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1. Getting Started

Logging In —

1. Enter web address http://www.h-gms.com/nmhg/  and the screen shown below should
appear.

2. Enter the username you have been given by NMHG which is normally your name all lower
case with no spaces. NMHG will use their normal network sign on name.

Enter the password you have been given by NMHG.

After entering your username and password click “Log in here ”.

After initial log in, it is important that you change your password to protect your access to
the system.
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Help Facility — It's recommended that you refer to the on line Help Guide when you need some
assistance. This can be accessed by clicking on the help button on the toolbar at the top of each
screen (see below).
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Setting up “My Modules”

1. After sign-on, the HQMS welcome screen (below) appears on screen. It will save time later
if you set up access to the Cost Reduction Module within your personal “my modules” area.

To do this, click on the modules button on the toolbar (above) and then select the Cost
reduction module (as shown below). Now click on “update my modules " at the top of the

screen. This completes the set up and next time you use the system you can go straight to “My
modules” from the welcome screen.

2 HOMS - Harrington Quality Management System - Microsoft Internet Explorer
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2. Getting to the Cost Reduction Proposals
Centre
1. After saving the module within the personal my modules area as explained previously,

you may then click the Go button to open my modules from the welcome screen. A link
to the cost reduction module should appear, as shown below.

2. Click the Cost Reduction Proposals link and a menu of available options will appear —
as shown below.
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3. Entering a Cost Reduction Proposal

Select Enter a New Cost Reduction Proposal from the menu shown in section 2. The New Cost
Reduction Proposal screen (shown below) should appear.

The general information section and cost reduction details sections should be completed as
appropriate. An explanation of the information NMHG require is given below.

Project Ref Group:

You should select default and the system will allocate a unique reference number to your
proposal. If you omit to select default, as the system is currently programmed with only 1
numbering group, default will automatically be selected.

Project Title :
You should input a brief, meaningful title for your proposal, which gives an indication of the type of
change being proposed.

Originator , Supplier Name and Supplier Code :

These details will be automatically entered by the system. If the system does not enter your
supplier name or supplier code, you may still proceed to enter your proposal, but please notify your
NMHG Commodity Manager so that we may rectify the problem.
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NMHG Buyer Americas Division and NMHG Buyer European Division:

Each area has a pull down menu of the buyer names in the division. You should click the arrow to
activate the pull down menu and then select the NMHG buyer responsible. This should be the
NMHG buyer who normally discusses commercial matters with your company. If your company
only supply to either the Americas Division or the European Division and not both, you should
select not applicable (N/A) for the division where there is no business.

Date originated:
This field will also be automatically populated by the system.

NMHG Part Numbers :

Please identify all part numbers affected by the proposal as space permits, alternatively use
judgement to highlight the most prominent part numbers. All part numbers must also be identified
in a cost reduction analysis spreadsheet which can be uploaded after entering all data on the
current page and clicking the save button.

Part Description
Identify the type of parts affected by your proposal, using the standard descriptions from the
NMHG engineering drawings.

Detailed Project Description

Provide a full description of your proposal, explaining how it will bring benefits to NMHG and what
is involved to implement it. If production parts physically change then provide full technical
explanation, attaching supporting documents if appropriate (drawings, digital photographs etc) All
relevant attachments can be added after completing the current page and clicking the save button.

Project Risks and Impact to Approvals

This area is optional. It can be used to advise NMHG if your proposal has any risks which NMHG
may need to consider. For example, if you are proposing a material which may require testing to
ensure compatibility with our application, please let us know. Ideally, proposals with have little or
no risk at all, but we recognise that there may be instances where some detailed evaluation or test
may be required and NMHG encourages suppliers to notify NMHG at the earliest opportunity.

Annual Cost Reduction (both Americas and Europe)

Use this area to indicate the annual cost reduction value to each NMHG Division. Both fields are
mandatory, so if the proposal only benefits one NMHG divisions, enter “0” (zero) against the
division which does not benefit. You should also ensure the cost reduction value shown is in the
trading currency already agreed with NMHG, i.e. the currency shown on your invoices.

Tooling Cost : If the proposal requires new tooling, please show proposed cost in this area. Again,
this should be shown in the agreed currency (as shown on your invoices).

Currency : Use the pull down menu to indicate the currency of both the annual cost reduction and
tooling cost. This should be the currency shown on your invoices.

Lead-time to implement:  please specify how many weeks it will take to implement the proposal
from the point when NMHG advise to proceed.

After completing all the fields in the general information and cost reduction details sections, click
the “save” button in the menu bar at the top of the screen. This will automatically open up the
“detail” page from where you will be able to upload attachments and submit the proposal to your
NMHG buyer.

Page 7 of 26



Cost Reduction Module Help File
1 May 2008

3. Cost Reduction Proposal — Detail Screen

On clicking “Save” after inputting the general information and cost reduction information, the cost
reduction detail screen opens automatically. The main requirement in this area is to upload a cost
reduction analysis template, along with any other relevant files and to submit the proposal direct to
your NMHG buyer.

First time you enter a new proposal, you should download the “cost reduction analysis” template so
that you can use this template style for the current and all future proposals. Click the “download
cost reduction analysis template” link shown above and then save to the appropriate folder in your
own PC, as shown below.

-
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After saving the template on your PC, it is suggested you open the file and save under a new
name relevant to the current proposal, retaining the original file on your PC for future new with
new proposals in the future. This will save time as you will not need to download the template
again.

The spreadsheet template is shown above. As you can see, the following fields require to be
populated.

Cost reduction proposal / idea number : Please input the reference number NMHG's system
has allocated to your proposal, e.g. CRP-0104

NMHG Part Number : Please input all impacted NMHG part numbers in column A, as
requested. If there are not enough rows in the spreadsheet, you may add extra rows within the
table as required.

Revision Level : Please also input the NMHG revision level you want to change, if known.
Supplier Part Number : This is optional and can be input at your discretion.

Estimated Annual Usage: Please input the estimated annual requirements (EAR) for each
NMHG user plant, in columns E to N. Please do not overwrite the formula in column D as this
will calculate the total global EAR from the individual plant usages in columns E to N.

Current price / piece : Input the current agreed unit price for each affected part number in
column O.

Proposed price / piece : Input the proposed unit price for each affected part number in column
P.

Calculated savings : This field is calculated automatically, but it's important that you ensure
the total in this field matches the Annual Cost Reduction values input directly on the cost
reduction module.

Currency : Input the currency and ensure this matches the currency you have entered on the
system
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After completing the spreadsheet, save it to your PC and then upload the file as shown below.

>

Click the link to “add attachment” in the cost reduction details section (shown above).
Thereafter, select the upload file option, and browse your PC for the file, both as shown below.
You may also use this facility to upload any other relevant files such as digital photographs or
drawings (TIF image) etc
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After all your data has been added to the proposal and any relevant attachments have been
uploaded, you should submit the proposal to the appropriate NMHG Commodity Manager.

While still in the “cost reduction proposals — detail” screen, click the request responsibility
acceptance link, shown below.

>

Thereafter, select the option “select an editor”, shown below.

>

Selecting an editor gives access to a pull down menu of all the buyer names in the NMHG
Americas and European Divisions. If you supply to both NMHG Divisions and the proposal has
an impact on both Divisions, you should normally select the NMHG Commodity Manager who
is based geographically closest to your location.

After selecting the appropriate buyer name, click “request signature”, circled above.
This will submit your proposal to NMHG. Please note that you should only submit to the NMHG
Commodity Managers you are familiar with and with whom your organisation discusses

commercial matters.

Please also ignore the due date field as that area is note in use at this time.
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NMHG Acceptance of a proposal

After briefly assessing a new proposal which will consist of a very broad viability check and
verification that no information is missing, the NMHG Commaodity Manager will e-sign their
acceptance which formally accepts the proposal into the NMHG system. This does not
imply that NMHG will implement the proposal, only that they have accepted the proposal
into our system for further evaluation.

The process for this is outlined below.

The buyer will click the “eSign it” icon, shown above and the new window shown below will
open.

-
-

The NMHG Commaodity Manager will now type in their e-signature password as shown and
then click sign.

Thereafter, the detail screen will re-open and the acceotance tab now denotes that NMHG
have accepted responsibility for the proposal — see below

At this point, the supplier will be unable to make further changes to the proposal and any
editing will require to be completed by the NMHG Commodity Manager.
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1. Each of the stages under each of the headings should now be addressed; they
should be fed back on using the methods as indicated below:

~—

2. Enter the required information into the Further Information section and when finish
click on the “Approve Further Information Action” link.

>

3. The acceptance and closure section contain a discussion box. Click on the “Add
Comments” button; whenever the “Add Comments” window opens, write in your
comments, and then click on the “Save Comments” button.
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Logqging Out of CRP

Please Note: When using the Cost Reduction Module, if you leave the system idle for 17
minutes or more the system will auto sign out, always save your work and logout once you
are finished.

To log out of ICAM at anytime click the “Logout” icon.
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Sending an Email using CRP

It is possible to send emails using the CRP system, to do this follow these steps:

—

1. Select “Send E-mail” icon found below the Cost Reduction Proposal tool bar as
illustrated above.

2. The window pictured above will now open. You can now type in a users emalil
address.
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3. Once you have written your text you can add an attachment by clicking here.

4. |1 will now attach the picture shown above.

5. Click the “New Attachment” icon
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6. The window pictured above will now open

7. Select “Upload a file” and then click “browse”

8. The “Choose file” window pictured above will now open, you can now search for the
file, document, picture, etc that you want to attach to the email.
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9. Once you find the item you wish to upload click on the item and then give it a name
in the description field, example above has been named “Radiator Rack”

_

10. Click on the “Submit” button to upload attachment.

11.0nce the attachment has uploaded the window above will open, click “Send” to
send the email. Email with attachment has now been sent.

12.1f you did not want to add an attachment, you can send email by click “Send”
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Generating a Report

This section will demonstrate how to generate a Microsoft excel report of all your open
proposals.

1. From the home page Click Go on “My Modules” as highlighted above.

2. Now click on Cost Reduction Proposal Module.
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—

3. After clicking Cost Reduction Proposal, you will be presented with the following
screen click View Cost Reduction Proposal List as highlighted above.

4. Click Go.
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5. You will now get a list of all your open proposals, you can click on one to view it.
You can also click “export” (circled above) to generate a report. Note: You can
select which fields to view on the report as shown below.

O

6. Click on edit layout (right hand side) to select the fields you want on the report. Drag
them next to the other fields as shown above. If you wish to eliminate a field, drag it
to the trash can highlighted. Now click “Export”
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7. Click save and choose where you wan to save the report.
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Chanqging vour log-in password

1. To change your log-in password follow the steps below

2. Select “my HQMS settings” by clicking “Go”

3. Now click in the box beside “Change login password”

/ f

4. Now enter password details and click save.
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Changing vour Newsletter Preferences

1. To change your newsletter preferences follow the steps below:

2. Select “my HQMS settings” by clicking “Go”

3. Now click in the box beside “Email & Newsletter Preferences”

4. Click the boxes as above to select preferences required and then click “Save”
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Frequently Asked Questions

Q1. I needsome general help which is not covered in this document
Contact your regional NMHG Commodity Manager for help.

Q2. How do | have access granted to another user?
Contact your NMHG Commodity manager.

Q3. Why did the system log me out?
For system security reasons, the system will log you out of the session if it remains
idle for 17 minutes or more.

Q4. Is there another way to access the system other than typing http://www.h-
gms.com/nmhg/
The system can also be accessed from the NMHG homepage www.nmhg.com _ Go
to the homepage and click the “Suppliers” button. This takes you to a menu where
you can select “Click here for NMHG Quality & Cost Control System (Corrective
Action Management and Cost Reduction Proposals)”

Q5. What does a red asterisk mean?
A red asterisk denotes that the particular question is mandatory and you must
submit a response before proceeding.

Q6. | cannot see how to upload a spreadsheet or another attachment.
Attachments can only be added after completing the initial screen and clicking the
save button. This opens up a detail page and there is a link to upload attachments.
See the previous help section on “Entering cost reduction proposal — detail”

Q7. What should | do if | encounter a problem completing a proposal and cannot
complete it in a single session?
Providing you have completed all the mandatory fields (identified by a red asterisk)
you should be able to save the proposal and re-access it later when you have all
the information. In the interests of good system housekeeping, please fully
complete all proposals at the earliest opportunity.

Q8. Why can't | open the further information and closure sections
These sections are for NMHG's internal use only. Your Commodity Manager may
use these areas to store additional information which can be used by other NMHG
Departments when evaluating proposals.
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