, while withholding required information may have
adverse impacts on your potential opportunities with CH2M HILL as a whole, it does not disqualify your
company. If such information is required by specific Business Group or Project within CH2M HILL, any
issues can be addressed between your company and CH2M HILL at the time that goods or services are
requested.



From a technical perspective, the software will prevent the submission of the Qualification
Questionnaire until all mandatory questions are answered and all required documentation is uploaded.
If, for whatever reason, your company is unable or unwilling to share specific information for
confidentiality reasons, it is suggested that you follow these recommendations:

For all required questions indicating a free-text response, input a minimal amount of text, such
as “Not Applicable,” “N/A,” etc.

- For all required questions asking for a Y/N, or List of Values Response, the only answers that the
application will accept are Y/N, or one of the options in the List of Values.

- For questions requiring attached documentation, attach a Word Document which simply states
“Not Applicable” or gives a reason that the document is not being attached.

I would like to print out the Qualification Statement. Is there a way to do this?
Here are the steps to print your Qualification Statement:

1) Click the Printer Icon in the upper-right part of the screen
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3) Follow the instructions on the screen to save or open the report.

Note: Sometimes, the screen which opens the report will open behind an open window. If you do not
see the instructions asking you to open or save, use the Alt-Tab function to find this screen.



What are the Material/Work Groups and how do I fill in the correct data?
Material/Work Groups are used to identify for CH2M HILL what products or services are offered by your
company. A profile cannot be submitted without this information. To complete this portion of the
profile, follow these steps:

1) Click the Material/Work Group Button
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The Material/Work Groups Selection screen will open automatically. Find the Material/Work
Type that most closely reflects the products or services offered by your company. Press the ‘+
to the left of that Type. A subgroup will open providing more detailed choices.

To select specific Material/Work Groups, click the “Select” Checkbox to the right of the Group.
Select as many groups as necessary to identify all material or work groups associated with your
company.

Press the “Fill in and Return” button to return to the previous screen and fill in your responses.
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How Do I Change my Password?
To change a password, follow the steps below:

1) Login to the ePortal
2) Select the “Login Request” option from the “Working With” drop down list on the log-in page.
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3) Select “Login Request.”

4) Place the cursor in one of the fields of the user record for whom the password needs to be
changed.

5) Type the old password, new password, and confirm the new password. Press the “Set

Password” button.
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I Cannot See the Qualification Questions.

The registrations process is a three-step process. The Qualification questions (Step 3) are not available
until the Company Profile created in Step 2 is approved by CH2M HILL. Once approved, you will receive
an email indicating so and the next time you access the ePortal, the Qualifications (Input) section will be
available.

If the Qualifications (Input) section is available, the questions may or may not be visible.

The Qualification Questionnaire section is divided into eight parts, with multiple sets of questions within
each part. In order to view the questions within the questionnaire, begin to expand the tree by pressing
the ‘+’ next to each major heading. Or, expand the entire tree by highlighting the Qualifications (input)
tag and pressing the yellow double + symbol on the left of the screen. Once the headings are visible,
clicking on the associated tag will display the questions in the selected section.
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