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Chapter 1: Working with Forms 

In this section, you will learn about Supplier Form submission. 

1.1 Accepting Privacy Statement 

On successful account creation you can view the below screen to accept the privacy statements. Check the box to 

accept the privacy and click Submit.  

 

1.2 My Tasks  

Click ‘My Tasks’ on the left panel of the screen to view your action pending tasks as shown in below figure.  

 

1) Click on the Form Name to view/open the Form 

2) Form will be opened, provide your responses to the available / assigned questionnaires, and click Save and 

Submit button as shown in below figure 
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3) Click Score field and provide your score summary and click Submit 

 

4) Click Menu icon to view options, click on any of desired option to export the form as shown in below figure. 
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5) On Successful completion of the above actions, Supplier activities against Form is completed. 

6) On submission of the Form the status message is shown as Submitted 

1.2.1 Export Form 

You can export the responses using these options. 

To export a response: 

1) From the Action menu, click Export Excel, Export Word, Export PDF for exporting responses. The export pop-up 

appears. 

 

2) User can download the responses in Export to Word and PDF files 

3) You will see the success message and the output file is downloaded in the Downloads folder of your system. 
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1.2.2 View Log 

You can view the log using this option. 

To view log, from the Action menu, click View Log to view the log. The View Log pop-up appears. Click on the desired 

export form responses to view the more details. 
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About SMART by GEP   

  

GEP helps global enterprises operate more efficiently and effectively, gain competitive advantage, boost 

profitability, and maximize business and shareholder value.    

  

Fresh thinking, innovative products, unrivalled domain and subject expertise, and smart, passionate people – 

this is how GEP creates and delivers unified business solutions of unprecedented scale, power, and 

effectiveness.    

  

With 14 offices and operations centres in Europe, Asia and the Americas, Clark, New Jersey-based GEP helps 

enterprises worldwide realize their strategic, operational, and financial objectives.    

  

Recently named Best Supplier at the EPIC Procurement Excellence Awards, GEP is frequently honoured as an 

innovator and leading provider of source-to-pay procurement software by top industry and technology 

analysts, such as Forrester, Gartner, Spend Matters, Pay stream and Ardent Partners. GEP also earns top 

honours in consulting and managed services from the industry’s leading research firms, professional 

associations and journals, including Everest Group on its PEAK Matrices of Procurement Services Providers and 

Supply Chain Services Providers; Nelson Hall on its NEAT Matrix of Global Procurement BPO Service Providers; 

HfS in its Blueprint Report on Procurement-as-a-Service; and ALM Intelligence in its Vanguard Reports on both 

Procurement Consulting and Supply Chain Consulting.    

  

To learn more about our comprehensive range of strategic and managed services, please visit www.gep.com. 

For more about SMART by GEP, our cloud-native, unified source-to-pay platform, please visit 

www.smartbygep.com   

 

http://www.gep.com/
http://www.smartbygep.com/

