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Introduction

The Action Plans module in SourceDogg is for Buyers to highlight to you, any issues they have had
with your product/service. It will help you find the root cause of a problem, devise a short-term fix
and implement a long-term solution to prevent recurring problems. It may also be used in the
absence of any issues to highlight a roadmap of potential improvements and collect information on
progress over time. It is a Record that you can fill out in different stages each with different
timescales. The Buyer can then decide, based on their satisfaction with what you have provided, to
close off the Action Plan or return it to you for further work.

Action Plan Permissions

The Action Plans module is not active on your account by default and must be activated by adjusting
your Action Plans user permissions. Account administrators can control the permission levels for
existing and new Users through each User’s settings in the ‘Users’ tab of your Settings area. These
can be found when you click on your name in the top right corner (1) followed by ‘Settings’ (2) and
then the ‘Users’ tab (3).

NS SourceDogg We are buying We are supplying Supplier Management Resources ~ Reports ~

Settings
Personal Setting 2
: Log Out
User Management
Create new users or edit existing users
n Set
] - ACTIVE NAME
USERS JOB TITLE LAST LOGIN USER GROUPS
Branding (13) EMAIL
s Anthony Wilson Lo nvite Any |
= Procurerent Manas: 12 Jul 2021 09:28 Cannot Pool Suppliers [T [Tag Suppliers
NoSRM  NoAction Plans | Contract = Dalry Supplier
SRM suppliers 1

Readers  NoContracts [REGUBIGGHER)
o EROURSERSNESURRUE 1nvice Pooled
Cannot Pool Suppliers [TEETT) NoTag | NoSRM
User Groups SN SR R NoAction Plans | Procurement’ FsH | lIAGroup

Bill Mathews

No Requests  No Contracts  [[Requisii 3
Charles Lawson [ ievite Aoy BRZLETTES

F 2% No Action Plans  Procurement  IIA Group
r Views SRM suppliers 1

August 2021 Copyright by SourceDogg 3


https://secure.sourcedogg.com/settings#organisation/users

www.sourcedogg.com

& SourceDogg

To give any of your Users access to the Action Plans module just click on their name and change the
Action Plan Permissions Group setting from ‘No Action Plans’ to ‘Action Plans readers/Responders’.

Action Plan Permissions ] Action Plan Readers/Responders o Mo Action Plans
Group

Note that once you give a user “Action Plan Readers/Responders” permission, they will be able to
access all Action Plans in your account.

Where to find Action Plans

The Action Plans module can be found on your SourceDogg homepage by clicking on the blue ‘Action
Plans’ tile.

T SourceDogg  We are supplying

Hi Bobby, what do you want to do?

(1) (6)
View request — View responses’"t" View all responses Add Datasheets
invitations In progress

o5

Add Users

Create a buyer Action Plans

account
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Action Plan Records

This is where you access the Action Plans you have been sent from any Buyers on SourceDogg.

Action Plan Record

All Action Plan Records (6) -

Suspension issues

Faulty lights Tternational Courier Service Published .

124 Pipeline
Drillparts
Fuel Leak

Sensor Malfunctioning 3CM International Ltd Published 04 Jul 2021 13:50

All Action Plan Records (6) -

1. You can filter the Action Plan Records by their various stages (New, In Progress, Pending
Approval, Closed or Cancelled) by clicking on the dropdown or you can search by typing the
Action Plan Title or ID number in the search box.

2. ID —Each Action Plan Record has a unique ID number. You can change the order they are
displayed in by clicking on this.

3. Title — The name the Buyer has given the Action Plan Record. You can change the order they
are displayed in by clicking on this.

4. Buyer Organisation — The name of the Buyer that has issued the Action Plan Record to you.

5. Status — This tells you whether the Action Plan is Published, Closed or Cancelled. You can
change the order they are displayed in by clicking on this.

6. Next Due Date — This is the date the next Section of an Action Plan is due to be returned to
the Buyer. You can change the order they are displayed in by clicking on this. Deadlines are
guidelines. You can submit before or after a deadline has passed.

August 2021 Copyright by SourceDogg 5
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7. View — Clicking this will open the Action Plan.

Action Plan Details

These fields contain information supplied by the Buyer and require no input from you.

1 Plan Title 8D - Pipeline PUBLISHED

.. yer Organisation International Courier Service (view full profile)
ﬂ Location  Ireland |E| Next Due Date

23 Aug 2021 15:02

lext Due Date 23 Aug 2021 15:02 Published Date

Additional Information Company Name 16 Aug 2021 15:02

Supplierg (Uk)

E Problem

Pipeline leaks

SourceDogg Ref Nr. 142

This is the Buyer’s logo.

Action Plan Title - The name the Buyer has given the Action Plan Record.

Buyer Organisation — The Buyer’s name. Click on ‘view full profile’ to find out more about
the organisation.

4. Location —The country the Buyer is located in.

5. Next Due Date — This is the date the next Section of an Action Plan is due to be returned to
the Buyer.

6. Additional Information — These fields are unique to each Action Plan a Buyer issues but may
be used to issue information detailing the fault of the product/service. The Buyer can update
these over time. If they do it will be labelled with “Edited”.

7. SourceDogg Ref Nr. — This is the unique ID number that each Action Plan has.

8. Summary — This will tell you the status of the Action Plan, the date the next section is due
to be returned to the Buyer and the date the Action Plan was issued.

August 2021 Copyright by SourceDogg 6
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Custom Questions

These are the questions you complete before submitting your response.

Please con __._ sted below

-2 Team Formation
E Deadline: 02 Aug 2021 12:36
- 2.1 D1: Team Formation

Overview — Clicking this will open the Sections and show you the titles of the questions.
Expand all — This shows you the open Sections and full questions within them.

Collapse all — This changes the view to just the Section titles.

This is the Section name and its Deadline. Please note this is not a hard deadline and you
can still answer the questions and submit after it has passed.

el

5. This shows you the status of the Section, it can be ‘Complete Questions’, ‘Needs more work’
or ‘Approved’.

6. When the Section has been opened here you will see the questions the Buyer has asked you
to complete.

There are 3 question types the Buyer can use — Freetext, Document and Matrix. If any are marked
with a red question mark that means they are mandatory to complete before submitting your
response.

August 2021 Copyright by SourceDogg 7
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Freetext
‘Freetext’ question allows you, in a ‘block of text’, to type in any information required by the Buyer.

w 4.1 Please outline what you believe to be the cause of the problem.

[

If you see some helptext below the answer box this means the buyer has imposed a validation
pattern meaning they want your answer is a predetermined format. Common examples include a
date, email, VAT number and others. If you do not conform to the format then the box will be circled
in red and you cannot submit an answer, the box will turn blue when there is an acceptable answer
(please see below for examples of both). Please do not use spaces and to confirm there are no
spaces present it is advised not to copy and paste your answer in or use the tab or Enter keys.

T 1 Flease enter your Company Registration Number
M This does sot maich
» 11 Please enter your Company Registration Mumber

Document
The ‘Document’ question allows you to upload multiple files from your computer or your
SourceDogg ‘Document Library’ — your private online storage on SourceDogg.

August 2021 Copyright by SourceDogg 8
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v 42 Part I - Supporting documents

Attach any documents, images or videos)

To upload a file, simply click ‘Attach documents’ button. The pop-up window will appear and you will
have the option to select files from ‘My Computer’ or ‘Library’. You can also ‘Drag and Drop’ by
clicking on a file and drop it into the ‘Drop files here’ box.

Confirm
Add files from My Computer -

Library

n Astach any supparting decuments

Drop files here

Y,

To attach files from your SourceDogg ‘Document Library’ simply select ‘Library’ on the top left corner
of the popup window. This will show folders created in ‘Document Library’ and files previously
uploaded into the Library. Click on ‘Add’ button next to the chosen file. This will add chosen file into
the question.
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My
Computer

Once you click ‘Add’ button, it will turn into the orange ‘Added’ button. Click on ‘Confirm’ in the top

Library

Add files from Document Library

| Search by tag or title...

[ RFx description

[ sample Doc

[ Procurement.ZIP

I Demo Folder for eRFX (7 documents)
I Supplier Emails (2 documents)
@ Demo Documents (4 documents)

I Product Specifications (2 documents)

28 Mar 2017 10:03

28 Mar 2017 10:03

03 Jul 2014 11:38

17 Apr 201415117
17 Apr 2014 11:25

15 Apr 2014 12:27

09 Apr 2014 16:28

right corner to complete the file upload into the question.

|Add v|
|ndd v|
|ndd -|

Library

My
Computer

Add files from Document Library

| Search by tag or title...

[ RFx description

[ Sample Doc

[ Procurement.ZIP

I Demo Folder for eRFX (7 documents)
= Supplier Emails (2 documents)
= Demo Documents (4 documents)

I Product Specifications (2 documents)

28 Mar 2017 10:03

28 Mar 2017 10:03

03 Jul 2014 11:38

17 Apr 2014 15:17
17 Apr 2014 11:25
15 Apr 2014 12:27

09 Apr 2014 16:28

|Add -|

« Added ~

|Add v|
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If for any reason the chosen file needs to be removed, simply navigate cursor over the ‘Added’
button and it will turn into a red ‘Remove’ button. Once clicked, file will be removed from the
guestion and you may select another file or multiple files.

To attach files from User computer simply select ‘My Computer’ on the top left corner of the popup
window and then orange button ‘Attach files’. This will open your Computer window with files
stored on it. Simply select the chosen file.

Add files from My Computer

Once the proper file is chosen for the question, it will be added into it, and will appear below the
‘Attach documents’ button. The file size will be displayed and an ‘x’ button to remove the file if
necessary. Please note there is a file size limit of 20MB per file.

v 2.1 Please provide the accounts for your organisation including your turnover, assets and
liabilities for the past 3 financial years

Attach any documents, images or videos.

m

Sample A.docx 12 KB

August 2021 Copyright by SourceDogg 11
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Matrix
The Matrix question allows you to enter the data in the form of an Excel-like spreadsheet.

To provide information in a Matrix question, simply click on a blank white cell. This will highlight the
cell in blue and you can start typing in it.

- 3.1 D3: Interim Containment Actions
[ 2]
A B C
Action tesponsible mplemnentation date
2
3
4
5

Please note that only white cells are for the User to fill out. All grey cells are read-only.

At times the buyer may impose a validation pattern on certain fields meaning they want your answer
is a predetermined format. Common examples include a number, date or a dropdown. If you do not
conform to the format then the box will be red and you cannot submit an answer, the box will be
white when there is an acceptable answer. When a dropdown option is present simply click on the
arrow and choose from the options.

August 2021 Copyright by SourceDogg 12
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Floase compeete M reievast cods v I gueshion Sorme ced sy Arve been ssavied &3 roud oy
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ety o 2000 Aeracters

Once the information is filled out, the Blue/Red question mark turns into a green tick to indicate that
the question has been answered. This can be changed at any time until your Response is submitted.

- 2.1 D1: Team Formation

@) @

A B C D

1 MNAME ROLE PHOME EMAIL

2 | Billy Corgan Mechanical Engineer 01224 847596 | b.corgan@supplierb

3 | Kurt Cobain Assistant engineer | 01224 7458741  k.cobain@supplierb.

4 | Edward Head Enginasr 01224745896 | evedder@supplierb

Veddar

5

I

Flease complete all refevant cells for this question. Some cells may have been marked as read onfy.
Any calculated cells will be automatically updated as you make changes. Max allowed cell content
length is 1000 characters.

Submit Section
When you have completed the questions in the Section you are ready to submit this to the Buyer. To
do this click on ‘Submit Section’.
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-2 Team Formation
Deadline: 23 Aug 2021 15:24 ({1, TR 1T LT T m

- 2.1 D1: Team Formation

(saveD) o
Switch Matrix View
A B C D

1 NAME ROLE PHOMNE EMAIL
2 Billv Corgan Mechanical Eneineer | 01224 847596 | b.corean@supplierb

When you do this you then have the option of adding some comments which will be visible to the
Buyer.

You are about to change this section.

Please find attached the documents requested regarding the 8D.

The status of the section will then change from ‘Complete Questions’ to ‘Waiting for Approval’.

-2 Team Formation
Deadline: 23 Aug 2021 15:24
- 2.1 D1: Team Formation
A B C D
1 NAME ROLE PHONE EMAIL
2 | Billy Corgan Mechanical Engineer | 01224 847596 | b.corgan@supplierb
3 | Kurt Cobain Assistant engineer | 01224 7458741 | k.cobain@supplierb.
4 | Edward Head Enginesr 01224 745896 | e.vedder@supplierb

The buyers will be notified by email that you have submitted the Section and it is ready for them to
review your work.

If the Buyer is not completely satisfied with your work or require anything further on it, they may
mark the section as incomplete. If this happens you will be notified by email and the status of the

August 2021 Copyright by SourceDogg 14
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Section will change to ‘Needs more work’. If you click on ‘Comments’, you will see any that the Buyer

may have included.

Problem Description

* 4.1

Deadline: 30 Aug 2021 15:24

Please outline what you believe to be the cause of the problem.

(5aveD) o

We halieve the arisin of the nrohlam is

This section needs more work

Please provide further documentation regarding the error discoverad in June.

If the Buyer is satisfied with the work,

status will change to Approved.

you have provided they will mark it as Complete and the

- 2 Team Formation
Deadline: 04 Aug 2021 16:17
> 21 D1: Team Formation
A B C D
1 NAME ROLE PHOME EMAIL
2 | Billy Corgan Mechanical Engineer | 01224 847556 | b.corgan@supplierb
3 | Edward Head Enginesr 01224 745896 | e.vedder@supplierb

August 2021
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Closed

The Buyer can close the Action Plan at any time if they feel the issue has been resolved. When they

do this, you will be notified by email and the status of the Action Plan will change to ‘Closed’.

CLOSED

Fublished Date
28 Jul 2021 16:17

124 8D Pipes Internaticnal Courier Service Published View -
115 8D Internaticnal Courier Service Closed View -
112 8D - Pipes International Courier Service Cancelled View -
Cancelled
If an Action Plan has been sent in error the Buyer may cancel an Action Plan.
Published Date
25 Aug 2021 07:54
ld= Tide = Buyer Organisation Status 3 Mext Due Date =
155 Sensor Malfunctioning Internaticnal Courier Service Cancelled View -
August 2021 Copyright by SourceDogg
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